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Self Service “MyBiz (LN)”
Module 111, Chapter 3
Updating My Information

Introduction

Self Service provides employees the ability to log into ‘MyBiz (LN) and

update their personal information. The following pages provide a brief

overview of this new functionality.
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Update My Information

The & Undate Wy Information fynction allows employees to update employee information.

Department of Defense

ICE MyBiz ICEPAAV3 Logowt Preferences Oracle Help

Navigator Favorites
[ =]y Biz (L) Wy Biz (LN) Edit Faworites
My Informtion After using your browser to access DCPDS.

[ Update My Information close all of your browser windows and restart a
new browser session. Sometimes the browser
can hold that information in memeory (e.g. cache.
etc) and some web sites know where to look to

Figure 1

Privacy Act Statement

Before you can ‘view, add and/or update’ your personnel information, you must ££EFT) the
‘Privacy Act Statement’.

Privacy Act Statement
The information you provide to the Defense Civilian Personnel Data System (DCPDS) is covered by the Privacy Act of 1974 For questions
regarding your personal information please contact your local Human Resources Office.

29 CFR 1614.601; and E.0.9397.
Principal Purposes: To allow civilian employees in the Department of Defense (DoD) to update personal information.

Routine Uses: None. The DoD 'Blanket Routine Uses' set forth at the beginning of OSD's compilation of systems of records natices apply to

this system
Disclosure: Voluntary. However, failure to provide date your information may require manual HR processing or the absence of some
information

| ACCEPT ) | DECLINE

Figure 2

Tabs - The following is a list of the “Tabs” with “associated” information.

The General Information header includes the employee’s name and work email address.

\ Update My Information
A

Employee

Employee Name
Work Email Address  firstname.lastname@randolph.af.mil

Figure 3
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The Profile tab allows the employee the ability to update/change their security questions, answer

and password (only for those Executive Office of the President employees who do not have
access to the Defense Civilian Personnel Data System (DCPDS) Portal Page), work email
address, phone numbers and physical work address.

Employee Name
Work Email Address

Emergency Contact

My Profile

Security Question and Change Password Info
Update/Review Security Question | Change Password |
Work Email Address

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

Update |

Figure 4

To update your security question select the rdate/Review Security Question yytton, This

information will be used to validate your information if you forget your password (only for those
Executive Office of the President employees who do not have access to the Defense Civilian
Personnel Data System (DCPDS) Portal Page)

\ My Profile
wunw Question and Change Password Info
Update/Review Security Question Change Password |

Figure 5

Enter the information below, and select the ‘Update’ button.

} Department of Defense

ICE MvBiz ICEPAAW3 Home Logout Preferences /

Update/Review Security Question /
Employee Name

Update cancel

* Indicates required field

= Security Question  What is your city of birth ~ You can change your security question by choosing a different question and
— keying an answer to the security question. Then click the "Update” button
* Security Answer  San Antonig|

ICE MyBiz | ICE PAAV3 | Home | Logout | Preferences

Figure 6

Once “Update’ is complete, a ‘Confirmation’ page displays. Select

Continue Updating Your Information |ink to continue updating your work information. To return to
the ‘MyBiz (NAF)” menu select on igw Your My Biz Account |jnk,

Updating My Information Module 111, MyBiz (LN) 3
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Department of Defense

ICE MyBiz ICEPAAW3 Home Logout Preferences

Self Service Security Question and Answer Confirmation Notice

Confirmation
Congratulations , your Security Question and Answer has been updated as of 10-Jul-2009 11:17:59 CDT.

\ What do you want to do now?

Continue Updating Your Information
View Your My Biz Account

Figure 7
To change your password, select the _“hanae Passward  hytton (only for those Executive Office of

the President employees who do not have access to the Defense Civilian Personnel Data System
(DCPDS) Portal Page).

My Profile
Security Question and Change Password Info

Update/Review Security Quastion ) Change Password
Figure 8

Enter your old password, followed by your new password twice, and then select ‘Apply’. Note:
You cannot ‘Cancel’ this action; you must reset your password (only for those Executive Office
of the President employees who do not have access to the Defense Civilian Personnel Data

System (DCPDS) Portal Page).

