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26 March 2023

View/Print My Year End Forms Overview

This guide provides the procedures for Retirees, Annuitants, or Former
Spouses to view, print, and/or save Year End tax forms in Direct Access
(DA).

Payslips, 1099R, and ACA forms will open in a new window. It is
important to turn off the pop-up blocker in your web browser to view
them. If you are using a MAC, you may need to download another
browser such as Chrome or Internet Explorer. For more information on
how to turn off the pop-up blocker, see the Direct Access Compatible
Browsers user guide.

You will also need Adobe Acrobat reader installed. An Adobe Acrobat
link is provided upon opening the 1099R and ACA forms pages.

Log into DA Self Service at Direct Access Self Service.
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26 March 2023

Tax Consent Form

Introduction This section provides Retirees, Annuitants, and Former Spouses the
procedures for consenting to receive electronic tax documents in Direct
Access.
Procedures See below.
Step Action
1 Select Retiree Self Service from the My Homepage drop-down.

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

My Homepage ~

Ny Fcene Announcements Member Self Service
Retired Self Service l l)o:l't Forget t.o Sign Out y Q
vailable two days prior to each pay date. Access payslips via the ~ -
. s W1EW~ Menu. Refer to this guide for an overview of the payslip and
to the Payroll P ssing Schedule for pay dates and cutoffs.
F5MS Scheduled Outages
= Visil the FSMS System Slalus Board for updates and subscribe to The FSMS Fix for

more FSMS information

Workecenters

age (SOES Infc 4 o {'m

= PPC Customer Satisfaction Survey
If you encounter problems, have questions, or need any assistance with Direct
O Access, contact PPC Customer Care at 866.772.8724 or contact us by e-mail to

Report Manager

=
BoB

Continued on next page
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Tax Consent Form, Continued

Procedures,
continued
Step Action
1.5 | Select the Change My EFT/Direct Deposit option.

¢ Retired Self Service

" View My Payslip

5 View/Print My Year End Forms "
51 View My 1099R

&~ View/Change Mailing Address

7 View/Change My Phone Numbers
& Change My EFT/Direct Deposit
&~ Change My Delivery Options

& Change My Voluntary Deductions
5 View/Change My Email Address

i View My Final Pay Beneficiary
%~ Change My Federal & State Tax

5 View/Print ACA Forms

5 Verification of Pay Award Ltr

Continued on next page
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Tax Consent Form, Continued

Procedures,
continued

Step Action
2 | The Tax Document Consent Form will display.
Tax Document Consent Form

Malcolm Reynolds

Submit or withdraw your consent to receive ALL electronic tax forms, including w2, w2PR, ACA 1095, 1099R, and all
comected versions of these forms.

If your current status (shown below this text box) is "Consent received”, you don't need to make any changes. This
means your 2017 tax forms will not be mailed, you will access them online. Thank you for helping o save money by
reducing our printing and mailing costs.

If your current status is "No Consent Received” or "Consent Withdrawn" you will receive these forms by mail.

By withdrawing your consent you indicate that wish to receive future tax forms via U_S. Postal Service mail. If this is
your wish it is extremely important that you keep your mailing address up-to-date in the system. Opting out of
receiving the forms by mail will help protect you against fraud and identity theft. These forms all contain information
highly sought by thieves. Keeping this data out of your mailbox will reduce the chance the information will fall into the
wrong hands.

Just click the box (below) where it says "Check here to indicate your consent to receive electronic tax forms™ and click
the Submit button to update your status.

(]

Your Current Status: Consent received.

[ Check here to withdraw your consent to receive electronic W-2 and W-2c forms.
View/Print 1099R

View/Print ACA
Submit Forms

Return to Personal Phone Transaction

Return to CG Retired Pay Self Service

Continued on next page
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Tax Consent Form, Continued

Procedures,
continued

Step Action

3 | If Your Current Status indicates No Consent Received or Consent Withdrawn
and you wish to receive these forms electronically, click “Check here to indicate
your consent to receive electronic W-2 and W-2c¢ forms”. Click Submit.

