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Accessing the Employee Self Service User Information “My Biz”

The Oracle Self Service Employee “My Biz" view is now available to limited

personnel. Employees may log into DCPDS and view their employment-related
information. Future enhancements will be available to allow for updating limited
employee data elements. The following pages provide a brief overview of the new

functionality.
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Logging In
IF YOU ALREADY HAVE A DCPDS ACCOUNT

If you currently have a DCPDS account (/MGR, IMGA, /IRMM, /COS, /COC, /COP etc), there will be a new Responsibility

(Hat) added to your “Navigator” screen, entitled “My Biz”.
IF YOU DO NOT ALREADY HAVE A DCPDS ACCOUNT
To access My Biz:

Go to CPOL website (http://www.cpol.army.mil/).

Click “Employee Login.”

0\"__ The US. Army has emploved civilians since 1776 in support of men and swomen in uniform The
| Department of Defense is America's oldesr, largest, busiest, and most successfl “company”. Today, with
BT oo reronset cre over 250,000 civilian e o5, the Army is the Department of Defense’s largest federal emplayer:

Employment
Opportunities
Around the
World

Top Army Initiatives

Employee Portal =

Employment .

S
Take the Army Civilian ‘ ﬂ

Attitude Survey Mow

Become 2 member of the We offar various referance

Armny Givilian Tear, Visit our| information and tools to

Ermployrent page and aszist with questions
Ay Mational Security discover countlass concerning Civilian Human
Personns| System apportunities to join the Resources,

Armny 35 a Civilian, The Ay

Current BRAC Information has & wealth of challenging
jobs with prograssive
employment practices, a
farnily friendly atmozphere,
exceptional benefits, and a
diverse workforee,

Hurricane Katrina/Rita

Guidance

Mo Fear Act Notice

AL

The CPOL Portal is a one
stop site that provides
access to all the information

you may need as a Civilian
supervisor ar emnployes

ErE It you need an
AKO account,

Enter your AKO User name and Password.

Please Enter Your AKO Username and Password {cpolmain

[14:44:17:1929)

User name: | G|

]

Password: |

[CIRemember my password

[ Ok ] [ Cancel

J
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Click the Employee Tab.

Click “Open.”

Tuesday, Decernber 13, 2005 @

Uibrary @ et \:n;-l) Contact

Welcome j

ﬂ il Links j

Welcome to the

welcome, kathy.conte to | Welcome to the CPOL Library,
, .

interruptions between 0600 - 0700 EST. We apolagize for any

inconvenience this may cause, Positinn Classification

- Weekly Maintenance for applications is done every Thursday SES - Senior Executive Service
from €:00 AM - 7:00 AM EST. Check here each week for

dewetle e odt

" the new CPOL Portall You _yufur resource for knowledge and CPOL Links.
have successfully logged in. information.
a % = portal Library Homepage = what's Hew?
= penefits = cCivilian News
The CPOL Partal is a one-stop site that provides access
o all the inform ation you may need as a Civilian Personnel =» Career Management = ko
employee, The Portal provides you with access to
applications, infarmation, news, benefits and much more. 1f = Civilian Plans & Strategies =» Deputy Chief of Staff, G-1 & Entitlements
wou are a firsttime user please access the Portal Help for
infarmation on how to browse the Porral, =% Emergency HA Guidance =» Career Management
T e = =% General Information = US Army Homepage
The latest CPOL Portal & Server =% Labor Relations = Account Request Information
Announcements
=% Management - Employee Relations
Undated 12/13/03 = Mobilization
- Application Downtime: Thursday, Dec 15 =» Modernization ﬂ 5
©n Thursday, Dec. 15, 2005 the CPOL Portal will undergo .
maintenance work that may cause users to experience = Non-army Guidance {DoD, OPM) National Security Personnsl System
=
=
=

MAF - Marznreanvistad Fond

il et

~

®

Tuesday, December 13, 2005 @
0\ 2

EHIID v personneL onane EMPLOYEE

CPOL > Employee Info @ Help Contact

Automation Tools

{J Employee Data {Access to My Bi{ click Open)—|

This allows you to view your own personnel information throu @ Open in New Window

Biz application within the Defense Civilian Personnel Data System Links
(DCPDS). . -
rmy Benefits Center - Civilian -
O i B fits Cent Ciwil (ABC-C)
] fou can;
= Access your personnel information immediately over a secure line, O Defense Travel System(DTS)
« Access it 24 hours a dsy/7 days a week from any workstation, O DFas/My Pay
= Access tab information for Appointment, Position, Personal, Salary, Benefits, O Emergency Contact
Awards/Bonuses, and Performance information, © Employment Verification Service (TALK)
= Enter a Helpdesk Ticket to request a correction to your personnel record andfor .
provide fzedback on the functianality of the tool. © Resume Builder & ANSWER
o N
« Wiew Status of Helpdesk tickets weu haus enterad. Thrift Savings Plan (TSP)
@ wacancy Announcement Board

+ The My Biz application is currently under testing and will only be av.
! m the i Agency and G-1, CP, Civilian Human
Resources Agency.
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Click “My Biz". (Helpdesk and Field Descriptions will be addressed later.)

N,
L0501 ] :-»mu=sasmmm:—6 [ZI[4N){3 38 MANAGER | HR SPECIALIST

CPOL > Employee Info Hbl’dﬂf @ Help | . Contact ® Edit Account Info

V Tuesday, January 23, 2007 @

L Employee Data

G Yiew Information

View Your Personnel Record

. @ To view yvour Personnel record click the My Biz link. Logon using vour assigned
» fiy-BiF Helpdesk hty Biz userids

Request Password Reset
Reguest Correction to your Personnel Record

& My Biz field descriptions

s My Biz User Guidance . . . . L

» Wiew status of your Helpdesk tickets @ Submit a Helpdesk ticket, if you need to have information in your Personnel
» My Biz & My Workplace Marketing Material record updated changed or corrected or have vour Wy Biz password reset. For
» Frequently Asked Questions (FAGs) instructions an how to do this, click here

The information containg Personal Information protected by the Privacy Act (5
USC 2328), Safeguard in accordance with paragraph 5.2, AR 340-21to be
protected in the same manner as For Official Use Only)

Enter your User Name (which is your Social Security Number with dashes or,

for Local National Employees, your LN Employee ID without dashes) and the default password.
(Note, your password should be 10 digits in length.)

