
Technician

New Hire Orientation



 Welcome

 DOIM Briefing 

 EEO Briefing

 MyBiz Briefing

 Basic forms

 Benefits – Permanent Technicians 



 Common Access Card (CAC) also known as your ID 
card

 MONG Logon account
 AGMO 25, AUP, and IAA Exam Certificate

 Security 
 Basic OPSEC

 Classifying /Marking/Using

 Prohibited content (including Facebook)



 Policy

 Program Goals/Objectives

 Sexual Harassment

 Complaint Process

- EO (To be filed within 180 days of alleged discriminating 
event)

- EEO (To be filed within 45 Days of alleged discriminating 
event)

 Workplace Environment

EO/EEO Office Contact Information: 

573-638-9854 or 573-638-9586



 Crisis Management   

 Relationship Issues

 Legal or Financial Concerns 

 Addictions

 Grief Counseling

For Technicians (Dual Status and Non-Dual Status)

Contracted Provider: Federal Occupational Health (FOH) 

www.FOH4you.com or  1-800-222-0364

For Military (AGR and Dual Status Technicians)

Military One Source

www.MilitaryOneSource.com or  1-800-342-9647



MYBIZ

My Biz is an automated web based system that allows 

technicians to view/update their personnel file.  

Technicians can view data such as, Position Information 

(current/historical); Salary Information; Appraisal and 

Awards Information; Benefits; Appointment Information 

and are able to print any SF-50’s that have been created 

after September 2007. 

MY WORKPLACE

My Workplace is an automated web system that allows a 

Supervisor of technician employees to access and view 

their employees’ personnel information.  Supervisor’s can 

also print SF-50 on their employees. 



My Biz+process registration steps

First type or paste this web address into Internet Explorer: 
https://compo.dcpds.cpms.osd.mil/
Consent Banner appears click ok.

https://compo.dcpds.cpms.osd.mil/


Login registration process continued.



Choose “Register Here” and then choose your non-email certificate and click “ok”.



Type your social security number with the dashes in the boxes and 
then reenter again to confirm and click Register.

Any problems call Ms. Elaine Lock @ 39690 or SMSgt Steve 
Cebuhar @ 37493.



Then once you login you will see this screen and need to 
choose “Add Additional Application/Database”. 



You need to enter your social security number with dashes 
in the “username” space, retype to confirm and click 
submit to complete your registration.  



My Biz+ Portal Page view.



Employment Verification
Type the person you who needs your Employment Verification 
information (i.e. loan officer or landlord) in “To”: box.



Example of the HR Employment Verification System email you will 

receive.  Give the code to the person you who needs your 

Employment Verification information (i.e. loan officer or landlord).

-----Original Message-----
From: HR Employment Verification System 
[mailto:mybiz_myworkplace@dcpds.cpms.osd.mil] 
Sent: Tuesday, July 13, 2015 9:44 AM
To: Cebuhar, Steven J SMSgt USAF NG MOANG (US)
Subject: Employment Verification 103321_20150714085907

Document password: example (X12345678)

This e-mail contains the password for the e-mail attachment sent to 
some.person@bankloan.net.  It is your responsibility to provide this 
password to the recipient.

This is a system generated email; please do not reply to this message



The  Need Help link will give 

you information on what is 

available on the page where 

you are located. 

This table includes information on the status of existing plans. From this 

screen you can view and update existing plans. 



 Within 30 days, Your supervisor should provide you 
with your job objectives for your position. 

 Will have an interim review at 6 months

 Will have appraisal at 1 year

 After 1st year appraisal, you will be put on the annual 
rating period of 1OCT – 30SEP

 TPR 430 is the governing Regulation, and can be found 
at www.moguard.com/moguard-regulations 



•Termination of Federal Bonus Program 
and/or Student Loan Repayment Program/GI-
Bill Kicker may be applicable.

•For more information, contact:  
Director of Personnel, Incentives branch, 
extensions 37139 or 37689.



