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1 General Information 
This User Guide is for all Commanding Officers (COs), and their representatives who use 
the Coast Guard Personnel Accountability and Assessment System (CGPAAS), specifically, 
the following user types: 

• COR – Commanding Officer Representative 

• CGHQ – Coast Guard Users at Headquarters 

• District COR 
Different user types have different permissions in CGPAAS. Where needed, this guide will 
indicate if there are any restrictions and which user types are allowed to perform a task. 

 
1.1 Login to CGPAAS 

To get started with CGPAAS, you will need access to a computer connected to the internet. 
From there, perform the following steps. 
a. Insert your CAC into your computer’s CAC reader. 
b. Using an internet browser, navigate to the CGPAAS Support System: 

https://cgpaas.uscg.mil. NOTE: “https” is required in the web address.  

c. The “CGPAAS Login Page” will be displayed: 

 

d. Click the Log in with Your PIV/CAC button to log in with elevated permission. 
 

https://cgpaas.sd.spawar.navy.mil/
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1.2 Account for Yourself and Your Dependents 
The first screen that you see after you log in depends on whether you and your dependents 
are affected by an event, and if you are, whether the event requires that you account for 
yourselves. 
If you and your dependents are affected by an event that requires you to account for 
yourselves and you have not already been accounted for, you will see the “Account for 
Event” window, on top of the Home tab, prompting you to account, e.g., for Joe Test, 
a dependent, as shown in the following figure: 

 

a. Click the Accounting Status list for the Sponsor and any dependents who are required 
to account, and a list of statuses is displayed: 

 

b. Click the appropriate accounting status and then click Save to submit the selected 
status. The “Account for Event” pop-up window closes, and the Home tab is displayed. 
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1.3 Home Tab 
The first screen that you see after you log in depends on whether you are affected by an 
event, and if you are, whether the event requires that you account for yourself. 
If you are not affected by an event, or if you are affected by an event that does not require 
you to account, the first tab you will see when you log in is the Home tab. 

This screen will be refreshed often. Consequently, the layout and content may be different than 
what is shown. 
 

1.4 Update Personal Information and Verify Account Settings 
If you have not previously logged onto CGPAAS, the first thing you should do is proceed to 
the My Info tab, review the personal information contained therein, and make whatever 
updates may be required. Additionally, you will want to verify your Support User Type and 
accompanying Support User Dept ID assignment. How to review, verify, and update this 
information is covered in the next section. 

 
2 My Info Tab 

The My Info tab displays information about you, your dependents, and any events that may 
affect you. The information you see under the My Info tab will be the same and work the 
same as the “Full Profile” you display for any Sponsor for whom you are COR. 
To add or update your information, use the Contact Information menu item. 

 
2.1 Summary 

When you first click the My Info tab, what you will see is the “Coast Guard Family 
Information Summary”, the same as if you had clicked the Summary menu item on the left 
side of the page. 
NOTE: You will only see the Event Information menu item on the left and the “Event 
Information” pane on the right if you are currently affected by an event. 
a. Click the My Info tab. This will display the three panes on the right: “Contact 

Information”, “Work Location and “Family Information”, and if you are a Sponsor, several 
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menu items on the left.  
 

 
 

2.2 Contact Information 
Under the My Info tab, clicking the Contact Information menu item on the left side of the 
page displays a window with the Contact Information pane. The “Contact Info” pane is 
covered on the next section.  
NOTE: The “Work Location” pane of the Contact Information is now located in the 
“Affiliation Information” menu option. 

 

2.2.1 Contact Info 
The “Contact Info” pane contains your home address and contact information. This pane 
also provides a snapshot of data last received from Direct Access and the date it was 
received (if applicable). You have the option to verify or edit this contact information: 
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a. If your contact info is correct, click the Verify Info as Current button. This will update 

the name, date and timestamp displayed for last update. Current address and contact 
information are critical for locating and communicating with personnel and their families. 
This will display a message stating that your information has been verified: 

 

b. Click the Edit Contact Info button to add and/or update contact information. An “Edit” 
window will appear: 
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1. Compare the CGPAAS information in the box on the left with the latest Direct Access 

data in the gold box on the right. 
2. If needed, edit Last, First, or Middle name, and Gender at the top of the page. 
3. If needed, edit CGPAAS information seen in the left box. 
4. If CGPAAS location and contact information is incorrect and the displayed Direct 

Access information is correct, use any of the three < Copy buttons to copy the 
displayed Direct Access data over the corresponding CGPAAS data instead of 
manually typing in the information. 

5. If the displayed Direct Access information is incorrect or if there is none, click the 
here link above the Direct Access data, where it says, “To login to Direct Access 
and update your info, click here”. 
NOTE: Clicking the here link to update Direct Access information at the Direct 
Access site will NOT immediately update the Direct Access information displayed in 
CGPAAS. CGPAAS reflects the last data import received from Direct Access. 
Updating data in Direct Access will help future data imports from Direct Access to be 
accurate. 

6. If your address or phone information can also be applied to any of the dependents 
that you have listed in the system, check the appropriate “Time Saver” check boxes 
to update their information as well. 

7. Click the appropriate button to either Save or Cancel the updates you made. 
 

2.3 Family Member Info 
Under the My Info tab, clicking the Family Member Info menu item on the left side of the 
page displays a window where you can view and add information about any spouse, child, 
or parent that you have. 
a. Click the Family Member Info menu item. This will display any family members in 

CGPAAS: 
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b. To add a family member, click the Add Member button. This will display the “Add 
Additional Family Member” window. 

 

1. Enter at least the following fields: Last Name, First Name, DOB (Date of Birth), 
DoD ID, and Address. 
 

NOTE: A new function in the system requires the EDIPI/DoD ID of Active Duty/SELRES 
family members. Currently, all DEERs listed family members of Active Duty/SELRES 
sponsors are updated with this information during routine data feeds from PARS.   

2. Enter the other fields if you have them, though these are optional. 
3. Click the Save or Cancel button as appropriate. If necessary, you can come back 

later to edit the information you have entered. If you clicked the Save button, the 
information you entered will be displayed, and will be displayed the same next time 
you click the Family Member Info menu item on the left. 

c. Click the +/- toggle buttons to expand and collapse the display of Direct Access 
information for any family member. 

d. Click the Verify Info as Current button for a particular family member to update the 
name, date and timestamp displayed for last update. Current address and contact 
information are critical for locating and communicating with family members. 

e. To remove a family member (i.e. due to divorce or death), click the Remove button. 
f. Click the Edit button for a particular family member to open the “Edit Family Member” window. 

This window is similar to the window displayed when you click the Edit Contact Info button to 
edit or enter information about yourself, described in step b. of section 2.2.1 

 
2.4 Affiliation Information 

Under the My Info tab, the Affiliation Information menu displays information about 
where you work: 
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a. If your work location is correct, click the Verify Info as Current button. This will update 
the name, date and timestamp displayed for last update. 

b. If necessary, click the Edit Work Location button to edit. The “Edit Person’s Work 
Location Info” window appears: 

 

c. Enter or edit any information, as necessary. 
d. If your work location on the left is incorrect or incomplete and the displayed Direct 

Access data is correct, click the < Copy Work Location button to copy the Direct 
Access data over the corresponding CGPAAS data instead of manually typing in the 
information. 

e. If the displayed Direct Access information is incorrect or there is none, click the here 
link above the Direct Access data, where it says, “To login to Direct Access and update 
your info, click here”. 
NOTE: Clicking the here link to update Direct Access information at the Direct Access 
site will NOT immediately update the Direct Access information displayed in CGPAAS. 
CGPAAS reflects the last data import received from Direct Access. When you update 
data in Direct Access you help subsequent data imports from Direct Access into 
CGPAAS to be accurate. 

f. Click the Save or Cancel button, as appropriate. 
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2.5  Emergency Contacts 

Under the My Info tab, the Emergency Contacts menu item displays the “Alternate 
Contact” pane. This contains location and contact information for one or more people who 
can serve as a Point of Contact (POC) in case you cannot be reached: 

You can always add a POC, whether there are POCs already listed or not. 
a. Under the My Info tab, click the Emergency Contacts menu item on the left. This will 

display the “Alternate Contact” pane: 

b. In the “Alternate Contact” pane, click the Add POC button to add a point of contact, if 
desired. This will display the Add Point of Contact window: 

 
1. Enter the name, address, and contact information for the new alternate POC and 

then click the appropriate button to either Save or Cancel your updates. Clicking 
Save 
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will close the “Add Point of Contact” window and display the new POC on the 
“Alternate Contact” pane. 

 

c. Click the Edit Contact button for a specific POC to modify the information, as necessary. 
d. Click the Remove Contact button for a specific POC, to delete that POC. 

 
2.6 Displaced Location 

Under the My Info tab, clicking the Displaced Location menu item on the left should 
display the address that you evacuated to if affected by an event. If there is no displaced 
location, this will be indicated as shown here: 

 

a. If necessary, click the Edit Location button in the top-right corner of the “Displaced 
Location” pane. The “Edit Displaced Location” page appears: 

 

 
b. Add and/or edit your Displaced Location information as required. 
c. Click the appropriate button to either Save or Cancel the updates you made. If you 

clicked Save, the Displaced Location” pane will display the new information: 
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1. If necessary, click the Edit Displaced Location button at any time to update this 
information. 

2. Click the Returned Home button when you are no longer in a displaced location. 
 
 

2.7 Event Information 
If you have been affected by an event, you will see an Event Information menu item under 
the My Info tab. You will not see this menu item if you have not been affected by an event. 
Clicking the Event Information menu item will display a window with important information 
regarding this event. 
a. Click the Event Information menu item. The “Event Information” page appears: 

 

This page consists of three panes all related to the event, covered in the following 
sections. 

 
2.7.1 Event Information - Displaced Location 

The “Displaced Location” pane is a duplicate of the “Displaced Location” page accessed 
from the Displaced Location menu item. See section 2 for more information. 

2.7.2 Accounting Status 
The “Accounting Status” pane contains the accounting statuses for you and all your 
dependents in the system for a particular event. In addition, it shows when the status was 
last updated, and by whom. 
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a. Click the Edit button to update the accounting status of anyone necessary. 