The formula is listed in the table below:

Appropriated Fund Employees Non-Appropriated Local National Employees
Fund Employees

Upper case first and second letters of first name | SAME SAME

Dollar Sign SAME SAME

Lower case first and second letters of last name SAME SAME

Dollar Sign SAME SAME

4th Character of SSN SAME 7th Character of LN Employee ID
Dollar Sign SAME SAME

5th Character of SSN SAME 8th Character of LN Employee ID
Dollar Sign SAME SAME

EXAMPLE: For user John Smith, his user name is his SSN with dashes, “123-45-6789", and
his default password would be “JO$sm$4$5$".

OFFICIAL U.§. COVERNMENT SYSTEM
FOR AUTHORIZED USE ONLY
[P WARNING*** WARNING*** WARNING** “WARNING**|

Unauthorized access io this 1.5, Governmeni computer sysiem
and sofiware iz prohibiied by Tiile 18, US Code, Section 1030,
"Fraud and Relaied Activity in connection with Computers".
Unauthorized use iz a felony which is punishahle by a $10,000
fina and up to tan years in jail Do net discuss, enter, trancfar,
process, or iransmii daia of greater sensitivity than
sengitive-unclassified. Uring this system constitutes consent to
ity testing amd itori
TUnauthorized use could result in criminal prosecution.
The information contained in this system iz subject io

The Privacy Act of 1274 as amende d.

Tser Mame |

ORACLE’
E-BUSINESS SUITE

Pazsword I

Connect
R

After successfully entering the above, you will be prompted to change your password.

Close
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ORACLE

Your password has expired

Old Pagswerd |

New Paseword |

Reapaat Naw Paseword |
Security quostion |What la your fevarite color R

Aml

Ecnal Acdress (opiional)

V) Sare |

Enter the following data elements:

e Old Password — This is the default password constructed above.

¢ New Password — Passwords are, at a minimum, a case sensitive 8-character mix of upper case letters, lower
case letters, and special characters, including at least one of each with no two alike side-by-side (e.g.,
emPagd2!).

¢ Repeat New Password

e Security Questions — This question must be answered before continuing, it will be necessary to have completed a
security question to reset a forgotten password. Select one of the available questions.

Wyhat is your favarite color j

What is your mother's maiden name

What is your city of birth

What was your first car

What is the name of your favorite pet

e Answer — The answer provided here will be used to complete user validation, if a password reset is ever required.

o Email Address — This field is available for optional input and is being reserved for use with future Self Service
enhancements.

) Save

Then,

your transaction.

After successfully entering your User ID and Password, the My Biz “home page” will display.

Department of Defense

MNavigator Favorites
[0 My Biz Please select  responsibilty | Edit Favorites
[ TSP Home
[ 0P Horne
[ MyPay
[ USA Jobs
[7] 0Pt Health Benefits Home
[7] OPM Life Insurance Home
[71 OPM Retirement Home
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Navigating in My Biz

Click the My Biz link; this opens the Functions menu of available tasks that can be performed from the selected
responsibility within the Self Service application.

Navigator Favorites
fia] My Biz (EEdriEarontash)
[E] My Information [ TSP Home
[E Wy Biz Help. [ OPM Hame
9 MyPay
[ USA Jobs
9 OPM Health Benefits Home
[ OPM Life Insurance Home
& OPM Retirsrent Home
My Information
[ CPMS Reg Mod

Let's take a look at the features of this new page. The web page displays with three columns, Responsibilities, Functions,
and Favorites.

The left column displays all of the User’'s Responsibilities;

[as] 1y Bi

The column in the middle displays the available Functions;
My Biz

[E] My Information

=] hly Biz Help

My Information — provides employee with a view of their employment related information.
My Biz Help — provides employee’s with instructions on how to use “My Biz.”

The column on the right is your stored Favorites.
Favorites

3 TSF Home
] Pt Horne

Mo

Bo

[ 0P Life Insurance Horme
[ OFM Retirernent Home
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Creating Favorites in My Biz

Favorites allow employee to access links or functions to their My Biz homepage for quick access to commonly used sites.
Use the following procedure to add a favorite to your Framework home page.

Click the O FA¥OMBS | 1ion and the Customize Favorites window will display. (This example will add “My

Information” as a favorite.) Highlight the function you want to add as a favorite,

Select Favorites

To add a new Favarite item, hrowse thraugh the Responsibility (functional grouping) list to find the Option you want, then select it and click the right arow. You can
also select an existing option and then remaove it uging the left arrow, or change where it will appear in the list by using the up and down arrows.
Available to Select Selected to Display

Responsibility  {my Biz =

TSP Home
OPM Home
MyPay -
> USA Jobs -
oo tove OPM Health Benefits Home
A descnp“on of ) OPM Life Insurance Home @
- A OPM Retirement Home
the highlighted sl :
function is Remove
provided for ) S
Description Remove All
users My Irfarmation: Person =]
Details =l
Cancel | App
H " ”
Click the “Move” arrow,
Available to Select ‘Selected to Displa]f
Responsibility  |wy Biz =
Benefits TSP Home
e OFM Home
hyPay -
> USA Jobs :
Mave OPM Health Benefits Home L
) OPM Life Insurance Home v
Mave All OFM Retirement Home v l
<
Remaove
<<
Description Rernove Al

L]

Raname |

The function will move from the left column and be added to the column on the right.

To add a “favorite” website, click the s UL button.

