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Self Service ‘MyBiz’
Module I, Chapter 3
Updating My Information

Introduction Self Service provides employees the ability to log into ‘MyBiz’ and update

their personal information. The following pages provide a brief overview of
this new functionality.
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The L Update My Information fynction allows employees to update employee information.
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Privacy Act Statement

Before you can “view, add and/or update’ your personnel information, you must -2<<EFTJ the

‘Privacy Act Statement’.

Figure 1

Privacy Act Statement

please contact your local Human Resaurces Office

Abou the Prge

The infarmation you provide to tha Defansa Civilian Parsonnel Data System (DCPDS) is covared by the Privacy Act of 1974 For questions ragarding your parsonal information

Authorities: 5 USC 301, Title 5, USC Chaplers 11, 13,29, 21, 32,47,43, 57,53, 55, 61,63, 72, 75,83, and 99, 5 USC 7201, 10USC 136, 29 CFR 1614607, and E.0.9339/7

Princlpal Purposes: To allow civilian employees in the Deparment of Defense (Do) to update personal information
Routine Uges: Mone The Dol ‘Blankal Routna Llsas” sal forth &t &g beginning ol OS50S compitahon af systerms ol records nobcas apply 1o this systam
Disclosure: Yoluntary. However, failure to provide or update your informidign may require manual HR processing ar the absence of soma infarmation

| AGGEPT | [ 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

R Employee

Ermployee Mame
‘Wark Email Address

Updating My Information

Figure 3
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The Profile tab allows you to update/change your 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.

Profile | Harica Language  Ethnicity and Race  Emergency Contact  Education  Training

My Profile

Security Question and Change Password Info

Update/Review Security Question Change Password

Work Email Address

(¥ TIP Plaaze entar vour iork Frnail Alldrece anly and =elect the |Indate hutton tn saue

Figure 4

To update your security question select the LpdaterReview Security Question htton, 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).

Security OQuestion and Change Password Info

. UpdatedReview Security Question J . Change Password J

Figure 5

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

Department of Defense

hityBiz Suggestions Home Logout Preferences

Update/Review Security Question

Employee Name /

(Update ) ( Cancel |

* Indicates reguired field

* Security Cluestion | What is your city of birth + | Voucan change your security guestion by choosing a different question

x Security Answer | SAN ANTONIO ;Eﬁ;neylng an answer to the security question. Then click the "Update”

MyBiz Suggestions | Home | Logout | Preferences

Copyright (2] 2005, Oracle. Al rights reserved.

Oracle Privacy Statement

Figure 6

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

Continue Updating Your Information |k to continue updating your work information. To return to
the ‘MyBiz’ menu select the iew Your Wy Biz Account |jjpk,

Updating My Information Module I, ‘MyBiz> 3
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Department of Defense

yBir Sugnestions  Prefer

Self Service Security Question and Answer Confirmation Notice

Confirmation
Congratulations your Security Cuestion and Answer has been updated as of 15-Jul-2008 12:10:03 EDT

\m What do you want to do now?

Continue Updating Your Information
wiew Your by 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).

Security OQuestion and Change Password Info

/

| UpdatefReview Security Guestion | | 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).

Change Password
* Indicates required field
= 0ld Pasgward

* Mew Password

= Repeat Password

@ TIP Passwords must: contain a minimurm 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 BO days. Example of ¥alid Passwaord: EMpg2315a
y

" Apply |

Figure 9
Work Email Address

To ‘Add/Update’ work email address, type the new email address and then select the (Undate

button. Email address is currently being used for the NSPS and ‘Agency unique’ Performance
Appraisal notifications. In addition, work email addresses are being used to communicate
personnel information directly to employees.

Work Email Address
@ TIP Please enter your Wark Email Address only and select the Update button to save.
Woark Ermail Addrdgs | firstname.lastnamegarmy.mil

[ Updata )

Figure 10

Updating My Information Module I, ‘MyBiz’ 4
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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’ menu select on View Your My Biz Account |,

ORACI_G' MyBiz Suggestions Home Logout Preferences

Self Service Work information Confirmation Notice
Confirmation
Congratulations L your wiorkl information has been updated as of 15-Jun-2007 11:01:30 EDT.

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

What do you want to do now?
———3 Continue Updating our Information
iew ' our My Biz Account

MyBiz Suggestions | Home | Logout | Preferences
Copyright () 2005, Oracle. ANl rights reserved. Oracle Privacy Statement

Figure 11

Phone Numbers
To ‘add’ a new phone number, select the 299 putton.

Employee Phone Number
N & 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
\A Mumber colurmn. To delete an existing phone number, select the Trashcan next to the record.
Type Number |De|ete
Home 123-456-7859 ]

Figure 12

Select a phone type from the drop down list. ‘Phone Type’ and ‘Phone Number’ 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: 123-456-7899 Ext

BT |

123. Once you have finished entering your phone number, select the (Z42mit, hytton.

Empleyee
Employee Number Employee Mame
Wark Email Address

Phone Information
* Phone Type

* Phone Number

/

Home Secondary [ Submit ) | Cancel
Home Tertiary ) = ' -

Home Fax Home | Logout | Preferences

wright (£ 2005, Oracle. Al {Mobile Oracle Privacy Statemert
Other

Pager

Work

Work Secondary
Work Tertiary
Work Fax

Home

Figure 13
Updating My Information Module I, ‘MyBiz” 5
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After selecting *‘Submit’, a ‘Confirmation’ page displays. Select

Continue Updating Your Information |ink to continue updating your work information. To return to
the ‘MyBiz’ menu Select on 'v'I|E".-"." fI:ILIF f'-.-']'-.-' ELZ HECDL”-lt Iink.

ORACI_E' hyBiz Suggestions Home Logout Preferences

Self Service Work information Confirmation Notice
Confirmation
Congratulations your wiork information has been updated as of 15-Jun-2007 11:01:30 EDT.

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 Infarmation
Wiew Your My Biz Account

MyBiz Suggestions | Home | Logout | Preferences
Copyright (2] 2005, Oracle. Al rights reserved. Oracle Privacy Statement

Figure 14

Edit a Phone Number
To ‘update’ an existing phone number select on the phone number link123-456-7839

Employee Phone Humber

& 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
Mumber column. To delete an existing phone number, select the Trashcan next to the record.

| Add )

Type Humber A/ |De|ete

Home 123-456-7599 m
Figure 15

[ Submit
Change the phone number and select the '——=— button.

Employee
Ernployee Murnber Ermployee Marne
Wark Email Address

Phone Information

* Phone Mumber 1234567899 |

| Subrit L Cancel |

Figure 16

Updating My Information Module I, ‘MyBiz’ 6
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After selecting ‘Submit’, a *Confirmation’ page displays. Select

Continue Updating Your Information |ink to continue updating your work information. To return to
the ‘MyBiz’ menu select on Yiew Your My Biz Account |k,

ORACI_E MyBiz Suggestions Home Logout Preferences

Self Service Work information Confirmation Notice

Confirmation

Congratulations your worke information has been updated as of 15-Jun-2007 11:01:30 EDT.
\ 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 Y our Infarrmation
Yiew Your by Biz Account

MyBiz Suggestions | Home | Logout | Preferences
Copyright () 2005, Oracle. Al rights reserved. Dracle Privacy Statement

Figure 17

Delete a Phone Number
To “delete’ a phone number, select the m button next to the number you want to delete.

Employee Phone Number

& TIP Ta enter a new Type phone number, select the Add buttan. To update an existing phone number, select the actual number listed in the
Murmber column. To delete an existing phone number, select the Trashcan next to the record.

| Add )
Type Number IDeIet/

Home 123-456-7533 i

Figure 18

A warning screen displays; select the 85, putton to process the delete. If you want to cancel
the delete, select the N2 button.

/A Warning

Are you sure you want to delete this Phone Number (123-156-7899)7 /
Figure 19

Physical Work Address

To ‘add’ Physical Work Address, select the 299 putton. Self Service only allows employees
to ‘add’ one Physical Work address update within a 24 hour period.

Physical Work Address
@ TIP CONUS employees can add or correct their Physical Work Address information by selecting either the Add button, for adding a new

\ address. or the Correction button for updating an existing address. NOTE: At present, overseas employees cannot update their
A Physical Work Address, however upcoming Self Service system developments will include this functionality
(pdd )
Select Street Address Building Number Suite City State Zip Code Country Start Date End Date

Mo data exists.

Figure 20

Updating My Information Module I, ‘MyBiz> 7
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When adding a Physical Work Address, ‘Street Address, City, State, Zip Code’ are required

. .. 1

fields and are noted with an *. Select the '\ E4bmit, hytton to save data.

