Profile: Selecting
Agency/Bureau/Sub-Bureau

Agencies may expand their available organizations within FAITAS to include up to three Sub-Bureau or Tier
levels for each Bureau. FAITAS users, in addition to selecting their Agency and Bureau can select Sub-
Bureau(s) from within their Profile if available. Selecting the correct organizational level in one’s Profile is
important to facilitate appropriate request workflows and accurate reporting.

HOW DO | SELECT MY AGENCY, BUREAU, AND/OR SUB-BUREAU?

There is no change to the basic selection of a user’s Agency and Bureau in My Profile.

1. From the My Account navigation tab, select Update Profile.

2. In the Profile Information section, the Agency and Bureau fields are greyed out. To
select an Agency, Bureau, and/or Sub-Bureau, click the Search Bureaus button.

Profile Information

AgQency: o

Bureau: =) v| @

*Selectan Agency/Bureau/Sub Bureau: Cther (Military and Contractors) (Other (Military an

“pay Plan: |AD - ADMINISTRATIVELY DETERMINED (NOT ELSER = v

*Pay Grade: 115 v:

*lob Series: DO&0

Disability Type: | v:

*Position Title: Chaplain

* Acquisition Workforce Member? [fes V: See for a definition of Acquisition Workforce,

3. Beginning with the Agency drop-down list, select an Agency, which will populate the
Bureau drop-down list. Select a Bureau to populate additional Sub-Bureaus, if available,
and then select a Bureau, Sub/Bureau(s).

Search Sub Bureaus 0

Select Sub Bureau Search Sub Bureaus

NOTE: Sub-
Select a Sub Bureau

Select an Agency: |DHS - Department of Homeland Security h Bflreaus

Select a Bureau: [Acquisition Professional Career Program (APCP) V[ select d‘SPlay ONLY
when

Select a Tier 1 Sub Bureau: [Tier 14 (T14) V] select available for

Select a Tier 2 Sub Bureau: [Tier 2a (T22) ~| [ select the Selected
Bureau.

4. Once the Agency, Bureau, and/or Sub-Bureau(s) display, click the Select button next to
the desired organizational level and return to My Profile.

5. The user's Profile updates with the newly selected Agency, Bureau, and/or Sub-Bureau.

Profile Information

Agency: o artment of Hometand Securit v

Bureau: ACquisit essional v 9

*Select an Agency/Bureau/Sub Bureau: Tier 24 (T2a]

*Pay Plan: AD INISTRATIVELY DETERMINED (NOT ELSEWHERE SPEC e

*Pay Grade: 15 v

*lob Series: 0050

Disability Type: hd

*Position Title: Cragiain

* Acquisition Workforce Member? Yoy v See for a definition of Acquisition Workforce,
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