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MyBiz+ User Guide

Use the control button and 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 starting

point.

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

record of any type.
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Introduction

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

Use control button and 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 starting point.

Purpose
The purpose of this user guide is to provide employees a reference about the MyBiz+ functionality and dynamic
features.

Who Uses the Guide?

This guide is intended for DoD Appropriated Fund, Non-Appropriated Fund (NAF) and Local National (LN)
employees. The user guide for MyBiz+ for Managers and Supervisors is contained in a separate guide, located
under Help on MyBiz+.

Background

The Defense Civilian Personnel Service (DCPAS) and its technical development organization, Enterprise
Human Resources Information Systems (EHRIS), originally championed the revision of the legacy My Biz
application to allow employees to manage personnel data more easily. MyBiz+ is part of the Defense Civilian
Personnel Data System (DCPDS) and access to employee data is protected by authenticated login.

About MyBiz+

Since the release of MyBiz+ in November 2014, MyBiz+ has developed and expanded. Enhancements

to MyBiz+ are mostly generated from customer comments through the Provide Feedback tool. MyBiz+ is
employee focused and the application remains based on the principle of simplicity: easy to access, easy to
navigate, easy to understand, and more intuitive and interactive. It provides users at-a-glance information
display, easy navigation flows, new tools and customizable views.

Employees will benefit from:

v

Capability to provide feedback on the functionality and features
Customization of some pages

Multiple avenues of navigation within the MyBiz+ pages

A well-organized display of personal information

v Vv
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Who to Call for Data Help?
For questions regarding your HR data in MyBiz+, please use your Agency established process for requesting
HR assistance.

Who to Call for System Help?

For questions regarding login or access to other DCPDS applications, or system functionality please contact
your Component Help Desk. The Component Help Desk contact list is located on the DCPDS Portal page at
https://compo.dcpds.cpms.osd.mil/

Accessing MyBiz+
DCPDS Portal Page
To access MyBiz+, navigate to the DCPDS Portal @ https://compo.depds.cpms.osd.mil/ and follow your

Component or Agency Common Access Card (CAC) and Non-CAC access log in process. This is the
authentication page which allows access if permitted.
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For CAC Card users, select the non-email certificate. Upon login and acceptance of the Privacy Act Statement,
DoD employee users are directed to the MyBiz+ homepage.

About Documents

MyBiz+ does not have upload or storage capability for documents such as appraisals, transcripts, or resumes.
Refer to the Electronic Official Personnel Folder (¢OPF) which is the electronic version of a hardcopy Official
Personnel folder (OPF). Each Component has a specific web link to eOPF; search “cOPF” in your internet
browser, or check your Component’s website for the specific link. Click ¢OPF for more information.

Use control button and 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 starting point.

Internet Explorer Compatibility Mode

If your browser is in Internet Explorer Compatibility mode, a notification will pop up. Follow the instructions in
the notice. Changing the compatibility mode will refresh the browser to the correct viewing state.

Your browser is in Internet Explorer Compatibility View.

Update Work Email Address Pop-up

Upon accessing MyBiz+, a work email pop up may 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 later.




Logging out of MyBiz+

Logging out of MyBiz+ is a two (2) step process. There are two (2) log out sessions — one for MyBiz+ and one
for the DCPDS Portal.

MyBiz+ Log Out

Begin the MyBiz+ logout process by using the Logout link on the upper right of the menu bar on MyBiz+
homepage.

If MyBiz+ is left idle for too long and the Logout link is unresponsive, close the MyBiz+ browser tab on the
web address bar by clicking the X.

The Logged Out message appears with instruction to close the MyBiz+ tab on the web address bar. Once you
close the MyBiz+ tab, this action will return you to the DCPDS Portal Path page.

Logged Out

DCPDS Portal Logout

Select the Logout button to exit the DCPDS Portal session, and then select Close to complete the process.
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4. Navigation Bar — The navigation bar exists on all pages within MyBiz+ and is located under the Slider and
Notification areas. The bar displays the Home link on the left, and the Detail Page mini icons on the right. It
allows for direct navigation to all Detail Pages from any location within MyBiz-+.

MyBiz+ Homepage Map

Menu Bar, Slider, Notifications, Navigation Bar

1. Menu Bar — Contains MyBiz+ logo link and provides link access to other systems, helpful resources and
self-help documents. It is located under the internet address bar.

e Other DCPDS Applications - Directs access to other regions and applications.

e Favorites — Manage website links by adding, or removing favorite website links. These will open in
anew browser.

e Customer Support — Update MySupervisor is a new tool for employees to submit a request if their
supervisor is wrong, or blank in MyBiz+. An accurate hierarchy is critical for future MyBiz+
applications. You can find the supervisor name on the center of any one of the Detail Pages. It is not
displayed on the home page.

e Help - Contains self-help user guides, simulations, and Screen Reader mode for 508 users.

e Log Out - Log out of MyBiz+ and DCPDS Portal and close the browser.

