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CIVILIAN PERSONNEL

BULLETIN

UNITED STATES MILITARY ACADEMY

WEST POINT, NEW YORK   10996

__________________________________________________
Number 07-07                                                                                                     February 22, 2007
__________________________________________________
EMERGENCY CONTACT DATA BASE

1.  In 2002, the Department of Army initiated an Emergency Contact Database, (CPAC Bulletin 02-17).  The database was established in the aftermath of Sept 11th as a source to provide emergency contact information in case of national or personal emergencies.  Participation in this system is voluntary but it is strongly recommended that appropriated fund and non-appropriated fund employees update this vital information.   
2.  The emergency database can be accessed through the weblink  http://cpol.army.mil/library/emergency/contacts/.  In addition to this weblink, DA has recently updated the features of the DCPDS system to allow updates and access to emergency data through MY BIZ and My Workplace.  On the reverse side of this bulletin are instructions on how to log into MY BIZ or My Workplace and how to update this information in addition to Work Information (work telephone number, work email address and work physical address), Handicap Code, Language proficiencies and Ethnicity and Race Category.  

3.  Supervisors are asked to assist those employees who have difficulty in using a computer.  The Civilian Personnel Advisory Center (CPAC) is also available to assist employees who do not have access to a computer to update this information.  It is suggested that employees seeking assistance from the CPAC make an appointment through their supervisors.  

4.  For further information, please contact the Civilian Personnel Advisory Center  at 845-983-3943.







CAROL L. MCQUINN







Human Resources Officer 

IF YOU ALREADY HAVE A DCPDS ACCOUNT

If you currently have a DCPDS account (-MGR, -MGA, -RMM, -COS, -COC, -COP etc), there will be a new Responsibility (Hat) added to your “Navigator” screen, entitled “My Biz” or “My Workplace”.

IF YOU DO NOT ALREADY HAVE A DCPDS ACCOUNT

To access My Biz or My Workplace:

· Go to CPOL website (http://www.cpol.army.mil/).

· Click “Employee Login.”

· Enter your AKO User name and Password.

· Click the Employee Tab.

· Click “Open” next to Employee Data

· Click “My Biz & My Workplace”

· Enter your User Name (which is your Social Security Number with dashes or for Local National Employees, your LN Employee ID without dashes) 

· Enter the default password (see below)

(NOTE: your password should be 10 digits in length.)

Appropriated Fund and Non-Appropriated Fund Employees

Upper case first and second letters of first name

Dollar Sign

Lower case first and second letters of last name

Dollar Sign

4th Character of SSN

Dollar Sign

5th Character of SSN

Dollar Sign

EXAMPLE: For user John Smith, his user name is his SSN with dashes, “123-45-6789”, and

his default password would be “JO$sm$4$5$”.

After successfully entering the above, you will be prompted to change your password.

· Enter the following data elements:

· Old Password – This is the default password constructed above.

· New Password – Passwords are, at a minimum, a case sensitive 9-character mix of upper case letters, lowercase letters, and special characters, including at least one of each (e.g., RemPagd2!).

· Repeat New Password

· Security Questions – This question must be answered before continuing, it will be necessary to have completed a security question to reset a forgotten password. Select one of the available questions.

· Answer – The answer provided here will be used to complete user validation, if a password reset is ever required.

· Email Address – This field is optional but is important in the NSPS Performance Appraisal process and will be further used in future Self Service enhancements.
After successfully entering your User ID and Password, the My Biz “home page” will display.
