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Self Service ‘MyBiz (LN)’
Module 111, Chapter 2
Accessing My Information

Introduction The Employee ‘MyBiz (LN)’ module provides employees the ability

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

July 2009

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

‘MyBiz (LN), ] My Information  function to view your information.
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Figure 1

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

ion information.

The following section dsplays the summary a5 of today's date

INTERPRETER. 721476 ARBALN
Total Salary  2,197.26

View Emesgency Contact Information

Oganization 370 SUPPORT GP AUG Job Tile Langunge Specialist (1040}
ARBAW.JBNDS 01
Position  (S04B.LTAH AR LN IT Grade X702

Figure 2
Show/Hide Information

Show

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

Ll sign to open the folder and view the additional data.

Elfctive  |[Assignmant | | | | Assigenant
Details Date Humbo: Pasltions |organizai Location Code|Grade) Job Tiis Status
——————P| 1= Shou I0-May-2008 473023 09048 LEAH AR LN T 220 SUPPORT GP AUG TS400000- X202 Languago Temporary
RITERPRETER 721476 ARBA LN AREIAVIENIS 01 Vicenza, Raly Specialiat Appariment NTE
(1048

Figure 3

Hide

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

Effoctive  |Assignment | | ssigniment
Dstalls Dote s Pasition Ciganization Location Cote|Grada|Job Tithe Statis
——P| 7 HMepz00s a0z 05048 LEAH AR LN 1T 220 SUPPORT GP AUG ITM00000- X202 Langusge Temporary
WITERPRETER 121476 ARBA LN ARBAWIENIS 01 Vicanza. aly Speciaiat Apperament NTE
{1040y

Work Schedule F . Full.Time Pay Rate Deterrnnant 0 . Regular Rote

WGl Due Date  01.Fob.2010 WGl Pay Date
Last Equivalent Increase  10-Jan. 2000 Ky Emeegency Essential Empl
Employen Position
Tenure None - Me Tenura Group Annuitant Indicatee Mot Applicabla
Assignment NTE Start Date  10-Jan.2008 Assgnment NTE Date  12.Dec.2009

Loave Without Pay Start Date Leave Without Pay End Date

Date Anived Personnel Ofice  10-Jan-2000 Emal Address
Weekdy Hours 40,00 Py Proechen

[ Patamity LV Ends Dx Matomity LV Ends
Unpaid Absence NTE TardTull-Time Hours

Temp Remsrm NTE

Mot Assigned to Key Emergancy

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.

Appolmmant ) Postion  Pemcral  Salary  Awgids And Bonwses  Pas
The follwing section dplays cstailed histoncal informaticn theough tody's date
11 - Mgx o
Effective  |Assignment Aasignmeant
Details Date Humber Positions (Organization Location Code|Gradejlob Titke Status.
Whice 30-May-2008 473023 09048 LEAH AR LN IT 220 SUPPORT GP AUG  T9400000 XZ02 Language Temporary
INTERFPRETER 721478 ARBA LN ARBAWIBNSS 01 Vicenza, Italy Spacialist Agppaintmant NTE
{1040)
Werk Schedule F - Full-Time Pay Rate Determinant 0 - Regular Rate
WGl Due Date 01-Fob-2010 WGl Pay Date.
Last Ecpivalant Increase 10-Jan.2008 Kty Emargency Essential Empl  Not Assignid 1o Key Emargency
Employes Position
Termre  Mone - No Tenure Group Anmustant indcstor Not Applicable
Aswgnment NTE Start Date  10Jan.2008 Assgnment NTE Date  12-Dec-2009
Leave Without Pay Start Date Leave Without Pay End Date
Dste Arrved Personnel Office  10-Jan-2008 Email Address
Weekly Hous 40.00 Py Pretection
1 Pateenity LV Ends Ot Matermity LV Ends
Ungpand Abssence NTE Tari®Full-Teme Hours
Temp Reasr NTE

Figure 5

Position Tab contains your position information.

Position 1l Salary Awards And Bongse Pedormance Petsonnel Achong
The following section drsplays detaed hestorcal information theough today's date.
Effective  |Assignmant Valid
Details Dots Hhumbor Position Ovganization Locatian Grade  Job
¥iide 10.Jan-2008 473023 3048 LEAH AR LN IT 220 SUPPORT GP ALIG  IT9400000 1202 Language
INTERPRETER 721475 ARBA LN ARBAWIENTS 01 Vicenza, Raly Specakst (1040)
LH Pasition Title  Implegato Supanisory Status Mon. Supervisory
Target Grace  XI02 Work Schadule F - Full-Time
Fay Basss PM - Per Month FLSA Category  E - Exempt
Bargsiring Unit Status 7777 . Eligible But Nat In & Pay Tablo 0 LITO Oracle Fodoral ltaly Pay Table
Bargaining Unit LN} No. LITD
Pasition Sensitivty  Nonsonsitive (NS) Natianal Security Secunty Access
Risk
Office Symbal  WIBNSS Suparasory M Eligibéity
Position Occupied  Excepted Sarvice Language Required
Drug Test Posn Mot Req Dvug Test Tramung Program I YY - Hot Applicable
Ky Emergency Essential LN Position Not Contingency- Intefigence Postion lnd - Mon-Dufense Civilian Intelligence
Essentiol Parsonnel Sysem
LEO Pasition Indicator No Applicabile Program

Figure 6

Personal Tab contains your specific personnel information.

intman W Bmards nd Boouses  Parformance  Padsonosl Actions
The fnllowing section displays detailed hestoncal informabin through today's date
1 e Npa1s
Dotails Effactiva Date |Parsen Type |
B Show 02-Aug-2008 Emglopee Ex-apphcant

Figure 7

Salary Tab contains the employee’s pay related information.

