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Top 10 Things You Should Know
About Direct Access!




WHERE DO
| FIND DA?

Direct Access

https://www.uscqg.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

{3 cG Portal» [/ PPC > €] Home

U. §. Coast Guard Pay & Personnel Center

We are the premier military pay & personnel resource, providing unsumassed service o PAY & PERSONNEL CENTER (PPC)

o our nation's gll'ﬁ'l"dliﬂﬂs Advancements &
Evaluations Branch
Direct Access
Knowledge Base

\Web TPAX Knowledge
Base

DA 9.1 Known lssues

Command DA ,i
2016 Organization

We are the premier military pay & personnel resource, providing unsurpassed
service to our nation's guardians.

............................ Chart
I' Tra".lre| .aEtI'n'Tth' Bazad Cgs[mg Direct Access WEB-TPAX T]!::Lllj(télte PPC Forms ) PP(_:
» 2016 Business Analysis Directives
i Knowledge Base on CG Portal i
» Diet s stesPois  ABOUT PRC TOPEKA
v 132000 the P ji i
3 BAH < edae B W Enplyee nomation O &0 13 |2I3L9: the Personnel Service Centerin
ALSP nowleddge base on S Topeka, Kansas was rgnamed the Coast Guard Pay &
) Leadership Diversity Personnel Center. This name change precedes the March
Fuacuds Advisary Counci 16, 2009 stand up of the mission support organization's
# Cvacl q LDAC)
. . CG User Guides by user role (LDAC) Personnel Service Center (PSC) in Arlington, Virginia. The
] TIﬂE 1 Morale Committes new PSC will unify, within one service center, all Coast
Guard personnel and human resource support currently
- Seyual Assault
»RSF PHS User Guides Prevenion and provided by the Personnel Command, the Pay & Personnel
) Payml Response (SAPR) Center, the Recruiting Command, as well as some
: - functions currently carried out by Headquarters, the MLCs,
Web Applicat
”SUWW e Appleators and 15Cs, including services such as housing, MWR,
) FDI'H]E:F SPOUSE Protecﬂun Aﬁt Frank Carlson Federal CGES, educational services, health and safely, and work-
Building Procedures life.

All Sites

Advanced Personnel Search

CGPORTAL

i ke the information YOU need

DA

Direct Access

Home Strategy Unite Communities Traiming & Ed Applications Business imtelligence CG Portal Help

CG Portal

faY CG Portal » &] Home




2 WHAT'S MY
PASSWORD

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

d 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

4 Instructions can be found on the P&D page using the e-
learning tab and selecting the Self Service drop menu



ORACLE

PEOPLESOFT ENTERPRISE
m Please review Title 18 USC Section 1030 and
Title 5 USC Section 552A below.

Forgot My Password

Forgot My Password

If you have forgotten your password, or your account is locked,
yOU £an set 3 new password and reactivate your account.

Enter your User ID below. This will be used to find your profile, in order to authenticate you.

User ID: ||

Continue ‘

[Non-DoD Source] MyPortalDirect Forgot Password

DoNotReply_Portal@direct-access.us

Note: You will be prompted to answer your security question and
change your password. MyPortalDirsct passwords must be at least @
characters long, contaiming at least I number and I special
character,

Password Change Notification

“ Alink to change your password has been emailed.

You should receive an email from DoNotReply_Portal@direct-
ACCess.US containing 8 ink. Click the link or copy/paste the (ink
Info your internet browser's URL address fo set your new
DassWord.

[y do not receive an email within 60 minutes, please e-mail
Customer Care at ppc-dg-customercare@uscg.mil or submit a
Trouble Ticket using the web form at

hitp:/fwww. uscg.millppelecl.




What Is a DA
User Role?

v Direct Access user permissions assigned to every member of the CG, NOAA
and PHS (including retirees, auxiliary, civilians and reserves)

v' Everyone has access to Self Service

v' Expanded roles based on user position and job function

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

v' PAQO’s require an official memo and course completion

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

PPCINST M1000.2B Personnel & Pay Procedures Manual
https://www.uscg.mil/ppc/forms/cg_7421b.pdf

E-Mail ALSPO G/15



i

oy Paae]] Requests

Content L)

Self Service Reguests

Wiew My Absence Requesis Submit a Delegation Request

wWiew My Reguests (all iypes) User Access Reguest

Add Function

Ooobogoogoobooaodonn

Function Name

CG Admin Supervisor

CG Admin Technician

CG Assignment Officer (EPM)

G Assignment Officer CAC (EFPM)
CG CGIS Investigator

CG COMIC, XOrXPO, Gold & Silver Badge MC
CG Educational Services Officer
G Enlisted Evaluation Manager
G Legal Yeoman

CG PPC DA Helpdesk

G Passport Acceptance Agent
CG Recruiter

G Recruiter in Charge

G Reserve Manager

CG Reserve Order Funding Approver .

