COAST GUARD PERSONNEL ACCOUNTABILITY
AND ASSESSMENT SYSTEM (CGPAAS)

Commanding Officer's User Guide
for

U.S. Coast Guard
Human Resources (CG-1)

Version 3.1

30 September 2021

Commandant (CG-1)
US Coast Guard Headquarters
2703 Martin Luther King Ave SE
Washington, DC 20593-7907



CGPAAS Commanding Officer's User Guide

(THIS PAGE INTENTIONALLY LEFT BLANK)

CGPAAS CO’s User Guide v3.1 2



CGPAAS Commanding Officer's User Guide

Revision History

Date Version | Description Author(s)

Sep 2021 3.1 Updated document to reflect latest software | NIWC-Pac
updates.

Jan 2021 3.0 Updated document to reflect latest software | NIWC-Pac
updates.

Updated whole document to reflect latest
software release.

Updated whole document to reflect latest
Dec 2014 1.5 software release 4.23, and updated SSC Pacific
address on cover page.

Updated whole document to reflect new

May 2018 2.0 SSC Pacific

Oct 2013 14 . SSC Pacific
version of software.
Updated to add section on Admin Tab
(District CORs only); to change formatting -
Apr 2013 1.3 to left justify text throughout, and to use SSC Pacific
styles; and to reflect updated software.
Sep 2011 1.2 Updated Whol_e document to reflect current SSC Pacific
software version.
Apr 2011 1.1 Updated CGPAAS URL. SSC SD
Oct 2009 1.0 Initial Version for Coast Guard CGPAAS SSC SD

1.0.

CGPAAS CO’s User Guide v3.1 3



CGPAAS Commanding Officer's User Guide

Table of Contents

1 General INformation ........ oo s s e e e n e e e n e e an e e nnn e 6
1.1 LOGin 10 CGPAAS ...ttt ettt et e e e e e e e bt e e e e e e e e e e e e a e e e e e e e e e e e aaan 6
1.2 Account for Yourself and Your DEPENdENtS ...........iiiiiiiiiiiiiieiieeeecee e 7
LIRS T = o700 TS YR 1= o J 8
1.4 Update Personal Information and Verify Account Settings .........ccccooeiiiiiiiiiiiiiiiiiiciiieceeeeeeen 8

2 My INfo Tab . ————————————————————— 8
P22 B S 10 .4 4 T= Y PP 8
2 070 01 = (o1 0l [ 0] {074 1 1 7= 1{ o] o F T 9
P B 0o 01 = (o1 A | o TR 9
2.3 Family Member INfO .....cooviiiii e e 11
2.4 Affiliation INfOrMatioN. ... ... oot e e e e e e e e e 12
2.5 EMErgencCy CONACES.........uuiiiiiiiiiiii ettt e e e e et e e e e e e e nnnnees 14
P2 T B 1S3 o] =T =T N 10 Yo=Y 1o T o 15
2.7  EVENt INTOrMatioN ... oo 16
P S T O AV | 5 R L TR 17
2.9 COR LISt et 20
2.10 USEE ACCOUNT ...t e e et e et e e et et e et e et e e e e e e e et e et e e e e e e eenaees 20

3 1| LU= = g 1= 1 o 21
3.1 Affecting the List of Records Displayed.............oooeiiiiiiiiiiiiiees e 21
3.2 Command MUSEEE TOTAIS .......uiiiiiii et et e e e e e et e e e e et e e ranes 22
3.3 Command Muster - Results Per Page...........c..uuiiiiiiiiiiiieeeeee e 22
3.4 Command Muster - Search and Filter Criteria ...........c..ooieeiiiiii e 22
3.5 Command Muster - Export to Excel Button...............ooiiiiiiii e, 23
3.6 Command Muster - Add sponsor to Roster Button .............ccevviiiiiiiiiiiiiiiiiiiiiieieiviiiies 24
3.7 Command Muster - Confirmation COlUMN ..........cooueiiiii e e 26
3.8 Command Muster — Name Column and Full Profile...........cooouviiiiii e, 26
3.9 Command Muster — Duty Status COIUMNS ...........couviiiiiiiirec e 28

