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DCPDS Portal User Guide

Introduction

Defense Civilian Personnel Data System (DCPDS) Portal Registration is designed to allow
Human Resources (HR)/My Biz/My Workplace users 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 or
= Non-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).
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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 CPOL Portal page: http://cpol.army.mil.

Note: Ensure that your Common Access Card (CAC) is inserted in your CAC reader.
2. Click the CAC Employee login.

A oA

Screen Al: CPOL Portal Page

3. Click the OK button.

Tdentification
The, tWeh site yau wank to wiew requasts
1\ identfication. Please chaose a certficate.
Hame: Tssuer
Dos, Joo DOD CLASS 3 EMATL CA-9
Doe, Joe | poocLass 3 ca-9
[ moremio.. | [tiow Cortifcats. . |

Screen A2: Choose a Digital Certificate

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

Actividentity

ActivClient

Please enter your PIN.

Ok Canicel

Screen A3: PIN
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5. Click the Yes button.

‘ Security Warning lz

The current Web page is trying to open a site in your Trusted
sites list. Do you want to allow this?

Current site; akocac.us.army.mil
Trusted site: acpol.army.mil

Waming: allowing this can expose wour computer to security risks. IF

pau don't trust the curent Web page, choose Na.

Screen A4: Security Warning
6. Click the Employee tab.

Screen A5: Home Page
7. Click the GO! button at the Employee Data portlet.

Cpal -
Bty

o g

Screen A6: Employee Page
8. Select My Biz or My Workplace.

Screen A7: MyBiz/My Workplace

January 2008



9. Review Department of Defense (DoD) Notice and Consent Banner and
click the OK button to continue.

& B0 HOTICE AND CONSENT Rt R

USG-authorized use oy,
o

.t el 255k o
endeacamact, 4nd courdiretalinds Erastiguiet.

<Ay trvm
atached bo Ehs 15

sy davicn stbachand bt thi 15,

-y communications DOOATING on or data staresd an this 15, or any device sttached to
s 15, may o UG

Fgartand 1 the LG, For maamgle, usomrds, accmis Cand, encryptan o bommtic
ot el
i rour L o o the USG5

diecration.
o |

Screen 1: DoD Notice and Consent Banner

Note: After clicking OK, the DCPDS Portal page displays.
10. Click the CAC Registration button in the CAC Access region.

DCPDS Portal

[

Screen 2: DCPDS Portal Page

11. Select your non-email certificate at the Choose a Digital Certificate screen.
12. Click the OK button.

Idenkification

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

Mame

Doe, Jos
Dae, Joe

Issuer
DOD CLASS 3 EMAIL CA3
| voD cLass 3 caa

[ More Infa.., ] [wew Certif\cate...]

Screen 3: Choose a Digital Certificate

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

Flease enter your PIN,

PIN I k|

Cancel |
Screen 4: PIN

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

a. Enter your Social Security Number (SSN)/Local National (LN) Employee ID. (Use
hyphens if applicable.)

b. Confirm your SSN/Local National (LN) Employee ID.
(Use hyphens if applicable.)

CAC Registration

Welcome Doe.JohnV

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 S3NLN Employes ID Mumbers are masked as
an additional securty messure for your personal protection.
* Use hyphens inthe SSNLN Employee ID Number if applicable
SSMALN Ermployee 1D Number: eesssssssss

Confirm SSMLN Employee [D Number; sssssssssss

[ Register ] Cancel ]

Screen 5: DCPDS CAC Registration

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

16. Enter the following in the Regions Association section of the screen:
a. Enter your HR/My Biz/My Workplace Username.
b. Confirm your HR/My Biz/My Workplace Username.

REGIONS ASSOCIATION

T e oo ML/ My Dz Aty Workplacs account enists for you, iter the regquired information below aned seliet the *Submir® button

Privacy Act Statement

* * Importast *
secunty massurs

M

Canfirm H

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).

January 2008



17. Click the Submit button.

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

—r =
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
e |If your username is validated on multiple databases, the Link Your Portal Account
to Your HR/My Biz/My Workplace Applications screen displays.
a. Select a database using the drop-down list.

b. Click the Link button to automatically access the HR/My Biz/My Workplace
application.

