
SELF CERTIFICATION OF TRAINING IN MYBIZ

STEP ONE
Go to the DCPDS Portal

https://compo.dcpds.cpms.osd.mil/

Press the “Smart Card Log 
In” button

https://compo.dcpds.cpms.osd.mil/


SELF CERTIFICATION OF TRAINING IN MYBIZ

STEP TWO
Press the MyBiz+ NG 

button
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STEP THREE
Select “Update 

Professional Development” 
from the list of options on 
the left side of the MyBiz

page
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STEP FOUR
Select “Training” from the 

drop-down menu under 
Professional Development 

and select “Update”
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STEP FIVE
Press the “Add” button to 

create a new entry into 
your training record in 

MyBiz
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STEP SIX
Enter the course information 
into the boxes.  Please note: 

some of the fields are 
required.  If you have 

questions regarding what data 
goes into each box, please 

select the “TIP” icon adjacent 
to the data entry field.

Select “Next” when complete.
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STEP SEVEN
Enter the course information 
into the boxes.  Please note: 

some of the fields are 
required.  If you have 

questions regarding what data 
goes into each box, please 

select the “TIP” icon adjacent 
to the data entry field.

Select “Next” when complete.
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STEP EIGHT
Enter the course information 

into the box, if required.  

Select “Next” when complete.
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STEP NINE
Enter the course information 

into the box, if required.  

Select “Next” when complete.
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STEP TEN
Enter the cost information into 

the boxes.  

Select “Next” when complete.
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STEP ELEVEN
Review the course information 

provided from the previous 
fields.  

Select “Confirm” when 
complete.
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STEP TWELVE
Press the “Process 

Transaction” button to route 
the training data to your MyBiz

record.  
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STEP THIRTEEN
Press the “Print Confirmation” 
button if you’d like a printed 

version for your records.

Press the “Done” button when 
complete.  
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STEP FOURTEEN
Your newly created entry will now 

show in your MyBiz training record.

Please submit a copy of your 
training certificate in GEARS to 
AZNG HRO TRAINING so the HRO 
staff can verify the submission in 

DCPDS.

Press the “Add” button to repeat 
the process and add additional 

training.  
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