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Introduction

DoD introduces Self-Service HR functionality within the 
Defense Civilian Personnel Data System (DCPDS) 
th h t t d lthrough two easy-to-use modules:

My Biz and My Workplace
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Key Features

Available to employees, these Self-Service HR 
modules will allow:
• Secure, real-time, on-line access to key personnel 

information from your workstation, anytime
• Employees to view personnel informationEmployees to view personnel information
• Employees to update personal information
• Managers and Supervisors to view personnel 

information about their staffinformation about their staff
• Employees, Managers and Supervisors to establish 

performance plans, provide feedback, and/or 
appraise employee performanceappraise employee performance
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Welcome to…



My Biz

My Biz is a web-based Self-Service HR module that 
grants access to your official personnel information.

• View your personnel information 24/7 from your
My Biz allows you to:
• View your personnel information 24/7 from your 

workstation
• Update specific fields of personal information

Provide input on performance plans and• Provide input on performance plans and 
accomplishments for performance appraisals
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Review Your Personnel Information

My Biz allows you to view information related to your 
employment and verify its accuracy. 
• Appointment 
• Position
• PersonalPersonal 
• Salary
• Benefits

A ards and Bon ses• Awards and Bonuses
• Performance
• Emergency Contact Information
• Personnel Actions
• Training
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Update My Information

• Phone Number

My Biz allows you to update certain personal information 
that may change from time to time.

Phone Number

• Email Address

• Disability Codes

• Race and National Origin (Ethnicity and Race Identification)

• Foreign Language Proficiency

• EducationEducation

• Emergency Contact Information

• Trainingg
Keeping this information up-to-date and accurate is
important. You have a secure, real-time, on-line way to 
maintain your information easily
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maintain your information easily.



Get Started
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Access My Biz

You will access MyBiz using your Common Access 
Card(CAC) via the DCPDS Portal URL at 

Once you log-on to the system, you will be prompted to 
select a responsibility As an employee you will select

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

My Biz Home Page

select a responsibility. As an employee, you will select 
My Biz. 

My Biz Home Page
• My Information 
• Update My Information

P f A i l A li ti• Performance Appraisal Application
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Access My Biz

Here is the My Biz
responsibility.
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Access My Biz

The  user selects the functions 
available below.available below.

My Information contains the 
employee’s information.  

U d t M I f ti i thUpdate My Information is the 
function used to update 
ethnicity and race information 
as well as foreign language 
proficiency.  p y
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Access Your Information

• Secure, real-time, on-line access to your official personnel information

Selecting My Information from the My Biz Home Page 
will allow you to view your information.

y p
• Tabs provide further details on the following:

– Appointment
– Position– Position
– Personal – Includes Education, Language and Training (Education & 

Training can be updated from the ‘View’ page as well as the ‘Update 
My Information’ page).My Information  page).

– Salary
– Benefits
– Awards and BonusesAwards and Bonuses
– Performance

– Personnel Actions

Vi E C I f i– View Emergency Contact Information
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Access Your Information

From this page, the user can navigate to the other tabs and see various pieces of 
information relative to the tab selected.
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Personal Tab includes Education, Language and Training.  User can update 
Education and Training under the Personal Tab or can update using the ‘Update My 
Information’ module



Update Your Information

Selecting Update My Information from the My Biz
Home Page permits you to update certain personal 
i f ti
• Phone Number
• Email Address

information.

Email Address
• Disability Codes
• Race and National Origin (Ethnicity and Race 

Identification)Identification)
• Foreign Language Proficiency
• Emergency Contact Information
• Education
• Training
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Update Your Information

This is the update page where the user is able to update 
his/her information.  The user can update various phone 

b hi /h il dd h di d F i

This is the update page where the user is able to update 
his/her information.  The user can update various phone 

b hi /h k il dd h di d F inumbers, his/her email address, handicap code, Foreign 
Language  proficiency, education , training and  Race codes.

numbers, his/her work email address, handicap code, Foreign 
Language  proficiency, education , training and  the Ethnicity 
and Race  indicator.
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Favorites

Updated information and new DCPDS

The area identified as “Favorites” is created for all 

Updated information and new DCPDS 
functionality is shared on the ‘New’ link.

new My Biz accounts and contains approximately 
seven links to websites of importance to the 
employee. For example, we have provided links to 
the TSP Home page and the Retirement Home page 
for CSRS or FERS As we add new information afor CSRS or FERS. As we add new information, a 
new link will be added to this area providing 
navigation information for the user.  Users also have 
the capability to add links to this list using the ‘Edit 
Favorites’ button.  
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Welcome to…
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My Workplace

My Workplace is a web-based Self-Service HR 
module that allows managers and supervisors access 
t i f ti b t th i t ff b
My Workplace allows you to:
• View your employees’ personnel information 24/7

to information about their staff members.

• View your employees  personnel information 24/7 
from your workstation

• View and print employee emergency contact 
informationinformation

• View Suspense information on employees
• Update work email address
• Establish performance plans
• Provide feedback and appraise employee 

performancep
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My Workplace
Once you log-on to the system, you will be prompted to 
select a responsibility. As a manager or supervisor, 
you will select My Workplace.y y p

My Workplace Home Page
All A ti A iti Y Att ti• All Actions Awaiting Your Attention

• My Employee Information
• Performance Appraisal Applicationpp pp
• Update My Information
• Suspenses
• Apply Action(s) to Multiple EmployeesApply Action(s) to Multiple Employees
• NSPS Performance Management Reports
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My Workplace

This screen depicts the My Workplace responsibility and the functions found within. Note the differences in 
th M W k l f ti d t th M Bi f ti Thi i th th / ithe My Workplace functions as opposed to the My Biz functions. This is the area the manager/supervisor 
is expected to come to in order to process any work-related issues applicable to his/her employees. 
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My Workplace

The Appraisals function is the door to the appraisal module the manager/supervisor will use to rate NSPS 
l Th M E l I f ti i h th / i ill i l ’employees.  The My Employee Information area is where the manager/supervisor will view employees’ 

records.  
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My Workplace
The manager/supervisor is identified and beneath his/her name are 
the employees he/she supervises. If one of these employees is a 
supervisor, there would be a similar symbol (circled in red) beside 
their name. The manager/supervisor identified below would be able 
t th l d ll

The manager/supervisor is identified and beneath his/her name are 
the employees he/she supervises. If one of these employees is a 
supervisor, there would be a similar symbol (circled in red) beside 
their name. The manager/supervisor identified below would be able 

to open those employee records as well.  to open those employee records as well.  

CPMSGUY
GOTO T
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More Information

For more information about access to My Biz and 
M Workplace isit o r Component/AgencMy Workplace, visit your Component/Agency 
website and/or servicing HR office.
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