
MGR/PERS ACCOUNT ACCESS 
When you get a new –PERS/-MGR account you do not have to register you information from the main login screen.  You 
need to register your SSN/User-ID under Add Additional Application/Databases: 

 
Input your SSN first: 

 
 
 
 



Then click Submit: 

 
If you get the follow error you have already associated your SSN

Click the Back button and input your User-ID all CAPS with the end -PERS/-MGR depending on account requested. Will 
be different for SSS accounts, input the User-ID from SSS Request form.   
 
 
 
 



If you still get the above error, go back to Application/Database:

  
Then click on the Purple HR MyBiz+ NG Square: 

 
 
 
 
 
 



If you don’t see other DCPDS tools window, you will need to Mange My Views: 

 
Click the Double Arrow:

 
 



The below window will pop-up: You will see three options, click on Exchange for the window you want:

  
If you don’t see Other DCPDS tools you have not added your account or there is an issue.  Please have your HRS(IS) 
submit a DCPDS helpdesk ticket.  If you do see it, Exchange your view, you screen will look similar to the below:

 
You can Exchange until you like the configeration of the screen, I keep my like this:  To get into DCPDS click on DCPDS 
Navigator Homepage 



 
Your access will be listed under Navigator, click the correct responsibility: 

 


