DCPDS PORTAL REGISTRATION AND LOGIN

e Make sure you have the correct URL: https://compo.dcpds.cpms.osd.mil
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Microsoft Internet Explorer

() D0 NOTICE AND COMNSEMT BAMNMER
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You are accessing a U.S. Government {USG) Information System (15) that is provided
for USG-authorized use only.

By using this IS {which includes any device attached to this IS), you consent ko the
Following conditions:

-The LISG routinely intercepts and monitors communications on this IS For purposes
including, but not limited to, penetration testing, COMSEC monitoring, network
operations and defense, personnel misconduct (PM), law enforcement {LE)Y, and
counterintelligence (CI) investigations.

-Ak any kime, the USG may inspect and seize data stored on this 15,

-Communications using, o data stored on, this 15 are nok privats, are subject to routine
monitoring, interception, and search, and may be disclosed ar used Far any LSG-
autharized purpose.

~This IS includes security measures {e.q., authentication and access controls) to protect
LISG irterests——not For your personal benefit or privacy.

-Notwithstanding the sbove, using this IS does not constituks consent ko PM, LE or C1
investigative searching or monitoring of the content of privieged communications, or
work product, related to personal representation or services by attorneys,
psychotherapists, or clergy, and their assistants. Such communications and work product
are private and confidential. See User Agreement For details.

e Ifyou have never registered your CAC, do so by clicking on ‘Register’ under
Smart Card Access. (Do not go to the Non-CAC registration. )
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¢ You will be asked to choose your digital certificate. Choose the non-Email
certificate, as shown below.

E https://compos.dcpds.cpms.osd.milfsso/jspfregister. jsp - Microsoft Internet Explorer provided by NMCI
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Choose a digital certificate

Identification

The website you want b view requests identification.
! Please choose a certificate,

Mame Issuer

LADMER,BRITTMNEE.... DODEMAIL CA-26
LADMER, BRITTMEE. ... [Eulelayette)

[ More Info... ] [\l’iaw Certificate. .. ]

e Enter your CAC PIN. (the same PIN you enter to access your computer)

A https:Hicompos. depds.cpms.osd. millsso/jspiregister. jsp - Microsoft Internet Explorer provided by NMCI
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ActivClient Login

Actividentity

ActivClient

Please enter your PIN.

PIN ottt




Make sure you can see your name at the top of the page. (It should match your
name in DCPDS.)
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Enter your SSN/LN Employee 1D Number and select the "Register” button to register your Smart Card. Select the
"Cancel” butten to return to the DCPDS Porial Page

Enter your SSN with hyphens into the SSN/LN Employee ID Number fields.

Smart Card Registration &

Welcome LADNER BRITTINEE.N

Enter vour SSN/LN Emplovee ID Number and select the "Register” button to register vour Smart Card.
Select the "Cancel” button to return to the DCPDS Portal Page.

% Important #* 301N Emplovas ID Numbars ars maskad 2 an sdditional soucity mea:

wvour personal protection

# Us= hyphens in the 33N/ LN Employes ID Number if applicabls.
SSN/LN Emplovee ID Number
Confirm SSN/LN Emploves ID Number

Register ] [ Cancel

CAC Re-Registration

Select the "Re-Register” bugton if vou received a new CAC since the last time vou rpgistered to the
MvBiz MyWorkplace HumaMgesources (HR) application.

Cancel

PIV Re-Registration
Select the "PIVRe-Register” button if vou re¥
the MyBiz MyWorkplace Human Resources (

jed a new PIV cargffince the last time vou registered to

% Important ## 301N Employaz

[ PIV\Register ] [ Cancel
A ¥

Non-CAC Users Registering =5 a Smart Card User
If vou have been issued a Smart Card,
button.

er the appropriate information below and select the "CliMge to Smart Card Registration”

Portal User Name:
Portal Password:

[ Change to Smart Card Registration ] [ Cancel




e Ifyou have already registered on the portal, you will receive the message below.
Click on the ‘Return to Main Login Page’ button.
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Your Account Has Already Been Registered
An account for this SSN/LN Employee ID has already been registered,
Please contact your Help Desk for more Information.
Select the "Return to Main Login Page" to return to the DCPDS Portal page.

[Back ] [ Return to Main Login Page ]

e On the main DCPDS Portal page, select ‘Login’ under Smart Card Access.

Smart Card Access B

Returning Smart Card
user? Login and select yo
non-email certificate when
asked to choose a digital
certificate.

First time Smart Card user | Register
or need to make name
changes? Register before

logging in.

e The next page you proceed to will tell you—in the Regions Association box—to
choose the Add Additional Applications/Databases Tab.
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Add Additional Application/Databases
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My Application/Datab: se

Accessing Your Dabtxbase

Region Association

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

I Add Additional Application/Databases |




e Enter your HR/MyBiz/MyWorkplace Username in both
HR/MyBiz/MyWorkplace Username fields.

No password needed. (Typically your username is your SSN with the hyphens, unless

you have been given greater access. If you know you have been given greater access,

contact your local Human Resources Office to receive the specific username.)

My Application/Database Add Additional Application/Databases

Validating Your HR/MyBiz/MyWorkplace Database Information

Regions Association
To validate an HR/MyBiz/MyWorkplace account exists for you, enter the required
information below and select the "Submit” button.

*#*%*¥pu must complete and submit this information to finalize the Registration process.****

* * Important * * Usernames and S5N/LN Employee ID Numbers are masked as an additional
=ecurity measure for your personal protection.
Use your HR/MyBiz/MyWorkplace
screen "User Mame". Use hyphens
Username Field if appli £,

HR/MyBiz/MyWorkplace Username:
Confirm HR/MyBiz/MyWorkplace Username:

[ Submit ] [ Return to Main Portal Page ]

CSU Region Association

To validate a CSU account exists for you, enter the required information below and
select the "Submit” button.

*#**%¥¥ou must complete and submit this information to finalize the Registration process.****

Use yvour C3U log in screen "User Name".

CSU Username: \
CSU Password: |

e After entering the username click ‘Submit’. Do Not Enter anything in to the CSU
Username and Password field unless otherwise informed to do so. You will be

brought to your Navigator Page with the access you have been given (MyBiz,
MyWorkplace, etc.)

e After you log out, from now on, you'll go to the main page and select the ‘Login’
button. You'll select your certificate and enter your CAC PIN. Then it will direct
you to this page. (Make sure you have the correct tab.) Select the ‘Navy Region’
link to return to your Navigator page. (As seen in the graphic below.)
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Region Association
To access an HR/MyBiz/MyWorkplace database, select the appropriate link below

Mavy region

To access an CSU Region Database, select the appropriate link below

e Select the ‘Navy region’ link and this will take you into DCPDS.

e Ifyou have questions regarding the actual tool/protocol of MyBiz/MyWorkplace,
or require technical support please contact your local HRSC Helpdesk.