 
2.7.3 Other POCs 

The content in the “Other POCs” pane of the window displayed when you click the Event 
Information menu item is a duplicate of the content in the “Alternate Contact” pane, 
displayed when you click the Emergency Contacts menu item. If you add, remove, or 
change any information in either pane, the change will also be seen in the other pane. See 
section 2.5 for more information. 
 

2.8 COVID-19 
Under the My Info tab is the COVID-19 Status Tracker menu item allows you to update 
your current status in the event of a pandemic-related event. Once Status Tracker is 
selected, you will see yourself and dependents (if any) listed under the Name column, your 
Personnel Status, and Work Status as seen in the example below: 

To update your status, click on the Update button aligned with the family member you wish 
to update. Next, you will see the following menu of selections: 
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In this pop-up screen, you can update your Personnel Status, Work Status, and input additional 
notes. Under Personnel Status, you will have the following options: 

• Unreported - No status set (default status) 

• Unaffected - Member has not been diagnosed with communicable disease 
or knowingly exposed to someone who has been diagnosed with it. 

• Quarantined - Member was in direct contact with infectious secretions of a 
COVID-19 case, or close contact (>15 minutes) to a COVID-19 case 
WITHOUT PPE, or member displays COVID-19 symptoms and member has 
been separated from the general population while awaiting diagnosis or test 
results. 

• Isolated - Member either 1) Positive COVID-19 test or 2) Diagnosed with 
COVID-19 by healthcare professional. Must include one of the following 
notes, "1. Positive test" or "2. Clinically diagnosed". 

• Hospitalized - Member has been admitted to the hospital due to COVID-19. 
Must include one of the following notes, "1. Positive COVID-19 test" or "2. 
Clinically diagnosed". 

• Released - Prior isolated or hospitalized member, who has recovered and 
been released by a healthcare professional. This status does NOT apply to 
individuals who are released from Quarantine. Must include one of the 
following notes, "1. Positive COVID-19 test" or "2. Clinically diagnosed". 

• Deceased - A person who is either known to have died, determined to have 
died on the basis of conclusive evidence, or declared to be dead on the basis 
of an presumptive finding of death, due to COVID-19. This option only used 
by HQ staff; casualty affairs staff. 
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Certain Personnel Status choices require additional information. If you select that you have a 
Confirmed Case, are a Person Under Investigation, or have Restricted Movement, you will be 
prompted to selected whether you are At Home or Not at Home: 

Under the Work Status area, you will have the option to choose from the following 
selections: 

• Unknown - Unknown 

• Working On-Site - Member spends a majority (50% or more) of work time on-site at their 
normal work location (including normal telework), not using situational telework or weather 
& safety leave. 

• Working Off-Site - Member spends a majority (50% or more) of work time away from their 
normal work location, using situational telework. 

• Not Working - Member is unable to work at normal work site and unable to telework. 

NOTE: You can select the highlighted terms “Personnel Status Definitions” and “Work 
Status Definitions” to see these terms and definitions. 
 

Once you have made your selections, select Update. Your status will be recorded and 
updated on the screen like in the example below: 
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2.9 COR List 
Under the My Info tab is the COR List menu item. The COR List menu item displays a 
current point of contact list of the CORs for the Sponsor’s assigned Dept ID as shown in the 
Affiliation Information menu item. 

 

2.10 User Account 
Under the My Info tab, clicking the User Account menu item on the left side of the page 
displays your Username, Password, and User Types. This is also the place where you can 
update your username and change your password. 

 

a. Click the Update button to change your username. A window will pop up where you will 
enter a new username: 
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b. Enter a new username and then click OK. An informational message will let you know 
your username has been updated and your username will be updated in the User 
Account window: 

 

c.  Click the Change Password button to change your password. You will have to enter 
your old password, to be able to change it: 

 
NOTE: New password must be at least 15 characters with no spaces or slashes, must 
contain at least one uppercase letter, one lowercase letter, one special character, and 
one number. 

3 Muster Tab 
 

Under the Muster tab, the Daily Muster tab allows you to update your muster status. The 
Command Muster tab allows you to display statistics about, and lists of, who has and has 
not mustered within a particular department for which you are COR. These statistics and 
lists are based on search criteria provided. The first screen that you will see in the 
“Command Daily Roster” page displays all the records of participants for whom you are 
responsible: 

 
3.1 Affecting the List of Records Displayed 

To affect the list of records that you want to display, you can easily sort the list of records. 
a. To find specific records, enter various search and filter criteria, and then click the Filter 
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button. Cases matching ALL the filters will be displayed.  

b. If desired, click the column headers any time to sort the listed records based on that 
column’s values. Click again to reverse the sort. 

 

 
3.2 Command Muster Totals 

At the top of the “Command Muster” page there is a summary of the total numbers 
displayed on the page; these totals include all the personnel for whom you are the COR. 

Here you will see the total number of personnel, total number and percentage of 
personnel who have confirmed, the total number who are still unconfirmed, and the 
number and percentage of those who confirmed on time, which is designated by 
leadership at the department where these personnel are assigned. 

 

3.3 Command Muster - Results Per Page 
The Results per page button allows you to choose how many results are seen in a single 
page. The default is 50, but you may choose to see 100 or 250 results per page instead. 

 

3.4 Command Muster - Search and Filter Criteria 
Under the Command Muster tab there are search and filter criteria for you to use to narrow 
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the search for personnel for whom you are COR. Search fields include Department, Last 
Name, First Name, and EDIPI. Drop-down lists include Status, Component, and 
Designation. Checkboxes include Show Confirmed, Show Unconfirmed, and Include 
Hierarchy, each of which is checked by default. 
3.4.1 Click the Filter button without specifying any search criteria and a list will be 

displayed of all personnel for whom you are COR, including both Confirmed and 
Unconfirmed records as well as all records of personnel in any subordinate 
commands. Records will be displayed with the name of the person, rank, 
organization, and other related information. 

To narrow your search, click the Find button after entering one or more search and filter 
criteria. A list will be displayed of only those personnel who match all entered criteria and 
for whom you are COR. NOTE: The Show Unconfirmed checkbox is only relevant 
when using “Any” in the Confirmed Status drop-down filter. 

 

 

3.5 Command Muster - Export to Excel Button 
To save your results in an Excel spreadsheet, click the Export to Excel button. The 
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spreadsheet provides an easy method to sort and filter the data. 
 

3.6 Command Muster - Add sponsor to Roster Button 
From the Command Muster tab, on the “Command Daily Roster” page, the Add sponsor 
to Roster button brings up a window that allows a COR to add someone new to CGPAAS. 

 
NOTE: Before adding a person, it is important to search for the person using the Command 
Muster search filters to avoid adding someone that may already exist in CGPAAS. 

 
3.6.1 Under the Command Muster tab, on the “Command Daily Roster” page click the 

Add sponsor to Roster button. The screen for step 1 appears: 
 

 
3.6.2 If you know the SSN or CAC EDIPI, enter one of these and then click the 

corresponding Continue button. The SSN should NOT include dashes. The CAC 
EDIPI can be found on the back of the person’s CAC. 

NOTE: One of these credentials should be used if possible to avoid the possibility of 
adding a second record for a person that already exists in the CGPAAS database. This 
will display step 2 in adding someone: 



CGPAAS  Commanding Officer’s User Guide 

CGPAAS CO’s User Guide v3.1  25 
 

 

3.6.2.1 Click the Start Over button to go back to step 1 of adding someone or 
click the Continue Add to Roster button to go to step 3 of adding 
someone (shown next) with the SSN or EDIPI pre-populated. 

3.6.3 If the person does not have an SSN or EDIPI, you can still add the person, but they 
will not be able to log in and account for themselves, so you will have to account for 
this person. In this case, click the Add sponsor without SSN or EDIPI button. This 
will go straight to step 3 of adding someone: 

 

3.6.4 Enter the person’s Last Name, First Name, and other required fields, which are 
marked with *. 

3.6.5 Click the DOB Day, Month, and Year, and the Component and Designation 
drop- down lists to select the appropriate values. 

3.6.6 Click the Department Assigned Look Up button to select the Department to which 
the person is assigned. This will display a window for you to choose a Department: 
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3.6.6.1 To display a complete list of all organizations to where you can move the 
person, click the Search button without selecting any Tiers. 

3.6.6.2 To narrow your search, click the Tier drop-down lists and select a value and/or 
the Name of the organization or the Code, and then click Search. Select a 
Department from the list, which is displayed to add the person to, and then 
click the Select button. 

3.6.7 Optionally, enter any Current Contact Information. 
3.6.8 Click the Save button, or, to add another person, click the Save and Add 

Another button. Any time you use the Find button in the future, the newly 
created record may now be displayed, depending on your search criteria. 
 

3.7 Command Muster - Confirmation Column 
On the “Command Daily Roster” page, under the Command Muster tab, the Confirmation 
column either shows “Confirmed” for those personnel who have been confirmed, or it shows 
the Confirm button which allows you to confirm the muster status for someone. 
3.7.1 To confirm your own, or someone else’s, status, click the Confirm button. After 

you click the Confirm button for someone, the Confirmed button will change to 
display “Confirmed”. 

 
3.8 Command Muster – Name Column and Full Profile 

On the “Command Daily Roster” page, under the Command Muster tab, the names in the 
Name column are links which you can click to see someone’s full profile, along with 4 or 5 
menu items on the left side.  

3.8.1 To view an individual’s full profile, click the person’s name under the Name 
column. This will display the “Coast Guard Family Information Summary” page: 

 
NOTE: Only people who are affected by an event will have the Emergency Contacts and 
Event Information menu items displayed on the left side of their profile or the “Event 
Information” pane in the “Summary”. 
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3.8.1 Summary 
When you click a person’s name, you will see a Summary menu item to the left of the “Full 
Profile” page. Clicking this Summary menu item will display the same Full Profile you see 
when you first click a person’s name. Information displayed is the person’s personal and 
work contact information and, if the person is affected by an event, the Event Information. 
To add or update the information, use the Contact Information menu item described in the 
next section. 

 
3.8.2 Contact Information 

Clicking the Contact Information menu item on the left side of the “Full Profile” page 
displays a window with two panes. Each pane has a button to verify that the current 
information is correct and to edit the information, as well as a Help button: 

 

3.8.2.1 Individual’s Contact Info 
The “Contact Info” pane of an individual’s full profile, displayed when you click the Contact 
Information menu item, contains a person’s home address, and contact information. This 
works the same as the “Contact Info” pane for your own account, under the My Info tab, 
when you click the Contact Information tab, covered in section 2.2. 