2. Slider — located in the upper left corner; provides current, good-to-know information for all employees.
3. Notification Area — Messages appear here when HR actions or updates are made to the HR record. Select

the Notifications title link to view all notifications on one page, utilize the scroll bar to view notifications, or
select a specific notification to read the description.

Provide Feedback, Views, Manage My Views, Detail Pages, Footer
Information

5. Provide Feedback — This tool is available for users to provide feedback about their overall impression of
MyBiz+, to submit suggestions or enhancements about the design and functionality, or questions or problems
regarding HR data.

6. Views Area — The Views area is located in the middle of the MyBiz+ homepage and the screenshot above
depicts the default layout employees see upon initial log in.

7. Manage My Views Link — This interactive tool allows you to customize the Views area (#6) by moving the
Views around (placement within the center area), adding a View, hiding a View or exchanging one View for
another. Select the orange TIP next to the link for a quick guide, or view the simulation under Help.

8. Detail pages — The color and icon defined tiles identifies the type of HR information contained within the
pages; and the tile colors and icons coordinate with the Views tab color and icon along with the mini-icons on
the navigation bar.

9. Footer Information —

- Accessibility/Section 508 (From the Rehabilitation Act; Information Technology 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).

- Privacy and Security Policy; includes mandated IA information.



- System Help Desk Contacts; contains a list of the Component/Agency Defense Civilian Personnel
Data System (DCPDS) help desk contact information.

» The Other Responsibilities/Applications View defaults on the MyBiz+ homepage only if it is applicable
to employees who have additional accesses or responsibilities within DCPDS, such as HR. This View
offers quick access links to these workspaces.

Manage Key Services

Select, deselect, or change the listed order of Key Services by selecting the Manage Key Services link located
on the right side.

 Key S
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Key Services Links

Manage Key Services — a tool to customize the available quick links; see the orange “Tip”

Update MySupervisor — a tool to request an update to your supervisor

MyPerformance — MyPerformance is applicable to NG and DCIPS employees only

Request Employment Verification — submit a request for Employment Verification

Civilian Career Report — Create a customizable report to pull career data into one easy-to-read report
Update Contact Information — Add or make changes to Work Email and Work Address, Phone numbers,
and Emergency Contacts

Update Professional Development — quick access to update Education, Training and
Certifications/Licenses

YV V VYV
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SF50 Personnel Actions (or Notification of Personnel Action (NPA
current SF50s or NPAs.

—a quick access link to your

MyBiz+ Fundamentals; Views, Detail Pages, Colors and Icons

The icons and associated colors are distinct throughout the MyBiz+ pages for users to quickly identify and
move about with one mouse click.

Views

The Views are located in the center of the homepage and are customizable. The homepage accommodates one
(1) to six (6) Views, and each View contains specific information from within the Detail Pages. Use the link on
the title bar to access the corresponding detail page.

For example with the screenshot below, the Pay and Leave Views below (green tabs) are sections of
information within the Pay, Leave and Benefits Detail Page (green tile with $ icon).

Some users such as Managers, Supervisors and HR will have the View Other Responsibilities/Applications (not
shown here) in place of the Professional Development View.

Manage My Views Link

Customize the Views by using the interactive tool link, Manage My Views located on the right side. Click on the
orange Tip for a quick reference. For more information about managing the views, see the Manage My Views
user guide and simulation under Help.

Key Services and Other Responsibilities/Applications

» There are two (2) Views that do not have a corresponding Detail Page; Key Services and Other
Responsibilities/Applications.

» The Key Services View contains quick access links to the most popular products and services; it does
not contain personal information. New for 2016 is the Manage Key Services link. It allows
customization of the list of key access links.

» The Key Services View defaults on the MyBiz+ homepage for all employees and now includes a
customization tool, Manage Key Services.

Detail Pages

The Detail Pages are identified below as colored tiles with icons and the associated name. Within the Detail
Pages, there are sections of information that contain pertinent HR information.
Dietall Pages

BE HOAA

Detail Pages - Colors and Icons

The table below provides the specifics about each colored tile, the icon and associated name, what type of
underlying information is contained and how the information is displayed in MyBiz+.

Use the control button and mouse click (Ctrl + Click) on each icon in the table for additional information. Use
the keyboard shortcut Alt + Left Arrow to return to this page.

Table 1 Detail Pages Colors and Icons

Detail Page Tile Color | Types of Data How the Information is

Icon and Name Displayed
Personal Purple Personal, Contact, Appointment Information, Accordion Format (Default) or

Retained Grade Details, Disability, Ethnicity and Carousel Format

Race, Language Information, Veteran Information,

Service Computation Data Information sections,
Demo Date Information, Demo Project — CCS/CCAS,
SF50 Personnel Actions, or Notification of Personnel
Actions (NPA), Enterprise Programs and Functional
Communities

Note: Some sections in
Personal may not pertain to all
employees.