Add A Favorite Web Site

Enter the name and URL address for the site or file you would like to include in your Applications Favorites List. The URL address can be any web site you visit on a
regular basis or a file name on your local file system. Y¥ou may enter any address that you would otherwise enter as a browser location,
* Indicates required field

* Name |CPMS Reg-Mod Website

* U l/wu.cpms osd. milfregmodfindes. html

Cancel | Apply
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Type the name you want displayed on your home page; then type the URL information and click the Apply button.

Select Favorites

Available to Select Selected to Display

Responsibility [y Biz =

My Infarmation TSP Home

Benefits OFM Harme
: MyPay _
(> USA Jabs -
Move OPM Health Benefits Home %
e~y OPM Life Insurance Home @
@

Mows &) |OPM Retirement Home

My Infarmation
S [ERwS Reg o e <
Remove

=)
Description Rermove All

Add URL Rename

To add a new Favorite item, browse through the Responsibility {functional grouping) list ta find the Option you want, then select it and click the right arrow. You can
also gelect an exigting option and then remave it uging the left arrow, or change where it will appear in the list by using the up and down arrows.

Cancsl | Agply

When you return to the Customize Favorites window, you will see that the website you were adding, in this case CPMS

Reg Mod website, has been added to the favorites list.

When you have finished adding all of the favorites you desire, click Aply .

After applying the changes you are returned to your home page, the new links should appear under the favorites column.

Department of Defense

Home Logout Preferences

Mavigator

| 7 My Biz Flease select & responsibilty .

Favorites

Edit Favarite

—

SP Home
Pt Horne

=
WEO
1= | DO
o |
=

=3

3

i Health Benefits Home
Il Life Insurance Home
v Retirement Home

y Information

PMS Reg-hod YWebsite

panainsl

CHrm (B CHCCRCACRLE
Eq=] =y

=

To access a favorite, place your cursor over the link, click the right mouse button, and select <Open in New Window>.
This will allow you to close the web site window and return to the My Biz window without logging in again. However, if the

My Biz session has timed out, you will be required to log in again.

} Department of Defense

Home  Locout
Navigator Favorites
|03 My Biz Please select a responsibilty
B T5P Hom#

Home | Logout | Preferences | Help

Copyright 2000-2004 Oracle Corporation. Al rights reserved

[ 0P Life ae Target As... y _

[ Randalph ~ Print Target

Gt

Copy

Copy Shorteut
Paste

Add to Favorkes...

Froperties
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General Overview of My Biz

General Info — Displays a summary of the employee’s current position information. This information is viewable from any
tab selected.

Department of Defense

Home Locout Prefere

e GEMNERAL INFO: The information is current of today's date.
Organization W REED ARMY MED CTR Job Title  Budget Analysis (0560)
ARMCW2DHAA 01
Pasition 01318.BUDGET Grade GS09
ANALYST.82982. ARMC.APPR
Total Salary  43,363.00 USD
Appuointment Position  Personal  Zalary  Benefits  Awards and Boruses  Performance
Infarmation displayed in this section is based on changes to either the Position, Organization, Location, Grade, Job or Assignment Status
11 > Mext
Details Effective Date Joh Grade Step or Rate
B> Show 05-Mar-2005 Budget Analysis (0560) G509 o1
Retained Grade Details
Date From Date To Retained Grade Retained Step or Rate Retained Pay Plan Retained Pay Table ID Retained Pay Basis Temporary Promotion §
Mo data exists
Appointment Position  Personal Salary  Benefts  Awards and Bonuses Perormance
Show/Hide
Show

Details Appraisal Start Date |Appraisa| End Date |Appraisa| Type |Rating of Record

——p  =Chow 10-Jan-2005

A “Show” folder will be displayed when there is additional information available for display. Click the “+” sign to
open the folder and view the additional data elements.

Hide
.

Details Appraisal Start Date
¥ Hide 10-Jan-2005

|Appraisal End Date JAppraisal Type |Rating of Record

Date Due  10-Jan-2006
Perfarmance Rating Points

Date Initial Appraisal Due
Date Appraisal Period Ends

Unit COrganization Structure 1D
Office Symbol Pay Plan
Grade Appraisal System |dentifier

Citional Information

Once you finish viewing the information, click the “-” sign to close the folder.

Tabs
The following is a list of the Tabs and information available under each.

Appointment Tab contains current appointment information.
U I

GEMERAL INFO: The information is current of today's date
Organization W REED ARMY MED CTR
ARMCWZDHAA 01
Pasition 01318.BUDGET Grade GS09
ANALYST.82982. ARMC.APPR
Total Salary  43,365.00 USD
Position Personal Salary

Job Title  Budget Analysis (0560)

Appointment Eenefits Awards and Bonuses Performance

Inforfretiaadisplaped in this section is based on changes to either the Position, Organization, Location, Grade, Job or Assignment Status

11 | Mext1 &

Step or Rate
Budget Analysis (0560) G509 01
Work Schedule  F - Full-Time Part-Time Hours Biweekly
Pay Rate Determinant 0 - Regular Rate WG| Due Date  05-Mar-2006
W5 Pay Date  05.-Mar-2006 Last Equivalent Increase  06-Mar-2005
Key Emergency Essential Empl  Not Assigned to Key Emergency Tenure 2 - Conditional - Tenure Group 2
Employee Position
Annuitant Indicator 9 - Not Applicable

Details Effective Date Joh Grade
¥ Hide 0B-Mar-2005

Date Arrived Personnel Office  10-Jan-2005

Asgsignment NTE Start Date
Leave Without Pay Start Date
Sabhatical Start Date

Email Address

Agsignment NTE Date
Leave Without Pay End Date
Sabbatical End Date
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Position Tab contains the employee’s position information.

