Steps for Supervisor to Update Employee


Step 1:  Supervisor logs into Self Service
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OFFICIAL U.S. GOVERNMENT SYSTEM FOR AUTHORIZED USE ONLY

* % x WARNING * * * WARNING * * * WARNING * * * WARNING * * *
Unauthorized access to this US Government computer system and software is prohibited by Title 18, US
Code, Section 1030, "Fraud and Related Activity in connection with Computers.” Unauthorized 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 sensitivity than sensitive-unclassified. Using this system constitutes
consent to security testing and monitoring.
Privacy Act Statement

Authorities: 5 USC 301, Department Regulations; Title 5, USC Chapters 11, 13, 29, 31, 33, 41, 43, 51,
53, 55, 61, 63, 72, 75, 83, and 99; and Executive Order 9397.

Purposes: e To authenticate the identity of individuals seeking access to their personnel data for

purposes of ensuring that only authorized persons may process applications and view
data pertaining to them.

* To permit authorized individuals to view their data for purpose of verifying its accuracy
and to update the data when it is not current or is inaccurate.

*® To audit user access to ensure that access is only granted to users that are authorized
access to the information.

Routine Uses:To a Federal, state, or local agency, as necessary and when the intended disclosure is for a
purpose compatible with the purpose for which the information was collected, on personnel
and related matters involving the individual about whom the information pertains.

Disclosure:  Voluntary. Failure to provide the requested information will result in a delay or termination of
your request. If your request is terminated, you will not be able to view and verify your data
and you will not be able to update your data via this website.

\ /

* * Important * * Userames are masked as an additional security measure for your personal protection.

Enter Username and Password

Username

Tip: Use hyphens in the Username field if applicable.

Password

Login





Step 2:  Select ‘My Workplace’
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[E3 My Workplace [ Please select a responsibility.

"My Biz and associated web pages are web-based tools created by the Department of Defense (DoD) as
part of the Defense Civilian Personnel Data System (DCPDS) to allow DoD personnel access to and
management of their personal personnel records. The DoD MyBiz and associated tools can be accessed
only by authorized DoD personnel within a .mil or dodea.edu network. The DoD MyBiz tool has no
association with any private or other enterprise using "MyBiz" in whole or in part as a title or logo."

Select "My Workplace' link

ICE MyBiz ICE PAAV3 FAQ Logout Help

Personalize

After using your browser to access DCPDS,
close all of your browser windows and restart a
new browser session. Sometimes the browser
can hold that information in memory (e.g.
cache, etc) and some web sites know where to
look to find it. For more information Click here

My Biz: Education was updated to
convert 129 outdated instructional
program (IP) codes to new IP codes
on July 10, 2011. Click here for more
information.

My Workplace: On July 11, 2011,
Supervisors will be able to update or
change existing employee telework
eligibility for employees in their
hierarchy. The Telework Enhancement
Act of 2010 mandates supervisors to
determine telework eligibility for their
employees and notify them of their
eligibility status. Updates or changes to
employee telework eligibility can be
accomplished through My Workplace
> My Employee Information >
Personal Tab > Update/Change
Telework Eligibility Link. A report is
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 Step 3:  Select ‘My Employee Information’ [image: image3.png]My Workplace My Workplace

Performance Appraisal Application (PAA)
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[E My Employee Information
[ Update My Information
[E suspenses
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Select "My Employee
Information' link

Apply Action(s) to Multiple Employees (PAA)
Manage PAA Trusted Agent Authorization

[ Competency Profile

View/Print Reports
[E View/Print Performance Management Reports
[E View Previous Requests

[E Competency Reports

[ Telework Report





Step 4:  Select employee from list

[image: image4.png][=lE =

43| x | Live Search » -

G v B v @ [ Rage v G Tooks ~

€ Oracle el Serice Humn Resources: My Employee Information - Windows Internet Explorer
6‘@ [ ] https//hycra.chrcs.army.milB007/0A HTML/RF spfunction id=1010721 &resp id=365098uresp_app. id=8301 &security_group_id=08lang_code=Us&params=KI3BIBVIADRZTr v £

% g EOlad:SelSnvimHlnmRmx-csM][nw_‘ I

Department of Defense
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My Employee Information
View/Print all Employee Emergency Contact Information

