7 May 2019

View/Add/Delete My Phone Numbers

Overview

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

Information Log into DA Self Service at Direct Access Self Service.
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7 May 2019

View My Phone Numbers

Introduction This section provides procedures for the Retiree, Annuitant, or Former

Spouse to view telephone numbers in Direct Access (DA).

Procedures See below.
Step Action
1 Select View/Change My Phone Numbers.

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

My Page Self Service Requests #

Welcome to Direct Access Il Self Service for Retirees, Annuitants, and Former
Spouses. You can use Self-Service to perform the functions listed below.
= [f you encounter problems, contact PPC at 1-866-772-8724.
- 2018 1099R/1095 forms: Click the "View/Print My Year End Forms"
link to access them. Here are instructions for updating yvour "electronic
consent status” .

Please note: Pay slips and 1099R forms will open in a new window. Turn off the
pop-up blocker in your web browser to view pay slips and 1099R forms. In
Internet Explorer, click on Tools to access the pop-up blocker options.

View My Payslip View/Print My Year End Forms

Thisg link will take you to a list of all available Affirmative consent to receive only an elecironic
payslips fo view andfor download. copy of Year-End Tax Forms.

View My 1099R View/Change Mailing Address

This link will take you to a list of all available iew and make changes to your mailing

1099R tax documenis to view andfor downlocad.  address. PPC uses the mailing address fo send
communications, payroll, and tax documents to

you.
View/Change My Phone Numbers Change My EFT/Direct Deposit
Self-service users will use this link to view, add, | This link will take you to view and/or change your
or update their phones numbers. EFT/Direct Depaosit.
Change My Delivery Options Change My Voluntary Deductions
Thisg link will allow you fo change delivery oplions  This link will take you to view, add, change, or
for communications. stop your voluntary deductions.
View/Change My Email Address Change My Password
This link will take you to view andlor change your This link will allow you to change your password
email addresses stored in the Retired Payroll and set your Forgot Password security
system. question/answer.
View My Final Pay Beneficiary Change My Federal & State Tax

Self-service users will use this link to view their Review or change your W-4 information.
Final Pay Eeneficianes

View/Print ACA Forms
WiewPrint ACA Forms

Continued on next page
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View My Phone Numbers, Continued

Procedures,
continued
Step Action
2 The Phone Numbers page will display. If the phone number(s) listed are

incorrect, refer to the Delete My Phone Numbers to remove.
Phone Numbers

Hoban Washburne

Enter your phone numbers.

Phone Numbers

Phone Type Telephone Extension Preferred Delete

¥ i}

Maobile 555 666 7777

Add Phone Mumber

Save

To return to the Self Service Menu, click the House icon in the upper right corner
of Direct Access.
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Add My Phone Numbers

Introduction

This section provides procedures for the Retiree, Annuitant, or Former
Spouse to add telephone numbers in Direct Access (DA).

Procedures See below.
Step Action
1 Select View/Change My Phone Numbers.

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

My Page [ self Service | Requests ¥§

Welcome to Direct Access Il Self Service for Retirees, Annuitants, and Former
Spouses. You can use Self-Service to perform the functions listed below.
= If you encounter problems, contact PPC at 1-366-772-8724.
= 2018 1099R /1095 forms: Click the "Wiew/Print My Year End Forms™
link to access them. Here are instructions for updating your "electronic

consent status” .

Please note: Pay slips and 1099R. forms will open in a new window. Turn off the
pop-up blocker in your web browser to view pay slips and 1099R forms. In
Internet Explorer, click on Tools to access the pop-up blocker options.

View My Payslip
This link will take you to a list of all available
payslips fo view andfor download.

View My 1099R
This link will take you to a list of all available
1099R tax documents to view and/or download.

View/Change My Phone Numbers
Self-service users will use this link to view, add,
or update their phones numbers.

Change My Delivery Options
This link will allow you to change delivery oplions
for communications.

View/Change My Email Address

This link will take you to view and/or change your
email addresses stored in the Retired Payroll
system.

View My Final Pay Beneficiary
Self-service users will use this link to view their
Final Pay Beneficiaries

View/Print ACA Forms
View/Print ACA Forms

View/Print My Year End Forms
Affirnative consent to receive only an electronic
copy of Year-End Tax Forms.

View/Change Mailing Address

Wiew and make changes to your mailing
address. PPC uses the mailing address fo send
communications, payroll, and tax documents to
you.

Change My EFT/Direct Deposit
This link will take you to view and/or change your
EFT/Direct Deposit.

Change My Voluntary Deductions
This link will take you to view, add, change, or
stop your voluntary deductions.

Change My Password

This link will allow you te change your password
and set your Forgot Password security
question/answer.

Change My Federal & State Tax
Review or change your W-4 information.

Continued on next page
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Add My Phone Numbers, Continued

Procedures,

continued

Step

Action

2

The Phone Numbers page will display. To add a phone number, click Add Phone

Number.

Phone Numbers
Hoban Washburne

Enter your phone numbers.
Phone Numbers

Phone Type Telephone

Mabile ERS 666 7777

| Add Phone Number |

Save

Extension Preferred Delete

A new row will display.

