My Biz & My Workplace

Defense Civilian Personnel Data System



DCPDS

DCPDS automated multiple human resource
functions (Personnel action processing,
Appraisal, Pay Adjustments)

Maintains a complete history on employees
(Awards, Benefits selections, Personnel
Actions)

Updates the Payroll system automatically for
Technician employees

Interfaces with Self Service Applications such
as My Biz and My Workplace



DCPDS System Generated Actions

DCPDS Produces Reports on Individual
Person (RIPS) such as Supervisors Brief (on
employee), Supervisory Notice of Within
Range Increase etc.

DCPDS will also automatically generate
certain types of actions ( Within Range
Increase, Termination Expiration of
Appointment, etc.)



Introduction to Self-Service HR:

May 2006 DoD introduces Self-Service HR
functionality within the Defense Civilian
Personnel Data System (DCPDS) through

two easy-to-use modules:

My Biz & My Workplace
DCPDS Portal

https://compo.dcpds.cpms.osd.mil



https://compo.dcpds.cpms.osd.mil/�

Key Features

Avallable to employees, these Self-Service HR
modules will allow:

« Secure, real-time, on-line access to key personnel
iInformation from your workstation, anytime

« Employees to view personnel information
 Employees to update personal information

 Managers and Supervisors to view personnel
Information about their staff

« Employees, Managers and Supervisors to establish
performance plans, provide feedback, and appraise
employee performance



Welcome to... My Biz

My Biz is a web-based Self-Service HR module that
grants access to your official personnel information.

My Biz allows you to:

e View your personnel information 24/7 from your
workstation

« Update specific fields of personal information

 (Email Addresses)

 Provide input on performance plans and
accomplishments for performance appraisals

- (Performance Appraisal Application — PAA)

* Print Notification of Personnel Actions (NPA)
- Standard Form SF50s



To access My Biz/My Workplace, you will need
to register your Smart Card Access, (CAC).
Check with your servicing HR office to ensure
your account has been established.

/= Login : DCPDS Portal - Windows Internet Explorer

£ | https://compo.dcpds.cpms.osd.mil/

e Edit View Favorites Tools

- Favaorites

&2 Login : DCPDS Portal

News and Information
Last updated Dec 26, 2010
18:00 CDT

Announcing DoD's New
DCPDS Portal - with a "News
and Information” section for
employees (My Biz),
managers (My Workplace)
and HR Professional users!

Self Service Users

My Biz, Employment
Verification (EV), available on
Oct 31, 2010, allows you to
email employment and/or
salary information to an
external organization or
person directly from DCPDS.
Select EV for more infol

(Please note: The use of
"The Work NMumber” to verify
employment and salary
information is still available
through the established
process.)

HR Professional Users
Operation New Dawn with
LAC 7BE has replaced
Operation Iraqi Freedom with
LAC 7AB and is available for
coding Civilian Expeditionary

1= | %| AF Portal - JFHQ-WL J1-M...

Help

&2 | BMC Remedy Mid Tier 7.1... &*

BMC Remedy Mid Tier 7.1...

Smart Card Access B
Returning Smart Card

X Login
user? Login and select your

non-email certificate when

asked to choose a digital

certificate.

First time Smart Card user Register

or need to make name
changes? Register before
logging in.

Authorized Non-Smart Card (Non-
Bl CAC) Access

Returning Non-Smart Card user (Non-
CAC)? Use the username and password
fields below to login.

Portal Username:

Portal Password:
Login
First time Non-Smart Card Register
(Non-CAC) User? Before
using the DCPDS system, you
must first register.

Password problems? You
may go here if you have

configured your account for
automatic password resets.

DCPI)S PORTAL

wyyWORKPLACE

SATE S b
A AL PR TR

Helpj] Reporting Problems

For personnel data concerns in
"MyBiz", contact your Servicing Human
Resources Office.

For technical problems (i.e., Smart
Card issues, access problems, etc...)
with the application, select the
Contact List for your organization's
computer support Help Desk.

CPMS Contact Information

Department of Defense

Civilian Personnel Management Service
HR Business Information Technology
Solutions Division - HR-BITS

1400 Key Boulevard, B-200

Arlington, WA 22209-5144

http - //www.cpms.osd.mil

Privacy Act | Accessibility | Privacy and Security Policy
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Once you log-on to the system, you will be prompted to select a

responsibility. As an employee, you will select My Biz.

Here is the My Biz
responsibility.

epartment of Defense

CE MyBiz ICEPAAV3 Logout Preferences OracleH

My Information contains
the employee’s information.

Navigator

3 911 NGB WIHRO0OOD! 4 liy Bi SR Update My Information is
LJ AGR Mgr WIHRO00001 B My Information AftermsTITTOUT Browser to access DCPDS, close all o the function used to u pd ate
21 CIVDOD Self Senice Hierarchy Manager | | Undate My Information <= your browser windows and restart a new browser .

3 HR-TRNG WIHRO00001T & Employment Verifcation session. Sometimes the browser can hold that your work email address

a 1 Performance Appraisal Application (PAA) information in memory (e.g. cache, etc) and someweb 3 ethn icity and race

LI PER WIHRO00001 sites know where fo look to find . For more informatior . !