View Joint Duty Assignment Information

Appointment | Position | Personal | Salary | Awards and Bonuses | Performance | Personnel Actions | Suspenses

&
Grade/Pay Assignment Assignment Start  Assignment End
Focus Name. Position Organization Band Job Status Date Date
5 Wanderer, Charles

Employee, Number  DAQ0034.HUMAN RESOURCES USA CIV HUMAN RESOURCES AGENCY (CHRA) A2 Active Appointment | 07-Jul-2007

One 'SPEC.134507.ARSB.APPR ARSBW114AA 01

Employee, Number  DAQ0034.HUMAN RESOURCES USA CIV HUMAN RESOURCES AGENCY (CHRA) YA02 ‘Active Appointment - 26-Oct-2008

Two 'SPEC.135191.ARSEAPPR ARSBW114AA 01

/ Trusted sites | Protected Mode: Off w0% -





Step 5:  Select ‘Personal’ tab 

[image: image5.png]My Emplovee Information >
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GENERAL INFO: The information is current as of today's date.

Organization JOINT FORCE HQ Job Information Technology
Managment (2210)
Position 90006E00.IT SPECIALIST Grade/Pay Band GS-11
Total Pay Step or Rate 04
Email Address Office Symbol

View Emergency Contact Information
View Joint Duty Assignment Information

Position  Person: Salary Awards and Bonuses Performance Personnel Actions

Details|Effective Date |Grade/Pay Band |step or Rate |30b
[# Show 17-Jan-2010 Gs-11 04 Information Technology Managment (2210)





Step 6:  Scroll down page and select the ‘Update/View Telework Eligibility Information ‘link
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Step 7:  Select ‘Need Help Determining Eligibility?’ link

[image: image7.png]My Employee Information >
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CEmployee

Employee Name  CPMS Haglund, Douglass M
Work Email Address

* Indicates requied field
Telework Elgbity

Need Help Determining Eigbity?
* Update/Change Telework Elighiity | ] &
TIP: To Update/Change Employee Telework Elgbily, enter a value in text field or use the vid card % for a partial search such as %Eigble%
or %Not Elgble% and select the 'magnifying glass' icon to continue.





Step 8:   Document should help you make proper determination for your employee telework eligibility.  Close document  [image: image8.png]If

Then select person eligibility
description

Employee is eligible to telework on an ongoing, regular and recurring
schedule, typically on a defined day or days during a bi-weekly pay
period

Employee eligible for regular and recurring
Telework, including emergency and OPM
prescribed ‘unscheduled Telework’

Employee is eligible to telework, approved on a case-by-case basis.
(8., telework as a result of inclement weather, in conjunction with a
medical appointment or other approved leave, special work
assignments, or to accommodate special circumstances, such as
recovery from a medical condition). Under these circumstances,
teleworkis also considered situational even though it may occur
continuously for a specific period of time.

Employee eligible for situational Telework only,
including emergency and OPM  prescribed
“unscheduled Telework”.

Employee hired with a disability that requires regular and recurring (to
include full time) telework

or

Employee becomes disabled and requires regular and recurring (to
include full time) telework

Important Note:  If an employee s recovering from a temporary
condition, select description ‘Employee eligible for Situational
Telework including emergency and OPM prescribed ‘unscheduled
Telework'.

Employee eligible to Telework due to medical
condition.

Employee has disciplinary action documented and remains in
employee’s OPF for more than 5 days of AWOL.

Note: Telework Enhancement Act of 2010 directly prohibits el
for condition above.

ity

Prohibited due to official discipline for more than 5
days of AWOL in a calendar year.

Employee has suspension and/or termination action documented and
n of SP G, Ethical Standards for
viewing, downloading, exchanging pornography, including child
pornography on a Federal Government computer, or while performing
official Federal Government duties.

Note: Telework Enhancement Act of 2010 directly prohibits
for condition above.

Prohibited due to discipline for violation of P G,
Ethical Standards for viewing, downloading,
‘exchanging pornography, including child
pornography on a Federal Government computer,
‘or while performing official Federal Government
duti





Step 9:   Select the ‘Magnifying Glass’ icon to continue
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Employee Name  CPMS Haglund, Douglass M
Work Email Address

* Indicates requied field
Telework Elgbity

Need Help Determining Eigbity?
* Update/Change Telework Elighiity | ] &
TIP: To Update/Change Employee Telework Elgbily, enter a value in text field or use the vid card % for a partial search such as %Eigble%
or %Not Elgble% and select the 'magnifying glass' icon to continue.