Or

If Your Current Status indicates Consent Received and you wish to receive
paper copies of these forms, click “Check here to withdraw your consent to
receive electronic W-2 and W-2¢ forms”. Click Submit.

Tax Document Consent Form

Malcolm Reynolds

Submit or withdraw your consent to receive ALL elecironic tax forms, including w2, w2PR, ACA 1095, 1099R, and all
comrected versions of these forms.

If your current status (shown below this text box) is "Consent received”, you don't need to make any changes. This
means your 2017 tax forms will not be mailed, you will access them online. Thank you for helping to save money by
reducing our printing and mailing costs.

If your current status is "Mo Consent Received” or "Consent Withdrawn" you will receive these forms by mail.

By withdrawing your consent you indicate that wish to receive future ax forms via U.5. Postal Service mail. If this is
your wish it is extremely important that you keep your mailing address up-to-date in the system. Opting out of
receiving the forms by mail will help protect you against fraud and identity thefi. These forms all contain information
highly sought by thieves. Keeping this data out of your mailbax will reduce the chance the information will fall into the
wrong hands.

Just click the box (below) where it says "Check here to indicate your consent to receive electronic tax forms™ and click
the Submit button to update your status.

Your Current Status: Consent received.

¥ Check here to withdraw your consent to receive electronic W-2 and W-2c forms.

View/Print 1099R
View/Print ACA
Forms

Return to Personal Phone Transaction

Return to CG Retired Pay Self Service

Continued on next page
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Tax Consent Form, Continued

Procedures,
continued
Step Action
4 | If you elected to change your consent status, the Verify Identity message will
display. Enter your Direct Access Password and click Continue.
Verify Identity
To protect your privacy, verify your identity by typing your password. If you are not this user, click Cancel.
User ID: 29100000
Password: | |
5 | Your Current Status will update based on the selection made in Step 3. Click

Return to CG Retired Pay Self Service to return to the home page.
Tax Document Consent Form

Malcolm Reynolds

Submit or withdraw your consent to receive ALL elecironic tax forms, including w2, w2PR, ACA 1095, 1099R, and all
commected versions of these forms.

If your current status (shown below this text box) is "Consent received”, you don't need to make any changes. This
means your 2017 tax forms will not be mailed, you will access them online. Thank you for helping to save money by
reducing our printing and mailing costs.

[T your current status is "No Consent Received”™ or "Consent Withdrawn"” you will receive these forms by mail.

By withdrawing your consent you indicate that wish to receive future tax forms via U.S. Postal Service mail. If this is
your wish it is extremely important that you keep your mailing address up-to-date in the system. Opting out of
receiving the forms by mail will help protect you against fraud and idendity thefi. These forms all contain information
highly sought by thieves. Keeping this data out of your mailbox will reduce the chance the information will fall into the

wrong hands.

Just click the box (below) where it says "Check here to indicate your consent to receive elecironic tax forms™ and click
the Submit button to update your status.

=

i)
Your Current Status: Consent Withdrawn

[l check here to withdraw your consent to receive electronic W-2 and W-2c forms.
View/Print 1099R

View/Print ACA
Forms

Return to Personal Phone Transaction

IF!eiurn to CG Refired Pay Self Sewicel




View/Print 1099R

26 March 2023

Introduction This section provides Retirees, Annuitants, and Former Spouses with the
procedures to view, print, and/or save a 1099R in Direct Access.
Procedures See below.
Step Action
1 | There are two ways to access the 1099R forms. 1) Select View/Print My Year

End Forms or 2) Select View My 1099R.

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.

consent status” .

View My Payslip
This link will take you to a list of all available
payslips to view and/or download.

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 your "electronic

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

View My 1099R
This link will take you to a list of all available
1099R fax 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 oplicns
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 Beneficianies

View/Print ACA Forms
View'Print ACA Forms

View/Change Mailing Address

iew 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 fake you to view, add, change, or
stop your veluntary deductions.

