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What is Top 10 
Tuesday?

What Can I 
Expect?

How Does it 
Work?

Who Can 
Participate?

2017 Top 10 
Kick Off



Top 10 Things You Should Know 
About Direct Access! 



WHERE DO 
I FIND DA?

https://www.uscg.mil/ppc/default.asp

https://cg.portal.uscg.mil/Pages/main.aspx

https://cg.portal.uscg.mil/units/ppc/SitePages/Home.aspx

ONLY NEED AN INTERNET CONNECTION

https://www.uscg.mil/ppc/default.asp
https://cg.portal.uscg.mil/Pages/main.aspx
https://cg.portal.uscg.mil/units/ppc/SitePages/Home.aspx




WHAT’S MY
PASSWORD 

Direct-Access passwords must be at least 9 characters 
and contain upper/lower alpha, a number and a special 
character (e.g. !@#$%^&*( )=+\ )

Required to change your password every 45 days
Set up the “Forgot My Password” in DA to save time 
Must have a current business email listed in DA
Must have security questions completed in DA
 Instructions can be found on the P&D page using the e-

learning tab and selecting the Self Service drop menu





What Is a DA 
User Role?

E-Mail ALSPO G/15 
PPCINST M1000.2B Personnel & Pay Procedures Manual

https://www.uscg.mil/ppc/forms/cg_7421b.pdf 

 Direct Access user permissions assigned to every member of the CG, NOAA 

and PHS (including retirees, auxiliary, civilians and reserves) 

 Everyone has access to Self Service

 Expanded roles based on user position and job function

 All users required to submit for approval a user designation request

 PAO’s require an official memo and course completion

 All members who PCS automatically returned to self service at departure





What Can I Do In 
DA – Self Service?

https://www.uscg.mil/ppc/pd.asp



Employee Self 
Service Pagelet

Employee Self 
Service Request 

Tab



When Do My 
Changes In DA 
Take Effect?

E-Mail ALSPO K/16 
2017 U. S. Coast Guard

Payroll Processing 
Schedule

PAYDAY IS 
ON 1st & 15th



Guidance on Self Service Transactions
 Always read the guide and knowledge base entries 

 Always double check data entry (#’s and names)

 Never close an account until the money is delivered

 If unsure, ask for help or explanation – see your YN

 Never assume change, verify your payslip

 Verify dates and timing of payroll calendars

https://www.uscg.mil/ppc/pd.asp#



How Do I Verify 
My Payslip In DA?





Can I Access 
My W2/1099R 
and ACA In 

DA?
Available in Self Service View 

Provide Consent for Electronic Version

Available by Federal Deadline 31 JAN

 Instruction Found P&D Webpage

 Info Available on Separations Page

https://www.uscg.mil/ppc/w2.asp

Duplicate Request After 15 FEB

https://www.uscg.mil/ppc/w2.asp




I Need a Vacation…
Where Is My Leave 

Request In DA?

Submit an Absence Request

View All Absence Requests

Make Changes

Assign a Proxy

Email Notifications





I Got Orders…Can I 
Find Them In DA?





My DA Info Is Wrong! 
What Do I Do?

 Self Service in DA 
 Contact ADMIN / SPO
 Provide Valid Proof
 Verify Payslips

YOUR RECORD IS YOUR RESPONSIBILITY



https://www.uscg.mil/ppc/ccb/



Where Do I Find DA?

What’s My Password?

What Is A DA User 
Role?

What Can I Do In DA –
Self Service?

When Do My Changes 
Take Effect in DA?

How Do I Verify My 
Payslip in DA?

Can I Access My 
W2/1099R/ACA In DA?

Where Is My Leave 
Request In DA ?

Can I Find My Orders 
In DA?

My DA Info Is Wrong –
What Do I Do?



https://www.uscg.mil/ppc/pd.asp



JOIN OUR MAILING LIST
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