Approver Selection

*Justification:

=pApprover I1D: &, Position:

[l Acknowledgement: | understand that | am authorized to access the Direct Access system and that accessing it for purpose beyond the Scope of

Authorization is a violation of Federal law (123 U.5.C. 1030 et al) (Mote: Refer to the Automated Information Systems (AlS) User
Acknowledgement Form (CG-5500A) which is reguired for all U.S. Coast Guard AlS users it contains the full Scope of
Authaorization and Acknowledgement.)

Submit for Approval




What Can | Do In
DA - Self Service?

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

Contact Us | Freqguently Asked Questions

United States Coast Guard I

Search Cument Unit |

Orwerview i Owur Organization i Cwr Missions

PPC Procedures and [Learning] Development (P&D) Branch
Email Updates =
Quicklinks

| Home || Direct Access | Fomms|| Directives || Customer Care || Pay Info|| Retirees || Separations || Trawel|
| Direct Access Knowledge Base |Direct Access Guides for PHS Personnsl | Payroll Processing Calendar|

Course Matenals Known Issues E-Learning Motices

Direct Access )/ Global Pay User Guides, Tutorials and Webinar Recordings

| r Self Service

¢ Self Service Commands

P Servicing Personnel Office (SP0O), Field Admin, ESO, Training Officer

¢ Distnict Reserve Force Readiness Branch (DXE)
¥ More e-Leaming Links




Employee
Profile Tasks
PCS eResumes
My Airport Terminal
Orders
Emergency Contacts

Home and Mailing
Address

Phane Numbers
Allotments

Direct Deposit

Federal & State Tax
Elections

All Duty Report

9 Mare...

View
My Profile

iMember Training Rating

Iy Reserve Points
Statement

My Reserve Drills

View My Payslips
(ADRSYV)

My Employes Reviews

Employee Review
Summary

Off Comparizon Scale
Summary

Employee Self
Service Pagelet

Employee Self
Service Request
Tab

i Requests

Content  Layoul

Self Service Requests

View My Absence Requests Submit & Deleqation Request

View My Requests (3l types) Uzer Arcess Reques!

Payroll Requests

\iew My Requests (areer 5ea Time
Career 5ea Time Overide Balance Adjustment

Request Reports
Ahsence Request Lising

5PO Pending Transaction Repor




E-Mail ALSPO K/16

2017 U. S. Coast Guard
Payroll Processing
Schedule

h

A

PAYDAY IS
ON 1st & 15th

When Do My
Changes In DA

Take Effect?

| Home |Forms | Directives | Customer Care | Pay Info | Procedures | Refiress | Separations | Travel
| Direct Accessl Knowledoe Base| 2017 Processing Schedule (Printer Friendly, PDF, format) |

today January 2017 E week day
Sun Mon i

Fri Sat
1 6 7
DA unavailable due to Y 2017 update

MNew Years Day

Approval Fresze

10 1
Finalization Processi | Mext PayCal Open
Payroll to Treasury E

Approval Freeze

15 16

18 19 20 21

Approval Freeze

Inauguration Day

23 24 27

30 3

Payroll to Treasury E Payday




Guildance 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
» Verify dates and timing of payroll calendars

» Never assume change, verify your payslip

| Mews | Course Matenals | Known Issues | E-Leamming | Motices | YN Development | Library | Pays=lip Vahdation

Directives, Publications and Guides

DA User Resources

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

Quicklinks Knowledge Base on CG Portal

Logon to DA

Knowledge Base on WWW

Home|| Direct Access | Forms|| Directives|| Customer Care|| Pay Info| Retirees || Separations|| Travel|
Direct Access Knowledge Base |Direct Access Guides for PHS Personnel | Payroll Processing Calendar| | | CG User Guides by user role

PHS User Guides




Tasks
PCS eResumes

My Airport Terminal Orders

Emergency Contacts

Home and Mailing Address

Phone Numbers
Allotments

Direct Deposit

Federal & State Tax Elections

All Duty Report

S Mare..

How Do | Verity
My Payslip In DA?