Pay, Leave and Green Pay Information, Non-Pay Information, Pay Detail, Pay, Leave, Retirement, and
Benefits Leave, Retirement, Insurance, Awards and Bonus Insurance sections are available
sections as a View option on the home

page.
Awards and Bonuses are

Py, Loares : shi f

s viewable from within the detail
page.

Professional Displays Education, Training and These sections are available as a

Development
Yellow

Certifications/Licenses sections

View option on the home page
and are updateable on the detail
page.




Detail Page
Icon and Name

Tile Color | Types of Data

Displayed

How the Information is

MyBiz+ Buttons, Related Help, and Icons

Position Blue

Appointment, Position, Position Additional
Information, Language Details, Position Tracking,
o3 Demo Position Information, Position military to
Civilian Conversion, Career Program/Fields, SF50
Personnel Actions, or Notification of Personnel
Actions (NPA), Enterprise Programs and Functional

Last Personnel Action (SF50 or
NPA) is available as a View
option on the home page.

MyBiz+ uses standard action buttons: Add, Cancel, Continue, Delete, Edit, Next, Preview Report,
Previous, Print, Remove All, Return, Return to Homepage, Search, Select All, Update, View/Print.

Related help is found within the MyBiz+ pages and identified as Important!, Related Information, Notes,
orange colored TIPs, Note, and Instructions.

The referenced images and icons in the left column below are examples to illustrate the context description.

Table 2 Provides images of icons and symbols used throughout MyBiz+ along with the description

Communities
Performance Orange Active Appraisals (NG and DCIPS only) Performance page is available
and Past Performance Ratings and Demo to select as a View option on the
home page, and view only
within the detail section.
Tan Civilian Career Report, Awards Information, All reports are available from

Interactive Reports

Certifications and Licenses, Emergency Contact,
Joint Duty Assignment, Training Report, Employee

link.

this detail page, or they are
accessible directly from the
associated detail page as a

Images and Icons

Context Description
MyBiz+ official Logo; located on all pages
within MyBiz+; select to the MyBiz+ logo on
the menu bar to return home.
Miniature Icons
The icons are located on the right side of the

Images and Icons

Context Description

The Star icon indicates a highlighted interest.

o ©

e e n

Slider Play Indicators

Standard play/function indicators for slides
include, rewind, forward, play and pause. The
three dots indicate the number of slides.

% You have no unread notifications.

Notice
The asterisk star indicates a message
notification.

Work Schedule: Full-Time

Days of the week and hours of the day the
employee is regularly scheduled for work.

Hover Overs

Roll the mouse over a label and a hover over
definition or explanation appears. Hover overs
are used extensively throughout MyBiz+.

E3 A value must be entered for Education Level

Error
A red X with red text indicates a value is
missing or an error has occurred.

Education Level

Information
An orange ‘TIP” exists when there is useful
information pertaining to the topic.

Page Indicators

For multiple pages of information, standard
direction indicators are used:

First page, Back one Page, Page numbers,
Forward one page and Go to last page.

Expand an additional section on page

Check Box.
Used in the Detail pages to view multiple
sections at the same time.

i Accordion View

Gift box Icon; used exclusively on the Personal
Detail Page.

The Accordion View formats the sections in a
list; arrow indicators indicate underlying
information.

ik Data Carousel View

Gift box Icon; used exclusively on the Personal
Detail Page.

The Data Carousel View formats the sections
as ‘index cards’ or stations which can move
around clockwise.
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Carousel Actions

1. Add or remove rows from the Carousel
station display.

2. Shuffle the carousel station one clockwise.

x

Close screen.
The black X closes a pop up screen.

navigation bar and each icon has a hover over
identifying the Detail Page name. The icons
are on every MyBiz+ so you can move quickly
to other pages. In order as shown on the right:
Home, Personal, Pay, Leave and Benefits,
Professional Development, Position,
Performance, and Reports.

Navigation bar

The navigation bar appears on every page in
MyBiz+. The left side identifies the Detail
Page, with the associated bar color. The
miniature icons on the right side of the
navigation bar are on every page within
MyBiz+. The mini icons allow quick access to
other sections of MyBiz+ pages.

Linked Text or Labels

Blue underlined text, such as a title or label
indicates there are underlying pages or
documents. Click on the highlighted link to go
where that information exists.

Linked Titles or Labels

‘White underlined text, such as in a View title,
when clicked takes you to where the detailed
information exists.

Blank Blank

Drop Down Arrow Indicators

Small drop down or side arrows (in red circle)
indicate a list of values or additional
information. Arrows require one mouse click
to open and close.

ve and Benefits #AS® LB

Pay, Leave and Benefits

Request Employment Verification

2! eave
Pay Period End Date
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Personal Detail Page

The Personal Detail Page contains thirteen (13) sections of information — and the information is specific to the
employee as an individual. Not all sections of information are applicable to all employees so the data fields
may be empty.

