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MyBiz+/DCPDS CAC Registration - Quick Guide for Employees

This guide is meant to be a reference that will walk you through the basic steps of the ONE TIME registering of your
CAC for use of MyBiz+ and DCPDS.

Step 1 Go to the DCPDS Portal at https://compo.dcpds.cpms.osd.mil/. This is the authentication page which allows access.

Step 2 Is a one-time only process. Review Department of Defense (DoD) Notice and Consent Banner and select the OK button to continue.
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Dol NOTICE AND CONSENT BANNER
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You are accessing a U.S. Government (USG) Informatson System (35) that
s provaded for USG-authonsed wse ondy.

By using this IS (which mncludes any device attached 10 this IS), you
conzert to the followsng conditsorns

-The USG routinely intercepts and monttors communications on this 15
for purposes including, but not hmited to, penetratson testing COMSEC
montonng network operatians and defense, personnel misconduct
(PML low enforcerment (LEL and countennteligence (CT) investigations.

AR arvy tirme, the USG may smapect and scwe data stored on the 1S

~Communecations utang, oc dats stored on, thas IS are not povate, are
subpect 1O routine montonng, interceptron, and search, and may be
dsclosed cr used for any USG-autherized purpose.

= Thes IS mciudes securty measures (e.g. authentication and access
controls) to protect USG imterests- -not for your personal benefe oe

prvacy.

~Motwithstancdng the above, uting thee IS does not conitdute content
to PM_ LE or Cl investigative searching or monitcoring of the content of
prvileged communecations, of work produce, related to personal
representation of services by attomeys, pay<hotherapmts, or clergy, and
their assistants. Such communications and work product are pervate and
confidential. See User Agreement for details.
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Note: Ensure that your Common Access Card (CAC) is inserted into your CAC reader.



Step 3 Click on the “Register” link, beneath the “Smart Card login” button.
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News and Information
Smart Card Access
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13:00 CDT To access MyBiz+/HR application, select Smart Card Log In.
@ The Department of Defense (DoD) civilian workforce holds a unique mission focused posture that can benefi [important Sy feceved amew St CarOWiINNG Chianges To ol
the U. S. CENTGOM Givilian Expeditionary Workforce (GEW) program. The talent and experience that DoD civilians ~ IMormation (Full Name or EDIP) select Smart Card Log In.

have to offer are representative of how our mission success is defined.

[= Smart Card Log In

Register youy/Smart Card for the First Time.

a newly issued Smart Card (e.g., you had a Name Change).

onvert from a Non-Smart Card User to a Smart Card User.
Q Thank you for all of your feedback during the first year of MyBiz+ We appreciate the time and effort you took to e

let us know what was working for you and what needed improvement. Throughout the last year, and looking forward,
we will continue to value your input to enhance MyBiz+

Q Attention Air Force CSU Users: The Air Force CSU application and database will be decommissioned N o n _Sm a rt Ca rd Access

beginning on December 19, 2016. Data has been transitioned to the Current Record Data Mart in CMIS. Air Force
CSU users will no longer have access to this application after December 18, 2016.

The added value for employees who volunteer to deploy include: professional development, opportunity to
participate in a diverse workforce of DoD and coalition partners, financial incentives, and ultimately making a
difference in the Department of Defense mission.

To access MyBiz+HR application, select Non-Smart Card Access Log In.

Component Help Desk Information

If you are having problems accessing this site, please select Contact List to locate and directly contact your Register as a Non-Smart Card User for the First Time.
Component Help Desk Reset Password

For additional information, check out our Ereguently Asked Questions (FAQ)!

Step 4 Choose a Digital Certificate. Note: Always select the non- email certificate. Select the OK button

Select a Certificate

Issuer: DOD CA-31
Valid From: 1/14/2015 to 1/14/2018

k here to view certificate prope.

‘ Issuer: DOD EMAIL CA-31
Valid From: 1/14/2015 to 1/14/2018

Step 5 Enter your PIN and select ‘OK’.
" ActivClient Login 2=l

Actividentity

ActivClient

Please enter your PIN.
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Note: After selection OK button you will be at the Registration page.
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Step 6 The DCPDS Smart Card Registration screen displays (see above). Enter data within the SSN/LN Employee ID Number field and the Confirm
SSN/LN Employee ID Number fields:

a. In the SSN (SSN)/Local National (LN) Employee ID enter your SSN with dashes (LN Employees enter your Employee ID - Use
hyphens if applicable)

b. In the Confirm SSN (SSN)/Local National (LN) Employee ID re-enter your SSN with dashes (LN Employees enter your Employee ID -
Use hyphens if applicable)

c. Select the Register button



The Validating Your My Biz+/HR Database Information screen displays (see below). You must complete and submit this information to finalize
the Registration process.

Step 7 Enter your HR/My Biz/MyWorkplace Username. (For most Army Employees, this would be your SSN with dashes. If you have been given a
DCPDS Username - enter your DCPDS Username (i.e. JOHN.SMITH-MGR, JANE.DOE-RMM or SUZIE.QUE-COH))

Step 8 Confirm your HR/My Biz/MyWorkplace Username. (For most Army Employees, this would be your SSN with dashes. If you have been given a
DCPDS Username - enter your DCPDS Username (i.e. JOHN.SMITH-MGR, JANE.DOE-RMM or SUZIE.QUE-COH))

To valdate an HR/My B0 /MyWwaorkplace accoum xists for you, snter the required indormation belovw and select the “Submat™ button
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Step 9 Select the Submit button-You have now completed the registration.
The Privacy Act Statement screen is displayed
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When you log into MyBiz+ the next time you will be directed to the Privacy Act Statement, select Accept and you will see the DCPDS Portal page (see
below). Choose the purple “HR MyBiz+ ARMY” tile.




