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Purpose

Background

Who should use this guide

MyBiz+ Update MyTeam
Supervisor Introduction

The purpose of this guide is to provide supervisors step-by- step
instructions on how to complete MyBiz+ Update MyTeam,
Process Employee Requests, Add Employees and Remove
Employees from their team processes.

MyBiz+ products and services are highly dependent upon
employees being assigned to their supervisor in MyBiz+.
Employees will request supervisor assistance by completing the
Update MySupervisor process. Supervisors will access MyBiz+ to
update their employee requests directly in the Defense Civilian
Personnel Data System (DCPDS). Employee requests and
Supervisor updates will be documented via MyBiz+ Notifications
and emails therefore it is imperative work email addresses are
known prior to completing the Process Employee Requests, Add
and Remove processes. MyBiz+ Notifications and emails will be
forwarded to: 1) Employee requesting assistance 2) Previous
Supervisor (if applicable) and 3) New Supervisor.

Air Force (AF), Army (AR), Navy (NV), Defense Logistics
Agency (DLA) and Washington Headquarters Services (WHS)
employees who elected to participate.



MyBiz+ Update MyTeam Overview
Supervisor Process Employee Requests

Employees with incorrect or missing supervisors will submit requests for assistance to their
supervisor via the MyBiz+ Update MySupervisor process.

Supervisors will access their employee requests via the Process Employee Requests from the
MyBiz+ Homepage, from either the

e Customer Support Menu, or
e Key Services View

Note: Human Resources Offices (HROs) may access Manage Hierarchy Requests, Supervisor
Update to view and/or process employee requests assigned to a supervisor.

Supervisors will be able to process their employee requests and therefore immediately update
employees to their team. Itis VERY important supervisors pay close attention to each
employee request since updating employees who are also supervisors will also impact
subordinates assigned to an employee.

Other DCPDS Applications - % Favorites - Customer Support ~ @ Help - Logout

L TR T Ao

Update MySupervisor

“ Provide Feedback DR
e Manage My Views ¥
- mployee
MyPerformance Health Federal Employee Health Benefits Special
InsurEnce Codelth) MANAGE HIERARCHY REQUESTS  29°'
Manager Functions
Life Insurance:  Basic only HR Update i
Request Employment Verification Supenvisor Update ‘
visor View
T o G R s et DAY
Update Contact Information Gross Pay: 441120 — degree  (168%)
Update Professional Development Net Pay 2270.00 - N
raining:
50 5¢ ction: SFAT NO FEAR ACT TRAINING ZZ133081 (05-Nov-2014 - 06-
860 Personaut Acton: Pay Period End Date: 24-Jan-2015 Novo6id} . ooy

Update MySupervisor
: ’ Certification/Licenses:

Update MyTeam No Certificates/Licenses Available

Add Employee

Remove Employee

Figure 1 — MyBiz+ Homepage



Viewing MySupervisor Requests

Information relating to your employee requests display. To update a specific employee request,
select the Confirmation Number located in the first column. In this example, Confirmation
Number 00023 is selected.

Notes:
1. You can search for specific information in any of the search boxes located on this page.

2. The Human Resources Office (HRO) form will include additional human resources related
~information.

/%EZQA Other DCPDS Applications W Favorites - Customer Support - @ Help Logout

Emplovee Supervisor Organization

First Name. Last Name First Name. Last Name AF INSPECTION AG

Home | Viewing MySupervisor Requests (for Supervisor) RASE L DL

Toview a specific employee request, seleet the Confirmation Number To fler requests enter informaion in the input boxes below. You ean alse select the drop down arow next ta the column name

Confirmation Number & Employee (Requester) ¢ Position Name & PP-Series-Grade ¢ Organization & Request Status ¢

Request Date ¢ Al

T1958 SUPERVISORY

MEL  FrstName. Lastama HISTORIAN 553263 AF03 APPR

GS-0170-13 AF OP TSTEVAL CTR 21-Aug-2015 WORKING

Figure 2 — Viewing MySupervisor Requests (for Supervisor)
Processing MySupervisor Request
After selecting the Confirmation Number, the Process Request form displays.
This form contains 2 sections:

1. Employee Information section contains information on the employee requesting your
assistance.
Important: Notice in the Number of Subordinates row, this employee currently supervises 2
employees therefore updating this request will automatically add this employee plus the 2
subordinate employees to your team.

