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Welcome to the National Guard
Employee and Manager (EM) Portal Preview

Live Portal demonstrations are scheduled for every Thursdays at 9:00 EST and
14:00 EST starting June 5™ though August 7th,

The current development phase focuses on delivering employee-centric products
and services. Future phases will include Manager related capabilities and
collaboration.

All data contained is fictional and does not represent any real person, position or other
record of any type. Portal functionality is still under development and some features
may appear inconsistent or not available at this time.
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Logging In: DCPDS Portal Page

News and Information

Last updated JAN 14, 2014
12:00 CDT

Employment Verification
instructions are awailable in the
EVv attachment below.

New DCPDS and Self Service
Help functionality.

MNeed help? DCPDS Help
contains personnel related
training simulations with a new
look and feel! In addition to
wviewing simulations, you can
now sawve/print User Guides and
Job Aids, and access related
links containing more helpful
information! Check out the new
DCPDS Help feature by
selecting the Help link — really,
help is just one quick log in
away!

Smart Card Access B

Returning Smart Card
user? Login and select your
non-email certificate when
asked to choose a digital
certificate.

First time Smart Card user
or need to make name
changes? Register before
logging in.

Authorized Non-Smart Card (Non-

CAC) Access Help
Returning Non-Smart Card user (Non-
CAC)? Use the usermame and password
fields below to login.

Portal Username:
Portal Password:
Login

First time Non-Smart Card
{(Mon-CAC) User? Before

using the DCPDS system, you

must first register.

Password problems? You
may go here if you hawve

configured your account for
automatic password resets.

Reset

e Rl P LTI

“=mnWORKPLACE

AN

Help | Reporting Problems

For personnel data concerns in
"MyBiz", contact your Servicing Human
Resources Office.

For technical problems (i.e., Smart
Card issues, access problems, etc...)
with the application, select the
Contact List for your organization's
computer support Help Desk.

Component Help Desk
Information

If you are having problems accessing
this site, please select Contact List
to locate and directly contact your
Component Help Desk.

For additional information, check out
our Frequently Asked Questions

(EAQ)!

Privacy Act | Accessibility/Section 508 |

Privacy and Security Policy |

Dceas Information
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Logging In: Access EM Portal Link

Accessing Your Database

Region Association

To access an HR/MyBiz/MyWorkplace database, select the appropriate link below

Employee/Manager Portal - Preview Version

4

UNCLASSIFIED / FOUO



UNCLASSIFIED / FOUO

Add Work Email Address Pop-Up

22 Employee/Manager Portal Other DCPDS Applications -~ W Favorites - @ Help ~ [

Work Email

Your work email is not contained in your Contact Information.
Select OK to add your work email now.

OK Cancel
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Employee and Manager Portal Home Page

Employee/Manager Portal

W Favorites Logout
Notifications
iFi i Read/U d Titl Start Dats
Employment Verification ead/Unrea ° art Date
* Annual Contact Information Review 12-Mar-2014 =
Is available directly from the Employee/Manager Portal in the Key . . .
Services portlet or My Biz. W4 Information Review 12-Mar-2014 =
Welcome to the Portal 12-Mar-2014
o An Individual Time Off Award action has been processed on
your record. NPA Action is processed in DCPDS and is 14-Mar-2014
= u expected to be available in eOPF within the next 48 hours.
& Fadaral Emnlaves Graun | ifa Incurance Channe in Plan 4
s You have 3 unread notifications.
Home S ™ Lok

“ Provide Feedback

Manage Portlets View

Request Employment Verification Gross Pay- 0.34 Annual Leave Balance: B6.00
Update Contact Information Met Pay 020 Sick Leave Balance: 108.00
Update Professional Development Pay Period End Date 01-Mar-2014 Annual Leave Forfeit Balance (Use or Lose)” 154 00

4 Last Personnel Action

Health Blue Cross Blue Shield Service Benefit Plan Type of Action Individual Time Off Award Education:
Insurance: {11} Mo formal education or some elem school--did not complete -
Effective Date: 23-Mar-2014 (1998)

Life Insurance: Basic + Option A
Training:
CLG 005 (DAU) PURCHASE CARD ONLINE SYSTEM (PCOLS)
(16-Dec-2009 - 16-Dec-2009)

Certification/Licenses:
No Certificates/Licenses

ilable

Detail Pages

ﬁ,‘h I%

Position Reports.

