Step 1: From the HKO Homepage, click on “My Biz/My Workplace” link or type
https://compo.dcpds.cpms.osd.mil/ in Internet Explorer “Search Bar™.
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Step 2: From the MyBiz+ homepage, under “Key Services”, click on “Update Contact
Information”.
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Step 3: A drop down window will open, select “Work Email” and click on “Update”.
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Step 4: Click on the “Edit” button, in the “Work Email Address” field, please update Technician
(T32)/Employee (T5) email address from respective “mail.mil” email address to respective
“army.mil” email address.
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Tip: The information you provide will be viewable by appropriate agency personnel and will be used in the event of emergencies or disasters.
+ Recommend adding at least two Emergancy Contacts:
= One should be local and readily accassible
= the other contact, semeone who i not located within 100 mile radius of your home or place of work
« Designate anly one Primary Emergency Contact
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Step 5: When completed updating to “army.mil” email address, click on “Update” button.
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Step 6: Verify that email address has been updated then, click on “Home”.
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