Change Password, Security Question & Email Address Monday, February 29, 2016

Retired Global Pay Self Service

Y =] o 0 R [ o1 1 Yo [T £ o PR PURPPPPPPPRTN
Step 2 — INtroduction, CONINUEM ..........coeeiiiiiiieeeie e e e e e e e eeannnes
SEEP 3 — ENLEI USEI ID ... et e e e e e e e naanas
Step 4 — ENter PASSWOIU .......cooiiiieiiiiiee ettt s e e e e e e e e e e e e e e e e e e eennnnns
Y (=] o SIS (o I o PR PUUPPPPPPRTTR
Step 6 — Acknowledge USe WarNINgG .......cccovveuuuiiiiieeeeeeeeeiiiiies e e e e e e eeeeaaan e e e e e e eaeeennnnes
Step 7 — Select the Change My Password lINK ...
Step 8 — ENter CUIrent PASSWOIT ..........uuuiiiiiiiiiiiiiiiiiiieeeeeeieeeeeeseeeeeeseeeeeeeeeeeeseeneeeeeeeeees
Step 9 — Enter NEeW PaSSWOI ........ooovviiiiii e e e e e e
Step 10 — Confirm NEeW PasSWOIG ............uuiiiiiiiiiiiiiiiiiiiieiiieeiieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees
Step 11 — Select Security QUESHION .........ciiii i e
Step 12 — Select Security Question, CONLINUEd...........coovvviiiiiiiiie e
Step 13 — Enter Security QUESLION ANSWET ...........uuuiiiiieeeeeeeeeeeiie e e e e e e aees
Step 14 — Update EMail AQUIESS.......ouuiiiiiiiieiiiiiiiiieeee ettt eeeeeeees
Step 15 — Update Email Address, CONtiNUEd ............coiiiiiiiiiiiiicieee e
Step 16 — SAVE YOUI ChANGES .....ovieiiiiiiiiiiiiiie ettt e e eeeeeees
Step 17 — Save Your Changes, CONtINUEA .............uuuiiiiiee e
Step 18 — SAVE COMPIELE ...ttt eeeeeees
Step 19 — Return to the Self Service MenU.............eiiiiiiiiiiiiiee e,
StEP 20 — EXIT SYSTEIM ...ttt e e e e e e e e e e eeeees

Commanding Officer (ras)
U. S. Coast Guard
Pay & Personnel Center
444 SE Quincy St
Topeka, KS 66683-0001
http://www.uscg.mil/ppc/ras
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Step 1 — Introduction

2] Oracle | PeopleSoft Enterprise 8 Sign-in - Windows Internet Explorer provided by Un... g@
Q-9 H [F] i File Edit View Favorites i Address ﬂ Go links ;f

ORACLE' ;
PEOPLESOFT ENTERPRISE

This presentation demaonstrates the procedure for changing your password
and e-mail address in Retiree & Annuitant Self Service. The procedure for
setting up a security question is also demaonstrated.

Title 18 USC Section 130
nauthorized access is prohibited by Title 18 USC Section 1030. Unauthorized access may also be a

violation of other Federal Law or governmental policy, and may resultin criminal andfor administrative [V]

&] Done S @ Internet

Text Captions

This presentation demonstrates the procedure for changing your password and e-mail address in
Retiree & Annuitant Self Service. The procedure for setting up a security question is also
demonstrated.
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Step 2 — Introduction, continued

&1 Oracle | PeopleSoft Enterprise 8 Sign-in - Windows Internet Explorer provided by Un... g@
>

e - » » :
: 0 T gl |ﬂ E‘] o . Fle Edit WView Favorites : Address -.*] Gn : Links "f

-~

MPRAC] &

It is important to setup the security question and answer |
along with adding your e-mail address._ If you happento ¢
forget your password you can use the "Forgot My
Password" link on the login page to have the system
send you a new password. You'll have to provide the
exact same answer to the security question and have
access to the e-mail account for the address you
entered in the setup process.

le 18 USC Section 130 and
on 5524 below,

\

Forgot My Password

To settrace flags, click here

Title 18 USC Section 130
nauthorized access is prohibited by Title 18 USC Section 1030. Unauthorized access may also be a
violation of other Federal Law or governmental policy, and may result in criminal andfor administrative [V]