Accessibility/Section 508 | Privacy and Security Policy | System Help Desk Contacts
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Menu Bar

Employee/Manager Portal Other DCPDS Applications ~ ¥ Favorites ~ @Help -  Logout

28 Employee/Manager Portal Other DCPDS Applications ~ Other DCPDS Annlicatinns - ¢ Favorites - ©@Help ~  Logout
W Favorites ~
HR Region R125QT ) FEEDBACK
It's a new year. Manage Favorites Portal Feedback Page
It's @ new view. Start Date

DCPAS Homepage 014 =
Take a brief tour of the new Employee/Manager Portal ) About DCPDS
and then let us know what you think using Provide Federal Employees Dental and Vision Insurance Program About Portal 014 =
Feedback. Federal Long Term Care Insurance Program System Help Desk Contacts 014 1

o Flexible Spending Account
MyPay ACCESSIBILITY 014
4 OPM Health Benefits Homepags Screen Reader Mode (Alt + )
OPM Homepage Channa in Plan &7

d notifications.
OPM Life Insurance Homepage i

OPM Refirement Homepage
. LSBT RAR

TSP Homepage

USA Jobs
My Emiail

v
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Header Slider Notifications

22 Employee/Manager Portal

Employment Verification

Is available directly from the Employee/Manager Portal in the Key
Sernvices portlet or My Biz.

> Il
. Notifications
It's a new year.
It's a new view. Read/Unre Title Start Date
Take a brief tour of the new %  Annual Contact Information Review. 12-Mar-2014 *
Employee/Manager Portal and then W4 Information Review 12-Mar-2014 |5
let us know what you think using \ ‘
Bt bk Welcome to the Portal 12-Mar-2014
o An Individual Time Off Award action has been
processed on your record. NPA Action is ey
LN ) >l processed in DCPDS and is expected to be Ly
available in eOPF within the next 48 hours. -
% You have 3 unread notifications.
8
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Header Region Notifications

Notifications
Read/Unread Title Start Date
* Annual Contact Information Review. 12-Mar-2014 ™
W4 Information Review 12-Mar-2014 H
Welcome to the Portal 12-Mar-2014 4

An Individual Time Off Award action has been processed on
yvour record. NPA Action is processed in DCPDS and is 14-Mar-2014
expected to be available in eQPF within the next 48 hours.

& Federal Fmnlnves (Girnoin | ifa Insirance Channe in Plan
% You have 3 unread notifications.

Home / Notifications L IR EY It

Show Inactive Motifications

Notification
Title Description Expiration Date Action
Annual Contact Information Review. Review your work email address, phone, emergency contact, and address information. View all information here 12-5ep-2014 Inactivate
W4 Information Review A new tax year begins 1 January, if you wish to analyze and make changes to your W-4 go to My Pay. 12-5ep-2014 Inacfivate
Welcome to the Portal Welcome to the Employee/Manager Portal. View simulation. 12-5ep-2014 Inacfivate
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Navigation Bar Provide Feedback

' TYAEY I

W Provide Feedback

Your input is vital to ensure the DCPDS Portal meets your needs. Please click in the area below for which you are providing suggestions, then enter your feedback for imp , additions or ¢ in as much detail as possible

PLEASE DO NOT INCLUDE ANY SENSITIVE INFORMATION IN THE PORTAL FEEDBACK PAGE

Name:  Lawana NVY Gerba

vPortlets

Add new portlet(s)? Add/delete information in existing portlet(s)? Other?

» Notifications
) Tiles

» Other Suggestions

Submit

Contacts

ction 508 | Privacy and Security Policy | Help Des|
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Portlet Reglonll\/lanage Portlet Views

Home ARAST 4 AP

W Provide Feedback

Manage Portlets View

[ T [T

Request Employment Verification
Update Contact Information

Update Professional Development

Health Blue Cross Blue Shield Service Benefit Plan
Insurance: (11

Life Insurance:  Basic + Option A

Gross Pay: 0.34
et Pay: 0.20
Pay Period End Date: 01-Mar-2014

|
d

4, Last Personnel Action

Type of Action: Individual Time Off Award

Effective Date: 23-Mar-2014

Annual Leave Balance: fi6.00
Sick Leave Balance: 108.00
Annual Leave Forfeit Balance (Use or Lose): 154.00

Education:
No formal education or some elem school-did not complete - (1998)

Training:
CLG 005 (DAU) PURCHASE CARD ONLINE SYSTEM (PCOLS)
(16-Dec-2009 - 16-Dec-2009)

Certification/Licenses:
No Certificates/Licenses Available
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Portlet Region Manage Portlet Views

Reset | Done

................................................................. .

: | B $Leave 0= |
+ Request Employment Verification | GrossPay 0.34 Annual Leave Balance: 6600
+ Update Contact Information L1 NetPay 0.20 © Sick Leave Balance: 108.00
|)pdate Professional Development Pay Period End Date: 01-Mar-2014 Annual Leave Forfeit Balance (Use or Lose): 154.00
| § Insurance © = B 4 Last Personnel Action o= |

Health Blue Cross Blue Shield Service Benefit Plan Type of Action: Individual Time Off Award Education:

' Insurance: M : i No formal education or some elem school-did not complete - (1998)

' - 1 Effective Date: 23-Mar-2014 .

