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Introduction

Purpose The purpose of thigser guide is torpvide managersnd supervisoran
introduction and overview afewMyBiz+ for Managers and Supervisors
functionality anddynamicfeatures

All data contained within this user guide is fictional and does not represent any
real person, position or other record of any type.

Who should use thGuide? DoD Managers and Supervisors

Background The Defense Civilian Personn&tlvisory Service (DCPAS) and its technical
development organization, Enterprise HuriR@sources Information Systems
(EHRIS), championed the replacement of the legacy MyaB&z My Workplace
applicatiors to allow employees to manage personnel data more easilyizMyB
to include MyBiz+ for Managers and Supervisisrpart of the Defense Civilian
Personnel Data System (DCPDS) and accedgddata is protected by
authenticated login.

About MyBiz+ for

Managers and SupervisorsWelcome to MyBiz+ for Managers ai@lipervisors!
MyBiz+ for Managers and Supervisors retains all ofititeal MyBiz release
principles of simplicity: easy to access, easy to navigate, easy to underatehd
more intuitive and interactivelt provides Managers and Supervisats-glance
employednformationdisplay,easy navigation flowsnd new tools.

Managers and Supervisors will benefit from the general features
U Multiple avenues of navigation tbe MyBiz+ for Managers and Supervisors

MyTeam page
U An organizational display dheir Team to include viewing specific detailed
information for employees on their Team in the following categories:
o Personal
Position
Salary
Awards
Bonuses
Performance
o Personnel Actions
U Capability to provide feedback on the functionality and features
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Whoto Call ForDataHelp? For questionsegarding youHR data in MyBiz+, pleasase yourAgency
established process for requesting HR assistance.

Who to Call For System Help? For questionsegarding login or access to oti@€PDS
applicationsor DCPDSsystem functionality, please contact your
Component Help Deskthe Component Help Dessontact list is
located on the DCPDS Portal paage
https://compo.dcpds.cpms.osd.mil/

Use control buttorand mouse click (Ctrl + Click) to follow hyperlinked words leading to helpful screenshots or
additional information. Use the keyboard shortcut Alt + Left Arrow to return to the jumping off point.
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Accessing MyBiz+#or Managers and Supervisors

DCPDS Portal Page

All users must log in at the DCPDS Portal page. This is the authentication page which allows access if
permitted. The DCPDS Portal page hasew, modern look and feahd is timed withthe release of

MyBiz+. The updated DCPDS Portal page retains the same features, tips and functionality as the former
login screens.

To accesdyBiz+, navigate to the DCPDS Portal i@itps://compo.dcpds.cpms.osd.méhd fdlow your
Componenbr AgencySmart Card/Common Access Card (CAC) and 1$omart Card/NofCAC accesdog
in process.

Upon login and acceptance of the Privacy Act Statement, DoD employee users are ditbetslyBiz+
homepage.

Military and Externalises are directed to the old My Workplaasponsibility page.

Login Help | Contact List | Frequently Asked Questions (FAQ)

|[News and Information |

Smart Card Access Info
Last updated September , 2014
13:00 COT Click the login butten below and select your nen-email digital certificate.
Smart Card Login
- First time Smart Card (CAC) user?|Reqister Here |
IComponent Help Desk Informatlonl

If you are having problems accessing this site, please select Contact List to locate and directly contact your
Component Help Desk

5 Frequently Asked Questions (FAQY
For additional information, check out our Frequently Asked Questions (FAQ] Returning Hon-Smart Card (Hon-CAC) User? Click the button below.

Non-Smart Card Access

First time Non-Smart Card (Non-CAC) user?|Reqister Here
Password pmblems"

For technical problems, select the Contact List for your erganization's computer
support Help Desk

Privacy Act | Accessibility/Section 508 | Privacy and Security Policy | DCPDS Information
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Internet Explorer Compatibility Mode

If your browser is in Internet Explorer Compatibility mode, a notification will pppFollow the instructions in
the notice. Changing trmpatibility modewill refresh the browser to the correct vieg state.