 
 



CGPAAS  Commanding Officer’s User Guide 

CGPAAS CO’s User Guide v3.1  28 
 

3.8.2.2 Work Location 
The “Work Location” pane of an individual’s full profile displayed when you click the 
Affiliation Information menu item displays their work location. This works the same as 
the “Work Location” pane for your own account, under the My Info tab when you click the 
Affiliation Information tab, covered in section 2.4. 

 
3.8.3 Displaced Location 

If an individual has been affected by an event, they will have a Displaced Location menu 
item on the left side of their Full Profile. (If they have not been affected by an event, they 
will not have this menu item.) Clicking the Displaced Location menu item will contain the 
address that a person evacuated to if affected by an event. This works the same as the 
Displaced Location menu item displayed with your own account, under the My Info tab, 
covered in section 2.6. 

 
3.8.4 Emergency Contacts 

If an individual has been affected by an event, they will have an Emergency Contacts 
menu item on the left side of their Full Profile. (If they have not been affected by an event, 
they will not have this menu item.) Clicking the Emergency Contacts menu item within an 
individual’s full profile will display location and contact information for one or more people 
who can serve as a Point of Contact (POC) in case a person cannot be reached. This 
works the same as the Emergency Contacts menu item displayed with your own account 
under the My Info tab, covered in section 2.5. 

 
3.8.5 User Account 

Clicking the User Account menu item on the left side of an individual’s “Full Profile” page 
displays their Username and User Types and allows you to update their username or 
password. This works the same as the User Account menu item displayed with your own 
account under the My Info tab, covered in section 2.11. 

 
3.9 Command Muster – Duty Status Columns 

The status in the Duty Status column is also a link which, when clicked, brings up a window 
allowing you to muster for the person on the same line as the status you clicked. Each day 
at midnight, everyone’s muster status reverts to “Present for Duty – Unconfirmed” so every 
day personnel must be accounted for. To muster for someone else, you take the same 
steps as you do in your own daily muster. 
3.9.1 Enter any applicable search criteria and then click the Find button. This will display 

the “Command Daily Roster” page with a list of personnel and their duty status in 
the Duty Status column: 
 
 
 
 
 
 
 

 



CGPAAS  Commanding Officer’s User Guide 

CGPAAS CO’s User Guide v3.1  29 
 

a. To mark someone as Present for Duty, click the Confirm button on the same line as 
their name. This will update that person’s duty status in the “Duty Status” column and 
indicate in the “Confirmed By” column that you confirmed the person and what time. 

b. You can also mark someone as Present for Duty by clicking the status in the “Duty 
Status” column. This will display the following screen:  

 
1. Click Confirm. This will update that person’s duty status in the “Duty Status” column 

and indicate in the “Confirmed By” column that you confirmed the person and what 
time. 

c. To change a person’s current muster status, or to add a person’s status for future dates 
click the status in the “Duty Status” column. You can do this no matter what their current 
Duty Status is. A screen similar to the following will be displayed: 
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1. To change a person’s current muster status, click the Update button. A screen 
similar to the following is displayed: 

 
i. Click the top drop-down menu item where, the current status is displayed, e.g. 

“On Leave” in the example above. This will display a list of status selections to 
choose from:  

 
ii. Depending on your selection, you may be required to enter additional 

information. If necessary, change the Country, and enter the City, State and 
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Postal Code where you are located. 

iii. Enter a Note if desired. 
iv. Click the Confirm Changes button or Cancel Changes button, as applicable. 

2. To add a person’s status for future dates, if applicable, click the Add Projected 
Status button. This will display a screen similar to the following:  

 
i. Click inside each of the 2 date boxes and a calendar will appear where you can 

select the “from” and “to” dates of a person’s projected status. 
ii. If necessary, click the drop-down list next to Projected to change their projected 

muster status. Select the projected muster status. 
iii. If prompted, enter the Country, City and/or State where they will be, and, if 

desired, a note. 
iv. Click the Save Changes button or Cancel Changes button, as applicable. 

d. Click the Close button when finished. This will record the person’s muster status as 
“Confirmed” for the current day, along with a time stamp and your name as the person 
confirming the status. 
 

4 COVID-19 Tab 
 
The COVID-19 tab allows you to display statistics about, and lists of, who has and has not 
reported their status within a particular department for which you are COR. These statistics and 
lists are based on search criteria provided. The first screen that you will see in the “COVID-19 
Reporting” page. This page displays all the records of participants for whom you are responsible: 
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To affect the list of records that you want to display, you can easily sort the list of records. 

1. To find specific records, enter various search and filter criteria, and then click the 
Filter button. Personnel matching ALL the filters will be displayed.  

2. If desired, click the column headers any time to sort the listed records based on that 
column’s values. Click again to reverse the sort. 

At the top of the “COVID-19” page, there is a summary of the total numbers displayed on 
the page; these totals include all the personnel for whom you are the COR. Here you will 
see the total number of personnel, total number and percentage of personnel who have 
reported, and the total number who are still unreported (outdated). 

To report for the personnel of which you are responsible, select the “Update” button right 
of the “Work Status” column. You may also view the reporting history of personnel within 
your purview. Select “View History” to see a by-date breakdown of a user’s reporting 
statuses.  
Reference section 2.8 for directions on reporting and a breakdown of Personnel Status 
and Work Status definitions. 
 

5 Command Tab 
The Command tab is the place where the CO or the COR can assign and remove a COR 
and view a Dept ID hierarchy. The first page you will see under the Command tab is the 
same one that appears when you click the CO Introduction menu item on the left. In 
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addition to this menu item, you will see several other menu items described in the following 
sections. 

 
5.1 CO Introduction 

The CO Introduction provides a list of key CO tasks and the steps to perform them. 

a. Click the Command tab. The “CO Introduction” appears: 
 

 

b. Read the first page you see to understand the capabilities and responsibilities of a 
CGPAAS CO user and their Designated CO Representatives. 

c. Click the menu items on the left to access additional capabilities described in the 
following sections. 

d. To return to the “CO Introduction” page at any time, click the CO Introduction menu 
item on the left of the page. 

 
5.2 CO Reference 

The CO Reference menu item under the Command tab left displays several panes, each 
labeled with a specific reference category. 
If you are a CQHQ user type, you can also access this page by clicking the CO Reference 
menu item on the left under the Dept ID Admin tab, 

5.2.1 Under the Command tab, click the CO Reference menu item on the left. This displays a 
page with several panes with different types of information. The exact content will 
change from time to time and may look somewhat different from the following: 
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5.2.2 To open or save a reference document listed in the panes, click the link to it. 

5.3 View, Add, and Remove CORs for a Department ID 

Under the Command tab, the COR Admin Tool menu item on the left, allows you to view a 
list of CORs assigned to represent a department for which you are responsible and to add 
or remove a COR for that department. 
To see which departments you are responsible for, use the COR Lookup by Name menu 
item on the left, described in section 3.5. 

5.3.1 Under the Command tab, click the COR Admin menu item on the left. This will display 
the “Manage CO Representatives” window: 

 
5.3.2 Enter a Dept ID in the Dept ID field. It must be 6 characters, so enter leading zeroes, 

if necessary, e.g. 004311. As you type the Dept ID, the system will auto-complete 
the values for you. 
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5.3.3 Click the Show CORs button to see a list of CORs assigned to that Dept ID: 

 
5.3.4 If you enter an invalid Dept ID, the following message will be displayed: 

5.3.5 If you type a Dept ID that does not exist, you will see the following message: 
 

 
5.3.6 To remove a COR for the Dept ID, click the Remove button by the person’s name. 

5.3.6.1 A confirmation dialog box will appear asking you to confirm the removal of the 
COR. Click the OK button to remove them. 

5.3.6.2 The COR list will update to show that the COR was removed. 
NOTE: If you try to remove the last COR on the list, you will see the following warning: 
“You will need to add someone else first, or you will need to contact your Tier 1 
command to add someone later.” 
IMPORTANT: If you remove yourself, you may not be able to log back in. 
 

5.3.7 To add a COR(s) for a department, enter search criteria (e.g., Last Name, SSN, etc.) and 
then click the Find button. This will display all people in CGPAAS based on the criteria you 
selected, regardless of the department ID you entered at the top. 

• You may enter any Dept ID in the Dept ID field; a COR does not have to be 
assigned to the same Dept ID to which you are adding them as a COR. 

• Entering a full SSN will override all other filter fields. 
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5.3.8 Click the Add button next to the person you want to add as a COR for the Dept ID 
entered at the top. The Add button will be replaced with a Remove button. 

NOTE: You can only select a Sponsor with an EDIPI (registered CAC). 
 

5.4 Viewing Dept IDs a COR Represents 
Under the Command tab the COR Lookup by Name menu item on the left allows you to 
view the Dept IDs that a specified COR represents. 

5.4.1 Under the Command tab, click the COR Lookup by Name menu item. The “CO 
Representative Admin by Name” page appears. 

 

 

5.4.2 Enter your search criteria (e.g. Last Name, SSN, etc.) and then click the Find 
button. 

NOTE: Entering a full SSN will override all other filter fields.  
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5.4.3 Clicking the Manage button and the number under the column “#Dept IDs COR for” 
performs the same action. Clicking either allows you to do 3 things: 1) view all Dept 
IDs a COR is responsible for, and when and by whom they were made a COR for 
each department, 2) remove a department from a COR’s responsibility, or 3) add 
another department for the COR to be responsible for. 

This works the same as if you had clicked the number under the column “# Dept IDs 
COR for” when using the COR Lookup by Dept ID menu item, discussed in the 
previous section, 3.4, step b-5. 
 

5.5 Lookup all CORs for a Dept ID 
Under the Command tab, the COR Lookup by Dept ID menu item on the left, allows you to 
view all CORs who represent a particular Dept ID, to remove a COR for that Dept, and to 
add that COR as COR for another department. 

5.5.1 Under the Command tab, click the COR Lookup by Dept ID menu item. This displays 
the “View CO Representatives” page: 

 

5.5.2 Enter a Dept ID to manage in the Dept ID: box, and then click the View button. This will 
display all CORs who represent the Dept ID you entered. 