GEMNERAL INFO: The inforrnation is current of today's date

Organization W REED ARMY MED CTR Job Title  Budget Analysis {0560)
ARMCW2DHAA 01
Paosition  01318.BUDGET Grade GS09
ANALYST.62982 ARMC.APPR
lary 43,365.00 USD
Appointment n’ Position rsonal Salary Eenefits Awvards and Bonuses Performance
Infarmation displayeWmlsbased on changes to either the Position, Organization, Location, Grade, Job or Assignment Status.,
Target Office
Details Effective Date |Position Hame Organization Grade |Job Title Grade Symbol
¥ Hide DB-Mar-2005 01318.BUDGET Wy REED ARMY MED CTR G5-09 Budget Analysis G508
ANALYST 82952 ARMC APFPR ARMCW2ZDHAA 01 ({0560)
Supenisory Status 8 - Non-Supervisory Wark Schedule F - Full-Time
Part-Time Hours Biweekly Pay Basis PA - Per Annum

FLSA Category
Pay Table ID
Security Access
Payroll Office 1D
Pasition Occupied
Drug Test

Key Emergency Essential

LEQ Paosition Indicatar

N - Nonexempt

0000 Oracle Federal Standard Pay
Table (AL, ES, EX, GS, GG) No. 0000
No Access Required;
ENTNAC/NAC/NACI Required

oA

1 - Competitive Service

Posn Not Req Drug Test

Position Not Designated Emergency-
Essential Or Key

0 - No Applicable Program

Bargaining Unit Status
Position Sensitivity
PRP/SCI

Superisory Diff Eligibility
Language Reguired

Training Program 1D
Intelligence Paosition Ind

7777 - Eligible But NotIn A

Bargaining Unit

Nonsensitive (NS) National Secui
Risk

YY

Non-Civilian Intelligence Person
Management System

B Show 10-Jan-2005 01318 BUDGET W REED ARMY MED CTR G35-09 Budget Analysis G5-03
ANALY ST 82982 ARMC APPR ARMCW2DHAA D1 (0560)
Arnnintrannt | MNoatitee | Dacann Slar Bannfitn Aarmrde mnd Raninns Drrfarmanan
Personal Tab contains employee specific information.
ity B O FWaiibew Dimti
10 sl X%
" A b TS o Depuri

15 Moy, THED =
C - Wipch, ni ol Hmpesic origin demdeap 1 . He Mandicap

7 them iy e

N i wbinn | el

1 WS Chipes. siludes 1S
B ey wim

LYW

Werwpt L puwenil
10 Lo TS
Wesd Al albie

el
i e S

T fam K

[t o gam

I‘ wEl uh!li‘ Lo Atlained

1. Nene

K st A Vil an

24 . Compwiitive . Carent
1 nndimianal

W ise AN

¥ Mot Applicable

LUNER L]

I-.Ll'ﬂhhll Hraties Banin

Hilh st graduate @ CeSTCals

Salary Tab contains the employee’s pay related information.
]

GEMNERAL INFO: The information is current of today's date.
Organization W REED ARMY MED CTR

Job Title  Budget Analysis {0560)

ARMCW2DHAA 01
Pasition  01318.BUDGET Grade GS9
ANALYST.82982. ARMC.APPR
Total Salary 43 365.00.0EN0_
Appointraent Fosition Persn[@ J Salary | YBenefits Awards and Bonuses Performance
The following section displays detailed historical Al n through today's date
Details Effective Date IBasi: Pay |ana|ily Pay |Adjusted Basic Pay Other Pay Total Pay |ana|ily Percentage Currency
¥V Hide 10-Jan-2005 5 975.00 43 365.00 43,365.00 15.98
AD AUO Premium Pay Indicator
Availability Pay Auailability Pay Premium Pay Indicator
Retention Allowance Retention Allowance Percentage
Supervisory Differential
Appointrment Position Persanal } Salary { Benefits Awards and Bonuses Performance

Page
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Benefits Tab contains the employee’s benefits related information.

Appointrment Position Personal Sa\arykﬁ?nefhs Awards and Bonuses Performance

The following section displays detailed historical infarmatio h to ate
FEGLI
FEGLI |Start Date
Basic only 10-Jan-2005
Health Benefits
& Previous |1-1 > | bext
Details Start Date Health Plan Enrollment |Premium Conversion
¥ Hide 10-Jul-2005 Federal Employee Health Benefits Special Code (77) Enrollment Waived/Cancelled (Y) After Tax
Temps Taotal Cost Frerium Rate
Thrift Saving Plan
Details Start Date Amount RaleIStatus IStatus Date
¥ Hide 10-Jan-2005 18 ¥ - Elected To Contribute 10-Jan-2005
Rate 15 Status Date  10-Jan-2005

TSP Catch Up Contribution

Start Date Catch Up An

No data exists.

Retirement Plan
Start Date Retirement Plan IFERS Coverage

10-Jan-2005 K - FERS and FICA A - Autornatically Covered By FERS

Awards and Bonuses Tab displays the employee’s award or bonus information.

GENERAL INFO: The infarmation is current of today's date.

Organization W REED ARMY MED CTR Job Title  Budget Analysis {0560)
ARMCW2DHAA 01
Position  01318.BUDGET Grade GS09
ANALYST.82982.ARMC.APPR

Total Salary  43,365.00 USD

Appointrient Position Personal Salary Eenefits ﬂ Awards and Bonuses l Petarmance
The following section displays detailed historical information through today's

Award Details
Effective Date Award Type Amount or Hours Award Percentage Award Agency
Mo data exists

Bonus Details
Effective Date Bonus Type Bonus Amount Expiration Date
Mo data exists.

Appointment Paosition Personal Salary Benefits ] Awards and B [ Performance

Performance Tab displays the employee’s performance appraisal information.