What You Need to Know

v

There are two (2) viewing formats for Personal information: Accordion (Default) and Carousel.

» SF50s or Notification of Personnel Actions (NPA) are located in both Position>SF50 (NPA) Personnel
Actions, or Personal> SF50 (NPA) Personnel Actions in the Accordion format.

» SF50’s or NPAs are not in the Carousel page layout.

Accordion Format

» The data sections are displayed in list fashion. Select the arrow indicator to open the section. One
section opens at a time unless expanded.

» Check the box Expand an Additional Section on Page as depicted below to view multiple sections at the
same time.

» Current SF50’s or NPA’s are located in the SF50 Personnel Action section (also located in Position).

o For appropriated fund employee’s, only SF50’s processed on or after 23 September 2007 are
available for viewing or retrieval.

o For non-appropriated fund and local national employees, only personnel actions processed on or
after 23 March 2008 are available for viewing or retrieval.

» For personnel actions prior to 2007 — refer to your Electronic Official Personnel Folder (¢OPF). This is the
electronic version of your hardcopy official personnel folder (OPF). Each Component has a unique web link to
eOPF. You can search the internet for “eOPF”, or check your Component’s website for the link.

o Click eOPF to learn more.

» The function to retrieve SF50’s, or other personnel actions (NPA) from previous DoD employment

exists within the SF50 Personnel Action section in both Personal and Position detail pages.

o SF50 Retrieval is a two-part process located within Personal> SF50 (NPA) Personnel Actions.
The Retrieve SF50s button initiates a retrieval request from DoD agency databases, and the Fetch
SF50s button (not shown here) brings the SF50s in.
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Accordion Views

The following table identified the data information in the Personal detail page whether it is updateable or view
only.

y y
Information
Contact Updateable Service View Only
Information Computation
Date (SCD)
Information
Appointment View Only Demo Date View Only
Information Information
Retained Grade View Only Demo Project View Only
Information CCS/CCAS
Disability Updateable SF50/NPA View Only
Personnel
Actions
Ethnicity Updateable Enterprise View Only
Programs and
Functional
Language Updateable Not Used
Information
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Pay, Leave and Benefits Detail Page

Except for the Awards section, the sections on this page are view only of current and historic pay information,
current leave balances, retirement plan with TSP information, active insurance plans and bonus information.

What you need to know

» The Pay, Leave and Benefits Detail Page is identified by a white dollar sign icon and green background.

» The Awards section below displays the award history, allows for self-certified additions (Add button)
and has a linked report function. Use the page scroll bar at the bottom to change pages.

» To expand and view multiple sections at the same time, check the box Expand an Additional Section on
Page.

%> Select the Print Awards Information Report link on the right to generate a consolidated list of awards.

St gy A e e

23

Carousel Format

» The Carousel format is an interactive display of data for eight (8) of the thirteen (13) sections on the
Personal Detail Page.

» To edit information from a station, the station must be positioned front and center.

» Select any tab heading to bring a station to the front.

> Select the clockwise arrow icon on the far right side of the tab to move the stations clockwise.

» Select the half moon m icon on the right side to add or remove rows of data from the station
display. A pop up allows you to make your choices.

» To change from the Carousel format to the Accordian format, select the Accordion View link under
the left side of the navigation bar and vice versa.

Language

» Manage Stations is a new feature located at the upper left and allows you to select the data
applicable to you.
» You must have 6 stations on the page.
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= Professional Development Detail Page

The Professional Development Detail Page allows employees to view and update their Education, Training and
Certifications/Licenses.

What You Need to Know

» Read the guiding information on the screen and any tips before you start entering in data. It
contains valuable “what you need to know before you start” details.

» The Professional Development View on the home page displays the most recent Education, Training and
Certification/Licenses entry.

» Select the Professional Development title in the homepage Views, or use the Update Professional
Development link in Key Services, or select the yellow Professional Development tile, or mini icon
(Graduation Cap icon) for direct access.

» Professional Development information is displayed via a Parent/Child view. In the Education example
below, the Education level/ Post First Professional is the parent (Blue bar), and the corresponding details
below is the child.

» Update Source: Verified means HR updated the information, Self Certified means the you, the
employee, updated the information.

» Use the Add button for a new entry that is not yet documented in the Training history.

24



Position Detail Page

The Position Detail Page provides ten (10) sections of comprehensive information about your position,
assignment history and the position requirements. The Positon page icon is a person carrying a wrench and
toolbox on a blue background. The data on this detail page is view only.

