https://compo.dcpds.cpms.osd.mil/
If you are having any issues with this process please call SSG Richard at 324-3737 or SGT Whitaker at 324-3755
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DCPDS Portal

Reporting Problems

For personnel data concerns in
"MyBiz", contact your Servicing
Human Resources Office

Common Access Card (CAC) Access

First time CAC users, Non-CAC users with newly issued CAC and CAC
name changes must select the "CAC Registration" button before "Login®

it
CAC Registaton

Authorized Non-CAC Login

Autharized Nan-CAC users must select the "Nan-CAC Registration” buttan
before "Login" buttan. Select the "Reset Password” buttan to reset your
password

For technical prablems with the
application, select the

support Help Desk

Portal Username:

Portal Password

Non-CAC Registrafion | [ ResstPassword | [ Login

oM

5

for your organization's computer

CPMS Contact Information

Department of Defense
Civilian Personnel Management Service
HR Business Information Technology
Solutions Division - HR-BITS

1400 Key Boulevard, B-200

Arlington, VA 22209-5144

Email: hr-bits@cpms.osd.mil

)

R e

SELF SERVICE HR
IY PERSONAL INFORMATION

wWORKPLACE

'SELF SERVICE HR

MY PERSONNEL INFORMATION.
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Here is the log-in for MyBiz MyWorkplace.  On your initial login, you will need to go with CAC Registration.  
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Routine Uses: To a Federal, stae, or Iocal agency, as necessary and when the intended disciosure is for a purpose.
compatile wih the purpass for which the nformatian was colected, on personnel and releted mafters involing the
incividual about whom the nformation pertains.

Disclosure: Volurtary. Failre to provide the recested nformation wil resut in a delsy o termination of your reguest.
Your rectiest is terminated, you will ot be able o visw and verlty your data anl you will ot he able o updte your data
viathis webste.

CAC Registration
Welcome RICHARD LISA MADELLE

Enter your SSN/LN Employee ID Number and select the *Register® buttan to register your CAC
Select the "Cancel” button to retum to the DCPDS Portal Page:

*Important * SSNILN Employee ID Numibers are masked as an addtionl securfy measure for your persanal protection.

*Use hyphens inthe SSNLN Empoyee D Nurmber i appicable
SSN/LN Employee ID Number.
Caonfirm SSN/LN Employee ID Number.

CAC Re-Registration

Select the "Re-Register" button it you received a new CAC since the last time you registered ta the

MyBIzZMyWorkplace/Human Resources (HR) application

Non-CAC Users Registering as a CAC User

If you have been issued a CAC, enter the appropriate information below and select the "Change ta
CAC Registration” buttan

Partal User Name:
Partal Passward:

Change to CAC Registration_|





In the first two boxes to register your CAC, type in your social security number WITH the hyphens.  Click on the Register button.
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To validate an HR/MyBiz/MyWorkplace account exists for you, enter the required information below and select the "Subm

button

#%%%You must complete and submit this information to finalize the Registration process.* ***
* * Important * * Usernames and SSN/LN Employes 1D Numbers are masked as an additional
seourity measure for your personal protection.

Use your HR/MyBiz/MyWorkplacs log in)
screen "User Name”. Lse hyphens in thel
Username Field if applicable.

HR/MyBiz/MyWorkplace Username
Confirm HR/MyBIz/MyWorkplace Username

Return to Main Portal Page

Privacy Act Statement

Authorities: 5 USC 301, Department Regulations; Title 5,
Chapters 11, 13, 29, 31, 33, 41, 43, 51, 53, 55, 61, 63, 72
83, and 95 and Executive Order 9397

Purpases: To authenticate the identity of individuals sec
acoess ta their personnel data for purposes of ensuring that
authorized persons_may process applications and view
pertaining to them. To permit authorized individuals to view
data for purpose of verifying its accuracy and to update the
when it is not current ar is inaceurate. To audit user acce
ensure that access is only granted to users that are autho
access to the information.