Life Insurance: Basic + Option A L '

CLG 005 (DAU) PURCHASE CARD ONLINE SYSTEM (PCOLS)
(16-Dec-2009 - 16-Dec-2009)

Certification/Licenses:

C e e e e Training:
Mo Certificates/Licenses Available

X
I
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Key Services Portlet

W Provide Feedback

22 Key Services

Request Employment Verification
Ipdate Contact Information

Lpdate Professional Development

Home |/ Personal

ik Data Carousel View

Request Employment Verification
Expand an additional section on page

¢+ Personal Information

» Contact Information

Email

Work Email

bipdate. your@email.com
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Details Pages

Detail Pages

al
als » | vl

Perzonal and Benefits Pozition Performance:

Health Blue Cross Blue Shield Service Benefit Plan
Insurance: (11}

Life Insurance: Basic + Option A

$ Pay

Gross Pay: 0.34

Met Pay: 0.20

Pay Period End Date: 01-Mar-2014
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S

Pay, Leave
Perzonal and Benefits

t Accordion View

Veterans Preference for RIF:

Personal

Page 10of2 Prev Mext
Social Security Number: *****.5443
Date of Birth: 03-Dec-*==*
Citizenship: 1-U.5_ Citizen, inc
Nationals

Gender: Female
Ef]

Veteran Information

Page 10f2 Prev Mext
Veterans Preference: 5-Paip

SCD Leave: 21-Aug-1992
SCD Civilian: 09-Dec-2002
SCD RIF: 21-Aug-1992

My Email Address:
Phone number: 210-555-5555
Phone 5tart Date: 09-Dec-2002
Phone Type: Home Secondary
Primary Contact:
Emergency Contact:
Emergency Contact Email:
Emergency Contact Phone:
Home Address Start Date 15-May-2009
Home Address 72500 Scr 012
Work Address Start Date: 16-May-2009
Work Address Line 1 010 5. 5th Sireet

Edit
Edit
Edit
Edit
Edit
Edit

Edit

Page 10f3 Prev MNext
ane: Arabic-Tunizian - AEB

Personal Detail Page - Carousel

yntact Information

Page 1of 3 Prev Next
Py Email Address:

Phone number: 210-355-3555
Phone Start Date: 09-Dec-2002

Phone Type: Home Secondary
Primary Contact:
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Personal Detail Page — Accordion View

Home / Personal

¥ Data Carousel View <
Expand an additional section on page

* Personal Information

Social Security Number: **-"*-§448
Date of Birth: 03-Dec-***
Citizenship: 1-U.5. Citizen, includes U.5. Mationals
Gender: Female

» Contact Information
» Appointment Information
¢ Retained Grade Details
¢ Disability
¢ Ethnicity and Race
r Language Information
» Veteran Information
» Service Computation Data Information
Aecessibilty/Section 508 | Privacy and Securty Policy | Help Desk Contacts 16
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Professional Development

Education Training Certifications/Licenses
Add
Update Education Level Instructional Program Graduation Action
Source Year

Self Certified 1998

No formal education or some elem school--did not

complete

Electrical and Electronic Engineering Technologies/Technicians, Other

(150399) 1936 Edit

Self Certified  Four years college

High school graduate or certificate of equivalency
No formal education or some elem school--did not complete - 1998

Academic Institution Name:
Credit Type:

Credit Hours:

Type of School:
College-Major-Minor:
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Professional Development/Parent Child Relationship
. N B 8 2 B B R BRI

Education Training Certifications/Licenses
Add
Update Education Level Instructional Program Graduation Action
Source Year
Self Certified No formal education or some elem school--did not 1008 Edit

complete
Electrical and Electronic Engineering Technologies/Technicians, Other

Self Certified Four years college (150399) 1986

High school graduate or certificate of equivalency

> Four years college - 1986

University of Arkansas at Little Rock, Little
Rock AR

Credit Type: Quarter Hours
Credit Hours: 1674
Type of School: College or University
College-Major-Minor: Major Field of Study

Academic Institution Name:
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Adding Education

1.Education Level 2. Instructional Program 3. Academic Institution 4. Degree Information 5. Review and Confirm

* = Required

* Education Level: BA

Select

Education Level LT Meaning

13 Bachelor's degree

14 Post-Bachelor's

Cancel Next
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Adding Education

