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Step 1 — Introduction

€] Oracle | PeopleSoft Enterprise 8 Sign-in - Windows Internet Explorer provided by Un... g@
(3 ~ £) x| [ A g File Edit Wew Favorites i Address ++| B4 Go Links i ;’
. - . . . J

)

ORACLE
PEOPLESOFT ENTERPRISE

This presentation demonstrates the procedure for changing your password
and e-mail address in Retiree & Annuitant Self Service. The procedure for
setting up a security question is also demonstrated.

Title 18 USC Section 130
Unauthorized access is prohibited by Title 18 USC Section 1030. Unauthorized access may also be a

vialation of other Federal Law or governmental policy, and may result in criminal and/or administrative [V]

@ Done é ﬁ Internet

Text Captions

This presentation demonstrates the procedure for changing your password and e-mail address in
Retiree & Annuitant Self Service. The procedure for setting up a security question is also
demonstrated.
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Step 2 — Introduction, continued

#] Oracle | PeopleSoft Enterprise 8 Sign-in - Windows Internet Explorer provided by Un... g@
o - 8 Iﬂ Iﬂ ;“ i File Edit WView Favorites - Address ] Go Links > "f
Y
, YNDDAC] &
It is important to setup the security question and answer |
along with adding your e-mail address._ If you happento
forget your passwaord you can use the "Forgot My
Password" link on the login page to have the system |
send you a new password. You'll have to provide the 3
exact same answer to the security question and have
access to the e-mail account for the address you
entered in the setup process.
le 18 USC Section 130 and
nn 5524 below.
Faorgot My Password
To settrace flags, click here
Title 18 USC Section 130
Inauthorized access is prohibited by Title 18 USC Section 1030. Unauthorized access may also be a
vialation of other Federal Law or governmental policy, and may result in criminal and/or administrative [V]
:El Done é ‘ Internet

Text Captions

It is important to setup the security question and answer along with adding your e-mail address. If you
happen to forget your password you can use the "Forgot My Password" link on the login page to have
the system send you a new password. You'll have to provide the exact same answer to the security
question and have access to the e-mail account for the address you entered in the setup process.
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Step 3 — Enter User ID

[% Oracle | PeopleSoft Enterprise 8 Sign-in - Windows Internet Explorer provided by Un... ||; |§ E
: @ - J E @ .ﬁ i File Edit WView Favorites - Address j GO Links > ﬁ.

c Enter your user ID. This is the same as your
Employee ID number, which can be found on
your Retiree/Annuitant Pay Slip shown below.

—
User ID:I V(

Password: | |

m Please review Title 18 USC Section 130 and

AN BRSSP i e TR l__l_'w

Pay Grade mployee [D
E6 1234567

Tite 18 U PURPOSES SBP INFORMATION
Inauthors | T TE————— o ————— .. »____mayalsobea
vialation of other Federal Law or governmental policy, and may result in criminal and/or administrative

@ Done é ‘ Internet

Text Captions

Enter your user ID. This is the same as your Employee ID number, which can be found on your
Retiree/Annuitant Pay Slip.
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Step 4 — Enter Password

#] Oracle | PeopleSoft Enterprise 8 Sign-in - Windows Internet Explorer provided by Un... g@

O T |ﬂ @ .:“ i File Edit WView Favorites - ;':_.::'Essﬂ: Gl:u ELinks > ;'f
ORACLE
PEOPLESOFT ENTERPRISE
User |0 | ks |

Password:

Enter your password

Your default password will be setup for you initially. You will be prompted to change
it upon login.

The formula for your default password follows:
CG + last 4 of your S5N @ four digit birth year.

For example, if the last 4 digits of your 55N are 1234 and vou were born in 1956,
wour default password is CG1234@®1956.

Title

Ung The password is case sensitive, so be sure to capitalize the CG when you type itin. a

viol b
EEID e =] W IMErmet

Text Captions

Enter your password

Your default password will be setup for you initially. You will be prompted to change it upon login.
The formula for your default password follows:
CG + last 4 of your SSN @ four digit birth year.

For example, if the last 4 digits of your SSN are 1234 and you were born in 1956, your default password is
CG1234@1956.

