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Year End and Tax Forms 

Overview 

 
Introduction This guide provides the procedures for viewing, printing, saving, and 

processing year-end tax forms, in addition to changing your federal tax 

election in Direct Access (DA). 

 
Changes to 

Direct Access 

Homepage 

You will notice a change in how Direct Access displays upon login.  

There is a new “hover” feature that shows what is covered under a 

particular tile as your mouse moves over the tile as shown below. 
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Year End Forms 

 
Introduction This section provides the procedures for viewing, downloading, and/or 

printing your year-end forms in DA. 

 
Procedures See below. 

 

Step Action 

1 Select Member Self Service via the drop-down or by page arrows. 

 
   

2 Select the Year End Forms Consent tile. 

 
 

 

Continued on next page 
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Year End Forms, Continued 

 

Procedures, 

continued 
 

 

Step Action 

3 The Tax Document Consent Form page will display.  

• This page offers you the opportunity to consent to accessing tax forms online. 

If you consent to accessing them online, they will not be mailed. Check the 

box and click Submit to consent.  

• In this example, the member has not previously consented to receive their 

year-end tax forms electronically. To consent, check the box and click 

Submit.   

 
 

 

Continued on next page 
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Year End Forms, Continued 

 

Procedures, 

continued 
 

 

Step Action 

4 Whether giving or withdrawing consent to receive year end forms electronically, 

DA will require you to verify your identity before processing your request.  

Enter your DA Password and click Continue.   

 
 

5 To view and/or print your year-end forms, click View/Print W2 or View/Print 

ACA Forms to open a list of the appropriate tax forms.  

 
 

 

Continued on next page 
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Year End Forms, Continued 

 

Procedures, 

continued 
 

 

Step Action 

6 Depending on the link selected, a list of available forms will display. Click on 

the appropriate button to open the form. 

 

NOTE: Form lists can be temporarily sorted by clicking on the column title. 

 

View/Print W-2 link (lists the most current year first): 

 
View/Print ACA Forms link (lists the oldest available form first): 

 
 

7 The selected form will open in a new window. They may be printed and/or saved 

to a personal file.    
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State Tax Election 

 
Introduction This section provides the procedures for a member to change their state 

tax election in DA. 

 
Withholding 

Exceptions 
Some states allow an exemption from State Income Tax Withholding 

(SITW) for military personnel, if you are a resident of a state which 

exempts Active Duty pay from taxation and you meet the criteria for 

exemption.  The rules for these exemptions can be found at State Tax 

Withholding Exceptions.   
 

Exemptions from SITW may only be entered by SPOs.  Members cannot 

enter an exemption using self-service.  Members must submit a new W-4 

Tax Information form to the SPO for entry into DA. 
 

Note:  If your SPO has entered an exemption from SITW for you, do not 

make any changes to your State tax withholding via self-service. If 

you change your exemptions or marital status through self-service, DA 

will begin withholding state taxes. 

 
State of Legal 

Residence 
You cannot change your State of Legal Residence using this 

procedure. Complete DD Form 2058 and forward it to your SPO to 

change your State of Legal Residence. 

Your Home address must be in the State you are changing your legal 

residence to. The Home address may be changed to another state after 

the State of Legal Residence is updated by the SPO. 

 
Procedures See below. 

 

Step Action 

1 Navigate to Member Self Service via the drop-down or by page arrows. 

 
   

2 Select the Member Pay Details tile. 

 
   

Continued on next page 

https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/Deductions/State_Tax_Withholding_Exceptions.pdf?ver=2019-11-01-111836-787
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/Deductions/State_Tax_Withholding_Exceptions.pdf?ver=2019-11-01-111836-787
https://cg.portal.uscg.mil/units/sectorkeywest/ADMIN/State%20of%20Legal%20Residence%20Certificate%20-%20DD%202058.pdf
https://uscg.sharepoint-mil.us/sites/ppc/RoboHelp/DAGP/SSmbr/ssmbraddresschange.aspx
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State Tax Election, Continued 

 

Procedures, 

continued 
 

 

Step Action 

3 Select the W-4 Tax Information option. 

 
 

 

Continued on next page 
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State Tax Election, Continued 

 

Procedures, 

continued 
 

 

Step Action 

4 The W-4 Employee’s Withholding Certificate (federal) tax data page will 

display.  Scroll to the bottom of the page and click State Tax Information. 

 

NOTE:  Ensure the Mailing Address is correct.  If not, see the Home and 

Mailing Addresses user guide to update the mailing address. 

 
 

 
 

 

Continued on next page 

https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SelfService/Member/Self%20Service%20-%20Home%20and%20Mailing%20Address.pdf?ver=2019-10-30-092309-957
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SelfService/Member/Self%20Service%20-%20Home%20and%20Mailing%20Address.pdf?ver=2019-10-30-092309-957
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State Tax Election, Continued 

 

Procedures, 

continued 
 

 

Step Action 

5 The State of Residence cannot be changed by you.  If the State of Residence is 

incorrect, you must notify your SPO.   