;EI Done é a Internet

Text Captions

It is important to setup the security question and answer along with adding your e-mail address. If you
happen to forget your password you can use the "Forgot My Password" link on the login page to have
the system send you a new password. You'll have to provide the exact same answer to the security
guestion and have access to the e-mail account for the address you entered in the setup process.
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Step 3 — Enter User ID

[@ Oracle | PeopleSoft Enterprise 8 Sign-in - Windows Internet Explorer provided by Un...| - |03
a - J E @ .:ﬁ i File Edit View Favorites - ;.ﬂ.gldressﬂlsu gLinks > pa.
(]

c Enter your user ID. This is the same as your
Employee ID number, which can be found on
PEOP! your Retiree/Annuitant Pay Slip shown below.

—
User ID:| V(

Password: | |

m Please review Title 18 USC Section 130 and

TEAN o 0 BN S o el e VA L-u_.w

Pay Grade mpicyee 1D
E6 1234567

Tite 18U PURPOSES SBP INFORMATION
Unauthor———— | 7 | [ o —— TR o s__._mayalsobea
violation of other Federal Law or governmental policy, and may result in criminal andfor administrative

@ Done é a Internet

Text Captions

Enter your user ID. This is the same as your Employee ID number, which can be found on your
Retiree/Annuitant Pay Slip.
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Step 4 — Enter Password

&1 Oracle | PeopleSoft Enterprise 8 Sign-in - Windows Internet Explorer provided by Un... g@
O T Gl |ﬂ |EL| .: i File Edit View Favorites i Address -. Go Links > ;',"
.Y
ORACLE
PEOPLESOFT ENTERPRISE
User ID; | s
Password:
Enter your password
“'our default password will be setup for you initially. You will be prompted to change
it upon login.
The formula for your default password follows:
CG + last 4 of your S5N & four digit hirth year.
For example, if the last 4 digits of your S5N are 1234 and you were born in 1956,
wvour default password is CG1234{1956.
Title
Una The password is case sensitive, 5o be sure to capitalize the CG when you type it in. a
viol bl
@D e = W NEmet

Text Captions

Enter your password

Your default password will be setup for you initially. You will be prompted to change it upon login.
The formula for your default password follows:
CG + last 4 of your SSN @ four digit birth year.

For example, if the last 4 digits of your SSN are 1234 and you were born in 1956, your default password is
CG1234@1956.

The password is case sensitive, so be sure to capitalize the CG when you type it in.
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Step 5-—Sign in

&1 Oracle | PeopleSoft Enterprise 8 Sign-in - Windows Internet Explorer provided by Un... g@

a - » » : o i
B« IR~ EilE - . Fle Edit View Favorites ;a‘a.gh:lressﬂ Gn : Links -.','r

[
ORACLE
PEOPLESOFT ENTERPRISE

User ID: 2G_SELFEERVICE
Password: |

: Please review Title 18 USC Section 130 and
Title 5 USC Section 5524 below.

ot My Password

Click the Sign In button

To settrace fla

Title 18 USC Section 130
nauthorized access is prohibited by Title 18 USC Section 1030. Unauthorized access may also be a
violation of other Federal Law or governmental policy, and may result in criminal andfor administrative M

@ Done é a Internet

Text Captions

Click the Sign In button
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Step 6 — Acknowledge Use Warning

€] B =<
: Q-9 EiE! D & - Address ] o links ;,"
”
ORACLE
PEOPLESOFT ENTERPRISE
Microsoft Internet Explorer
\_:;i.) I acknowledge that I have read and understand Title 13 USC Section 130 and Title 5 USC Section 5524,

To settrace flags, click here

Click the OK button
|

Title 18 USC Section 130
nauthorized access is prohibited by Title 18 USC Section 1030. Unauthorized access may also be a
violation of other Federal Law or governmental policy, and may result in criminal andfor administrative [V]

;EI Done é a Internet

Text Captions

Click the OK button
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Step 7 — Select the Change My Password link

ORACLE
PEOPLESOFT ENTERPRISE

Your password has expired.

