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Introduction

Defense Civilian Personnel Data System (DCPDS) Portal Registration is designed to allow
Human Resources (HR)/My Biz/My Workplace user’s easier access to their critical DCPDS
applications through the DCPDS Portal Page by creating a single DCPDS Portal Username and

Password.

This guide will assist HR/My Biz/My Workplace users in registering on the DCPDS Portal as

= Common Access Card (CAC) user

Once the registration process is complete, users will access their HR/My Biz/My Workplace
applications via the DCPDS Portal. If you cannot complete your registration due to errors,
contact your organization’s Help Desk (see Contact List section under the Reporting Problems

on the DCPDS Portal page).




CAC Registration

This section of the guide will assist Human Resources (HR)/My Biz/My Workplace users in

registering on the Defense Civilian Personnel Data System (DCPDS) Portal as a Common Access
Card (CAC) user.

Once the registration process is complete, users will access their HR/My Biz/My Workplace
applications via the DCPDS Portal.

Note: Only Components who have implemented the DCPDS Portal will be available for access.
1. Begin at the DCPDS Portal page: https://compo.dcpds.cpms.osd.mil.
Note: Ensure that your Common Access Card (CAC) is inserted into your CAC reader.

2. Review Department of Defense (DoD) Notice and Consent Banner and select the OK
button to continue.
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Screen 1: DoD Notice and Consent Banner

Note: After selecting OK button, the DCPDS Portal page displays.
3. Select the CAC Registration button in the CAC Access region.

DLEST DCPDS Portal

Screen 2: DCPDS Portal Page

4. Select your non-email certificate at the Choose a Digital Certificate screen.


https://compo.dcpds.cpms.osd.mil/

5. Select the OK button.

Identification
The Web site vou want ta view requests
! identification. Please choose a certificate.
Mame Issuer
Doe, Jos DOD CLASS 5 EMAIL CA-9
Dae. Jos | pop cLass 3 ca-9
[ Mare Infa... ] [wew Certificate... ]

Screen 3: Choose a Digital Certificate

Note: Always select the non-email certificate.
6. Enter your PIN and select the OK button.

Please enter your PIN,

PIN [

|

Screen 4: PIN

7. The DCPDS CAC Registration screen displays with your CAC Username. Enter the
following in the CAC Registration region of the screen:

a. Social Security Number (SSN) with hyphens Example: 012-34-5678
b. Confirm your SSN with hyphens

CAC Registration

Welcome Doe. John¥

Enter your SSM/LM Employee ID Number, and select the "Register" button to
register your CAC, Select the "Cancel" buttan to return to the DCPDS Portal
Page.

** Important * Usernames and SSHLN Emploves ID Mumbers are masked as
an additional securty measure for your personal protection.
* Uze hyphens inthe SSLKN Employee ID Number it applicable
SSMAN Employee D Mumber: | sesssssssse
Confirm S5M/AN Employee D NUmber: |seessssssss
[ Register I [ Cancel I

Screen 5: DCPDS CAC Registration

c. Select the Register button. After selecting the Register button, the Validating
Your HR/My Biz/My Workplace Database Information screen displays.



8. Enter the following in the Regions Association section of the screen:
a. Enter your HR/My Biz/My Workplace Username (SSN with hyphens)
b. Confirm your HR/My Biz/My Workplace Username (SSN with hyphens)

REGIONS ASSOCIATION

Tos validate an HE/MyDiz /My Workplacs account xbsts for you, witer the rgquired infarmatbon below aned sulsct the “Subemit® button

Privacy Act Statement

Logowt

Screen 6: DCPDS Regions Association
Note: For HR users, your username will be your USERID. Include dashes and special
characters as they appear in your username.
9. Select the Submit button.

o If your username is validated on only one database, you will automatically
access your HR/My Biz/My Workplace application. Select Go To Main Page
button to continue.
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e Department of Defense

introducing a faster, easier way

10 access My Biz, My Workplace, and
HR Professional applications!

+ COMING SOON - a new Defense Civilian Personnel Data
System (DCPDS) Portal for accessing My Biz, My Workplace, and
HR Professional applications via your Common Access Card (CAC)

+ The DCPDS Portal eliminates the need for use of current login
IDs and passwords.

+ Additional information will be provided in the coming weeks.

(_Go To Main Page

Screen 7: HR/My Biz/My Workplace Application



If it brings you to a screen that looks like this, select NGB Region to enter the application.
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Accessing Your Database

Region Association
To access an HR/MyBiz/MyWorkplace database, select the appropriate link below

NGB region

To protect your personal information, *log out’ of your DCPDS Portal session by selecting the 'Portal Logout® button.
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Once in the application, you need to select a responsibility (i.e. My Biz or My Workplace).



o If your username is validated on multiple databases, the Link Your Portal
Account to Your HR/My Biz/My Workplace Applications screen displays.

a. Choose and select a database using the drop-down list.
b. Select the Link button to automatically access the HR/My Biz/My
Workplace application.

o oM DCPDS Portal

Link Your DCPDS Portal Account to Your HR/MyBiz/MyWorkplace
lIApplication

Your Username has access to more than one HR/MyBiz/Mywaorkplace database.
Use the drop down list to select the appropriate HR/MyBiz/Myworkplace database.

Mote: Human Resources databases will implement the DCPDS Portal at warious times,
If you are unable to select your database, make another selection,
until your database becomes available.

) [ Feeturn to Main Portal Page

Screen 8: Link Your DCPDS Portal Account to Your HR/My Biz/My Workplace Application

e |If your username is not found on a database, an error message displays. Select
the Back button and re-enter your information.
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Quick Reference Guide

DCPDS Portal

CAC Re-Registration Process

Purpose This Quick Reference Guide introduces a DCPDS
Portal User with newly issued CAC card due to
name change to the new CAC Re-registration
process.