GEMERAL INFO: The information is current of today's date

COrganization W REED ARMY MED CTR Job Title  Budget Analysis [0560)
ARMCW2DHAA 01
Position 01318.BUDGET Grade GS09
ANALYST.82982.ARMC.APPR

Total Salary 43,365.00 USD

Appointroent Position Personal Salary Eenefits Awards and Bonuses w
The following section displays detailed historical information through today's date

Details Appraisal Start Date |Appraisa| End Date |Appraisa| Type Rating of Record

¥ Hide 10-Jan-2005

Date Due  10-Jan-2006 Diate Initial Appraisal Due

Performance Rating Points Date Appraisal Period Ends
Unit Organization Structure 1D

Office Symbol Pay Plan

Grade Appraisal Systermn |dentifier

Cptional Information
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Reset a My Biz Password
If you forget your My Biz password, the following steps can be used to reset the user account.

From the Login screen click the “Forgot your password?” link.

Login

Username ||

(example: michael james smith)
Password |

(example: 4ud9v23)

You will be directed to the Reset Password window.

To reset a forgotten password you must input the following information:

e UserlD
SSN
Date of Birth
SCD Leave
Pay Plan
Grade
Step
Security Question - the security question is the question you answered at the time you first logged into to My Biz
when prompted to reset the default password. This question must be answered correctly before you will be
allowed to continue the reset password function. Users who cannot remember the answer to their security
guestions will need to create a My Biz Reset Password Helpdesk Ticket (see Create My Biz Helpdesk Ticket,
page 13).

UL

[11]

Click the Proceed button. You will be returned to the login screen.
Type in your userid and new password to continue.

{ OFFICIAL U.5. GOVERNMENT SYSTEM FOR AUTHORIZED USE ONLY
=+ WARNING *** WARNING *** WARNING *** WARNING ***

Unauthorized access 1o this US Government computer system and
software is prohibited by Title 18, US Code, Section 1030, “Fraud and
Relatad Activity in ion with € ized use is a
felony which is punishable by a $10,000 fine and up to ten years in jail.
Do not discuss, enter, transfer, process, or transmit data of greater
itivi it 1 ified. Using this system constitutes
consent to sacurity testing and monitoring.

Privacy Act Statement
Authority: 10 USC; 8013, SECAF

Purpose: To provide a means of positive identification for the
purpose of processing applications or retrieving data.
Routine Uses: None (no one outside DoD has access).

Disclosure:  Voluntary. Failure to provide the requested information
may resultin a delay or termination of your request.
Unauthoerized use could result in eriminal prosecution. Informatien
k in this system is subject to the Privacy Act of 1374 as amended. J

Username |

Password |
Login
@TIP Forgotyour password?
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Other Features

Home

To return to the homepage from anywhere in the application click Home link.

Department of Defense

Home Logout Prefers

GENERAL INFO: ie nformation is current of today's date.
Organization W REED ARMY MED CTR Job Title  Budget Analysis {0560)
ARMCW2DHAA 01
Position 01318.BUDGET Grade G509

ANALYST.82982 ARMC.APPR
Total Salary 43,365.00 USD

J Appointment l Position ~ Personal — Salary  Benefts  Awards and Bonwses  Pedormance

Information displayed in this section is based on changes to either the Position, Organization, Location, Grade, Job or Assignment Status.

) Previous [1-1 - | Mext
Details Effective Date Llob Grade |Slep or Rate
B Show 06-Mar-2005 Budget Analysis (0560) GS-09 m

Retained Grade Details

Date From Date To Retained Grade Retained Step or Rate Retained Pay Plan Retained Pay Table ID Retained Pay Basis Temporary Promotion §
Mo data exists

j Appointment [ Position ~ Personal — Salary  Benefts  Awards and Bonwses  Pedormance

You are returned to the homepage

Department of Defense

Home Logout Preferences

Mavigator

Favorites
|D Iy Biz Flease select a responsibility . | Edit Favorites
M TSP Hame
™ OFh Home
3 hyPay
[ USA Johs
[ OPM Health Benefits Home
[ 0P Life Insurance Home
[ OPM Retirernent Hame
My Biz Help o o
Navigator Favorites
[&]wy Bi) Vv Biz Edit Favorites
[E] Iy Information 5 TSP Hame
_— [E) My Biz Help £ OPM Home
M WyPay
[ US4 lobs

] OPM Health Benefits Home
[ OPM Life Insurance Home
] OPM Retirerment Home

My Inforrnation

B CPMS Req Mad

Click the My Biz Help link and the following window displays,

Department of Defense

My Biz Help Documentation
bty Biz Help Documentation

Professional User Information

Homme | Logout | Preferences

Click on My Biz Help Documentation link, this will open “My Biz" user information documentation.

My Biz Help Documentation
Wy Biz Help Docurnentation
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Logout
To logout click the Logout link at the top or bottom of page.

Department of Defense

Home Logout Preferences

Mavigator

Favorites

[0 My Biz

Pleasze select & responsibility .

| Edit Favarites

- Pt Tkt b

Click the Logout link at the upper right corner of the window at any time to

4

T=F Home
QP Home
MyPa

LSA Jobs
OPM Health Benefits Horne
o]
o]

&

b Life Insurance Home
b Retirernent Home

oooooco
oD

logout of My Biz.
uﬁ

o

2]
Mman| 20. D Hpeesad rers

=
D o e
tmiion =g Sl @ smom

You are returned to the login screen. To insure your personal information is protected close the Internet browser after

logout is complete. You may also access and listen to a Camtasia at:
http://www.cpms.osd.mil/regmod/index_enterprise.html.

My Biz Helpdesk Tickets

Create My Biz Helpdesk Ticket

If you find errors in the information you see while in My Biz, you can create a Helpdesk Ticket. Switch back to the
Employee Tab in the Portal and click on Open next to Employee Data. Click on the “My Biz Helpdesk” link.