2. Supervisor Information Section
a. Current Supervisor region contains information about employee’s current
supervisor.
b. New Supervisor region contains information about you.



To add this employee and subordinates (if any) to your team, select Update.

Notes:

1. If you received an employee request from someone not on your team, select the Reject

button. A MyBiz+ Notification and email containing this information will automatically generate

to those listed below.
2. HROs will select the Change Supervisor button (located on the HRO version of this form) for

those employee requests containing an erroneously identified supervisor. HROs will search for

the correct supervisor and update accordingly. MyBiz+ Notifications and emails containing

information about this change will automatically generate to the employee requesting

assistance, the previous supervisor, and the new supervisor identified by the employee.

3. Save and Return will not process this update and therefore emails and notifications will not

generate.

Embplovee

First Name. Last Name

Supervisor Organization

First Name, Last Name AF INSPECTION AG

Home / Viewing MySupervisor Requests (for Supervisor) / Process Request AAS® LAl L

Confirmation Number: 000023 Request Date:  21-Aug 2015

Employee Information

Employes:
Position:
PP-Series-Grade:
Organization:

Work Phone Number:
Work Email Address:
Number of subordinates:

Supervisor Infarmation

Current Supervisor:
Pasition:
PP-Series-Grade:
Organization

Work Phone Number:
Work Email Address

Number of Subordinates:

First Name, Last Name

T1958 SUPERVISORY HISTORIAN 553263 AF03 APPR
GS-0170-13

AF OP TST EVAL CTR

9683817571

First Name. Last Name

New Supervisor:
DFEX0007 SECRETARY OF THE AIR FORCE MLT 455904 AF13 APPR Position:

EX-0301-02 PP-Series-Grade:

U S AIR FORCE HQ Organization: o
Work Phone Number. 9693317604
Work Email Address:

14015 Number of Subordinates: 0

Select the Reject button, if you are not the correct supervisor. By selecting Update, Zojjim Q. AIF Iwuj and total number of 2 subordinates listed will be added to your team.

Requesl Status.  WORKING

N Acon e e 1

Figure 3 — Process Employee Request for Assistance



Sample - Processing MySupervisor Request Confirmation Notice

After selecting Update, a Confirmation displays containing specific information relating to this
request. All future updates relating to this request will contain this confirmation number.

Confirmation Number: 000023

An email and a MyBiz+ Nolification were sent to
. Employee: | Frtme
+ Previous Supervisor:
+ New Supervisor: Tuitt

MyBiz+ Notifications conlaining this information can be found in the MyBiz+ Homepage, nolifications area

Figure 4 — Confirmation Notice

Sample - Processing MySupervisor Request MyBiz+ Notification

A MyBiz+ Noatification, available on the MyBiz+ Homepage (top right hand side) indicating
update was processed will be sent to the following:

e Employee requesting assistance

e  Previous Supervisor — in this example, the employee was erroneously assigned to the wrong
supervisor

e New Supervisor — this is the employee’s correct supervisor

Notification Detail

Title: Change of Supervisor Notice (Confirmation Number: 000023)
A change of supervisor request was processed for the Employee histed
below.

Description: + Employee:

+ Previous Supervisor:

+ New Supervisor:
Inactive button will
. i Notification Expiration
remove a notification Date:

from the MyB|Z+ —> Action: Inactivate

Notifications section.

19-Nov-2015

Figure 5 — MyBiz+ Notification Detail
Sample - Processing MySupervisor Request Email

Again, the three employees listed below will receive the following email indicating the request
was processed.