Department or 

Agency:  

Missouri National 

Guard

Bureau or 

Division: 

Army or Air



SIGN

Section 3
Fill out:
Bank Name
Routing 
Number

Section 1
Fill out:
A –Name, 
Address, 
Telephone 
Number
C-SSN
D-Type of 
Depositor 
Account
F- Check 
Fed. Salary/Mil 
Civilian Pay



 Federal W-4

 State MO W-4

 Must provide to HR within 1st pay period after date of 
hire.

 Changes can be made anytime by logging on to MyPay



Sign





Federal Civilian 
Service
Examples:
Post Office
Social Security Office
VA
Temp Appt

Active Duty 
Military time –
Title 10
Basic, AIT, 
OCCONUS, etc.
MUST 
PROVIDE 
DD214

This form is used to 
credit you with any 
previous Federal 
service. This 
information is used 
to give you proper 
credit for leave 
benefits, 
retirement and 
retention status in 
case of a reduction-
in-force.



•Annual Leave

•Sick Leave

•Military Leave

•Leave Balances can be 

found on your LES. 

Other Forms of Leave:

• Paternity Leave

• Court Leave

• Administrative Leave

Federal Holidays
New Year's Day

Martin Luther King Day

Presidents' Day

Memorial Day

Independence Day

Labor Day

Columbus Day

Veterans Day

Thanksgiving Day

Christmas Day



ANNUAL LEAVE

 240 hours maximum carry over

 Paid in lump sum if separated or Absent-US (if 
requested).

• 4 hours per pay periodLess then 3 years 
of service

• 6 hours per pay period3 years but less 
than 15 years

• 8 hours per pay period15 years or More



SICK LEAVE

 4 hours per pay period

 No maximum carry over

 May advance up to 240 hours (30 Days) for medical 
emergencies

 Sick leave balance stays as credit and will be reinstated 
if you separate and return to Federal Gov.



MILITARY LEAVE

 Earn 120 hours per Fiscal Year (01-OCT to 30 SEP)
 Max of 240 hours carry over into next FY.
 Balance will not show up on LES until it is used. 

COMPENSATORY LEAVE
(Comp Time)

 Comp Time is in lieu of Overtime.
 Title 32 does not authorize overtime pay.
 Must be approved by your supervisor.
 Must use within 1 year of duty being performed. 



Payroll Dates

Pay Period 
Beginning

Date

Pay Period
End 
Date 

Army
Pay Date

Air
Pay Date

29-Dec-13 11-Jan-14 23-Jan-14 17-Jan-14

12-Jan-14 25-Jan-14 6-Feb-14 31-Jan-14

26-Jan-14 8-Feb-14 20-Feb-14 14-Feb-14

9-Feb-14 22-Feb-14 6-Mar-14 28-Feb-14

23-Feb-14 8-Mar-14 20-Mar-14 14-Mar-14

9-Mar-14 22-Mar-14 3-Apr-14 28-Mar-14

23-Mar-14 5-Apr-14 17-Apr-14 11-Apr-14

6-Apr-14 19-Apr-14 1-May-14 25-Apr-14

20-Apr-14 3-May-14 15-May-14 9-May-14

4-May-14 17-May-14 29-May-14 23-May-14

18-May-14 31-May-14 12-Jun-14 6-Jun-14

1-Jun-14 14-Jun-14 26-Jun-14 20-Jun-14

15-Jun-14 28-Jun-14 10-Jul-14 4-Jul-14

29-Jun-14 12-Jul-14 24-Jul-14 18-Jul-14

13-Jul-14 26-Jul-14 7-Aug-14 1-Aug-14

27-Jul-14 9-Aug-14 21-Aug-14 15-Aug-14

10-Aug-14 23-Aug-14 4-Sep-14 29-Aug-14

24-Aug-14 6-Sep-14 18-Sep-14 12-Sep-14

7-Sep-14 20-Sep-14 2-Oct-14 26-Sep-14

21-Sep-14 4-Oct-14 16-Oct-14 10-Oct-14

5-Oct-14 18-Oct-14 30-Oct-14 24-Oct-14

19-Oct-14 1-Nov-14 13-Nov-14 7-Nov-14

2-Nov-14 15-Nov-14 27-Nov-14 21-Nov-14

16-Nov-14 29-Nov-14 11-Dec-14 5-Dec-14

30-Nov-14 13-Dec-14 25-Dec-14 19-Dec-14

14-Dec-14 27-Dec-14 8-Jan-15 2-Jan-15

28-Dec-14 10-Jan-15 22-Jan-15 16-Jan-15

 Pay periods start on 
Sundays and end on 
Saturdays. 