Cpolpy

ILAN PERSONNELON-INE

EMPLOYEE

Ubrary @ Help Contact

CPOL > Employee Info

Tuesday, December 13, 2005 @

& Employee Data

< View Information

Close

View Your Personnel Record

yBiz To view your Personnel record click the My Biz link. Logon using
My Biz Helpdesk your assigned Wy Biz userids

Reguest Passuordaetet

Requesterrechion to your Personnel Record
Provide Feedback about MyBiz

+ My Biz field descriptions )

s View status of your Helpdesk tickets @

w

The My Biz application is currently under testing and will only
be available to ploy: from the Installati
Agency and G-1, CP, Civilian Human Resources Agency.

Submit a Helpdesk ticket, if you need to have information in your
Personnel record updated changed of corrected, have your by
Biz password reset, or provide feedback concerning the My Biz
tool. For instructions on how to do this, click here.

The information contains Fersonal Information protected by the
Privacy Act (5 USC 2224). Safeguard in accordance with
paragraph 5.8, AR 340-21{t0 be protected in the same manner
as For Official Use Only)
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Choose the type of ticket you wish to create

HelpDesk

icket Type

el

Type if applicable):

{My Biz) Provide Feedback
(+)My Biz Request Correction to yvour Personnel Redsd
My Biz Reguest Password Reset

Help Desk - Enter New Ticket

ew Ticket

Please select the Ticket Type and then the Sub Type (if applicable) from the list boxes above. Once
vou have made your selections please complete the remaining portions of the Enter a New Ticket

Screen. Click submit when you have completed all fields on the Enter a New Ticket screen.

Ticket Type:

Ticket Sub Type:

Problem Description: (Limit 2000
Characters)

Please include contact information
(i.e., email & phone number)

Submit Cancel

(My Biz) Provide Feedback — This ticket type was created to capture what you thought of your experience in accessing
and navigating in the My Biz application. If you have any suggestions for improvement, this would be the place to convey
them. Positive and negative feedback is requested depending on your experience.

My Biz Request Password Reset — This ticket type was created in case you could not reset your password through the
“Forgot your password” function on the login screen for My Biz. This could happen if you forgot your answer to the
security question you set up on your first access into My Biz.
(+) My Biz Request Correction to your Personnel Record — Click this and you will get another menu of ticket types to

choose from.

Eile Edit Wiew Favorites  Tools  Help

Qe+ - Q¥ @ & ) ssarch 57 Favertes (2 - & i 33

Address | ] https:facpol. army.milfappsihelpdeskinewTicket, jspPSsAN=28540972835 14

M Enter New Ticket - Microsoft Internet Explorer g@g|
I
Uj

Links **

v | B e

HelpDesk

an

Select Ticket Type (and Sub Type if applicable):

(My Biz) Provide Feedback
()M Biz Request Correction ta your Personnel Record
My Biz Request Password Reset

by Biz) Adjusted Basic Pay

(My Biz) Appraisal - Current Rating
(hhy Biz) Appraisal - Date Due

(My Biz) Creditable Military Service
My Biz) Education Level

Help Desk - Enter New Ticket

TeeY—
Enter a New Ticket
Please select the Ticket Type and then the Sub Type (if applicable) from the list boxes above. Once

you have made your selections please complete the remaining portions of the Enter a ew Ticket
Screen. Click submit when you have completed all fields on the Enter a New Ticket screen.

Ticket Type: Wy Biz Request Carrection to your Personnel Recard

Ticket Sub Type:
Problem Description: {(Limit 2000
Characters)

Please include contact information
(i.e., email & phone number)

&] vone S @ Trusted sites
The following ‘more’ choices for the types of tickets to create can also be displayed:
(M Biz) Adjusted Basic Fay » (M Biz) FEGLI ~ My Biz) Other Pay
(M Biz) Appraisal - Current Rating (M Biz) FEHE (M Biz) SCD Civilian
(M Biz) Appraisal - Date Due (b Biz) Locality Pay Wy Biz) SCD Leave
My Biz) Creditable Military Service {hy Biz) Locality Percentage Wy Biz) SCD RIF
{hhy Biz) Eclucation Lewvel hd My Biz) Other hd My Biz) SCD Retirerment
My Biz) SCD TSP ~ My Biz) TSF Employvee Contribution Eligibility Dt &
(M Biz) Step or Lewvel My Biz) TSP Rate
(kb Biz) TSP Agency Contribution Elig Date Wy Biz) Total Pay
(P Biz) TSP Catch Up Contribution Armount {My Biz) Weterans Preference {hhy Biz) WG| Date of Last Equivalent Increase
My Biz) TSP Catch Up Start Date b My Biz) Weterans Preference for RIF v {My Biz) WGl Due Date




Once ticket type is selected, it will automatically fill in the “Ticket Sub Type” block.
Enter your email address and telephone number into the Problem Description area.
Then, type in a description of the error found into My Biz and what it should be.

2} Enter New Ticket - Microsoft Internet Explorer

Eile Edit \iew Faworites Tools Help

eﬁack A | |ﬂ @ _7;} /._] Searth 5  Favorites {3 2 - :\,‘ J ﬁ '3

EEX

oy

Address |€| https: ffacpol armry mifapps helpdeskinewTicket jspPs5AN=2854087283814

v| Go  Links

HelpDesk @

Select Ticket Type (and Sub Type if applicable):

My Biz) Provide Feedback
[-)My Biz Request Correction to your Personnel Record
My Biz Reguest Password Reset

[V Biz Ad usted Basic Pa
Current Bating
kdy Biz) Appralsa\ Dale Due

(My Bl 2
(M Biz) Educaﬂnn Lewvel

Help Desk - Enter New Ticket

Enter a New Ticket

Please select the Ticket Type and then the Sub Type (f applicable) from the et boxzes above. Once
you have made your selections please complete the remaiting portiens of the Buter a Wew Ticket
Sereen. Clck submmit when you have completed all felds on the Enter a New T\cket screen.