DCPDS Portal

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

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.

Click the Back button and
re-enter your information.

S Portal DS.,.E’,. M.Sj.m_

Unable to Validate Your Information

Unable o validats infarmation sntersd against any current HR/Myla/MyWaorkplace databass records and your portal account cannot be created
Selgct the Rack button to re-anter your infomation “TF the systam is unable to vaidate you runnnnamn contact your Help Desk for mare
nformation

Back | [ _Fietam o Main Foral Fege

Screen 9: Unable to Validate Your Information
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Accessing Your Database(s)

The DCPDS Portal allows users with valid Human Resources (HR)/My Biz/My Workplace
accounts in multiple databases to access their database without logging in and out of each
database.

1. Log into the CPOL Portal at http://cpol.army._mil

2. Follow steps 2-8 for the CAC Registration.

oM DCPDS Portal

Problems. PMS Contact
- For persennel data concerma m Dopartmant of Dafends
w7 "SayBa’, contact your Servicing
Human Resources Office.

For tachrical problems mith the 1400 Ky Boubsward, §-300
appication, select the Comtict Lyt Aringlon, VA 22209-5184

Screen 10: DCPDS Portal Page

3. Select the link to the appropriate HR/My Biz/My Workplace database from the
Accessing Your Database screen.

D‘;«_{Z-__u;zﬂ_ DCPDS Portal
| AT I, (i ks

Accessing Your Database
Fiugiorsfesaciation =
0 acesss an MMyl

g Ayliiz Sy Workplace database, soloct th approgpriate link below

T TR T

Lageut

Screen 11: Accessing Your Database

4. Click the Logout link at the top right of the HR/My Biz/My Workplace Application
screen when you are finished and wish to proceed to another database.

_v Department of Defense
MSRE Sy Lowd Bleences Dinc bk

Screen 12: HR/My Biz/My Workplace Application
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5. After clicking the Logout link, the Accessing Your Database screen displays.
Select another database link to change databases.

veis ] . cpms. s andj

CPOSPORTALL » oo
= Lonou
DLP! ,_s_m DCPDS Portal
ppl’iraliml"[‘alubase Add Addtionsl ApphcationDatsbases )

Accessing Your Database
HegionsAssociation

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

Screen 13: Accessing Your Database

6. Ensure all active screens are closed by clicking the Logout button or the Logout link
(for security reasons).
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Adding Additional Databases

The DCPDS Portal allows you to add multiple Human Resources (HR)/My Biz/My Workplace

databases to DCPDS Portal Account for which you are an authorized user.
1. Log into the CPOL Portal at http://cpol.army.mil.
2. Follow steps 2-8 for the CAC Registration.

3. Click the Add Additional Application/Databases tab at the Accessing Your Database

screen.

T Loget

SR,
DS Portal DCPQ%_'*

[T TN Add Addiional Agpbc aticnDiatsbiies

A g Your Databa

o
HRS My My Wk

[Logeat]

Screen 14: Accessing Your Database

4. Enter the following information at the Validating Your HR/My Biz/My Workplace

Database Information screen:
a. HR/My Biz/My Workplace username.
b. HR/My Biz/My Workplace username again to confirm.

5. Click the Submit button.

Portal DCPDS

iwacy Act Staten

Canfirm HRMyBiz/MyWorkplace Usernarme: e

zelhe
gt i hen Portal Page

Screen 15: Validating Your HR/My Biz/My Workplace Database Information
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e |f your username is validated on one other database,
you will automatically access the HR/My Biz/My Workplace application.

° Department of Defense

Screen 16: HR/My Biz/My Workplace Application

Note: Only components who have implemented the DCPDS Portal will be
available for you to access.

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

a. Select a database using the drop-down list.

b. Click the Link button to automatically access the HR/My Biz/My Workplace
application.
DQQQ!M DCPDS Portal

PERSONNEL DATA 8)

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

Yaur Username has access to more than one HR/MyBiz/MyWorkplace database.
Use the drap down list to select the appropriate HR/MyBiz/My\Workplace database.

