
GUIDE TO UPDATE EMERGENCY CONTACT INFORMATION 

This guide explains how to update an employee’s emergency contact information in 
My Biz. The web address is located at https://compo.dcpds.cpms.osd.mil/. 

If you are a first time user, please click the appropriate “Register Here” hyperlink. 
You will be prompted to enter information related to your account, and personal 
information. 

Returning CAC users will need to click the box labeled “Smart Card Login”. You 
will then be prompted to verify your login credentials. 

Upon credential validation, you will be prompted to choose an 
application/database path. You will select “HR MyBiz+ Army”. 

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


You will then be prompted to review the Privacy Act Statement. Once you have 
reviewed this information, press the “Accept” button. 

Look for the box at the bottom of the page labelled “Personal”. 



Click on the tab arrow labelled “Contact Information”. 

You can start adding Emergency Contacts by clicking the “Add” button under 
the section titled Emergency Contacts.  
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Fill out the appropriate information, and click save at the bottom. Some of this 
information is required in order to add individuals as an emergency contact, 
which are marked with an asterisk.  

Once you have clicked “Save”, the new contacted will be listed under your 
emergency contact section. 
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