A COR may be assigned to one department and represent another department as its 
COR. The department to which a COR is assigned is displayed under the “Assigned 
Dept ID” column.  
Some CORs represent more than one department. The number of Depts that a person 
represents is displayed under the “#Dept IDs COR for” column: 
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5.5.2.1 To view and manage the CORs for a department and all subordinate 

departments, check the Include Hierarchy box next to the field where you enter the 
Dept ID. 

5.5.2.2 To export the list of CORs to an Excel file, click the Export to Excel link. 
5.5.2.3 To send email to a particular COR, click the email address for that COR. 
5.5.2.4 To view a full profile of a COR, click the COR’s name. 
5.5.2.5 Click the number under the “#Dept IDs COR for” column to display the name of 

the COR, the department he is assigned to, the list of departments that the person is 
COR for, and when and by whom the COR was assigned to each department: 

 

 

5.5.2.5.1 To make the COR represent another department (one that you are 
responsible for), click the Add Dept ID(s) button. This will display the 
“Add COR Dept IDs” window with a list of Dept IDs that you are 
responsible for. 

5.5.2.5.1.1.1 Check the box of the Dept IDs you want the COR to represent and then 
click Add (which will be highlighted after you select a Dept ID). 

5.5.2.5.2 To remove a particular department from the list of departments that the 
COR represents, click the checkbox to the left of the Dept ID, and then 
click the Remove Checked Dept ID(s) button (which will be highlighted 
after you select a Dept ID). 

 

5.6 Dept Tree View 
Under the Command tab, the Dept Tree View menu item on the left allows you to display 
the departments of the USCG in a tree view. 
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5.6.1 Under the Command tab click the Dept Tree View menu item on the left. The “Dept ID 
Administration Tool” will appear:  

 

5.6.2 Click any “+” sign by any tier to see the lower tiers. An example is shown next:  

 
5.6.3 Click any “-” sign by any tier to hide the lower tiers beneath it. 

5.7 Using the Dept Lookup Page 
Under the Command tab, the Dept Lookup Page menu item on the left, allows you to 
search for Dept IDs based on Dept ID, Command Name, Country, and/or State. 
A CGHQ user type can also perform these tasks Under the Dept ID Admin tab, by clicking 
the Dept Lookup Page menu item on the left. 

a. Under the Command tab click the Dept Lookup Page menu item on the left. The “Dept 
ID Lookup Page” will appear:  
 

 
b. Enter any one or more search criteria into the appropriate fields and/or select a country. 



CGPAAS  Commanding Officer’s User Guide 

CGPAAS CO’s User Guide v3.1  40 
 

c. Click the Find button. CGPAAS will return a list of matching Dept IDs: 

 
You may want to find a Dept ID when looking up CORs for a specific department, 
described in section 3.4; when looking at the hierarchy and information for a particular 
department, described in section 3.6; or when adding a new Sponsor, described in 
section 8.2. 
 

5.8 View the Dept ID Hierarchy and Dept ID Information 
Under the Command tab, the Dept ID Administration menu item on the left, allows you 
to search for Dept IDs, view the Dept ID hierarchy, and (if authorized), update the Dept ID 
information. Updating the Dept ID information is covered in the next section. 
a. Under the Command tab, click the Dept ID Administration menu item on the left. The 

“Dept ID Viewer” page will appear with a list of all the Tier 1 Dept IDs in the “Hierarchy” 
pane. 

 

 

 

b. If you know at least the first 3 characters of the Dept ID you are interested in, type them 
into the “Find Dept IDs” field and click the Find button. The system will return a list of 
Dept IDs that start with those characters, in the top “Search” pane. 
NOTE: You are not required to perform a Dept ID search; you can go directly to the 
“Hierarchy” pane to browse the hierarchy by clicking any of the Dept IDs there. 
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c. If you click any Dept ID in the returned list, the “Hierarchy” pane will update to display 
where the Dept ID is located in the hierarchy and any children that the Dept ID has. The 
information pane to the right will update to display additional detailed information about 
the selected Dept ID.  

 

d. In the above example, you entered “0088” as Dept ID search criteria and clicked the 
Find button. A list of matching Dept IDs was returned. 

e. In the results list, you clicked Dept ID “008846” and as a result it is highlighted in blue, 
and the “Hierarchy” and “information” panes are updated to show related information 
about that Dept ID. 

f. Clicking a different Dept ID causes the “Dept ID Hierarchy” and “Information” panes to 
update again to show information about the newly selected Dept ID. 

g. The “Hierarchy” pane can be used to browse through the Dept ID Hierarchy by clicking 
any of the displayed Dept ID bars or the children listed for a Dept ID. Clicking the top 
“U.S. Coast Guard” bar will return to a list of Tier 1 Dept IDs. 
NOTE: In general, Coast Guard Tiers are as follows: 

• Tier 1 Area (Pacific, Atlantic, OPCOM, and FORCECOM) 

• Tier 2 District 

• Tier 3 Sector 

• Tier 4 Station 
 

5.9 Updating the Dept ID Administration (CGHQ Only) 
If you are a CGHQ user type, you can view the Dept ID hierarchy and information like a 
COR, but you also have the ability to add, delete, edit, and move Dept IDs. In this case, you 
will have additional buttons when using the Dept ID Administration menu item under the 
Command tab, which others who are not CGHQ users will not see. 
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5.9.1 Add a New Department ID 
To add a new Dept ID, you must have the CGHQ user type. If you do have the CGHQ user 
type, you will start under the Command tab. You can also access this page from under the 
Dept ID Admin tab, where you would click the Dept Administration menu item on the left. 
a. Click the Dept Hierarchy Admin menu item on the left to display the “Dept ID Viewer” 

window if it is not already displayed.  

 

b. Click the New Dept ID button at the bottom of the window. This will prompt you with a 
question: 

 

1. If you click the Yes button, this will display the Create a New Dept ID window: 

 
i. Enter the new department information and then click the Create button; 

otherwise, click the Cancel button. 
2. If you click the No button, this will display a slightly different Create a New Dept ID 

window: 
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i. To stop, without creating a new department, click the Cancel button. 
ii. To enter the new department, enter a Dept ID of at least 6 characters and a 

department Name of at least 5 characters and then click the Change button, to 
designate the parent command. This will display the Find New Parent Dept ID 
window: 

 

a) Type in the first 3 characters of the Dept ID if you know it, or type in the first 5 
characters of the Department Name, and optionally, take the following steps 
to further refine your search for the Parent Department ID: 
i) Click the Tier drop-down list to select the tier for the Dept ID you are 

searching for (NOT for the current department). 
ii) Click the Under drop-down list to choose either Dept ID “CCCCCC” which 

is a container for inactive or invalid Dept IDs, or one of the Tier 1 
Departments which you represent as a District COR. 

b) Click the Find button. A list of resulting Dept IDs is displayed. 
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c) Click the desired Parent Command Dept ID if you see it in the list or click the 

New Search or Revise Search links to search again. The “Create a New 
Dept ID” window will be displayed again, with the Tier 1 Command field and 
the Parent Command field now populated. 

 
d) Enter the address fields if desired. 
e) Click the Create button. This will display a message saying, “Validating 

Data” and then a screen showing the organization was added: 

 
5.9.2 Search for, Edit, and Delete a Department ID 

If you are a CGHQ user type, you have the ability to edit or delete a department ID. To do 
so, start by searching for it using the Dept ID Administration menu item under the 
Command tab. Clicking this menu item will display the “Dept ID Viewer” page. 
NOTE: This menu item works the same as the Dept Administration menu item under the 
Dept ID Admin tab only available to CGHQ user types. 
c. Click the Dept Hierarchy Admin menu item under the Command tab. 
d. Enter the first 3 or more digits of the Dept ID that you want to find, to the left of Find. 
e. Click the Find button. 
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f. Click a Dept ID in the “Search” pane with results or click a Dept ID in the “Hierarchy” 
pane. There is now an Edit button and a Delete button on the right.  

 

g. Click the Delete button in the right pane to delete the department. A message asking 
you to confirm will appear. NOTE: You cannot delete a department with people in it or 
with a child-department. If you attempt to, you will receive the following message: 

 

h. Click the Edit button in the right pane. Editing options will be displayed: 

1. Make any changes to the address, if necessary. 
2. Click the Move Dept ID button. A window will pop up asking you the following question: 

 

i. If you want to change the parent command, click the Change Parent Command 
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button. This will open the "Find New Parent Dept ID" window. 

 
a) Enter the first 3 characters of the Dept ID if you know it, or type in the first 5 

characters of the Department Name, and then optionally use the following 
options to further refine your search: 
i) Click the Tier drop-down list to select the tier for the Dept ID you are 

searching for (NOT the current department). 
ii) Click the Under drop-down list to choose either Dept ID “CCCCCC” which 

is a container for inactive or invalid Dept IDs, or one of the Tier 1 
Departments which you represent as a District COR. 

b) Click the Find button. A list of resulting Dept IDs is displayed. 

 

c) Click the desired Parent Command Dept ID if you see it in the list, or click the 
New Search or Revise Search links to search again. 

ii. If you want to make the department a Tier 1, click the Make a Tier 1 button. 
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3. Click Save if you want to save all changes you have made. 
4. Click Reset if you want to undo all changes you made and start over with your edits. 
5. Click Cancel to go back to the screen you saw in step d when you first searched 

for a Dept ID. 
 

5.10 Dept ID Workbook Generator 
The Dept ID Workbook Generator menu item under the Dept ID Admin tab allows the 
CGHQ user type to download an Excel workbook with a separate spreadsheet for each Tier 
1 Command, listing all subordinate commands for that Tier 1 Command, as of the date and 
time you create the workbook. This works the same as the Dept ID Workbook Gen menu 
item under the Admin tab, described in section 16.4. 
h. Under the Dept ID Admin tab click the Dept ID Workbook Generator menu item on the left. 

 

 
i. Click the Build Workbook button.  
j. Click the Open, Save, or Cancel button as appropriate. 