E1RPT WIHRO00001 ick here information as well as

LJWI CIVDOD PAYROLL REGENERATION fo reig nli anguage

UJWI MANAGER

"My Biz and associated web pages ar web-ased toals created by the Department of Defense (DoD) as part of the prOfICIenCy'

Defense Civiian Personnel Data Systejn (DCPDS) to allow DoD personnel access to and management of their personal
personne! records. The DoD MyBiz and associated tools can be accessed only by authorized DoD personnel within a .mil
or dodea.edu network. The DoD MyBig tool has no association with any private or other enterprise using "MyBiz' inwhole  comman Access Card
or in part as a fitle or logo."

Employment Veriication Via My B

Employment Verification
in nformaion Self service employment

CPMS does not maintan Federal Long TemaCare verification application.
Insurance and Flexible Spending Account Prograffss

8 TSP Homepae Performance Appraisal
& OPM Homepage Application (PAA) contains
| . T the electronic appraisal
The functions available to the employee user are orogram PP

provided in the middle area. There will be 4 current
functions available to the user.



Access & Review My Biz Information

Selecting My Information from the My Biz Home Page
will allow you to view information related to your
employment and verify its accuracy.

* Secure, real-time, on-line access to your official
personnel information

e Tabs provide further details on the following:

— Appointment

— Position

— Personal

— Salary

— Benefits

— Awards and Bonuses
— Performance

— Personnel Actions (SF 50s)
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Access My Biz Information

o Department of Defense
Core Locouf Prefercndes

Plumadore, Carmelo CPMS W

GEMZRAL IMFO: The information is curmen a5 of loday's date
Orgarization  AF AUDIT AGENCY bt Job Tl Auditing [511)
AFGWENSFYZCI
Faosifion 57367 .SUPERVISORY Grade GEI-H
AUDITORSTIZH AFG APPR
| Total Salary 115,116.00 USD ) ]
_J Appointment { Position  Personal Salary Benefts Awards and Bonuses  Performance  Personnel Actions  Detail Actions
Irfarmrialion cieplayed in this se = based amwgangesTgilher IR Rosilion, Croamgabon, Lo miUn.Cgﬂe.Juh or Az gmrmert Salug.
2l Presious | 1-1 w MNead 1 &
Details Effective Data ; |Grage |Step or Rate I
B Shicrw 06~ ban-2008 Auditry Gh-4a nd

Hetampd Grade Dedals
Daie
Date From To Retained Grade Retained Step or Rate Refl

Mo dsta exisis

an Mgtaindy PRy THble IPRetained Pay Basis Temporary Promotion Step

. Appoiniment - Pestion Papsonal Sy Bonglile  Mscaeds arMEo 2 g A

Hama | Logowd | '—"r

oo o 41 _— . ) Privacy SSatenen|
Copyrght 2000-2004 Cormerstion. Alngriz reseny From this page, the wser can nawgale to the olher tabs and 228 vanous pieces =

of information ralaive 1o the tab selectad




Update My Biz Information

Selecting Update My Information from the My Biz
Home Page permits you to update certain personal
Information.

Phone Number
Email Address
Disability Codes

Race and National Origin (Ethnicity and Race
|dentification)

Foreignh Language Proficiency
Educational Data (Degrees & Transcripts)
Emergency Contact

Keeping this information up-to-date and accurate Is

Important. You have a secure, real-time, on-line way
to maintain your information easily.
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Update My Biz Information

i Department of Defense Highly encouraged

Home Lot Preferencss

(Cance| |

Mame adore, Carmelo Employes Mumber 384488

J Profile \ Handicap Language Ethnicity and Race  Emergency Contact  Education  Training  Certifications/Licenses ~ Awards and Bonuses

My Profile

Work Email Address
@ TIP Please enter your Work Email Address only and select the Update button to save.

Work Email Address 7 @ngarmy.mil
Employee Phone Number
Cancel |
Home | Logout | Preferences
Cogyright 20002004 Drack Corporsbion. M rgits regerved, Privacy Ehatement

This is the update page where the user is abls to update his/her mfarmation. The user can update vanous phone numbers, hisfher
email address. handicap code, Foreign Language proficiency (m May 08), and their Ethnicity and Riace codes.

Currently there are nine items that
can be updated by the employee
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Navigator Favorites

Department of Defense
Home Logout Preferences Help

Navigator [Favorites
&=y Biz My Biz ' | Edit Favarites )
=] My Infarmation ™ TSP Haorne
Z] Update My Information ™ 0P Home
=] My Biz Help B MlyPay
) Appraisals { [ USA Jobs
1 OPM Health Benefits Home
1 OPM Life Insurance Hame
M CPM Retirement Home
| Preferences | Help \

Copyright 2000-2004 Cracle Corporation. &ll rights reserved, Privacy Statemert

The area identified as “Favorites” is created for all new My Biz accounts and contains
approximately seven links to websites of importance to the employee. For example, we have
provided links to the TSP Home page and the Retirement Home page for CSRS or FERS. As
we add new information, a new link will be added to this area providing navigation
information for the employees.
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