July 2009

Self Service ‘MyBiz (NAF)’
Module 11, Chapter 2
Accessing My Information

Introduction The Employee ‘MyBiz (NAF)’ module provides Nonappropriated Fund

employees the ability to view their employment-related information. The
following pages provide a brief overview of the ‘MyBiz (NAF),
MyInformation’ functionality.
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Accessing ‘My Information’ — General Information

After logging into the Defense Civilian Personnel Data System (DCPDS) Portal, select
‘MyBiz (NAF)’, [ My Information  function to view your information.

Department of Defense

ICE MyBiz ICEPAAV3 Logout Preferences Oracke Help

\ Navigator \ Favorites
k Edit Favorites

[&]uly Biz (NAF) %, Biz (NAF)
My Information After using your browser to access DCPDS,
[El Update My Information close all of your browser windows and restart a

new browser session. Sometimes the browser
can hold that information in memory (e.g. cache,

Figure 1

The GENERAL INFO header displays a summary of your current position information.
This information is viewable from any tab selected.

General Information

Organization 509 FORCE SUPPORT SQ Job Title  Human Resources Management
AF1CWTICF1YQD1 (0201)
Pasition  AP100.HUMAN RESOURCE Grade/Pay Band NF-03
SPECIALIST

(OA).722948.AF1C.NAF
Basic Salary 15.00 Step Or Rate 00
Office Symbol FSMH

View Emergency Contact Information

Figure 2
Show/Hide Information
Show

A “Show” link displays when additional information is available. Select the
B> Show sign to open the folder and view the additional data.

Details Effective Date |Grade/Pay Band JJob Step Or Rate
—’ B> Show 01-Jun-2009 NF-03 Human Resources Management (0201) oo

Figure 3

Hide

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

Details Effective Date |GradeIPay Band |.Job |Step Or Rate
—’ ¥ Hide 01-Jun-2009 NF-03 Human Resources Management (0201) 00
Pay Rate Determinant 0 - Regular Rate WG| Due Date
WG| Pay Date Last Equivalent Increase
Key Emergency Essential Empl Annuitant Indicator Not Applicable

Date Arrived Personnel Office  01-Jun-2009 Assignment NTE Start Date
Assignment NTE Date Leave Without Pay NTE Start Date
Leave Without Pay NTE Date Furlough NTE Start Date
Furlough NTE Date Email Address

Employment Category REG Guaranteed Weekly Hours 200

Guaranteed Quarter Hours 00

Figure 4
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Information Tabs — The following is a list of the tabs with associated information.

Appointment Tab contains your current appointment information.

Appointment Position Personal Salary  Benefits Awards and Bonuses Performance Personnel Actions
Information displayed in this section is based on changes to either the Position, Organization, Location, Grade, Job or Assignment Status.
Details Effective Date |Grade/Pay Band JJob |Step Or Rate
¥ Hide 01-Jun-2009 NF-03 Human Resources 201) 00
Pay Rate Determinant 0 - Regular Rate "GI Due Date
‘WG| Pay Date Last Equivalent Increase
Key Emergency Essential Empl Annuitant Indicator Not Applicable
Date Amived Personnel Office  01-Jun-2009 Assignment NTE Start Date
Assignment NTE Date Leave Without Pay NTE Start Date
Leave Without Pay NTE Date Furlough NTE Start Date
Furlough NTE Date Email Address
Employment Category REG Guaranteed Weekly Hours 20
Guaranteed Quarter Hours 00
Appointmen Position rsonal Salary Benefits Awards and Bonuses Performance Personnel Actions
Information displayed in this section is based on changes to either the Position, Organization, Location, Grade, Job or Assignment Status.
Effective Grade/Pay Target Offi
Details Date Position Name Organization Band Job Title Grade Syny
¥ Hide 01-Jun-2009 AP100.HUMAN RESOURCE SPECIALIST 509 FORCE SUPPORT 5Q MF-03 Human Resources FSN

(OA).722948 AF1C NAF AF1CWTICF1YQO1
Supenisory Status  Non-Supervisory
Target Grade
FLSA Category N - Nonexempt
Pay Table ID N159 Qracle Federal NAF Pay Table
(NAF) No. N159
Position Occupied
Drug Test

Management (0201)

Personnel Office ID
Pay Basis
Bargaining Unit Status

Position Sensitivity

Language Required
Key Emergency Essential

Whiteman AFB, MO

PH - Per Hour

7777 - Eligible But Not In A
Bargai Unit
Nonsensitive (NS) National S:
Risk

Position Not Designated Eme|
Essential Or Key

Figure 6

Personal Tab contains your specific personnel information.

Appointment Position Personal lary Benefits Awards and Bonuses

[The following section displays detailed histoncal information through today's date.
Details As Of Effective Date

Performance

Personnel Actions

¥ Hide 01-Jun-2009

SCD Leave
Date Of Birth
Handicap Code

01-Jun-2009
0% - No Handicap

Weterans Preference Mone
SCD RIF 01-Jun-2009
Resere Category Mot Applicable
Date Retired Uniform Semvice
Uniform Service Designation
Military Retirement Waiver Ind
Date Prob/Trial Period Begins 01-Jun-2009
Ethnicity and Race WWhite

Social Security Number
Gender
Citizenship

Email Address

SCD Retirement

Military Recall Status
Uniform Service Component
Retirement Grade
Creditable Military Service
Date ProbiTrial Period Ends
SCD Civ Severance

M
1 -U.S. Citizen, includes U.5.
Nationals

Y - Not Applicable

31-May-2010

Figure 7

Salary Tab contains the employee’s pay related information.