Click here to change your password.

Copyrnight @ 2000, 2007, Oracle. All rights reserved. PeopleSoft is a registered
trademark of Oracle Conporation andior its affiliates. Other names may be
trademarks of their respective owners.

Text Captions

The Your Password has expired page appears

Select the Click here to change your password link
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Step 8 — Enter Current Password

€ Change My Password - Windows Internet Explorer provided by United States Coast G... |~ |03

4 |5 »» o 7 3 > i
'(} M > | @ @ :‘ File Edit View Favorites éa‘a.gldressﬂGn éLinks ."'l"

United States Coast Guard Home  Sign out
U5, Department of Homeland Security

(Sl
New Window | Help | Customize Page | /B [#]

Change Passwexd

User ID- ce sgl The Change My Password page appears

Description: CG_SELFSERVICE

*Current Password: | |

*New P d:
ew Fasswor Enter your Current Password (the

*Confirm Password: one you just signed in with)

If you forget your passwaord, you can have a ‘
Enter a question and your response below.

Question: | [Main Content| M M
[{_] i | [i]

@ Done é a Internet

Text Captions

The Change My Password page appears

Enter your Current Password (the one you just signed in with)

Page 9 of 21



Change Password, Security Question & Email Address

Monday, February 29, 2016

Step 9 — Enter New Password

0 T s Iﬂ E'] D Eile Edit View

& Change My Password - Windows Internet Explorer provided by United States Coast G... g@

Favaorites

‘"
.'ll'

i Address ] Go

. 33
: Links

United States Coast Guard

U5, Department of Homeland Security

Home

Sign out

Bl

Change Password

User ID: CG_SELFSERVICE

Description: CG_SELFSERVICE

*Current Password: |

*New Password: |

*Confirm Password:

If you forget your passwaord, you can have a new password em
Enter a question and your response below. These will be used

Cuestion:

<]

Enter a New Password following

these rules:

1) Global Pay passwords must:

a) Be between 9 and 32 characters long:
b) Include at least 1 number, and

c) Have at least 1 special character. For
example, '@#5% &~ ()-+V[[{]}::/
n

2) Passwords are case sensitive. You
should use both lowercase and capital
letters in your password.

3) Your password cannot be the same as
your User |D.

4) Don't use passwords that are based on
personal or any other type of infarmation
that can be easily accessed or guessed
such as your address or children's names.

=

= ]

@ Done

é a Internet

Text Captions

Enter a New Password following these rules:
1) Global Pay passwords must:

a) Be between 9 and 32 characters long:

b) Include at least 1 number, and

c) Have at least 1 special character. For example, ' @ #$% & * () -+\|[{]};:/?.
2) Passwords are case sensitive. You should use both lowercase and capital letters in your password.

3) Your password cannot be the same as your User ID.

4) Don't use passwords that are based on personal or any other type of information that can be easily accessed or

guessed such as your address or children’s names.
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Step 10 — Confirm New Password

€ Change My Password - Windows Internet Explorer provided by United States Coast G... |~ |03

4 |5 »» o 7 3 > i
'(} M > | @ @ :‘ File Edit View Favorites éa‘a.gldressﬂGn éLinks ."'l"

United States Coast Guard Home  Sign out
U5, Department of Homeland Security

New Window | Help | Customize Page | \E| ]

Change Password

User ID: CG_SELFSERVICE
Description: CG_SELFSERVICE

*Current Password: dddbdassse

*New Password; |

*Confirm Password: | ,J\ |
Select the *Confirm Password box
If you forget your passwaord, you can have a new password en and reenter the new passward_

Enter a question and your response below. These will be use

Question: | o

[i] 1l T
@ Done é a Internet

Text Captions

Select the *Confirm Password box and reenter the new password.
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Step 11 — Select Security Question

@ Change My Password - Windows Internet Explorer provided by United States Coast G... [._][E]ﬁ

» - >
o . File Edit View Favorites EHddFESS] .Gu Llnlrs

B < I
7 nited States Coast Guard Hﬂmﬂ Sign out
u

5. Department of Homeland Security

New Window | Help | Customize Page | \E| ]

Change Password

User ID: CG_SELFSERVICE
Description: CG_SELFSERVICE

*Current Password: Il Select the drﬂﬂ down list —
*New Password: LTI T L
*Confirm Password: AL LA LAl L L

If you forget your passwaord, you can have a new password emailed to you.
Enter a question and your response below. These will be used to authenticate you.