§ Department of Defense

ICE MyBiz ICEPAAV3 Home Logout Preferences

(Apply )

Change Password
* Indicates required field
* Old Password

= New Password

* Repeat Password

@ TIP Passwords must- contain a minimum of nine characters: contain a mix of at least two lowercase letters, two uppercase letters, two numbers, and two special
characters and be changed every 60 days. Example of Valid Password: EMpg23!5a
4

(Apnly )
ICE MyBiz | ICE PAAV3 | Home | Logout | Preferences

Figure 9

Work Email Address

To ‘Add/Update’ work email address, type the new email address and then select the Lt
button. Email address is currently being used for the NSPS and *Agency unique’ Performance
Appraisal notification. In addition, email addresses are being used to communicate personnel
information directly to employees.

Work Email Address
@ TIP Please enter your Work Email Address only and select the Update button to save
Work Email Address i | dolph.af.mill

| Undate

Figure 10
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After selecting “‘Update’, a ‘Confirmation’ page displays. Select

Continue Updating Your Information |ink to continue updating your work information. To return to
the ‘MyBiz (NAF)’ menu select on 12w Your My Biz Account jjnk,

ORACLE ICEMyBiz ICEPAAVS Home Logout Preferences

Self Service Work information Confirmation Notice
Confirmation
Congratulations . your work information has been updated as of 16-Jul-2009

Please check your phone number, work email address or physical work address to view your updated information

What do you want te do now?

> Continue Updating Your Information
View Your My Biz Account

Figure 11

Phone Numbers
To add a new phone number, click the 299 putton.

Employee Phone Number
@ TIP To enter a new Type phone number, select the Add button. To update an existing phone number, select the actual number listed in the Number column
To delete an existing phone number, select the Trashcan next to the record

(add
Type Number |petete
Home 13036650885563434 ﬂlﬁ[

Figure 12

Select a phone type from the drop down list. Phone Type, Phone Number and Date From are
required fields which are noted with an *.  Once you have selected a phone type enter your
phone number to include area code and dashes. Extensions may also be included. Example: 210-

123-45678 Ext 123. Once you have finished entering your phone number, select the '_S4tmit,
button.

Employee Phone Number

= Indicates required field (_Submit ) (Cancel
Employee
Employee Number 473023 Employee Name
Work Email Address  fi I dolph.af.mil

Phone Information
* Phone Type -

* Phone Number

(Submit ) (Cancel

ICE MyBiz | ICE PAAV3 | Home | Logout | Preferences ‘\

Work Secondary
Work Tertiary
Work Fax

Figure 13

Updating My Information Module 111, MyBiz (LN) 5
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Continue Updating Your Information |ink to continue updating your work information. To return to

the ‘MyBiz (NAF)’ menu select on 12w Your My Biz Account jjnk,

ORACLE ICE MyBiz ICEPAAV3 Home Logout Preferences

Self Service Work information Confirmation Notice

Confirmation
Please check your phone number, work email address or physical work address to view your updated information

\ What do you want to do now?
. Continus Updating Your Information

View Your My Biz Account

Congratulations your work information has been updated as of 16-Jul-2009 12:48:45 CDT.

Figure 14

Edit a Phone Number

To ‘update’ an existing phone number select on the phone number link 13035556865553434

Home 13035558885553434 i

Employee Phone Number

@ TIP To enter a new Type phone number, select the Add buttgp#To update an existing phone number, select the actual number listed in the Number column
To delete an existing phone number, select the Trashedn next to the record

(_Adld )

Type Number |De|ele

Figure 15

Change the phone number and click the =20 hutton.

Employee Phone Number
= Indicates required field
Employee
Employee Number 473023 Employee Name
Work Email Address  firstname.| dolph.af.mil

Phone Information
* Phone Type  Home -
* Phone Number  13035558995554343

(Submit ) (Cance|

e

(Submit ] [Cancs|

Figure 16

After selecting ‘Submit’, a ‘Confirmation’ page displays. Select

Continue Updating Your Information |ink to continue updating your work information. To return to

the ‘MyBiz (NAF)’ menu select on 12w Your My Biz Account jjnk,

ORACLE’ ICE MyBiz ICEPAAV3 Home Logout Preferences

Self Service Work information Confirmation Notice

Confirmation

Please check your phone number, work email address or physical work address to view your updated information
What do you want to do now?
\

Continue Updating Your Information
View Your My Biz Account

Congratulations your work information has been updated as of 16-Jul-2009 13:27:13 CDT.

