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CIVILIAN PERSONNEL

BULLETIN

UNITED STATES MILITARY ACADEMY

WEST POINT, NEW YORK   10996

 13 October 2005                                                                                                  Number  05-13
Opportunity for IMA Civilians -- Try "My Biz"
1.  Employees of the Installation Management Agency (IMA) and the Civilian Human Resources Agency (CHRA) have been selected to be the first to test the new Department of Defense (DOD) system currently being called "My Biz".  My Biz is a new web-based Oracle Self-Service application within the Defense Civilian Personnel Data System (DCPDS).  Once implemented, it will allow employees 24 hour/7-day a week access to a variety of personal and position information.  Future enhancements to My Biz will include the ability for employees to update information in other areas.

2.  DOD testing, which will be voluntary participation, is scheduled to begin on 17 October and will end on 26 October 2005.  Management should be marketing this new tool to all civilian employees with the IMA and CHRA agencies and encourage their use of the system during this testing phase.  Marketing information for My Biz, including instructions for access to the system, are enclosed.  Access to My Biz will require employees to use their Social Security Numbers as their user identification number.  The system meets all DOD information security and privacy protection requirements.  Employee information and participation will be held in the strictest confidence.

3.  Management of IMA and CHRA will encourage employees who are testing My Biz to provide feedback (both good and bad) on their experience using My Biz.  Employees will be able to do this by completing a "Feedback" ticket.  Instructions on how to do this can be found in the Helpdesk feature.






CAROL L. MCQUINN







Human Resource Officer

Distribution:

1 – ea IMA supervisor/managers
  Testing Schedule

	DATE
	TASK
	POPULATION
	PURPOSE

	Aug 14 (Sun)
	Apply Patch
	None
	

	17 Oct (Mon)

18 Oct (Tue)
	User verification of accounts and familiarization with the system
	37,855 (All IMA & CHRA)
	Allow users to familiarize themselves with the system

	19 Oct (Wed)
	10% of testers log on throughout the day
	3,238 (CHRA)
	Allow 1% (the expected average) to connect throughout the day

	20 Oct (Thu)
	No user access to the system
	N/A
	Perform analysis and add any performance enhancements

	21 Oct (Fri)
	Very small group access the system within the same five minute interval (1300-1305 EDT)
	100 CHRA users from each of 5 CONUS Regions
	Analyze massive connections within a small period of time

	22 Oct (Sat)

23 Oct (Sun)
	No user access to the system
	N/A
	

	24 Oct (Mon)
	All test users throughout the day
	37,855 (All IMA & CHRA)
	10% on a light HR day

	25 Oct (Tue)
	No user access to the system
	N/A
	

	26 Oct (Wed)
	All test users throughout the day
	37,855 (All IMA & CHRA)
	10% on a heavy HR day


1.  Once user logs into Portal, click on the Employee Tab, click the Open to gain access to My Biz.

[image: image1.png]EEIES
Fi Bk Vew Favrtes Tock_Hiop | &
Q- © - [x] [ D Pt Srowin @3- = B - K e
Thursday, October 6, 2005 [ETTTd <]

EMPLOYEE

£ Sabrina.Holloway

Contact

Q Employee Data (Access to My Biz click Open) =] ¥ Automation Tools
This allows you to view your own personnel information through the My @ Open in New window
Biz application within the Defense Civilian Personnel Data System Links.

(peros). © Army Benefits Center - Civilan (66-C)
LReCEZ% your personne nformation immedistely aver  secur line © Defense Travel System(DTS)

@) I o crsmrrn
* Access tab information for Appointment, Position, Personal, Salary, Benefits, O EBIS - TEST ONLY
Awards/Bonuses, and Performance information, © Emergency Contact
T T g e O eploment vesvoston Saries ()
* View Status of Helpdesk tickets you have entered. © Resume Builder & ANSWER
+ The My Biz application is currently under testing and will only be available to © Thrift Savings Plan (TSP)
mployecs from the Installation Munagement Agency and 0.1, 0, Chion Homan © vacancy Announcement Board

Resources Agency.