Notes:
1. Previous Supervisor will only display if employee is currently assigned to a team.
2. Previous Supervisor will only receive email if their work email address is in DCPDS.



@ This message has extra line breaks,

From: PLY @mail.mil >
To:
ce
Subject: Change of Supenvisor Notice (Confirmation Number: 000023)

A change of supervisor request was processed for the Employee listed below.

« Employee  Frstame. tastame
® Previous SUPervisnr: st Name. Last Name
* New Supervisor: First Name. Last Name.

To access MyBiz+ and review this request update, copy and paste [https://compo.dcpds.cpms.osd.mil/] into your Internet Browser.
Finally, a notification containing this information was also added to your MyBiz+ Home page, notifications area.

**% Delete this email if you are not the intended recipient ***

Figure 7 — Change of Supervisor Email Notice

Supervisors (and Employees) Log In to Verify Notification and Update

Finally, after processing this request, log into MyBiz+ and navigate to the MyTeam Page to
verify the employee was added to your Team.

Motifications

g MyBiz+ for Managers and Supervisors is now available. If you are a manager or supervisar, Login and select
Py or Managers the tile on the MyBiz+ homepage to discover the HR information available for your team. Riad / Unread Tide Start Date
and Supervisors | . . A5
nt: As of Aug 201 Noriplace will no longer be av vi = =
mportant: As of Aug 20 orkplace will no longer be available to managers and supervisors. = S
o 25-Augp 2015
oA 2015
sssse it et
FirstName, Last Name
T information 8 e 8801 27-Aug 2015
* You have 2 unread notfications,

Welcome,

22 Key Services

Health Insusance: Federal Empioyee Healh Benefits Special Code (27)

Lite Insurance: Basic anly

Training:
B 0k AT TRANNG Z2135081 05N 2014 - 06Nk

Gross Py Certificationilicenses:

Het Pay

Py Period End Daie

4 Last Personnel Action

Ty ot action et ey st
Eectve Dote 1-dan.2015
Detail Pages

A | B
o e P

Figure 8 — MyBiz+ Homepage



Add Employee Process

Supervisors will access the MyBiz+ Homepage to manage their team’s information by selecting
the following functions listed in both the Customer Support or Key Services View:

e Add Employee - allows supervisors to add missing employees to their team
e Remove Employee — allows supervisors to reassign employees from their team to another
supervisor’s team. You should coordinate this move with the employee’s current supervisor.

Lets first select, the Add Employee function.

/%Z{- Other DCPDS Applications W Favorites - Customer Support - @ Help - Logout

lling us wnat you tink....
o 4 ¥ 6 1 Update MySupenvisor
UPDATE MYTEAM
sessse > Add Employee

Remove Employee

Nelcome, ~ firtteme tsttame The information is current as of 21-Aug-2015 g 5 a .
rocess Employee Requests

3y
L MANAGE HIERARCHY REQUESTS

S, “aseians
Supervisor Update
# Provide Feedback

HR Advisor View ge M
12 Key Services [$insurance | T —
MyPerformance Health Insurance:  Federal Employee Health Benefits Special Code (2Z) Education:
Organizational Behavior Studies (521003
Life Insurance: Basic only Master's degree - (1983)
Training:
Gross Pay 441120
Net Pay 221000
Pay Period End Date 24-Jan-2015

Figure 9 — MyBiz+ Homepage

From the Add Employee page, you must first Enter/Validate your work email address. Again,
since this process depends on email addresses to forward information to employees and
supervisors, it is important to complete this step before continuing.

Employee Organization

Supervisor
AF OP TST EVAL CTR

helow to Add an Employee to your team Ta Rem ee from your team, select the toggle buttan "Remove Employee from A

-
Prior 1o updating your leam, sntat your information bel
* Enter/Validate your work email address: [ Enter/Validate your work phone number:

To search, enter the whole or partial Last Name, First Name Middie Initial. For example, to search for Jose Smith, enter: Smith, Smith J or Smith, Jos.