1 Education Level PR LI ERY G E 3 Academic Institution 4 Degree Information 5. Review and Confirm

* = Required
* Instructional Program: P Search
Instmctii‘::lclt’rogram Code Meaning
011202 Soil Chemistry and Physics (011202)
100308 Computer Typography & Composition Equip Operator (100308)
131008 Educ/Teach Indvls w/Ortho&Other Phys Health Imprmnts (131008)
I I T
131329 Physics Teacher Education (131329)
131332 Geography Teacher Education (131332)
141201 Engineering Physics/Applied Physics (141201)
143901 Geological/Geophysical Engineering (143901)
260203 Biophysics (260203)
260206 Molecular Biophysics (260206)
(1of8) »
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Adding Education

1.Education Level 2. Instructional Program 3. Academic Institution 4. Degree Information 5. Review and Confirm

* = Required
* Academic Institution Name: | 1€X Search
Acader:'izlf:;titution Code Meaning
TBE Central Texas College, Killeen TX
TBF College of the Mainland, Texas City TX
TBN Texas A & M University-Corpus Christi, Corpus Christi TX
TBO Texas A & M University-Kingsville, Kingsville TX (TBO)
TBP The University of Texas at Dallas, Richardson TX
TBR The University of Texas at El Paso, El Paso TX
TBS The University of Texas of the Permian Basin, Odessa TX
TBU Western Texas College, Snyder TX
TCE Texarkana College, Texarkana TX
< (40f7) [
Previous Cancel Next
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Adding Education

1.Education Level 2. Instructional Program 3. Academic Institution 4. Degree Information 5. Review and Confirm

* = Required
* Type of School:

* College-Major-
Minor:
* Credit Type:

* Credit Hours:

* Graduation Year:

Previous

College or University E
Mong Major Field of Study @ Minor Field of Study Unknown
@ Semester Hours Cluarter Hours Other (Classroom)
15
Exampie: 150
1998
Example: 1972

Cancel Next
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Adding Education

Home | Professional Development / Add Education Wizard #AS® i

1 Education Level 2. Instructional Program 3. Academic Institution 4_Degree Information 5. Review and Confirm

Education Level: Bachelor's degree
Instructional Program: ~ Physical Education Teaching and Coaching (131314)
Academic Institution Name:The University of Texas at San Antonio, San Antonio TX

Type of School: College or University
College-Major-Minor: Minor Field of Study
Credit Type: Semester Hours
Credit Hours: 15

Graduation Year: 1993

Previous Cancel Confirm
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Adding Education

** ELECTRONIC SIGNATURE **

WARNING: Be advised that any false statement in this transaction, or willful misrepresentation, is a violation of the law punishable by a fine of not more than $10,000 or
imprisonment of not more than 5 years, or both, according to federal law. Additionally, this may result in disciplinary action up to and including removal from Federal
employment.

By clicking the 'Process Transaction' button, | understand that my DCPDS Portal login information is my electronic signature in effecting this transaction.

Process Transaction | acknowledge and wish to PROCESS THIS TRANSAGTION

Cancel Transaction | do not acknowledge and wish to STOP this transaction.
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Conclusion

Other DCPDS Applicafions W Favorites @ Help Logout

Notifications

1Fi H Read/U Titl Start Dat
Employment Verification ead/Unreac e art Date
i ) ) * Annual Contact Information Review. 12-Mar-2014 I~
Is available directly from the Employee/Manager Portal in the Key X X .
Services portlet or My Biz. W4 Information Review 12-Mar-2014 =
Welcome to the Portal 12-Mar-2014
o An Individual Time Off Award action has been processed on
your record. NPA Action is processed in DCPDS and is 14-Mar-2014
L (1] expected to be available in eOPF within the next 48 hours.

A Faderal Fmnlnuas Gronn | ife Insurance Chanas in Plan
% You have 3 unread notifications.

Home

% Provide Feedback
Manage Portlets View

reave i persomer ac

Education: Annual Leave Balance: 66.00 Type of Action: Individual Time OFf Award
Mo formal education or some elem school--did not complete -

(1998) Sick Leave Balance: 108.00 Effective Date: 23-Mar-2014

Training: Annual Leave Forfeit Balance (Use or Lose): 154.00

CLG 005 (DAU) PURCHASE CARD ONLINE SYSTEM (PCOLS)
(16-Dec-2009 - 16-Dec-2009)

$ Pay
Certification/Licenses:
No Certificates/Licenses Available Gross Pay: 0.34

Met Pay: 020

Key Services
Pay Period End Date: 01-Mar-2014

Request Employment Verification
$ Retirement

Update Contact Information

Update Professional Development
TSP: 5% 10-Jul-2005

%
bl | B
Position Performance Reports

Accessibility/Section 508 | Privacy and Security Policy | System Help Desk Contacts

Detail Pages

Pay, Leave

Personal and Benefits
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