June 2009

Self Service ‘MyBiz’
Module I, Chapter 2
Accessing My Information

Introduction The Employee ‘MyBiz’ module provides employees the ability to view their

employment-related information. The following pages provide a brief
overview of the “MyBiz, MyInformation’ functionality.
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Accessing ‘My Information’ - General Information

After logging into the Defense Civilian Personnel Data System (DCPDS) Portal, select
‘MyBiz’, g Wy Information fynction to view your information.
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\ Navigatar Faveorites
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Figure 1

The GENERAL INFO header displays a summary of your current position information.
This information is viewable from any tab selected.
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Figure 2

Show/Hide Information

Show

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

Details Appraisal Start Date |Appraisa| Type IRating of Record Date Effg
—» | B Show 31-Mar-2005 Annual Appraisal  Walued Perf, Acceptable, Fully Succ, Pass, Sat, Successful, Succ Lvl 3 or Equiv 01-Jun-2(
Figure 3
Hide
T - - Hicle
Once you finish viewing the information, select v to close the folder.
Details Appraisal Start Date IAppraisaI Type IRa(ing of Record IDa(e Effe
01-Jun-200

“alued Perf, Acceptable, Fully Succ, Pass, Sat, Successful, Succ Lvl 3 or Equiv
Date Due  31-Mar 2005
Unit AU0GF4Q7
Office Symbol AFAA14
Grade/Pay Band 14

_> ¥ Hide 31-Mar-2005 Annual Appraisal
Date Effective  01-Jun-2005

Date Initial Appraisal Due
Organization Structure ID SPR
Fay Flan/Pay Schedule GS

Optional Information

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.

e

Personal ~ Salary  Benefts  Awards and Bonuses  Perfumance  Personnel Actions

farmation displayed in this section is based on changes to either the Position, Organization, Location, Grade, Jab or Assignment Status.

@ Date Arrived Persannel Office
- Assignment NTE Date

Leave Without Pay End Date

Sabbatical End Date

Assignment NTE Start Date
Leave Without Pay Start Date
Sabbatical Start Date

Email Address  joao.raposo@randolph.af.mil

fetained Graile Details

ate From Date To Retained Grade  Retained Step or Rate Retained Pay Plan Retained Pay Tahle ID

.

etails Effective Date |.Inh Gradle/Pay Band Step or Rate

 Hide D4-Jan-2009 Pulice (0063) ADO7 13}
Work Schedule F - Full Time Part-Time Hours Biwsekly
Pay Rate Determinant 0 - Regular Rate WG Due Date  02-Jan-2011
WGI Pay Date 02-Jan2011 Last Equivalent Increase  04-Jan-2009
Key Emergency Essential Empl  Not Assigned to Key Emergency Employee Tenure 1 - Permanent - Tenure Group 1
Position

Annuitant Indicator 9 - Not Applicable 11.Jan 2004

Retained Pay Basis

Temporary Promotion Stej

Figure 5

Position Tab contains your position information.

(AD) No. POD1

Security Access  Secret Access Required; ENTHAC/NAC/NACIBI PRP/SCI
Required
Payrall Office ID PE Superisory Diff Eligibility

Pasition Qccupied
Drug Test
Key Emergency Essential

1 - Competitive Service
Agency Req Drug Test of Incumbent{Tier One)
Pusition Not Designated Emergency-Essential

Language Required
Training Program D
Irtelligence Position Ind

Infarmation d\splahased on changes to sither the Position, Organization, Location, Grade, Job or Assignment Status
etails Effective Date [Position Name !F izati Grade/Pay Band |.Inh Title |Target Grade |Office
[V Hide 27-Feb-2003  (G426A POLICE OFFICER 476651 DDES APPR Pentagon Force Protection Agency DDESDDAAPF (1 ADO7 Police (0083)  AD-07 JAY
Supenisary Status 8 - Non-Supervisory Wark Schedule  F - Full-Time
Part-Time Hours Biweekly Pay Bagis  PA - Per Annum
FLSA Category N - Nonexempt Bargaining Unit Status 211231 - PPOA/1991
Pay Table ID PO01 Oracle Federal Protective Sve Pay Tahle Position Sensitivity Noncritical-Sensitive (NCS) National