4 090 1V | T e I 1= T o T 31

LT 0o 1 113 P 1 g L RN 1= 1 o S 32
T I 07 I 101 (o Yo [UTo} i o] o FR TR 33
I A 01O I S =] (=1 (=Y (o1 J TP 33
5.3 View, Add, and Remove CORs for a Department ID ............cccoeiiiiiiiiiii e, 34
5.4 Viewing Dept IDs @ COR REPIrESENES. ......coviiiiiiiiiiiiiiiiieiiiiiiiiieieieeeeeaeseeaeesssaseeesenesnnnsnnnnnnnnnnn 36
5.5 Lookup all CORS fOr @ DEPt ID.......oeviiiiiiiiiiiiiiiiiiiiiieieieeieeeeeaeeaeeeeeeeeeeeeeaesassaasssssnssnnsssnnnnnnnnnes 37
LT T B =Y o A I =TIV T PP 38
5.7 Using the Dept LOOKUP PAQE .......coviiiiiiiiiiiiiiiiieieeeee e eeeeeeenennenee 39
5.8 View the Dept ID Hierarchy and Dept ID Information...............coovveiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiees 40
5.9 Updating the Dept ID Administration (CGHQ ONly) ........ooccumiiiiiiiiiiiiiieeee e 41
ST IO D I=To) 1D AV o]y SoToTe] QL CT=T o ToT = | (o 47

6 [ =Y =3 ] 1 L= 1NN 1= o 47
6.1 SArCh fOr PEIrSONNEL ........oieeiiee e et et e e e e et e e e e et e e ranes 48
6.2 Add Personnel and INformation ...........c.uiiuuiiiiiie et 49
6.3 Edit CGFM Personal INfOrmation ...........ooeuiiiii e 50
6.4 Affect Personnel for an BVENL...... ... e 51

CGPAAS CO’s User Guide v3.1 4



CGPAAS Commanding Officer's User Guide

7 AcCOUNtiNG TaD ... 52
7.1 Account for Personnel Affected by an Event ...........cccoooiiiiii e, 54
8 [2= o Lo =T - | T 56
8.1 All Coast GUAId REPOI........uuuuiiiiiiiiiiiiiiiiiieiieieeae s 57
8.2 All Coast Guard Report by DeptID .......oiiiiiiiiiiiie e e e e e eanaes 58
8.3 Performance Report — First 100 Hours (a.k.a. “Snake Chart”)..........ccccooeeeiiiiiiiiiieeees 59
8.4 Updated Performance Report - (a.k.a. “Snake Chart”) .........cccoeeiiiiiiiiiii 61
8.5 All Dept ID Report by Chain of Command (DiStriCt) ............oouvviiiiiiiiiiicc e, 62
8.6 Al Dept ID Report by DEPLID .....coiiiiiiiiii it a e aaaae 63
8.7 All Dept ID Report by HIierarChy ............oooeoiiiiiiiiiiiiie e 64
8.8 Accounting Roster by Event and Dept ID RepOrt..........coovviiiiiiiiiiiiiiiiiiiiiiiieee 65
9 [ = 1o T - o 2 65
10 Admin Tab (District CORs or CGHQ USers).........cccommerriiiiiinissmsnnnc s 67
O TR B =T o) 1 = = o =T 67
10.2 Population IMANAGET .......cccii e e e e et s e e e e e e e e e e e e 77
O I (=T 1Y = =T =T PP PP 81
10.4 Dept ID WOIrKDOOK G N ..... ot e e e e e e e e e e e e e e e raa e e 86
10.5 Personnel UPIOad ..........iiiiiiiii e e e e e e e e e 86
TR Yo7 o 13 1 L= 88
7 X 3T 1= (- 89
12.1 CGPAAS New Features SIICk Sheet ... 89
12.2 CGPAAS PST Mobile App View SIICK SREEL ... 90
12.3 CGPAAS PST Sponsor Web View Slick Sheet ..., 91
12.4 CGPAAS PST Support Web View Slick Sheet ...........c..ueiiiviiiiiieee e 92

CGPAAS CO’s User Guide v3.1 5



CGPAAS

1 General Information

Commanding Officer's User Guide

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:

=== Unclassified//For Official Use Only =~

el VE -
CGPAAS Login Page

To access all features available to you, log in with your PIV/CAC.

Insert your PIV/CAC before logging in.

LOG IN WITH YOUR PIV/CAC

OR

Log in with limited access using your username or DoD ID and password.