Figure 17
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Delete a Phone Number

To delete a phone number, click the m button next to the number you want to delete.

Employee Phone Number

@ TIP To enter a new Type phone number, select the Add button. To update an existing phane number, select the actual number listed in the Number c: n
To delete an existing phone number, select the Trashcan next to the record

(add)

Type Number

|D9Ie|e
Home 13035558995554343

Phone Number L]

L

Figure 18

A warning screen displays; select the 25 button to process the delete. If you want to cancel
the delete, select the M2 button.

/N Warning /

Are you sure you want to delete this Phone Number (13035558995554343)? A/
MNo ) [ Yes )

Figure 19

Emergency Contact tab contains employee’s emergency contact information.

Select the link Emergency Contact 4 «a4d, change or remove’ your emergency contact
information.

Update My Information
cancel )
Employee

Employee Name
Work Email Address

Profile Emergency Contact

Ry Drofil

Figure 20
Adding Emergency Contact Information

To “add’ information on an emergency contact person, select the *‘Add’ button.

Update My Information

@ TIP This information is current as of today’s date
Employee Name

Emergency Contact

Use the Add button to add information about the person you want contacted in the event of an emergency. You may designate more than one person as an Emergency
Contact, but only one Primary Contact. To Update or Remove records, select the radio button next to the record you wish to change, then select the Remove or
Update buttan.

It is suggested that at least two contacts be identified, one should be local and readily accessible and the other someone who is not located within a 100 mile radius of
your home or place of work.

Nate: The information you provide here will be viewable by your supenisory chain and HR Office and will be used in the event of Natural Disasters ar National
Emergencies
Emergency Contact
P add )
Select Name Primary Contact Home Number Work Number Emergency Contact Email Address
No results found

@ TIP To View or Print your Receipt, press the button below
Print Receipt )

Figure 21

Updating My Information Module 111, MyBiz (LN) 7



July 2009
Complete the following: ‘Name’ (first, middle, last), “Email Address’, Primary Contact,

Residence Address’ and ‘Phone Number(s)’ and select the 482 button.
/

Emergency Contact : Add “
(Cancel ) ( Mext

@ TIP This information is current as of today's date
Employee Name

Use this page to provide emergency contact information.
* Indicates required field

General Information
* First Name
Middle Name
= Last Name
Email Address
[] Primary Contact/™
@ TIP Do not add any contacts that are under the age of 18.

Residence Address

& TIP When you check the "Use my address for this person” box, employee's address of record will populate on the Emergency Contact print receipt. Be advised if no
address of record is on file, the address will not populate on the Emergency Contact print receipt. NEW EMPLOYEES (on the rolls less than one month) -
uncheck the box "Use my address for this person” and input your contact's address in full. Ensure you fill in the City, State and Zip Code fields

[¥]Use my address for this person.

Phone Numbers

Type Number Delete
Home ~ 999-999-9999 i
(_Add Another R

(Cancsl) (Mext

Figure 22

Select the (_5ubmit J hytton to save your information. Select the ' E2:£J putton to return to the
previous screen to make any necessary corrections. To print this information, select the

(_Printahle Page ) by tton. To exit without saving your information select the | .San=el) pytton.

Update My Information: Review
\Cancel | | Printable Page ) | Back ) (_Submit

@& TIP This information is current as of today's date
Employee Name

Review your information below and select the Submit button to apply your changes.
@ Indicates Changed ftems
Maintain Contact
Contact
Proposed
First Name FirstName
Middle Name MiddleName
Last Name LastName
Email Address firstname lastname@hotmail.com
Primary Contact No

Phone
Proposed
Home 999-999-9999 /

\Cancel ) | Printahle Page ) | Back ) | Submit
ICE MyBiz | ICE PAAV3 | Home | Logout | Preferences

Figure 23

Updating My Information Module 111, MyBiz (LN) 8
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Updating Emergency Contact Information

To ‘update’ information on an existing emergency contact person, first select the radio button
next to the contacts name, and then select the | Ledate J hytton.

Update My Information

@ TIP This information is current as of today's date
Employee Name

Emergency Contact

Use the Add button to add information about the person you want contacted in the event of an emergency. You may designate mare than one person as an Emergency
Contact. but only one Primary Contact. To Update or Remove records. select the radio button next to the record you wish to change, then select the Remove or
Update button.

