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View/Add/Delete My Email Address Overview
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This guide provides procedures for the Retiree, Annuitant, or Former
Spouse to view, add, or delete email addresses in Direct Access (DA).

Log into DA Self Service at Direct Access Self Service.

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
articular tile as your mouse moves over the tile as shown below.

Personal Details

AL

Personal Details

-- Delivery Options - Change

-- Email Address - View/Change
-- Mailing Address - View/Change
-- Phone Mumbers - View/Change

]
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Add My Email Address 4
Delete My Email Address 7
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View My Email Address

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 the Personal Details tile from the Retiree Self Service homepage.

Personal Details

J

2 Select the Email Address — View/Change option.

E| Delivery Options - Change

ﬁ Email Address - View/Change

iz Mailing Address - View/Change

«a Phone Numbers - View/Change

Continued on next page
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View My Email Address, Continued

Procedures,
continued

Step Action

3 The My Email page will display. If the email address listed is incorrect, refer to
the Delete My Email Address guide to remove.

My Email

RICHARD KIMBLE

Email Addresses
Email Type Email Address K;r;:;ig Delete

‘ Home V| |F0 rmerFugitive.com

l Add Email Address l

Save

4 Return to the main homepage by clicking the Retired Self Service back button
or the House Icon.

Retired Self Service Retired Personal Details o A

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 the Personal Details tile from the retiree Self Service homepage.

Personal Details

J

2 Select the Email Address — View/Change option.

E| Delivery Options - Change

E:g Email Address - View/Change

&1 Mailing Address - View/Change

a Phone Numbers - View/Change

Continued on next page
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Add My Email Address, Continued

Procedures,
continued
Step Action
3 The My Email page will display. To add an email address click Add Email
Address.
My Email

RICHARD KIMBLE

Email Addresses

Email Type Email Address Apﬁzgg Delete
‘ Home V‘ |F0rmerFugitive.com

[ Add Email Address

Save

A new row will display. Select an Email Type from the drop-down.

My Email
RICHARD KIMBLE

Email Addresses

Email Type

Email Address

‘ Home V‘

‘ FormerFugitive.com

Preferred

Address? Delete

Delete

L

:

Business
Home
Other

Pu = =

Continued on next page
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Add My Email Address, Continued

Procedures,
continued

Step Action

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

My Email
RICHARD KIMBLE

Email Addresses

. . Preferred
Email Type Email Address Address?

‘ Home V| ‘ FormerFugitive.com ‘ O Delete

IIE
&

Delete

‘ Business V| ‘ Doctor Richard Kimble.com

l Add Email Address l

Save

6 | Repeat steps 3 - 5 to add additional email addresses. Click Save when finished.
My Email
RICHARD KIMBLE

Email Addresses

Preferred

Email Type Email Address Address? Delete
| Home V‘ ‘FormerFugitive.com ‘ O
| Business V‘ ‘Doctor_Richard.Kimble.com ‘

l Add Email Address l

[~

7 Return to the main homepage by clicking the Retired Self Service back button or
the House Icon.

Refired Self Service Retired Personal Details a A i
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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 the Personal Details tile from the Retiree Self Service homepage.

Personal Details

J

2 Select the Email Address — View/Change option.

E| Delivery Options - Change

‘ﬁ Email Address - View/Change

i Mailing Address - View/Change

«ﬁ Phone Numbers - View/Change

Continued on next page
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My Email Address, Continued

Procedures,

continued

Step

Action

3

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

My Email
RICHARD KIMBLE

Email Addresses

Email Type Email Address Kaﬁgsresg Delete
‘ Home V| ‘FormerFugitive_com ‘
‘ Business V| ‘Doctor_Richard.Kimble.com ‘

[ Add Email Address l

Save

3 A confirmation message will display. Click OK.
Delete current/selected rows from this page? The delete will occur when the transaction is saved.
OK Cancel
4 The email address will be removed. Click Save.
My Email
RICHARD KIMBLE
Email Addresses
Email Type Email Address K;‘;f:;;g Delete
‘ Business V‘ |Doctor_Richard.Kimble.com
[ Add Email Address ]
l Save l
5 Return to the main homepage by clicking the Retired Self Service back button

or the House Icon.

Retired Self Service Retired Personal Details a O
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