The password is case sensitive, so be sure to capitalize the CG when you type it in.
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Step 5 - Sign in

#] Oracle | PeopleSoft Enterprise 8 Sign-in - Windows Internet Explorer provided by Un... g@
o > | |ﬂ @ .:“ i File Edit WView Favorites - Address ] Go Links > -..',r

[
ORACLE’
PEOPLESOFT ENTERPRISE

User ID: >G_SELFSERVICE

Password: |

: Please review Title 18 USC Section 130 and
Title 5 USC Section 5524 below,

ot My Passward

Click the Sign In bution

To settrace fla

Title 18 USC Section 130
Inauthorized access is prohibited by Title 18 USC Section 1030. Unauthorized access may also be a
vialation of other Federal Law or governmental policy, and may result in criminal and/or administrative M

@ Done é ‘ Internet
Text Captions

Click the Sign In button
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Step 6 — Acknowledge Use Warning
€) =)=

0 T |ﬂ @ .:“ i Ele E Vie Favorites - Address ] GO Links > -..','r
]
ORACLE
PEOPLESOFT ENTERPRISE
Microsoft Internet Explorer
\?/I I acknowledge that I have read and understand Title 18 USC Section 130 and Title 5 USC Section 5524,

To settrace flags, click here

Click the OK button

Title 18 USC Section 130
Inauthorized access is prohibited by Title 18 USC Section 1030. Unauthorized access may also be a
vialation of other Federal Law or governmental policy, and may result in criminal and/or administrative M

@ Done é ‘ Internet

Text Captions

Click the OK button
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Step 7 — Select the Change My Password link

ORACLE
PEOPLESOFT ENTERPRISE

Your password has expired.

Click here to change your password.

Copyright @ 2000, 2007, Oracle. All rights reserved. PeopleSoft is a registersd
trademark of Oracle Corporation andior its affiliates. Other names may be
trademarks of their respective owners.

Text Captions

The Your Password has expired page appears

Select the Click here to change your password link
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Step 8 — Enter Current Password

€] Change My Password - Windows Internet Explorer provided by United 5States Coast G... [._][E]ﬁ
. Q-9 H & o g File Edit WView Favorites }} Address ] G0 ks ",l"

LS. Department of Homeland Security

?@‘E United States Coast Guard Home  Sign out

(E»
Mew Window | Help | Customize Page | B[]

Change Passwerd

User ID- ce sgl The Change My Password page appears

Description: CG_SELFSERVICE

*Current Password: |

*New P d:
ew Fasswor Enter your Current Password (the

*Confirm Password: one you just signed in with)

[fyou forget your password, you can have a ‘
Enter a question and your respanse below.

Question: | [Main Content| M M

[il 1l | [i]
@ Done é ‘ Internet

Text Captions

The Change My Password page appears

Enter your Current Password (the one you just signed in with)
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Step 9 — Enter New Password

€] Change My Password - Windows Internet Explorer provided by United 5States Coast G... g@
0 > | |ﬂ @ .:“ i File Edit WView Favorites - Address ] Go Links > -..','r

United States Coast Guard Home  Sign out
LS. Department of Homeland Security

Enter a New Password following

Ek these rules:

1) Global Pay passwords must:

a) Be between 9 and 32 characters long:

b) Include at least 1 number, and

ChﬂnQE Password c) Have at least 1 special character. For

example, @ #3 % &~ ()-+V|[{]}::f

User ID: CG_SELFSERVICE 7

- 2) Passwords are case sensitive. You

Description: CG_SELFSERVICE should use both lowercase and capital

letters in your password.

*Current Password: | 3) Your password cannot be the same as |
your User [0,

| 4) Don't use passwords that are based on

personal or any other type of information

“Confirm Password: that can be easily accessed or guessed

such as your address or children's names.

= ]

*New Password;

[fyou forget your password, you can have a new passward em
Enter a question and your respanse below. These will be useq

Cuestion:

[i] 1l . —
@ Done é ‘ Internet

Text Captions

= ]

Enter a New Password following these rules:

1) Global Pay passwords must:

a) Be between 9 and 32 characters long:

b) Include at least 1 number, and

c) Have at least 1 special character. For example, ' @ #$ % &* () -+\|[{]1};:/7?.

2) Passwords are case sensitive. You should use both lowercase and capital letters in your password.

3) Your password cannot be the same as your User ID.

4) Don't use passwords that are based on personal or any other type of information that can be easily accessed or
guessed such as your address or children’s names.
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Step 10 — Confirm New Password

€] Change My Password - Windows Internet Explorer provided by United 5States Coast G... [._][E]ﬁ
. Q-9 H & o g File Edit WView Favorites }} Address ] G0 ks ",l"

Home Sign out

@ United States Coast Guard

LS. Department of Homeland Security

Mew Window | Help | Customize Page | B[]

Change Password

User ID: CG_SELFSERVICE
Description: CG_SELFSERVICE

*Current Password: ssssssnsss

*New Password; |

*Confirm Password: | ,J\ |
Select the *Confirm Password box
Ifyou fnrgetyqur password, you can have a new pas;wnrd en and reenter the new password.

