
Self Service - Thrift Savings Plan 

Overview 

 
Introduction This guide provides the procedures for starting, changing or stopping Thrift 

Savings Plan (TSP) using Self Service in Direct Access. TSP changes cannot 
be made via Self Service after end-month cutoff and prior to the first of the 
following month. 
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When are 
contributions 
sent from the 
Coast Guard 
to the TSP? 
 

TSP contributions are delivered to TSP on the  first business day of the 
month. It can be up to five business days before your contribution posts 
into your TSP account. 
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Add Thrift Savings Plan Mailing Address Procedure 

  
Introduction This section provides the procedure for adding your TSP mailing address to 

the system. This must be completed before enrolling in the TSP. 

  
Discussion All Thrift Savings Plan (TSP) participants must add a TSP mailing address to 

the system. The address must be added before you can enroll in the TSP, or if 
already participating, before you can change any contributions. The TSP 
mailing address may be the same as your home and/or mailing address. 
However, the address line (number and street for example) cannot exceed 25 
characters. 

  
Procedure Follow these steps to add your TSP mailing address. 
 

Step Action 
1 Select the Home and Mailing Address link under Tasks in the 

Employee Pagelet. 

 
 

 
Continued on next page 
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Add Thrift Savings Plan Mailing Address Procedure, Continued 

  
Procedure (continued) 
 

Step Action 
2 Your current Home and Mailing Address will display.  

• If you are adding a TSP mailing address:  
• Click the Address Type drop-down and select TSP, 

then click the Add button.  

 

• If you are changing a TSP mailing address:  
•  

Click the pencil icon to edit the address 
3 The Add Thrift Savings Plan Address page will display. 

 
Continued on next page 
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Add Thrift Savings Plan Mailing Address Procedure, Continued 

  
Procedure (continued) 
 

Step Action 
4 Enter/edit your TSP mailing address: 

1. The Change As Of date defaults to the current date.  
2. Enter the mailing address. The address line must not 

contain more than 25 characters.  
3. DO NOT use any special characters when entering foreign 

addresses.  

 
5 When finished, click the Save button. 
6 If the save was successful, this page will display. Click OK. 

 
 

Continued on next page 
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Add Thrift Savings Plan Mailing Address Procedure, Continued 

  
Procedure (continued) 
 

Step Action 
 The updated information will display. When finished, click the 

Return to CG AD Self Service: Employee link. 
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Starting Thrift Savings Plan (TSP) 
 

Introduction This section provides the procedures for starting Thrift Savings Plan in Direct 
Access using Self Service. TSP changes cannot be made via Self Service after 
end-month cutoff and prior to the first of the following month. 

 
Procedures See below.  
 

Step Action 
1 Select the 13 more… link under Tasks in the Employee Pagelet. 

 
 

2 Then select the Thrift Savings Plan link. 

 
 

 

Continued on next page 
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Starting Thrift Savings Plan (TSP), Continued 

 
Procedures, 
continued 

 

 
Step Action 

3 Review the bullets before making any changes. Traditional TSP Base Pay must be 
started first in order to contribute to the other options. Select the Traditional TSP 
Base Pay link in the Type of Benefit column. 

 
 

 

Continued on next page 
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Starting Thrift Savings Plan (TSP), Continued 

 
Procedures, 
continued 

 

 

Step Action 
4 From the Traditional TSP Base Pay page, click on the Edit button. 

 
 

5 Enter the percentage to contribute, then click Save.  

 
 

 

Continued on next page 
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Starting Thrift Savings Plan (TSP), Continued 

 
Procedures, 
continued 

 

 
Step Action 

6 Once saved, this screen will display. Click OK.  

 
 

7 The change will now be reflected in the Benefits Summary. 
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Changing Thrift Savings Plan (TSP) 
 

Introduction This guide provides the procedures for changing Thrift Savings Plan (TSP) in 
Direct Access using Self Service. TSP changes cannot be made via Self 
Service after end-month cutoff and prior to the first of the following month. 

  
Procedures See below. 
 

Step Action 
1 Select the 13 more… link under Tasks in the Employee Pagelet. 

  
 

2 Then select the Thrift Savings Plan link. 

 
 

 

Continued on next page 
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Changing Thrift Savings Plan (TSP), Continued 

 
Procedures, 
continued 

 

 
Step Action 

3 Review the bullets before making any changes. In this example, the Traditional 
TSP Base Pay will be changed. Select the TSP link in the Type of Benefit column. 

 
 

 

Continued on next page 
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Changing Thrift Savings Plan (TSP), Continued 

 
Procedures, 
continued 

 

 
Step Action 

4 Select the Edit button to make changes. 

 
 

5 In the Percent field, enter the new contribution amount, then click Save. 

 
 

 

Continued on next page 
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Changing Thrift Savings Plan (TSP), Continued 

 
Procedures, 
continued 

 

 
Step Action 

6 Once saved, this screen will display. Click OK. 

 
 

7 The change will now be reflected in the Benefits Summary. 
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Stopping Thrift Savings Plan (TSP) 
 

Introduction This section provides the procedures for stopping Thrift Savings Plan (TSP) in 
Direct Access using Self Service. TSP changes cannot be made via Self 
Service after end-month cutoff and prior to the first of the following month. 

 
Procedures See below. 
 

Step Action 
1 Select the 13 more… link under Tasks in the Employee Pagelet. 

  
 

2 Then select the Thrift Savings Plan link. 

 
 

 

Continued on next page 
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Stopping Thrift Savings Plan (TSP), Continued 

 
Procedures, 
continued 

 

 

Step Action 
3 Click on the link for the Type of Benefit that needs to be stopped. In this example, 

the member is only contributing to the Traditional TSP Base Pay option. 

 
 

 

Continued on next page 
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Stopping Thrift Savings Plan (TSP), Continued 

 
Procedures, 
continued 

 

 

Step Action 
4 From the Traditional TSP Base Pay page, click on the Edit button. 

 
 

5 To stop the contribution, enter 0 in the percent field. Then click Save.  

 
 

  

Continued on next page 
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Stopping Thrift Savings Plan (TSP), Continued 

 
Procedures, 
continued 

 

 
Step Action 

6 Once saved, this screen will display. Click OK. 

 
 

7 The change will now be reflected in the Benefits Summary. 

 
 

  

 


	Self Service - Thrift Savings Plan
	Overview
	Add Thrift Savings Plan Mailing Address Procedure
	Starting Thrift Savings Plan (TSP)
	Changing Thrift Savings Plan (TSP)
	Stopping Thrift Savings Plan (TSP)


