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1. Log in to DCPDS at:
https://compo.dcpds.cpms.osd.mil
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2. Select “Update My Information”.
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3. Click on the “Education” link.

Profile | Disability Language Ethnicity and Race | Emergency Contact Education Training Certifications/Licenses = Awards and Bonuses

This section displays your education. By updating this information, you are self-certifying the data you enter is valid. Human Resources (HR) may request you provide documentation for verification purposes.
Ttems that you cannot select can only be updated by HR.

Updates are only needed upon obtaining an additional degree or vocational certificate. For example, you have a Bachelor's degree and you have obtained a Master's degree.

“TIP To Add: Select the ADD button. D
To UPDATE: Select the entry and select the UPDATE button.

Note: If the 'Education Update Source' is blank or "verified', the education record was input by Human Resources. 'Self Certified’ indicates the record was input by the employee. Only those education entries with a
selection button can be updated. For all others, please contact Human Resources to update.
Education Information

Select Object: | Update | | [ Add |

Education Update

‘ Instructional Year Degree / Cert Credit Credit Type Of College-Major- |[Academic Institution
Select Source Education Level Program Attained Hours Type School Minor NHame
~ High school graduate or certificate of
equivalency
~ High school graduate or certificate of

High School
equivalency

runend
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4. Click on “Add” to add a new entry. If you are updating a current
entry, select the entry that you would like to update and click the
“Update” button. Updates are only needed upon obtaining an
additional degree or vocational certificate. For example, you have
a Bachelor's degree and you have obtained a Master's degree.

Profile | Disability = Language Ethnicity and Race = Emergency Contact = Education Training Certifications/Licenses = Awards and Bonuses

This section displays your education. By updating this information, you are self-certifying the data you enter is valid. Human Resources (HR) may request you provide decumentation for verification purposes.
Items that you cannot select can only be updated by HR.

Updates are only needed upon obtaining an additional degree or vocational certificate. For example, you have a Bachelor's degree and you have obtained a Master's degree.

“TIP To Add: Select the ADD button. D
To UPDATE: Select the entry and select the UPDATE button.

Note: If the 'Education Update Source' is blank or 'Verified', the education record was input by Human Resources. 'Self Certified' indicates the record was input by the employee. Only those education entries with a
selection button others, please contact Human Resources to update.

Select Obj Update | | [ Add |
Educati Instructional Year Degree [ Cert Credit Credit Type Of College-Major-  |Academic Institution
Select Source ucation Level Program Attained Hours Type School Minor Name
r High school graduate or certificate of
equivalency
r High school graduate or certificate of High School

equivalency
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5. Complete all required sections. Use the drop down tabs to
locate the appropriate coding.

Education Information

* Education Level Q @

Instructional Program qQ @

Year Degree [ Cert Attained I

(example: 1972)

Credit Hours I

(example: 1510)

Credit Type | j
Type Of School | |
College-Major-Minor | j
Academic Institution Name q @

Submit Cancel
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6. Once completed click on submit to “Self Verify” the education
information.



Once this education information is submitted, email a copy of the
transcript and/or diploma the Human Resource Training and
Development Section (HRD) to verify submission.

NGCAJIHRO-HRDS@ca.ngb.army.mil

Transcripts and/or diplomas must be received by the HRD section to in order to
verify the education information submitted is valid.
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