Question: |1H M
[{_] T | [i]
@ Done é a Internet

Text Captions

Select the drop down list
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Step 12 — Select Security Question, continued

& Change My Password - Windows Internet Explorer provided by United States Coast G... g@

3 - » » 2 : »
Q- 9 EilE n Fle Edit View Favorites éa‘a.gldressﬂGn éLinks -.','r

United States Coast Guard Home  Sign out
U5, Department of Homeland Security

=
TLURTETIL Fassworg, o | h]
*New Password: LTI T
*Confirm Password: ssssssssne

If you forget your passwaord, you can have a new password emailed to you.
Enter a question and your response below. These will be used to authenticate you.

Question: M
What is the mascot of your favorite sports team? =
Response: What is the name ofthe street where you grew up?
Whatis the name of your favorite movie?
. . phatls your favorite brang Select a Question from the list
Please verify your primalishat is your favorite vacat
Email Address: Whatis your mothers ma
What isiwas the name of

What town were you born in*?
Change Password | |What was the make and model of your first car?
Where did you attend sixth grade? M

[i] 1] [ [i]
@ Done é a Internet

Text Captions

Select a Question from the list
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Step 13 — Enter Security Question Answer

€ Change My Password - Windows Internet Explorer provided by United States Coast G... |~ |03

4 |5 »» o 7 3 > i
'(} M > | @ @ :‘ File Edit View Favorites éa‘a.gldressﬂGn éLinks ."'l"

United States Coast Guard Home  Sign out
U5, Department of Homeland Security

=
TLURTETIL Fassworg, o | h]
*New Password: LTI T
*Confirm Password: ssssssssne

If you forget your passwaord, you can have a new password emailed to you.
Enter a question and your response below. These will be used to authenticate you.
Question: fihatis your favorite brand of shoe? v]

Select from the lizt of questions.

Response: | |

Please verify your primary email address. | CNter your Answer for the security question.

Email Address: alan.m.oneil@us

Change Password

[{_] I | [i]
@ Done é a Internet

Text Captions

Enter your Answer for the security question.
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Step 14 — Update Email Address

€ Change My Password - Windows Internet Explorer provided by United States Coast G... |~ |03

4 |5 »» o 7 3 > i
'(} M > | @ @ :‘ File Edit View Favorites éa‘a.gldressﬂGn éLinks ."'l"

United States Coast Guard Home  Sign out
U5, Department of Homeland Security

=
TLURTETIL Fassworg, o | h]
*New Password: LTI T
*Confirm Password: ssssssssne

If you forget your passwaord, you can have a new password emailed to you.
Enter a question and your response below. These will be used to authenticate you.
Question: |What is your favorite brand of shoe? M

Select from the lizt of questions.

Response:; |

Flease verify your primary email address.

Email Address: alan. gil@uscg.mil |
Select the Email Address box

Change Password |

[{_] I | [i]
@ Done é a Internet

Text Captions

Select the Email Address box
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Step 15 — Update Email Address, continued

&7 Change My Password - Windows Internet Explorer provided by United States Coast G... |~ |[00/E3)

a - 2 i | e ; - 7
Q- O EilE ~ Fle Edit View Favorites éa‘a.gldressﬂ Gn éLinks -.','r

United States Coast Guard ome  Sign out
U5, Department of Homeland Security

=
TLURTETIL Fassworg, | Emmm——— w
*New Password: LTI T L
*Confirm Password: sssssassne

Animati
If you forget your passwaord, you can have a new Eaggnya%ln fmailed to you.

Enter a question and your response below. Thesdsll R@used to authenticate you.
Question: Whatis your favorite brand of shoe? M

Select from the lizt of questions.