“Enter New Employee's Name: Search

Select MName Organization * Work Email Address  Work Phone  Current Supervisor  * Current Supervisor Work Email Address
Enter employee name to search

Cancel Continue

Figure 10 — MyBiz+ Homepage


mailto:Supvfirst.last@mail.mil

To search for (add) your missing employee, enter the employee’s whole or partial Last Name,
First Name Middle Initial.

Notes:

1. Review all of the information pertaining to this employee prior to adding.

a. If this employee is a supervisor, you will automatically assign this employee’s
subordinate employees to your team.

2. If this employee is currently assigned to another supervisor (see supervisor listed in
the Current Supervisor column), you must coordinate, with the current supervisor
prior to adding this employee (and subordinates) to your team.

3. If search does not retrieve your employee, contact your servicing HR Office.

In this example, employees with last names starting with AIF display.

To search, enter the whole or partial Last Name, First Name Middle Initial. For example, to search for Jose Smith, enter: Smith, Smith J or Smith, Jos.

“Enter New Employee’s Name:  AIF \ o Search
Select the radio button to choose the correct employee. By selecting Continue, the employee will be added to your team.
Hkde o * Work Email 5 = Current Supervisor Work Email
Select Name Organization ey Work Phone Current Supervisor e

462-532-
89 COMMUNICATIONS SQ 4400

97 AIR MOBILITY WG
AF COST ANA AG 4261942077
319 FORCE SUPPORT SQ

H First Name, Last 97 LOGISTICS READINES SQ 9368321020 First Name,
{ Name 33 NETWORK WARFARE SQ 7265004707 Last Name
i AF RESEARCH LAB

AF RESEARCH LAB

86 CIVIL ENGINEER SQ

502 FORCE SUPPORT SQ

uuuuuuuuu

Cancel Continue

Figure 11 — Add Employee Search
Select the radio button next to your employee’s Name.

Since this process will utilize emails to document and communicate information with employees,
if not already properly entered, you must enter work email addresses for both your employee and
their current supervisor.

Select the radio button to choose the correct employee. By selecting Continue, the emplayee will be added to your team

e i : =
Organization Work Phone Current Supervisor et
89 COMMUNICATIONS SQ ] ﬁgfﬂ' I FrsName, Lt Name

Figure 12 — Add Employee Select Employee
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In this example, EMPfirst.last@mail.com was entered as the employees email and
SUPVfirst.last@mail.mil was entered as the current supervisors email address.

Select Continue after information is complete.

* Current Supervisor Work Email
Address

*Work Email

fhrisi Work Phone Current Supervisor

Select Name Organization

462-532-
89 COMMUNICATIONS SQ EMP email address 4400 e SUPV email address

Cancel I Continue I

Figure 13 — Add Employee Work Email Address
Sample - Add Employee Warning Page

Prior to adding this employee, the warning page allows you to review the number of subordinates
currently assigned to this employee prior to updating.

By selecting Update, this employee and existing subordinates will also be added to your team.

p Desk Conta

Figure 14 — Add Employee Warning Page
Sample - Add Employee Confirmation Notice

After selecting Update, a Confirmation displays stating the Employee listed below was added to
your team. Both MyBiz+ Notifications and emails documenting this update will generate to
those listed below.

MyBiz+ Homepage, noffications area

Return to Update MyTeam Page Return o MyBiz+ Home Page

Figure 15 — Add Employee Confirmation Notice
Sample - Add Employee MyBiz+ Notification and Email

Again, a MyBiz+ Notification, now available on the MyBiz+ Homepage (top right hand side) and
emails indicating the add update was processed was sent to the following:
e Employee
e Previous Supervisor — in this example, the employee was erroneously assigned to the wrong
supervisor
e New Supervisor — this is the employee’s correct supervisor

11
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Sample - Add Employee MyBiz+ Notification

All employees will access MyBiz+ Notification to view information relating to this add update.