What You Need to Know

» There are ten (10) sections of position information displayed in list fashion. Select the arrow indicator at
the left to open the section. One section opens at a time unless expanded.
> Check the box Expand an Additional Section on Page as depicted below to view multiple sections at the
same time.
» Current SF50’s or NPA’s are located in the SF50 Personnel Action section (also located in Position).
o For appropriated fund employee’s, only SF50’s processed on or after 23 September 2007 are
available for viewing or retrieval.
o For non-appropriated fund and local national employees, only personnel actions processed on or
after 23 March 2008 are available for viewing or retrieval.
For SF50s or NPA personnel actions prior to 2007 — refer to your Electronic Official Personnel Folder
(¢OPF). This is the electronic version of your hardcopy official personnel folder (OPF). Each Component has a
unique web link to eOPF. You can search the internet for “eOPF”, or check your Component’s website for the
link.
o Select eOPF for more information.

v
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Pertormance

Performance Detail Page
The Performance Detail Page displays current and past performance appraisal information only.
What You Need to Know

» The Active (current) Appraisals section applies to National Guard (NG) and Defense Civilian
Intelligence Personnel System (DCIPS) employees only.

» Past Performance Ratings section applies to all employees who have appraisal ratings in their HR
record.

» The actual hard copy performance appraisal documents are not stored in MyBiz+.
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» The function to retrieve SF50’s, or other personnel actions (NPA) from previous DoD employment
exists within the SF50 Personnel Action section in both Personal and Position detail pages.

o SF50 Retrieval is a two-part process located within Position or Personal> SF50 (NPA) Personnel
Actions. The Retrieve SF50s button initiates a retrieval request from DoD agency databases, and
the Fetch SF50’s button (not shown here) brings the SF50’s in.

o The SF50 timeframes mentioned above apply to the SF50 Retrieval.
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el Reports Detail Page

The Reports Detail Page provides the standardized and interactive reports in one location. The Civilian Career
Report and Employee Interactive Reports are customizable.

What You Need to Know

> All reports are available from this one detail page, or some are accessible directly from the associated
detail page as a link:

v’ Key Service>Civilian Career Report

v’ Pay, Leave and Benefits>Awards Report

v Key Services > Emergency Contact Report

v' Personal> Joint Duty Assignment Information Report

v' Professional Development >Training Report
The Reports page has two view options; List View and Thumbnail as identified below
Select the View/Print link to create the report, open and save the report, or view previous output
Employee Interactive Reports allows for creation of customizable reports, plus two standardized Basic
Information and Pay/Leave reports

Y V VvV

m Fage dwn

Employee Reports
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» Learn more about Interactive Reports from the user guide posted under Help on the MyBiz+ home page
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The Employment Verification page requires selection and input:

1. Information to Send - Select either Employment Information or Employment and Salary Information.
Definitions of each are in the box on the right labeled Related Information.

2. Recipient Information - The TO block is used for the third party email address such as the bank or
lender, etc. *My Email is the email address of the employee where the password will be sent. *My
Email defaults to the work email address in the system, however, the email address can be overwritten.

The Note located below *My Email explains the email process in detail.

Select the Continue button at the bottom right to preview the employment information selected and to move on
to the Acknowledge and Submit page.

Use the Cancel button to terminate the request in its entirety and return to the MyBiz+ homepage.

Employes
Supervisor

Meame | Empheyment Vernesta aasw 140

Intormaton

Emsioymare rarfe st reeates emgicymert whamatin Bnd cphonsly Aalary mhrmaion 13 20 ertemial srpandatin o parton Eae heoan &3 Retmar

e

maled 1 you o1 B8 2odens ¥ your e-mal
saton > Viark Ermat » Upa

e i e Wy Dol fald b
ot wrk 0. emad by wwinctog K

Fecated v eon

E ooy mert niamaton Reieaies (e1onl pesgreent w3 parinl

of sarcce dutnin

31

Request Employment Verification
What You Need to Know

» Employment Verification is available from the Key Services View.

» Employment Verification within MyBiz+ provides Appropriated Fund (APF) and Non-appropriated

Fund (NAF) employees the functionality to send employment verification information directly to a

Third Party Requestor via e-mail.

Employees may request as many employment verifications as needed.

The employment verification information consists of employment only or employment and salary

information. A preview function is available before the transaction is completed.

The recipient and employee both receive a password-protected attachment, and only the employee

receives the password in a separate email. The employee must provide the password to the recipient.
NAF Note: All screen displays are the same for APF and NAF except for the NAF Employment and
Salary Information section and output. NAF salary information provides Average Hours Per Pay Period
and Base Pay as opposed to APF providing Total Pay and Total year-to-date (YTD).

v VvV

v

v
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The Employment Verification - Acknowledge and Submit page depicted below has two (2) sections with four
options:

Sections:
1. Recipient Information - Shows the email addresses entered from the previous page, the Reference
Number of the transaction and an information disclaimer.
2. Preview - Displays the employment information or salary information as selected from the previous page.

Four Options:

1. The Print Receipt button located in the upper right allows employees to print or save a PDF copy of
their employment verification information. A decision box will appear to either open the document to
preview it, or save it.