Username or DoD ID

Coast Guard Personnel
Accountability & Assessment System

Coast Guard Personnel Accountability and
Assessment System (CGPAAS) standardizes
a methed for the Coast Guard to account,
manage, and monitor the recovery process for
personnel and their families affected and/or
scattered by a wide-spread catastrophic
event. CGPAAS provides valuable information
to all levels of the Coast Guard chain of
command, allowing commanders to make
strategic decisions which faciltate a return to
stability.

CGPAAS allows Coast Guard Personnel to
do the following:

Report Accounting Status
Update Contact
Location Information

View Reference Information

LOG IN WITH LIMITED ACCESS

Reset your password

Technical

For assistancafteshnical issues. please contast he CGFAAS Helpdesk.

You may 2lsc send 2n e-mail to g Ll Plesse include your name, grimary email address and Deot D (if
possible) in order o contact you. Please do NOT include SSNIDOE.

Contact CGPAAS Support This iz an Official U.S. Coast Guard Web Site

SSN and DOB are used by CGPAAS for user login and suthentication only. They &

re sent to CGPAAS in ensrypied format. SSN and DOB infarmation already resides in CGPAAS and is not eaptured and stored fram

Privacy & Security Notice

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

CGPAAS CO’s User Guide v3.1
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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:

Home Mylnfo DailyMuster Event Reference Training Help

If you need IMMEDIATE help with basic necessities, please contact your
Introduction / FAQ Step 1 of 3:
Verify and Update your home information!

Print Blank Survey

‘This information is essential to contact you during this crisis.

What's the Process?

Survey indicates that you need assistance, a Case Manager wil

Step 1: Verify and Update Home Information

Street 1: [123 Easy Street
a

Supervisor or 911

Our records indicate you are affscted by an active event. Please updats your status ac required and click [Save or cick [Close] f

Select an Accounting Status from the drop down menu

S ——— 128315
P Account For Event: Test Event

er and an email is required)

etaman e L FIt accounting Status Last Updated g
Test, Tonia [Gnreported ] Never
Test, Jake [Unreported ] Never

" Test, Taylor [Unreported v Never

Member / Employee Deployed: [ ]
School-Age Children: [
Have Pets: (]

a. Click the Accounting Status list for the Sponsor and any dependents who are required

to account, and a list of statuses is displayed:

u!” page. If your Assessment Survey indicates that you need assistance, a Case Manager will
e be patient.

Our records indicate you are affected by an active event. Please update your status as reguired and click [Save] or
wour siatus is current.
Select an Accounting Status from the drep down menu

meLicEG Account For Event: Test Event

City: | Aberdeen
—a - AT A o

click [Close] if

Coast Mame (Last, First, - . Updated
Guardsman  MI) Accounting Status Last Updated: By
il Test, Tonia [Unreported ~ | Never

Unreported

Unreported

Safe and Mot Displaced

Safe and Displaced

Mot Safe and Not Displaced

Mot Safe and Displaced

Mot Present in Geographical Area of Event -
Mot Present in Geographical Area of Event -
Mot Present in Geographical Area of Event -
Mot Present in Geographical Area of Event -
Mot Present in Geographical Area of Event -
Mot Present in Geographical Area of Event -
Mot Present in Geographical Area of Event -

Transferred
Deployed TDY
Separated/Retired

UA/Deserter
Other
Leave

Deceased (Mot Due to Event)

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.

CGPAAS CO’s User Guide v3.1
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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.

Coast Guard Personnel Section 508/Accessibility Statement _
P . Logout
c G AAS Accountability & Assessment System Welcome, Tonia Test!
e

MyInfo Daily Muster Event Reference Trainin:

Announcements

System Notices =)

WELCOME TG THE COAST GUARD PERSONNEL ACCOUNTABILITY AND ASSESSMENT SYSTEM (CGPAAS) - Computor Based Training (CET) AF Impact -
CGPAAS provides tools and information to Coast Guardsmen and their families, as well as Coast Guard Commands to be able to provide status and whereabouts for all Active Duty,
Reservist, Civilians, their family members and OCONUS Contractors. The primary purpose of CGPAAS is to provide a single source of valuable insight, for all levels of the Coast Guard
command structure, into personnel accountabilty status and needs. This enables commanders to make strategic decisions that ensure continuity of operations and facilitate a retum to
stability for Coast Guard families affected by a disaster.