Other DCPDS Applications ¥ Favorites Customer Support @ Help Logout

" MyBiz+ for Managers and Supervisors is now available. If you are a Notifications
M h for Managers manager or supervisor, Login and select the tile on the
and Supervisors MyBiz+ homepage to discover the HR information available for your Read Title Start Date
team ! Hnread

* hange of Supervisor Notice (Confirmation Number: 000024; 21-Aug-2015
Important: As of Aug 2015, My Workplace will no longer be available to managers and supervisors

rssse [l

Figure 16 — MyBiz+ Homepage Notifications

The notification detail includes additional information about your Change of Supervisor Notice.
Note, the Description includes information referencing your update.

Notification Detail

Title: Change of Supervisor Notice (Confirmation Number: 000024)

A Supervisor added the Emplovee listed below to their team.
« Employee  sisname astname
» Previous Supervisor:  fistame LastName
+ New Supervisor:

Description:

MNotification Expiration Date:  19-Nov-2015

Action: Inactivate

Figure 17 — Notification Detail

Sample - Add Employee Email

Again, all three employees will receive the following email indicating this request was
processed.

Notes:

1. Previous Supervisor will only display if employee is currently assigned to a team.
2. Previous Supervisor will only receive email if their work email address is in DCPDS.

copy and paste [https://compo.dcpds.cpms.osd.mil/] iINto your internet Browser

added to your MyBiz+ Home page, notifications area.

Figure 18 — Add Employee Request Processed Email
Supervisors (and Employees) Log In to Verify Notification and Update

Finally, log into MyBiz+ to verify the employee was added to your Team.

12



Remove Employee (Assign to New Supervisors) Process

Supervisors will access the MyBiz+ Homepage to manage their teams information by selecting
the following functions listed in both the Customer Support or Key Services View:

Add Employee - allows supervisors to add missing employees to their team

Remove Employee — allows supervisors to reassign employees from their team to another

supervisor’s team. All reassignments must be coordinated with the employee’s correct

supervisor.

Let’s now select the Remove Employee function.

Firct Name. | act Nam

lelcome,

% Provide Feedback

MyPerformance
Manager Functions

Performance Management and BRMERE
Apply Action(s) to Multiple Employees
Manage Trusted Agent Autharization
View/Print Performance Management Reporis
View Previous Requests

CIV Fill Reguest Status

Request Employment Verification
Civilian Career Report

Update Contact Information
Update Professional Development
SF50 Personnel Actions

Update MySupervisor

Update MyTeam

Add Employee

wﬂ‘ova Employee I

Other DCPDS Applications -

6 |

The information is current as of 21-Aug-2015

Health Insurance:  Federal Employee Health Benefits Special Code (ZZ)

Life Insurance: Basic only

Gross Pay 441120
Net Pay: 2270.00
Pay Period End Date: 24-Jan-2015

Figure 19 — MyBiz+ Homepage

% Favorites -  Customer Support ~

Update MySupervisor

UPDATE MYTEAM

Remove Employee

Process Employee Requests

| MANAGE HIERARCHY REQUESTS

HR Update I
Supervisor Update

HR Advisor View

Education:
Organizational Behavior Studies (521003)
Master's degree - (1983)

Training:
SFAT NO FEAR ACT TRAINING ZZ133081 (05-N

Certification/Licenses:
No Certificates/Licenses Available

22 Other Responsibilities/Applications

Responsibilities:
CIVDOD Self Service Hierarchy Manager

13



The Remove Employee process will not allow you to simply remove an employee from your
team. This process requires you to assign the employee and subordinates (if applicable) to the
correct supervisor.

Just like the Add Employee process, the Remove Employee page requires you to Enter/Validate
your work email address. Again, since this process depends on email addresses to document and
communicate information to employees and supervisors, you must add this information prior to
completing this process.

Also, note the Remove Employee process automatically displays employees currently assigned
to your team.