Member Training Rating

My Reserve Points Statement

My Reserve Drills

My Employee Reviews

Employee Review Summary

Off Companison Scale Summary

SWE PDE

6 More...

Payment Date
2172016

1115/2016

71712016

o/1/2016



% Dejrirniscl off Hosssband Securis
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United States Coast Guard f NOAA ' PHS
Active and REeserve
Statement of Semi-Alonthly Income

Eirth dates are important Tor tracking expiation of
penedits, FSGELI premiums, and S8 cosls
In retdrement).
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¥ou can chamge your tax withholding using seif-sans
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Can | Access
My W2/1099R
and ACA In
DA?

v' Available in Self Service View

v Provide Consent for Electronic Version
v’ Available by Federal Deadline 31 JAN
v" Instruction Found P&D Webpage

v" Info Available on Separations Page
v https://www.uscg.mil/ppc/w2.asp
v Duplicate Request After 15 FEB



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

Tax Document Consent Form

Submit or withdraw your consent to receive ALL electronic tax forms, including w2, wZ2PR, ACA 1095 1099R, and all
comected versions of these forms.

Beginning tax year 2016, Coast Guard payees will have the option to consent to receive ONLY an electronic copy of
their year-end tax forms, including W-2, 109%r, and ACA forms 1085.

If your current status (shown below this text box) is "Consent received”, you dont need to make any changes. This
means your 2016 tax forms will not be mailed, you will access them online. Thank you for helping to save money by
reducing our printing and mailing costs.

If your current status is "No Consent Received” or "Consent Withdrawn" you will receive these forms by mail.

We encourage you to consent to receiving the forms online. Opting out of receiving the forms by mail will help
protect you against fraud and identity theft. These forms all contain information highly sought by thieves. Keeping
this data out of your mailbox will reduce the chance the information will fall into the wrong hands.

Just click the box (below) where it says "Check here to indicate your consent to receive electronic tax forms® and
click the Submit button to update your status.

Your Current Status: MNo consent received.
[l Check here to indicate your consent to receive electronic W-2 and W-2c forms. View/Print W-2

View/Print ACA
Forms

Submit

Return io Yiew




| Need a VVacation...
Where Is My Leave
Request In DA?

Mv Pale  SalfBenvice | Requests

Self Servce Requests ]

v  Submit an Absence Request

v View All Absence Requests
v Make Changes

Submit an Absence Request View My Absence Renuests ‘

Submt & Delenation Request View My Requests (3 fypes)

v Assign a Proxy
g Ancess Request submit 2 Dl Request

v Email Notifications




hetion Request

Submit Absence Reqguest
FPitt, WWilliam Bradley

. For the Abhsence Type, select Type of Absence.

. For Bgin Date and End Dates, enter inclusive dates you will e charnged leawve .
- Cick Get Dyetails, and warify # of Days Absent is correct.

I the Commeeanits section, enter your leawve address and i=lephomne numiber.

. For the Approver fi2ld, enter the approwving official who will be the final approwver for the abseaence request
. Click Subnmit.

Reqgquest Details

Tywpe of Abhsence: |A-::|c:-|::-ti-:-n Leawve L

- . Acioption Leaws
Begin Date: (07012016 |[E Leave - INCOMUS

End Date: [DFrz1/2016 |[E] Leave — QOUTCOMNUS
NMO B Respibe
rMatemity Leawe
Set Debails | Sick Leawve
g Spousal Leawe
=i = Terminal Leawve — INCCONLUS
= : Terminal Leawve — COUTCORMILS

View My Absence Requests
William Pitt
‘M*,r Submitted Requests' allows memiber to brimg up only their Absence Regueasts.
"Requests | am Approver For' allows approver to bring up only those Absence Requests submitted to them.

1
2.
3. TAll Requests' allows the approver to pull up their Absence Reguests and those submitted to them.

4. Refresh button clears the grid and defaults it back to "My Submitied Requests' and Transaction Status of "Pending”.
5.

W

FPopulate Grid button populates the grid based on what was selected for the radio button and Transaction Status, and
hat was entered in the Submission From'Submission To Dates.

) My Submitted Reguests o Reguests | am Approver For AN Requests
Transaction Status: |Per|{:|ir|g v|
Submission From Date: | 1

Custorize | End | View 41 | B | % First g3 p 13 Y Lot
Transaction Name S5tatus  Member Emplid Deptid Approver Abzence Type Begin Date End Date  Process Date View Details

Absence Request Approved William Pitt 1234567 008146 George Clooney Leave - INCONUS 01/16/2015 01116/2015 View Defails
Absence Request Pending  William Pitt 1234567 008146 George Clooney Leave - INCONUS 07/20/2016 07/20/2016 View Defails




| Got Orders...Can |
Find Them In DA?

