 How do I complete my annual ASQ questionnaire in Four Easy steps.? 
1) Log into Direct Access

 a) From the CG network you will see: 
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b) From home you will see:
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Helpful hint: 
1) Have your email entered into the system for notification.

2) Set up the password reset feature: It is suggested you use your civilian email access if you primarily access Direct Access from home/work. Then if you forget your password it will be sent to your home email address vice the CG email address. Of course, if you only access Direct Access from the CG workstations then it would make sense to use the CG email.

2) Select  [Self Service] then [Employee] then [Tasks]
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3) Then Select [Annual Screening Questionnaire] from the list:
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4) Then read the statement, click the radio button for “I understand and accept”  if you do, and  for the Recall Status …from the drop down box select “ available” or one of the other categories if they apply.
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Note: the other choices for Member Recall Status are: 
-Critical:

	 FORMCHECKBOX 
  I am employed in a critical civilian occupation.

	· An occupation that could be critical to your community at the same time that a mobilization is necessary (police, fire department, EMA, local government official).  This MAY affect your SELRES status.


-Hardship

	 FORMCHECKBOX 
  My absence would create a community or family hardship.

	· A temporary condition makes is impossible for you to mobilize.  This MAY cause you to lose your SELRES status for the duration of the hardship.


- Key Employee 
	 FORMCHECKBOX 
  My Federal agency has designated me as a key employee.

	· Your Federal Agency has declared in writing that your position is critical and you cannot be mobilized.  This will cause you to lose your SELRES status.


- Other. There are important consequences for your USCGR career if you choose a status other than Available. If you think one of these applies to you please discuss this with your supervisor. 

5) As the last step…click the [SAVE] button and you will see the following screen:
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You are now done and good for another Coast Guard Year and may logout. 

123456





Your Name