Step 10:  Enter a partial search in the open box, or select the ‘Go’ button to receive complete list of descriptions.[image: image10.png]Search and Select: Update/Change Telework

==

Select the 'Go' button to receive entie lst of available descriptions or use wild card % to do a partial search, such as %Eligible% or %Not Eligible% and select 'Go’ button. The search results will be based on the
partial search criteria entered. Select 'Quick Select”icon next to selection.

Search by | Teleworkeighity  ¥|[ ] 6o

No search conducted.

[_cancel | [ select |




Step 11: Select appropriate description from list by selecting ‘Quick Select’ link
[image: image11.png]Search and Select: Update/Change Telework Eli

Select the 'Go' button to receive entire list of available descriptions or use wild card % to do a partial search, such as %EligibleSs or %Not Eligible% and select 'Go' button. The search resuits will be based on the
partial search criteria entered. Select 'Quick Select’ icon next to selection.
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Telework Efigibiity
Employee eligible to Telework due to medical condition.

Employee eligible for regular and recurring Telework, including emergency and OPM prescribed "unscheduled Telework”.

Employee eligible for situational Telework only, including emergency and OPM prescribed "unscheduled Telework”.

Prohibited due to official discipline for more than 5 days of AWOL in  calendar year.

Prohibited due to discipline for violation of SP G, Ethical Standards for viewing, downloading, exchanging pornography, including child pornography on a Federal Government computer, or while
performing official Federal Government duties.

Not eligible due to employee conduct issues. Employee may be eligible during emergency or OPM prescribed "unscheduled Telework". Supv approval is req'd on case-by-case basis.

Not eligible due to employee performance issues. Employee may be eligible during emergency or OPM prescribed "unscheduled Telework". Supv approval is req'd on case-by-case basis.

Not eligible due to employee failure to meet performance requirement of agreement. Employee may be eligible during emergency or OPM prescribed "unscheduled Telework”. Supv approval is req'd
on case-by-case basis.

Not eligible during period of trainee status. Employee may be eligible during emergency or OPM prescribed "unscheduled Telework". Supv approval is req'd on case-by-case basis.
Not eligible - Posn requires extensive face-to-face contact w/supv, employees and clints, and employee's physical presence. May be eligible in emergency or OPM "unscheduled Telework". Supv

‘approval req'd on case-by-case basis.
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Note:  Select ‘Next 10’ link to view the remaining descriptions.
Step 12:  Select the ‘Submit’ button to update employee telework eligibility description
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Step 13:  Update has been made – to verify update, follow steps identified below Confirmation.  To continue updating your employee telework eligibility, select the ‘Continue Update information’ link.  
[image: image13.png]Telework Eligibility Information Confirmation Notice

Telework Elgbity information has been updated for Employee 1 as of 07-Jul-2011 . To verify employee telework update, take the folowing steps:

* Select employee record from My Employee Information page
* Select 'Personal tab

* Select the 'Update/View Telework Elgbilty Information’ ink

Continue Uj information




Step 14:   Select the ‘Home’ link and the next step will be to submit Telework Report
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Step 15:  Select ‘Telework Report’ link 
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Step 16:  Select ‘Submit’ button
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Information: This report will provide position telework indicator and person telework eligibilty data for employees who are currently in your Self Service Hierarchy. To continue, select
"Submit' button.

ICE MyBiz ICE PAAV3




Step 17:  Select the ‘Refresh’ until you have an ‘Output’ icon available

[image: image17.png]Requests

Refresh Button: Select to update the Phase of the process execution
Details Icon: Provides a summary that includes, but not limited to name of report, status, phase, request ID and parameters
Output Icon: Review report information

is page, select the ‘Cancel’ button or select "Logout'to exit the system.

IName |Phase Output Request ID
Telework Report Completed & 2531872





Step 18:  Select the ‘Output’ icon to view report
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Step 19:  View Report
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[Report Name : Telework

Information _: Report data will pull from the supervisor hierarchy
Position Title, Position Telework Ind
Middle) Organization Pay Plan-SrsGrade. Description





The report can be sorted, saved, printed, etc.  
1

