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Self Service My Workplace
Module 1V, Chapter 2
Accessing My Employee Information

Introduction The Manager ‘MyWorkplace’ module provides managers with the ability to

view their employee(s) employment-related information. The following
pages provide a brief overview of the ‘MyWorkplace, My Employee
Information’ functionality.
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Accessing ‘MyWorkplace’

After logging into the Defense Civilian Personnel Data System (DCPDS) Portal, select

July 2009

‘MyWorkplace, [ Iy Employee Information * function to view your employees

information.
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The screen displays all employees that are supervised by the top level manager. In this

Figure 1

example, a manager supervises the employee listed below her name. To view
information related to an employee, select the employee name.
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Appointment Pogition Personal Salary

Appointment Pasition Fersonal Salary  Awards and Bonuses
©
Top Level
Focus Name Position
Manager V7O LN WAAGERSUPKRYSOR

Awards and Bonuses

Organization

USA CRIME RECORDE
CENTER ARCEW3Y1AA 01
USA CRIME RECORDS
CENTER ARCBWIY1AA 01
USA CRIME RECORDS
CENTER ARCEWIY1A4 01
USA CRIM INVEST CWD
ARCEWIKPAA D1

USA CRIME RECORDS
CENTER ARCEWIY1AA 01
UsA CRIME RECORDE
CENTER ARCEW3Y1AA 01

Performance

Grade/Pay Assignment  Assignm

Band Joh Status Start Da

Y¥A-02 Administrative Officer Adtive 24-Jun-20
0341) Appointment

Y¥B-01 Office Automation Clerical  Active 25-May-4
And Assistance (D326) Appointrnent

YK-03 Crirninal Investigating Active 12-Mow-2|
(18113 Appointment

YA-02 Infarmation Technology Active 12-Mow-2)
Student Trainee (2299) Assignment

Yi03 Criminal Investigating Active 12-Noy-2|
(1811) Appointrnent

Y¥B-01 Supply Clerical And Adtive 12-Miw-2)

Personnel Actions

Technician (2005) Appointment

Figure 2

Accessing ‘My Employees’ Information’ — General Information
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The GENERAL INFO header not only displays the employees’ current position but in
addition, allows you to view/print employees ‘Emergency Contact Information’
information. This information is viewable from any tab selected. To view your employees
‘Emergency Contact’ information, select the *iew Ernergency Lontact Information ik,

\ o Department of Defense
ey mator

GERERAL INFOr The indzemstion i eumant 53 of toduy's date

Diganizabon  USA CRIM IRVEST CMD ARCOWIKPAA 01 Job Infermation Technolagy Studoet Tralne|
29

Puston BCTZ3IT SPECIALIST Grade/Pay Bund YADZ
(SYSANALYSIS). 700047 ARCEAPPR
Tatal Pay 107 #1200 USD Sxep or Rate 00
Eensl Address Office Symbol

Make the appropriate selection when the ‘File Download’ window appears. For this
example, the ‘Open’ button was selected.

File Download E

Do you want to open or zave this file?

i, Mame: EmergencyContact pdf
s Type: Adobe Acrobat Document
From: bart.dcpds. cpme osd. mil

Sa

I Open I [ Save ] [ Cancel

harm your computer. |If you do not trust the source, do not open or

@ ‘wihile files fram the Intemet can be useful, zome files can potentially
save this file. What's the nisk?

Figure 4

After selecting the *Open’ button, the ‘Emergency Contact: Receipt’ file displays with
your employees ‘Emergency Contact’” information.

\ Emergency Contact: Receipt

Contact Information

"For Official Use Only - Privacy Act Sensitive Information "

Employee Name | v s sau imr v

1625 Quance Ln Woodbridge VA 22193-4580
us

“"Notice: FOR OFFICIAL USE ONLY - this transmission contains material covered by the
Privacy Act of 1974 and should be viewed only by personnel having an official "need to
know". If you are not the intended recipient, be aware that any disclosure, copying,
distribution or use of the content of this information is prohibited. If you have received this
communication in error, please notify me immediately by email and delete the original
message.”

Figure 5
Show/Hide Information
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Show

A “Show” link displays when additional information is available. Select =12

to open the folder and view the additional data.

Details Effective Date |Grade |Step or Rate
——» [P Show 05-Mar-2005 G509 ]
B Show 22-Sep-2004 GE-11 06
Figure 6

Hide

Once you finish viewing the information, select ¥ Hide ¢ close the folder.