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

[ Retum to Main Portal Page

Screen 17: Link Your DCPDS Portal Account to Your HR/My Biz/My Workplace Application

o If your username is not found on a database, an error message displays.
Click the Back button, and re-enter your information. (See Steps 3a and b above.)
] Mt | sosnort s epeds com o mliport ok oot s vee Jise. Aepeds_tal_Ut) Selectied s REESH eg0n, - BT

£

el

e

Unable to Validate Your Information

Unable to vabdate nfomation antered 3gantt Sny cumint HE/MyBiz/Myworkplace database recards 3ad your partal S5E0uUNE £3ANGE B Ereated

Salact the Back butten to ra-anter your mfomaation. 1f th Systee i unable 1o vabdate your information, contact ye s O ey
nfoemation

[Back] [ Futuen io Maim Ponal Fage

Screen 18: Unable to Validate Your Information

January 2008
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Adding Multiple Accounts to a Database

The DCPDS Portal allows you to add multiple HR/My Biz/My Workplace user accounts within a
single database. A valid HR/My Biz/My Workplace username is required and must match your
first and last name in your Human Resources database.

1. Log into the CPOL Portal at http://cpol.army.mil

2. Follow steps 2-8 for the CAC Registration.

3. Select an existing database link from the Accessing Your Database screen.

D.}i_&ﬂ DCPDS Portal

Screen 19: Accessing Your Database

4. Click the Preferences link from the upper right hand corner of the HR/My Biz/My
Workplace Application screen.

e Department of Defense
Bz Sysoeatiors Lpoodl Prelerercer Qrack Hek

Faverites

Adier using your browser o access DCPDS,
clase all of your browser windows and restan a

Screen 20: HR/My Biz/My Workplace Application

January 2008
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5. Click the Account Settings button from the General Preferences screen.

o Department of Defense
At Sy Hom Lomnd Preswences Crach bt
© Gentell General Preferences
[(Cancel | [ Reset to Defauk | [Apply |
* Auoeis Languages

Beousits
/ Curint Sustion Language | Amwrican Englith /0
Difault Apphcation Language | American Enghish ¥/
Accassibility
Accossibilty Featuras | Screon Reades Dptinzed .0
Single Sign-On Account Settngs
[ Accoust Setings |
i the Accourt Settings. you Can manage yosr IcCounls in the folowing ways
5 Bty Workglacs accsunt

[[Cancet Fset 1o Detaunt__| [Apsly

Screen 21: General Preferences

c. The Single Sign-On (CAC/Non-CAC) Account Settings screen allows you to Add
an Account, Set an Account as Default, and Set an Account as Current.

° Depariment of Defense

Screen 22: Single Sign-On Account Settings

d. If you need to add a new HR/My Biz/My Workplace user account,
click the Add Account button from the Single Sign-On (CAC/Non-CAC) Account

Settings screen, then:

} Department of Defense

Add Account
# Indicates required field

Flease enter your HR/MyBiz/MyWWorkplace account infarmation. This account will be linked to the current Single Sign-On account

*=Usemame |eeeesseacee

= Confirm Username | se

Screen 23: Add Account

(1.) Enter your account Username.

(2.) Confirm your account Username.

(3.) Click the Apply button.

(4.) After clicking the Apply button, the Username is displayed for your use.

e Department of Defense

Single Sign-On [CACMNonCAC) Account Settings
ki 2

|_Add Account |

Solect an sccoont and .. | Sotas Defaul || Sotas Comern |

Sologs Current Account Default Accoun
No No
Yos Yes

Screen 24: Single Sign-On Account Settings

Note: An error may display since only Components who have implemented the DCPDS
Portal will be available for access. (Follow the stated instructions.)

January 2008
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e. Click the Set as Default from the Single Sign-On (CAC/Non-CAC) Account
Settings screen to choose a user account as your default.

a Department of Defense
\ I Sugestions Heme Logmd P

Single Sign-On (CA

Yuur Portal st

INenCAC) Account Settings

cikid to mulliphe HRAMyBizMyWorkplace accou  the same HR database. To add @ new sccourd, select the ‘Add Accoun” b
. wct fhe Set a8 Current” button and select the Apply’ butto change your

Masiver i defsull i selectod whan you log oul, is whane you will o Takan whan you re

[ Asd Accoun |

Selact an account and ... | Setas Defact | [ Set ument |
Swlect Usemame Curmont Accopii Dijfauht Account

Ho No

Yes Yes

Cancel |

Screen 25: Single Sign-On Account Settings

(1.) Click the radio button next to the username of the account you want to
set as the default account.