2. Cancel button, if selected, aborts the request in its entirety and the navigator screen will display again

3. Back button will take you to the previous page.

4. Select Acknowledge and Submit button to continue with the request.

e
Fun T o
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Confirmation - After the Acknowledge and Submit button is selected, the confirmation page displays with a
disclaimer about the process and shows the email addresses involved. Select Yes to continue.

e
o 5 e e, e e g ot e 7 [
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Consent to Release - The process continues with the Consent to Release page; consenting the release of PIT
information to the Recipient. Select Yes to continue.

Email Confirmation - This is the final page of the request. Select Return to Homepage, or select one of the
mini icons from the Navigation Bar, or select Home.

et it v
7 e et
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NAF

This is a NAF Print Receipt example depicting the salary information as it differs from APF salary information.
The ‘emailed to’ line at the bottom is blank because this is the Print Receipt copy.

Employment V.

MAF EXAMPLE

NOTE: Thir perzomally iy provided i you solely for

12 ot o By ksed o
oot of tht bt b o i oot ¢ adkised s il should elsn be
with ather applicable state or becal laws

Employvment and Salary Information.
Dear S or Madam,

The following informmtien & previded is respomse bo your regaest for an Employment and
Income Venfication; Reference Number: 391 580_30140710101557

Employes Name: Juliss
Tnformarion Curvens a5 of: 12.Nov. 2014

AVIANG AB
Dty Station: AVLAND / TTALY

Sochal Security Number (last 4-digits caly):

Emplovument Status: Activ

Mot Eecent Start Dace: lﬁ-\v»‘m

Service Computation Date - Length of Service: 24-Jan-2010
Total Thme With Emplover: 4 vears 5 monfhs 16 days

Job Title; BOWLING CENTER OFERATIONS MANAGER.
Rate of Pay: Hourly

Average hours Per Pay Period: a1 least 40
Bace Pay: $1140

Emailed To:
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Print Receipt Examples of Employment Verification

APF

The Print Receipt copy is the same as what the Recipient will receive. The ‘emailed to’ line at the bottom is

blank because this is the Print Receipt copy and it has not been sent to anyone.

Employment Verification

Example of APF Print Receipt

NOTE: This document comamms persenally Kientflable mfsrmanian providad 1o you solely for
the purposs of emplaymens andior colary qummn at vt request and with the consens af the
persom 1o whom this nformation parains. This fufarmation is subject to the Privacy Act of 1974,

JUs 52, and I mof fo be wed or disseminated for amy ather purpase withour the xpress
‘consent af the imdrvidual to whom i pertains. B¢ advised this mformerion shouid aizo be
safiguarded in secordance with other agpiicabis fedsral, siate or focal fows.

Employment Information
Dear Sar or Madam.

The following information is provided i response to yous request for an Ensployment
Verificaton: Reference Number. 389052, 2014070330231,

Emploves Name: Test Account
Informarion Carvent as of: 12-Nov-2014

z..plm.rus Air Forces, Enrope

5 Address:
US.A.F IN EUROPE CM Al

COMMAND: 0D

PELSO\'\'E.L ORG-5TR: AIK
RAMS d r\.u(il;RMY 09094-5000
AUTH PAS: RFODI

Dty Seation: RAM‘."I'ED GERMANY

Social Security Number (last 3-digits cnly)k

Employment Stams: Active

Muost Recent Start Dare: 08-Ape-1585

Original Hire Date: 0. Ape.1985

Total Time With Emplover: 29 vears T months 15 days

Jab Title: SUPERVISORY HUMAN RESOURCES SPECIALIST

Employment Verification Email Examples

For both APF and NAF, this is an example the Employee receives containing the document password. The
employee should provide the Recipient the password so they can access the Employment Verification
information.

L e e SRRy ——

Sobjert Emplepment Veriiustion 30043 JL43EH 19918

[Document password: 481675763
This a- th sentta hoan.com. 12 & yeur

Frsponsidilny 1o privide 1his pniword 1o the recpien,

This & ¥ : plnase do iy g
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This is an email example the third party Receipient receives (i.e., Bank or Lender). Notice the attachment on the
email and the password screen below that appears once the attachment is opened. The employee is responsible
for providing the third party receipient the password.

Sagject: W, Lmpheyment Venfication
Sgned By

I Meriage E—uuuno\ istan pat

<ere-Briginal Message--—
From: MR Employment Venfication System ]
: 3.l

Sant:
To:
Suject: Employmant Varification for Tast

if for Test is attached in d-p d document.
The emplayes will provide you with the password.

Reference Number for this verification s 385053_20140703125615.

This is e-mak; please o regiy to th

. i df° i protected. & Document Open Password.

Enter Patword: ]7
Lo ] [oma ]
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Civilian Career Report (CCR)
What You Need to Know

» The interactive Civilian Career Report (CCR) allows employees to select information, arrange the
information, preview, and print a customized report of their career information.

» Make a selection from the Available Sections; either drag and drop specific tabs, or use the Select All
button to move the information into the Selected Sections area.

» The preview feature allows employees to check the format and the information before printing a PDF
document.