Or Key System
LEO Pusition Indicator 0 - No Applicable Program
P> Show 11-Aug-2008 G426A POLICE OFFICER.476651. DDBS APPR Pentagon Force Protection Agency DDESDDAAPF (1 ADO7 Police (0083)  AD-07 JAY
P Show 22-Feb-2004  G426A POLICE OFFICER.476651. 0065 APFR Pentagan Force Protection Agency DDESODAARF 01 ADO7 Police (0083)  AD-07
anguage Details
abauzge Leotifer Diaficiancclous Daadina Droficiency Steaking Denficienns Listening Deafcicons AitaeDiofcicans

Risk

YY - Hot Applicable
Non-Defense Civilian Intelligence Pef

Figure 6

Personal Tab contains your specific personnel information.

LR

05 - Ho Handicap

+ 11 Ban 004

4 - 10 PoinyCompansable

P - Post Vieinam Lra Valeran
14 - Competitive - Carsar

14 Fub 1993

4. F ol 4053
¥ - Hat Applicabie

White

Start Datw

ender Female

1. LS, Citizen, includes LS, N,

Ay Unknawn

joao.raposograndalph
Rve

Frovivusly Covered
19.0ct 4987
Mot Applicable

040300

End Date

Figure 7
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Salary Tab contains your pay related information.
N

Appointment  Position  Persokal | Salary nefits ~ Awards and Bonuses  Performance  Personnel Actions
he following section displays detailed historical infarmation through today's date
11
etails Effective Date |Basic Pay |ana|ity Pay |Aﬂjusled Basic Pay Other Pay Total Pay |Ln|:n|ily Percentage q
P 5how 0d-Jan-2009 53379.00 12,331.00 B5,710.00 6571000 21 Y
bupplemental Eamings =
e e Pemormancs - Eoriormel ALie
e tabowing section displays datailed historical infan i date
EGLI
FEGLI |Stai Date
fatic + Dgtion B [3x) + Option A D4-Sep-2005
Have oy 11~Jan- 2004
Beneis )
loaih Gunatits
11 E
0utails Start Date [Health Plan ||'|||||||m||||| Promium Convemndon
P Sharw J2-Mar-2004 Faderal Employee Health Benefits Special Code (LX) Erenliment WanedTanceled (Y) Pre Tax
Tt Samang Flan
1 g
otalls Start Daty [Amaum [se |Seanem |Stans Dato
D Show 05- Jan- 2005 [ ¥ - Elactad To Contrbuts 0. Jan- 1965
SR Catch Up Contribution
fS1art Date End Data Canch Up Amount
Mo resulls found.
totw ement Plan
Retitamont Plan |FERS Coworage
- FERS and FICA A Automaically Covered By FERS

Figure 9

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

b followang section displays detaled hstoneal inforrmation through teday s date
weard Details

ate Awvard Earmod I.!\ward Type ]_J'hlnnllnt or Hours
[13-F eb- 2006 Tire Off Award [=]

D =Jun-2005 Ferformance Award 2000

1-Dec- 2003 Staff and Stafl Team

7 -F eb-2005 Tirme Off Awand =]

3-Dec-2003 Tima Off Swrand 9

N3 Mavw-2003 Motable Achievernant Awand SO0

[ -Jun-2003 Ferformance Awand 1600

IE=Jan- 2003 Timig Off Sward a

01 =Jun-20002 Faerformance Awand 1600

Figure 10
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Performance Tab displays your performance appraisal information.

Appoiniment Bogition Pargonal Salary Eenelis Sowards and Bonuges Performa
he following section displays detailed historical information through today’s date
etails Appraisal Start Date IAllprninnl Ty J_Rnthllj of Record
Sha -Mar- 2005 Annual Appraisal  “alued Per, Acceptable, Fully Succ, Pass, Sat, Succes
] - ar- 2004 Annual Appraisal “Valued Perf, Acceptable, Fully Succ, Pass, Sat, Succes
=l ar-2003 Annual Appraisal Walued Perf, Acceptable, Fully Suce, Pass, Sat, Sutces
-Mar-2002 Annual Appraisal  Valued Per, Acceptable, Fully Succ, Pass, Sat, Succes
~Jun- 2001 Annual Appraisal “Walued Perf, Acceptable, Fully Succ, Pass, Sat, Succes
=Juiri=2000 Annual Apprasal Valusd Parf, Acceptable, Fully Suce, Pass, Sat, Succes
-Jun-15893 Annual Appraigal Role Model, Exceptional, Outstanding, Supénor, Succesy
-Jun-1998 Annual Appraisal “Walued Perf, Acceptable, Fully Succ, Pass, Sat, Succes
= Jun-15597 Annyal SAppraisal Exc Expec, Exc Full Succ, Excel, High-Succ, High Effac
-Sep-1996 Annual Appraigal Exe Expec, Exc Full Suce, Exeel, High-Suce, High Effac

