1. Go to http://www.hr.dla.mil

2. Select “Automated Tools”



1. Select “HR Self Service (My Biz/My Workplace).”



1. Select “Go to MyBiz/MyWorkplace”.



You will now see the main Login screen.
If you have already registered your CAC, please select the “Login” button.

If you have not registered your CAC, please select the “CAC Registration” button.
Additional guidance on registering your CAC can be found at:

http://www.hr.dla.mil/resources/employment/current/mybiz.asp




1. Once you have logged in, please click on the “DLA Region” option.



1. The Navigator page should now be displayed. Each Supervisor will have
different options listed on the left side based on his/her role.

2. Select “My Workplace.”



1. The “My Workplace” menu items should now be displayed on the right hand side.

2. Select “Update My Information”.
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1. Select the Profile tab.
2. Enter your work e-mail into the “Work Email Address” box.
3. Hit the “Update” button.

4. Close “Window”.