Adobe Flash has been discontinued on all dominate browsers at large. Qur
‘Technical Training and Development Team is working to update relevant
wersions of Computer Based Trainings (CBTs) to supported file types

We are currently experiencing delays as not all products were created within
the same authoring tools. The anticipated completion date is 29 January 2021

We avpvec\a(e your continued patience as we work through the conversion

Coast Guard Preparedness

As a reminder. there are electronic and downloadable User Gu\des and ofher
training documentation avalable under the ‘CO Reference’
Training tahs

Office of Work-Life Programs - Family Readiness Program
Are you and your family ready for sn emergency?

Emergencies such as natural disasters and an influenza pandemic have the potential of disrupting thousands of lives. One may affect you and your family. When emergencies accur,
the Coast Guard is likely o be among the first responders. Miitary and civilian organizations focus on the most critical needs first. Coast Guard families should be prepared manage
ontheir own for at least three days. Preparing for emergencies doesn't take a lot of time or effort, but it brings peace of mind. It could keep an emergency from tuming into a disaster ~*ATTENTION  *** NEW Family Member Requirement  *** ATTENTION
for you and your family. Failure to prepare can put yourself, your family, and your property in jeopardy. Take these three simple steps to prepare - Get a kit. Make a plan. Be -
informed

- Family Member EDIPI/DOD ID Updates -

Get a Kit Assemble a collection of first aid supplies. food. water, medicines, and important papers that can sustain you and your family until a crisis passes. Consider the unique needs

of your family and pets, then assemble emergency supply kits in your home, ear, and workplace. /Anew function in the system requires the EDIPI'DOD ID when adding a Family
WMember to the Full Profile of Active Duty and Reservist family members. If the

Make 2 Plan You and your family members may not be together when an emergency strikes. Planning ahead for various emergencies will improve your chances of keeping in touch, family member is in DEERS then they have an EDIPUDOD ID. 8

staying safe, and quickly reuniting Hot Topics ——

Be Informed Emergencies can arise from weather and other natural hazards, industrial and transportation accidents. influenza pandemics, and terrorist acts_ Anticipate the

emergencies most likely to affect you and your family. Knowing what to do can make all the difierence when seconds count ELUCOV Pandemic flu Information

One-stop access to U.S. Government pandemic flu information.
Resources The following websites offer more information, including useful links and checklists:
» Ready Campaign (Ready Campaign) - Information, checklists, and printable forms to educate and empower Americans to prepare for emergencies, including natural disasters @) e s Watchboard,

and potential terrorist attacks. Sponsored by the U.S. Department of Homeland Defense. Listo America (v listo govlamerica) is the Spanish version of Ready gov.
+ American Red Cross (wwredeross.org) - Preparadness guides and information for heme, school, work, and communily. The Safe and Well List

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

CGPAAS CO’s User Guide v3.1 8
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menu items on the left.

/&7 CGPAAS

Home Mylnfo Daily Muster Event Reference Training Help

S ! = \Section 508/Aceessibility Statement
Coast Guard Personnel - -

o .
Accountability & Assessment System N\ WelCome; Tonia Test!

Coast Guard Family Information Summary *7"Felp"
Summary

To see more detail for any section, use the left menu

Contact Information
Family Member Info

‘Contact Information
Sponsor Home Address

Affiation Information Name: Test, Tonia ~ (F) 123 Easy Sireet, Aberdeen, NC 28315, USA
Emergency Contacts

- S Phones Email Addresses
Displaced Location ;

Home Telephone: 123-555-1245 Work Email: test@estorg

Event Information Work Telephone: Home Email:
COR List Cell:
User Account Alt. Work Phone:

Primary Affiliation: USCG

Designation: Employee Country: Building:
Paygrade: State/Province: Floor:
Unit: CCCCCC - UNKNOWN ZIP/Postal Code: Room:
Sub Org:

Family Information

Name Relationship Age
Test, Jake Child Adult
Test, Taylor Child Adult

Event Information

Event Name Active Dates
Test Event 01-21-2021 - Present
“Preferred Contact method

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.

Summary Contact Info | “#"Help" Click the Edit button to make changes.