Employee Organization
Supervisor

it Name. 16t Name AF OP TST EVAL CTR
* - Required
Follow the instructions below to Remove an Employee fram your team. To add an employee to your team, select the toggle button "Add Employee to MyTeam’”
Prior to updating your team, enter your information below|
4 mi i | 210-585-5558
* Enter/Validate your work email address: { EMPNME@mail.mil Entsr//aNdats yos workiphone uen bt
Emp\oyees listed below are currentlv aSS\QﬂEd to your team. Select the radio button to remove an employee from your team. By SEléCllﬂg Continue, you will search for this emg\o’yees nNew Supernvisor.
Emp|oyees Select Name Organization * Work Email Address Work Phone
a55|gned to . 89 COMMUNICATIONS SQ 462-532-4400
First Name,
your team.

AF INSPECTION AG 9693817711

Last Name

802 FORCE SUPPORT SQ

Cancel Continue

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

Figure 20 — Remove Employee

To remove an employee currently assigned to your team, select the radio button next to the
employee’s name. Prior to removing an employee, you must assign this employee to the correct
supervisor.

Notes:
1. Review all of the information pertaining to this employee prior to removing.
a. If this employee is a supervisor, you will automatically reassign subordinate
employees to the new supervisor’s team.
b. You must coordinate adding this employee to the new supervisor’s team prior
to removing this employee from your team.
2. If the search does not retrieve the new supervisor for this employee, contact the
supervisor directly.

14



You must enter the employee work email address.

Updating the employee’s work email address will not permanently store this information in the
employee’s DCPDS record.

When the information is complete, select Continue.

Organization

| B9 COMMUNICATIONS 50 | EMP@mail.mil

SEY3BITTIY

AF INSPECTION AG

802 FORCE SUPPORT 5Q

Canced I Contirmee I

Figure 21 — Remove Employee

After selecting Continue, you must search for the employee’s new supervisor’s full or partial
Last Name, First Name Middle Initial.

Tips:
P 1. Enter at least one character of the new supervisor’s Last Name. (The more characters
entered, the quicker the system response time.)
Ensure a comma is added between the Last Name and First Name.
Contact the new supervisor directly to obtain assistance if the new supervisor’s name

does not display.

In this example, the employee is erroneously assigned to the wrong supervisor; therefore, the
current (incorrect) supervisor will search for the employee’s correct supervisor.

“Enter New Supervisor's Namae: ¥  Searh

Select Name ‘Organization ” Work Email Address. Work Phone

e raicheng records found Wnks i the supenvsar's rame i the fisld balow

Conbnue

Figure 22 — Remove Employee
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In this example, a list of supervisors meeting the search criteria displays.

“Enter Mew Supervisor's Name: A ¥  Seamh

Sedect the rado bution to choose the cormect supenasor. The Submit bution will move the employee 1o the new supernvior’s leam
Salect Hamm Crganization * Work Email Address Waork Phone

AJF B8 COMMUMNICATIONS S0 4E2.532-400
42 TESTWG 1127092160
412 MAINTENANCE 50

9T LOGISTICS READINES 5Q

33 NETWORK WARFARE 50

AF PERSONNEL CTR TEAET.TaTS

47T MAINTE

NANCE 50

AF LIFE CYCLE MGT 032 TT9-5775

B33 FORCE SUPFORT 50

U'S AR FORCE HO 0641503766

2348187809 wim

Retum fo Previous Page Coniinue

Figure 23 — Remove Employee Search for New Supervisor

Select the radio button next to the new supervisor’s name. Again, since a work email address is
not listed for this supervisor, you must enter the work email address as this process will utilize
emails to document and communicate information to the employee, new supervisor and previous
supervisor.

“Enter New Supervisor's Name:  AIF ¥  Search

Select the radio button to choose the correct supervisor. The Submit button will move the employee to the new supervisor's team

EMP@mail.mil
AF 89 COMMUNICATIONS SQ

Figure 24 — Remove Employee Select New Supervisor

462-532-4400

Sample - Remove Employee (Assign to New Supervisor) Warning Page

Prior to removing this employee from your team and adding them to the new supervisor’s team,
a warning page displays.