Enter a question and your respanse below. These will be use

Cuestion: | w

[il 1l . T =
@ Done é ‘ Internet

Text Captions

Select the *Confirm Password box and reenter the new password.
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Step 11 — Select Security Question

€] Change My Password - Windows Internet Explorer provided by United 5States Coast G... [._][E]ﬁ
. Q-9 H & o g File Edit WView Favorites }} Address ] Go Links J;'F

United States Coast Guard Home Sign out
LS. Department of Homeland Security

Mew Window | Help | Customize Page | B[]

Change Password

User ID: CG_SELFSERVICE
Description: CG_SELFSERVICE

*Current Password: | ssesssssss oelect the drop down list |
*New Password: aeascaseas
*Confirm Password: sesnananes

[fyou forget your password, you can have a new password emailed to you.
Enter a question and your respanse below. These will be used to authenticate you.

Question: |1" M
[il 1l | [i]
@ Done é ‘ Internet

Text Captions

Select the drop down list
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Step 12 — Select Security Question, continued

] Change My Password - Windows Internet Explorer provided by United States Coast G... |- [0

3 » 0 = 0 - > I
0 S - | |ﬂ @ :“ File Edit WView Favorites éaﬂ.gdressﬂlso éLinks -.','r

United States Coast Guard Home Sign out
LS. Department of Homeland Security

(=
TLUNTENL Fasswoiag, | e h]
*New Password: sesasRaREe
*Confirm Password: sssssnsnne

[fyou forget your passwaord, you can have a new passwaord emailed to you.
Enter a question and your response below. These will be used to authenticate you.

Question: M
What is the mascot of your favarite sparts team? =
Response: What is the name of the street where you grew up?
What is the name of your favarite movie?
: - Select a Question from the list
Flease verify your primaliyhat is your favorite vacat
Email Address: What is your mother's ma
What isfwas the name of
What town were you barnin?
Change Password | |wWhat was the make and model of your first car?
Where did vou attend sixth grade? M
[il 1111 | [i]
@ Done é ‘ Internet

Text Captions

Select a Question from the list
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Step 13 — Enter Security Question Answer

€] Change My Password - Windows Internet Explorer provided by United 5States Coast G... [._][E]ﬁ
. Q-9 H & o g File Edit WView Favorites }} Address ] G0 ks ",l"

i H St t
v~ 49 United States Coast Guard Home  Sign out
{ LS. Department of Homeland Security
=
CLUTTEIL PRSSWOIL, | =========~ h]
*New Password: LI LTI
*Confirm Password: It

[fyou forget your passwaord, you can have a new passwaord emailed to you.
Enter a question and your response below. These will be used to authenticate you.

Question: fifhat s vour favorite brand of shoe? ]

Select from the list of questions.

Response: | |

Please verify your primary email address. | ENter your Answer for the security question.

Email Address: alan.m.oneil@us

Change Passwaord

[il 1l | [i]
@ Done é ‘ Internet

Text Captions

Enter your Answer for the security question.
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Step 14 — Update Email Address

€] Change My Password - Windows Internet Explorer provided by United 5States Coast G... [._][E]ﬁ
. Q-9 H & o g File Edit WView Favorites }} Address ] G0 ks ",l"

i H St t
v~ 49 United States Coast Guard Home  Sign out
{ LS. Department of Homeland Security
=
CLUTTEIL PRSSWOIL, | =========~ h]
*New Password: LI LTI
*Confirm Password: It

[fyou forget your passwaord, you can have a new passwaord emailed to you.
Enter a question and your response below. These will be used to authenticate you.

Question: | What is your favorite brand of shoe? M

Select from the list of questions.

Response; |

Flease verify your primary email address.

Email Address: alan. eil@uscg.mil |
Select the Email Address box

Change Passwaord |

[il 1l | [i]
@ Done é ‘ Internet

Text Captions

Select the Email Address box
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Step 15 — Update Email Address, continued

- |
€] Change My Password - Windows Internet Explorer provided by United States Coast G... |- ||0/23

r »» » - : 3 "
o > | |ﬂ @ :“ File Edit WView Favorites éaﬂ.gdressﬂ Go éLinks -.';'r

United States Coast Guard Home  Sign out
LS. Department of Homeland Security

(=
TLUNTENL Fassworag, | TEEEEEEEET H
*New Password: sesasnaREe
*Confirm Password: sssssnanee

Animatio
If you forget vour passwaord, you can have a new Qgﬁygﬁgfmailed to you.

