January 2007

Self Service “My Work Place”
Module 1V, Chapter 1
Before You Begin

Introduction The Self Service Manager “My Workplace” provides managers the ability to

access their employees’ personnel-related information. The following pages
provide a brief overview of how to access My Work Place.
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Logging into “My Workplace”

To access My Workplace navigate to the link provided by your Human Resources Office
(HRO). The following login screen will display. Enter User Name and Password. The
default user name and password will be provided by your servicing HRO.

OFFICIAL U.5. GOVERNMENT 5T STEM
FOR AUTHORIZED USE ONLY
|*‘**WARN]NG***WARN]NG***‘WARNWG***WARNWG***|
Unauihorized access io this U.5. Governmeni compuier sysiem
and sofiware iz prohibiied by Tiile 18, US Code, Section 1030,
“Fraud and Relaied Activity in connection with Computers™.
Unauthorized use is a felony which is punishahle by a $10,000
fina and up to tan years in jail Do not discuss, antar, transfar,
process, or transmit data of greater sensitivity than
sensitive-unclassified. Using this sysiem consiitutes consent to
ity testing amd itori
TUnauthorized use could result in criminal prosecution.
The information contained im this system ir subject to

The Privacy Actof 1974 as amended.

User MName I\

ORACLE’
E-BUSINESS SUITE

Password I

Connect
e

Figure 1
Changing the Default Password

After successfully entering the default username and password, first time users will be
directed to the Change Password window.

NOTE: If you are a current DCPDS user, use your current username and password to
access My Biz.

Change Password

Change Password
*|ndicates Reguired Field
*Current Password \

*Mew Password
*Re-enter New Passwaord

=Security Question | What is your favorite color ¥
*Answer

Work Email Address (optional)

& TIP Pazswords must: contain & minimum of nine characters; contain a mix of ot lesst two lovwercase letters, tweo uppercase lethers, two numbers, and
twio special characters and be changed every 60 days. Example of “alid Password: EMpg23%a

Figure 2

Enter the following data elements:
e Current Password — This is your default password
e New Password — Passwords are, at a minimum, a case sensitive 9-character mix
of 2 upper case letters, 2 lower case letters, 2 numbers, and 2 special characters
(must be changed every 60 days). Example of Valid Password: EMpg23!$a
e Re-enter New Password
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e Security Question — This question must be answered before continuing, it will be
necessary to have completed a security question to reset a forgotten password.
Select one of the available questions.

Wwhat is your mather's maiden name
Wwhat is your city of birth

Wwhat was your first car

Wwhat is the name of your favarite pet

Figure 3

e Answer — The answer provided here will be used to complete user validation if
password reset is required.

e Email Address — This field is available to current users and will be used for the

) Save

NSPS Appraisal process. Your transaction.

After successfully entering the user name and password the “My Workplace” “home
page” will display.

Department of Defense
o Home Logoud Preferences|

MNavigator Favorites

(3 My Biz Please saizct a responsibitty. Edit Favori|

My Warkplace ] TSP Home
1 OPM Home
] MyPay

] 0P Health Benefits Home
7] OPM Life Insurance Home
1 OPM Retirernent Home

Home | Logout | Preferences | Help
Copyright 2000-2004 Oracle Carporefion. A1l rights resened. Brivecr Stef

Figure 4

Resetting “My Workplace” password
If you forget your Self Service password, the following steps can be used to reset the user

account. From the Login screen click the Foraot your password? |jpj

Login

Usernarme ||
(example: michael james zmith)
Fassword |
(example: 4ud9v23)

Cancel

@TIP Forgot your password?

Figure 5

You will be directed to the Reset Password window. To reset a forgotten password you
must input the following information:

e Username

e SSN

e Date of Birth
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SCD Leave

Pay Plan/Pay Schedule

Grade/Pay Band

Step

Security Question - the security question is the question you answered at the time
you first logged into to My Biz when prompted to reset the default password. This
question must be answered correctly before you will be allowed to continue the
reset password function. Users who cannot remember the answer to their security
questions will be directed to contact their HRO for help in resetting their
password.

Please fill in all fields then press Proceed to continue.

* User Name
(Hint: Same as your log in screen User Name,

= 8N [ooeoe-oco)

= Date Of Birth
(example: 31-Jan-2007)
* SCD Leave
{example: 31-Jan-2007) Passwords must: contain a
* Pay Plan/Pay Schedule minirmum of nine characters;
contain a mix of at least two
* Grade/Pay Band lowercase letters. two uppercase
* Step letters. two numbers, and two
special characters and be changed
= Security Question | What is your favorite color v every 60 days. Example of Valid
* Answer Password: EMpg2315a

= New Password

* Verify New Password

Work Email address {optional)
(_Procesd |

| Profarar

;:'igure 6

Click the '=2£28%J putton. You will be returned to the main login screen, type in your
username and new password to continue.

Navigating in “My Workplace”
Click the “My Workplace” link; this opens the Functions menu of available tasks that can
be performed from the selected responsibility within the Self Service application.