(2.) Click the Set as Default button.

(3.) Click the Apply button. By selecting the apply button, you will
automatically log in as this user at your next login.

f. Click the Set as Current button from the Single Sign-On Account Settings
screen to select an account other than the current one.

u Department of Defense
Myl Sugoestions Home Logout P

Single Sign-0n (CACINenCTAC) Account Settings

four Fortal accaunt can be linked o multiple HEMyBizhyWarkplace accounts within the same MR database. To add a new accoant, select the Add Account b
swilch betweon one user account 1o ancther user account on the same database, select the ‘Sel as Currert’ button and select the Apply’ butten. To change your
acecunt, select the 'Sel as Dafault’ buttan and selact the Apply’ button. Wharever th default is seloctad when yeu log aut, is whare you will be Eaken when you ©
through the portal

[ Add Account |

Seloct an account and ... [ Sel &s Dufad | [ Set ax Curent |
>!;l!l!l!rllmullallll! Currant Aceofing Diftault Account
& FapyseM Mo Ho
C RAPCEO) Yen Yas

[ Cancel |

Screen 26: Single Sign-On Account Settings

(1.) Select the radio button next to the username of the account you want to
immediately access.

(2.) Click the Set as Current button. By selecting the Set as Current button,
you will automatically be changed to this user.

Note: The selection of Set as Current is a temporary change of accounts. The next
time you log in, your account will open to your Current Account = Yes (default).
At next log in, your default user will still apply.
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CAC User Name Change Process

The Common Access Card (CAC) User Name Change process allows registered CAC users to re-
register a CAC when a new CAC has been issued due to a name change.

1. Log into the CPOL Portal at http://cpol.army._mil.
2. Follow steps 2-8 for the CAC Registration.

3. Review the Department of Defense (DoD) Notice and Consent Banner and
click the OK button to continue.

‘: D0 MOTICE AND CORSENT BANMER.

5.
US-mthoroed uem orly.
By i s 15, o cosent b Hh oo conditers:

ot I,
ORE? mrarl, it ol bttt o, ek e, i
enforcement, and counterosloence imvestiations.

4 vy i, e LIS sy ropect arvdfor seice i stoned on this 15 and any device

e it private. They arm subject B2 e montoring and search.

thi £5, ey b dhuchosed) or s For ary

Screen 27: DoD Notice and Consent Banner

4. Click the CAC Registration button in the CAC access region. The DCPDS CAC
Registration screen displays.

Diﬁ_‘l_ DCPDS Portal

Reporting Problems PMS Contact Information
nd CAE or pericenal data conemira Department of Dafenss
- "flw’ ml YOour Saracing Crvikan Personnel Managemant Servce
buman Bmsources Office. 2 Busas Informaton Tecl

Por tachricl probimms with the 1400 Kay Boubrvard, B-200
applcation, sslect the Coenict Lt AThngton, VA 22209-5144

Screen 28: DCPDS Portal Page

5. Click the Re-Register button in the CAC Username Change region.

CAC User Name Change

Select the Re-Register buttan below if you changed your name and receive o your ne e CAC
sinee the 1AsE fime yon registered with an HRAy R Riamnrknl = ee zpp\lrahnn

[ Re-Reaister | [ Cancel ]

Screen 29: CAC Registration

6. You must enter your previous First Name and Last Name in the CAC User Name Change
screen.

January 2008
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7. Click the Submit button.

St A

Screen 30: CAC Username Change

Note: The user’s previous DCPDS Portal will be changed to reflect new name. You should
proceed to the DCPDS Portal Page, CAC Access Region and select Login.

January 2008
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Authorized Non-CAC User 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 Non-Common
Access Card (CAC) user. If you are registering as a Non-CAC user, you must be Non-CAC
authorized by your Component to access HR/My Biz/My Workplace applications.

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

Notes:

e Users with access to multiple databases will be able to link to those databases
during the registration process.

o If the Choose a Digital Certificate screen displays, select the Cancel button since
you are an authorized Non-CAC user.