Personnel are ible for maintaini rate address and contact i jon In this section. Click the "Edit” button to make changes. | Verify Info as Current ||| Edit Contact Info ||
Family Member Info B R
Test, Tonia  (F) *Prefamad Contact Last updated 01-21-2021 by Tonia Williams
Aitntion Informtan Home Address: Home Telephane: 123-555-1245 Work Email: test@test.org Sponsar: Never
Emergsncy Carnkacts Ronrdon N 2am1s Work Telephone: Home Email:
Displaced Location Country: USA cell:
Event Information Alt. Work Phone:
COvID-19 Direct Access Home Address and Contact Info
COR List Data from Direct Access will be averwritten with data updates. To login to Direct Access, click[here|
User Account Home Address: Home Telephone: Work Email:
Work Telephone: Home Email:
Country: cell:
Alt. Work Phone:

Work Lacation | “7"Help"

Work Location is now on the Affiliation Information page

2.21 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:

CGPAAS CO’s User Guide v3.1
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Summary Contactinfo “7'Help" Click the Edit bution 0 make changes.
ContectInformation for st address and contact this section Click he “Edi button to make changes &§/ Verify Info as Current | ['Edit Contact Info |
Family Member info .

Test, Tonia  (F) rered Cortsct Last updated 01-21-2021 by Tonia Willams
Afliation Information Home Address: Home Telephone: 123-555-1245 ‘Work Email: fest@test org Sponsor: Never
E——— 123 Easy Streel

Ly Aperdeen, NC 28315 ‘Work Telephone Home Email:

Displaced Location Country: USA cell:
Event Information Alt. Work Phone:
covio-19 Direct Access Home Address and Contact Info.
COR List Data from Direct Access wil be ovenwitien with data updates. Tologin'o Direct Accesbycick herd
PI Home Address: Home Telephone: ‘Work Email:
T — Work Telephone: Home Email:

Country: Call:

Alt. Work Phone:

Work Location  “7'Fielp”
Work Location is now on the Affliation Information page

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:

cgpaas.uscg.mil says

Information has been verified as of 1-22-2021.

b. Click the Edit Contact Info button to add and/or update contact information. An “Edit”
window will appear:

MAKING CHANGES HERE DOES NOT UPDATE DIRECT ACCESS OR DEERS. IT IS IMPORTANT THAT PERMANENT CHANGES
TO THIS INFORMATION IS UPDATED IN DIRECT ACCESS AND DEERS..

Update the CGPAAS Information or copy sections from Direct Access.

*Last *First Middle Sufii

&

*Gender

Name: — —
This data
periodicall
To log i fo Direct Access and update your
NOTE: Please remove any FPO/APO mailing address listed and replace with your physical address. info, ciic
CGPAAS Information (Last updated 01-22-2021 by Tonia Test ) Direct Access Information
Country: [USA - Country:
Straet1: [123 Easy Street Street!:
Straet2: Street2:
City: |Aberdeen City:

State/Province: | NC North Carolina v State/Province:

ZIP/Postal Code: |28315 ZIPiPostal Code:

Home Telephone: Home Telephone:
Work "
Tophone: | e

< Copy Phonas

Alt. Work -
S — A Work e
Cell Carrier:

i

Work Email: | test@est.org

Work Email:

< Copy Email
Home Email: L 3 Home Email:

Preferred: |Choose Contact %

Time Saver: Would you also like to apply any of the above contact changes to these family members?

Addr. Phaone Name
[m] [m] Test, Jake (Child)
(m] [m] Test, Taylor (Child)

CGPAAS CO’s User Guide v3.1 10
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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.

If needed, edit Last, First, or Middle name, and Gender at the top of the page.
If needed, edit CGPAAS information seen in the left box.

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” checkboxes
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

Family Member Information “7"Help™ Click Add Member to add another family member [aULRNEN T
Family Member Info Test, Jake (Child, M) NIA | Verify Info as Current ‘ | Remove |
Affiliation Information ’l‘;:?“: o Home Telephone: ‘Work Email: (Last updated 01-21-2021 by Williams, Tonia L)
asy Stree .
Emergency Contacts Aberdeen, NC 28315 Work Telephone: Home Email:
C : USA Cell:
Displaced Lacation ountry °
Event Information @ el (oY i
COVID-19 @ @
R Test, Taylor (Child, F) NIA | Verify Info as Current ‘ m | Remove |
Address: Home Telephone: ‘Work Email: Last updated 01-21-2021 by Williams, Tonia L|
User Account 123 Easy Strest ! )
Aberdeen, NC 28315 ‘Work Telephone: Home Email:
Country: USA Cell:
+ Direct Access Info

CGPAAS CO’s User Guide v3.1 11
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b. To add a family member, click the Add Member button. This will display the “Add
Additional Family Member” window.