 Army pay dates are the 
second Thursday after 
pay period ends

 Air pay dates are the 
Fridays following the end 
of pay period. 





 Report to Supervisor

•Every related injury, illnesses or disease that is 

caused or aggravated by the employment should be 

reported to your supervisor. 

Obtain Medical Care

•Complete a CA-1 or CA-2 w/your supervisor either 

before receiving care (after if immediate care is 

needed)

•Do not use personal health insurance

Note: Injury report will not be submitted to 

Department of Labor unless there is incurred wage 

loss and medical payments







 Official Record

 Workweek and Hours of 
Work

 EEO Program

 Performance Appraisal 
System

 Compensatory Time

 TDY and Travel

 Unfair Labor Practices

 Employee Assistant 
Program

 and More



• Located at 

www.moguard.com/employee-

relations

•Then click on Technician 

Handbook

• Contains valuable information to 

include:  Pay Information, Leave 

and Absence, Performance 

Evaluation, Incentive Awards, 

FEGLI, FEHB, USERRA, Injury 

Compensation, Retirement, TSP, 

and other EEO issues. 

http://www.moguard.com/employee-relations


Beginning January 1, 2014, the Affordable Care Act’s individual shared responsibility provision requires 

each individual (including children) to:  maintain minimum essential health coverage (known as 

"minimum essential coverage" or "MEC") for each month; or qualify for an exemption; or make a 

payment when filing his or her Federal income tax return. The Patient Protection and Affordable Care 

Act did not eliminate TCC or change the TCC rules. Please go to this website: 

http://www.irs.gov/uac/Questions-and-Answers-on-the-Individual-Shared-Responsibility-Provision or 

www.healthcare.gov.

Affordable Care Act

http://www.irs.gov/uac/Questions-and-Answers-on-the-Individual-Shared-Responsibility-Provision
http://www.healthcare.gov/


• BAL 14-210 20 October 2014

• To further the goal of providing affordable health insurance 
to Federal employees, the United States Office of Personnel 
Management (OPM) has issued a final rule modifying 
coverage under the Federal Employees Health Benefits 
(FEHB) Program to include certain temporary, seasonal, 
and intermittent employees who are identified as full-time 
employees. This regulation makes FEHB coverage available 
to these newly eligible employees no later than January 
2015.



• Under this regulation, a full-time employee is defined as an 
employee who is employed on average 130 hours in a 
calendar month.

• Under this final regulation, employees on temporary 
appointments, employees on seasonal schedules who will 
be working a schedule of less than six months per year, and 
intermittent employees who are expected to work 130 hours 
per month or more for at least 90 days will be eligible to 
enroll in an FEHB plan. These newly eligible employees will 
receive the same government contribution as full-time 
permanent employees.



• Since Temporary Techs are eligible for FEHB if they are on 
board for at least 90 days they cannot maintain another 
federal health insurance plan to include TRICARE.

• You must contact a TRICARE representative to terminate 
coverage.



• As a new employee, you must make an election within 60 
days of your 1st eligibility date or entrance on duty date

• You may make changes outside the 60 day window with a 
Qualifying Life Event (QLE) or during the annual Open 
Season

• Open Season begins the 2nd Monday in November and runs 
through the 2nd Monday in December effective on the 1st

full pay period in January



Add website to Favorites as it provides useful 
informative information on:
• Guide to Federal Benefits
• Forms
• USAJOBS
• Retirement Information
• Current updates from OPM
• Federal Technician Handbook
• and much more…..