Ticket Type: ‘My Biz Request Correction to your Per*onnel Fecord |

Ticket Sub Type: ‘(My Biz) Appraisal - Current Rating A\ |

Prnhlem Description: {Limit 2000
[y —

>

Please include contact information
e., email & phone number)

Subrnit Cancel
p. 4

@.l Done
e

S @ Trusted sites

When completed, click the Submit button./

Viewing My Biz Helpdesk Tickets You Created
At the Employee Data screen, click “View status of your helpdesk tickets”.
(If you click the globe at the end of this line, it will open the View in a separate window.)

[ wome |[TIATES
@ worr | @) new

i Employee Data

Ak view Information

Whow Youn Brorsopmed Racord

To wiawr your Personresd mcord click e My Btz ink Logan using
YOUP S55N00 My Bz USHIOS

The Bay B apaplec fion 15 compently s Lesting and wil only
be Nut-ihl to smployees from the stalation Management
Ageaicy ad 6.1, CP, Chaian Huiman Rsousess Agancy.

* Vidw ﬂeM of vaur)lelncesk tickats @

Subreit 3 Halpdazk Sekat, iyu nBad 10 haws infarmabion in your
Parsoenel racced updatad changad or comested, have your My
B pastword rseL or provide Sedback conceming the My BE
ol Fen mstructons on how by do e, cick here,

Tosetor, el 13, 7005 A

Close
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NOTE: You can create a new ticket from this screen by clicking the “Enter New Ticket” button.
When clicked, you will get the same screen as “Choose the typeof ticket” above.

2l HelpDesk - Microsoft Internet Explorer

HelpDesk B8E

/ HelpDesk - Home

Role 1
Enter New Ticket
Ticket Options Wiew Options Group Options  Filter:
I |AH V‘ |View Tickets You Created - Qpen V‘ |Ti:KetType V‘ ‘ Search Reset Fitters: |

Select Search Filters above and click search

To see the status of Helpdesk Tickets you created that are open, click the down arrow in the/
(You can also view tickets you created that have been closed at this screen.)
Highlight the desired option and then click “Search”

iew Options” area.

2} HelpDesk - Microsoft Internet Explorer |ZHE|[X|

HelpDesk @ El

HelpDesk - Home

Role 1
Enter Mew Ticket |
Ticket Options ¥iew Options Eue{p Options Filter:
|AH V‘ ‘\/ieWTickets ou Created - Open q'| Ticket Type V| | mearch | Reset Fiters

Wiew Tickets v'ou Created - Closed

o = ‘ou Created - Open
liSelect Search Filterais T PTe T
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To view ticket(s), click the numbet_in the Total column.

2 HelpDesk - Microsoft Internet Expiurar

HelpDesk

&k

Enter Mew Ticket I

HelpDesk - Home
Raole 1

Ticket Options ¥iew Options Group Options  Filter:

My Biz Request Correction to your Personnel Record

|AH b ‘ ‘ViewTickets You Created - Open V| |Tir:ket Type V| | \'\Qearch | Reset Fiters
|Filters:
Ticket Type

-- Yellow Total
o o o u]

Total

a a a a 1 1

View Colorization Chart Wiew in Excel Ticket Descriptions

A listing of all open tickets will be displayed.
To open an individual ticket, click the Ticket Number.

= ] Help Desk - Microsoft Internet Explorer

HelpDesk

&

<-Back /

Help Desk - View Details

Viewmng: All (View Ticlfets You Created - Open)

|Filtermg: Ticket Type/Is "My Biz Eequest Correction to your Personnel Record"

Tic e Opened Date Ticket Sub Type
BO7Z939 2005-12-14 {My Biz) Appraisal - Current Rating

Last Response owner
(Mot Owned)

N————"

Ticket Descriptions View in Excel
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The person who is working your ticket may need to communicate with you to ask a question or convey pertinent
information. When a note has been written on a ticket, you will be notified by a “Notepad” icon appearing at the top of
your Portal screen.

- CPOL Portal - Microsoft Internet Explorer

Fle Edt View Favortss Tools Help
e Back = ) |ﬂ |j N D search 5 Favorites | 2 2= i 3
o L P : R 5 4
Address (] hetps:jjacpol. army miljcpolmain/applicationorigin=ttlebar. jspRevent=bsa.portal. framework.intermal.portlet.unmacinizedpageidfpage 18pertietid=civportietzdtufeve v | [ G Links >
Thursday, December 15, 2005 ({Irrmd)
I :wu.\nFEﬁsmLman@ EMPLOYEE
| CPOL > Employee Info Contact
4 Employee Data {Access to My Biz click Open)—| # Autemation Tot” =
This allows you to view your own personnel information through the . @ Open in Mew Window
My Biz application within the Defense Civilian Personnel Data System Links
(DCPDS). .
O army Benefits Center - Civilian (ABC-C)
1 Wou can:
@ =\ = Access your personnel infarmation immediately over a secure line, O Defense Travel System{DTS)
j - Access it 24 hours a dayf7 days a week from any workstation. O DFAS/My Pay
= Access tab information for Appeintment, Position, Personal, Salary, Benafits, O Emergency Contact
Awards/Bonuses, and Perfarmance information. © Employment verification Service (TALX)
= Enter a Helpdesk Ticket to request a correction to your personnel record
andfar prouide feedback on the functionality of the raol. O Resume Builder & ANSWER
(-]
- View Status of Helpdesk tickets you have entered, Thrift Savings Flan [T3F)
O wvacancy Announcement Board
+ The My Biz spplication is currently under testing and will only be availsble o v
I from the i Agency and G-1, CP, Givilian
Human Resources Agency.
&) Done S @ Trusted sites

Click the Notepad icon and a screen will pop-up with the information below.
To open the ticket, click the Tracking Number.

HelpDesk Message - Microsoft Internet Explorer

Notificatipns %

Notifications

User kathy .conte

TNr::“be 8 Entered By: Entered For: Date Entered: Problem: Response/Tote:
E072939 ERIC I 2005-12-15 My Biz Request Correction | Received documentation, will be

07:29:52.0 to yout Personnel Record  updating system by COB today.
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You will then be able to see all notes entered by the person working the ticket, and you will be able to write a note back by
typing it in the Resolution Description box.