[ [ (2 @ memet
Wstart] | @ (0] (=] (2] 3] ] @ | []1mbox - erosoft ook || P eLPDEsK ScRe... [ cPoL partal - Micras.. | 5 screen shots for chRa.. | [« [O]MB 5] 7535 Am





2.  Once the Portlet is open, click the My Biz link:
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3.  My Biz Link, takes the user directly to the Logon screen:
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4.  Click on My Biz Helpdesk.
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5.  Allow the user to enter a helpdesk ticket; the screen will look the same when user selects either ticket type, My Biz Provide Feedback and My Biz Request Password Reset.
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6.  When user clicks on ticket type (+) My Biz Request Correction to your Personnel Record, a Ticket Sub Type will appear.  Selecting a Sub Type will automatically fill in the Ticket Sub Type field.
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7.  Clicking on the 

 well provide user with a help/instruction on how to create a ticket.
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8.  The Create Help document called My Biz Helpdesk.
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	Print


My Biz Helpdesk



The "My Biz Helpdesk" link of the Employee Info enables you to enter a ticket for you to update information in your personnel record. You can:  

· Request your password to be reset. 

· Request a correction to your personnel record. 

· Provide feedback about My Biz.  

See the instructions below for the general processing steps. 

Precautions:

· You can only enter tickets for your own personnel record information. 



Instructions:

1. At the upper left hand side box, select one of the following ticket types listed in the Select Ticket Type box.
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2. If you selected the Ticket Type "My Biz Request Correction to your Personnel Record," the Select Ticket Sub Type box appears.
Select the appropriate Sub Ticket Type.  (Else, go to step 3.)
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3. Enter your feedback or your problem into the Problem Description text box. 
(You do not have to enter anything for a password reset.) Remember, there is a limit of 4,000 characters for this text box.

4. Click the  [image: image12.png]Submit



button at the bottom of the web page.
If successful, a message with the ticket tracking number will be displayed, for example: 

        "New ticket inserted, tracking number is 5873673."

5. Click the [image: image13.png]


button at the upper right corner of the window to close the web page and return to the Employee Data portlet. 
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Additional Information:

· The Online Help also provides you with access to the Employee Info Quick Guide, User Guide, and an online Glossary. 

· You can cancel your ticket entry at anytime prior to submitting it by clicking the [image: image15.png]Cancel



button located at the bottom of the web page.

· You can return to the main menu of the Helpdesk at anytime by clicking the [image: image16.png]HelpDesk



tab at the top of the web page.

 

[image: image17.png]






Ticket Field Descriptions:

	Problem Description 
	This is a concise description of your problem or of your feedback.  
(There is a limit of 4,000 characters for this text box.)

	Ticket Sub type
	This dropdown menu is only displayed when the Request a correction to your personnel record link is selected.  
It displays a list of additional types of problem descriptive categories for you to select.

	Ticket Type
	The system will enter "Request your password to be reset", "Request a correction to your personnel record", or "Provide feedback about My Biz" depending upon which Helpdesk link you selected. 
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9.  Clicking View Status of your Helpdesk tickets.
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10.  User will select from the View Options drop down either View Tickets You Created – Open or Closed, then click search.
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11.   A list of open Ticket Types will appear, user clicks on any of the ticket type Total column to see status of any ticket within this ticket type.
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12.  Clicking on the Ticket Number, will allow user to view the actual ticket
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13.  This will allow the user to view the original ticket, see any comments and allows user to add any additional notes.  Click X to close.
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14.  Clicking on an item found under the Last Response column
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15.  This will allow the user to view in its entirety the last response made concerning this ticket..  Close by clicking the X.
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16.  Clicking on the 

 well provide user with a help/instruction on how to view the ticket they created.
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17.  The View Status of Your Tickets help document called View Status of your Helpdesk Tickets.
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View Status of your Helpdesk Tickets



The "View status of your Helpdesk tickets" link allows you to view all tickets you created (open and closed) and their statuses. 



Instructions:
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When the above View Tickets window appears, perform the following steps.