http://www.opm.gov/


Click 
Here



Click 
Here



Enter Zip 
Code for 
your area







 You must contact Army Benefits Center-Civilian 

 Phone: 877-276-9287









 Performance Appraisals

 Military Service Deposits

 FEHB

 FEGLI

 FERS 

 TSP

 FSAFEDS

 FEDVIP

 NGAUS Insurance 

 FLTCIP



 What is a Military Deposit?
 Since you are covered by FERS, you are eligible to pay a deposit to obtain credit 

for your military service performed after December 31, 1956.  (You must contact the 
Human Resources Office to discuss which military service is creditable) 

 What happens if I do not buy back my Military Service?
 Payment is Optional. You do not have to pay if you do not want to do so, 

although, you will not receive any credit for it toward retirement, including your 
eligibility to receive an annuity and computing your average salary.

 Interest accrues annually on the outstanding balance, and is compounded 
annually until the outstanding balance is deposited, annuity, whichever is 
earlier.

 How do I start a Military Deposit?
 You may do so by emailing all Active Duty Orders or DD 214’s to your Human 

Resources Office with Subject Line: Military Deposit.  
 In order for OPM to grant active duty military service credit under the CSRS or 

FERS retirement systems, the employee must provide proof of honorable 
service, type of active duty service and the actual to and from active duty dates. 
Please feel free to contact the ABC-C at (877) 276-9287 for additional guidance.

Once  military deposits have been paid in full you are responsible to 
forward that paid military deposit receipts the Human Resource 
Office.



 Military service deposits must now be paid in full prior to the date of 
separation for retirement.  Employees should allow a minimum of 120 
days processing time prior to their anticipated date of retirement in 
order to ensure that payment is posted prior to their separation.  
Employees who are anticipating retirement in the next 6 months and 
who wish to pay their military service deposit(s) should initiate the 
process immediately.  Questions on military service deposits and the 
process for initiating them may be directed to the Army Benefits 
Center – Civilian (ABC-C) at 877-276-9287 between the hours of 6:00 
AM and 6:00 PM Central Time to speak with a retirement counselor.  
Instructions for initiating the military service deposit process are also 
available on the ABC-C website, https://www.abc.army.mil You may 
also contact the Human Resources, Employee Benefits Section at 573-
638-9500.

https://www.abc.army.mil/


Insurance Programs

# of days 
employees have to 

enroll from hire 
date How to enroll

Website/ form and additional 
information can be found at:

FEHB (Federal Employees Health Benefits) 60 days EBIS
www.opm.gov

www.abc.army.mil

FEGLI (Federal Employee Group Life Insurance) 60 days EBIS
www.opm.gov

www.abc.army.mil

TSP (Thrift Savings Plan) NA EBIS
www.tsp.gov

www.abc.army.mil

FSAFEDS (Flexible Spending Account) 60 days www.fsafeds.com www.opm.gov/insure/pretax/fsa

FEDVIP (Federal Employee Dental and Vision 

Insurance Program) 60 days www.benefeds.com www.opm.gov/insure/dentalvision

FLTCIP (Federal Long Term Care Insurance Plan) 60 days www.ltcfeds.com www.opm.gov/insure/ltc

NGAUS (Technician Ins Program) 60 days
Submit NGAUS-APPMN to 

HR www.ngaus.org

http://www.opm.gov/
http://www.abc.army.mil/
http://www.opm.gov/
http://www.abc.army.mil/
http://www.tsp.gov/
http://www.abc.army.mil/


• Automatically enrolled in Basic

•You must maintain Basic in order to elect 
Optional Coverage

•Elections can be made through the EBIS 
website or using the automated telephone 
system (IVRS) 

•You may only increase coverage within 
first 60 days of employment, with a QLE, 
during Life Insurance Open Season, or 
when you pass a physical exam (Option C 
excluded)