Your browser is in Internet Explorer Compatibility View.
MyBiz+ will not display as designed whie in this view. Change this view by folowing the instructions below. Once changed, you will be directed back to the page you
How to Change the View

There are two ways 10 changs the browser view. Both of these methods are descrided below. The correct method depends on how the internet Explorer user interface

 managed
Toolbar icon Method

Compatibity View can be controlled by the | 13 | icon located in the 100t bar in the fop right portion of your browser. This r may ot be dsplayed depending on

user settings. i this icon s present you can change the view by clcking this bution. Piease button location g screen shot sampie

e =)
- ol x| X
ﬁ Click to change view
v E) v mm v Pagew Sefetyw Teckv @

F12 Hotkey Method

ct view state. Piease noto the folowing screen shot sample

W Emoloyee and Mansger Ports! - Developer Tooks % W e - - - =
Fle Find Daable View Outine Images Cache Took Vabdate | [LRSSSTERRSSTRSISIINY Document Mode: 37 Standards
HIML]| €SS Scopt Profiler
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Update Work Email AddresBop-up

Upon accessing MyBiz a work email pop upvill display for employees whose DCPDS records do not
contain a work email address. Select OK to immediately update the Work Email address, or cancel to
update at a later time.

Work Email

Your work email is not contained in your Contact Information.

Select OK to add your work email now.




MyBiz+ Log Out Z a Two-Step Rocess

There are two (2) log out sessionsne forMyBiz+ andone for theDCPDS Porta(the authentication page).

MyBiz+

Begin theMyBiz+ logout process by using th@goutlink on the upper right of the MyBiz+ homepage.

Hint: If MyBiz+ is left idle for too longandthe Logout link becomes unresponsigiese the MyBiz+ browser
tab on the address bar by clicking the X.

@E& Other DCPDS Applications

The 2014 W-2's (Wage

and Tax Statement) are Read/Unread

- No Notifications At This Time:
available for all

DoD/Non-DoD civilians.

. Go to myPay to view or

print your W-2. o

»n

Notifications

Title

% You have no unread notifications.

% Favorites

© Help Logout

Start Date

TheLogged Ouimessage appeansth instruction toclose the MyBiz+ tab on the address l&amce you close
the MyBiz+ tab, his actionwill retum you to the DCPDS Portal page

File Edit View Favorites Tools Help

Logged Out

Thanks for using MyBiz+. Please close your browser window.

DCPDS Portal

Selectthe Logoutbuttonto exit the DCPDS Portal session, and then selleste® complete the process.

DCPDS porTAL

Choose your Path




MyBiz+ Homepageviap

Menu Bar, SliderNotifications, Navigation Bar

° Other DCPDS Applications - # Favorites - @Help~  Logout
Notifications

MyBiz+ offers employees improved navigation and HR information in an easy to understand display!

- Read/Unread Title Start Date
f + Help us continue to improve MyBiz+ by visiting Provide Feedback and telling us what you No Notifications At This Time
think.
(RN ]
Welcome, Test Account The information is current as of Ue-Jan-2015

LAY I-FY

Gross Pay 65435
Marketing and Management (512011)
Net Pay 39281 (2017)
Pay Period End Date 01-Mar2014
RKETING (14-Jul-2014 - 18-Jul-2014)
N c ses Available
— Healih Insurance: Blue Cross and Blue Shield (10)
Life Basic only 4 Last Personnel Action
$Leave
Type of Action Individual Time OFf Award
Annual Leave Balance: 7000 Efective Date [—
Sick Leave Balance: 202.00
Annual Leave Forfeit Balance (Use or Lose) 152.00
Detail Pages

> | B
o L

Accessibility/Section 502 | Privacy and Security Policy | System Help Desk Contacts

@Menu Bari Contains MyBiz+ logo link and provides link access to other systems, helpful resources anc
selfhelp documentslt is located under the address bar.
1 Other DCPDS Applications  Allows access to other regiongications.
1 Favoritesi Manage default website links by adding, or removing favorite website links. These will
open in a new browser.
1 Help- Includes training guides, provide feedback and Screen Reader mode for 508 users.
1 LogOut- Log out of MyBiz+and close the browser.

