
My Biz+/My Team (My-Workplace) 
CAC Registration and Logon for First-Time Users 

 

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. 
 
Note: After selecting OK, the DCPDS Portal page displays. 
 
3. Select the Register Here button in the Smart Card Access region. 
 
 

 
 

 
 
 
 

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


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

5. Select the OK button.

6. Enter your PIN and select the OK button. The DCPDS CAC Registration screen displays with your CAC 
Username.

7. Enter the following in the CAC Registration region of the screen.
a. Social Security Number (SSN) (Use hyphens)
b. Confirm your SSN (Use hyphens)
c. Select the Register button.

lesa.l.hubbard
Highlight

lesa.l.hubbard
Highlight



8. After selecting the Register button. Review the Privacy Act Statement and select the Accept button to 
continue.

Note: After selecting Accept, the Accessing Your Database page 
displays. 

NOTE:   CAC registration is a one-time action.  The next time you access My-Biz/My-Workplace, simply select 
the login button on the DCPDS Portal main screen. 



Below page will display for new users. You will need to click the'Add 

Additional Application/Databases' link 

Enter your MyBiz+ Username (THIS IS YOUR SOCIAL SECURITY NUMBER---

with Hyphens). 
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9. After you register your CAC card, the MyBiz+ page should appear.

The employee should select Update Contact Information to enter his/her work email address.  Supervisors also 
have the option to select Manager Functions to view personnel related information on their employees.      

10. From this screen, employees can update their contact information and request UPDATE MY SUPERVISOR.
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If you did not input your email address during the registration process, be sure to update your email address to 
reflect your “Work” email.   

This is a mandatory requirement for all My-Biz+ users. 

POCs for My-Biz+ questions are: 

Mr. Joshua Sweigart
501-212-4217
DSN 962-4217
joshua.m.sweigart.civ@army.mil

Mr. Tim Anderson
501-212-4224
DSN 962-4224
timothy.e.anderson16.civ@army.mil
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