Response: Keds

Please verify your primary ¢ Enter your Email address.
Email Address: al

Change Password

< i | [*]
@ Done é ﬂ Internet

Text Captions

Enter your Email address.
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Step 16 — Save Your Changes

& Change My Password - Windows Internet Explorer provided by United States Coast G... [._“E]ﬁ
G M > | @ @ :‘ & Flle Edit View Favorites . Address ] Go Links ? ",l"

i H Sl t
v~ 4 United States Coast Guard Home  Sign out
¢ LS. Department of Homeland Security
=
LU ENL FasswWoIg, (T h]
*New Password: ssassssans
*Confirm Password: ssssssssne

If you forget your passwaord, you can have a new password emailed to you.
Enter a question and your response below. These will be used to authenticate you.

Question: Whatis your favorite brand of shoe? M

Select from the lizt of questions. -
Response: Keds |
Please Click the Change Password button |
Email A

Change ﬁ’zllsswnrd

[{_] I | [i]
@ Done é a Internet

Text Captions

Click the Change Password button
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Step 17 — Save Your Changes, continued

& Change My Password - Windows Internet Explorer provided by United States Coast G... g@
: 0 - 8 Iﬂ Iill } i File Edit View Favorites - Address ] Go Links > ;'.'.

United States Coast Guard Home  Sign out
U5, Department of Homeland Security

=
TLURTETIL Fassworg, o | .
Processing [#/
*New Password: LTI T
*Confirm Password: |*eesesssss The "Processing” message will appear.

If you forget your password, you can have
Enter a questian and your response below.
Question: Whatis your favorite brand of shoe? M

Select from the lizt of questions.

Response: Keds

Flease verify your primary email address.
Email Address: iretiredfrornCG@armail.com

[{_] I | [i]

@ Opening page https: /fep-dev.direct-access.us/ps é 8 Internet

Text Captions

The "Processing" message will appear.
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Step 18 — Save Complete

@ Ehange My Password - Windows Internet Explorer provided by United States Coast G... [_“_]ﬁ
M > | D |:| :‘ & Flle Edit View Favorites . Address s . Go Llnks }}

H |
United States Coast Guard Dmﬂ Sign out
U5, Department of Homeland Security
Mew Window | Help | Customizefp Saved 1

Password Saved

“ Your password has successfully been changed.

Click the OK button

Main Content

@ Done é a Internet

Text Captions

Click the OK button
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Step 19 — Return to the Self Service menu

& Employee-facing registry content - Windows Internet Explorer provided by United 5t... [._“E]ﬁ

i » - » - - : »
Q- 9 H [E . Fle Edit View Favorites ;AgldressﬂGn ! Links 'I:F

United States Coast Guard

U5, Department of Homeland Security

Select the Sign out link

Welcome to Direct Access Self Service for Retirees
and Annuitants.

Pleaze take the time to verify vour email addreg

the Update My Account link to the right. Ifyoun  The Self Service content page appears.
iz incorrect, pleaze fix t. Y our email address i

Forgot Password feature. You can select another menu item or Sign Out
of the system.

View My Payslip View My 104

Choo=se a Payslip to view Thiz link will t3

and/or print. Current and a lizt of all available 105951
prier 12 months are tax documents to view
available. and/or download.

Change My Password
Create a new password

@ é a Internet

Text Captions

The Self Service content page appears.
You can select another menu item or Sign Out of the system.

Select the Sign out link
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Step 20 — Exit System

&1 Oracle | PeopleSoft Enterprise 8 Sign-in - Windows Internet Explorer provided by Un... g@
Q- 9 EilE - i Fle Edit View Favorites - Address ] o links -:,'r
]
ORACLE
PEOPLESOFT ENTERPRISE
User ID: | CG_SELFSERVICE
Password:| Tha Qracle | People Soft Enterprise 8 Sign-in
page appears ection 130 and
DV,
Forgot My Password
To settrace flags, click here
Title 18 USC Section 130
nauthorized access is prohibited by Title 18 USC Section 1030. Unauthorized access may also be a
violation of other Federal Law or governmental policy, and may result in criminal andfor administrative M
@ Done é a Internet

Text Captions

The Oracle | PeopleSoft Enterprise 8 Sign-in page appears
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