 

Make any necessary changes to the Tax Status, Total number of Allowances 

you are claiming, and Enter Additional Amount, if any, you want withheld 

from each paycheck (whole dollar amount only, no decimal) fields.   

 

Once all changes have been made, click Submit.    

 
 

6 A verification message will display.  Enter your DA Password and click 

Continue. 

 
 

 

Continued on next page 
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State Tax Election, Continued 

 

Procedures, 

continued 
 

 

Step Action 

7 A confirmation message will display.  Click OK. 
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Federal Tax Election 

 
Introduction This section provides the procedures for a member to change their 

Federal Tax election in DA. 

 
Information • Please see the IRS’s Frequently Asked Questions (FAQ) for additional 

information:  

https://www.irs.gov/newsroom/faqs-on-the-2020-form-w-4. 

• Members, who meet the conditions for an exemption from FITW, must 

submit a signed IRS form W-4 to the their SPO, per IRS requirements.  

Members claiming exemption from federal withholding must file a 

new IRS Form W-4 each year by 15 February. 

• See State Tax Withholding Exceptions (rule 4) for special rules if you 

are a resident of Puerto Rico (PR). 

 
Procedures  See below. 
 

Step Action 

1 Navigate to Member Self Service via the drop-down or by page arrows. 

 
   

2 Select the Member Pay Details tile. 

 
 

3 Select the W-4 Tax Information option. 

 
 
 

 

Continued on next page 

https://www.irs.gov/newsroom/faqs-on-the-2020-form-w-4
http://www.irs.gov/pub/irs-pdf/fw4.pdf
https://uscg.sharepoint-mil.us/sites/ppc/RoboHelp/DAGP/Deductions/State_Tax_Withholding_Exceptions.aspx
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Federal Tax Election, Continued 

 
Procedures, 

continued 
 

 

Step Action 

4 The W-4 Employee’s Withholding Certificate page will display.  There are 5 

steps that require review/completion before changes may be submitted. 

 

Step 1:  Personal Information –  

• Ensure the Mailing Address is correct.  If not, see the Home and Mailing 

Addresses user guide to update the mailing address. 

• Select the appropriate Filing Status. 

 
 

 

Continued on next page 

https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SelfService/Member/Self%20Service%20-%20Home%20and%20Mailing%20Address.pdf?ver=2019-10-30-092309-957
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SelfService/Member/Self%20Service%20-%20Home%20and%20Mailing%20Address.pdf?ver=2019-10-30-092309-957
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Federal Tax Election, Continued 

 

Procedures, 

continued 
 

 

Step Action 

5 Step 2:  Multiple Jobs or Spouse Works – Check the box as appropriate. 

 

NOTE:  Check this box if you (1) have more than one job at the same time 

and/or (2) are married, filing jointly and you and your spouse both work. 

 
 

6 Step 3:  Claim Dependents –  

• Multiply the number of qualifying dependents under the age of 17 by 

$2,000 and enter the dollar amount (whole number only with no decimal, i.e., 

2000, 4000, etc.). 

• Multiply the number of other qualifying dependents by $500 and enter the 

dollar amount (whole number only with no decimal, i.e., 500, 1000, etc.). 

• Enter any Other tax credits, such as education tax credits and foreign tax 

credit (whole number only with no decimal). 

 

NOTE:  For more information on eligibility requirements for tax credits, see 

Child Tax Credit and Credit for Other Dependents. 

 
  

 

Continued on next page 

https://www.irs.gov/forms-pubs/about-schedule-8812-form-1040
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Federal Tax Election, Continued 

 

Procedures, 

continued 
 

 

Step Action 

7 Step 4:  Other Adjustments –  

• (a) Other Income (NOT FROM OTHER JOBS) – this should be the total 

of your other estimated income for the year, if any (whole number only with 

no decimal).  See NOTE.    

• (b) Deductions – if you expect to claim deductions other than the basic 

standard deduction and want to reduce your tax withholding to account for 

these, enter the amount here (Page 3, Line 5 of 2020 W-4). 

• (c) Extra Withholding – Enter in this step any additional tax you want 

withheld from your pay each pay period. 

 

NOTE:  Do NOT enter income from other jobs where that income is already 

taxed.  For more information on taxable income and extra withholdings, see 

IRS Pub. 505:  Tax Withholding and Estimated Tax guide. 

 
 

8 Step 5:  Exemption from Withholding – Ensure all the information entered is 

correct and click Submit. 

 

WARNING:  If the Check if you meet both conditions and are claiming 

Exemption from Withholding box is checked, NO FEDERAL TAXES WILL 

BE WITHHELD.  You must meet the Exemption Conditions. 

 

 
 

 

Continued on next page 

https://www.irs.gov/forms-instructions
https://www.irs.gov/forms-instructions
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Federal Tax Election, Continued 

 

Procedures, 

continued 
 

 

Step Action 

9 A verification message will display.  Enter your DA Password and click 

Continue. 

 

 
 

10 A confirmation message will display.  Click OK. 

 

 
 

 

 

 