It is suggested that at least two contacts be identified. one

uld be local and readily accessible and the other someone who is not located within a 100 mile radius of
your hame or place of work_

Nate: The information you provide here will by
Emergencies
Emergency Contact

Select Emergency Contact (Update ) ( Remave ) | (Add

Wable by your supenvisory chain and HR Office and will be used in the event of Natural Disasters or National

Primary
Select Name Contact Home Number Work Number Emergency Contact Email Address
H» @ LastName, Firsthame No 999-999-9999 firstname lastname@hotmail com

MiddleName

Figure 24

Make the necessary updates and select the Nedt ) hytton,

Emergency Contact : Update
((Cancel ) ( Mext

@ TIP This information is current as of today's date
Employee Mame

Use this page to provide emergency contact information.
= Indicates reguired field

General Information

* First Name  |FirstName

Middle MNarme |M|dd\eName

= Last Name |Las1Name

Email Address |F|rstName@hntmaM com
¥ Primary Contact/d)
Relationship  Emergency Contact
@ TIP Do not add any contacts that are under the age of 18
Residence Address

@ TIP When you check the "Use my address for this person” hox, employee's address of recard will populate an the Emergency Cantact print receipt. Be advised if no
address of record is on file, the address will not populate on the Emergency Contact print receipt. NEW EMPLOVEES (on the rolls less than one month) -
uncheck the box "Use my address for this person” and input your contact's address in full. Ensure you fill in the City, State and Zip Code fields.

[# Use my address for this person

Phone Numbers
Type Number Delete
[Hame =] |85-555-6501 i

[wark =] [585-522-5200 i
| Add Another Row
A

(Cancel) (Meg

Figure 25

Updating My Information Module 111, MyBiz (LN) 9
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A ‘Review’ page will appear so that you can ensure the information is correct before saving. The

items marked with a blue dot are those items that were changed. Select the (_Submit J button to
save your information. Select the ' E25£J button to return to the previous screen to make any

necessary corrections. To print this information, select the LEfitable Page b iton. To exit
without saving your information select the | £2=&l) hutton.

Update My Information: Review
Cares Printabie Page ) | Back ) [ Subme
AT T ioda
Ernployes Name
Revwerw your information below and solect the Subma button 10 apply your changes
Maintain Contact
Contac
Camant Preposed
First Name FiritName Firstams
Last Hamee Lasthame LastNarma
Pliot
Cunant Preposad
Hamie 555-555-5500 BES-EEREE01 @
Wik 555-522-5200 5555225000 V'
Cance| Pricdabie Page | | Back | | Sgten

A “‘Confirmation’ page displays when your information has been submitted. To return to the
‘Emergency Contact’ page select, the (_eturn to Overiews ) 1y tton,
Confirmation /

Return to Overview )

ICE MyBiz | ICE PAAV3 | Home | Logout | Preferences

Figure 27

A *Warning’ page will be displayed if you selected'22r=eLJ |f you want to cancel and exit,

select the '\X2%. button. If you want to return to the previous page select the (2. button.
/N Warning
Do you want to cancel this action?
Your new action will be canceled. A’/
(ho) (res)
Figure 28

Updating My Information Module 111, MyBiz (LN) 10
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To ‘remove’ an emergency contact, first select the radio button next to the person you want to

‘remove’ and then select the _Remove ) pytton.

Update My Information

@ TIP This information is current as of today's date
Employee Name

Emergency Contact

Update button.

Select Emergency Contact (Update | ( Remove ) | (Add )

MiddleName

Use the Add button to add information about the person you want contacted in the event of an emergency. You may designate more than one person as an Emergency
Contact, but only one Primary Contact. To Update or Remave records. select the radio button next to the record you wish to change, then select the Remove or

It is suggested that at least two contacts be identified, one should be local and readily accessible and the other someone who is not located within a 100 mile radius of

your home or place of work_

Note: The information you provide here will be viewable by yi ipenvisory chain and HR Office and will be used in the event of Natural Disasters or National
Emergencies

Emergency Contact

Primary
Select Name Contact Home Number Work Number Emergency Contact Email Address
@ LastName, FirstName No 999-999-9999 firstname.lastname @hotmail.com

Figure 29

Once you have verified that you selected the correct person to remove, select the MNext) hutton to

continue.