1. Log into the CPOL Portal at http://cpol/army/mil/
2. Click the Employee Login link.

o

Screen A8: CPOL Portal Page

3. Click the Yes button.

The current Web page is trying to open a site in your Trusted

sites list. Do you want to allow this?

Current site: akocac.us.army.mil

Trusted site: acpol.army.mil

Waming: allowing this can expose your computer to security risks. f
you daon't trust the curent Web page, chanse Na

Screen A9: Security Warning

January 2008
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4. Enter your Login and Password and click the Ok button.

5. Click the Employee tab.

N,
| Connect to acpol.army.mil

ACPOL.ARMY.MIL cpalmain - Enter AKO username and
Password [06:57:08:429]

User name: | € cpol.smith Bet |

Password: | --------- |

Screen A10: Login to CPOL

Screen A11: CPOL Home

6. Click the GO! button at the Employee Data portlet.

January 2008
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Screen A12: Employee Data
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7. Select My Biz or My Workplace.

8. Review the Department of Defense (DoD) Notice and Consent Banner and

Cpol/
BT

EMuBE

Screen A13: My Biz and My Workplace

click the OK button to continue.

ﬁ D00 NCTICE A CONSENT AR

USG-mchrond e orky-
By thi 2, you cornent Lo the fokowg condtom:

Screen 31: DoD Notice and Consent Banner

9. Click the Non-CAC Registration button under the Authorized Non-CAC Login region of
the DCPDS Portal Page.

Note: The Portal Username and Portal Password data fields are for those users who

TRTEY YT LOnTast TIaT LT
for your organization's computar Email: he=bitsmbcpms. oed. mil
Authorized Non-CAC Login support Help Desk,
iy ™

salect tha "Non-CAC Bagistration” Bustan
“Res i

GO wiBIZ

SELESERVICE MR
] oA AT

T PRRRERNEL (NFORMLA

Screen 32: DCPDS Portal Page

have already registered as an authorized Non-CAC user.

January 2008

18



10. Enter the following data at the Creating a DCPDS Portal Account for Agency Approved
Non-CAC Users screen.

Enter your First and Last Name exactly as they appear in your HR database.

Enter your Social Security Account Number (SSN) or Local National (LN)
Employee Identification (ID) number.

Confirm your SSN or LN employee ID number by reentering your data.

d. Enter your Date of Birth using the following format DD-MMM-YYYY,
(i.e. 15-AUG-1968).

e. Create a DCPDS Portal Username and Password using the guidelines provided on
the screen.

f. Confirm your Portal Password.

g. Choose a Security Question from the drop down list.

h. Provide a Security Answer to the Security Question above.
11. Click the Submit button.

| Moy CAC Logim arna of the DCPOS Portal Main page. Ther seiect the “Loge” bt

Screen 33: Creating a DCPDS Portal Account for Agency Approved Non-CAC Users

12. The DCPDS Portal screen displays.
Go to the Authorized Non-CAC Login region to log in and complete the registration
process by performing the following:

a. Enter your newly created DCPDS Portal Username and Portal Password.
b. Select the Login button.

T
Authorized Non-CAC Login SUpport Heip Desk

Screen 34: DCPDS Portal

January 2008
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13. The Accessing Your Database screen displays.
Click the Add Additional Application/Databases tab.

D( PI‘S !

DCPDS

My Appllcatlnn /Database Add Additional Application/Databases |

Portal

Accessing Your Database

RegionsAssociation

Select the "Add Additional Application/Databases” tab above to link your newly created DCPDS Portal account to your existing
HR/MyBiz/MyWorkplace database.

To protect your personal information, Ylog out’ of your DCPDS Portal session by selecting the *Portal Logout’ button

Screen 35: Accessing Your Database

14. The Validating Your HR/My Biz/My Workplace Database Information screen displays.

Perform the following:

a. Enter your HR/My Biz/My Workplace Username
(which is not the Portal Username you just created).

b. Confirm your HR/My Biz/My Workplace Username.

Note:

c. Select the Submit button.

Include any dashes and special characters as they appear in your Username.

Note: To add additional databases at a later date, follow the Steps 10 and 11

above.