Employee
MName
Ernployes Number
YWaork Email Address  firsthame.lastname@army.mil

Physical Work Address
" Indicates reguired field.
= Street Address |123 Ave G

(example: 550 E Street West)
Building Number |Bldg 499 |
(example: BB
Suite, Room Number |Suite E. Room 102
(example: 3, 20B)
* City |San Antonio |

* State

*Zip Code |78150.0000] |

(example: 78150-4547)
Country  United States
Date Fram  23-Jan-2007
(example: 21-Sep-2005)

————
{ Subnjltq

Figure 21

After selecting ‘Submit’, a *‘Confirmation’ page displays. To return to the Profile tab, select the

Continue Updating Your Information  |ink. To return to the ‘MyBiz’ menu select on the
View Your My Biz Account link

ORACI_E' hyBiz Sugoestions Home Logout Preferences

Self Service Work information Confirmation Notice

Confirmation
Congratulations L your work information has been updated as of 15-Jun-2007 11:01:30 EDT.

What do you want to do now?

Continue Updating Y our Information
iew Your My Biz Account

\ Please checlk your phone number, wiork email address or physical work address to view your updated information

MyBiz Suggestions | Home | Logout | Preferences
Copyright (o) 2005, Oracle. Al rights reserved. Oracle Privacy Statemert

Figure 22

Edit Physical Work Address

To correct a physical work address select the radio button © next to the physical work address,
then select the | Correction | bytton.

Physical Work Address
@ TIP CONUS employees can add or correct their Physical Work Address information by selecting either the Add butten, for adding a new address, or the Correction button
for updating an existing address. NOTE: At present, overseas employees cannot update their Physical Work Address, however upcoming Self Service system

developments will include this functionality
Select Address (_Carrection ) | |\E‘]
Select Street Address IBuiIding Number Suite |City ISIale IZip Code Country | Start Date End Date
E— O RPYY 499 Suite E, Room 102 San Antonio  TX 781500000  US 21-Nov-2006

Figure 23
Updating My Information Module I, ‘MyBiz” 8
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Make the necessary changes to your physical work address, and then select the 2425 bytton.

Employee
Marne
Erployee Mumber

* Indicates reguired field.
* Street Address

Building Mumber

Suite, Room Mumber

* ity
* Ctate
* 7ip Code

Work Email Address  firstname.lastname@@army.mil

Physical Work Address

910 Ave E

(example: 550 E Strest West)
Bldg 663

(example: BE3)

1st Floor, Room 105
(example: 3, 206)

San Antonio

™

781500000

(example: 78150-4547)
Country  United States
Date From  23-Jan-2007
(example: 21-Sep-2003)

Date To X
(S ubmit

Figure 24

After selecting *Submit’, a Confirmation page displays. Your changes have now been updated to
your personnel record.

Physical Work Address

@ TIP COMUS employees can add or correct their Physical Work Address information by selecting either the Add buttan, for adding a new
address, or the Carrection button for updating an existing address. NOTE: At present, overseas employees cannot update their Physical
Work Address, however upcoming Self Service system developments will include this functionality.

Select Address | _Correction | | (_Add )

Select Street Address |Bui|ding Number |Suite, Room Number |City |State |Zip Code |Country Start Date |End Date
O 910 Ave E Bldg 663 1st Floor, Room 105 San Antonio TX 781500000 United States 23-Jan-2007
Figure 25

Handicap tab contains employee’s current handicap code.

To update handicap code select from the drop down list using the down arrow. Once you have

selected the appropriate code, select the \Rdate ;1 tton.

—

Profile (| Handicap anguage  Ethnicity and Race  Emergency Contact  Education  Training

My Profile

Security Question and Change Password Info

Upate/Review Security Question ) Change Password

Work Email Address
TP Bleace erior v Wik Ewail 8ldrecs only and splert the ndate bitton o caye

Figure 26

Updating My Information Module I, ‘MyBiz” 9
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Language tab contains employee’s languages and ‘Consent to Share and Release Language
Information’ information.

mmmt and Race Ei

Profle  Handifa Languag! Contact  Education  Training

@ TIP You will anly be able to o nguage or its information if the evaluation method is Self Appraisal/Certification. To UPDATE the information contained in a language area, you must select it first. Select
the DELETE buttan ta permanently remave a language fram your record. Select the ADD button to self certify additional languages

SelectLanguage
Mo results found

Proficiency Level Reading F iency Speaking F y Listening F y Writing F ¥ Source Work Experi E: Method Start Date End Date

Consent to Share and Release Language Information
The information you provide in this section will only be used upon your separation or retirement fram the Federal Service

If you have selfcertified or formally tested language information stored in your ermployee record (see My Biz, My Inforation, My Language Infarmation tab), please read and mark the block as appropriate. You
will not be contacted if you do not mark the blocks:

The Department of Defense and other Federal agencies have placed a high level of importance on critical foreign language skills and regional expertise to meet emerging requirements during times of need,
crisis, andfor national emergency. The Department of Defense and other Federal agencies may want to contact you in the future to deterrmine if you would be willing to volunteer your serdces o to offar you
potential employment that would take advantage of your language proficiency and/or regional expertize

No | consent to being contactad by the Department of Defense to provide possible language support in times of need, crisis, and/or national emergency.

No | consent to the Department of Defense sharing my infarmation with other Federal agencies for the same purposes,

Figure 27

Employees can ‘update’ proficiencies in an existing language, ‘delete’ a language or ‘add’ a new
language to their “MyBiz’ record.

Select Language | Update ){ Delete | | (Add )
Proficiency |Reading Speaking |Listening |Writing Work Start|End
Select Language [Level Proficiency |Proficiency |Proficiency |Proficiency|Source Experience|Evaluation Method Date |Date
® German - Extremely Elementary Elementary Proficient MNo Self Study - Teacher Self 18-
DEU Limited or Limited or Limited Proficiency Post- Appraisal/Certification Oct-
Knowledge Knowledge Knowledg Secondary 2006
Education -
F5

Figure 28

To ‘update’ an existing language you must select the radio button next to the language, then

select the \-LPdat8 ) hytton. Once all changes have been made, select the 242 hytton to
save your changes.

US Fed Language

* |ndicates reguired field

| Subrmit | | Cancel
Employee
Employee Mumber
Wyork Email Address  firstname.lastnamegarmy.mil

Ernployee MNarne

Language Information
Language Identifier German - DEWSE

= Language Proficiency Level | Extremely Limited Knowledge o]
Language Reading Proficiency | Mo Proficiency /6]

Language Speaking Proficiency | Elementary or Limited Knowledge (2

Language Listening Proficiency | Proficient /6]
Language Writing Proficiency | Mo Proficiency /6]

Language Proficiency Source
Language Work Experience
Language Evaluation Method
Start date

End Date

Self Study - Post-Secondary Education - F& + (D
Teacher ~ (@

Self Appraisal/Certifi cation/d
01-Feb-2007 15:09:53 EST

/

=\ e\
| Submit | | Cancel

(example: 21-Sep-2005)

Updating My Information

Figure 29

Module I, ‘MyBiz’ 10
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To “‘delete’ an existing language you must select the radio button next to the language, then
select the ' 22E ) pytton,

e

Select Language | Update J( Delete | | (_Add )
Proficiency |Reading [Speaking [Listening |[Writing Work Start|End
Select Language |Level Proficiency |Proficiency |Proficiency |Proficiency [Source Experience |Evaluation Method Date |Date
'  German - Extremely Ho Elementary Proficient HNo Self Study - Teacher  Self 30-
DEU Limited Proficiency or Limited Proficiency Post- Appraisal/Certification Jan-
Knowledge Knowledge Secondary 2007
Education -
Fa
Figure 30

Once you select on “delete’ button, a notification will appear, select on “Yes’ to delete, “No’ to
return to the language screen.

Department of Defense

hiyBir Sugoestions Home Logout Preferences

/N Warning
Languayge Information will be permanently deleted from your record. Do you want to X
Continue?
Mo ) [ Yes )
Figure 31
To ‘add’ a new language you my select the '2499) putton.
Select Language | Update )| Delete | | | Add )
Proficiency |Reading Speaking |Listening |Writing Work Start|End
Select Language |Level Proficiency |Proficiency |Proficiency |Proficiency [Source Experience |[Evaluation Method Date |Date
O German - Extremely No Elementary Proficient No Self Study - Teacher  Self 30-
DEU Limited Proficiency or Limited Proficiency Post- Appraisal/Certification Jan-
Knowledge Knowledge Secondary 2007
Education -
Fa
Figure 32

Updating My Information Module I, ‘MyBiz’ 11
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Use the drop down menus to select the appropriate data for each data field. Once you have
completed ‘adding” your new language, select the '-222MJ hutton to save your language.