1. At the Ticket Options dropdown menu, leave as is.  
("All" will be displayed in the dropdown menu.) 

2. At the View Options dropdown menu, choose one of the following options in order to view your open or closed tickets:

· View Tickets you Created - Open  

· View Tickets you Created - Closed
3. At the Group Options dropdown menu, leave as is.  
("Ticket Type" will be displayed in the dropdown menu.)

4. At the Filter field, leave as is.  
(Note:  Do NOT use the Reset Filter button at the far right.)

5. Click the Search button, and the system displays the following General Results window with an overview of the number of tickets for each ticket type.
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6. To view all of the tickets for a Ticket Type, click the associated Total field at the end of the Ticket Type row.  The system displays all of the tickets for that Ticket Type.
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7. Review the resulting list of tickets. (Each ticket will have the following fields.)

Ticket Number
Opened Date
Ticket Sub Type (One of the following Ticket Sub Types can be displayed.) 

	(My Biz) Adjusted Basic Pay 
	(My Biz) Locality Percentage
	(My Biz) Total Pay 

	(My Biz) Appraisal - Current Rating
	(My Biz) Other Pay 
	(My Biz) TSP Agency Contribution Elig Date 

	(My Biz) Appraisal - Date Due 
	(My Biz) Password Reset 
	(My Biz) TSP Catch Up Contribution Amount 

	(My Biz) Creditable Military Service
	(My Biz) SCD Civilian
	(My Biz) TSP Catch Up Start Date 

	(My Biz) Education Level 
	(My Biz) SCD Leave 
	(My Biz) TSP Employee Contribution Elig Date 

	(My Biz) FEGLI 
	(My Biz) SCD Retirement 
	(My Biz) TSP Rate 

	(My Biz) FEHB 
	(My Biz) SCD RIF 
	(My Biz) Veterans Preference 

	(My Biz) Last Equivalent Increase
	(My Biz) SCD TSP 
	(My Biz) Veterans Preference for RIF 

	(My Biz) Locality Pay 
	(My Biz) Step or Level 
	(My Biz) WGI Due Date 


8. 
Last Response (This displays the Date of Last Response [yyyy-mm-dd] and an abbreviated Resolution Description.)
Owner (This is the name of individual assigned to resolve problem identified in the ticket.)

Note:  You can sort the tickets in the list by clicking any of the column headings (Ticket Number, Opened Date, Ticket Sub Type, Last Response, or Owner).
The tickets will be sorted in ascending [image: image32.png]


or descending [image: image33.png]


order according to the selected column.  
For example:  If you selected Opened Date, the tickets will be sorted in ascending or descending order by the date they were opened.  
(This sort is a 'toggled' process. If the list was sorted in ascending Opened Date order, and you clicked the Opened Date link again, the list would be sorted in descending Opened Date order.  Then, if you clicked the Ticket Number link, the list would be sorted in ascending Ticket Number order.)  

9. If desired, you can click the ticket's Date and an abbreviated Resolution Description link in the Last Response column to view the latest Resolution Description (of up to 2,000 characters) made at the specified date by you or the Owner (the person responsible for fixing the problem) about what is being done to resolve the issue.
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(Click the [image: image35.png]


button at the top right corner of the window to close it.)

10. Click the Ticket Number of the ticket you want to view.

11. Review the desired ticket information.
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12. Add any updates to the problem description for the ticket into the Problem Description text box.
(Note, you can enter up to 4,000 characters into this field.  In addition, you can enter information into this text box whether the ticket is open or closed.)

13. Enter any comments about the resolution of the problem into the Resolution Description (Notes) text box. 
(Note, you can enter up to 2,000 characters into this field for open tickets only.  When you enter comments into this field and click the Submit button, the comments go into the History section of the ticket, and this text box is blanked out.  In addition, the most recent of these comments can be displayed by clicking the Last Response link - see Step 8.) 
14. Click the [image: image37.png]Submit



button to enter your updates to the description fields.

15. Click the  [image: image38.png]


  button at the top right corner of the window to close the ticket window.

16. Click the [image: image39.png]<-Back



icon to return to the original list of tickets or  
click the Helpdesk tab to return to the initial web page displaying the View Tickets You Created - Open/Closed.
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Additional Information:

Colorized Listing:
The colorized listing and the ticket listing window provides you with the ability to view a highlighted listing of your tickets and the response time to fix them. 