Phone Numbers
Hoban Washburne

Enter your phone numbers.
Phone Numbers

Phone Type Telephone

Maobile 555 666 7777

Extension Preferred Delete

—

Add Phone Mumber

Save

Continued on next page
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Add My Phone Numbers, Continued

Procedures,
continued
Step Action
4 Select a phone type from the drop-down.

Phone Numbers
Hoban Washburne

Enter your phone numbers.

Phone Numbers

Phone Type Telephone

Business
Campus Number
Dormitory
FAX
Home
Home Fax
Main
Mobile

Pager 1
Pager 2
Telex
Work Cell
‘Work Fax

Mabile 555 666 7777

Other Ret 55 Address Change

Extension

Preferred Delete
¥ i
O m

Enter the Telephone number with area code (or country code for non-U.S.
numbers) and the Extension (if applicable). Check the Preferred box ONLY if

that number is the primary/preferred contact number.

Phone Numbers
Hoban Washburne

Enter your phone numbers.

Phone Numbers

Preferred Delete

Phone Type Telephone Extension
Mobile h55 666 TT7T
[Home v| |555/686-2888 |1

i

Add Phone Mumber

Save

O i}

Continued on next page
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Add My Phone Numbers, Continued

Procedures,
continued
Step Action
6 Repeat steps 3 — 5 to add additional numbers. Click Save when finished.

Phone Numbers
Hoban Washburne

Enter your phone numbers.

Phone Numbers

Phone Type Telephone Extension Preferred Delete
Mobile h55 666 TT7T ] ]j
555/686-5888 v i}

Add Phone Mumber

Save

A Save Confirmation message will display. Click Return to Homepage.

Phone Mumbers

Save Confirmation

“ The Save was successiul.

Return
to
Homepage
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Delete My Phone Numbers

Introduction This section provides procedures for the Retiree, Annuitant, or Former

Spouse to delete telephone numbers in Direct Access (DA).

Procedures See below.
Step Action
1 Select View/Change My Phone Numbers.

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

My Page | Self Service Requests %#

Welcome to Direct Access Il Self Service for Retirees, Annuitants, and Former
Spouses. You can use Self-Service to perform the functions listed below.

= [If you encounter problems, contact PPC at 1-866-772-8724.

= 2018 1099R/1095 forms: Click the "View/Print My Year End Forms"

link to access them. Here are instructions for updating vour "electronic
consent status” .

Please note: Pay slips and 1099R forms will open in a new window. Turn off the
pop-up blocker in your web browser to view pay slips and 1099R forms. In
Internet Explorer, click on Tools to access the pop-up blocker options.

View My Payslip View/Print My Year End Forms

This link will take you to a list of all available Affirmative consent o receive only an elecironic
payslips to view andfor download. copy of Year-End Tax Forms.

View My 1099R Viewi/Change Mailing Address

This link will take you to a list of all available View and make changes to your mailing

1099R fax documents to view andfor download.  address. PPC uses the mailing address to send
communications, payroll, and tax documents to

you.
View/Change My Phone Numbers Change My EFT/Direct Deposit
Self-service users will use this link to view, add, | This link will take you to view and/or change your
or update their phones numbers. EFT/Direct Deposit.

Change My Delivery Options Change My Voluntary Deductions

This link will allow you to change delivery options  This link will take you to view, add, change, or
for communications. stop your voluntary deductions.

View/Change My Email Address Change My Password

This link will take you to view and/or change your  This link will allow you to change your password
email addrezzes stored in the Retired Payroll and set your Forgot Password security

system. question/answer.

View My Final Pay Beneficiary Change My Federal & State Tax

Self-service users will use this link to view their Review or change your W-4 information.
Final Pay Eeneficiaries

View/Print ACA Forms
View'Print ACA Forms

Continued on next page
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Delete My Phone Numbers, Continued

Procedures,
continued

Step Action
2 The Phone Numbers page will display. To remove a number, click the trashcan
icon for the phone number to be deleted.

Phone Numbers
Hoban Washburne

Enter your phone numbers.

Phone Numbers

Phone Type Telephone Extension Preferred Delete
Mabile h55 666 7777 O ﬁ
Home 555/686-8388 ] i)

Add Phone Mumber

Save

3 | A confirmation message will display. Click Yes — Delete and Save.

Phone Numbers

Delete Confirmation

? Are you sure you want to delete Phone Mumber (Mobile)?

i Yes - Delete and Save | Mo - Do Not Delete and Do Not Save

4 | The phone number will be removed. Click Save.
Phone Numbers

Hoban Washburne

Enter your phone numbers.

Phone Numbers
Phone Type Telephone Extension Preferred Delete

Home B55/686-8888 ” vy |

Add Phone Number

Save

Continued on next page
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Delete My Phone Numbers, Continued
Procedures,
continued
Step Action
5 | A Save Confirmation message will display. Click Return to Homepage.

Phone Mumbers

Save Confirmation

V The Save was successiul

Return
to
Homepage
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