 
 

6 Personnel Tab 
The Personnel tab is where you will perform a variety of tasks such as viewing and 
managing personnel. Other capabilities you have under the Personnel tab are that ability to 
search for personnel based on various criteria, export lists of personnel to an Excel file, add 
new personnel, view details about individuals, add and edit contact information and family 
member information, change an individual’s password or username, and update a 
Sponsor’s department ID. 
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6.1 Search for Personnel 
The first screen you see when you click the Personnel tab is the “All Coast Guard Family 
Members (Sponsors Only)” page. “Coast Guard Family Members” are Active Duty, all 
Reservists, Civilian Employees, and their dependents. Some OCONUS contractors are 
also considered part of the “Coast Guard Family”. 
a. Click the Personnel tab.  

b. Enter any combination of desired search criteria by entering fields or by using the drop- 
down lists. 

c. Click the Find button. A list of the personnel who meet your search criteria is displayed: 

 

d. If desired, click the Results Per Page drop-down list to change the number of results 
that are displayed per page. The default is 50, but you can choose to select 100 or 250 
results per page instead. 

e. Click the name of a Sponsor to open the Sponsor’s “Full Profile” page which displays the 
Sponsor’s contact, work, and family information: 

 
f. To select an action for a particular employee, click the drop-down menu under the 
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Personnel tab, in the left hand “Action” column on the same row as the employee: 

 

1. Click Add to Event to indicate that a Sponsor was affected by the event and should 
be accounted for. See section 8.4 for more information. 

2. Click Update Dept ID to change the Sponsor’s Dept ID. You can only move the 
Sponsor to a department for which you are a COR. 

3. Click Set Retired/Separated to change the Sponsor’s designation to 
Retired/Separated. 
NOTE: The designation change will take effect immediately if the Sponsor is not 
required to account for an event. Otherwise, the request will be handled shortly after 
the event is closed. 

 
6.2 Add Personnel and Information 

You can add a Sponsor to CGPAAS if they are not already in the system. NOTE: The 
Sponsor’s SSN is required. To add family members of a Sponsor, use the “Full Profile” 
page described in section 8.3. 
6.2.1 Click the Personnel tab. The “All Coast Guard Family Members (Sponsors Only)” 

page appears.  

 

6.2.2 Click the Add Sponsor button. The “Add Sponsor” window appears. 
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6.2.3 Enter information in the available fields. Fields in the upper pane are required. 
6.2.4 For help using the Dept ID Lookup button to enter a Dept ID, see section 3.8 and 

then you will also click the Select button at the bottom of the page in the “Dept ID 
Lookup Page”. NOTE: You do not see the Select button in section 3.8, but it is 
displayed when you use the Dept ID Lookup button in conjunction with adding a 
Sponsor. 

6.2.5 Click Save or click Save and Add Another if you need to add more than one Sponsor. 
 

6.3 Edit CGFM Personal Information 
To edit the information for a family member of a Sponsor, you must start by displaying the 
Sponsor’s “Full Profile” page. 
6.3.1 On the Personnel tab, search for the Sponsor, and then click the Sponsor’s name. 

This will display the summary page of the CGFM’s “Full Profile”. See section 8.1 for 
more information. 
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6.3.2 Clicking the menu items to the left of the window will display the corresponding 

“Full Profile” pages and allow you to edit this information. 
The “Full Profile” window for Sponsors behaves identically to your own “Full Profile” 
window that is accessed through the My Info tab. See section 2 for information on how 
to edit the content displayed in a Full Profile. 

 
6.4 Affect Personnel for an Event 

If someone in your command was affected by an event, but is not listed as such in 
CGPAAS, you can add them to the list of “Affected” personnel for that event, and thereby 
automatically enable that person to account for themself. To view personnel who are 
affected, see section 9.1.  

 



CGPAAS  Commanding Officer’s User Guide 

CGPAAS CO’s User Guide v3.1  52 
 

6.4.1 Click the Action drop-down menu to the left of a Sponsor, and then select 
Add to Event. The “Add Coast Guard Family to Event” window will appear:  

 

6.4.1.1 Click the Add to Event drop-down list and select an event. 
6.4.1.2 Click the box below “In the Area” for the Sponsor and any dependents 

which would be listed if the Sponsor has dependents. 
6.4.1.3 Click the Select reason drop-down list and select a reason, and then click Save. 

6.4.2 To verify that the new event is listed in the “Sponsor’s Event” column, click the Find button 
again. 

 
7 Accounting Tab 

The accounting tab is where all CORs can view, monitor, and update the accountability 
status for personnel affected by a particular event. Here you can view reports for Dept IDs 
you are a COR for, or for all Dept IDs in your hierarchy, and you can view an individual’s 
status. 
a. Click the Accounting tab. The “Dept ID Accounting Summary” page appears. 

 
b. Click the Event drop-down list to select an event. 

NOTE: This list contains events for which accounting is required and may be open or 
stopped (will show “Inactive”), whereas the list under the Personnel tab contains all 
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open events, including some events that may not require accounting. 
c. Click Go straight to Accounting to view the “Accounting for Coast Guard Family 

Members” page, covered in paragraph 9.1. 
d. Click View my Dept IDs to display the “Dept ID Accounting Summary”, with all 

department IDs for which you are directly responsible 

OR 
Click View my Dept ID Hierarchy to display the “Dept ID Accounting Summary”, with all 
department IDs for which you are directly responsible and their hierarchy: 

 

e. Click a Dept ID number on the left to account for personnel, or to view the accounting 
status of personnel, who are affected by a particular event in that department. The 
window you will see and actions you can take are covered in the following section, 9.1, 
step b. 

f. Click All My Dept IDs to account for personnel, or to view the accounting status of 
personnel, who are affected by a particular event in your Dept ID hierarchy. The window 
you will see and actions you can take are covered in the following section, 9.1, step b. 

g. Click the download roster icon  to view an excel spreadsheet of affected personnel, 
for the corresponding Dept ID, on the same line as the icon: 

 

h. Click the view report icon  for a particular department ID. The “Dept ID Accounting 
Detail” page will appear in a new window: 
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i. Click the acknowledge accounting icon  for any of the displayed Dept IDs to indicate 
that you are aware of the need to account. Once you have done this, the corresponding 
icon will change to . 

j. Close the window when finished or return to the previous page (“Dept ID Accounting 
Summary”) to open another Dept ID report. 

 

7.1 Account for Personnel Affected by an Event 
The “Accounting for Coast Guard Family Members” page available via the Accounting tab 
is where you have the ability to account for or view personnel and/or dependents who are 
affected by a particular event and who are required to account. There are two different ways 
to get to this page, both from the “Dept ID Accounting Summary” page.  

a. One way to get to the Accounting page is via the “Dept ID Accounting Summary” page 
(displayed when you first click the Accounting tab). On this page you select an event, 
and then click the Go straight to Accounting button at the top of the page. The initial 
page will not show any personnel: 

 

1. Enter any search criteria, such as Last Name, First Name, Full SSN, Designation 
Type, Dept ID, Accounting Status, Population or Country. 

2. Check the Include Hierarchy checkbox if you want to include any subordinate 
departments with affected personnel in your search records. 

3. Click the Reset Filter button to clear all search criteria and enter new criteria. 
4. Click the Add Sponsor button to add a new Sponsor and, optionally, an event that 

this Sponsor is affected by. Fill in all fields, as covered in section 8.2. 
5. Click the Find button to show accounting data for all affected Sponsors and affected 
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family members, in the specified event who meet your search criteria and are 
required to account. As seen in the next figure in step b, this will display the 
accounting status, a link to any notes, who accounted for each person, and when. 
NOTE: Even if a Sponsor is not affected, if any member of the Sponsor’s family is 
affected, the Sponsor and the whole family are displayed. 

b. Another way to view the “Accounting” page, is also via the “Dept ID Accounting 
Summary” page (displayed when you first click the Accounting tab). Here you would 
select an event and then click either the View only my COR Dept IDs button or the 
View all My Dept IDs button and then click a specific Dept ID’s link. If there are affected 
personnel in the selected department(s), they are displayed: 

 
1. To hide family members of a Sponsor, click the “-” sign next to the Sponsor’s name. 
2. To show family members of a Sponsor, click the “+” sign next to the Sponsor’s name. 
3. To reset the accounting status for a participant, back to what it was since the last 

time it was saved, click the Reset link in the row with their name. 
4. Click the drop-down list under Accounting Options to set an accounting status for 

any participant: 

 
5. Click the Accounting Status Definitions link for a list of statuses and their 

definitions. 

6. To add a note or to view existing notes, click the Notes icon. (This will be  if there 
are no notes or  if there are notes.) The “Accounting Note for … ” window will 
appear: 
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i. Type a note into the window and then click the Save button. (The note window 
will close and the  icon will change to an  icon to indicate that there is a 
note.) 

ii. To view existing notes, simply click Close when finished. 
7. To require that a Sponsor or family member account for themself, click the Require 

to Account button. This will display a message asking if you are sure. 
i. Click OK and a “Choose Reason” window will appear: 

 
ii. Select a reason and then click OK (under the drop-down list). 

This has the same effect as using the Action drop-down list by a person’s 
name to add them to an event under the Personnel tab, as covered in section 
8.4. 

8. Click the Save Page button to save changes you made to accounting statuses or 
click the Reset Page button to undo all changes made to the accounting statuses for 
participants since the last time they were saved. 
Next to the Save Page button, the system will display “You have unsaved 
information on this page”. This is to let you know that If you try to search again, or 
navigate away from the page, your changes will not be saved. 

9. Click the Export to Excel link to save the accounting statuses to an Excel 
spreadsheet which you can save and use to easily sort or filter results. 
 

8 Reports Tab 
From the Reports tab you have the ability to view, or save to an Excel spreadsheet, any of 
a number of different types of reports. 
a. Click the Reports tab to display the “Reports” page. From here you can choose from 

several reports to view or display: 
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b. To return to this page from any of the reports, click the Reports tab again. 