» The report assists employees in managing the accuracy and completeness of their HR information.

»  Select the CCR link from within the Key Services View or select the Reports tile.

From the Reports page, select Civilian Career Report View/Print link.

Employee Reports

——

ewe e e
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The Selected Sections region displays the sections of HR information selected for viewing/printing.

Available Sections  seeau
Acquisition Appointment Appraisals Aowaards
Career Program CermcationLicense Current Posttion Demo CCROCAS
Frucason Enteeprise Program Areas
It Deeslopment Languages Manpicrar
f
Selected Sections| ewewfuwe Remave Al
w";'_‘ Section Name Detaits Hismiee
L a
At | Sysinem

Upon clicking the Select All button, all sections move into the Selected Sections region and options appear to
further customize the report.

Move Up/Down — use the arrows to arrange the order of section information on the CCR (first, second,
third, etc)

Details Column - a report icon appears if the section contains multiple rows of information that can be
selected for inclusion or not (e.g., training section below)

Remove Column —a red X icon indicates the option to deselect a section from the report and return it to the
Available Sections region.

To move all sections back to the Available Sections region, select the Remove All button. Or to move specific
sections, select the red X icon in the remove column.
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There are two regions on the CCR page: Available Sections and Selected Sections, plus twenty (20) sections of
information available for selection - either as a whole group (Select All) or individual sections (Drag and Drop).

Use the Select All button in Available Sections to move all of the sections into the Selected Sections region.
Alternatively, drag and drop functionality is available to move individual sections.

(Available Sections  seeta

Acqueition Appoimmant Appraisals Awarcs.
Carger Program CortscationLicenss Current Position Dema COSCCAS
Tducation A

As depicted below, use the mouse to grab, drag and drop individual sections (e.g. Training from the Available
Sections) into the area noted as “Drag and drop sections here”. The Selected Sections area turns blue when
dragging and dropping information into the section.

Available Sections  sees

Acquisition Appointment Appraisals Awacds

‘Carsar Program Ceetification’ wenss Curren Postion Demo COSCCAS
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Use the Preview Report button to see what the CCR will look like when it is complete.

Available Sections
Selected Sections
e Secnom Kame: Drtaits [

* Acqamten a
4 i a
e JUS— - o
e oy [ ] a
e Carme Program [x]
ey Centacanandkones = [=]
e Cument Postion [ x |
4 Demo COBCTAS ] 8
4 Educaton [ ] [x]
e Enturprse Program Aras = |
o Expararcy Hatery | [x ]
o Functons Communten a
s rewmDevsicoment a
4 Languages L] a
4 Mo A St a
e Watonal Guand Informanon [ x |
4 Ovarsain Assmeris [« ]
e Py et st cperert a
4 Somcial et Cormcersgen [ ]
» Traning ] [ x]

40



Selecting the Details icon will open a list of additional detailed information that is available to include on the
career report, such as with the Training example below.

Use the Select All/None box to include or remove all course titles, or select each one individually. Upon
selection of individual course titles, the line turns blue and they automatically move to the top of the form.
Use the down/up arrows to further arrange the order of the training courses on the CCR. In this example, the
first and third courses were selected to print on the career brief.

To save changes or exit select Return to Civilian Career Report Selections button.

Training Details

Sedoct e franing rcomiis) o include on your Chelian Carser Rogort.

Return lo Crekan Caneer Rapor Selectors

ARNone Course T Total Hours

| LIADING TIAMS: DIALING WITH CORILICT

|+

Ay Training Lnd
Cate

ACE 101 (DAL FUNDAMENTALS GF SYSTEMS ACCARSITIGN MGMT 3 W

four sections and two details.

Select Preview Report to review the selected sections and section details. In this example, the preview displays

Available Sections sesta

Acquismon Appointment Apprasas CHmACAtiont ents
Doma CCSCOAS Fducancn [Entarpriss Program Asmas. Fxparience Histony
Languagas Wanpower Auth Rumosr
Selected Sections e s Bt A8
Move
T Seclion Hame L
+ Cunent Postion [x]
¥ Tranieg [=] ]
+4 Carter Program B8
+ Awarts E Ba
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Example Civilian Career Report (CCR) as a PDF:
21 0ec 201
One Z. EHRIS Demo
suDGET AnaLvsT
Current Position Information
‘Cument Poeition Titla: BUDGET ANALYST PPiSariea/Grade: GS-0560-12
Parm Posiion Titte: BUDGET ANALYST PRI PRISSMEGate: GS-0560-12
Organizalion: US ARMY GARRISON ABERDEEN PRV Duty Location: ADEmesn Prov GMa, HIrom, MD
AN ARBAVAGURA Ot
‘Bargaining Unit Status: 7777_Eigibie But Not In A Bargaining Uit FLSA Category: Exempt
ey Emergency ESsential: Fusn not E-E. NCE. Kay, o NISSIon S5setal POSIION SSNSITVILY: NONSENSITvE (NS) NItIonal Secunty Rk
Obiigated Position: ‘Obligated Position Number:
‘servics Oomgation: Poettion Localion: ADereen Prov GImg, Harfom, MD
Occupabionat Series: Budget Analysis (DSED) OfMce Symbal-
Position Description-Sequence Number. D0542-1102034 4ABA
Training Information
Courss Tite. Traning Type Courss Hours Training End Dats Upasts Source
LEADING TEAMS: DEALING WITH CONFLICT AR-NV-SpeciaiyTeshnical 1 08 Jan 2015 Vasted
SUPERVISOR DEVELOPHENT ARy Superysoey Tainng = 11 novzma vemes
Carser Program information
gancy; ax AR Carser sl CorprOler CarssrProgram cocs: Campimier
ACTEDS Ksy Poeition: Program Position Typa
2R Carsor Fiid:_Comgirlir Garser Program Cods: Campiler
For Official Use Only, Subject to the Privacy Act of 1974, as Amended
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Civilian Career Report - Preview
The Preview page allows for screening of the selected information. To make changes, select the Return to CCR