Enter a question and your response below. Thesdslli Baused to authenticate you.
Question: What is your favarite brand of shoe? M

Select from the lizt of questions.

Response: Keds

Please verify your primary ¢ Enter your Email address.
Email Address: al

Change Password

< 1| | [3]
&] Done 5 & Internet

Text Captions

Enter your Email address.
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Step 16 — Save Your Changes

€] Change My Password - Windows Internet Explorer provided by United 5States Coast G... [._][E]ﬁ
. Q-9 H & o g File Edit WView Favorites }} Address ] Go Links J;'F

United States Coast Guard Home Sign out
LS. Department of Homeland Security

(=
TLUNTENL Fasswwoia, | TETTEmEEET h]
*New Password: LI LTI
*Confirm Password: sssssnsnne

[fyou forget your passwaord, you can have a new passwaord emailed to you.
Enter a question and your response below. These will be used to authenticate you.

Question: What is your favorite brand of shoe? M

Select from the list of questions. -
Response: Keds |
Slease Click the Change Password button 1
Email A

Change F%sswnrd

[il 1l | [i]
@ Done é ‘ Internet

Text Captions

Click the Change Password button
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Step 17 — Save Your Changes, continued

€] Change My Password - Windows Internet Explorer provided by United 5States Coast G... g@
' 0 - 8 Iﬂ Iﬂ :\ i File Edit WView Favorites - Address ] Go Links > ,'.'.

United States Coast Guard Home Sign out
LS. Department of Homeland Security

(=
LU TENL Fassworag, | rEEmmEmmm—m .
Processing [/
*New Password: sesasRaREe
*Confirm Password; sessssssss The "Processing" message will appear.

Ifyou forget your passwaord, you can have
Enter a question and your response below”

Question: What is your favorite brand of shoe? M

Select from the list of questions.

Response: Keds

Flease verify your primary email address.
Email Address: iretiredfrom CGi@gmail.com

[i] i | [i]

@ Opening page https: {fep-dev.direct-access.us/ps é & Internet

Text Captions

The "Processing” message will appear.
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Step 18 — Save Complete

@ Ehange My Password - Windows Internet Explorer provided by United States Coast G.. [_H_]ﬁ

» > >
5 _f._ . File Edit View Favorites .ﬁ.ddress] Go Llnks ;','.’

United States Coast Guard Home  Sign out

U.S. Depariment of Homeland Security
New Window | Help | CustnmizeF Saved |4

Password Saved

V Your password has successfully been changed.

Click the OK button

Main Content

@ Done é ‘ Internet

Text Captions

Click the OK button
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Step 19 — Return to the Self Service menu

€] Employee-facing registry content - Windows Internet Explorer provided by United 5t... [._][E]ﬁ

¥» ol = 3 - >
Q-9 H & o . File Edit View Favorites ;.ﬁ.gdressﬂlso : Links J;',"’

United States Coast Guard

LS. Department of Homeland Security

oelect the Sign out link

Welcome to Direct Access Self Service for Retirees
and Annuitants.

Pleaze take the time to verify yvour email addreg

the Update My Account link to the right. Ifyoun — The Self Service content page appears.
iz incorrect, pleaze fix t. Your email address i

Forgot Password festure. You can select another menu item or Sign Out
of the system.

View My Payslip View My 104

Choose a Payzlip to view Thiz link will ta

and/or print. Current and a lizt of all available 10991
prior 12 months are tax documents to view
available. and/or download.
Change My Password

Create a new password

@ é ‘ Internet

Text Captions

The Self Service content page appears.
You can select another menu item or Sign Out of the system.

Select the Sign out link
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Step 20 — Exit System

#] Oracle | PeopleSoft Enterprise 8 Sign-in - Windows Internet Explorer provided by Un... g@
o > | |ﬂ @ .:“ i File Edit WView Favorites - Address ] Go Links > -..',r
]
ORACLE
PEOPLESOFT ENTERPRISE
UserID: | CG_SELFSERVICE
Password:| Tha Oracle | People Soft Enterprise 8 Sign-in
page appears ection 130 and
DYV,
Faorgot My Password
To settrace flags, click here
Title 18 USC Section 130
Inauthorized access is prohibited by Title 18 USC Section 1030. Unauthorized access may also be a
vialation of other Federal Law or governmental policy, and may result in criminal and/or administrative M
@ Done é ‘ Internet

Text Captions

The Oracle | PeopleSoft Enterprise 8 Sign-in page appears
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