 
8.1 All Coast Guard Report 

From the Reports tab, the report type headings are in alphabetical order. Scroll down to 
the Personnel Accountability heading to view the following reports. The “All Coast 
Guard Report” shows all 12 Personnel Designation types and the personnel 
accountability (PA) numbers broken down for each one. 
a. Click the All Coast Guard Report link under the Reports tab. The “PA USCG Report” 

page will be displayed: 
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1. Click the Event drop-down list and select an event. 
2. Click the District drop-down list and select a district. NOTE: “All” in the District 

drop-down list displays all personnel in the selected event, across all districts. 
3. Click the View Data button to see the report: 

 
NOTE: “Unaccounted For” is typically a very low number referring to those who have 

been reported with a status of “unaccounted”, as if they cannot be found. “Unreported” 
means that nothing (no whereabouts nor status) has been reported about a person at all. 

i. Click the Export to Excel link to save or view this as an Excel spreadsheet. 
ii. Click the Hide Filter link to display the report without anything above the date, 

and it will change Hide Filter to Show Filter: 
 

iii. Click the Show Filter link to display the report with the filters again. 
iv. Select another Event and/or District or click the Reports tab to return to the main 

“Reports” page. 
 

8.2 All Coast Guard Report by Dept ID 
This report provides the same information that the “All Coast Guard” Report provides, except 
that it provides the information for a particular Dept ID that you specify, and for the Dept ID’s 
hierarchy, if indicated. 
8.2.1 Under the Reports tab, click the All Coast Guard Report by Dept ID. The “PA 

USCG Report by Dept ID” page will be displayed: 
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8.2.2 Click the Event drop-down list and select an event. 
8.2.3 Enter a Dept ID in the Dept ID field. 
8.2.4 Click the Include Hierarchy checkbox to include data for subordinate 

departments to the one you enter in the Dept ID field. 
8.2.5 Click the View Data button to see the report. The following is an example report: 

 

8.2.6 Click the Reports tab to return to the main “Reports” page. 

8.3 Performance Report – First 100 Hours (a.k.a. “Snake Chart”) 
This report displays the % accounted for at the top of each hour throughout the first 100 
hours of an event. This is an example report: 
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8.3.1 Click the Performance Report – First 100 Hours (a.k.a. “Snake Chart”) link under the 

Reports tab. The “Personnel Accountability Performance Report” window will appear: 

 
8.3.2 Click the Event drop-down list and select an event. 
8.3.3 Click the Download Excel button to download the report to an Excel spreadsheet. 

8.3.4Once you open the spreadsheet, click the “Source data” tab at the bottom of the 
spreadsheet to view more details, i.e. the statistics that went into the snake 
chart: 

 

8.3.5 Click the Reports tab to return to the main “Reports” page. 
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8.4 Updated Performance Report - (a.k.a. “Snake Chart”) 
This report is available only for CGHQ users. Like the previous Snake Chart described in 
section 10.3, this report displays the % accounted for at regular intervals of an event. This 

report, however, gives you much more control about the content that is displayed and how it 
is displayed. This is an example report: 

 

a. Click the Updated Performance Report - (a.k.a. “Snake Chart”) link under the 
Reports tab. (This link will not work for you if you are not a CGHQ user.) The “PA 
Performance – Snake Chart” window will appear. 

b. The Event pull-down menu will display an event; if desired, click this to select another 
event. 

c. The default start and end dates and times for the event will be displayed. Click these 
fields to change the default values, if desired. 

d. In the “Series” box, click the groups for which you want to see accounting numbers. The 
default is “Total”. NOTE: The total includes all groups, not just those you have checked. 

e. The “Show Dependents” check box is checked by default so that the “Series” box 
includes lists of groups of dependents. Uncheck this check box if you want to shorten 
the “Series” list. By default, the groups of dependents are displayed. 

f. Enter a number of pixels for width and height of your graph. The default values are 640 
X 480 (width by height). If you increase or decrease these values, you will be zooming in 
or out on the graph. Increase width to make the graph display more granularity over time 
for the same dates selected; increase height to make the graph show more granularity 
of % accounted for during the same dates. 
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g. Click the arrows to the left of the graph to display the graph only. 
h. Click the Download as PNG button to save the graph to a file. 
i. Click the Reports tab to return to the main “Reports” page. 

 
8.5 All Dept ID Report by Chain of Command (District) 

This report provides an accountability status for each Dept ID in a selected District. It 
includes Total Assigned, Total Affected, Number Accounted For and % Accounted For. It 
may be downloaded in summary form (as displayed) or in a more detailed form which 
includes underlying data. 

8.5.1 Click the All Dept ID Report by District link under the Reports tab. The “PA All 
Dept ID Report by District” page will appear: 

 
8.5.2 Click the drop-down lists to select an event and a district, and optionally, a sector 

and % accounted for. 
8.5.3 Click the View Summary button and a table similar to the following will appear:  

 

8.5.4 Click Download Summary to download an Excel spreadsheet with the 
displayed summary. 

8.5.5 Click Download Detail to download a detailed Excel spreadsheet with 
accounting statuses for each personnel designation type in the specified 
Dept ID. 

8.5.6 The Hide Filter link and subsequent Show Filter link work the same as with 
the “All Coast Guard Report”, described in section 10.1. 

8.5.7 To clear the search criteria, click the Reset button. 
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8.5.8 Click the Reports tab to return to the main “Reports” page. 
 

8.6 All Dept ID Report by Dept ID 
This report shows the PA accounting numbers for a single Dept ID, and optionally, for its 
reporting path up the chain of command. 

8.6.1 Click the All Dept ID Report by Dept ID link under the Reports tab. The “PA 
All Dept ID Report by Dept ID” page will appear: 

 

8.6.2 Click the Event drop-down list and select an event. 
8.6.3 Enter a Dept ID in the Dept ID box. 
8.6.4 Click the Include Hierarchy box to display numbers for the department 

ID and all subordinate departments. 
8.6.5 Click the View Summary button to display a table similar to the following: 

 

8.6.6 Click Download Summary to download an Excel spreadsheet with the 
displayed summary. 

8.6.7 Click Download Detail to download a detailed Excel spreadsheet with 
accounting statuses for each personnel designation type in the specified 
Dept ID. 

8.6.8 The Hide Filter link and subsequent Show Filter link work the same as 
with the “All Coast Guard Report”, described in section 10.1. 

8.6.9 To clear the search criteria, click the Reset button. 
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8.6.10 Click the Reports tab to return to the main “Reports” page. 
 

8.7 All Dept ID Report by Hierarchy 
This report shows the PA accounting numbers for all Dept IDs under a selected point in the 
Coast Guard chain of command. Choose a starting point by selecting a combination of tiers. 

8.7.1 Click the All Dept ID Report by Hierarchy link under the Reports tab. The 
“PA All Dept ID Report by Hierarchy” page will appear: 

 

8.7.2 Click the Event drop-down list to select an event. 
8.7.3 Click the Tier 1 drop-down list to choose a “Tier 1” Command. 
8.7.4 If desired, click the “Tier 2” and “Tier 3” drop-down lists to choose a command 

for each; these are optional. 
8.7.5 Click the % Accounted For drop-down list to select a filter setting of 100%, 

less than 100%, or 0%. 
8.7.6 Click the View Summary button and a table similar to the following will 

appear:  

 

8.7.7 Click the Download Summary button to download an Excel 
spreadsheet with the displayed summary. 

8.7.8 Click the Download Detail button to download a detailed Excel 
spreadsheet with accounting statuses for each personnel designation 
type, in each Dept ID. 
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8.7.9 The Hide Filter link and subsequent Show Filter link work the same as 
with the “All Coast Guard Report”, described in section 10.1. 

8.7.10 To clear the search criteria, click the Reset button. 
8.7.11 Click the Reports tab to return to the main “Reports” page. 

 
 

8.8 Accounting Roster by Event and Dept ID Report 
This report provides a roster of personnel affected by a selected event who are assigned to 
a Dept ID, including or excluding its hierarchy. It is produced in an Excel file format only. 

8.8.1 Click the Accounting Roster by Event and Dept ID button under the 
Reports tab. The "Accounting Roster by Event and Dept ID” window will 
appear: 

 

8.8.2 Click the Event drop-down list and select an event for which you want a report. 

8.8.3 Enter a 6-digit Dept ID in the Dept ID box (i.e. don’t forget leading zeroes, if 
necessary). 

8.8.4 Click the Include Hierarchy checkbox, if desired. 
8.8.5 Click the Download Excel link to save the accounting roster for this event 

to an Excel spreadsheet. The following report is similar to one you would 
see: 

 

8.8.6 If desired, click the Reset button to clear out the values you have entered. 
8.8.7 Click the Reports tab to return to the main “Reports” page. 

 
9 Help Tab 

The Help tab is a good place to go for a lot of useful information and links to even more 
useful information. 
9.1 Click the Help tab. The first sub tab you will see is General Help. Several scrollable panes of 

information are displayed: 
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a. Click any of the links to either open another window with a website, or to view or 

download a file. 

b. Click the small icon ( ) in the upper-right corner of a pane if you want to “detach it”, i.e. 
cause it to open in a new browser window. 

9.2 Click the Support Help sub tab. The Help tab offers help in 4 different panes: “CGPAAS 
Help”, “User Guides and other Downloads”, “Contact Numbers”, and “Release Notes”: 
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9.3 Click the Reference Library sub tab. Key cross-service contact details and several scrollable 

panes of information are displayed: 
 

 
9.4 Click the Training sub tab. The Training tab offers Online Training Materials which includes 

Interactive Frequently Asked Questions (FAQ) and Computer Based Training (CBT) for CORs. 
CORs may complete this training and receive a printable certificate upon completion.  

 

10 Admin Tab (District CORs or CGHQ Users) 
This tab is available only for users who are District CORs or CGHQ users. It allows these 
personnel to manage events and population within a Geographical Area of Interest (GAOI). 

 
10.1 Event Manager 
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Under the Admin tab the first screen displayed is the “Event Manager” with “Event Tasks”, 
“Filter”, and “Details” panes on the left. 
The “Event Tasks” pane displays links depending on the state of an event. The “Filters” 

pane allows you to choose the type of events to be displayed. The “Details” pane displays 
information about an event that you clicked.  

a. Click the double arrows  to minimize (collapse) or maximize (expand) the panes. 
b. Sort the list of events by their columns, by clicking the column titles. 

 
10.1.1 Create a New Event 

There are 4 steps to create a New Event. 
a. To get started, click the Create a new event link in the “Event Tasks” pane. 