Change My Password

This link will allow you to 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



26 March 2023

View/Print 1099R, Continued

Procedures,
continued
Step Action
2 | The Tax Document Consent Form will display. To access the 1099R forms, click
View/Print 1099R.

Tax Document Consent Form

Malcolm Reynolds

Submit or withdraw your consent fo receive ALL elecironic tax forms, including w2, w2PR, ACA 1095, 1098R, and all
corrected versions of these forms.

If your current status (shown below this text box) is "Consent received”, you doni need o make any changes. This
means your 2017 tax forms will not be mailed, you will access them online. Thank you for helping to save mongey by
reducing our printing and mailing costs.

If your current status is "No Consent Received” or "Consent Withdrawn” you will receive these forms by mail.

By withdrawing your consent you indicate that wish to receive future tax forms via U_S. Postal Service mail. If this is
your wish it is extremely important that you keep your mailing address up-to-date in the system. Opting out of
receiving the forms by mail will help protect you against fraud and identity thefi. These forms all contain information
highly sought by thieves. Keeping this data out of your mailbox will reduce the chance the information will fall info the
wrong hands.

Just click the box (below) where it says "Check here to indicate your consent to receive elactronic tax forms™ and click
the Submit button to update your status.

(ET

Your Current Status: Consent Withdrawn

[ check here to withdraw your consent to receive electronic W-2 and W-2c forms.

View/Print 1099R

ViewPrint ACA
Forms

Return to Personal Phone Transaction

Return to CG Refired Pay Self Service

Continued on next page



26 March 2023

View/Print 1099R, Continued

Procedures,
continued

Step Action
3 | A list of the available 1099Rs will display. Click on the year for the 1099R you
wish to view/print.

Note: You will need Adobe Reader to view the 1099R. If you do not currently
have Adobe Reader, you will need to download it by clicking on the Ger Adobe
Reader link and follow the instructions provided by Adobe.

Remember: You will need to turn off pop-up blockers in your web browser to
view the 1099R.
View My 1099Rs

Malcolm Reynolds

Get
ADOBE" READER’

| &
1099R by Year Pay Group Form Type
2018 RETIREE Printed at Year End
2017 RETIREE Printed at Year End
2016 RETIREE Printed at Year End
2015 RETIREE Printed at Year End

Has your mailing address changed? If so, please update your address via View/Change My Address. Otherwise, 1099Rs,
year-end Payslips, and other administrative material from PPC Topeka (RAS) will confinue to go to your old address.

4 | The selected 1099R will open in a new tab.

WMALCOLW REYNOLDS
1234 Skylineg Drive
Metropolis, N 13131

IMPORTANT TAX DOCUMENT ENCLOSED

Box 4. -This & the amount of Federl income tax withheld on the distmibation.
Inchade this om your income tax refurn a5 @x withheld and attach Copy Bito

: Form (R — Sollowing: military retired your retarn. I vou will receive payments nest year and vou want 1o increase o
%mﬁ%ﬂmgﬂmmw?m%u%:mﬁmm derease your withholding of you want to elect not to bive income tax withheld,
dEvision of Tetired pay to a Sormer spouse. This 1008-R. does not repart you et submt a new Form W+ (far retiress), er Form W-4P {for 21
dastreution fiom: a prot-sharing plan, [RA. or mmance conmact mmuants and former spouse payees reoaving court-ordered divesion of
Bare | -Shoms, the intal amesmt v recpived this vear For wilitary ratired PropEylL

Instructions for Recipient

Continued on next page
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View/Print 1099R, Continued

Procedures,

continued

Step

Action

5 | The 1099R may be printed and/or saved to your personal files.

To print: Click the printer icon located on the document’s tool bar.

Copies: |1 =

Pages to Print
® Al
() Current page

Properties

The irinter dialoi will oien. Ensure the irinter name is correct and click Print.

