MyBiz Registration

1. Navigate to DCPDS portal. https://compo.dcpds.coms.osd.mil
2. Click OK for DOD NOTICE. See fig 1.
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Message from webpage M

l DoD MNOTICE AND CONSENT BANNER

LB,
You are accessing a U.5, Government (USG) Infermation System (IS) that
is provided for USG-authorized use only.

By using this IS (which includes any device attached to thisI5), you
consent te the following conditions:

-The USG routinely intercepts and meniters communications on this 1S
for purposes including, but not limited to, penetration testing, COMSEC
monitoring, network operations and defense, personnel misconduct

(PM), law enforcement (LE), and counterintelligence (CI) investigations.

-At any time, the USG may inspect and seize data stored on this 15,

-Communications using, or data stored on, this IS are not private, are
subject to routine monitoring, interception, and search, and may be
disclosed or used for any USG-autherized purpose.

-This IS includes security measures (e.g,, authentication and access
controls) to protect USG interests--not for your personal benefit or
privacy. "

-Motwithstanding the above, using this IS does not constitute consent
to PM, LE or Clinvestigative searching or monitoring of the content of
privileged communications, or work product, related to personal
representation or services by attorneys, psychotherapists, or clergy, and
their assistants. Such communications and work preduct are private and
confidential, See User Agreement for details,
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3. Click on “Register Here” for first time smart card user.

Login Help | Contact List | Frequently Asked Questions (FAQ)
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cot Ciick the login button below and select your non-email digal certificate.
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and Supervisors
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First time Smart Card (CAC) user? Register Here

rteam Important

Returning Non-Smart Card (Non-CAC) User? Click the button below.

Component Help Desk Information @ Non-Smart Card Access

ing this site, plea:

and directly contact your Fi

st time Non-Smart Card (Non-CAC) user? Register Here
Password problems? Reset

For addtional information, check out our Erequently Asks

For technical problems. select the Contact Lis for your organization's computer
support Help Desk.

y Act | Accessibility
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https://compo.dcpds.cpms.osd.mil/

4. If you are promt for your CAC certificate, Choose the non email one and if prompt for your Pin

enter that as well and then select OK for each. See fig 3
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5. Under DCPDS Smart Card Registration, Enter you SSN with hyphens then tab and enter your SSN

CAC Registration in DCPDS

O[]

Identification

/I Select the non-email certificate and click OK, then...
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...enter your PIN and click OK, again.
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Please enter your PIN,

again to confirm. Click the Register button. See Fig 4

Fig 4
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DCPDS Smart Card Registration 9 nfo

To register or update your Smart Card Cetificate information to an HR/MyBIiz/MyWorkplace appication, read the Privacy Act

Statement and follow the instructions below

Enter your SSN/LN Empioyee 1D Number and sefect the "Register” button to register your Smart Card. Select the.
“Cancer button 1o retur to the DCPDS Portal Page

** Important ** SSN/LN Employee 1D Numbers are masked as an addtional security measure for your personal

protection
* Use hyphens in the SSNLN Employee 1D Number if appiicable

SSN/LN Employee ID Number.

Confirm SSN/LN Emplayee ID Number

Smart Card (CAC) Re-Registration

Select the “Re-Register* button if you received a new Smart Card (CAC) since the last time you registered 10 the
MyBIZ/MyWorkpiace/Human Resources (HR) application

Smart Card (PIV) Re-Registration

Select the "PIVRe-Regisler button If you feceived 2 new Smart Card (PIV) since the last time you registered o the
MyBizMyWorkplace/Human Resources (HR) application

“* important ** SSN/LN Employee 1D Numbers are masked as an adddional security measure for your personal

Privacy Act Statement

Authorities: 5 USC 301, Departm
11,13, 29, 31,33, 41, 43,51, 53
Executive Order 9397

Regulations; Ttle 5, USC Chapters
1,69, 72, 75, 83, and 99; and

Purposes: To authenticate the identity of individuals seeking access to
their personnel data for purposes of ensuring that only authorized
persons may process applicalions and view data penaining 1o them. To
permit authonzed ndIviduals 10 view their data for purpose of vertlying
its accuracy and 10 update the data when it is not current or is
maccurate. To audt user access to ensure that access fs only granted
10 users that are authorized access 10 the information.

Rouline Uses: To a Federal, state, of local agency, as necessary and
when the intended disclosure Is for a purpose compatible with the
purpose for which the information was collected, on personnel and
related matters invoiving the indwvidual about whom the information
pertains

Disclosure: Voluntary. Failure to provide the fequested information wil
result in a delay or termination of your request If your request is
terminated. you will not be able 10 view and vertly your data and you will
not be able to update your data via this websie

Tools

Fill & Sign

Comment




6. Click “Add Additional Application Databases” tab, and enter you SSN with hyphens, tab and enter
SSN again to confirm. To complete the registration process click the submit button. See Fig 5
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and when the intended disclosure s for &

the purpose for which the informato

and relsted matters invelving the individual sbaut whom
information pertans

Click the rightmost tab and enter your SSN with hyphens
(e.g. 123-45-6789) in both fields (again), and click dormaben wi Tesch & dele or terinduon of Your Feutt, I

Submit. The SSN is the “Username” for employees that YOUr request is terminated, you will not be able to view and verify

your dats and you will not be able to update your data via this

only have a Self Service (i.e., a My Biz/My Workplace) wobsh

To prACGQUD fersonal infarme 4 out” of your DCPDS Portal session by selecting the ‘Logout’ button

Fig 5.

7. Click the Accept button to continue. See Fig 6
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Privacy Act Statement

The information you provide 1o the Defense Civillan Personnel Data System (DCPDS) is covered by the Privacy Act of 1974. For questions regarding your
personal information please contact your local Human Resources Office.

Authortties: 5 U.S.C. Chapers 11, 13, 29, 31, 33, 41, 43, 51, 53, 55, 61, 63, 72, 75, 83, and 99, 5 U.S C. 7201; 10 USC 136 DoD Instruction 1400 25,
volumes 1100 and 1401; 29 CFR 1614 601: and E 09397

Principal Purposes: To aliow chvilian fund and es in the Depariment of Defense (DoD) to update personal
information

Routine Uses: None. The DoD ‘Blanket Routine Uses" set forth at the beginning of OSD's compilation of systems of records notices apply to this system
Disclosure: Voluntary. However, fallure to provide or update your Information may require manual HR processing of the absence of some information

Accept

tion 508 | Privacy and Security Policy | System Help Desk Contacts

Fig 6.



8. My Biz Home Screen will look similar to this one. See Fig 7

m.osdamil dcpdsportal-regls/profle st
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+ Last Personnel Action

No Data Available

No Data Avallable

No data available

No data available

Use or Lose) No data available
Detail Pages
Pay, Leave i& @
and Benefits Position Reports
Accessibilty/Section 508 | Privacy and S
Fig 7

Once you are at the home screen, you can click the Help button on the menu bar at the upper right for
the user guides for more detailed instructions on how to use My Biz.

NOTE: This application is constantly being revised, so images and layout may change.
If you have any problems accessing / logging in to MyBiz, please contact

CMSgt Bill Wiitala 410-576-6037 or William.wiitala@ang.af.mil
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