1. Click the [image: image41.png]View Colorization Chart



  button located at the bottom of your web page to view the colorized listing. 

2. Review the Colorized Chart. 
The tickets of the various ticket types are listed under the various colors.
Each color identifies how long it took to resolve the ticket.
   Red = It took 12 or more days to resolve the ticket.
   Amber = It took between 9 and 12 days to resolve the ticket.
   Yellow = It took between 6 and 9 days to resolve the ticket.
   Light green= It took between 3 and 6 days to resolve the ticket.
   Green = It took between 0 and 3 days to resolve the ticket.
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3. Click  the [image: image43.png]


  button at the top right corner of the window to close the Colorized List. 

  

Enter New Ticket:
The Enter New Ticket link ([image: image44.png]Enter New Ticket



) allows you to go to the Helpdesk to initiate a helpdesk ticket to provide feedback, correct your record, and reset your password.  
(Refer to the "Enter a New Ticket -- My Biz" for detailed processing information.) 

View in Excel:
The View in Excel button allows you to view the entire ticket listing from an excel spreadsheet. 
Please follow the instructions below to view the ticket listing in Excel.

1. Click the [image: image45.png]View in Excel



button located at the bottom of your web page to view the ticket listing in Excel. 

2. Click the Open button to view the file as an Excel file. 

3. When finished, click the [image: image46.png]


button at the top right side of the window. 

Ticket Descriptions:
The Ticket Descriptions button allows you to view the ticket descriptions. 
Please follow the instructions below to view the ticket descriptions.

1. Click the [image: image47.png]Ticket Descriptions



button located at the bottom of your web page to display the ticket descriptions.
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2. When finished, click the [image: image49.png]


button at the top right side of the window. 
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Ticket Listing Field Descriptions:

	Assignment:
	This is the group assigned to resolve the ticket.

	Creator:
	This is your name.  
(You created the ticket.)

	Group Option:
	This will contain the term "ticket type".

	History:
	This is a list of the 'Last Responses' starting from the latest response and going to the earliest.

	Last Response:
	This is the last information entered into the ticket as a response. 
This field always starts with the date of the response, so the sorting by this field will indicate the last time anyone entered data into the ticket or whether the ticket does not yet have a response.

	Opened Date:
	The actual date, hour, minute, and time that the ticket was created. 
(This is the default primary sort.)

	Owner:
	This is the person who currently has ownership of the ticket and is responsible for resolving the problem. 
(If this is blank, no one has ownership yet.)

	Problem Description:
	This is the problem description that you entered.
(It is limited to 4,000 characters.)

	Resolution Description:
	This is a comment or a description about the resolution of the problem. 
You can enter up to 2,000 characters into this field for open tickets only.  
When you enter comments into this field and click the Submit button, the comments go into the History section of the ticket, and this text box is blanked out.  
In addition, the most recent of these comments can be displayed by clicking the Last Response link. 

	Ticket Number:
	This is the unique number assigned to a reported problem. 
(It is assigned sequentially as the tickets are submitted.) 

	Ticket Sub Type:
	This is the specific type of the Ticket Type problem submitted.  
The ticket sub type can be:
Adjusted Basic Pay, Locality Percentage, Total Pay, Appraisal - Current Rating, Other Pay, TSP Agency Contribution Elig Date, Appraisal - Date Due, Password Reset, TSP Catch Up Contribution Amount,  Creditable Military Service, SCD Civilian,  TSP Catch Up Start Date, Education Level, SCD Leave, TSP Employee Contribution Elig Date, FEGLI,  SCD Retirement, TSP Rate, FEHB, SCD RIF, Veterans Preference, Last Equivalent Increase, SCD TSP, Veterans Preference for RIF, Locality Pay, Step or Level, and WGI Due Date.

	Ticket Type:
	There are three types of tickets (Request Password Reset, Request Correction to your Personnel Record, and Provide Feedback) that you can create.

	View Option:
	This field will contain the terms "View Tickets you Created - Open" or 
"View Tickets you Created - Closed".
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