The warning page will include the number of subordinates being reassigned with this employee
to the new supervisor’s team.

By selecting Update, this employee and existing subordinates will be added to the new
supervisor’s team.

Update MyTeam Warning - Remove Employes

Important: Exercise caution when removing sn employee from your team. By selecting e Update bution, Xog O AIF Geimihim, [ and 3 subordinetes will De moved fronm yous tean o he e sopenvsor, | rstName Last Name

Hetum to Previous Page | Update I

AcceautulitySection SO | Prvacy and Secunty Policy | System Help Desk Contacts

Figure 25 — Remove Employee Warning Page
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Sample - Remove Employee (Assign to New Supervisor) Confirmation

After selecting Update, a Confirmation page displays stating the employee listed below was
moved from your team to the New Supervisor. Both MyBiz+ Notifications and emails
documenting this update will generate to the parties listed below.

Update MyTeam Confirmation Number 000025 ~ Remove Employee
The Employee listed below was moved from your team to the New Supervisor

An email and a MyBiz+ Notification were sent to:

Firct Name. | act Name:

+ Employee
« Previous SUpervisor:  first Name. Last Name
- New Supervisor: Xojp

aaaaaaaaaaaaaaaaaa

MyBiz+ Netifications containing this information can be found in the MyBiz+ Homepage, notifications area.

Return to Update MyTeam Page Return to MyBiz+ Home Page

Figure 26 — Remove Employee Confirmation Notice
Remove Employee (Assign to New Supervisor) Notification and Email

A MyBiz+ Noatification (referencing the same Confirmation Number on the Confirmation page)
is available on the MyBiz+ Homepage. These notifications will automatically be available in
MyBiz+ Notification (top right hand corner) to those listed below:

e Employee

e Previous Supervisor — in this example, the employee was erroneously assigned to the wrong
supervisor

e New Supervisor — this is the employee’s correct supervisor

Sample - Remove Employee (Assign to New Supervisor) MyBiz+ Notification

Select the Notifications title to view additional notification details pertaining to your request for
supervisor assistance.

Figure 27 — MyBiz+ Homépage, Notification

17



The notification detail includes additional information about your Change of Supervisor Notice.
Note, the Description includes information referencing your update.

Notification Detail

Title: Change of Supervisor Motice (Confirmation Number: 000025)
A Supervisor added the Employee listed below to the New Supervisor's
team.

Description: + Employee: e

+ Previous Supervisor:
+ New Supervisor: | e

Notification Expiration 19-Nov-2015
Date:
Action: Inactivate

| Close

Figure 28 — MyBiz+ Natification Detail
Sample - Remove Employee (Assign to New Supervisor) Email

Again, those listed below will receive the following email indicating a Supervisor added the
Employee listed to the New Supervisor’s team.

@ This message has extra line breaks,
Srom: DCPDS_DO_NOT_REPLY <DCPDS_DO_NOT_REPLY@mail.mil>
]

subject: Change of Supervisor Motice (Confirmation Number: 000025}
A Supervisor added the Employee listed below to the New Supervisor's team.
* Employee:  Fstieme Lstieme

* Previous Supervisor:
* New Supervisor:

To access MyBiz+ and review this request update, copy and paste [https://compo.dcpds.cpms.osd.mil/] into your Internet Browser.

Finally, a notification containing this information was also added to your MyBiz+ Home page, notifications area.
*** Delete this email if you are not the intended recipient ***

Figure 29 — Change of Supervisor Email Notice
Supervisors (and Employees) Log In to Verify Notification and Update
Finally, log into MyBiz+ to verify the employee was removed from your Team.

Summary

Employees and supervisors are always encouraged to access the MyBiz+ Homepage, Provide
Feedback link and provide feedback on any MyBiz+ product or service!

Other MyBiz+ training information, to include employee and supervisor training simulations are
available on the MyBiz+ Homepage, Help.
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