US Fed Language

< Indicates reguired field
Employee
Employee Number Employee Mame

Wark Email Address

Language Information

= Language Identifier | Spanish-American - QSA v
= Language Proficiency Level | Extremely Limited Knowledge + (&
Language Reading Proficiency | El y or Limited Knowledge +|©
Language Speaking Proficiency | El y or Limited K 0]
Language Listening Proficiency | E y or Limited K 0]
Language YWriting Proficiency | El y or Limited K 2ol
Language Proficiency Source | Self Study - Heritage - F2 o]
Language Work Experience | Translator /0]

Language Evaluation Method — Self Appraisal/Certification/™
Start date 17-Jul 2008 10:04:25 EDT

End Date
(Ecample: 21-Sep-2005)
A

Figure 33

After selecting *Submit’, a ‘Confirmation’ page displays allowing you to ‘Print’ your
information. To return to the ‘Language’ tab, select on the “2ntinue Updating Your Information

link. To return to ‘“MyBiz’, select the View Your My Biz Account [jny

Self Service Language Capability Confirmation Notice

Confirmation

Congratulations your language capability has been updated as of 06-Jun-2007 14:23:11 EDT.
1. Language Acholi - ACH

2. Language Proficiency Lewvel No Practical Knowledge (NavyfAir Force Use Only)
3. Language Reading Proficisncy Proficient

4. Language Speaking Proficiency No Proficiency

5. Language Listening Proficiency No Proficiency

6. Language Writing Proficiency No Proficiency

7. Foreign Language Proficiency Source Foreign Residence - CO

8. Language Work Experience (Duty Type) Broadcaster

9. Language Evaluation Method Self Appraisal/lCertification

10 Language End Date

Tao print this page for your records, click on the print button below:

( Frint Confirmation L

What do you want to do now?

Continue Updating Your Information
Wiew Y our My Biz Account

Figure 34

Updating My Information Module I, ‘MyBiz’ 12
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Retiring & Separating Employees Consent to Share & Release Your Language Information

The language information you provide in the *‘Consent to Share and Release Language
Information’ section of the ‘Language Information’ tab will only be used upon your retirement
or separation from Federal Service. Review and/or update your information now and/or before
retiring or separating since all language information in your personnel file will be made available
if you chose “Yes’ to Consent to Share and Release Your Language Information.

Self Certified
Language
Information

Wisiting ek Start [Ey
Proficiency [Seurce|Fxpedonce |Fvaluation Mothod  |Dato |0
15.

VOr e Self :
Proficiency  Proficiency AppraisalCortification Jul
i kL

Consent to

Contact/Share \

Figure 35

1. Review the Consent to Share and Release Language Information section and make
appropriate selection.

Notes:

a. Ifavalid work email address is in “MyBiz’, Update My Information, Profile,
Work Email Address data field, then you also will receive a ‘Consent to
Share and Release Language Information’ confirmation email if you ‘Update’
your information.

b. You will not receive a confirmation email if you do not have a work email
address in ‘MyBiz’ or you add an email after you initially ‘Updated” your
Consent to Share and Release Language Information however you can print
the “‘Confirmation page’ for your records.

2. Select either “Yes’ or “No’ in the section if you have self-certified or
formally tested/certified language information in your personnel record. Your consent
will be for all languages currently in your personnel record.

Note: In order to share your language information with other

Federal Agencies, you must select “Yes’ to being contacted by the
Department of Defense.

Updating My Information Module I, ‘MyBiz’ 13
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3. Select the “Update’ button if you updated your information.

\__/ Figure 36

Note: You will not be contacted if you do not select “Yes’ in the Consent to
Contact drop down fields.

4. Once you submit your information, a *Confirmation’ page displays allowing you to “Print
your information. To return to the *Language’ tab, select on the

Continue Updating Your Information  |ink. To return to ““MyBiz"’, select the

View Your My Biz Account link

o n0 o o b o S kx|

Consent ta Share and Ralease Language Infarmation far Federal Employsss who are Retiring/Separating

Ceonfirmation
Congratulations, Lai Have Fie Nave your Corsant o Share and Relsase Languaga Infomaetion’ has basn updatad as ¢

15:66:37 C8T

% i My Bz and you snswerad Yes 1o Contact and Shars Your Languags | harmation,

I you ave 3 starad week amail ad
rac Confirmats T WO RO

n Email fo

o being contacted by the Department of Delenge to provide poseble lsnguage support in bmes of need, cn
ey

Yos : | consent to the Departmernt of Defense shanng mry information wvath other Federsl sgencies for the same purposes

To prnt thes page for your racords, cick on e prnt buton balow:

Frint Confimatan |

\ |\‘|\:I= do .'nulwar,nn ﬂlé ndl'a-"
| | Figure 37

Notes:

a. If your valid work email address is in ‘MyBiz’, Update My
Information, Profile, Work Email Address data field, then you will
also receive a ‘Consent to Share and Release Language Information’
confirmation email.

R e ] st Hen 1273120074

c
Skt Conaart 13 S Asieace Lspiage b armatcn,

Figure 38

Updating My Information Module I, ‘MyBiz’ 14
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b. If you do not have an email address, then print this page for your records.

Figure 39

c. If you do not have a valid work email address, then update your email in My
Biz, Update My Information, Profile, “Work Email Address’ data field.

Work Email Address
@TIP Flease enter your Work Email Address anly and select the Update buttan to save.
Work Ernail Address  |firstname.lastnameigitest.com

Emnly Dhinne bimher

Figure 40

Ethnicity and Race tab contains employee’s ethnicity and race.
e —

Profile  Handicap — Laqguage Ethnicity and Race Emergencyfontact  Education  Training

Wiew Privacy Act Statement
Are You Hispanic or Latino? (A person of Cuban, Mexican, Puerto Rican, South or Central American, or Spanish culture or origin, regardless of race.)

Yes ~
Instructions: Please select the category or categories with which you most closely identify. To select a category, click in the block next to the appropriate|
the list of values (LOV). When all selections have been made, click the "Submit” button to save the changes. To print your SF181, submit your changes firj
button.

American Indian or Alaska Native Mo = (3
Asian Mo - [T
Black or Afiican American Mo~ (3
Mative Hawaiian or Other Pacific slander Mo~ [D
White Yes + (D
Submit J ( Print SF181 )
Profile Handicap Language Ethnicity and Race Emergency Contact Education Training

ICE MyBiz | ICEPAAYT | Home | Logout | Preferences

Figure 41

To ‘update’ ethnicity and race, answer the *Are You Hispanic and Latino’ question and use the
drop down menu to view to select either “Yes’ or ‘No’. Once you are ready to update, select the

\Bubmit) hutton. To “print’ the SF181 form, select the (PN EF181 ) hytton,

Updating My Information Module I, ‘MyBiz’ 15
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To view the SF181 Privacy Act Statement, select the | View Privacy Act Statement |

i Department of Defense

Privacy Act Statement

Ethnicity and race information is requested under the authority of 42 U.5.C., Section 2000e-16 and in compliance with the
Office of Management and Budget's 1997 Revisions to the Standards for the Classification of Federal Data on Race and
Ethnicity. Providing this information is voluntary and has no impact on your emplayment status, but in the instance of missing
information, your employing agency will attempt to identify your race and ethnicity by wisual observation.

This infarmation is used as necessary to plan for equal employment opportunity throughout the Federal government. It is also
used by the U 5. Office of Personnel Management ar employing agency maintaining the records to locate individuals far
persannel research or survey response and in the production of summary descriptive statistics and analytical studies in
support of the function for which the records are collected and maintained, or for related waorkforce studies,

Social Security Mumber (S5MN) is requested under the authority of Executive COrder 9397, which requires SSM be used for the

purpose of uniform, orderly administration of personnel records. Providing this information is voluntary and failure to do so will
have no effect on your employment status, If S5M is not provided, howewver, other agency sources may be used to obtain it

Figure 42

The SF181 can either be ‘saved’ to your computer or can be ‘opened’ and printed. To open the
SF181 select the L—2=1___ hytton,

File Download 3]

Do you want to open or save this file?

[ | Name: sf181.pdf

= Type: Adobe Acrobat 7.0 Document
\s%sy\vesu.dcpds cpms. osd.mil
[ open | [ save ][ Camesl |

While files from the Intemet can be useful. some files can potertially
ham your computer. If you do not trust the source. do not open or
save this file. What's the risk?

Figure 43

SF181

To print the SF181 select on the printer icon “ or select ‘File, Print’. To exit this page, select
‘File’, “Exit’.

Updating My Information Module I, ‘MyBiz’ 16
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todo sowill haw no effect on your employment status. K SSNis not provde d, how ewer, other agency sowces may be
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Figure 44

Emergency Contact tab contains employee’s emergency contact information.

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

information. —

y N
J Profile { Handicap Language Ethnicity and Race \Emergency Cantact Education Training
S ————

My Profile

Figure 45

Adding Emergency Contact Information

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

Emergency Contact

Update or Remove recosds, select the radio bulton next to the record you wish to change, then select the Remove or LUpdate bution

& 5 suggesied that at least two cord;
our supentsory chaen and HR Offics and will be usad in the svent of Natural Disasters o National Em

ey Cantact

Selact Nama Primary Contact Homve Numbar Work Nismber Emergency Contact Email Address

\ No résults faund
A

& TIP To View o1 Print your R

Prird Rateig

ICE MyBiz | ICEPAAYS | Home | Logout | Prefsrences

Uze the Add button to add information sbaut the person you want contacted in the event of an emergency. You may designate mare than one person &= &n Emengency Contact, bt only one Primary Contact. Ty

15 be idertified, one zhould be local and readily accessible and the oiher someene who is not bocated within a 100 mile radivs of your home or place of work

Figure 46

Updating My Information Module I,

‘MyBiz’
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Complete the following: ‘“Name’ (first, middle, last), ‘Email Address’, Primary Contact,
Residence Address’ and ‘Phone Number(s)’ and select the 124 button.