Routine Uses: To a Federal, state, or local agency, as nece:
and when the intended disclosure 1s for a purpose compatible
the purpose for which the information was collected, on persc
and related matters involving the individual about whorr
information pertains.

Disclosure: Voluntary. Failure to provide the reque
information will result in a delay or termination of your reque
your request is terminated, you will not be able o view and v
your data and you will not be able to update your data viz
website.
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Return to Main Portal Page

Log Out and wait for 24 hours.
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As a regular employee, you will have just My Biz as an option.  If you are a supervisor, you will also have My Workplace under the Navigator.  Across from My Biz, you will have your options.

Click on My Information.  You will need to click the acceptance button on the security page.
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ICEMyBiz ICEPAAVZ ICEPAAYS Home Looout Preferences

Richard, Lisa Madelle
GENERAL INFO: The information is curtent as of today's date
Orgarnization JOINT FORCE HQ - MT Job Title Human Resources Management
NGARWBALAA 01 0201)
Position 70398000, HUMAN RESOURCES Grade/Pay Band  GS-11
SPECIALIST (INFO
SY5).410363.NGAR.TECH
Total Salary 56,411.00 USD Step or Rate 01
Ermail Address  lisa.richard@mtgrea.ang.af.mil Office Syrbol J1-HRO
View Emergency Contact Information

Appointment | Position  Personal  Salary  Benefits  Awards and Bonuses  Performance  Personnel Actions

Information displayed in this section is based an changes to either the Position, Organization, Locatian, Grade, Job or Assignment Status.
© Previous [1-1__ 9] Next 1
Details Effective Date [Job Grade/Pay Band |Step or Rate |
¥ Hide 25-May-2008 Human Resources Management (1201) 6511 o1
Wark Schedule F - Full-Time Part-Time Hours Biweekly
Pay Rate Determinant 0 - Regular Rate WGI Due Date24-May-2009
WG! Pay Date24-May-2009 Last Equivalent Increase 25-May-2008
Key Emergency Essential Empl Not Assigned to Key Emergency Tenure 1 - Permanent - Tenure Group 1
Employee Position
Annitant Indicator 9 - Not Applicable Date Anived Personnel Office 05-Dec-1999
Assignment NTE Start Date Assignment NTE Date
Leave Without Pay Star Date Leave Without Pay End Date
Sabbatical Start Date Sabbatical End Date
Email Address lisa.richard@mtgrea.ang.af.mil

Retained Grade Details

Date From Date To Retained Grade Retained Step or Rate Retained Pay Plan  Retained Pay Table I Retained Pay Basis Temporary Promotion Step
No resuts found

| Appo Position  Personal  Salary  Benefits  Awards and Bonuses  Performance  Personnel Actions
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Here is an example of a current appointment screen.  If you click on the Next 1 button it will go to previous position.  Also, note the Hide button.  This will collapse the position information.

Also, notice the bar in the middle of the page that contains Appointment, Position, Personal, Salary, Benefits, Awards and Bonuses, Performance, and Personnel Actions.

Position = This section will show you a listing of the position you have held since 2002.  This can be helpful for the dates of hire in case you are applying for a better job.
Personal = This section shows birth date, social security number, veterans status, and other information.

Salary = This shows the basic pay, locality pay, and adjusted basic pay.  This is helpful if you are curious about the general adjustment that happens for WG employees in October and GS employees in January.

Benefits = This covers your FEGLI, Health Benefits, TSP, and Retirement that you have chosen to participate in.

Awards and Bonuses = This will give you by date the Time off Awards with hours or dollar amount of what you have been awarded during your employment.

Performance = This will be an area that will eventually have your appraisal information.

