Self Service - Email Addresses

Introduction This guide provides the procedures for adding an

Email Address in Direct

Access.
Procedures See below.
Step Action
1 Select the 9 more... link from the Employee pagelet.
Employee
Profile Tasks View
PCS eResumes Wy Profile

My Airpor Terminal Orders Member Training Rating

Emergency Contacis My Reserve Points Statem

ent

Home and Mailing Address My Resenve Drills

Phone Mumbers

Wiew My Payelips (AD/RSY)

Allstments My Employee Reviews

Direct Deposit

Employee Review Summary

Federal & State Tax Elections

Off Comparizson Scale Summarny

All Duty Report SWE PDE
5 More...

Select the My Email Address link.

Main Menu > CG AD Self Service: Emplovee =

My Airport Terminal Orders
My Airport Terminal Orders

f\.-"lew jobs and manage your applications.

Home and Mailing Address
Home and Mailing Address

= Phone Numbers
Add or update phone numbers, or specify
your primary phone number.

= Direct Deposit = Federal & State Tax Flections =
This link will take you to view andfor change Review or change your W-4 information. E

your EFT/Direct Deposit.

Ethnic Groups
Ethnic Groups

Thrift Savings Plan
Review a summary of your savings plan enrcllments.

Edit "CG AD Self Service: Employee” Collection

Emergency Contacts
Add or update your emergency contact information.

Allotments
This link will take you to view, add, change, or stop
your voluntary deductions

All Duty Report
All Duty Report

Annual Screening Questionnaire
Annual Screening Questionnaire

My Assignments Endorsements
My Assignments Endorsements

My Reserve Orders
View/Update Reserve Orders

My Email Addresses

= My eResume

= My Member Info
E My eResume Submission Report

1= XMLP report that contains the Member [nformation

My Panel Submissions
Allows the member to apply to scresning pansis
and advance training.

Continued on next page




Self Service - Email Addresses, Continued

Procedures,
continued

Step Action

3 The current Email Address(es) will display. To add an Email Address, click
on the Add Email Address button.

My Email

Joe Coastie

Email Addresses

Email Type Email Address P"’f"'"“' Delete

|Business v|  |Joe.Coastie@usco.mil Delete

|  Add Email Adcress |

4 Use the drop down to select the Email Type. Then type in the Email
Address. When finished, click Save.

Email Addresses

Email Type Email Address prefemed | Detete

| Business v|  |[Joe.Coastie@uscg.mil Delete
| Home wv| |Joe Coastie@yahoo.com | ] Deletel

Add Email Address |