Appointment l Position Personal Salary Awards and Bonuses Performanc

Details Effective Date Grade Step or Rate
—— | ¥ Hide 05-Mar2005 55-09 06

Wark Schedule  F - Full-Time

Pay Rate Determinant 0 - Regular Rate

WG Pay Date  16-Mar-2008

Key Emergency Essential Empl Not Assigned to Key Emergency
Employee Position
Annuitant Indicator  Not Applicable O

Figure 7

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

Appointment Tab contains your employee’s current appointment information.

¥ date
USA CRIM INVEST CMD ARCHWIKPAA B1

BCT23IT SPECIALIST
(SYSANALYSIS). 709047 ARCEAPPR
BT AL WS T

(> pafliie Geadntay Hand [Stup ot fat
¥ tide 05-Jan-2008 YAO2 o

s . Full.Timn —
t 0 - Reqular RS0

o
Empl Mot Assigned to Koy Emergency Fmployre
Pasitlon
t Mot Agplicable

il Address
B Show 12-Now 2006 YA om infarmation Technology Student Traines (2293)

Figure 8

Position Tab contains your employee’s position information.
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My Emalm
L i, T
GENERAL INFO: The information is cument s of 1odays date.
Duganization USA CRIM INVEST CMD ARCOWIKPAA 01

Position BCIZLIT SPECIALIST

Job Information Technelogy Student Try

GradePay Band YADZ

Superasory Salus Hon Supervisory
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Fitutiue Gradn /T ay Targat
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Wiide 13-NowK6 8CTZ3 1T SPECIALIST USA CRIM INVEST CHD A Inforrmation Tachnology Student Traines AT
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Figure 9

Personal Tab contains your employee’s specific personnel information.

ey L R, St e
GENERAL INFO: The information ks cumment as of today's date

Ougenization USA CRIM INVEST CMD ARCEWIKPAA 01

Position  BCIZ3IT SPECIALIST
(SYSANALYSIS). 709047 ARCBAPPR
Tatal Pay 107 810,00 UISD
Emad Address

Puasiten fwaards and Bonuses  Perfurmance

Appointme: Personal Sy

Details Effoctive Date

Job Information Technology Student Traf

7z
Grade/Pay Band YAS?

Step orRate 00
Office Symbl
i Ennagency

Bursonng

Wiide f0-Feb-1577

SCO L

Agency Code Transfer From
Velerans Preference ko RIF
Apptintment Typo

Curerd Appoinimant Authoray (1)
Privicus Rutisumiond Covivage
SCO0RIF

SCD Special Relwement
Mistary Recall Status

Uniiorm Sarace Componant
Rutngrnert Grade

Excegiion Retirement Pay nd
Frozen Semce

Diate Conversion Carder Dus
Oate Recmd Conversion Dus
Date ProbyTrial Boriod Bugrs

10.Feb 877

Ho
Competitive . Carner
™

Previously Covered
10 Fab A%77

¥ - Hot Applicabla

Duater Livsd Pramation
“Veterans Preference
Velerans Slalus

Rosant Catogory

Curent Appemiment Authonty (2)
SC0 Cinlian

SCD Retiremant

SCD SES

Date Retired Unifoem Senice
Ursfoem Serce Designation
Mistary Refiromsnt Warver Ind

15.Mar 1958

Mane

Hot A Vietnam-Ers Veteran
Mot Applicabile

10-Feb- 1977
A0 Feb 1977

Cradtable Mitary Senice 000000

Date Corrversion Career Beging
Dt Rt Conwarsion Bogin
Date YRA Comversion Dus
Dt ProTrial Period Ends

Figure 10

Salary Tab contains your employee’s pay related information.

GENERAL INFO. The Information |s cument as of today’s date
Organization  USA CRIBINVEST CMD ARCOWIRPAS 01

Fositon BCTELIT SPECIALIST

Job o Ifermation Technology Student Traf
@2

GradaPay Band  YAD2

Email Addess

Ensition i | saa

Total Fay 107 810.00 USD

"W

TIOAT ARCEAPPR

Eerdamar

Stop of Rate 00
Office Symbaol

Essnonnel Action

Dutails [Hective Date |8asic #ray |Locatiny itay [Astjustod Hasic Pay [othus Pay. [Fotat #ay |Lacatisy Porcontagn
Wi 9,17 00 1B 00 107 B18.00 1] 107 B18.00 E
D ALIC Promiam Pay Inde stor
Availabilay Pay Awailabibty Pay Pranvrm Pay Indestor
Fistuntion Allowsncn Retunticn Allowanen Parcentage
Suparerory Oaeanizal Suparascey Offarantial Parestags
B Sy O7-Jan- 2007 85,317 00 104,177 00 0o 101,477.00 1859
=5 - 389100 57200 0o 57200
Lo 3,304 00 aF 5976 oo a7 576 00
5 1,190, 00 95,300 00 000 95,330 00
B=Gh TaE2 00 a2 28.00 oo 9220000
B Sh 83457 00 929800 000 2800
-5 8146300 85.535.00 000 89,935 00
Sl 11-Jan- 2008 79261 00 85,531 00 000 85 531 00