10.1.2 Create a New Event Step 1, Basic Event Information 
When a District COR or CGHQ user first clicks the Create a new event link, an Event 
Creation Wizard window will pop up in a new window to prompt for specific information. 
There are 4 initial questions displayed in step 1: 

 
1. Click the circle next to the type of event you are creating: Real or Exercise. 
2. Click the circle next to when you want the event to start. If you clicked At a particular 

time, additional prompts will be displayed. 
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a. Click inside the box by What day will the event start? And a calendar will pop 
up where you will click the start date. 

b. Click the arrows by the hour  to specify when the event will start (00-23). 
c. Click the drop-down list to select the time zone when the event will start. 

3. Click the circle that answers if you want this event to allow for an assessment. 
4. Click the circle that answers if you want this event to require personnel to 

account.  
a. Click the circle that answers when the accounting will start. If you clicked 

At a particular time, additional prompts will be displayed. 

b. Click inside the box by What day will the accounting start? And a calendar will 
pop up which you will use to click the start date. 

c. Click the arrows by the hour  to indicate when the event will start (00-23). 

d. Click the circle that answers if you want to schedule a time for the accounting to stop. 

e. Click inside the box by What day will the accounting stop? And a calendar will pop up 
which you will use to click the start date. 

f. Click the arrows by the hour  to indicate when the event will stop (00-23).  

5. Click the Next button to continue the Event Creation Wizard. Step 2 will be displayed. 
 

10.1.3 Create a New Event Step 2, Create a GAOI 
In step 2, a user will create a Geographical Area of Interest (GAOI). There are 3 buttons 
in this step, on the left. 
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10.1.3.1 Click the Modify Current button to specify which groups of personnel will be affected by 

the event. The Population Picker Editor pane is displayed: 

 
10.1.3.2 In the Included Personnel section, click the appropriate checkboxes for the 

Sponsors and Dependents who will be affected by the event. 

10.1.3.3 In the GAOI Parameters section, highlight a parameter on the left (e.g., countries, 
states, counties, zip codes, or Department IDs) and then click the Add button. 

 
10.1.3.4 Scroll up or down to locate the country, state, etc. you want to add for this event. Click a 

country, state, etc., to highlight it and select it. If you want to select more than one entry, 
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hold the CTRL key down as you click multiple entries. 
10.1.3.5 Click the Add> button to include the countries, states, etc. in the event. 
10.1.3.6 If necessary, click the Remove button to remove an entry, from the event. 
10.1.3.7 While still in the “Select Countries…”, or “Select Zip Codes” …, etc., window, click the 

OK button. The “Population Picker Editor” pane will be displayed again. 
10.1.3.8 Click the Preview button to view the populations of the designated Sponsors, 

dependents, total individuals, and families, who will be affected by the event. If 
a designation was not selected, or if the value is 0, 0 will be displayed. 

 

10.1.3.9 Click the OK button when finished. The “Population Picker Editor” pane will be 
displayed again. 

10.1.3.10 Click the OK button. Step 2 of 4 in the Event Creation Wizard will be displayed again. 

10.1.3.11 Click the Replace with New button to replace an event’s GAOI parameters. The 
same screens and buttons as seen in step a, Modify Current, are available. 

10.1.3.12 Click the Replace with Existing button to select an existing population from 
another event that will be affected by the event. 

 
10.1.3.13 Click an event population. 
10.1.3.14 Click the Preview button to show the designated numbers of Sponsors, dependents, 

total individuals, and families. 
10.1.3.15 Click the OK button on the “Preview” screen. 
10.1.3.16 Click the OK button on the “Select an existing Population” screen to accept the 

population of the chosen event. Step 2 of 4 will be displayed again. 
10.1.3.17 Click the Next button to continue the Event Creation Wizard. Step 3 will be displayed. 
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10.1.4 Create a New Event Step 3, Name and Description 

In this step a user will provide the name and description for an event: 
 

 
 

10.1.4.1 Enter a name for the event. 
10.1.4.2 Enter a short name for this event (up to 20 characters). 
10.1.4.3 Provide a brief description of this event. 
10.1.4.4 Click the Next button. Step 4 will be displayed. 

 
10.1.5 Create a New Event Step 4, Summary 

In this step a user will review the information provided for an event: 

 

10.1.5.1 Click Back to go back to step 3 to make any changes, or click Cancel to cancel creating 
the event, or click Finish to finish creating the event. Clicking the Finish button will 
display a window to let you know the event has been created. 

 

10.1.5.2 Click the Close button. 
 

10.1.6  View this Event 
To see any of several links to tasks for a particular event, you must first click one of the 
events seen under the Name column. 
a. Click an event and a list of links to tasks is now shown on the left. 
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The links seen under Event Tasks differ based on the state of the event state, though they 
will be similar. States include Active, Stopped, and Staged. 
b. Click the View this event link to view information about an event. What you see is 

covered next. 
 

10.1.7 GAOI Information Tabs 
Under the Admin tab, if you click the Event Manager menu item on the left, highlight a 
listed event and then click the View this event link, you will see 3 tabs at the top of the 
“GAOI Information” pane: 

 

10.1.7.1 The “Stats” tab (shown above) displays the current number of individuals to be, or who 
have been, accounted for. 

10.1.7.2 The “Filter” tab displays the Included Personnel and GAOI Parameters. 
10.1.7.3 The “Designation Breakdown” tab displays the Sponsors, dependents, total individuals, 

and families who meet the original filter criteria for an event, by designation (whether they 
have to account or not): 
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10.1.8 Event Action Buttons 
Under the Admin tab, if you click the Event Manager menu item on the left, highlight a 
listed event and then click the View this event link, you will see several buttons at the 
bottom of the “GAOI Information” pane which allow you to take action on the event. The 
buttons available to you depend on the state of the event. 

 

10.1.8.1 Close Event button – click this to close the event. A message prompts you to click Yes 
or No: 

 

10.1.8.2 If you click Yes, you cannot reopen the event to modify it. The basic information will now 
show State: Closed. To display the closed event again later, go to the “Filters” pane 
seen when you first open the “Event Manager” and click the box next to “Show Closed 
Events” to display closed events: 
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10.1.8.3 If you click No, the event remains open, and the previous screen is displayed. 
10.1.8.4 Click the Modify button to edit information about the event:  

 

10.1.8.5 If “Requires personnel to account” is set to Yes, then you will be able to modify the 
account state of the event. Click the appropriate circle (Active, Stopped, or Closed) to 
modify the account state. 

10.1.8.6 To modify the current filter, click the Current Filter button. This will display the 
“Population Picker Editor” pane 

10.1.8.7 To use GAOI parameters from an existing population, click the Other Existing Filter 
button.  

10.1.8.8 To provide a new population filter, click the Scratch button. This will display the 
“Population Picker Editor” pane 

10.1.8.9 To modify existing GAOI Parameters, click the Modify Addition button. This will display 
the “Population Picker Editor” pane.  



CGPAAS  Commanding Officer’s User Guide 

CGPAAS CO’s User Guide v3.1  76 
 

10.1.8.10 Click the Remove Addition button to remove any changes previously made using the 
Modify Addition button. 

10.1.8.11 To save your work regarding the Accounting State, Included Personnel, and/or GAOI 
Parameters, click the Save button. 

10.1.8.12 To terminate and not save any changes, click the Cancel button. 
10.1.8.13 To close the event, click the Close Event button. (See step a above). 
10.1.8.14 Start Account button – will only be displayed if accounting had stopped. Click this button 

if you want to start the accounting process. 
10.1.8.15 Stop Account button – will only be displayed if accounting had started. Click this to stop 

the accounting process. 
10.1.8.16 Close Account – click this to permanently stop the accounting process for this event. 
10.1.8.17 Close View button – click this to return to the previous screen. 

 
10.1.9  Modify an Event 

To modify the details of an existing event, click the event in the “Event Manager” pane. 
10.1.9.1 Click the Modify this Event link under the list of Event Tasks. 

 
10.1.10 Start an Event’s Account 

To start the accounting for an existing event, the event accounting must have been stopped. 
In this case, click the event in the “Event Manager” pane. 

10.1.10.1 Click the Start this event’s account link under the list of Event Tasks. 

 

10.1.10.2 Click the appropriate button, Yes or No, to start the accounting for the event. 
 

10.1.11 Stop an Event’s Account 
To temporarily stop the accounting for an existing event, the event accounting must be on- 
going. In this case, click the event in the “Event Manager” pane. 

10.1.11.1 Click the Stop this event’s account link under the list of Event Tasks. Because this link 
only stops accounting temporarily, accounting can be turned back on later. 

 

 

10.1.11.2 Click the appropriate button Yes or No to temporarily stop the accounting for the event. 
 

10.1.12 Close this Event’s Account 
To permanently stop the accounting for an existing event, click the event in the “Event 
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Manager” pane. 
10.1.12.1 Click the Close this event’s account link. With this link, accounting cannot be turned 

back on later. 
 

10.1.12.2 Click the appropriate button Yes or No to close the accounting for the event. 
 

 
10.1.13 Close this Event 

To permanently close an existing event, click the event in the “Event Manager” pane. 
10.1.13.1 Click the Close this event link. With this link, the event may not be turned back on later. 

 

10.1.13.2 Click the appropriate button Yes or No to close the event. 
 

10.2 Population Manager 
The Population Manager menu item is found under the Admin tab. It allows you to create a 
new filter, for identifying personnel based on selected criteria, or to view or edit an existing 
filter. The filter may or may not be used to identify people affected by an event, and it can 
also be used to identify people affected by more than one event. 

10.2.1.1 Under the Admin tab, click the Population Manager menu item. This will 
display the “Population Manager” window with “Filter Tasks” and “Details” panes 
on the left: 

 
10.2.1.2 Click any of the column titles to sort the list of filters by their name, name of the 

event that uses the filter, date modified, or description. 

10.2.1.3 Click the double arrows  to minimize (collapse) or maximize (expand) the 
panes. 

10.2.1 Create a New Population Filter 



CGPAAS  Commanding Officer’s User Guide 

CGPAAS CO’s User Guide v3.1  78 
 

A population filter allows you to select filter criteria to identify the personnel within a 
geographical area. To create a population filter, you simply click the Create a new filter link 
under “Filter Tasks”. 
a. Click the Create a new filter link under “Filter Tasks”. A “New (unsaved)” pane will 

appear: 
 

1. In the “Description” pane, enter a short name for this filter. 
2. In the “Included Population” pane, click the boxes next to the Sponsors and 

Dependents who will be affected by the event. 