Appointment Position Persong] Salary Bonefits

Awards and Bonuses

Performance

Personnel Actions

The following section displays detailed historical information through today’s date
Details Effective Date |Basic Pay

Currency

¥ Hide 01-Jun-2009 15.00

usp

Figure 8
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Benefits Tab contains your benefit related information.

Appointment Position Personal Salay

Benefits wards and Bonuses Performance Personnel Actions
The following section displays detailed historical information through today's date.

MNAF TSP/401(k)
Details TSP Whole Dollar Amount

401(k) Total Deferral Percent
B Show

Effective Date
15

01-Jul-2009

Health Benefits
Health Insurance Plan

Retirement Plan
Retirement Plan Code Retirement Plan Description
2 FICA Only

MNAF Life Insurance
Life Insurance Plan Code AF NAF Life Class Code

Figure 9

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

Appointment Position Personal Salary Benefits Awards and Bonuses Performance Personnel Actions

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

Award Details
Award Type Date Of Award
No results found.

AF HAF Time Off Award

Current Yr Time Off Hours Current Yr Hrs Current Yt Total Hrs Date Award Earned Award Type
No results found.

Figure 10

Performance Tab displays your performance appraisal information.

Appointment Poasition Personal Salary Benefits ~ Awards and Bonuses u Personnel Actions

The following section displays detailed historical information through today’s date.
Perfermance Appraisal Due Date

Performance Evaluation
Satisfactary

Figure 11

Date Of Evaluation

Personnel Actions Tab displays your personnel notifications.

Appointment Position Personal Salary Benefits

Awards and Bonuses Performance P | Actions

The following section displays detailed personnel information. Mote: For appropriated employees, only those Persannel Notifications processed on or after 23 Sept 2
are available for viewing. For non-appropriated fund and local national employees only those Personnel Notifications processed on or after 23 March 2008 are availabl

View NPAs | View Selected )

Select All | Select None

Select Effective Date |Filst NOA First NOA Description Second NOA Second NOA Description |Approva| Date
[ 02-Jul-2009 NOT4 Change in Insurance Coverage 01-Jul-2009
[ 01Jul-2009 NO74 Change in Insurance Coverage 30-Jun-2009
[ 01-Jun-2009 N010 Appointment 12-Jun-2009

Figure 12
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To view a Notification of Personnel Action (NPA), select the box located in the *Select’
column and then select the “View Selected’ button.

Appointment Paosition Personal Salary  Benefils  Awards and Bonuses Performance P | Actions

The following section displays detailed personnel information. Note: For appropriated employees, only those Personnel Notifications processed on or after 23 Sept 2007
are available for viewing. For nen-appropriated fund and local national employees only those Personnel Notifications processed on or after 23 March 2008 are available for
VBT~

View NPAs | Viewr Selected

Select All | Select None

—

\ elect Effective Date IFirsl NOA First NOA Description Second NOA Second NOA Description Approval Date
02-Jul-2009 NO74 Change in Insurance Coverage 01-Jul-2009
[ 01-Jul-2009 NO74 Change in Insurance Coverage 30-Jun-2009

Figure 13

Select ‘Open’

File Download ﬁ

Do you want to open or save this file?

BIIT- Mame: newsfS2sv.pdf
£ Type: Adobe Acrobat Document

From: sylvestr.dcpds.cpms.osd.mil

[ Cpen ][ Save ][ Cancel ]

= | While files from the Intemet can be useful, some files can potentially
\a ham your computer. i you do not trust the source, do not open or
= save this file. What's the rsk?

Figure 14

The NPA displays.

] newsf52sv[1] pdf - Adobe Reader - — - eSS
File Edit View Document Tools Window Help [Madmize]
= $ 1/ @@ en - o B oA iy
. NAFI NOTIFICATION OF PE NNEL ACTION i
B (Empiiyes - se= general information om reverze.
T NAMEICAFE] (22T, TTSL MIacie T2l (Wr of M3 T2 CITIZENSIF(1 - U3, DATE OF BIRTH e
2- Non-us citzan: T, w0, Day) A
3" Local Nationat [ E
S MILTARY STATUST -OOWE - Reired: & DEPERCENT STATUST - MGy 77 S0 -LeavE Esco-gen
e 3 ot it | 3 |zo000uno1 2009 JUN 01 ‘
& GRouP AEAL 1~ {000 FEP)] et and % cRoUP FEWGURARGE 5 10, FAIR LABOR STANDARD
Dental: 2- HMO Hsalth and Dentai; 3 - Decision Panding: (2-Life and ADAD; [1- USAFNAF and FAiCA; ‘acT [FLsA) =
" Warved: 5 - magIDi: § - HHO Heatin Oniy: 3 Decision Pening: 2-Fica only 3- None (2~ Exompt. N - Nonexampt)
&- (DoD HBP) Health Only]; S - Stand-Alons Dentsl 3 |+-Wanver. 5 -insiiginie) ‘ 4 |+ - other (L Pian) 5 - carsmERs) [ N
TR GooE o E ) ErFECTIVE
NO7T4 Change in Insurance Coverage ate
REG 2009 JUL 02
T3, FROM: [Postion Tits Rumber and Authorzation Homber] TEPAVPLANEND  [ish 5 < ENNUAL SALERY
HUMAN RESOURCE SPECIALIST (OA) BeCoNs [Eane e OR RO YA
S15.00PHISFT
AP100-722848
$16.13PH2ISFT
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