Department of Defense

ICE WMyBiz ICEPAAV3 Home Logout Preferences

Remove Contact

@ TIP This information is current as of today's date
Employee Name

* Indicates required field
Name LastName, FirstName MiddleName
Relationship Emergency Contact
End Date  16-Jul-2009

To remove this contact, select the next button. To cancel this action, select the cancel button_

ICE MyBiz | ICE PAAV3 | Home | Logout | Preferences

(cancsl ) (Mext

/

A
(Cancel) ((Med)

Figure 30

Select the (Submit ) hytton to remove and save your change. Select the ' B22K) button to return to
the previous screen to make any necessary corrections. To print this information select the

\ Frintable Page , htton. To exit without removing your contact person, select the |.Gancel )

button.

Update My Information: Review

@ TIP This information is current as of today's date
Employee Name

Review your information below and select the Submit button to apply your changes.
@ indicates Changed tems.
Remove Contact
Removed
Contact Name LastName, FirstName MiddleName
Contact Type Emergency
Relationship Emergency Contact
End Date 16-Jul-2008

(Cancel ) ( Printahle Page Back ) (_Submit )

((Cancel ) ( Frintable Page ) ( Back ) ( Submit )

ICE MyBiz | |CE PAAV3 | Home | Logout | Preferences

Updating My Information

Figure 31

Module 111, MyBiz (LN) 11
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A ‘Confirmation’ page will display when your information has been removed. To return to the

Emergency Contact page select the (_Return to Ovarview | 1 tron.

epartment of Defense

ICE MyBiz ICEPAAV3 Home Logout Preferences

Confirmation /
Your changes have been applied. A/

|_Return to Owerview

Figure 32

A ‘Warning’ page will display if you selected'.2m&l) |f you want to cancel and exit, select the
\ X85, putton. If you want to return to the previous page select the \ M2 button.

epartment of Defense

ICE WyBiz ICEPAAW3 Home Logout Preferences

/N Warning
Do you want to cancel this action? /

Your new action will be canceled.

Figure 33
Printing Receipt

To print a receipt, select the (_Print Receint | pytton,

Update My Information

@ TIP This information is current as of today's date
Employee Name

Emergency Contact
Use the Add button to add information about the person you want contacted in the event of an emergency. You may designate more than one persen as an Emergency

Contact, but only one Primary Contact. Ta Update or Remove records. select the radia button next to the record you wish to change. then select the Remove or
Update button

It is suggested that at least two contacts be identified, one should be local and readily accessible and the other someone who is not located within a 100 mile radius of
your home or place of work.

Note: The information you provide here will be viewable by your supenisory chain and HR Office and will be used in the event of Natural Disasters or National

Emergencies.
Emergency Contact

Select Emergency Contact | Update ) ( Remove ) | (_Add

Primary
Select Name Contact Home Number Work Number Emergency Contact Email Address
@ Lasthame, Firsthame ho 999-999-8888 firstname lastname@yahoo.com

MiddleName

@ TIP To View or Print your Receipt, press the button below
Print Receipt

Figure 34

The receipt can either be saved to your computer or can be opened and printed. To open the

receipt select the L_8re"___ putton.

File Download

Do you wand lo open or save this lile?

[ B Mame: EmergencyComtact po
o Tipe: Adobe Atrobat Document

From. sybvestr depds.cpma.osd.mil

[ | R

Wi fles from the Intemet can be useiul, some fies can potentinly
ham your computer.  you do ot trust the source, do not open o
v S . What s I sk

Figlj're 35

Updating My Information Module Ill, MyBiz (LN) 12
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Printed Receipt

To print the “Receipt’, select on the printer icon [EF or select ‘File, Print’. To exit this page,
select “File’, “‘Exit’.

Emergency Contact: Receipt

Contact Information

""For Official Use Only - Privacy Act Sensitive Information "

13035558995554343

Employee Name

1010 OCEAN DRIVE SAN DIEGO CA 22222
S

firstname lastname@randolph_af mil

Contact # 1
No
FirstName
MiddleName
e

Figure 36

Updating My Information Module 111, MyBiz (LN) 13