/

Emergency Contact : Add
@ TIP This information is current as of today's date.
Employee Mame

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

General Information

= First Mame

* Last Name
Email Address

[Tl Prirnary Contactd
@TIP Do not add any contacts that are under the age of 18.

Residence Address

Ensure you fill in the City, State and Zip Code fislds
Use my address for this person.

Phone Numbers

Type Number Delete
Home - o
|_Add Anather Row )

& TIP wWhen 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 add
not populate on the Emergency Contact print receipt. MEVW EMPLOYEES {on the rolls less than one month) - uncheck the box "Use my address for this person” and input your contact's address i

¥

(cancsl

(Gance|

Figure 47

Select the (_5ubmit J hutton to save your information. Select the ' B22£J putton to return to the
previous screen to make any necessary corrections. To print this information, select the

\ Printable Page, hutton. To exit without saving your information, select the [.Saneel) hutton.

Update My Information: Review

@ TIP This information is current as of today's date.
Ernployee Marne

Review your information below and select the Submit button to apply your changes.
O Indicates Changed ftems

Maintain Contact

Contact
Proposed
Relationship Type Emergency Contact
First Name FirstName
Middle Name MiddleMame
Last Name LastMame
Email Address FirstNameg@hotrail. com
Primary Contact Yes
Phone
Proposed
Home 555-555-6500

|_Cance| | | Printable Page | | Back | (_Submit |

(Cancel ] ( Printable Page ) | Back ) ( Submit

=

Figure 48

Updating My Information

Module I, ‘MyBiz’ 18
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Updating Emergency Contact Information

Update My Information

@TIP This information is current as of today's date.
Emplayee Mam

Emergency Contact

Use the Add button to add information about the person you want contacted in the evert of an emergency. You may designate maore than one person as a
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 sel
Rermove or Update button.

Nate: The infarmation you provide herex@e used in the event of Natural Disasters or Mational Emergencies

Emergency Contact
Select Emergency Contact (Update ) (Remove | | (Add )
Primary
Select Name Contact Home Humber Work Number Emergency Contact Email Address
—» (& LastMame, FirstMame Mo 555-555-5500 Firsthlame. LastMama@hatmail.com
hiddleMame

@ TIP Ta Yiew or Print your Receipt, prass the button below.
[ Print Receipt )

Continue Updating Y our Information

Figure 49

Make the necessary updates and select the Nedt ) putton.

Emergency Contact : Update

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

Use this page to provide ermergency contact infarmation

= Indicates required field

General Information

= First Mame  |FirstMame

Middle Mame |M|ddIeName

* Last Name ILastNamE

Ernail Address |FirstName@hntmai\ COf

¥ Primary Contact®

Relationship  Emergency Contact
@ TIP Do not add any contacts that are under the age of 18

Residence Address

@ TIP When you check the "UUse my address for this person” box, employee's address of record will populate on 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 EMPLOYEES (on the rolls less than one ronth] -
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
[Horne | [pes-585-5801 i}

| work = | [pm5-522-5200 i}

[ Add Another Row )

(Cancel ) ( MNed

(Cancel ) [ Mex )

Figure 50

Updating My Information Module I, ‘MyBiz’

To ‘update’ information on an existing emergency contact person, first select the radio button
next to the contacts name, and then select the | Lrdate J hytton.
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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 \Back ) putton to return to the previous screen to make any

necessary corrections. To print this information, select the (_Printable Page ) by tton, To exit

without saving your information, select the \.220zEL) hutton.

Update My information: Review
Garcel | | Printable Page | | Bstk Subme
TP T loda
Employes Name
Revirw your informadion bedow and selec! the Submil bulton 1o apply your changes
s’ sl } sl W
Maintain Contact
Comtact
Cumyand Prepossad
Flist Nama Firsthame FirsiMams
Last Name LasiMame LastMame
Plioie
Cumant Proaposad
Hampa S355-555-5500 BS5-555-5501 &
Witk 5555225200 £55 520.500m) 4’/
Zance| | | Prictable Pags | | Back Subeni
Figure 51

A *Confirmation’ page displays when your information has been submitted. To return to the
‘Emergency Contact’ page select, the | Feturn ta Overiew ) pytton,

Department of Defense

MyBiz Sugoestions Home Logout  Preferences

Confirmation

[ Return to Overview |

Figure 52

A ‘Warning’ page will be displayed if you selected' 28M2EL), If you want to cancel and exit,
select the '\ == Yes, button. If you want to return to the previous page select the '\ =% Mo, putton.

Department of Defense

MyBiz Suggestions Home Looowt  Preferences

/N Warning

Do you want to cancel this action?

four newr action will be canceled.

£

Figure 53

Updating My Information Module I, *‘MyBiz’ 20
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Removing Emergency Contact Information

To ‘remove’ an emergency contact, first select the radio button next to the person you want to
‘remove’ and then select the _Remove ) phytton.

Update My Information

@& TIP This infarmatian is current as of taday'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. ¥ou rmay designate more than one person as an Emergency
Contact, but only one Primary Contact. To Update or Rerove records, select the radio button next to the record you wish to change, then select the Remove or Update
buttan

Mote: The infarmation you provide here will be used jo#fe event of Matural Disasters or National Emergencies.
Emergency Contact

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

Primary
Select Name Contact Home Number Work Number Emergency Contact Email Address
— :
@& LastName, FirstName Yes £E5-665-5500 FirstMame@hotmail.com

MiddleMame

@ TIP Ta “iew ar Print your Receipt, press the huttan below:.
Print Receipt |

Continue Updating Y our Information

Figure 54

Once you have verified that you selected the correct person to remove, select the 2 button to
continue.

Remove Contact
(cancel ) eyt )
& TIP Thiz information is curent as of today's date.
Employee Mame

To remove this contact, select the next button. To cancel this action, select the cancel button.
* |ndicates reguired field
Mame LastMame, Firsthame MiddleName
Relationship  Emergency Contact
End Date 05-Jun-2003 v

(Cancel ] | Next

Figure 55

Select the (Submit )} hutton to remove and save your change. Select the ' E2%£) putton to return to
the previous screen to make any necessary corrections. To print this information, select the

\_Printable Page } jytton, To exit without removing your contact person, select the (ancel)

button.

Update My Information: Review
Cancel ) (_Printable Page ) (_Back ) (_Submit )

& TIP This information is current as of today's date
Ermployee Mame

Review your information below and select the Submit button to apply your changes.
@ Indicates Changed tems.
Remove Contact
Removed
Contact Name LastMame, FirstPame MiddleMame
Contact Type Emergency

Relationship Emergency Contact
End Date 05-Jun-2008 /

(cancel ) Printable Page ) Back ) (_submit )

Figure 56
Updating My Information Module I, *‘MyBiz’ 21
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A “‘Confirmation’ page will display when your information has been removed. To return to the
Emergency Contact page select the (_eturn 1o Gverview ) 1y tton.

} Department of Defense

MyBiz Sugoestions  Home Loogout  Preferences

Confirmation

Your changes have been applied.

Ve
[ Return to Overview |

Figure 57

A ‘Warning’ page will display if you selected Za8MEL), If you want to cancel and exit, select the
\XES, hutton. If you want to return to the previous page select the (82 button.

} Department of Defense
MyBiz Sugoestions Home Logout Preferences

/™ Warning

Do you want to cancel this action?

four newr action will be canceled.

Figure 58
Printing Receipt

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

Update My Information

@ TIP This infarmation is corrent as of today's date
Ermployee 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 Rernove or Update
buttan

Mate: The infarmation you provide here will be used in the event of Matural Disasters or National Emergencies.
Emergency Contact

Select Emergency Contact | Update | | Remove | | |_Add

Primary
Select Name Contact Home Number Work Number Emergency Contact Email Address
& LasthName, FirstName Yas £55-655-5500 Firstame@hotmail.com

MiddleName

@ TIP Ta ‘iew ar Print your mess the button below.
| Print Receipt )

Figure 59

Updating My Information Module I, *‘MyBiz’ 22
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The receipt can either be saved to your computer or can be opened and printed. To open the

receipt, select the L_9P="___ putton.

File Download b_<

Do you want to open o1 save this file?

l]]i\-., Name: DDO3.pdf

(| Type: Adobe Acrobat Document

%sy\vestr \depds, cpms .osd.mil

[ Open ][ Save ]l Cancel |

harm your computer, IF you do not tust the gource, do not open or

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

Figure 60

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 "

Employee Name |fimlmene
123-456-7899

Payroll update pending Pending TX US

Contact # 1

Yes

First

Middle

Last
first.last@email.mil

123-456-7899

Figure 61

Education tab contains employee’s education information.

Education

Select the tab to “view, add or update’ your education information.

To view a list of applicable (or available) degrees and vocational certificates to use when adding
Education Information, select the ! dewee orvocationsl certicate. |jnkK.

Updating My Information Module I, *‘MyBiz’ 23
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Update My Information

Empleyee

Ernployee Name
Work Email Address

Profile Handicap  Language Ethnicity and Race Emergency Contact Education Training

This section displays your education. By updating this infarmatian, you are self-certifying#e data yau enter is valid Human Resaurces (HR) may request you pravide documentation for verificati
purposes. ltems that you cannot select can only be updated by HR.