Aassiniman Bosien Fr--.c@u-‘mu]ﬁw“ﬂ AR PR
Tho fallowing section displays detailed héstoncal WRSFTAGER Theugh 1odsy's dato
11 - Hed ] =

Effective Dote JAssignment Nimber Basic Pay |Locality Pay |Adjusied Basic Pay _[Other Pay | Tolal Pay _|Locality Percentage |

02-Aug- 2008 AT3023 478 2.098.26 2,187.26 L]

Figure 8
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Awards and Bonuses Tab displays your award and/or bonus information.

Appoiniment  Posiion  Paisceal  Salagy @Aud Bonuses | JEarfoimance  Petsonoel Actions

Tha followsng saction displays detailed historical information theough todany's date.
LN Award Details

Ellective Dole  Amignment Number  Aword Type  Amount or Hours  Tangibke Benefit Dollars Dote Avard Eamed  Award Agency
Mo results found

Bonus Detais

Effoctive Dato Assignmont Nismbar Banis Typo Bands Amaunt Expiration Dato

Ho results found

Figure 9

Performance Tab displays your performance appraisal information.

Sciimen  Posiin Pee Sy Awards Aod Savaass Q Barsonnel Actioms
The fllewing section displays detailed historical information throwgh todsy's date.

Datails Appraisal Type |Rating of Record | Dot Emwctive |
B Shoy
Apgoinimeri  Postion  Pesonal  Salay  Awards And Doruges Purlormance | Pergonned Actions

Figure 10

Personnel Actions Tab displays your personnel notifications.

Agpoimen]  Posiion  Pesonal  Salay  Awgeds And Bongses Parkemanc Pamonnal Actions
The followng section draphns detaed persannal information. Nale: For apsroprialed emplayees, only those Personnel Holibcalions processed on of after 23 Sest 2007
are mvailabla for viewing. For non-approgriated fund and local national smployses anly thase Pacsonndl Notifications processed an o after 23 March 2008 ar avadabis for
wiEwing
View NPAs (Virw Solocted )
Sialgct 4 | Select Hong

Select Elfective Date [Fiest wOA_ |First HOA ipti |second HoA  |Second HOA iptis |appreval Date |
02-Aug-2008 [ Change in Allowance 29-0c1.2000
30-May-2008 292 RTD 29.0c1.2008
01-May-2008 450 LWOP NTE 30-MAY-2008 29-0¢1-2008
10-Jan-2008 m Ext Appt NTE 12.DEC-2009 26.0c1-2008

Appoimen!  Position  Parsonal  Salary  Awards And Bonyses Padmence | Personnel Actions

Figure 11

| To view a Notification of Personnel Action (NPA), select the box located in the ‘Select” - { Deleted: click in
column and then select the “View Selected” button.

Appoiniment  Postion  Pesonal Sy Awacds And Bouses  Pufiemance | Personnel Acticns
Thi following section displays detaied persannel infarmation. Nete: For appropriated smployees. only those Persannal Netiications processod on of aer 23 Sept 2007
~—] v sruilable for wewing. For non-appropnated fund and local national employess only those Personnel Nolibeabsons processed on o ser 23 March 2008 are avarlable for
W
View NPAs | Miew Selacied
Salect Al | Select None
\ Select Effective Date First HOA [First NOW Description Second NOA ISewnd HOA Description [Approval Date
o0 07-Aug-2008 a4 Changs in Alloy e :} 29-0c1:2008
30-May-2008 292 RTD 29-Dct-2008
01-May-2008 460 LWOP NTE 30-MAY-2008 29-0¢1-2008
10-Jan-2008 m Exc Appt NTE 12-DEC-2009 28-0¢1-2008
Appoiniment  Postion  Pesonal Sy Awacds And Bouses  Pufiemance | Personnel Acticns

Figure 12
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Select ‘Open’
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File Download

IET:

Do you want to open or save this file?

MName: newsf52sv.pdf
Type: Adobe Acrobat Document

From: sylvestr.dcpds.cpms.osd.mil

T

[ COpen Save

J J [

Cancel ]

9

While files from the Intemet can be useful, some files can potentialy
ham your computer. f you do not trust the source, do not open or

save thisfile. What's the risk?

The NPA displays.

T rewa Ll - o Reader I

Figure 13
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