Employment Verification Service (TALX) is no longer available

The Army was just been advised by DOD that as of 11 February 2011, the Employment Verification Service(TALX) is no longer available. There is a link to this tool in the CPOL Portal, Employee Tab, which will be removed in the very near future.

All Appropriated Fund (APPR) employees can now use the Self Service My Biz - Employment Verification Tool within DCPDS (see instruction below). Employees can log into My Biz, to provide proof of their employment and/or salary information to organizations or persons.  

This functionality will be added to the Non-Appropriated Fund (NAF) employee's My Biz on 20 March 2011. 

Please contact your servicing HR Specialist, if you or your staff have any questions.

CPAC, Ft. Gordon
Previewing the My Biz 
Employment Verification Tool 

My Biz Employment Verification is a Self-Service tool allowing employees to submit employment information to an external organization (business, bank) directly from DCPDS and sent via secure internet.  Employees are in complete control of who receives this information. 
NAVIGATOR
From the Navigator page, select My Biz and then Employment Verification:
[image: ]
EMPLOYMENT VERIFICATION Page
There are two selections under Details to Share - Employment Information (Name, current date, Job, Organization, Last 4 of SSAN, Employment Status, start dates, and Rate of Pay) and Employment and Salary Information, which shows the same employment information, plus total salary. 
[image: ]
Recipient Information allows external email addresses to be entered. If there is an email address in My Biz, (go to update My Information) it will auto populate the CC line - or another email can be entered. Both the TO and CC fields must contain a valid email format. 
HINT:  Always send a copy to yourself – you will receive the exact same email the external organization will receive - with a date/time stamp, the email addresses sent and the employment information sent. 
The cancel button returns to the My Biz home page and no information is sent. 
Select Continue to acknowledge and submit. 
EMPLOYMENT VERIFICATION – ACKNOWLEDGE AND SUBMIT Page
[image: ]
Recipient Information – shows the exact email addresses the employment information will be sent. 
This is a good point to ensure the email addresses are correct in spelling and format, if not, select BACK. 
  NOTE: At this time the salary does not display on the Acknowledge and Submit screen, under Work Telephone, but will display on the email.  To review the salary prior to submitting, return to the Navigator page and select My Information, then the Salary Tab. 
The employment data elements show the same information available in My Biz, My Information which can be reviewed prior to sending the employment verification. 
Selecting ACKNOWLEDGE AND SUBMIT will pre-position your request with a warning notice on the next screen. The BACK button can be used to return to the previous screen or CANCEL – which returns the employee back to the Navigator page. 
WARNING 
Once again, the WARNING page shows the email addresses that will receive the employment information. 
Take note of the Disclaimer – it is your responsibility to ensure the recipients receive the Employment Verification. 
Select YES to receive a confirmation notice or NO to take you back to the previous page.
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CONFIRMATION
This page again shows the email addresses the employment information was sent to. Check your email for the CC copy.
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To submit Employment Verification comments and/or suggestions via the Self Service interactive customer evaluation (ICE) tool, log into My Biz and select the ICE MyBiz link.
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"My Biz and associated web pages are web-based tools created by the Department of Defense (DoD) as part of the Defense Civlian
Personnel Data System (DCPDS) to allow DoD personnel access to and management o their personal personnel records. The DoD MyBiz
and associated tools can be accessed only by authorized DaD personnel within a mil or dodea.edu network. The DoD MyBiz tool has no
‘association with any private or other enterprise using "MyBiz" in whole or in part as a itle or logo.”





image2.png
ot
P

et e e et e e ) ' e b
S D i e e s et s

e
[ S S S —

et
P -

1o St
6 Gt e
e o st i i 9 o Ve i

) ()





image3.png
Employment Veriication Acknowledge and Submit

el
e
Becpenttormston
2 Bnnamegemncon
1 e A | e et T b e
Emomentandsain





image4.png
O ————

| iring
r st s, s Vit cronis et Bk Name @losn.com; Confirmstion.Recsipt.randolph.sf.mil

® Gl





image5.png
o
Al s gt o s e st S o Gt o o 2