A He Ip Desk - Microsoft Internet Explorer

Yiew Ticket

Tdentifier; ***** 3087
Ticket Number: 6072239
My Biz Request

Ticket Type: Correction\to your Creator Email: W
Fersonnel Record

Ticket Sub Type:

Assignment: My _BIZ_HELPDESK

Creator Phone:

Employee Name: 1

Current Ratjng

Date Submitted: 2005-12-14 \10:04:03.0

Status:

Creator:

Owner: Mot Owned
Control Number: 2824087213314

Problem Description:
{Limit 2000
Characters)

John.smith@us.army.mil DSN EEE-EXXX B

Last apprai¥al rating is incorrect in
My Biz, it neads "Exc Fully 3Succ, e

Resolution v
Description: {Notes)
{Limit 2000
Characters)

Subrnit I

History
Date Responded By Response

R . Received documentation, will be updating system
2005-12:15 0729520 NN 1 C0F vois;

2005-12-14 14:35:21.0 I NESEENENN ''ccd further information, please supply copy of
appraisal

My Biz Field Descriptions

From the Employee Data screen you can also connect to the “My Biz Field Descriptions,” which will give you a definition
of most data elements currently available in My Biz.

v\ Tuesday, December 13, 200?@7

osin} :qunFEﬁsmlmm;@ EMPLOYEE

R— @wor | @ v | ©) comee

4 Employee Data Close

F view Information

View Your Personnel Record

En;tf;:thleen @ Ta view your Personnel record click the My Biz link Logon using

o My Biz Helpdesk vyour agsigned Wy Biz userids.

Request Password Reset ) ) . .

Request Correction ta your Personnel Record The My Biz application is currently under testing and will only
3 &jz be available to from the i

Ageney and G-1, CP, Civilian Human Resources Agency.

FElp desk tickets @

Submit a Helpdeskticket, ifyou need to have information inyour
Personnel record updated changed or corrected, have your by
Biz password resel, or provide feedback concerning the My Biz
tool. For instructions on how o do this, click here

The information contains Personal Information protected by the
Privacy Aot (5 USC 2228). Safeguard in accordance with
paragraph 5.8, AR 340-21¢0 e protected in the same manner
as For Official Use Only)
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These data elements are organized by the tabs within My Biz.

and don't know what the “Key Emergency Essential Empl” is.

For example: if you are in My Biz on the Appointment Tab,

_

GEMERAL INFO: The information is current of today's date
Organization W REED ARMY MED CTR
ARMCW2DHAA 01
Position  01318.BUDGET
ANALYST.82952. ARMC.APPR
Total Salary  43,365.00 USD
Salary Benefits

Position Petsonal

Awards and Bonuses

Job Title  Budget Analysis (0560)

Grade GS09

Perfarmance

Informption displayed in this section is based on changes to either the Position, Organization, Location, Grade, Job or Assignment Status

1-1 7| Mext1 &

e U5
Key Emergency Essential Empl  Not Assigned to Key Emergency
Employee Position

Annurtant Thdicaton
Assignment NTE Start Date
Leave Without Pay Start Date
Sabbatical Start Date

Email Address

Detaifs Effective Date [Job Grade Step or Rate
¥ Hidk 0B-tar-2005 Budget Analysis (0560) G5-09 01
Work Schedule  F - Full Time Part-Time Hours Biweekly
Pay Rate Determinant 0 - Regular Rate WGl Due Date  05-Mar-2006
IV @PEIL T 1L Last Equivalent Increase  D6-Mar-2003

Tenure 2 - Conditional - Tenure Group 2

Date Arrived Personnel Ofice  10-Jan-2005
Assignment NTE Date
Leave Without Pay End Date
Sabbatical End Date

You can go to the “My Bjz Field Descriptions”, find the tab you are on and the field you are questioning and get its

definition.

Help  Microsoft Internet Explorer.

The number of hours in a day and the number of days of an administrative workweek that
constitute an employee’s tour of duty. Supervisors establish work schedules based on cnteria
to inchude wotk requirements and funds availability. There are a number of work schedules. The
most common are: FULL-TIME - A basic workweek for most full- time employees is normally 40
hours of scheduled work extending over no more than six of seven consecutive days. There are
wariations to the 40 how wotkareek for employees whose tours cannot be regulaly scheduled or
itrvolve standby time. Some organizations provide their emplojrees with the option of flexble or
compressed work schedules as well, PART-TIME - & part-time tour of duty means regulatly
scheduled work from 16 to 32 houts per week;, INTERMITTENT - An intermittent wotk schedule
requites employees to work on an irregular basis for which there is no prearranged tour of duty.

Husmber of patt time hours scheduled to work in a two week period.

The special regulatory factors, if any that have been included in the determination of the
employee’s salary (0-Regular Rate, 6-3pecial Rate, A-Retained Grade).

Work Schedule

Part-Time Hours Biweekly

Pay Rate Determinate

WIGI Due date Drate within grade increase is due.
‘WIGI Pay date Drate within grade increase is effective.
Lasi Equiv Increase Drate of last equivalent increase,

( Key Emergency Essential Empl

\

Eey Employee: Incumbent of a CONTIE position that cannot be vacated duringwarm\
emergency without seriously impaiting the mission; such employees have unigue or scatce
managetial or technical skills required by the wartime mission. >
Emergency-Essential (E-E) Employee: Incumbent of an overseas position or who would be sent
overseas duting a crisis situation; position ensures success of combat operations o suppotts

essential combat systems after a mobilization.

Tenure

Annuitant Indicator

Date Arrived Personnel Office
Assignment NTE Start Date

Assignment NTE Date

Tenure of employee: 0= temporary, 2 = career conditional, 1 = career,
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