My Biz/My Workplace

CAC Registration

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 CAC Registration button in the CAC Access region.
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4. Select your non-email certificate at the Choose a Digital Certificate screen.
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5. Select the OK button.

Note: Always select the non-email certificate.

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.
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Removing old CAC Certificates

Users with new CACs due to ‘name changes’ must remove existing certificates containing old ‘name’ information before re-registering the new CAC by following the steps below:

1. In Internet explorer, navigate to the ‘Tools’ menu, select ‘Internet Options’, then select the ‘Content Tab’, then select the ‘Certificates’ button.
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2. Select certificates containing ‘old’ name and then ‘Remove’ button.    Selected certificates are removed and will not display during the re-registration process.
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Note:  Users, who cannot complete the certification removal process, must contact their local helpdesk for assistance.

CAC Re-registration Process

Once the certificates are removed, follow the ‘re-registration’ steps below:

1. User navigates to the Defense Civilian Personnel Data System (DCPDS) Portal.

2. After reviewing the Department of Defense (DoD) Notice and Consent Banner screen, the user selects the OK button to proceed to the Portal page.

3. User then selects the digital certificate containing the new ‘Name’ and then clicks the ‘OK’ button.
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4. User enters their PIN and selects the ‘OK’ button.
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5. User selects the ‘CAC Registration’ button at the Portal page.
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6. The DCPDS CAC Registration screen appears, and then user selects the ‘Re-Register’ button in the ‘CAC Re-Registration’ section.
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7. After clicking ‘Re-Register’, users will receive a ‘CAC Re-Registration Successful’ confirmation page.  User clicks the OK button.  Current account(s) will then be linked to the new CAC.  User must return to the DCPDS Main Portal screen to ‘login’.
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If you are still having problems validating the user, verify the CAC card certificate  name  matches the DCPDS record . They must match exactly. 
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If you have an AGR Supervisor of Technicians, they are not able to validate, verify that the position is coded as a supervisor and the type of employee supervised. 
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Select CERTs containing OLD name and then select the ‘Remove’ button.