@Slider'l' provides gooeo-know current information for all employeksated in the upper left corner

@Notifications'l' Displays upfront notice of HR actions or updates to your record, or actons
interestsall located in the upper right corneselect the Notifications title to view all
notifications on one page, utilize the scroll bar to view notifications, or select a specific notification.



@Navigation Baf The navigatiorbar exsts on all pages within MyBiza&nd islocated under the Slider
and Notification areas. The bar displélye Home link on the left, and tii¥etail Pagacons on the right. It
allows for direct navigation to all Detail Pages from any location within MyBizreturn to the homepage
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Provide Feedback, Views, Manage My Views, Detail Pages, Footer Information

Other DCPDS Applications -

Notifications
MyBiz+ offers employees improved navigation and HR information in an easy to understand display!

BiZ
f T Heto us continue to improve MyBiz+ by visiting Provide Feedback and telling us what you

think

(<] ©

esee X

Read/Unread Title Start Date
No Notifications At This Time

Welcome, Test Account The information is current as of 06-Jan-2015
# You have no unread notifications.

#A5® LB

4 Last Personnel Action
Type of Action: Individual Time OF Award

Effective Date: 30-Nov-2014

Annual Leave Balance: 70.00
Sick Leave Balance: 202.00

Annual Leave Forfeit Balance (Use or Lose) 153.00

Detail Pages

Ak
$ >l ] B
Pay, Leave \
‘and Benefits Paosition Performance Reports

‘Security Policy | System Help Desk C :”'aclm

N/

@Provide Feedback This link will remainavailabk for some timafter release of MyR+ andthus
allows employees to submit design and funclitm comments and suggestions on MyBiz+.

@ViewsAreaT TheViews are located in the middle of the MyBiz+ homepagethedscreenshot above
depicts the default layoeimployees will see upon initial log.in

@Manage My Views Link This interactive tool llows employees to customize teews area(#6) by
moving theViews around (placementithin the center argaadding a Viewhiding aView or exchangingne
View for another

° Detail page$ The ®lor andicondefinedtilesidentifies the type of Hihformationcontainedwithin;
andthetile colors and icons coordinate with the Vietab colorand iconalongwith themini-iconson the
navigation bar

@Footer Information

- Accessibility/Section 508~rom the Rehabilitation ActpnformationTechnology must be accessible
and usable by as wide a range of people with disabilities as possible including people with visual
disabilities(e.g., blindness, low vision and lack of color perception)
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- Privacy and Security Policy; includes mandated Harimation.
- System Help Desk Contacts; contains a list of the Component/Agency Defense Civilian Personnel
Data System (DCPDS) help desk contact information.
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MyBiz+ Fundamentals; Views, Detail Pages, Colors and Icons

MyBiz+ icons and associated colors drgtinctthroughout the MyBiz+ pagesousers can quickly identifgnd
moveaboutwith one mouse click.

Views

TheViews are located in theenter of the homepagad can beustomizedy the employe€rhe homepage
accommodatesne (1) tosix (6) Views, and &hView contairs specific information fronwithin the Detail
PagesUsethe title link to access thmrresponding Btail Page

Some usersuch asManages, Supervisos andHR will have the ViewOther Responsibilities/Applicatiorisot
shown)in placeof the Professional Development View.

For example, the Leay®ay and Insurandéews below(greentalbs) aresectiors of informationwithin the
Pay, Leave and éhefits Detail Page (green tile with $ icon).

Manage My Viewd.ink

Customizehe Views by using the interactive tool lifdanage My Viewtocated on the ghtside. Click on the
orangeTip for a quick reference For more information about managing the views, sed/tnegage My Views
user guide under Help.

Key Services and Other Responsibilities/Applications

What You Need to Know
U There are twd@2) Views that do not have a correspondidetail Page Key Services and Other

Responsibilities/Applications.

U The Key Service¥iew containsquick access links to the most popular products and seriticke®s
not contain personal information

U TheKey Serviced/iew defaults on thdMyBiz+ homepage for all new employees and accounts.
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