26 March 2023

View/Add/Delete My Email Address Overview

Introduction This guide provides procedures for the Retiree, Annuitant, or Former
Spouse to view, add, or delete email addresses in Direct Access (DA).

Information Log into DA Self Service at Direct Access Self Service.
Contents
Topic See Page
View My Email Address 2
Add My Email Address 4
Delete My Email Address 7
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View My Email Address, Continued

Introduction This section provides procedures for the Retiree, Annuitant, or Former
Spouse to view email addresses in Direct Access (DA).
Procedures See below.
Step Action
1 Select Retiree Self Service from the My Homepage drop-down.

NOTE: Some Retirees may have more than one user access; in which case, you
will need to select the Member Self Service tile to view the Self Service menu.

My Homepage ~

My Homepage

Retired Self Service

Announcements Member Self Service

vailable two days prior to each pay date. Access payslips via the

| e V€W Menu. Refer to this guide for an overview of the payslip and
to the Payroll Processing Schedule for pay dates and cutoffs.
F5MS Scheduled Outages

Don't Forget to Sign Qut

= Visil the FSMS System Status Board for updates and subscribe to The FSMS Fix for
more FSMS information.
» 2023 Payroll Processing Schedule

Workcenters

@ » Pay .

oweldge Base
GLI Coverage (SOES Info) Cain
S 2 630R

e Request User Guide

\llowance Rates
= PPC Customer Satisfaction Survey
If you encounter problems, have questions, or need any assistance with Direct

g Schedule

o Access, contact PPC Customer Care at 866.772.8724 or contact us by e-mail to
Report Manager
1.5 | Select View/Change My Email Address.

< Retired Self Service

View My Payslip

View/Print My Year End Forms
View My 1099R
iew/Change Mailing Address

Change My Delivery Options

iew/Change My Phone Numbers
Change My EFT/Direct Depasit

*— View/Change My Email Address

o View/Print ACA Forms
Verification of Pay Award Ltr

Change My Federal & State Tax

Continued on next page
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View My Email Address, Continued

Procedures,
continued

Step Action

the Delete My Email Address guide to remove.

2 The My Email page will display. If the email address listed is incorrect, refer to

Add Email Address

Save

My Email
Wade W. Wilson
Email Addresses
Email Type Email Address
| Business V| |invalid@bogusemail.com

Preferred
Address? Delete
Delete

corner of Direct Access.

I_@me States Coast Guard
U8 Cpurirrees of Homsrare! Swaurty

3 To return to the Self Service Menu, click the House icon in the upper right

Continued on next page
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Add My Email Address

Introduction This section provides procedures for the Retiree, Annuitant, or Former
Spouse to add email addresses in Direct Access (DA).
Procedures See below.
Step Action
1 Select Retiree Self Service from the My Homepage drop-down.

NOTE: Some Retirees may have more than one user access; in which case, you
will need to select the Member Self Service tile to view the Self Service menu.

My Homepage ~

My Homepage

[ Retired Seif Service I

@

Announcements

Don't Forget to Sign Out
vailable two days prior to each pay date. Access payslips via the
e W1EW” Menu. Refer to this guide for an overview of the payslip and
to the Payroll Processing Schedule for pay dates and cutoffs.
FSMS Scheduled Outages
» Visit the FSMS System Slalus Board for updates and subsceibe to The FSMS Fix for

C Customer Satisfaction Survey
If you encounter problems, have questions, or need any assistance with Direct
Access, contact PPC Customer Care at 866.772.8724 or contact us by e-mail to

* PP omer Sat

Report Manager

=
beo

Member Self Service

Workcenters

2 &9

1.5

Select View/Change My Email Address.