15. Click the Submit button.

To validate an 1k MyBiz/MyWorkploce account exists for you, enter the requined information belov and select the “Submit® botton
Privacy Act Statement
" Important + + Uisrmamas and SSNAN Emplayas 1D Wumbers are masked o1 an asStonal
meurity mmasirn fer your parsonsl protection A
e eyt I\‘phnr\-oacr togn el
¢ Name®, Uss hyohe
sarmarms Fekd # appleabie:
HEMy Bz My Username:

Conflrm HR/MyBlz/MyWorkplace Usermame

Submn Fighurn 1 Main Pedsl Pege

Lagout

Screen 36: Add Regions Association

January 2008
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e |If your username is validated on only one database, you will automatically access
your HR/My Biz/My Workplace application.

3 Department of Defense

introcucing a FASIET, easier way

1o access My Biz, My Workplace, and
HR Professional applications!

* COMING SOON - & e Defierse Chillan Peronnel Data
System (DCPDS) Pormal for accessing My Blz. My Workplace, and
HR Professional appcations via vour Commen Access Card (CAC),

+ The DEPDS Portal eliminates the need for use of current login
105 and passwords.

= Additional Information will e peovided in the coming weeks.

Screen 37: HR/My Biz/My Workplace Application

e |If your username is validated on multiple databases, the Link Your DCPDS Portal
Account to Your HR/My Biz/My Workplace Application screen displays.
Using the drop-down list, select a primary database and select the Link button.
After selecting this database, you will automatically access the HR/My Biz/My
Workplace application.

DC PDS ! DCPDS Portal

msmﬂzl DATASYSTEM

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

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.

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

L "‘ [ Link ] [ Retum1o Main Partal Page
Screen 38: Link Your DCPDS Portal Account to Your HR/My Biz/My Workplace Application

o If your username is not found on a database, an error message displays.
Using the Back button, re-enter your information. (See Step 5 above.)

B is!!

DEFENSE CIVILIAN
-luwmu DATA SYSTEM

Unable to Validate Your Information
Unable to vakidate information entired against any current MEMyBiz/Mywarkplace database recoeds and your portal account cannat be created
Salect the Back be - or your in ion. 1f st % unable to validate your information, contact your Help Desk for more

information.

|Back | [ Rotum to Men Pas! Page

Screen 39: Unable to Validate Your Information

Notes:

e To add additional databases to your Non-CAC DCPDS Portal User account,
go to Step 2 of the Adding Additional Databases section above.

e To add multiple accounts to your Non-CAC DCPDS Portal User account,
go to Step 3 of the Adding Multiple Accounts to a Database section above.
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Changing from Non-CAC to CAC User

This section will assist you in changing from a Non-Common Access Card (CAC) user to a CAC
user. Once the Non-CAC to CAC Registration is complete, you will use your CAC to access
HR/My Biz/My Workplace applications via the DCPDS Portal. If you cannot complete this
process due to errors, contact your organization’s Help Desk. (See Contact List section under
the Reporting Problems on the DCPDS Portal page.)

1. Log into the CPOL Portal at http://cpol.army._mil

2. Follow steps 2-8 for the CAC Registration.

3. Review the Department of Defense (DoD) Notice and Consent Banner and
click the OK button to continue.

'j D00 NOTICE AN CORGENT RARMEE:

UG ared s oy
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Screen 40: DoD Notice and Consent Banner

4. Click the CAC Registration button in the CAC Access Region.

DE_P_.__gjl DCPDS Portal

Common Access Card (CAC) Access IR
Font i SAE smntn, Mo SAZ oty o e erd G wod o (FER ARSI Gl o
o’ “MyBa", cemtact your Senvong Covlian Parjorne Managerent Servs |
shaman Besarres Offce.

For tachrcal grabaen
spplcation, select the Contact Lt Afiegion, VA Z22od-2ies
for your crpanaatns Compuater e hi-tethQecpmn il

Screen 41: DCPDS Portal

5. Always select the non-email certificate at the Choose a Digital Certificate screen and
click the OK button.

[E—
The Web s you wark 10 view r6uasts

1Y, shidicatan. s e a ot
freees

Diom, Jim D00 CLASS 3 EMALL CAY
Doe. Joe | Do CLass 3R

[recerte.. ] [vencorpene..

e JCe=]

Screen 42: Choose a Digital Certificate

6. Enter your PIN and
click the OK button.

Please enter your PIM.

