UPDATING TRAINING ON MYBIZ



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

Ethnicity and Race Emergency Contact Education Training

[This section displays/captures your training courses that have been satisfactorily completed, to include Professional Military Education (FME). Entries you add through My Biz are marked

Self Certified’. Human Resources (HR) may request you provide documentation for verification purposes

training event(s). To view your training related Semvice Oblg
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[lraining fram Defense Acquisition University (DAU) and some other sources are systematically updated. Please wait at least one month after training completion before entering it to
prevent duplication

Training entries can be ‘Added’ or ‘Deleted’. To correct a Self Certified entry, delete and "Add’ the course data. Training not marked as ‘Self Certified’ can only be updated by
your training office.
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irst select the training entry and then select the DELETE button
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5. Complete all required fields. Information can be found on the SF

182. If no SF 182 was created then use the Flashlight icon to
search for correct coding.
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6. Once all information is entered click on Submit and
complete the self verification by digitally signing the
document.
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(Submit ) | Cancel )
Tip: A training addition will not be added if the ‘Training Start Date’ and the 'Course Title' are an exact match to a course already displayed in My Biz
Employee
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Training Information

Training will be documented on a SF 182, Authorization, Agreement and Certification of Training or refer to a completion certificate if SF 182 is not available. To view an example of
the SF 182 via the OPM website go to https:/Awww.opm.goviforms/pdf fill’SF182.pdf. Tip: Right mouse click on link and select Open in New Window
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Once completed, send a digital copy of your Certificate of Training to
the HRO Training and Development Section at:

NGCAJIHRO-HRDS@ca.ngb.army.mil

-  We will need to receive a copy to convert the status of your
training to “Verified”.
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