Selections button. If no further changes are required, select View/Print PDF button to open, print or save the
final career report.

Return 10 CCR Selections | % View/Print POF

Civilian Career
Report

21 Dec 2015

One Z. EHRIS Demo
BUDGET ANALYST

Current Position Information
Current Position Title: BUDGET ANALYST PP/Series/Grade: GS-0560-12
Perm PP/Series/Grade: GS-0560-12
Duty Location: Aberdeen Prov Gmd, Harford, MO

Bargaining Unit Status: 7777_Elgitie But Not In A Bargaining Unt FLSA Category: Exemyt
Key Emergency Essential: Posn not E-E, NCE, Key, or Mssion Essensisl Position Sensitivity: Nonsensiive (NS) Nsbonal Securty Risk
Obiigated Position: Obligated Position Number:
Service Obligation: Position Location: Aberdeen Prov Grd, Harford, MO
Occupational Series: Budget Ansiyss (0550) Office Symbot:
: 00842.1102034 Organization Structure 10: 4484

Training Information

Course Titie Training Type Course Hours  Training End Date  Update Source
LEADING TEAMS: DEALING WITH CONFLICT Speciaty/Technical 1 08.Jan 2015 Verfied
L DEVELOPMENT R Troining 33 11Nov 2014 vered

Career Program Information

Agency: AR AR Carcer Field: Comptrolier ‘Career Program Code: Comptrolier
ACTEDS Key Povton: Program Fostion Type:
AR Career Field: Comptrolier Career Program Code: Comptrolier
ACTEDS Key Position: Program Position Type:
_466508.pdt /] Cpen Save = Cancel
4
SF50 Retrieval

What You Need to Know

» MyBiz+ SF50 Retrieval enables employees (APPR and NAF) to retrieve date limited historical SF50s or
NPA’s from when they were previously assigned to another DoD Agency.
o For example, an Army employee moves to a DLA position. The now DLA employee can pull in
their Army SF50s and see both DLA and Army SF50s in MyBiz+.
» SF50 Retrieval is available in the SF50 Personnel Actions (or Notification of Personnel Actions (NPA))
section in either Personal or Position Detail Pages using the Retrieve SF50s (or Retrieve NPAS) button.
Start the two-step process using the External SF50s button and then the Fetch SF50s button.
For appropriated fund employees, only SF50’s processed on or after 23 September 2007 are available
for retrieval. For non-appropriated fund and local national employees, only personnel actions processed
on or after 23 March 2008 are available for retrieval.
Retrieved SF50s will remain displayed as External SF50 Personnel Action History. Therefore, fetching
them need only be done once - until a DoD transfer type action prompts another retrieval to refresh. If
an employee has worked for a few different DoD agencies, all SF50's from the agencies will pull in at
one time.
For personnel actions prior to 2007 — refer to your Electronic Official Personnel Folder (¢OPF). This is
the electronic version of your hardcopy official personnel folder (OPF). Each Component has a unique
web link to eOPF. You can search the internet for “cOPF”, or check your Component’s website for the
link.
Click eOPF to learn more.

v

v

v

v
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From either the Position or Personal Detail Page, select the SF50 Personnel Action History link to open the
section. The current SF50s display as in the screenshot below. Select the External SF50s button to begin the

retrieval process for the historical SF50’s.
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First Parscanal Actisn

Note: The retrieval process may take a few minutes searching the region databases; please be patient. The
spinning circles indicate the retrieval process is working.
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If External SF50’s exist, a green circle with a checkmark will display with the name of the DoD region for a
few seconds and then go away. All previous DoD agency SF50’s display below. Notice the “Fetched From”
column with the listed regions and the header title, “External SF50 Personnel Action History”

e el ot et o

A yellow circle with an exclamation point will display for regions that do not have SF50’s. If you receive this
result and believe it is in error, contact your HR office for assistance.
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