A W PPCMS-APPOT\PPCMP-PDDELDT ~

[1Print in grayscale (black and white)

[]5ave ink/toner

() Pages 1=%
» More Options
Page Sizing & Handling (1)

Size Poster Multiple

(JFit
() Actual size
(®) Shrink oversized pages

[lo %

[[] Choose paper source by PDF page size

() Custom Scale:

[] Print on both sides of paper

Orientation:

(®) Auto portrait/landscape
() Portrait

(O Landscape

Page Setup...

Booklet

Advanced Help @
©
Comments & Forms
Document and Markups ~

Scale: 75%

8.5x 11 Inches

Page 1 of 2

Cancel

Continued on next page
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View/Print 1099R, Continued

Procedures,
continued
Step Action
7 | To save the document to your computer, click the disk icon located on the

document’s tool bar.

To exit out of the 1099R, you will need to close the tab. To view another 1099R,
select another year from the list of available 1099Rs. To return to the Self Service
menu, click the House icon in the upper right corner of the page.

- - -
I_@Unned States Coast Guard Jﬁ\ v . @
U8 Departrmnt of Homedire) Secarty .




View/Print Affordable Care Act (ACA) Forms

26 March 2023

Introduction This section provides Retirees, Annuitants, and Former Spouses with the
procedures to view, print, and/or save Affordable Care Act (ACA) forms
in Direct Access.

Procedures See below.

Step Action
1 | There are two ways to access the Affordable Care Act (ACA) forms. 1) Select

View/Print My Year End Forms or 2) Select View/Print My ACA Forms.

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 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 ViewiPrint My Year End Forms

This link will take you to a list of all available Affirmative consent to receive only an electronic
payslips to view and/or download. copy of Year-End Tax Forms.

View My 1099R ViewiChange 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 downlead.  address. PPC uses the mailing address to send
communications, payroll, and tax documents to

V.
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 andf/or change your This link will allow you to change yeur 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 uss this link to view their Review or change your W-4 information.
Final Pay Beneficianes

View/Print ACA Forms
View/Print ACA Forms

Continued on next page
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View/Print Affordable Care Act (ACA) Forms, Continued

Procedures,
continued

Step Action
2 | The Tax Document Consent Form will display. To access the ACA forms, click
View/Print ACA Forms.

Tax Document Consent Form

Malcolm Reynolds

Submit or withdraw your consent fo receive ALL elecironic tax forms, including w2, w2PR, ACA 1095, 1098R, and all
corrected versions of these forms.

If your current status (shown below this text box) is "Consent received”, you doni need o make any changes. This
means your 2017 tax forms will not be mailed, you will access them online. Thank you for helping to save mongey by
reducing our printing and mailing costs.

If your current status is "No Consent Received” or "Consent Withdrawn” you will receive these forms by mail.

By withdrawing your consent you indicate that wish to receive future tax forms via U_S. Postal Service mail. If this is
your wish it is extremely important that you keep your mailing address up-to-date in the system. Opting out of
receiving the forms by mail will help protect you against fraud and identity thefi. These forms all contain information
highly sought by thieves. Keeping this data out of your mailbox will reduce the chance the information will fall info the
wrong hands.

Just click the box (below) where it says "Check here to indicate your consent to receive elactronic tax forms™ and click
the Submit button to update your status.

(ET

Your Current Status: Consent Withdrawn

[ check here to withdraw your consent to receive electronic W-2 and W-2c forms.

View/Print 1099R

View/Print ACA
Forms

Return to Personal Phone Transaction

Return to CG Refired Pay Self Service

Continued on next page
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View/Print Affordable Care Act (ACA) Forms, Continued

Procedures,
continued

Step Action
3 | Alist of available ACA forms will display from oldest to newest. Locate the year
of the form you want to open, click 1095-B for that year.

Note: You will need Adobe Reader to view the 1095-B. If you do not currently
have Adobe Reader, you will need to download it by clicking on the Ger Adobe
Reader link and follow the instructions provided by Adobe.

Remember: You will need to turn off pop-up blockers in your web browser to
view the 1095-B.

