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Self Service ‘MyWorkplace’
Module 1V, Chapter 1
Before You Begin

Introduction The Self Service Manager ‘MyWorkplace’ module provides managers the

ability to access their Defense Civilian Personnel Data System (DCPDS)
employees’ personnel-related information. The following pages provide a
brief overview of “MyWorkplace’.
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Accessing ‘MyWorkplace’

To access ‘MyWorkplace’, you must log into the DCPDS Portal. For specific DCPDS
Portal information, contact your Human Resources Office (HRO).
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After successfully accessing your region, the “MyWorkplace” home page displays.
Selecting the “MyWorkplace’ link will open the ‘Functions’ menu of available tasks.

e Department of Defense
\ Mavigator / Favorites
i T
st using your benwsae

iy Bie My Workplace

Fi.gure 2
Note: When navigating within ‘MyWorkplace’, you must utilize appropriate icons,
buttons and links to navigate through the screens. The ‘Back’ button must not be used
while navigating within “MyWorkplace’.

Navigating in ‘MyWorkplace’

Let’s take a look at the features of this page. The page displays with three columns,
‘Responsibilities’, “Functions’, and ‘Favorites’.

The left column displays your ‘Responsibilities’;
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The column in the middle displays the available ‘Functions’;

My Workplace

All Actions Awaiting Y aur Attention
El Perfarmance Appraisal Application (PAA)
=] My Ernplayee Information

D Update by Information

D SUspenses
] Apply Action(s) to Multiple Ernployees (PAA)

& Manage PAA Trusted Agent Authorization
Figure 4

All Actions Awaiting Your Attention — Alerts Managers of items requiring their
attention.

Performance Appraisal Application (PAA) — allows employees access to NSPS PAA
Application.

My Employee Information — Managers are able to view their employee information.
Update My Information — Allows managers the capability to update their profile
information. For more documentation reference “Module 1, My Biz, Chapter 3 -
Updating My Information”.

Suspenses — Alerts Managers of items requiring their attention.

Apply Action(s) to Multiple Employees (PAA) — allows PAA mass processing.
Manage PAA Trusted Agent Authorization — allows Rating Officials to manage their
Trusted Agents assignments.

The column on the right displays ‘Favorite’ websites.

Favorites
Edit Favorites

After using your browser to access DCPDS, close all of your
browser windows and restart a new browser session
Sometimes the browser can hold that information in memory
(2.g. cache, etc) and some web sites know where to look to find
it. For mare information Click here
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Accessing and Creating Favorites in “MyWorkplace’

‘Favorites” allow managers quick access to commonly used web sites. To access a
favorite web site, right click on the link and select “Open in New Window’.
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Add to Favorites...

Propertties

To return to the application, select the red “X” to close the window.
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Select the (_Edit Favarites ) button to make changes to your ‘Favorites’.
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To add a “favorite” website, select the
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Type the name of the web site you want displayed on your homepage; then type the URL
information and select the \ARE!Y, putton. In this case, ‘OPM’ website was added to the

favorites list.
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After applying the changes, the homepage displays with the new links under the
‘Favorites” column. In this case, ‘OPM’ was added to the favorites list.
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Note: To remove a “favorite’ from your list, select the web site by clicking in the check
box under the ‘Select’ column, selecting the ‘Remove’ button and clicking ‘Apply’.
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Other Features
Home

To return to the homepage, from anywhere with ‘MyWorkplace’, select H2m2 Jink.

N

Department of Defense
ICE MyBiz |CEPAMAYS Home Logout Pref

GENERAL INFO: The information is current as of today's date
Organization 117 AMX SO NGAFA31LFN1Z01 Job Title  Ordnance Equipment Mechanic (6641)
Position  80278000.0RD EQUIP Grade/Pay Band WG .06

MECH.723425.NGAF.TECH
Step or Rate 01

Total Salary  15.93 USD
Email Address Office Symbol 117 ARW
Wiew Emergency Contact |nf
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After selecting the “‘Home’ link, the “MyWorkplace’ homepage displays.
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Interactive Customer Evaluation (ICE)

The “EMBZz EEPAAYI Jinks allow users to electronically survey CPMS’s

services/products.
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Logging Out of “MyWorkplace’

To properly logout, select the =299Ut |ink at the top or bottom of page and exit your
DCPDS Portal session.
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