Updates are only needed upon obtaining an additional degree orvocational certificate. For example, you have a Bachelors degree and you have abtained a Master's degres.

@TIP To Add: Select the ADD button ®
To UPDATE: Select the entry and select the UPDATE buttan.

Mote: If the 'Education Update Source'is blank or “Werified', the education record was input by Human Resources. ‘Self Cerified’ indicates the record was input by the employee. Only those education ent
with a selaction button can be updated. For all others, please contact Hurnan Resources to update

Education Information

Select Object: (Update ) | (add )

Credit

Hours

Credit
Type

Instructional 'Year Degree / Cert
Education Level Program [Attained

Type Of
School

College Major-  |Academic Instituj
Minor Name

Education Update
Select Source

Education Information }
Erofile o Ethnicity and Race Erergency Contact i Training

ICE MyBiz | [CE PAAYS | Home | Logout | Preferences

Figure 62

Adding Education Information

To ‘add’ education information, select the (2249 button.

Note: ‘Education Update Source’ will display with either “Verified’, ‘no information’ or
‘Self Certified’ in the *Education Update Source’ data field column. You can only
update education information with “Self Certified’. You cannot update education
information with “verified” and 'no information’ since this information was previously
entered and verified by Human Resources. Contact your Human Resources Office for
questions relating to this information.

Education Information

Select Object: |

Education College-
[Year Degree /[Credit [Credit Type OF Major- Academic
Education Level Instructional Program Cert Attained |Hours _[Type School Minor Institution Name
Self Centified \High school graduate 1990
r certificate of
\quivalency
Verified Bhchelor's degree Accounting and 1992 0120 Semester College or Major Field Baston College,
Business/Management Hours University of Study  Chestnut Hill MA
(520305)
Self Certified Jssociate Degree Accounting (520399) 1992 0120  Semester Junior Major Field San Antonio
Hours College of Study  College, San

Antonio TX

hdicap Code Language Information US Fed Ethnicity and Race Categor: Emergency Contact Information Education Information

Figure 63

The “‘Add’ page displays. Enter information for your educational update below. For additional

information on a specific data field, select the o

Updating My Information Module I, ‘MyBiz’ 24
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Note: To search for your specific education information, select the f flashlight
located next to the data field you are updating.

This section displays your education. By updating this information, you are self-certifying the data you enter is valid. Human Resources (HR) may request you provide
documentation for verfication purposes.

I3 Add is for a new entry that is nat yet documented on your Education Infarmation (For example, your highest education level Indicates High Schaal, but you have
two years of college. You would add two years of college).

Updates are only needed upon obtaining an additional degree or vocational certificate. For example, you have a Bachelor's degree and you have obtained a Master's
degree.

@ TIP You will not be able to remove or update education information of Terminal occupational prgrm - cert of comp/diplomadequiv, Associate Degree, Bachelor's degree
and records with an education level greater than a Bachelor's degree from your education record. Once this education information is submitted, contact your Human
Resource office to update this information,

To search for your specific education information, select the »? flashlight located next to the data field you are updating.

Educatien Information A/

* Education Level ,,;?E)
Instructional Program ,,’{@
Year Degree f Cert Attained
(Eample: 1972)
Credit Hours
(encarnple: 1510)

Credit Type »,,{
Type Of School ':;r
College-Major-Minor r,,?
iy " e

Figure 64

Note: You will not be able to update or delete the following Education Levels from your
record once entered via ‘MyBiz’, Update My Information- Education:

Vocational/ Occupational Schools — certificate or diploma
Associates Degree

Please contact your Human Resources Office to make changes to
educational entries for the levels identified above or if a record needs to be
deleted.

P

To search for information for a specific data field, select the ;

* . The following Search screen
displays.

Search and Select: Education Level

| Cancel | | Selact

Search

Search By | Description ¥ Gol
Results

Sulwet Chusick Seluct Fducatlonal Level Decription
Mo search conducted.

Figure 65

Updating My Information Module I, *‘MyBiz’ 25
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To obtain a quick list of information available, select the *Go’ button. Once the list displays,

select the ‘Quick Select’ % icon next to your selection. To view more information, select the
Mext 10

link (see Figure 66). Another search option is to use the wildcard (%) to conduct partial
searches on long lists/tables such as Instruction Program and Academic Institution Name.

For “‘Education Level’ you may enter the beginning portion of the item name if known, such as
%high%, assoc%, %college%, or %degree%. For ‘Academic Institution” you may type the
beginning portion of the item name if known, such as %TX% or %A&M% and select ‘Go’ or if
search such as %A&M% does not provide the desired result, try %A & M% (spaces between
letters/characters can produce in different results).

For “Instructional Program’ you may type the beginning portion of the item name if known, such
as %Science%, %Law%, %Educ% and select *‘Go’ or %Not Applicable%.

Note: “Not Applicable’ is only used for “Vocational/Occupational Schools — certificate
or diploma received’ and for LN/NAF employee entries.

Once information is located, select it by selecting the ‘Quick Select’ % icon or selecting the
radio button in the *Select’ column and then selecting the ‘Select’ button.

Search and Select: Education Level

Sourch By | Descriplon

150
Results
\ 110 % Nai0
i ot colinnal Leve esaaipilan
egree

NASelect  Dui

w
=

LB BB BB BB By

110 B Hext 0

[ Cancel | [ Seleet |

Figure 66

The selected information auto populates into the appropriate data field.

Updating My Information Module I, ‘MyBiz’ 26
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Note: If you select “Vocational/ Occupational Schools - certificate or diploma received’,
‘Associate Degree’, “Select’ and higher education levels, you must enter data in all the
fields.

To search for your specific education information, select the ‘,,j? flashlight located next to the data field you are updating.

Education Infermation

* Education Level |Master's degree

Instructional Program

Year Degree / Cert Attained
(example: 1972)

Credit Hours
(example: 1510)

Credit Type 5
Type Of School ,,'{
College-Major-Minor ,,;?
Academic Institution Mame ,,'{.@

Figure 67

Once all the applicable information is entered, select the “‘Submit’ button.

To search for your specific education information, select the "5,? flashlight located next to the data field you are updating.

Education Information
* Education Level |Master's degree ,,;?@

g (520305) 4o

Instructional Program | A ing and Busi

‘Year Degree / Cert Attained 1998
(exarmple: 1972)
Credit Hours |69
(exarple: 1510)

Credit Type |Semester Hours ,,’f
Type Of School |College or University ":E?
College-Major-Minor |Major Field of Study ,,;?
Academic Institution Mame  |Brandeis University, Waltham MA ,,,{-@

Figure 68

Before education information is updated into the system, ‘Electronic Signatures’ must be
completed. To Electronically Sign and verify Education information, select the *Process
Transaction’ button.

== ELECTROMIC SIGNATURE ==

WARNING: Be advised that any false statement in this transaction, or willful misrepresentation, is a violation of the law punishahle by a fine of not more
than $10,000 or imprisonment of not more than 5 years, or both, according to federal law. Additionally, this may result in disciplinary action up to and
including removal from Federal employment.

By clicking the "Process Transaction’ button, | understand that my DCPDS Portal login information is my electronic signature in effecting this transaction.

Process Transaction ) | acknowledye and wish to PROCESS THIS TRANSACTION

Cancel Transaction ) | do not acknowdedge and wiish to STOP this transaction.

MyBiz Suggestions | Diagnostics | Preferences | Personalize Page | Close Window

Ahout this Pace

Figure 69

Updating My Information Module I, *‘MyBiz’ 27
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Once you select the “‘Process Transaction’ button, a ‘Confirmation’ page displays allowing you
to print your education information. Select the ‘Continue Updating Your Information’ link to
continue adding education information.

Self Service Education Confirmation Notice

Confirmation
Congratulations LastName, Fist Hame wour sducation has been updated as of 15-Jul-2008 11:21:17 EDT.

1. Education Level Master's degree

2. Instructional Program Accounting and BusinessiManagement (520305)
3. Year Degree / Cert Aftained 1998

4. Credit Hours 65

5. Credit Type Semester Hours

6. Type of Schaol College or University

7. College-Majar-hinor Major Field of Study

8. Academic Institution Name Brandeis University, Waltham MA

To print this page for your records, click on the print button below:

\‘ What do you want to do now?
Continue Updating *f our Infarmation
Vigw Vour by Biz Account

Updating Education Information

Education information ‘added’ via ‘“MyBiz’, Update My Information will include ‘Self Certified’
in the Education Update Source column. ‘Update’ existing self certified education information
by first selecting the radio button in the “‘Select” column and then selecting the ‘Update’ button.

Note: In this view, the ‘Self Certified’ entry for the ‘Master’s and Bachelor’s degree are
grayed out and not updatable. Only “Self Certified’ entries that have an active radio
button in *Select’ column are updateable.