Figure 11

Awards and Bonuses Tab displays your employee’s award and bonus

information.
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My Empioyes Information >
ey Lk b, e e

GEMERAL INFO: The information iz curent a2 of today's date.

Orgarmzation USA CHIB INVEST CRMD ARCHWIKPAA T Job Information
2299)
Pozition BCT2ZIIT SPECIALIST GradePsy Bend  YAD2
(SYSANALYSIS] /09047 ARCH.APPR
Tetal Pay  107.010.00 USD Step or Rate 00
Email Address Office Symbol
Appoiniment  Position  Persanal  Salary \ Awards and Donuses | ) Peformance  Personnel Actions
fward Details
Effactive Date |.F\waul Typa |Amount or Hours |.F\wnnl Parcantags E}\\uu! Agancy
MEPE Perfurnance Increaze x50 Diepartment of the Army
NSPS Perfrnance Honus 1435 Dupatment of thie Ay
20-Aug-2006 Parformance Award 2500 Departmignt of the Ay
18- Bep A& Tirne O Aweard 4 Departmunt of the Anny
21-Aug-2005 Performance Award 1020 Dapatment of the Amy

Burnes Dudails
Pesignment Humba Hanis Type Hinus Amuunt Expitation Dat
No results found

Appointrient

Awvards and Bonuses Bafommancs Borsonnel Actions

Figure 12

Performance Tab displays your employee’s performance appraisal
information.

My Employee Information >

Erplopee Las ame, iz harme

GEMERAL INFO: The infarmation is current as of today's date

Organization USA CRIM INVEST CMD ARCBW3KPAA 01 Job  Information Technology Stu,
(2299)
Position  8C723.1T SPECIALIST Grade/Pay Band YAD2Z
(SYSANALYSIS).709047 . ARCB.APPR
Total Pay 107,818.00 USD Step or Rate 00
Email Address Office Symbol
Wiews B
Appointrnent Pasition Personal Salary  Awards and Bonus Perfi rsannel Actions
Details Appraisal Type |Rating of Record
BShow B - Annual Appraisal - NSPS 3 - Walued Perf, Acceptable, Fully Succ, Pass, Sat, Successful, Succ Lvl 3 or Equiv

P> Show A - Annual Appraisal 5 - Role Model, Exceptional, Outstanding, Superior, Successful Level 1 or Equiv
=>Appram;al 5 - Role Model, Exceptional, Qutstanding, Supetior, Successful Level 1 ar Equiv
D Show A - Annual Appraisal 5 - Role Model, Exceptional, Qutstanding, Supetior, Successful Level 1 ar Equiv
B Show A - Annual Appraisal 5 - Role Madel, Exceptional, Outstanding, Superior, Successful Level 1 or Equiv
B Show A - Annual Appraisal 5 - Role Madel, Exceptional, Outstanding, Superior, Successful Level 1 or Equiv
B=Show A - Annual Appraisal 5 - Role Model, Exceptional, Qutstanding, Supetior, Successful Level 1 ar Equiv
B Show & - Annual Appraisal 4 - Role Model, Exceptional, Qutstanding, Superior, Successful Level 1 or Equiv
B Show A - Annual Appraisal 5 - Role Model, Exceptional, Qutstanding, Superior, Successful Level 1 or Equiv
Pacl . h Dol wiedel © h i 5 el re?

Figure 13

Personnel Actions Tab displays your employee’s personnel action
information.

My Emplayee Information >
Enplogee Lesthame, Firechame

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

Organization  USA CRIM INVEST CMD ARCBW3KPAA D1 Job Information Technology Student Traj
2299)
Position 8C723.IT SPECIALIST Grade/Pay Band  YAD2
(SYSANALYSIS).709047 ARCB.APPR
Total Pay 107,818.00 USD Step or Rate 00
Email Address Office Symbol

View Emergency

Appointrent  Position  Personal  Salary  Awards and Bonuses  Performandg Personnel Actions

Select Effective Date First NOA First NOA Description Second NOA Second HOA Description Approval

T Figure 14
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