£ Retired Self Service

7 View My Payslip

F] View/Print My Year End Forms
1 View My 1099R

F1 View/Change Mailing Address
F1 View/Change My Phone Numbers

| Change My EFT/Direct Deposit
| Change My Delivery Options

F1 View/Change My Email Address

F~ Change My Federal & State Tax

B View/Print ACA Forms
| Verification of Pay Award Ltr

Continued on next page
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Add My Email Address, Continued

Procedures,
continued
Step Action
2 The My Email page will display. Click Add Email Address.

My Email
Wade W. Wilson
Email Addresses
Email Type Email Address :ﬁfgﬁi Delete
| Business v| |invalid@bogusemail.com Delete

[ AddEmail Address {

Save

3 A new row will display. Select an Email Type from the drop-down.
My Email
Wade W. Wilson

Email Addresses
Preferred

Email Type Email Address Address? Delete
i Business %| invalid@bogusemail.com [+ Delete
O Delete
Business
Home
Other
Save

Continued on next page
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Add My Email Address, Continued

Procedures,
continued

Step Action

4 Enter the Email Address. Check the Preferred box if that email address is the
rimary/preferred email.

My Email
Wade W. Wilson

Email Addresses
Preferred

Email Type Email Address Address? Delete
| Business w| |invalid@bogusemail com Delete
[Home v| |myhome@domain.com | E’ Delete

Add Email Address

Save

5 Repeat steps 2 — 4 to add additional email addresses. Click Save when finished.

My Email
Wade W. Wilson

Email Addresses
Preferred

Email Type Email Address Address? Delete
| Business v| |invalid@bogusemail.com ] Delete
[Home v| |myhome@domain.com Delete

Add Email Address

Save

6 To return to the Self Service Menu, click the House icon in the upper right corner
of Direct Access.
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Delete My Email Address

Introduction This section provides procedures for the Retiree, Annuitant, or Former
Spouse to delete email addresses in Direct Access (DA).
Procedures See below.
Step Action
1 Select Retiree Self Service from the My Homepage drop-down.

NOTE: Some Retirees may have more than one user access; in which case, you
will need to select the Member Self Service tile to view the Self Service menu.

My Homepage ~

= S

My Homepage

more FSMS information.
» 2023 Pa

ayroll Processi

Report Manager

ETiTe)

\

Announcements

Don't Forget to Sign Out

1
i

Retired Self Service vailable two days prior to each pay date. Access payslips via the

L e WiEW" menu. Refer to this guide for an overview of the payslip and

ng Schedule for pay dates and cutoffs.

stem Status Board for updates and subscribe to The FSMS Fix for

@ Rates

r Satisfaction Survey

er problems, have questions, or need any assistance with Direct
C') Access, contact PPC Customer Care at 866.772.8724 or contact us by e-mail to

Member Self Service

Workcenters

2 £3iR

1.5

Select View/Change My Email Address.

£ Retired Self Service

- View My Payslip

F| View/Print My Year End Forms
f1 View My 1099R

F View/Change Mailing Address
F— View/Change My Phone Numbers

| Change My EFT/Direct Deposit
F— Change My Delivery Options

F View/Change My Email Address

F— Change My Federal & State Tax

E-1 View/Print ACA Forms
| Verification of Pay Award Ltr

Continued on next page
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Delete My Email Address, Continued

Procedures,
continued

Step Action
2 The My Email page will display. To remove an email address, click Delete for
the email to be removed.

My Email

Wade W. Wilson

Email Addresses

Email Type Email Address :;ﬂ-fer;:g Delete
| Business v| |invalid@bogusemail.com L]
[Home v| |myhome@domain.com Delete

Add Email Address

Save

3 A confirmation message will display. Click OK.
Delete Confirmation

Delete currentfselected rows from this page? The delete will ocour when the transaction is saved.

Cancel

3 The email address will be removed. Click Save.

My Email

Wade W. Wilson

Email Addresses

Email Type Email Address :;ﬂg;zg Delete
|Hume v| myhome(@domain.com

Add Email Address

Save

4 To return to the Self Service Menu, click the House icon in the upper right
corner of Direct Access.

United States Coast Guard
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