•You may waive or decrease your coverage at 
any time

•Notify ABC-C immediately if your FEGLI 
coverage is not correct on your LES



Option A – Standard
Basic + 10,000

Basic 
Annual Salary rounded up to nearest thousand + $2,000

Option B – Additional
1,2,3,4, or 5 multiples of your Annual Salary

Option C – Family
1,2,3,4, or 5 multiples

$5,000-Spouse * Multiple Selected
$2,500-Eligible Dependent * Multiple Selected



FERS
Retirement Plan

BASIC BENEFIT PLAN

Contribution – 4.4% of 
your salary

SOCIAL SECURITY 
BENEFITS

OASDI (Old Age Survivors, 
and Disability Insurance) -
6.2% of your earnings up to 
the maximum taxable 
wage base
Medicare- 1.45% of your 
total pay

THRIFT SAVINGS 
PLAN (TSP)

Agency automatically 
contributes 1% of your 
salary
Agency matches your 
contributions up to 5% of 
your salary



 Automatically enrolled at 3% of basic pay

 Traditional or Roth Investment Options

 Agency Automatic 1% Contribution, and matching 
of up to 5%

 Agency portion is always Traditional

 Can Increase or Decrease Contribution amount at 
any time (changes take effect at the beginning of 
next pay period.)

 Enrollment/changes are done through EBIS



 Beginning on September 
5, 2015, the default 
investment fund for 
newly enrolled civilian 
TSP participants and 
new beneficiary 
participants will be an 
age-appropriate 
Lifecycle (L) Fund. This 
change is in accordance 
with Public Law 113-255, 
the Smart Savings Act, 
which the President 
signed into law on 
December 18, 2014.

Average Annual Returns (As of 
December 2014) 

L 2040 
Fund*

1-Year 6.22%

3-Year 14.36%

5-Year 11.03%

10-Year N/A

Since 
August 1, 
2005

6.93%
*After 
expenses 

https://www.tsp.gov/investmentfunds/lfundsheet/fundPerformance_L.shtml


FERS EMPLOYEE AGENCY
AUTOMATIC

AGENCY 
MATCHING

TOTAL TSP

0%* 1% 0% 1%

1%* 1% 1% 3%

2%* 1% 2% 5%

3%* 1% 3% 7%

4%* 1% 3.5%** 8.5%

5%* 1% 4%** 10%



 Contributing to the TSP
 Contributions Limits
 Tax Advantages 
 Tax Liability 
 Moving Money from Other 

Plans into the TSP
 Investing in the TSP
 TSP Loans and 

Withdrawals
 Death Benefits
 Other Information about 

the TSP



•Secured Web based application
https://www.abc.army.mil

•Available 24 hours a day
•Create and process electronic benefit 
elections
•Requires use of Common Access Card 
(CAC) authentication
•Requires use of SSN and PIN
•Allows you to print pending benefits 
transactions







999999999

123456 (MMYY)

SSN with no 

dashes

ABC PIN #







• Automated Self-Service Phone System
• To access call toll free 1-877-276-9287
• TDD: 1-877-276-9833 (Hearing Impaired)
• Requires use of SSN and PIN (initially the PIN is 

your MM/YY of birth, then you will be prompted 
to create a 6 digit PIN)

• Available 24 hours a day
• Counselors are available 12 hours per day from 6:00 

a.m. – 6:00 p.m. Central Time



Army Benefits Center - Civilian
1-877-276-9287

Initial Options

Select:

1= Army Civilian

2= DCMA 

Civilian

3= Army 

Uniformed 

Services Member

Select:

1= Customer Service Survey

2= Access Benefits and Entitlements

Select:

1= Current or Separated Civilian 

Employee

2= Retiree or Surviving Spouse

3= Seeking Temporary Continuation 

of Coverage (FEHB TCC) 

To access Benefits and     

Entitlements:

1= Enter SSN and PIN

1= Change your PIN

2= Continue

2= Forgot PIN  

Current Duty Phone

1= Correct

2= Change

Main Menu:

0= Benefits Counselor

1= FEHB

2= Retirement

3= TSP

4= FEGLI

6= Fax Document

9= Exit System 

Menu Information Available after Main Menu Option Selected

1 = FEHB:
1= General Information

2= Personal Information

3= New Employee Election

4= Change from Self and     

Family to Self Only (without 

changing plan)