Who should use this guide

This guide is for DCPDS Portal Users.



Introduction

Common Access Card (CAC) Re-registration Process

The newly implemented, Defense Civilian Personnel Data System (DCPDS) Portal CAC ‘Re-
registration’ process, which replaces the previous ‘CAC Username Change’ process, allow
users to re-register when a new CAC card is issued to an employee due to a name change.
The CAC Re-registration process is for use by previously DCPDS Portal registered CAC users
only.

Registered users with new CAC cards must select the ‘CAC Registration” from the main DPCDS
Portal page and select the ‘Re-registration’ button to reregister the new CAC to the existing
account. Current account(s) will then be linked to the new CAC.

Note: Previously registered DCPDS Portal users who obtain a new CAC due to
‘expiration date’ issues will ‘login’ to DCPDS Portal - NO RE-REGISTRATION
REQUIRED.

Removing ‘old’ CAC Certificate Information

Users with new CACs due to ‘name changes’ must remove existing certificates containing old
‘name’ information before re-registering the new CAC by following the steps below:

1. In Internet explorer, navigate to the “Tools’ menu, select *Internet Options’, then
select the ‘Content Tab’, then select the ‘Certificates’ button.

General ||| Securi ty || Privac | Contert | Connec tions || Programs || Advance d

Content &dwvizor
A atings help vou control the Intermet content that can be
wigeed on this computer

Certificates
% Use certificates ko positively identify vour:
r, authorities_ and publishers.

[ Clear S5L state | [ Centificates... | [ Publishers... |

Persana | infarmation
. AutoComplete stores previous entries RS ———"
and suggests matches for you.

Microsal ft Profile Assistant stores your Ty Frofie
personal | information

[ ox ][ comem |

Figure 1



2. Select certificates containing ‘old’ name and then ‘Remove’ button. Selected
certificates are removed and will not display during the re-registration process.

[ Certificates

Intended purpose: <hll= Rd

Personal | other People | Intermediate Certification Authorities | Trusted Root Certificatior € *

\ Select CERTSs containing OLD name
and then select the ‘Remove’ button.

Import... ][ Expart... ][ Remove /

Certificate intended purposes

<Al

Figure 2

Note: Users, who cannot complete the certification removal process, must
contact their local helpdesk for assistance.

DCPDS Portal CAC Re-Registration Process

Once the certificates are removed, follow the ‘re-registration’ steps below:

1. User navigates to the Defense Civilian Personnel Data System (DCPDS) Portal.

2. After reviewing the Department of Defense (DoD) Notice and Consent Banner

screen, the user selects the OK button to proceed to the Portal page.

3. User then selects the digital certificate containing the new ‘Name’ and then clicks

the “‘OK’” button. Note: Always select the non-email certificate.

Choose a digital certificate EJE

Identification
The Web site you want to view requests
' identification. Please choose a certificate,

Mame Issuer
LMame FMame, EDIPI#  DOD CLASS SEMAIL CA-9

[ More Info... ] [Eiew Certificate...]

[ oK ] [ Cancel

Figure 3



4. User enters their PIN and selects the ‘OK’ button.

=
ActivClient Login

Actividentity

ActivClient

Plzase enter wour PIN.

PIN B /

Figure 4

5. User selects the ‘CAC Registration’ button at the Portal page.

D&%ﬂg” DCPDS Portal

Common Access Card (CAC) Access Reporﬂné Mu‘em.s CPMS Contact Information

First time CAC users, Non-CAC usars with newly wsusd CAC and CAC | BT pErsonngl data concems in Department of Defense ]
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far your ization's Emall: hr-hi osd.mil

Authorized Non-CAC Login suppart Help Desk.

Authorized Non-CAC usérs must select the “Non-CAC Reqistration” button
before "Login® buttun, Select the "Reset Passmord” button Lo resel pour
passward.

Portal Usormanme:

Portal Password:
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Figure 5

6. The DCPDS CAC Registration screen appears, and then user selects the ‘Re-
Register’ button in the ‘CAC Re-Registration’ section.

CAC Re-Registration

Select the "Re-Reqister button below if vou received your new CAC since jhe last time you
registered with an HR/MyBIZMyWorkplace application.

I Re-Fegister ] I Cancal

Figure 6



7. After clicking ‘Re-Register’, users will receive a ‘CAC Re-Registration Successful’
confirmation page. User clicks the OK button. Current account(s) will then be

linked to the new CAC. User must return to the DCPDS Main Portal screen to

[ M b
login’.

Dm,_l_’“',?g" DCPDS Portal
Pesimis GATh 47Tl

CAC Re-Registration Successful
Prosiows CAC sccount data on record UL HAME hos b changed o KEW NAME
Plizasa chek "0K" to rotum to the "BORDS Main Porkal Page® and seloct CAC "Login® 1o access thie DEPDS Porlal /

O
Figure 7

System Generated Messages

1. Upon successful re-registration, users will see receive the following message:

“Your current CAC account information matches your previous CAC account
information on record. Please click “OK” to return to the “DCPDS Main Portal

Page” and select CAC “Login” to access the DCPDS portal”.

2. Users trying to re-register their new CAC without first completing the re-

registration process will receive the following message:

"The system of record could not validate your CAC information. Select the
"Return to Main Portal Page" button, then select 'CAC Registration on the main
DCPDS portal page and follow the 'CAC Registration process. If you have
previously registered to the DCPDS portal but now have a new CAC, please
select ‘CAC Registration’ on the main DCPDS portal page and follow the ‘CAC

Re-Registration’ process."”
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