CGBI EMAIL NOTIFICATION

The basics to subscribing to CGBI
readiness email notification service
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CGBI Email Notification

% First-Time Users

% Edit Subscription Settings

# Canceling subscription
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FIRST TIME USER SETUP
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First time User Setup

=7 Se I eCt Pe rS O n al il il Persanal Cubes/Reports

C notice | changes | my profile | toolbox | help
COAST GUARD
- T
VIeW ’ BUSINESS INTELLIGENCE (i
]

My Readiness

Personal # My Readiness * Compliance

skills My Cubes/Reports

. - : i & @ AOPS Cutter Resource Hours = edit
= Select Configure My =2
Personal

AQOPS Cutter Supplemental Data [+
" CG Central Content Access 2006 =
CG Central Content Access 2007 [+
* CG Central Content Access 2008 [+
People [*

Informationals 7 details

@ Dental @ IMR * People Basic [»
N t . f . t . . " Class: 2 = OPAR ¥
I I C I n S IC n I n @ Eval @ Immunizations @ Influenza
h C I . T I Due: 04/30/11 Next TD: 09/19/13 Next: 03/01/03
t e OI I I p Ian Ce a . @ Medical Test @ PHA @ Clearance val
Blood Type: ANEG Due: 06/30/11 Current: Secrst
@ Weigh-In - ASQ — Specialty Exam
Weight: 192.0 Ibs.
data as of January 21, 2011 send feedback
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First Time User Setup

# Select sign up now
In the My Personal
Notifications
section. HosEX

CGBI Profile o B-
Last login: January 20, 2011 at 3:10 PM EST

[#=] Information used to automatically log me into CGBI

Active Directory

Name: John Stone
Username: main'jmstone
mail Address: John.M.Stone@uscg.mil DEERS

Electronic Data Interchange (EDI): 1013133847

Direct Access
Employee ID: 1046486

Default Unit - the Wgpartment that will be used on the Unit view
COMKANDANT (CG-0 ) (008660}

Default Position - my poNion that will be used on the Personal view
Regular - 00033643

&% My Personal Notifications

1 am not currently receiving notific®hs. sign up now »
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First Time User Setup

# Select the emall
address to use for
the subscription. Any
valid email address
entered in Direct
AC cess WI” appear in g e T D o
the drop down menu.

CLOSE X

< My Personal Notifications (i JER

Which compliance measures do you want notified about?
How often should we notify you?

Inbox Configuration / Terms

« back to CGBI Profile
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First Time User Setup

# Underneath the drop
down menu is a
message from CG-1.
If the desired emall
available in the drop
down menu, you can
provide a new or
corrected email by
selecting learn how.

CLOSE X
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First Time User Setup

# When you select the
learn how link, three
steps to updating

your email accounts s

< My Personal Notifications

" "
I n D I re‘ t A' ‘ eSS Sign up to receive status changes and/or monthly notifications from CGBI on any or all of your compliance measures.

Which email address should we use?

ap p e ar " Select one:  jmstoneS7@gmail.com (home)

Per £G-1 direction all email addresses for official use, whether government, business, or personal, shall be

cast Guard Human Resources system of record, Direct Access. Login to Direct Access to add
Yt these addrecces lozr how
11 -
E n n 1) Launch Direct Access
y 2) From the Employee section click "Tasks"
3) Add/Update your email addresses, be sure to click "Save”
D Ll t 11} [l Remember it will take at least 24 hours for CGBI to receive the updated email address data.
Irect Access’, IS
" "
I I n ke d to th e D I re Ct Which compliance measures do you want notified about?
How often should we notify you?

Access sign in page.

# Follow steps 2 and 3
as shown.
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First Time User Setup

# Once the emall
address iIs selected
from the drop down
menu, click Save.

i

f coasT cuARD
BUSINESS INTELLIGENCE

CLOSE X

< My Personal Notifications (i JER

Sign up to receive status changes and/or monthly notifications from CGBI on any or all of your compliance measures.
Which email address should we use?
Select one: jmstoneS7@gmail.com (home} -

Per £G-1 direction all email addresses for official use, whether government, business, or personal, shall be
entered in the Coast Guard Human Resources system of record, Direct Access. Login to Direct Access to add
any of these addresses. learn how

Which compliance measures do you want notified about?
How often should we notify you?

