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                         Office of the Assistant Secretary of the Army

                        (Installations and Environment)

                    NSPS Bulletin #1 

                 My Biz and My Workplace
The Department of Defense and all of the service components have launched two new Self-Service modules, which provide an exciting new capability that brings information from your official personnel records to your desktop.  My Biz and My Workplace are two modules that revolutionize the way employees and managers view personnel information about themselves and their staff members.  These modules are secure, real-time and on-line – keeping you informed about your personnel information and giving you the option to update limited personnel data.  If you are an Army appropriated fund civilian employee, an email was sent to your AKO email address during the first half of 2006 when My Biz was deployed.  The email contained a link to the web site with My Biz login and usage guidance.  But if you didn’t receive this important email message or have lost track of it, it’s not too late! 

My Biz

Through My Biz you can view information about your current appointment, position, salary, benefits, awards and bonuses, and performance. You can also use My Biz to update your telephone number and email address, disability codes, Ethnicity and Race Identification, and foreign language proficiency. My Biz brings your information to you!

My Workplace

My Workplace brings key information to managers and supervisors about their employees together in one place, streamlining the human resources decision-making process and helping to balance managerial tasks with day-to-day demands more easily.  With quick and easy access to employees’ personnel information, managers are able to remain informed about employees’ personnel actions and can make budget decisions, staffing plans, and work distributions more efficiently.  

How to Log-on to My Biz and My Workplace:

· Log on to the Army Civilian Personnel Online (CPOL) Portal, http://cpol.army.mil/.  Within this site you will see the “Employee Portal”.  You can login into the portal using either your AKO userid and password or your CAC personal identification number (PIN).  

· Once in the portal click on the “Employee” tab, and then on the left side of the screen click on the “Open” link to the right of “Employee Data”.   

· On the left side of the screen you will see a number of options that reference My Biz.  These include: the link to My Biz; the My Biz Helpdesk (for password reset requests and/or problem reports); My Biz field descriptions; My Biz user guidance; and access to previously submitted Helpdesk request.

· To get started select “My Biz User Guidance” and learn all about accessing and using this application.  We encourage you to read the entire document, but for those who can’t wait to get into My Biz, page 4 of the guidance explains how to initially login to My Biz with a default password if you don’t currently have a manager or supervisor DCPDS account. 
· If you are a manager or supervisor with a regular DCPDS account, you will login using that userid and password (e.g., CARLA.BARNES-MGR). 

· You will be prompted to change that default password to another of your choosing (following standard security requirements for passwords). (Remember your new password for future access!)

· On the DoD Navigation window, you will see a link to open My Biz (and if you are a supervisor, you will see a link to open My Workplace).

Take a few minutes to review your DCPDS information.  Should you have any questions about what you see, the "My Biz Helpdesk" link (just below the My Biz application link) allows you to communicate directly with your servicing Civilian Personnel Operations Center (CPOC).  You can:  

· Request your password to be reset.

· Request a correction to your personnel record. 

Please be as specific as possible when requesting a correction to your personnel record.  This will assist the CPOC in resolving any issues that may exist.  

Final Remarks 

ASAIE employees have completed the NSPS 101.  A schedule is currently being reviewed for additional training that is required, prior to transitioning over to NSPS.  Request that upon receipt of the training schedule everyone sign up for the mandatory training. 
Finally, I encourage civilians and supervisors to login to My Biz/My Workplace and verify that all information is current and correct.  This will significantly aid the employee conversion to NSPS on 18 March 2007.
.
With your support and positive attitudes, we will continue to experience success as we transition to NSPS!  Thanks again for all that you are doing to facilitate a smooth transition!

Alicia Waters

                




O/ASAIE

NSPS Deputy Transition Manager 
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