Figure 11

Personnel Actions Tab displays your personnel notifications.

Appointrment Puosition Personal Salary Benefits Awards and Bonuses Ferformance Personnel Actions

[he following section displays detailed personnel information. Mote: For appropriated employees, only those Personnel Motifications proc
nd and local national employees only those Personnel Motifications processed on or after 23 March 2008 are available for viewing.

fiew NPAs Yiew Selected

Eelect All | Select None
Belect Effective Date

[ 04-Jan-2009

|First NOA
893

|First NOA Description Second NOA |sec
Reg WRI |

Figure 12

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

Sppaintrmint Pasdan Parsansl Salary Awearde and Bonuses Perfsmmancs

|3-lr|l-|l &

The following secton displays detailedg@rsonned mformation. Nate: For appropiated employees, only those Personngl Motifications processed
fund and local national employeegenly those Personnel Matifications processed on or after 23 March 2008 are available for viewing

View NPAs | View Selected |
Select & | Select None

Persannel Actlons

Personmel Actions

LaSelect Effective Dato [Fiest NOA First NOA Description |Secand NOA |Second Nt
¥ 0d-Jan-2000 893 Reg WHI
Sggoinimenl  Position  Personal  Salary  Benefits  Awards sod Bonyses — Perfommance | Personnel Actions

Figure 13

Select “‘Open’

s s o e s

Figure 14
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The NPA displays.

lllh' el
By g (s NOTIFICATION OF PERSONNEL ACTION
Hama (Lasr, .F-ir.u'_ [T 2. Socal Securty Mumber 4. Date of Bath ki, Etfeciive Dode
01 04-2009
FIRST ACTION SECOND ACTION
po- i, Lm0 | BB MNSTLPE OF S0 DN fo-A. Cous|o-4. Mamie of Acmon
Ba3 Reg WRI
I-C. CooeE-D. Legal Autharty 8-C. Code|8-D. Legal Aurtonty
FLM 10US.C SEC 2164
BB, Costte |2-F. Logal Aoty 0-E. Cooe [6-F. Logal Aushonity
[ TRGM: Pasition Titk end Hurnoer TiE. TO: Position Tt ang Mumber
POLICE OFFICER POLICE OFFICER
[>4264, - 476651 GA264 - 476651
[B Pay Pl [0i0ce. Code[ 10 Grade er Lved 1 1 Step or Ran [ 17, Total Salary 13Fuy Banin 16, Pay |17 Oce  |'B.Grado o Love] 19 Step or Rate |20, Total Salary/Awvaed [11, P
Ap | 0083 o7 04 $58,345.00 N o7 05 $6571000 [y
24, Doska Poy TIW, Rerairy Ay 125, Adp louwee Poy (125, Othor Pay 200, Dozo Poy 200, Looality My SOC. Aadj. Bosio Pay | 200, Othar Poy|
49 19900 59.146.00 55834500 S53,370,00 $12.331.00 £65,710.00
d. Mame and Locabon of Possson's Orgaerinaton (22 Mame and Locsbion of Positon’s Organizaton
65 DDAAPF 943110 ABOD 65  DDAAPF 943110
NTAGON FORCE PROTECTION AGENCY PENTAGON FORCE PROTECTION AGENCY
PENTAGOMN POLICE DIRECTORATE PENTAGON POLICE DIRECTORATE
DPERATIONS DIVISION OPERATIONS DIVISION
[ PE RHTIEWS RELIEFS OPERATIONS RELIEFS

Figure 15
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