Inbox Configuration / Terms

« back to CGBI Profile



First Time User Setup

# Select any or all of
the desired
measures available
for notification. CLOSE X

< My Personal Notifications (i JER

Sign up to receive status changes and/or monthly notifications from CGBI on any or all of your compliance measures.

% which email address should we use?

pe —
. Which compliance measures do you want notified about?
’ CI ICk Save Select one or more:

[#] MT-A [¥] Clearance val [¥] pental

ASQ [ Specialty Exam Immunizaticns
¥ pme [¥] weigh-In [#] PHa

Medical Test [¥] 1nfluenza Eval

¥ MR

Save »

How often should we notify you?

Inbox Configuration / Terms

« back to CGBI Profile
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First Time User Setup

# Choose to sign up for
iIndividual status
changes and/or a
monthly summary clost X

< My Personal Notifications (i JER

-
e m al I Sign up to receive status changes and/or monthly notifications from CGEBI on any or all of your compliance measures.
| ]

% which email address should we use?

« Which compliance measures do you want notified about?

How often should we notify you?

Sign me up for Status Changes Sign me up for a Monthly Summary
? or eacl easure you selected we will send an We will send a single monthly email containing the
r emai en your measure status changes. status for each measure you selected.
sample email = msamnle ol
.

When should we send the email?
UI I “ I Iary IS Se eC e y P a - Fridsy ~ of each manth.
|d like to receive

the email.

Inbox Configuration / Terms

# Click Save
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First Time User Setup

# CGBI will present the
Terms and
Conditions for
subscribing to the CLosE X

< My Personal Notifications (i JER

-
S e rVI Ce Sign up to receive status changes and/or monthly notifications from CGBI on any or all of your compliance measures.
]

Which email address should we use?

Which compliance measures do you want notified about?

How often should we notify you?

- - Inbox Configuration / Terms
E IC u S C r I ‘ ! Configure vour inbox:
CGEI notification emails will be sent from CGBI-Notifications@uscg.mil. There is a possibility these emails
will be considered spam/junk by your email provider. Be sure to take the necessary steps (creating

N O W filters/rules) to keep these notification emails from going to your spam/junk folder. CGBI cannot control how

your email provider handles these email messages.

Terms & Conditions:

I consent to Coast Guard Business Intelligence (CGBI) sending my Compliance Information to my personal
email address. I understand that CGBI will use my information in conformance with the Privacy Act, 5 U.5.C.
Sec. 552(a). I further consent to sending this information outside the CGOne Network firewall and
understand that the personal email accounts that reside on public servers do not have the same level of
Information Assurance security as my official Coast Guard email account. I acknowledge and agree that the
U.S. Coast Guard is not liable for any damages arising out of the dissemination of my Compliance
Information once it leaves the CGOne Network.
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First Time User Setup

# A verification screen
will appear requiring
the user to type the
characters as they
appear in the image.

# Click Continue
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First Time User Setup

# A message will
appear letting the
user know that the
subscription sign up clost X

< My Personal Notifications (1 JERd

IS complete

# Select back to CGBI
Profile

# Return to Table of
Contents
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EDIT SUBSCRIPTION SETTINGS
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Edit Subscription Settings

B SeIeCt Personal —_— sosbeeeP] Personal | cubes/Reports

C notice | changes | my profile | toolbox | help
COAST GUARD
- T
VIeW ’ BUSINESS INTELLIGENCE (i
]

My Readiness

Personal # My Readiness * Compliance

Skills

# Select Configure My o
Personal

My Cubes/Reporis
b e edit
r AOPS Cutter Resource Hours (v
AQOPS Cutter Supplemental Data [+
CG Central Content Access 2006 =
r CG Central Content Access 2007 =

. r CG Central Content Access 2008 [+
Informationals 7 details b
% People @
& Dental @ IMR @ People Basic I
N t . f . t . . " Class: 2 = OPAR ¥
I I C I n S IC n I n @ Eval @ Immunizations @ Influenza
h C I . T I Due: 04/30/11 Mext TD: 09/13/13 Next: 03/01/03
t e OI I I p Ian Ce a . @ Medical Test @ PHA @ Clearance val
Blood Type: ANEG Due: 06/30/11 Current: Secrst
@ Weigh-In - ASQ — Specialty Exam

Weight: 192.0 Ibs.

data as of January 21, 2011 send feedback
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Edit Subscription Settings

# At any time after
signing up for the
service, you have the
option to change cLosE x

CGBI Profile (1 JERd

your settings.