PIN | e

Screen 43: Enter PIN
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7. The DCPDS CAC Registration screen displays.
Scroll down to the Non-CAC Users Registering as CAC User region and
enter your Non-CAC Portal Username and Portal Password.

Non-CAC Users Registering as a CAC User

If you have been issued a CAG, enter the appropriate information below and select the
"Change to CAC Registration" button

Fortal User Mame
Portal Password

[ChangetuCACReg\slratiuﬂ] l Cancel ]

Screen 44: Non-CAC Users Registration as a CAC User

8. Click the Change to CAC Registration button.
The Accessing Your Database screen displays.

T i TR —

Lot
o s DCPDS Portal

DT | Aud Aditisesl ApphcalionDatubises )
Accessing Your Database

RegionsAssuciation
To accass an HE/MyRiz/MyWorkplace database, selact the apprapriate link bakow

(ogwa)

Screen 45: Accessing Your Database

Note: Since you are now registered as a CAC user, you will not be able to access the
DCPDS Portal as a Non-CAC user.
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Authorized Non-CAC Users Reset Password

As an authorized Non-CAC user, you can utilize the password reset process to reset your
DCPDS Portal password. If you cannot complete this process due to errors, contact your
organization’s Help Desk. (See Contact List section under the Reporting Problems on the
DCPDS Portal page.)

1. Log into the CPOL Portal at http://cpol.army._mil

2. Follow steps 2-8 for the CAC Registration.

3. Review the Department of Defense (DoD) Notice and Consent Banner and
click the OK button to continue.

Screen 46: DoD Notice and Consent Banner

4. Click the Reset Password button.

ToF T
Authorized Non-CAC Login support Halp Desk.
st o

HonCACRegisation | [FesetPassward | [ Login_]

wa By WORKPLACE

Screen 47: DCPDS Portal Page
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5. The Reset Your DCPDS Non-CAC Portal Password screen displays.
Enter the following data when resetting your Non-CAC portal password.

a.
b.

Enter your First and Last Name exactly as they appear in your HR database.

Enter your Social Security Number (SSN) or Local National (LN) Employee
Identification (ID) number.

Enter your Date of Birth using the following format DD-MMM-YYYY,
(i.e. 15-AUG-1968).

Enter your DCPDS Portal Username you created during initial DCPDS Portal
registration.

Enter a New DCPDS Portal Password.
Enter the Portal Password again to confirm.

Select the Security Question you selected during the initial DCPDS Portal
registration process.

Provide your answer to the Security Answer.

Reset Your DCPDS Non-CAC Portal Password

To reset your DCPDS Portal Password, enter the information you submitted during the initisl DCPDS Portal Account, Registy

Privacy Act Statement

* Use hyphens in the SSN/LN Employes 10 Number field, if spolicable
SSN/LN Employee ID Number:
* Dt Format: 17-Aug-1968

Date of Birth:

DCPDS Portal Liser Name:
Password must comply with Dol seeunty requiremants;

v g ~ access to ensure ¢ 55 is only
cortain a mummum of § characters, 2 lowercase lettars, | 2500 that

2 uppercase letters, 2 numbers and 2 special charscters

Example of valid passward: EMpg23ifa
New OCPOS Portal Password
Confirm Now DCPOS Portal Password

“Salnct e Secunty Question pou slected durng the

initial DCPDS Partal Account registration process

Security Question: — Socunty Question — -

“Thi Security Answer ta your Seeinty Question must be srtered

wxactly as it was saved (0.9, incuding spaces, if used),

Secunty Answer

. 1 poar
# shle to view|
and you will not be able to u
+ webide

Screen 48: Reset Your DCPDS Non-CAC Portal Password

6. Click the Submit button.
A Password Reset Success message ‘DCPDS Portal Password Has Been Successfully
Reset’ will display once information is validated.

oeish

Screen 49: DCPDS Portal Password Has Been Successfully Reset

7. Click the Return to DCPDS Portal Page button to return to the DCPDS Portal Login
screen to log in with your newly reset DCPDS Portal password.
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