View My Affordable Care Act Forms

Malcolm Reynolds

. ST View Affordable Care
Empl 1D Year Original'Voided/Corrected? Act Forms

1 9100000 2015 Original

2 9100000 2016 Original 1095-B
3 9100000 2017 Original 1095-B
4 9100000 2018 Original 1095-B

4 | The 1095-B will open in a new tab.
(RAS) IMPORTANT TAX DOCUMENT 2017

MALCOLM REYNOLDS
1234 Skyline Drive
Metropolis, MY 13131

. - Lime . Thiz i tha eads for the typs of eovarags in which you or other covured individuals wara samsllod. Only
Instructions for Recipient oma Jottar will bo satesd ca this na.

Semall Basiness Haxlth Options Program (SHOP)
Employse-ipeawrsd coveags
Govemmmsat-iponicred promam

Individul mukst mnace

Multiseaplayse pla

Othar dssignated minimums sswntal covimags

Uchnnl:Q -B providas informsation masdsd to Tepert o your incom fax refemm thatyom, o spome.

o claiman ‘ing bkl covarage (refimed o a3 “Erinism essental
aumn'm vaems o all month: during fhe yeer Indniduals whs 40 oot have mmimes sissnsial
covarags and do zot qualify for mm evenspeice may bs lishls for the mdividnal shamod respomsbiliny
pavmant

M

Mimimure ssseatial coverage inchudes goveramant-spensersd program, sligibly seapleyer-spanscred plans,
individual markes plans, and iscelamecss coverags dseignated by the Deparmesnt of Health and Hurman  TIP
Sarvices Fes mors information on the reqeiransens to have mizimues exsentia] coverage and what 5s

mizimum ssssaral covarage, ses s vl Afeniabla-Care-ActTndivideals -and-Famnilims Tndividual If yow or amosher fanily member receved healdh erarance caverage shrough a Fealsh fnsurance Markerplace

Skared Resposibility-Provisica. fialss knawn a an Exchange) that coverage will be reported on a Farm 10934 rasher than a Fare 1095-8 If
you o another family member neceived employer-sponscred coverage, that coverage may be reported an a
Faarw 169 Fars 11} rather than a Form 10058, Far sore information, see s gov/ Affordabla-Cars-

TF Act/Cragaticns-and_snuwers-Akowt-Health-Care-Informatios-Forms-for-Individnals.

Providers of minimem essential cowerage are pequired fa fumish anty ome Form 1093-8 for all indtviduals

Continued on next page


https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SelfService/Member/DA%20System%20Requirements.pdf?ver=2019-04-24-105812-920

26 March 2023

View/Print Affordable Care Act (ACA) Forms, Continued

Procedures,

continued

Step

Action

5 | The 1095-B may be printed and/or saved to your personal files.

To print: Click the printer icon located on the document’s tool bar.

Copies: |1 =

Pages to Print
® Al
() Current page

Properties

[1Print in grayscale (black and white)
[]5ave ink/toner

() Pages 1=%
» More Options
Page Sizing & Handling (1)

Size Poster Multiple

(JFit
() Actual size
(®) Shrink oversized pages

[lo %

[[] Choose paper source by PDF page size

() Custom Scale:

[] Print on both sides of paper

Orientation:

(®) Auto portrait/landscape
() Portrait

(O Landscape

Page Setup...

Booklet

The irinter dialoi will oien. Ensure the irinter name is correct and click Print.

A W PPCMS-APPOT\PPCMP-PDDELDT ~

Advanced

®

Comments & Forms

Document and Markups ~

Scale: 75%

Help @

8.5x 11 Inches

Page 1 of 2

Cancel

Continued on next page
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View/Print Affordable Care Act (ACA) Forms, Continued

Procedures,
continued

Step Action

7 | To save the document to your computer, click the disk icon located on the
document’s tool bar.

8 To exit out of the 1095-B, you will need to close the tab. To view another 1095-B,
select another year from the list of available 1095-Bs. To return to the Self
Service menu, click the House icon in the upper right corner of the page.

- - -
I_@Unned States Coast Guard Jﬁ\ v . @
U8 Departrmnt of Homedire) Secarty .
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