2] Information used to automatically log me into CGBI

Active Directory Direct Access

Name: John Stone Employee 1D: 1046486
Username: main\jmstone

Email Address: John.M.Stone@uscg.mil DEERS

Electronic Data Interchange (EDI): 1013133847
.
# Select edit my

Default View - the view that I will see when launching CGBI
Unit -

. .
S ett I n g S I n th e M y Default Unit - the department that will be used on the Unit view

COMMANDANT (CG-0931) (008660} -

P e r S O I l aI Default Position - my position that will be used on the Personal view

Regular - 00033643

Notifications T e—

» I am currently receiving both status change and month\vm 5. edit my settings =
S e Ctl O n Your last email notification was sent on 01/21/2011 at 2:00:00 PM EST.
]
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Edit Subscription Settings

# You will be presented
with the four sections
with green check
marks next to each : - Lo

i J=0s

section.

# The title of each
section Is
hyperlinked. Click
which section to edit.
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Edit Subscription Settings

# For example, if you
wanted to change
when CGBI sends
you your Monthly CLoSE X

< My Personal Notifications (i JER

S u I I I I I I ar O l I WO u I d Update your personal measure notifications. Your last email notification was sent on 01/21/2011 at 2:00:00 PM EST.
]
¥ Which email address should we use?

select How often Pl T e e
S h O u I d We n Otify ™ Tiow oftcn Should we notiy you?

| Sign me up for Status Changes Sign me up for a Monthly Summary

For each measure you selected we will send an We will send a single monthly email containing the
e sl you selected.

? email when your measure status changes. status for each measure
y O l l sample email = sample emai =
»

When should we send the email?
4th ~ Monday

# Change to desired
Settings. 4 Inbox Configuration / Terms

[ Update Subscription ‘ I Unsubscribe

= back to CGBI Profile
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Edit Subscription Settings

# After completing the
section(s) click
Update CLOSE X
Subscription T

Update your personal measure notifications. Your last email notification was sent on 01/21/2011 at 2:00:00 PM EST.

Which email address should we use?
Which compliance measures do you want notified about?
How often should we notify you?

Inbox Configuration / Terms

Configure vour inbox:

CGEI notification emails will be sent from CGBI-Notifications@uscg.mil. There is a possibility these emails
will be considered spam/junk by your email provider. Be sure to take the necessary steps (creating
filters/rules) to keep these notification emails from going to your spam/junk folder. CGBI cannot control how
your email provider handles these email messages.

Terme & Conditions:

1 consent to Coast Guard Business Intelligence (CGBI) sending my Compliance Information to my personal
email address. I understand that CGBI will use my information in conformance with the Privacy Act, 5 U.5.C.
Sec. 552(a). I further consent to sending this information outside the CG0One Network firewall and
understand that the personal email accounts that reside on public servers do not have the same level of
Information Assurance security as my official Coast Guard email account. I acknowledge and agree that the
U.S. Coast Guard is not liable for any damages arising out of the dissemination of my Compliance
Information once it leaves the CGOne Network.

Update Subscription J I Unsubscribe

i
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Edit Subscription Settings

# A verification screen
will appear requiring
the user to type the
characters as they
appear in the image.

# Click Continue
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Edit Subscription Settings

# A message will
appear letting the
user know that the
subscription has I— Close X

i JE0s

been updated

# Click back to CGBI
Profile
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Edit Subscription Settings

# Select CLOSE In the

upper right corner of
the screen to return
to CGBI.

