Direct Access Quick Reference Sheet

Intranet Access: HTTPS://CG.DIRECT-ACCESS.US

Internet Access: HTTPS://HR.DIRECT-ACCESS.US

Online Help: http://cgweb.uscg.mil/g-w/psc/Direct-Access/index.htm
Self Service Tutorials: www.uscg.mil/hg/hrsic/training/

Help Desk Phone number: 785-339-2232

2/13/2009

Member Functions

Allotments
Home> Self-Service> Employee> Tasks> Allotments

Annual Screening Questionnaire
Home> Self-Service> Employee> Tasks> Annual Screening
guestionnaire

Contact Info
Home> Self-Service> Employee> Tasks> Email Address

Direct Deposit
Home> Self-Service> Employee> Tasks> Direct Deposit

E-Interview (Endorsement Process)
Home> Self Service> Employee> View> View My work list

Email Addresses
Home> Self-Service> Employee> Tasks> Email Addresses

Emergency Contacts
Home> Self-Service> Employee> Tasks> Emergency Contact

Employee Reviews (member views their own evaluations)
Home> Self-Service> Employee> View> My Employee
Reviews

Employee Review Summary (just like a 3306, member views

self)

Home> Self-Service> Employee> View> Empolyee Review
Summary

E-Resume (Creating)
Home> Self-Service> Employee> Tasks> Create e-Resume

E-Resume (Reviewing)
Home> Self-Service> Employee> Tasks> Review My Resume

E-Resume (Viewing Command Endorsements)
Home> Self-Service> Employee> View> Member Information

Note:
Basic users can view the following information about themselves:

Address History
Carreer History

Competencies
Contact Info

Dependent/Benef Info
Education

E-resume

Promotion History
Security Clearance
Training History

Navigate to:
Home> Self Service> Employee> View> Member Information

Home and Mailing Address
Home> Self-Service> Employee> Tasks> Home and Mailing
Address

Languages
Home> Self-Service> Employee> Tasks> Languages

Memberships
Home> Self-Service> Employee> Tasks> Memberships

Orders
Home> Self-Service> Employee> Tasks> Orders ~ OR
Home>Self-Service> Employee> View> My CGHRMS Orders

Password Change
Home> People Tools>Maintain Secruity>Use>My Profile

Personal Information
Home> Self-Service> Employee> View> Personal Information

Phone Numbers
Home> Self-Service> Employee> Tasks> Phone Number

Profile (CGHRMS Security)
Home> People Tools> Maintain Security> Use> My Profile

Schedule Drills
Home> Self-Service> Employee> Tasks> Schedule Drills

State Tax Information
Home> Self-Service> Employee> Tasks> State Tax
Information

W-4 Tax Information
Home> Self-Service> Employee> Tasks> W-4 Tax
Information
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