5= Open Season Election

6= Cancel FEHB

7= Non-Open Season 

Change

8= Fax of latest SF 2809 

0= Counselor

9= Previous Menu

2 = Retirement:
1= General 

Information

2= Personal 

Information

3= Retirement 

Estimate

0= Counselor

9= Previous Menu

3 = TSP:

1= Personal 

Information

2= TSP Election

4= Stop Contributions

5= TSP Catch-Up 

Election

0= Counselor

9= Previous Menu

4 = FEGLI:

1= General Information

2= Personal Information

3= New Employee 

Election

4= Non-Open Season 

Election

5= Open Season 

Election

6= Fax of Open Season 

Election

0= Counselor

9= Previous Menu

6 = Faxed  

Documents:
1= Request a 

Document

2= Index of 

Documents

9= Previous 

Menu



 THREE TYPES:
 Health Care FSA
 Dependent care FSA
 Limited Expense (w/HD 

Plans)

 What is FSAFEDS?  
 A tax-favored program that 

allows employees to pay for 
eligible out-of-pocket  health 
care and dependent care 
expenses with pre-tax dollars.

 For more information visit: 
www.opm.gov

 Enroll through FSAFEDS.com
 If you don’t use your money, 

you lose it. 
 Grace Period for DCFSA
 Carry over up to $500 for HCFSA

Note: It is completely voluntary.

FSAFEDS



Annual Tax Savings Example With FSA Without FSA

If your taxable income is: $50,000 $50,000

And you deposit this amount 
into an FSA:

$2,000 -$0-

Your taxable income is now: $48,000 $50,000

Subtract Federal & Social 
Security taxes:

$13,807 $14,383

If you spend after-tax dollars for 
expenses:

-$0- $2,000

Your real spendable income is: $34,193 $33,617

Your tax savings: $576 -$0-

Note: This example is intended to demonstrate a typical tax savings based on 27% Federal and 7.65% FICA taxes. Actual savings will vary based upon the 
retirement system in which you are enrolled (CSRS or FERS), your state of residence, and your individual tax situation. In this example, the individual 
received $2,000 in services for $1,424 - a discount of almost 36%. You may also wish to consult a tax professional for more information on the tax 
implications of an FSA.



Condition/Type of 
Service/Expense

Account Type Eligible
Expense

Remarks

AMBULANCE HCFSA X ----

ALCOHOLISM/DRUG/SUBST
ANCE ABUSE TREATMENT

HCFSA X Inpatient treatment, outpatient care, 
transportation 

BAN-AIDS/BANDAGES HCFSA X

BEFORE AND AFTER-
SCHOOL CARE

DCFSA X Child must be under 13 or one who is 
incapable of self care and can be claimed 
on your Federal Income Tax Return.

CAMPS, summer or holiday 
(Day)

DCFSA X Child must be under 13 or one who is 
incapable of self care and can be claimed 
on your Federal Income Tax Return.

Payment in advance is not covered. You can 
only be reimbursed for expenses that have 
been incurred

CONTACT-LENSES HCFSA
LEX HCFSA

X Contact lenses, cleaning and soaking 
solutions and lens storage cases are all 
eligible for reimbursement



Federal Employees Dental and Vision Insurance 
Program

 www.opm.gov to research available plans

 Investigate Health Insurance to see what coverage's are 
offered

 Enroll through BENEFEDS.com

http://www.opm.gov/


 Long Term Disability Insurance 
 Depending on your salary you may 

receive $1,100 per month from the 
Basic Disability depending on your 
salary.

 Term Life Insurance
 Each individual is limited to a 

maximum of $250,000 term life 
insurance coverage under all NGAUS 
Insurance Plans through ReliaStar 
Life Insurance Company

Note: Please review 
Limitations/Exclusions on both 
insurances before submitting the 
following form. 





 What is LTC?

 Long term care assists 
with daily living (such as 
eating, dressing and 
bathing) that someone 
may need due to an 
illness, injury, or aging.

 Who is eligible?

 Federal employees, 
Spouse, Parents, parents-
in-law, stepparents  and 
Adult Children (including 
adopted or step children) 
of living employee.