CGBI Profile
Last login: January 20, 2011 at 3:10 PM EST

- get more information
22| Information used to automatically log me into CGBI

Active Directory Direct Access

Name: John Stone Employee 1D: 1046486

Username: main\jmstone

Email Address: John.M.Stone@uscg.mil DEERS

Electronic Data Interchange (EDI): 1013133847

My CGBI Settings

Default View - the view that I will see when launching CGBI
Unit -

Default Unit - the department that will be used on the Unit view
COMMANDANT (CG-0831) (008660} ~

Default Position - my position that will be used on the Personal view
Regular - 00033643

©% My Personal Notifications

I am currently receiving both status change and monthly summary notifications. edit my settings »
% e u rn O a e O Your last email notification was sent on 01/21/2011 at 2:00:00 PM EST.
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CANCEL SUBSCRIPTION
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Cancel Subscription

=7 Se I eCt Pe rS O n al il il Persanal Cubes/Reports

C notice | changes | my profile | toolbox | help
COAST GUARD
- T
VIeW ’ BUSINESS INTELLIGENCE (i
]

My Readiness

Personal # My Readiness * Compliance

skills My Cubes/Reports

. - : i & @ AOPS Cutter Resource Hours = edit
= Select Configure My =2
Personal

AQOPS Cutter Supplemental Data [+
" CG Central Content Access 2006 =
CG Central Content Access 2007 [+
* CG Central Content Access 2008 [+
People [*

Informationals 7 details

@ Dental @ IMR * People Basic [»
N t . f . t . . " Class: 2 = OPAR ¥
I I C I n S IC n I n @ Eval @ Immunizations @ Influenza
h C I . T I Due: 04/30/11 Next TD: 09/19/13 Next: 03/01/03
t e OI I I p Ian Ce a . @ Medical Test @ PHA @ Clearance val
Blood Type: ANEG Due: 06/30/11 Current: Secrst
@ Weigh-In - ASQ — Specialty Exam
Weight: 192.0 Ibs.
data as of January 21, 2011 send feedback
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Cancel Subscription

# At any time after
signing up for the
service, you have the
option to change cLosE x

CGBI Profile o B-

your settings.

2] Information used to automatically log me into CGBI

Active Directory Direct Access

Name: John Stone Employee 1D: 1046486
Username: main\jmstone

Email Address: John.M.Stone@uscg.mil DEERS

Electronic Data Interchange (EDI): 1013133847
&7 SeleCt ed It N Iy [} My ceBt Settings

Default View - the view that I will see when launching CGBI
Unit -

. .
S ett I n g S I n th e M y Default Unit - the department that will be used on the Unit view

COMMANDANT (CG-0931) (008660} -

P e r S O I l aI Default Position - my position that will be used on the Personal view

Regular - 00033643

Notifications T e—

» I am currently receiving both status change and month\vm 5. edit my settings =
S e Ctl O n Your last email notification was sent on 01/21/2011 at 2:00:00 PM EST.
]
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Cancel Subscription

# From the My
Personal
Notifications screen
select Unsubscribe. CLOSE X

< My Personal Notifications (1 JERd

Update your personal measure notifications. Your last email notification was sent on 01/21/2011 at 2:00:00 PM EST.

&  Which email address should we use?

« hich compliance measures do you want notified about?

% How Men should we notify you?

« back to CGBI Profile
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Cancel Subscription

# A message will
appear letting the
user know that the
subscription has i cLost X

[i JERe

been canceled.

# Click back to CGBI
Profile
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Cancel Subscription

# Select CLOSE In the

upper right corner of
the screen to return
to CGBI.

CGBI Profile
Last login: January 20, 2011 at 3:10 PM EST

Information used to automatically log me into CGBI

Active Directory Direct Access

Name: John Stone Employee 1D: 1046486

Username: main\jmstone

Email Address: John.M.Stone@uscg.mil

DEERS
Electronic Data Interchange (EDI): 1013133847
My CGBI Settings

Default View - the view that I will see when launching CGBI
Unit -

Default Unit - the department that will be used on the Unit view
COMMANDANT (CG-0831) (008660} ~

Default Position - my position that will be used on the Personal view
Regular - 00033643

©% My Personal Notifications

I am currently receiving both status change and monthly summary notifications. edit my settings »
Your last email notification was sent on 01/21/2011 at 2:00:00 PM EST.
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THANK YOU

If you have any trouble subscribing, please submit a trouble ticket
with OSC Martinsburg.
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