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CAC Registration Steps 
The user starts the CAC registration process from the DCPDS Portal uniform resource locator (URL) 
https://compo.dcpds.cpms.osd.mil. The user will need a CAC during registration. CAC registration steps are as 
follows: 
 
1. User enters the URL, the Department of Defense (DoD) Notice and Consent Banner screen appears. 

Screen 3: DoD Notice and Consent Banner Screen 
 
2. User selects OK button to continue, the DCPDS Portal Page screen appears. 

Screen 4: DCPDS Portal Page Screen 
 
3. User selects the CAC Registration button. The user should have their CAC inserted at this point. 
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4. User will select a certificate from the Choose a Digital Certificate screen popup.  User must always select 
the non-email certificate.  

Screen 5: Choose a Digital Certificate Screen 
 
5. User must enter their CAC personal identification number (PIN) and select the OK button. 
 
Note: The DCPDS CAC Registration screen displays with user’s CAC Username and Certificate information. 
 
6. If certificate is verified, the CAC Registration screen displays, and the user will enter their SSN and confirm 
SSN by entering it a second time. 

Screen 7: DCPDS CAC Registration Screen 
 
7. User will be required to enter and verify their HR/My Biz/My Workplace database account by entering their 
username twice at the Regions Association (Validation) screen. 

Screen 8: Regions Association (Validation) Screen 
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US Employees enter with hyphens (XXX-XX-XXXX)
LN Employees enter without hyphens (XXXXXXXXX)
LN employees call the CHRO for the number to use
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• If the username is verified on only one database, the system will automatically access the DoD Notice and 
Consent Banner screen. User will select OK to access their HR/My Biz/My Workplace application. 

 
• If the username is validated on multiple databases, the DoD Notice and Consent Banner screen will appear. 
User will select OK to continue. The Link Your Portal Account to Your HR/My Biz/My Workplace Applications 
screen displays. Using the drop-down list, the user selects a primary database. After selecting this database, 
the system will automatically access the HR/My Biz/My Workplace application. 

Screen 9: Link Your DCPDS Portal Account to Your HR/My Biz/My Workplace  
Application Screen 

 
 




