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Accessing My Information

 
	Introduction
	The Employee ‘MyBiz’ module provides employees the ability to view their employment-related information.  The following pages provide a brief overview of the ‘MyBiz, MyInformation’ functionality. 
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Accessing ‘My Information’ - General Information 

After logging into the Defense Civilian Personnel Data System (DCPDS) Portal, select ‘MyBiz’, [image: ] function to view your information.
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Figure 1

The header displays a summary of your current position and a link to Emergency Contact information.  This information is viewable from any tab selected.
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Figure 2

Show/Hide Information

Show

A “Show” link displays when additional information is available. Select the [image: ] link to open the folder and view the additional data.  
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Figure 3

Hide

Once you finish viewing the information, select [image: ] to close the folder.
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Figure 4


Information Tabs - The following is a list of the tabs with associated information.

Appointment Tab contains your current appointment information. 
[image: ]

Figure 5

Position Tab contains your position information. 
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Figure 6



Personal Tab contains your specific personal information.

 (
[Type a quote from the document or the summary of an interesting point. You can position the text box anywhere in the document. Use the Text Box Tools tab to change the formatting of the pull quote text box.]
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Figure 7


Salary Tab contains your pay related information. 
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Figure 8

Benefits Tab contains your benefits related information. 
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Figure 9



Awards and Bonuses Tab displays your award and/or bonus information. 
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Figure 10



Performance Tab displays your performance appraisal information.
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Figure 11

Personnel Actions Tab displays your personnel notifications.
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Figure 12

To view a Notification of Personnel Action (NPA), click in the box located in the ‘Select’ column and then select the ‘View Selected’ button.
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Figure 13

Select ‘Open’
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Figure 14



The NPA displays.
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Figure 15



Other Features

Home 

To return to the homepage from Update My Information within ‘My Biz’, select the Home link.
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Figure 16

After selecting the Home link, the ‘My Biz’ homepage displays.

[image: ]
Figure 17


Interactive Customer Evaluation (ICE)

The[image: ] link allows users to electronically review Component services/products. 
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Figure 18
Logging Out of ‘My Biz’

To properly logout, select the [image: ] link at the top or bottom of page and exit your DCPDS Portal session. 
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Figure 19
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GENERAL INFO: The information is current as of today's date.
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Total Salary Step or Rate
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View Emergency Contact Information
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[ Appointment | Position | Personal | Salary | Benefits | Awards and Bonuses | Performance | Personnel Actions
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how 27-Mar-2011 Aircraft Mechanic (8852) ws-10 02
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Details [Effective Date
[ Hide 27-Mar-2011
Work Schedule
Pay Rate Determinant
WGl Pay Date
Key Emergency Essential Empl

Annitant Indicator
Assignment NTE Start Date
Leave Without Pay Start Date
‘Sabbatical Start Date

Email Address

[30b
Aircraft Mechanic (8852)
F- Full-Tme
0 - Regular Rate
23-Sep-2012
ot Assigned to ey Emergency Employee
Position
3- Ret Enlisted

|Grade/Pay Band
Ws-10
Part-Time Hours Biweekly
WGI Due Date
Last Equivalent Increase.
Tenure

Date Arrived Personnel Office
Assignment NTE Date

Leave Without Pay End Date
‘Sabbatical End Date

|Step or Rate
o

23-Sep-2012
27-Mar-2011
2 - Conditional - Tenure Group 2

20-Sep-2010
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Position Personal

Salary Benefits Awards and Bonuses Performance Personnel Actions

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

Details Effective Date
[)Hide 27-Mar-2011

Work Schedule

Pay Rate Determinant

WGI Pay Date

Key Emergency Essential Empl

Annuitant Indicator
Assignment NTE Start Date
Leave Without Pay Start Date
Sabbatical Start Date

Email Address

<) Previous 1-1 ~ Next1
[30b |Grade/Pay Band |step or Rate
Aircraft Mechanic (8852) Ws-10 02
F - Full-Time Part-Time Hours Biweekly
0 - Regular Rate WGI Due Date  23-Sep-2012
23-Sep-2012 Last Equivalent Increase  27-Mar-2011
Not Assigned to Key Emergency Tenure 2 - Conditional - Tenure Group 2
Employee Position
3 - Ret Enlisted Date Arrived Personnel Office  20-Sep-2010

Assignment NTE Date
Leave Without Pay End Date
Sabbatical End Date
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Information displayed in this section is based on changes to either the Position, Organization, Location, Grade, Job or Assignment Status.