Education Information
Select Object: | Update | | |Add
Educatlon fear (College.
\ Updat Degree / ConfCrodit |Credit Type: OF Bajor Acadiemic Insditution
‘Sele;t So catlon Level Instructional Program Artalned Hours [Type School Minor Hame
O S inal Manulacturing
Tec
\ nol {10613)
‘ Bell Cortified Masters degoee Accounting and 1954 nngs Semester College or - Major Field Hrandueis University,
BusinessManagement Hours University of Study  Waltham MA
(6520305)
Verlfled Bachelor's degree  Business (520101) 1902 0120 Semester College or  Major Fleld University of
Hours iversity of Study M ' Bosta
Huoston MA
Profile Handicap Code Lanqusne Inforraation LIS Fed Ethnicity and Race Category  Emergency Contact Informstion Education Information
Cancel

The “Update’ page displays with existing information auto populating in the data fields (see
Figure 72). Update the information in Figure 72 below. For additional information on a

specific data field, select the o

Note: You will not be able to update or delete the following *Education Levels’ from

your personnel record once entered via ‘*‘MyBiz’, Update My Information- Education’:
Vocational/ Occupational Schools — certificate or diploma, Associates Degree

Bachelor’s Degree, and all other educational levels higher than a Bachelor’s
Degree.

Updating My Information Module I, ‘MyBiz’ 28
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Please contact your Human Resources Office to make changes to educational
entries for the levels identified above or if educational information needs to be
deleted.

=

To search for information for a specific data field, select the *
and then select the *Submit’ button.

or update your information

Note: In this example, ‘Credit Hours’ and “Credit Type’ was updated.

This section displays your education. By updating this information, you are sslf-certifying the data you enter is valid. Human Resources (HR) may request you provide
docurmentation for varification purposes.

[D Updates are only needed upon obtaining an additional degree or vocational cerificate. For example, you have a Bachelor's degree and you have obtained a
Master's degree

@TIP *fou will not be able to remave or update education information of Terminal accupational prgrm - cert of compidiploma/enuiv, Associate Degree, Bachelor's degree
and records with an education level greater than a Bachelor's degree from your education record. Once this education information is submitted, contact your Human|
Resource office 1o update this infarmation

Ta search for your specific ion i ion, selectthe 5 ight located next to the data field you are updating.

Education Information
* Education Level [Terminal occupational program--did not complete 4ol
Instructional Program ing T {Technician (150613} Fo
Year Degree / Cert Attained
{example: 1972)

Credit Hours (0035
{example: 1510)
Credit Type |Semester Hours

Type Of School 4
College-Majar-Minor rd
Academic Institution Hame o

Cancel

Figure 72

Before education information is updated into the system, ‘Electronic Signatures’ must be
completed. To “Electronically Sign’ and verify ‘Education information’, select the ‘Process
Transaction’ button.

“= ELECTRONIC SIGNATURE ==

WARNING: Be advised that any false in this ion, or willful mi ion, is a violation of the law punishable by a fine of not mare
than $10,000 or imprisonment of not more than 5 years, or hoth, ing to federal law. Additi this may result in disciplinary action up to and
including removal from Federal employment.

\ By clicking the "Process Transaction” button, | understand that my DCPDS Portal login i ion is my icsi in effecting this transaction.

Process Transaction | acknowledge and wish to PROCESS THIS TRANSACTION

Cancel Transaction | do not acknowledge and wish to STOP this transaction.

Wiy Biz | Di 1 1 Fage | Close Window

Lbout this Pace

Figure 73
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Once you select the “‘Process Transaction’ button, a ‘Confirmation’ page displays allowing you
to print your education information. Select the ‘Continue Updating Your Information’ link to
continue adding education information.

Self Service Education Confirmation Notice

Confirmation
CongratulationsLast Name, FistMame wour education has been updated as of 18-Jul-2008 11:43:13 EDT

1. Education Lewvel Terminal occupational program--did not complete
2 Instructional Program Manufacturing Technology/Technician (150613)
3. Year Degree / Cert Altained

4. Credit Hours 35

5. Credit Type Semester Hours

&. Type of School
7. College-Major-Minor
8. Academic Institution MName

To print this page for your records, click on the print button belowy.

Print Confirmation

What do you want to do now?

Continue Updating Your Information
“Wiew Vour My Biz Account

Figure 74

Updated ‘Education Information’ displays.

Education Information
Select Object: |
Education Year College-
Update Degree / Cert|Credit |Credit Type Of Major- Acad Institut
Select Source Education Level Instructional Program Attained Hours |[Type School Minor Name
A O Self Certified Terminal Manufacturing D035  Semester
occupational Technology/Technician Hours
program--did not {150613)
complete
Self Certified Master's degree ACCP““““EI and 1998 0065  Semester College or Major Field Brandeis University,)
Business/Management Hours University of Study  Waltham MA
(520305)
Verified Bachelor's degree  Business (520101) 1992 0120 Semester College or Major Field University of
Hours University  of Study  Massachusetts-Bostq
Boston MA
Profile Handicap Caode Language Infarmation US Fed Ethnicity and Race Categary Emergency Contact Infarmation Education Information

Figure 75

The Training tab contains employee’s training information.

Select the _ 1™@IMNG  tah 1 add or delete your training information. The link takes you to the
Training Information page (Figure 76).

Profile Handicap Language Ethnicity and Race Emergency Contact Education Training

This section displays/captures your training courses that have been satisfactorily completed, to include Professional Military Education (PME). Entries you add
through My Biz are marked ‘Self Certified’. Human Resources (HR) may request you provide documentation for verification purposes

[Training from Defense Acquisition University (DAU) and some other sources are systematically updated. Please wait at least one month after training completion
befare entering it to prevent duplication

Tips:

Training entries can be ‘Added’ or ‘Deleted’. To correct a Self Certified entry, delete and "Add’ the course data. Training not marked as ‘Self Certified’ can
only be updated by your training office.

Continued Service Agreements or Service Obligations are recorded when an employee agrees to a service period(s) of time with an agency in return for the
agency authorizing a training event(s). To view your training related Service Obligation/Continued Service Agreement; go to MyBiz, My Information, Personal
Tab, Service Obligation

Select the "Add’ button to add new training information
To ‘Delete’ self certified training information, first select the training entry and then select the DELETE button
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Training Information

Select Object: % | \ﬁ)

Select Details Trng Update Source |Trng Course Title
O pShow Self Certified Windows Server 2003 01-May-2009 05-May-2009

= Show Verified SIMPLER LEAN VISUAL MANAGMENT DRXPI97970016VS 16-Jun-2005 16-Jun-2005
1-10 || Mext 10 &

110 % | Next
Trng Start Date Trng End Datd

Select Object: (Delets ) | (_Add )
@ TIP  To Print a Training Brief, select the button below
[ Select Date Range and Sort Criteria

Print Training Report |

Profile Handicap  Language Ethnicity and Race Emergency Contact Education Training

| Cancel )

Figure 76

Adding Training Information. To add training information, select the Add hytton (Figure
77).

Note: The ‘Trng Update Source’ column will display with either “Verified” or *Self
Certified’ in the “Trng Update Source’ data field column. To update training information
that is “Self Certified” as noted by an active radio button, you must delete the entire entry
and then “Add” the course data. You cannot update training information with “Verified’
since this information was previously entered and verified by Human Resources. In this
view, note that the “Verified’ training course entry is grayed out and not updatable.
Additionally, ‘Verified’ training will include only those courses that were satisfactorily
completed. Contact your Human Resources Office for questions relating to this

information.

Training Information

Select Object: | { 1-10 || Next
Select Detajté Trng Update Sourci Trng Course Title Trng Start Date Trng End Datq
O s Windows Server 2003 01-May-2009 05-May-2009

B Shixg Veri SIMPLER LEAN VISUAL MANAGMENT DRXPI97970016V'S 16-Jun-2005 16-Jun-2005
) 110 |»| Next 10 &

@ TIP  To Print a Training Brief, select the button below
[ Select Date Range and Sort Criteria

Print Training Report |

Profile Handicap  Language  Ethnicity and Race Emergency Contact Education Training

| Cancel )

Figure 77

The ‘Add’ page displays (Figure 78). Enter information for your training update below. For

additional information on a specific data field, select the™ . In some instances the “ will
reference the Office of Personnel Management (OPM) Standard Form (SF)-182 (Authorization,
Agreement and Certification of Training), so a link has been provided to allow quick access to a

blank SF-182.
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Notes:
1. To search for your specific training information, select the Wflashlight or

¥!dropdown located next to the data field you are updating.
2. Enter start and end dates of training (dd-mon-yyyy) manually or use calendar.
e Note the date format and that hyphens are required. If ‘03-02-2008’ is
entered instead of ‘02-MAR-2008’, the date will be entered as 03-FEB-2008.
In instances where the training submitted includes a day beyond the 12" of the
month, the system will display a format error.
e Entry of future dates will result in an error message that indicates the date
must be less than or equal to ‘sysdate’ (i.e., the current date).
e Calendars reflect a range of years, so users may need to select several times to
find the correct year (e.g., ‘Before 1995’; ‘Before1980’; etc.).
3. If there are Training Costs, be sure to enter in format 0.00 - do not enter a dollar (‘$’)
sign. For example: 150.00, 232.00, 7.37, etc.