§ Department of Defense

Home Logout Preferg

Navigator Favorites
(03 My Biz My Workplace (Editd
] m [E] All Actions Awaiting Your Atention [ TSP Home
2] Appraisals [ 0P Home
=] Wy Emplayee Information 9 MyPay
[ USA Jobs

[ OPM Health Benefits Home
[ OPM Life Insurance Home
™ DPM Retirement Hame

Home | Logout | Preferences | Help
Copryright 2000-2004 Cracle Corparation. &1 rights reserved Privac|

Figure 7
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Let’s take a look at the features of this page. The web page displays with three columns,
Responsibilities, Functions, and Favorites.

The left column displays all of the User’s Responsibilities;

MNavigator

(T2 My Biz
My Workplace

Figure 8

The column in the middle displays the available Functions;

My Workplace

=] All Actions Awaiting Your Attention
| Apprasals

| My Emploves Information

Figure 9

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

attention.

Appraisals — Performance management tool allowing Managers and Employees online
access—from cradle to grave.
My Employee Information — Managers are able to view information on their employees.
The column on the right is your stored Favorites.

Favorites

3 TSP Home
9 OPM Home

5 myPay
&
il
&
&

DPM Health Benefits Home
QPM Life Insurance Home
QOFPM Retirernent Home

[ Edit Favorites

Figure 10

Creating Favorites in My Workplace
Favorites allow managers quick access to commonly used web sites. Click the

| Edit Favorites ) 1y tton to make changes to your Favorites.

igator

My Workplace (Ext)

All Actions Awaiting Your Attention
D NEPS Appraisals (My Workplace,
[H My Employee Information
E| Update by Information

Favorites
Edit Favorites )

You have not selected any favorites. Please use the
"Edit Favorites” button to set up your favorites.
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To add a “favorite” website

, click the

Add LIEL

button.
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Customize Favorites

Search and Select
Function Prompt
Description
Select Function Prompt
Mo search conducted
Selected to Display
Move

Select Up
o data exists

| Add URL |

Responsibility
=

Description
Favorite

Down Description

Menu Hierarchy

(Cancsl ) ( Apply )

Responsibhility

Responsibility URL

Figure 12

Type the name of the web site you want displayed on your homepage; then type the URL
information and click the \AREY, button.

Customize Favorites

Search and Select
Function Prampt
Description

Select Function Prompt
No search conducted

Selected to Display
Select Favorites: ( Remove )
Select All | Select None

Move
Select Up Down Favorite
O @ @ 19PM
Add URL

Respansibility

(Go
Description Menu Hierarchy
Description Responsibility

(Cancel ) ( Apply )

Responsibility

URL

w0, gov

(Cancel ) (Apply

Figure 13

Note: To remove a ‘favorite’ from your list, select the web site by clicking in the box
under the “Select’ column, clicking the ‘Remove’ button and clicking “Apply’.

After applying the changes, the homepage displays with the new links under the Favorites

column.

ligator

Favorites
My Workplace (Ext) (_Edit Favorites
All Actions Awaiting Y our Aftention & orm

[ NEPS Appraisals (My Warkplace]
[& Wy Employee Information
[E Undate My Information

Figure 14

To access a favorite web site, right click on the link and select ‘Open in New Window’.

lgatcr

it () 2005, Oracle. Al rights reserved.

Favorites
My Workplace (Ext) (_Edit Favorites
All Actions Awaiting Your Atention & oPwm

[l NSPS Appraisals (My Workplace
&l iy Employee Information
&l Undate My Information

Logout | Preferences | Oracle Help

Copy Shortcut

#dd to Favorites, .,

Properties
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To return to My Workplace from a ‘favorites’ web site, you must close the web page by
clicking the “X” in the upper right hand corner.

igator Favorites
My Workplace (Ext) (_Edit Favarites

Al Actions Awaiting Your Attention & opm
=) NSPS Appraisals (My Waorkplace)
=

2 US Office of Personnel Management - Microsoft Internet Explorer

File Edit View Favorkes Tools Help

o] & (] @ @ \;) pse“h ";.}(Fa“””t“ @ B' ; b - \_J ﬂ 3

Address ] https . opm.govi

OPM.gow Home | Sublect Index | Impartart Links | ContactUs | Help

U.S. OFFICE OF PERSONNEL MANAGEMENT | —— 7]
‘Ensuring the Federal Government has an effective civilian workforce Aelvanced Search
,
. |
ey Bt Most Requested
3 * USAJOBE
@ Internst
Figure 16

Other Features

Home
To return to the homepage from anywhere in the application, click ihe ‘Home’ link.

ORACLE Hee Loand &1

ANl Actions Awalting Your Attention

Cogrmgrt (x) 2005, Ovacke. A rignts reserved Dence Prisacy

Figure 17
Logging Out
To Logout, select the Logout link at the top or bottom of page. |

Department of Defense

Mavigater Favorites
S Ty Wik Finada 3okt & raepor D LITLES
B P A CPME dags not maintain Fedarst Lang Tarm Carg
Ingurance and Fieaibis Speecing Accaunt Frogeae]

Figure 18

You are returned to the login screen. To ensure your personal information is protected
close the Internet browser after logout is complete. To learn more about Self Service, go
to http://www.cpms.osd.mil/hrbits/selfservice.aspx mil/regmod/index_enterprise.html.
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