Effective Grade/Pay Target  [office
Details Date Position Name Organization Band Job Title Grade |Symbol
[=Hide 20-Sep-2010 9T203.AIRCRAFT MECHANIC 58 MAINTENANCE SQ WS-10 Aircraft Mechanic WS-10  MXMMI

SUPERVISOR.463829.AF0J.APPR AFOJKVOIFXT701 (8852)
Supervisory Status 2 - Supervisor or Manager Work Schedule  F - Full-Time
Part-Time Hours Biweekly Pay Basis PH - Per Hour
FLSA Category E - Exempt Bargaining Unit Status 8888 - Ineligible for Inclusion In A
Bargaining U
Pay Table ID WO089 Oracle Federal Wage Grade Position Sensitivity Noncritical-Sensitive (NCS)
Pay Table (FWA) No. W089 National Security Risk
Security Access  Access National Agency Check and PRP/SCI
Payroll Office ID Supervisory Diff Eligibility
Position Occupied 1 - Competitive Service Language Required
Drug Test Agency Req Drug Test of Training Program ID YY - Not Applicable
Incumbent(Tier One)
Key Emergency Essential  Position Not Designated Intelligence Position Ind Non-Defense Civilian Intelligence
Emergency-Essential Or Key Personnel System

LEO Position Indicator 0 - No Applicable Program
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Appointment | Position

Salary Benefits = Awards and Bonuses Performance

The following section displays detailed historical information through today's date.

Details|As Of Effective Date
Hide 19-Sep-2011
SCD Leave
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Disability Code

Date Last Promotion
Veterans Preference
Veterans Status
Appointment Type

Current Appointment Authority (2)
SCD Civilian

SCD Retirement

Military Recall Status

Uniform Service Component

Retirement Grade
Exception Retirement Pay Ind

Frozen Service
Date Conversion Career Due
Date Recmd Conversion Due

Date Prob/Trial Period Begins

Ethnicity And Race
SCD SES

20-Sep-2010
21-May-1964
05 - I do not have a disability.

1 - None

P - Post-Vietnam-Era Veteran
2A - Competitive - Career-
Conditional

20-Sep-2010
20-Sep-2010

Y - Not Applicable

1 - Regular-Persons Whose
Continuous Svc Is Contemplated by
Law

38

1- Not
Required/Requested/Granted
000000

20-Sep-2013

White

Social Security Number
Gender
Citizenship

Agency Code Transfer From
Veterans Preference for RIF

Email Address

Current Appointment Authority (1)

Previous Retirement Coverage
5CD RIF

Reserve Category
Date Retired Uniform Service
Uniform Service Designation

Military Retirement Waiver Ind
Creditable Military Service

Date Conversion Career Begins
Date Recmd Conversion Begins
Date VRA Conversion Due
Date Prob/Trial Period Ends
SCD Special Retirement

Personnel Actions

<) Previous 1-1 - N

206-00-9128
Female

1- U.S. Citizen, includes U.S.
Nationals

N - No
deborah.harris@us.af.mil
ZBA

Never Covered
20-Sep-2010
Not Applicable
01-Jul-2010

F - Air Force

2 - Waiver Not Required
000000

20-Sep-2010
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Appointment  Position Personal Benefits Awards and Bonuses Performance Personnel Actions

The following section displays detailed historical information through today's date.
< Previous 1-1 v Next1

Details Effective Date |BasicPay  |Locality Pay  |Adjusted Basic Pay |other Pay  |Total Pay  [Locality Percentage |currency
Hide 27-Mar-2011 31.90 0.00 31.90 31.90 14.16 UsD
AUO AUO Premium Pay Indicator
Availability Pay Availability Pay Premium Pay Indicator
Retention Allowance Retention Allowance Percentage

Supervisory Differential
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Appointment n  Personal  Salary Awards and Bonuses Performance | Personnel Actions
The following section displays detailed historical information through today's date.
FEGLT

FEGLT |start pate

Basic only 20-5ep-2010
Health Benefits

Details|Start Date |Health Plan [Enroliment

[#5how 21-Nov-2010  Federal Employee Health Benefits Special Code (22) Enrollment Waived/Cancelled (Y)
Thrift Saving Plan

Details|Start Date |Amount |[rate  [status

[2)Show 20-5ep-2010 3 A - Automatically Enrolled Participant (A)

TSP Catch Up Contribution

Start Date End Date Catch Up Amount

No results found.

Retirement Plan
Retirement Plan |FERS Coverage
K - EERS and FICA A - Automaticallv Covered Bv FERS

<) Previous 1-1 ~ Next

|Premium Conversion
Pre Tax

Status Date
20-Sep-2010
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Profile | Disability Language | Ethnicity and Race Emergency Contact = Education = Training | Certifications/Licenses Awards and Bonuses |
This section captures your monetary and non-monetary awards. By adding non-monetary awards you are self-certifying the data you enter is valid. Human Resources (HR)
may request you provide documentation for verification purposes. Only non-monetary awards can be added by employee.

