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Passwords 

Overview 

 
Introduction This guide provides the procedures for using passwords in Direct Access 

(DA), 

 
Password 

Management 

Information 

Initial user passwords are created by the user once his/her account is 

created using the following format:  

THeUSCG+<last 4 digits of users SSN>+@+<users 4-digit birth year>.  

PPC will communicate to the user when the account is created and 

provide the password format to initially log into the system.  

 

A Business email address is required to be able to use the forgotten 

password function in DA. 

 

After initial log in, users are required to update their password every 90-

days. 

Password Reset Timeline: 

• If not in constant use, a password must be updated every 35 days 

• The Forgot My Password reset will work from 36 days to 89 days as 

well as if a password is forgotten 

• After 90 days you will need to contact the PPC Customer Care to have 

your password reset 

 

User passwords are required to contain the following characteristics: 

• Minimum length of 15 characters 

• Include one special character (e.g., %, &, etc.) 

• Include one digit 

• Include one lower case character 

• Include one upper case character 

 

DA will retain the last nine (9) passwords created and restrict users from 

reusing them again when creating a new password. 

 

 
Contents  

Topic See Page 

Initial Direct Access Sign-In 2 

Business Email Address 6 

Setup Forgotten Password/Change Your Password 8 

Forgot My Password Feature 10 

  

 



17 April 2023 

2 

 

Initial Direct Access Sign-In 

 
Introduction This section provides the procedures for signing into DA for the first 

time. 

 
Procedures See below. 

 

Step Action 

1 Sign into DA at https://hcm.direct-

access.uscg.mil/psp/HCPRD/?cmd=login&languageCd=ENG&. 
 

2 Enter your User ID. Enter the default Password received from PPC Customer 

Care and click Sign In. 

 
 

3 A consent message will display. Click OK. 

 
 

 

Continued on next page 

https://hcm.direct-access.uscg.mil/psp/HCPRD/?cmd=login&languageCd=ENG&
https://hcm.direct-access.uscg.mil/psp/HCPRD/?cmd=login&languageCd=ENG&
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Initial Direct Access Sign-In, Continued 

 

Procedures, 

continued 
 

 

Step Action 

4 Because this is the initial login to DA, you will be prompted to change your 

password. Click on Click here to change your password. 

 
 

5 The Change Password page will display. Select a security Question from the 

drop-down. 

 
 

 

Continued on next page 
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Initial Direct Access Sign-In, Continued 

 

Procedures, 

continued 
 

 

Step Action 

6 Enter your Response. Enter in the default Current Password. 

 
 

7 Enter your new password in the New Password and Confirm Password 

fields. Click Change Password. 

 
 

 

Continued on next page 
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Initial Direct Access Sign-In, Continued 

 

Procedures, 

continued 
 

 

Step Action 

8 A confirmation message will display. Click OK. 

 
 

9 If you are not returned to the Self Service Homepage, click the House icon in 

the upper right corner of DA. 
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Business Email Address 

 
Introduction This section provides the procedures for setting up/verifying the Business 

email address in DA. 

 
Procedures See below. 

 

Step Action 

1 Click on the Member Self Service Tile. 

 
 

2 Under the Tasks drop-down, select the My Email Addresses option. 

 
 

 

Continued on next page 
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Business Email Address, Continued 

 

Procedures, 

continued 
 

 

Step Action 

3 Select Business from the Email Type drop-down. Enter your Email Address. 

Ensure the Preferred Address? Box is checked and click Save. 
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Setup Forgotten Password/Change Your Password 

 
Introduction This guide provides the procedures to setup your forgotten password 

question and for changing your password. 

 
Procedure See below. 

 

Step Action 

1 Navigate to the NavBar icon and select Change My Password. 

    

2 The Change Password screen appears. Select a security question from the 

Question drop-down list. 

 
 

 

Continued on next page 
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Setup Forgotten Password/Change Your Password, Continued 

 
Procedure, 

continued 
 

 

Step Action 

3 Enter your Response to the question and your Current Password. In the New 

Password and Confirm Password boxes, enter your new password. Click the 

Change Password button. 

 
 

4 The save confirmation message will display, click OK. 

 
 

5 The Change Password screen will reappear. Click on the Home link icon or the 

My Homepage arrow to return to the main menu. 
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Forgot My Password Feature 

 
Information You may reset your own forgotten password in DA. This eliminates 

calling Customer Care to reset your password. 

 
Procedure See below. 

 

Step Action 

1 Enter your User ID and click the Forgot My Password link. 

 
 

2 The Instruction page will display. Enter your User ID and click Continue. 

 
 

 

Continued on next page 
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Forgot My Password Feature, Continued 

 
Procedure, 

continued 
 

 

Step Action 

3 If your account is NOT setup, the following error message will display. Click 

OK and contact Customer Care for assistance. 

 
 

4 If your account is setup properly, this Password Change Notification will display, 

and the system will send a password reset link via your Business Email. 

 
 

5 Email message with the link to set up the new password. 

 
 

 

Continued on next page 
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Forgot My Password Feature, Continued 

 
Procedure, 

continued 
 

 

Step Action 

6 Enter the Response to your security question. Enter your new 15-character 

password in the New Password and Confirm Password boxes. Click the 

Change Password button. 

 
 

7 Click OK. 

 
 

8 Click on the Click here link to return to the DA login page to use your password. 

 
 

9 A confirmation email of the change will be sent to your business email. 

 
 

 

 