Employee =

Profile Tasks View
BPC5S eResumes My Profile

I KNy Alport Terminal COrders I Member Training Rating

Emergency Contacts My Reserve Points Statement
Home and Mailing Address iy Resernve Drills

Phone Mumbers Wisw My Payslips (ADRSW)
Allotments iy Emplovee Reviews

Direct Diepo-sit Employee Review Summary

Federal & State Tax Elections Off Companson Scale Summary

Al Duty Report SWWE PDE

9 hare._ 5 hore___




" Airport Terminal
From Date: El Action: @
Order Status: |Authorized W To Date: £l Reason Code: @,
~ Departures - Amivals |
Empl ID Last Name First Name Rank  Status Duty Type EELH
1

EmplID LastName First Name Rank Status MT éﬁ"“n—“’i Departing Depart Esingted Reporing g,

11234567 SAILOR  POPEYE YN1 Authorized PC5 XFR |PCS 007799 PPC CUSTOMER CARE 06/01/20153 000089 |CGC VALIANT

A1 [T
iew o | B R

Customize | Find |

Estimated  Position
Report Date  Number Issue Date Order

07/01/2015 |0DD23899

D1/27115 _—
9:30:42_425309AM | ~ Order




My DA Info Is Wrong!
What Do | Do?

v’ Self Service in DA
v Contact ADMIN / SPO

v Provide Valid Proof
v Verify Payslips

YOUR RECORD IS YOUR RESPONSIBILITY



Quickliinks

| Direct Access | Forms|| Advancements || Self-Service Passwords|| Pay Info|| Procedures || Retiress || Travel|

Announcements Telephone Contact Trouble Tickst || User Guides || Mews Headlines

Customer Service Hours

Per ALCOAST 497/14 (Para. 2], customers are directed to contact their P&A Office for any errors or
questions on pay andfor personnel issues. If the PEA Office cannot resolve it, the PEA Office is to contact

the servicing SPO. If the serving SPO cannot resclve the issues, the SPO will contact PPC. Customers
should not be contacting PPC directly for any pay or personnel issues. We will continue to reroute inguiries
directly from customers back to the serving SPO, AND contact the servicing SPO Chief to inform them that
the ticket was rerouted.

Direct Access, Travel and TPAY Customer Care
Call 865-PPC-USCG {??2-8?24]

0700-1600 (Central time) M-F
Mote: Password resets are not provided via telephone.

For retired pay issues, contact PPC (RAS) by e-mail or dial retired pay directly at 1-800-772-
8724(PPC-USCG) or 785-339-3415.

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



What’'s My Password?

What Is A DA User
Role?

| 7 Y What Can | Do In DA —

LUCKY Self Service?

When Do My Changes
Take Effect in DA?

How Do | Verifty My
Payslip in DA?

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

Where Is My Leave
Request In DA ?

Can | Find My Orders
In DA?

My DA Info Is Wrong -
What Do | Do?



JANUARY 201 7

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

www.wheniscalendars.com




JOIN OUR MAILING LIST

PPC Procedures and [Learning] Development (P&D) Branch

Quicklinks

| Email Updates le

| Home || Direct &ccess | Fomms|| Dirsctives || Customer Care || Bay Info|| Betirees || Separations || Trawvel |

| Direct Access Knowledge Base |Direct Access Guides for PHS Personnel | Payroll Processing Calendar]|

United States Coast Guard

|| Search |

U.S. Department of Homeland Security Search CurrentUnit 1l

USCG Home

PPC Home

Welcome Aboard!

Join or Leave our mailing
listl

Frequently Asked
CQuestions (FACQSs)

SPO & Direct Access Mews

Travel & T-PAX Mews

Latest Rates Benafits

Manuals & Messages

Forms & Worksheets

Contact PPC Customer
Care

Contact PPC Web
Content Manager

Coast Guard Pay and Personnel Center Mailing List

Subscribers to this list will receive notices and information on Coast Guard military pay and personnel
policy and precedures. Subscribears will also be notified when active duty and reserve payslips are
posted and of both scheduled and unscheduled outages affecting the Direct Access personnel system
or the TPAX travel claim liquidation system. Additionally, subscribers will be updated when important
information is posted to the Pay and Personnel Center's intermet news pages

at /fwww. uscg.mil/ppe/alspofdefault.asp and ffwww. uscg.mil/ppeltravel/default. asp.

Subscribe

Click to subscribe. Cur automated response system will send you an e-mail with confirmation. ¥You
must follow the directions in the e-mail you receive to confirm your request..

Authority: 44 U.S.C. 3101

Purpose: The Department of Homeland Security collects the information to distribute notices, updates,
and subscriptions, as requested by the user.

Routine Uses: The Department of Homeland Security will share with contractor, GovDelivery, to
distribute the requested information.

Disclosure: Fumishing this information is voluntary; howewver failure to provide this information may
prevent the individual from receiving the information requested.
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