Itﬂtdd Training Information
(Submit ) | Can
Tip: A training addition will not be added if the Training Start Date’ and the ‘Course Title' are an exact match to a course already displayed in My Biz
Employee
Employee Name Last, First
Waork Email Address

Training Information

o a completion certificate if SF 182 is not availablél
p: Right mouse click on link and select Open in

Training will be documented on a SF 182, Authorization, Agreg and Certification of Training orm
view an example of the SF 182 via the OPM website go to hffps://iwww.opm.goviforms/pdf_filVSF182. pdf.
New Window.
* |ndicates required field
* Course Title [5)

* Training Start Date () * Training End Date @

Training Details
* Training Duty Hours I * Training Mon-Duty Hours

Acquisition School Source ,,5?@ <

= Training Sub Type viD o

= Training Source v
= Agency Type Code :,,S?@
* Training Delivery Type 9o
= Priority Indicator v
= Decision Source %o
* Training Purpose Type i

Training Cost Details

= Training Travel Indicator | No v @
= Tuition and Fees § |00 o} aterial Costs § |00
*Travel § |00 @ *Per Diem § |00
Other Details
Course Number Code @ * Training Accreditation Indicator v @
= Training Credit |00 /5] * Training Credit Type | Not Applicable o}
Training Designation Type v @ Training Update Source  Self Certified

(Submit ) | Cancel )

Figure 78
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To search for information for a specific data field, using the , the following Search screen
displays (Figure 79)

Search and Select: Agency Type Code
| Cance| ) | Select )

Search

To search for your specific training information, enter your information in the text field below or simply select the ‘Go’ button to
view the entire list. To locate ‘Computer Software Appl’, enter %Comp%., for various Computer software titles, then select "'Go’”.

To select your Type Code, select the 'Quick Select’ icon next to your information.

Search By Agency Type Code Description + (Bo )
Results
Select Quick Select Agency Type Code Agency Type Code Description

Mo search conducted.
About this Page

(Cancel ) [ Select )

Figure 79

To obtain a quick list of information available, select the ‘Go’ button. Once the list displays,
select the “‘Quick Select’ icon next to your selection. To view more information, select the

S link (Figure 80). Another search option is to use the wildcard (%) to conduct partial

searches on long lists/tables such as Acquisition School Source Description and Agency Type
Code.

For “Acquisition School Source Description” you may enter the beginning portion of the item
name, if known or any word (to include location/state abbreviation) in the item name if known,
such as %dau%, %college%, or %TX%. Similarly, for ‘Agency Type Code’ you may type the
beginning or other portion of the item name/number, if known, such as %NSPS%, %0PM%,
%Princeton%, %executive%, %historical% or %301% and select ‘Go’ (Figure 81). If search
such as %A&M% does not provide the desired result, try %A & M% (spaces between
letters/characters can produce in different results).

Once information is located, select it by selecting the ‘Quick Select’ icon or selecting the radio
button in the “Select’ column and then selecting the ‘Select’ button.
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Search and Select: Agency Type Code
| Sancel ) | Select )
Search

To search for your specific training information, enter your information in the text field below or simply select the 'Go’ button to
view the entire list. To locate ‘Computer Software Appl, enter %Comp%, for various Computer software titles, then select 'Go”.

To select your Type Code, select the "Quick Select’ icon next to your information.

Search By Agency Type Code Description |+ (5o

Results ‘(/

1-10 ||| Mext 10 &

Select  Quick Select  Agency Type Code Agency Type Code Description
O =h 07ACQ DLA-Acquisition
O % 07AFB DLA-Accounting, Auditing, Budget & FinMgt
O =h 07AVN DLA-Aviation
C % 07BsM DLA-Business Systems Modernization
O % 07BUS DLA-General Business
O % 0vCIP DLA-Corporate Intern Program
O = 07CMM DLA-Commodities
O % 07COM DLA-Communications
O % 07DAU DLA-Defense Acquisition University
Figure 80
Search

To search for your specific training information, enter your information in the text field below or simply select the 'Go’ button to
view the entire list. To locate 'Computer Software Appl, enter %Comp%, for various Computer software titles, then select 'Go’.

To select your Type Code, select the "Quick Select’ icon next to your information.

g

Search By Agency Type Code Description * || NSPS% | Go

Results
< Previous 10 | 31-40° | Mext 10 &=

Select  Quick Select Agency Type Code Agency Type Code Description
3] % NSPKE NSPS - iSuccess Web Based Training (Emp)
3] = MSPLE MSPS - Pay Pool Web Based Training (Emp)
O % MNSPRA MNSPS - Change Management (Admin)
O % NSPPC NSPS - Change Management (Counsel)
® = NSPS - Change Management (Emp)
O gt 3 MSPPH MNSPS - Change Management (HR})
O % MNSPPS MNSPS - Change Management (Supv)
4] % NSPPT NSPS - Change Management (TrainTheTrainer)
O % MNSPPX MNSPS - Change Management (Sr Exec)
O % MSPQA MNSPS - Communication (Admin)

< Previous 10 | 3140 v | Mext 10 &=

Figure 81
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The selected information auto populates into the appropriate data field (Figure 82).

Add Training Information
| Submit | | Cang
Tip: A training addition will not be added if the Training Start Date’ and the ‘Course Title" are an exact match to a course already displayed in My Biz
Employee
Employee Name Last, First
Work Email Address

Training Information

Training will be documented on a SF 182, Authorization, Agreement and Certification of Training or refer to a completion certificate if SF 182 is not available
view an example of the SF 182 via the OPM website go to https://www_opm.govforms/pdf fill’'SF182.pdf. Tip: Right mouse click on link and select Open in
[\l ew I\'“\'rindo‘.’\.’.

= |ndicates required field
* Course Title |

E—
—

= Training End Date l:l @

* Training Mon-Duty Hours I:lﬁ)
ELe
v

+* Training Start Date

Training Details

= Training Duty Hours

Acquisition School Source

* Training Sub Type

= Training Source

NSPS - Change Management (Emp)

vi®

* Agency Type Code

= Training Delivery Type

= Priority Indicator

= Decision Source

* Training Purpose Type

Figure 82

Once all the applicable information is entered, select the ‘Submit’ or *Cancel’ button (Figure
83). If you choose to “‘Submit’ but do not enter all required data, i.e., those marked with an
asterisk (**”), you will receive an error message that indicates the missing value (Figure 84).

* |ndicates required field

|NSPS ADAPTING TO CHANGE FOR NON-SUPERVISORS |.@

02-Mar-2008 .@ = Training End Date | 02-Mar-2008 @
= Training Non-Duty Hours

Acquisition Schoal Source | ,,5?@
9o

* Course Title

= Training Start Date

Training Details

* Training Duty Hours

* Training Sub Type | Mandated Training

W

* Training Source | Government Internal

= Agency Type Code |NSPS - Change Management (Emp)

P Lo
Technology Based (Software tutorials, CD ROM, Web-based, Interactive media, etc) VL@
Critical/Mandated (@

Mandated NOT Qrganization Annual Training Plan or Individual Development Plan VL@
Future Staffing Needs v|.@

* Training Delivery Type

= Priority Indicator

* Decision Source

= Training Purpose Type

Training Cost Details

* Training Travel Indicator

= Tuition and Fees §
= Travel §
Other Details
Course Number Code
* Training Credit
Training Designation Type

= Books & Material Costs §

= Training Accreditation Indicator | Not Applicable v (2

* Training Credit Type | Not Applicable

vl

Self Certified

v

Training Update Source

| Submit | Cancel |

Updating My Information

Figure 83
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Microsoft Internet Explorer
' Form validation failures:
. A value must be entered for "Training Purpose Type”.

Figure 84

Before training information is updated into the system, an “Electronic Signature’ must be

completed. To Electronically Sign and verify training information, select the ‘Process
Transaction’ button (Figure 85).

ICE MyBiz ICEPAAW3 Home Logout Prefef

*** ELECTRONIC SIGNATURE **

WARNING: Be advised that any false statement in this transaction, or willful misrepresentation, is a violation of the law punishable by a fine of not mon

than $10,000 or imprisenment of not more than 5 years, or both, according to federal law. Additionally, this may result in disciplinary action up to and
including removal from Federal employment.

By clicking the 'Process Transaction' button, | understand that my DCPDS Portal login information is my electronic signature in effecting this transactio
(_Process Transaction ) | acknowledge and wish to PROCESS THIS TRANSACTION

(_Cancel Transaction ) | do not acknowledge and wish to STOP this transaction.

ICE MyBiz | ICE PAA V3 | Home | Logout | Preferences

Figure 85

Once you select the “Process Transaction’ button, a ‘Confirmation’ page (Figure 86) displays
allowing you to print your training information. Select the *Continue Updating Your
Information’ link to continue adding training information.
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Confirmation
Congratulations Last, First, your training has been updated as of 29-Jun-2009 16:20:04 CDT.