3. In the “GAOI Parameters” pane, highlight a parameter on the left (e.g., countries, 
states, counties, zip codes, or Department IDs) and then click the Add button. 

 

 
i. Scroll up or down to locate the country, state, etc., you want to add for this event. 

Click a country, state, etc., to highlight it and select it. If you want to select more 
than one entry, hold the CTRL key down as you click multiple entries. 

ii. Click the Add> button to include the countries, states, etc. in the event. 
iii. If necessary, highlight an entry and then click the Remove button to remove the 

entry from the event. 
iv. While still in the “Select Countries…”, or “Select Zip Codes…”, etc. window, click 
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the OK button. The Population Manager will be displayed again. 
4. Click the Preview button to view the populations of the designated Sponsors, 

dependents, total individuals, and families who will be affected by the event. If a 
designation was not selected, or if the value is 0, 0 will be displayed. 

 
5. Click the OK button when finished. The Population Manager will be displayed again. 
6. Click the D/L Roster button to download the list of Sponsors to an Excel 

spreadsheet with several columns including Agency, Name, Sponsor Name, Pay 
Grade, UIC, Command Name, and Designation, and more. 

7. In the Population Manager click the Save or Save As button to save the changes 
you made to the Population Manager filter. You will be prompted for a filter name: 

 
i. Enter a name. 
ii. Click the OK button. 

8. In the Population Manager, click the Close button to return to the main page. If the 
filter has not been saved yet, you will be prompted to save the filter. 
i. Click the appropriate button to Save, Don’t Save, or Cancel your updates to the 

filter. 
 

 

ii. If you clicked the Save button, you will be prompted for a filter name. 
 

iii. Enter a name and click the OK button. 
iv. Click the Close button and on the main Population Manager page, your new filter 

is displayed on the bottom of the list. 
9. In the Population Manager click the Name column header to sort the filters 

alphabetically. 

10. Click a particular Population filter to display information in the “Details” pane on the 
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left side of the Population Manager window. 

 
10.2.2  Filter Tasks 
In the Population Manager, when you click an existing filter, there are several links under the 
“Filter Tasks” pane. The number of links depends on who created the filter. If you created a 
filter, you would have 7 links: 

 
With filters that were created by others, you will only have access to 5 links, i.e. you won’t 
see Rename this Filter or Delete this filter. 

10.2.1.4 Click the Create a new filter link to create another population filter.  
10.2.1.5 Click the Open this filter link to modify an existing filter. If you created the filter, you 

would have access to the same features you had when you created the filter. If someone 
else created the filter, it will be read only, as shown next: 

 

10.2.1.6 If you created a filter, you will see the Rename this filter link. Click this link to 
give a new name to the filter: 

 

10.2.1.7 Enter another name for the filter, and then click the OK button. 
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10.2.1.8 If you want to keep the same name, click the Cancel button. 

10.2.1.9 Click the Clone this filter link to make a copy of an existing filter without 
creating a new one from the beginning. You will be prompted for a new name. 

 

10.2.1.9.1 Enter a new name for the filter. 
10.2.1.9.2 Click the appropriate button, OK or Cancel. 

10.2.1.10 Click the Delete this filter link to remove the filter from the list. (This is only 
available if you created the filter.) 

 

10.2.1.10.1 Click the appropriate button Yes or No to delete the filter. 
10.2.1.11 Click the Preview this filter link to view the identified Sponsors and 

dependents associated with this filter: 
 

 
 

10.2.1.11.1 Click the OK button to close the preview pane. 
10.2.1.12 Click the Download roster link to view an Excel file with a list of Sponsors. This 

has the same function as the D/L Roster button seen when you open a filter, 
covered in 16.2.1. 

 
10.3 Alert Manager 

The Alert Manager menu item, found under the Admin tab, is used to manage and publish 
alerts. When you first click the Alert Manager menu item on the left, you will see 3 menu 
items under the heading “Alert Publisher”: Publish Alert, Alert Management, and Alert 
Admin. 
10.3.1 Publish Alert 
The Publish Alert menu item allows you to set up and manage alerts. With this tool you 
can set your target audience, manage how and when personnel receive the alerts, and view 
the content automatically created for the alert messages. 

10.3.1.1 Click the Publish Alert menu item under the “Alert Publisher” heading. 
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The “New Alert” pane is displayed, with 4 sections. 
 

 

10.3.2 Targeting Pane 
The “Targeting” pane is used to specify the group associated with an event that will receive 
the alerts. 

 
a. Click the Select Event drop-down list to choose an event. 
b. Click the appropriate circle to Notify either “Unreported Personnel”, “Support Users of 

Unreported Personnel”, or “Unaffected Sponsors with affected Dependents”. Unreported 
Personnel are those who have not been accounted for and Support Users are the CORs 
who have unreported personnel within their Dept ID. Unaffected Sponsors with affected 
Dependents are those Sponsors who may, for example, be out of the affected area, but 
who have dependents who are in the affected area. 

 

10.3.3 Devices Pane 
The “Devices” pane is used to designate how the population will be alerted. Any one or 
more of the devices may be selected. 
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10.3.3.1 Click the checkbox next to “Work Email” and/or “Alternate Email” to 
send alerts via email. 

10.3.3.2 Click the checkbox next to “Mobile Phone” to send a text message. 
10.3.3.3 Click the checkbox next to “Home Phone”, “Work Phone”, and/or 

“Mobile Phone” to send alerts via phone. 
10.3.3.4 Click the Show Phone Options link to view options regarding when the 

population will be contacted: 

 
10.3.3.5 Click the first drop-down list to select the number of times you want the 

system to attempt to contact a user. 
10.3.3.6 Click the second drop-down list to specify the hours and minutes you 

want between calls. 
 

10.3.4 Content Pane 
The “Content” pane displays the message to be sent in alerts. In the “Content” pane, the 
Alert Title or Email Subject is automatically provided. It is created using the event name 
between “CGPAAS” and “Alert – EXERCISE”. 
The message differs depending on the chosen device, but it will be shown for any or all 
selected types of devices, phone, email, or mobile phone. 
In the next picture only work email and home phone were selected for the “Coast Guard 
Demo” event. 
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10.3.5 Schedule and Options 
In the “Schedule and Options” pane, you specify the date and time when the alert will be 
sent. 

10.3.5.1 Set the time, in one of 2 ways: 

 

10.3.5.2 Click As soon as I click the publish button (if event has started) to 
start the alert right away. 

10.3.5.3 You may also specify a future date by clicking Set date and time and 
clicking the calendar icon to display a calendar in a new window. You 
will click a date on the calendar and enter the time using a 24-hour 
format (hh:mm:ss). 

 

10.3.5.4 Enter the Alert Duration, number of hours, minutes, or days, and then 
click the drop- down list to select the unit in hours, minutes, or days. 
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10.3.5.5 Click the Publish button when you are finished. A message indicates 
that you will be redirected to the main page. 

 
10.3.6 Alert Management 
Using the Alert Management menu item, under Alert Manager, you have the ability to view 
a list of alerts and, if desired, to end an alert. 

10.3.6.1 Click the Alert Management menu item under the “Alert Publisher” 
heading. The published alerts are displayed. 

 

10.3.6.2 To end an alert, click the End button. 
 

 
 

10.3.6.3 Click the appropriate OK or Cancel button to terminate the alert. 
 

10.3.7 Alert Admin 
With the Alert Admin menu item, you can close alerts that have ended. 

10.3.7.1 Click the Alert Admin menu item under the “Alert Publisher” heading to 
administer alerts. The “Alert Admin” pane is displayed, with 4 buttons: 

 

10.3.7.2 Click the Close Ended Alerts button to close all alerts that have ended. 
Once alerts are closed, they cannot be re-opened later. 
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10.3.7.3 The Get Active Alert Tracking Details button causes CGPAAS to 
begin pulling responses from the server in order to populate accounting 
summaries which you can see under the Accounting tab. 

10.3.7.4 Click the Send Staged Alerts button to re-send alerts that are in the 
“staged” status. 

10.3.7.5 The Send Athoc Users button is not used. 
 

10.4 Dept ID Workbook Gen 
The Dept ID Workbook Gen menu item, found under the Admin tab, allows the CGHQ 
user to build a detailed Department hierarchy of the USCG in an Excel spreadsheet: 

 
10.4.1 With USCG selected in the Agency drop-down list, click the Build Workbook 

button. This will generate a very large spreadsheet with the hierarchy of the 
USCG. 

This works the same as the Dept ID Excel Download menu item under the Dept ID 
Admin tab. CAUTION: The spreadsheet could take a while to generate and 
download. 

 
10.5 Personnel Upload 

Though you may see the Personnel Upload menu item under the Admin tab, only the 
CGHQ user type has permissions to use it. This allows the CGHQ to manually upload a list 
of Foreign National or CONUS Contractor personnel assigned to a Dept ID. The uploaded 
personnel will appear in the accounting tools, and the personnel list, and will be capable of 
self-accounting; but they will be excluded from assessment, case management and any 
official reporting. 
 
10.5.1 Click the Personnel Upload menu item under the Admin tab and the “Upload 

Personnel” page will be displayed: 
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11 Acronyms 
 

CAC Common Access Card 
CBT Computer Based Training 

CGFM Coast Guard Family Member 
CGHQ Coast Guard Headquarters 
CGPAAS Coast Guard Personnel Accountability and Assessment System 
CO Commanding Officer 
COR Commanding Officer Representative 
EDIPI Electronic Data Interchange Personal Identifier 
FAQ Frequently Asked Question 
FORCECOM Force Readiness Command 
GAOI Geographical Area of Interest 
ID Identification 
OCONUS Outside the Continental United States 
OPCOM Operational Command 
PA Personnel Accountability 
PDF Portable Document Format (Adobe Acrobat file format) 
POC Point of Contact 
T1CO Tier 1 Commanding Officer (CGPAAS User Type) 
TDY Temporary Duty 
Dept ID Department ID 
USCG United States Coast Guard 
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12 Annexes 
 
12.1 CGPAAS New Features Slick Sheet 
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12.2 CGPAAS PST Mobile App View Slick Sheet 
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12.3 CGPAAS PST Sponsor Web View Slick Sheet 
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12.4 CGPAAS PST Support Web View Slick Sheet 
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