PERSONAL ACTIONS
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Richard, Lisa Madelle
GENERAL INFO: The information is current as of taday's date,

ICEMyBiz ICEPAAVZ ICEPAAYS Home Looout Preferences

Organization JOINT FORCE HQ - MT Job Title  Human Resources Management
NGARWBALAA 01 (0201)
Position 70398000.HUMAN RESOURCES Grade/Pay Band  GS-11

SPECIALIST (INFO
SY5).410363.NGAR.TECH
Total Salary 56,411.00 USD Step or Rate 01
Ermail Address  lisa.richard@mtgrea.ang.a Office Syrbol J1-HRO
View Emergency Contact Information

I 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 non-appropriated fund and local national employees only those Personnel Notifications processed on or after 23 March 2008 are available for viewing
View NPAs (View Selected )

Select All | Select None
Select Effective Date

Appointment  Position  Personal  Salary  Benefits  Awards and Bonuses  Perforrmance | Perso

NOA__|First NOA Descr

Second NOA _|Second NOA Descri

|Approval Date

O 04-Jan-2009 694 Gen Ad 02-Jan-2009
O 26-Sep-2008 645 Indidual Time OF Award 14-0ct-2008
O 22.Jun-2008 662 Change in Senice Computation Date 26-Jun-2008
O 25May-2008 645 Indidual Time OF Award 26-May-2008
O 25May-2008 702 Promotion 27-May-2008
O 27-Ape2008 693 Reg WRI 13-Apr-2008
O 06-Jan-2008 694 Gen Adj 09-Jan-2008
O 1-Nov2007 645 Indiidual Time OF Award 18-Now2007

Appointment  Position  Personal  Salary  Benefits  Awards and Bonuses  Perforrmance | Perso

ICE MyBiz | ICEPAAV2 | ICEPAAYS | Home | Logout | Preferences
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This is a section is very important.  Every time an action is done, an SF50 will be generated.  Currently, HRO prints these out and sends your supervisor two copies: one for you and one for the supervisor’s file.  We are working a new process where you will have to go into My Biz and print your copy.

To print select the 50 you want to print by clicking in the box.  Then click on View Selected button.  This will open a PDF file that you can then print.

To go back to the Navigation Screen click on HOME.
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Department of Defense
ICEMBiz CEPAAV2 ICEPAAYVS Home Lot Prefernces

Update My Information

(Cancsl)
Employee

Employee Name Richard, Lisa Madelle
Work Email Address lisa.richard@mtgrea.ang.af.

| Profile | Handicap Code  Language Information  US Fed Ethnicity and Race Category  Emergency Contact Information  Education Information

My Profile

Security Question and Change Password Info

Undatel/Review Security Question Change Password

Work Email Address.
@TIP Please enter your Work Email Address only and select the Update button to save
Work Email Address [lisa.richard@mtgrea.ang.af.mil

Employee Phone Number
@TIP To enter a new Type phone nurmber, select the Add button. To update an existing phone number, select the actual number listed in the Number column. To delete an
existing phone number, select the Trashcan next to the record

(add)
Home AG-45B664 .
Work 406-324-3737 o

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, o the Correction button for
updating an existing address. NOTE: At present, overseas employees cannot update their Physical Work Address, however upcoming Self Senvice systerm developrments
will include this functionality

Add

N results found,

| Profile [ Handicap Code  Language Information US Fed Ethnicity and Race Category  Emergency Contact Information _ Education Information
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Update My Information = You can change information on this page: Profile, Handicap Code, Language Information, US Fed Ethnicity and Race Category, Emergency Contact Information, and Education Information.  There are a couple of things to note.
Work Email Address = This should always be your Army or Air Force account, not a hotmail or other such account.

US Fed Ethnicity and Race Category = When you are hired, unless staffing has been told otherwise, they will mark all new employees as white.  Please feel free to go into My Biz to correct this if needed.  The other options are Hispanic, American Indian or Alaska Native, Asian, Black or African American, Native Hawaiian or Other Pacific Islander, or White.  Our EO employee does send reports to NGB in numbers, so this is counted.
Emergency Contact = This section can be filled out; however, if there is an emergency, your supervisor will probably go to your file before they go here.  

The Handicap Code, Language Information, and Education Information that you put in here also will probably not be used at this point.

The last option at the Navigation Screen is Performance Appraisal Application (PAA).  This is not being used at this time.