NSPS ADAPTING TO CHANGE FOR NON-

1. Course Title SUPERVISORS

2. Training Start Date 02-Mar-2008

3. Training End Date 02-Mar-2008

4. Training Duty Hours 04

5. Training Non Duty Hours 00

6. Training Sub Type Mandated Training

7. Training Source Government Internal

8. Agency Type Code NSPS - Change Management (Emp)

9. Training Delivery Type Technology Based (Software tutorials, CD ROM, Web-
: based, Interactive media, etc)

10. Acquisition School Source

11. Priority Indicator CriticallMandated

Mandated NOT Organization Annual Training Plan or

Individual Development Plan

12. Training Purpose Type Future Staffing Needs

13. Training Travel Indicator No

14 Tuition and Fees

15. Books & Material Costs

16. Travel

17. Per Diem

18. Course Number Code

19. Training Accreditation Indicator NA

20. Training Credit

21_Training Credit Type Not Applicable

22 Trainina Desianation Tvoe

('Print Canfirmatian )

11. Decision Source

What do you want to do now?

Figure 86

Select the “View Your ‘MyBiz’ Account’ if you would like to view all training entries. Once in
this view (Figure 87), you are able to print a report and have the option of selecting the date
range and sort criteria.

Training Information

Select Object: ( Delete ) | (LAdd ) 110 |~ Next 10
Select Details Trng Update Source |Trng Course Title Trng Start Date Trng End Date
O p=Show Self Certified Windows Server 2003 01-May-2009 05-May-2009

v Self Certified NSPS ADAPTING TO CHANGE FOR NON-SUPERVISORS 02-Mar-2008 02-Mar-2008

SIMPLER LEAN VISUAL MANAGMENT DRXPIS7970016V S 16-Jun-2005 16-Jun-2005

WRITING PURPOSES AND 01-Mar-2005 18-Mar-2005

CIV SUPV CRS 05-Apr-2001 05-Apr-2001

USAF CIV SUPV CRS 09-Mar-2001 09-Mar-2001

EOT 2000 17-Sep-1997 17-Sep-1997

RESUMIX TNG 23-Apr-1997 23-Apr-1997

y WATERMARK ENTERPRISE 29-Mar-1396 29-Mar-1396

B> Show Verified PC DOCS SYS ADMIN 28-Mar-1996 28-Mar-1996

Select Object: ( Delete ) | (LAdd ) 110 % | Next 10

(& TIP  To Print a Training Brief, selec

e button below
[ Select Date Range and Sort Criteria \

Print Training Repont | <—

Figure 87
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If you choose to select a date range/sort, you are prompted to provide necessary selections
(Figure 88). Please refer to Note 2 on pg 31.

@TIP To Print a Training Brief, select the button below
[¥] Select Date Range and Sort Criteria

From Date Tao Date
(example: 13-Jun-2008) (example: 13-Jun-2009)
Sort ltem | Training Start Date hd Sort Order | Descending

Print Training Repart

Profile Handicap Language Ethnicity and Race Emergency Contact Education Training

Figure 88

Once selections are made, or you choose to print all, select ‘Print Training Report’ (Figures 87
and 88).

You will receive a File Download prompt (Figure 88) with the options of opening and printing
the file, or saving to your personal computer.

File Download x]
Do you want to open or sawe this file?

m{- MName: TrainingBrief.pdf
| Type: Adobe Acrobat Document
From: fredns.dcpds.cpms.osd.mil

Open ] [ Save ] [ Cancel ]

While files from the Intemet can be useful, some files can potentialhy
ham your computer. i you do nat trust the source, do not open or
save this file. WWhat's the rslc?

Figure 89

If you open for print, you will receive a report published in Adobe Reader (“.pdf’) (Figure 90).
Please note in the sample report that the first screen is only page one of three, so you will need to

select the down arrow v to obtain the succeeding pages.
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||
=

-
] TrainingBrief[1].pdf - Adobe Reader
File Edit View Window

Document  Tools Help

IR o= E—

Page Navigation

Completed Training History for Last, First

28-JUN-2000

TRNG START
DATE

TRNG END
DATE

COURSETITLE

HOURS

TRNG DELIVERY

COURSE
NUMEBER

CREDIT

TRNG
CREDIT TYPE

TRNG
DESIGNATION

TRNG UPDATE
SOURCE

01-MAY-2000

05-MAY-2002

Windows Server 2003

On the Job (Detail
assignmentsiprogra
ms)

02-MAR-2003

02-MAR-2008

NSPS ADAPTING TO
CHANGE FOR
MNON-SUPERVISORS

0o

Mot
Applicable

Self Certified

=chnclogy Based
[Software tutorials,
CD ROM,
Web-based,
Interactive media.
etc)

1]

Mot
Applicable

Self Certified

16-JUN-2005

16-JUN-2005

SIMPLER LEAN
VISUAL MANAGMENT
DRXPIOTO70018VE

‘Tadonal
Classroom (no
technology,
clxssroom at

0o

Mot
Applicable

Verified

Fadi

Classroom (no
technology, oo
classroom at
school)
Traditional
Classroom (no
technology, [1l4]

01-MAR-2005 Verified

WRITING PURPOSES
18-MAR-2005 | 5 ory 45

Mot
Applicable

05-APR-2001 | 05-APR-2001 |CIV SUPV CRS 16 Verified

Mot
Applicable

18 ended |15t o 0 Mot

Equivalency) Applicable
%mmai

Classroom (no

D2-MAR-2001 | 09-MAR-2001 |USAF CIV SUPV CRS Verified

Mot 2
17-5EP-1007 | 17-SEP-1207 |EOT 2000 4 1] Applicath Verified

Traditional
Classroom (no
technology,
classroom on-site)

Figure 90

23-APR-1997 | 23-APR-1007 |RESUMDC TNG 16 0o Verified

Mot
Applicable

Should you choose the save option in Figure 89, you will be prompted to select the location for
the file (Figure 91).

Save in: | == Test Plan_11JUMNOS

My Recent
Documents

File name: |T|E|ining Erief

Save as type: |Adcube Acrobat Document

Figure 91
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Deleting Training Information. Should you choose to delete a self-certified entry, select the

radio button for the appropriate course then select the \DeE ) button (Figure 92).

1-10 v | Next 10

Select Details Trng Update Source |Trng Course Title Trng Start Date Trng End Date
B> Show Self Certified Windows Server 2003 01-May-2009 05-May-2009

@ NSPS ADAPTING TO CHANGE FOR NON-SUPERVISORS 02-Mar-2008 02-Mar-2008
B> Show Verified SIMPLER LEAN VISUAL MANAGMENT DRXPIS7970016V S 16-Jun-2005 16-Jun-2005
B=Show Verified WRITING PURPOSES AND 01-Mar-2005 18-Mar-2005
B> Show Verified CIV SUPV CRS 05-Apr-2001 05-Apr-2001
B> Show Verified USAF CIV SUPV CRS 09-Mar-2001 09-Mar-2001
B> Show Verified EOT 2000 17-Sep-1997 17-5ep-1997
B> Show Verified RESUMIX TNG 23-Apr-1997 23-Apr-1997
B> Show Verified WATERMARK ENTERPRISE 29-Mar-1996 29-Mar-1996
B> Show Verified PC DOCS SYS ADMIN 28-Mar-1996 28-Mar-1996

Select Object: (Delete ) | (Add) 110 || Next 10

@ TIP  To Print a Training Brief. select the button below
[ Select Date Range and Sort Criteria

[ Print Training Repart )

Figure 92

You will receive a warning prompting another decision (Figure 93).

Department of Defense
ICE MyBiz |CE PAA W3 Home Logout Preferences

/N Warning

Training Information will be permanently deleted from your record. Do you want to Continue?

(Mo | (Yes)
ICE MyBiz | ICE PAANVS | Home | Logout | Preferences

Figure 93
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If you select “No’, you will be returned to the Training Information view (Figure 92). If you
select “Yes’, you will receive a notice confirming the deletion (Figure 94).

Confirmation
Congratulations , your training has been deleted as of 29-Jun-2009 16:39:20 CDT.

NSPS ADAPTING TO CHANGE FOR NON-

1. Course Title SUPERVISOR S

2. Training Start Date 02-Mar-2008

3. Training End Date 02-Mar-2008

4. Training Duty Hours 04

5. Training Non Duty Hours 00

6. Training Sub Type Mandated Training

7. Training Source Government Internal

8. Agency Type Code NSPS - Change Management (Emp)

9. Training Delivery Type Technology Based (Software tutorials, CD ROM, Web-
: based, Interactive media, etc)

10. Acquisition School Source

11_ Priority Indicator Critical/Mandated

Mandated NOT Organization Annual Training Plan or

Individual Development Plan

12. Training Purpose Type Future Staffing Needs

13. Training Travel Indicator No

14_Tuition and Fees

15. Books & Material Costs

16. Travel

17_Per Diem

18. Course Number Code

19. Training Accreditation Indicator Not Applicable

20._ Training Credit

21_Training Credit Type Not Applicable

22_Training Designation Type

11. Decision Source

To print this page for your records, click on the print button below:
('Print Canfirmatian )
What do you want to do now?

Continue Updating Your Information
View Your My Biz Account

Figure 94
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