TIPS:
Updating awards is limited to the list provided within the list of values. Al other awards must be added by your HR Office.

Select the 'Add' button to add new Awards.

To 'Delete’ Self Certified Awards, first select the entry then select the Delete button. To correct a 'self certified' entry, select 'Delete’ and re-enter the awards data
under 'Add'. Awards marked as 'Verified' can only be updated by your HR office.

‘Awards and Bonuses
Select Object: | Delete | | | Add

Select/Award Update Source |Date Award Earned |Award Type |Amount or Hours |Award Percentage |Award Agency
13-Jun-2011 Performance Award $800

21-Sep-2010 Special Act or Service Award ~ $700
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Personal | Salary Benefits | Awards and Bonuses

The following section displays detailed historical information through today's date.

Details| Appraisal Type |Rating of Record

[#Show Annual Appraisal 3 - Valued Perf, Acceptable, Fully Succ, Pass, Sat, Successfu
[+ Show Transferred From Another Agency X - Not Rated

) Show Annual Appraisal - NSPS 3 - Valued Perf, Acceptable, Fully Succ, Pass, Sat, Successfu
[#Show Annual Appraisal - NSPS 3 - Valued Perf, Acceptable, Fully Succ, Pass, Sat, Successfu
[#Show Annual Appraisal - NSPS 4 - Exc Expec, Exc Full Suce, Excel, High-Succ, High Effec, S
) Show Annual Appraisal 3 - Valued Perf, Acceptable, Fully Succ, Pass, Sat, Successfu
[#Show Annual Appraisal 3 - Valued Perf, Acceptable, Fully Succ, Pass, Sat, Successfu
[#Show Annual Appraisal 3 - Valued Perf, Acceptable, Fully Succ, Pass, Sat, Successfu
[#Show Annual Appraisal 3 - Valued Perf, Acceptable, Fully Succ, Pass, Sat, Successfu

%1 Show Annual Appraisal 3 - Valued Perf Acceptable Eullv Succ. Pass Sat Successfu
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Personal Salary Benefits Awards and Bonuses Performance

The following section displays detailed personnel information. Note: For appropriated employees, only those Personnel Notifications |
available for viewing. For non-appropriated fund and local national employees only those Personnel Notifications processed on or after
viewing.

View NPAs | View Selected
Select All | Select None

SelectEffective Date  [First NOA  |First NOA Description |Second NOA  [Second NOA Description luy
[ 25-Sep-2011 79 Realignment 26
O 13-Jun-2011 840 Individual Cash Award RB 14
O 21-Sep-2010 002 Correction 849 Individual Cash Award NRB 2:
O 21-Sep-2010 849 Individual Cash Award NRB 21
O] 23-May-2010 0912 Change in Position Number 21
0 23-May-2010 890 Misc Pay Adj 27
O 14-Feb-2010 130 Transfer 17
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Personal Salary Benefits Awards and Bonuses Performance

The following section displays detailed personnel information. Note: For appropriated employees, only those Personnel Notifications processed on

available for viewing. For non-appropriated fund and local national employees only those Personnel Notifications processed on or after 23 March 20
viewing.

View NPAs | View Selected
Select All | Select None

SelectEffective Date  [First NOA  |First NOA Description |Second NOA  [Second NOA Description |update HR C
25-5ep-2011 79 Realignment 26-Sep-2011
[ 13-Jun-2011 840 Individual Cash Award RB

14-Jun-2011
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Department of Defense

‘CIVDOD PAYROLL REGENERATION My Biz

CIVDOD PERSONNELIST My Information
CIVDOD Sef Service Herarchy Manzger| oo S o
CIVDOD SYSADMIN REGION GUI Update Hy Inforration
My Biz Emplovment Verfication

My Workplace Performance Appraisal Application (PAA)
READONLY PERSONNELIST

US Federal HR Manager

"My Bz and assocated web pages are web-based tools created by the Department of Defense (DoD) as part of
the Defense Civlan Personnel Data System (DCPDS) to alow Do personnel access to and management of their
personal personnel records. The DoD HyBz and associated tools can be accessed only by authorzed DoD
personnel within a .mi 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."

Favorites

Personalize

After using your browser £0 access DCPDS, dose al
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 sttes know where to look to find it. For
‘more information Clck here

'DCPDS Timing Out idie” Notice!

'DCPDS My Biz, MyWorkplace and Human
Resources user connections that are
inactive (‘idle”) for 60 minutes will
‘automatically terminate.
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