Add Additional Family Member “7"Help™

“Last: “First: Middle:

Display Name: l_ | ’_ ‘ ’_ |
Gender:
Relationship:
‘DoB: | | [ Jevvry)
‘DoDID: [ |(DoD ID must be exaclly 10 characters in length without dashes (0000000000).)
|:\ Special Needs (e.g., Elderly, Disabled) Exceptional Family Member Category 7 Hel 2

“Address: () Address is same as spansor
Q Family member has a different address
(1 den't have the family member's address

Home
Cell Phone: Carriers: | Unknown v

Work Email: | |

Home Email: | |

| Save | | Cancel |

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.

Enter the other fields if you have them, though these are optional.

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. Toremove 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:

CGPAAS CO’s User Guide v3.1 12
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Primary Affiliation: USCG Edit Affiliation
Designation: Retired/Sep d Country: Building:

Paygrade: MOO4 State/Province: Floor:

Department: CCCCCC - UNKMNOWN ZIP/Postal Code: Room:

Sub Org:

Direct Access Affiliation Info

This affiliation has no Direct Access information,

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:

[Edit Affiliation Information

Update the CGPAAS Information or copy sections from Direct Access.

This data is pulled from Direct Access periodically.
Physical address nol PO/APO/FPO address To log in to Direct Access and update your info, clickhere]
CGPAAS Information Direct Access Information

Agency: USCG
Designation: Retired/Separated
Paygrade: This affiliation has no Direct Access information.
Department: CCCCCC - UNKNOWN
Sub Org:

Country: ‘ No Country hd

e —
ZIP/Postal Code: \:I
e —

Save Cancel

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:

Add Point of Contact “7"Helg”

First Name: ] ]

Address:
Street1: | |

Street2: | |
State:
Country: | USA ~|
Contact Info:

Home Telephone | ‘ Work Email: | |

Work Telephone: | ‘ Home Email: | |

Cell: | |

Save Cancel

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:

Alternate Contact 7 Helg™ Click "Add" to add an Alternate Contact (2.g., Relative, Care Giver). [t

Mo Alternate Contact. Click "Add” button to add an Alternate Contact.

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.

Alternate Contact “7"Helg™

Click "Add" to add an Alternate Contact (e.g., Relative, Care Giver). [aGLEYels

Doe, Jane ((Good Friend)) | Edit Contact | | Remove Contact |

Address:
125 Main St.
Anytown, CA 99999 Work: 123-555-0987 Secondary Email: jane.doe@example.org

Country: USA Cell: 123-555-1234

Home: 123-555-5678 Primary Email: jane.doe@example.org

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:

Displaced Location “7'Helg" Click the Edit button to make changes.
Mo Displaced Location

Please edit this section if displaced!

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

Edit Displaced Location “7 Help™

Description: |
Country: |USA |Z|
Street:
City:
State/Province |Choose State |Z|

ZIP/Postal Code:

Primary Telephone:

Secondary Telephone:

| save | | cancel |

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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Displaced Location “7"Helg" Click the Edit button to make changes.

Displaced Location: Friends home | Edit Displaced Location | | Returned Home |

Address: Primary Telephone: 555-555-4444
999 Safe St.

Safety, AZ 55555 Secondary Telephone:

Country: USA

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:

Displaced Location “7"Help™ Click the Edit button to make changes

Displaced Location: Friends home | Edit Location | | Returned Home |

Address: Primary Phone: 555-555-4444
999 Sae St

Safety, AZ 55555 Secondary Phone:

Country: USA

Accounting Status for User Guide Test Glick the Edit button to make changes [

Name (Last, First Middle): Accounting Status: Last Updatad: Updated By:
Test, Tonia Safe and Displaced 01-22-2021 02:24 PM PST Tonia Test
| Test, Jake Safe and Displaced 01-22-2021 02:24 PM PST Tonia Test
Tast, Taylor Unreported Never
Other POCs  “7Helg" Click Add POC to add another paint of contact (e.g., Relative, Care Giver). [T LIS
Doe, Jane ((Good Friend))
125 Main St Home: 123-555-5678 Primary Email: jane.doe@example.org
Anytown, CA 99999 Work: 123-555-0387 Secondary Email: jane.doe@example.org
us Cell: 123-555-1234

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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Accounting Status for User Guide Test Click the Edit button to make changes m

Name {Last, First Middle): Accounting Status: Last Updated: Updated By:
Test, Tonia Safe and Displaced 01-22-2021 02:24 PMPST Tonia Test
Test, Jake Safe and Displaced 01-22-2021 02:24 PM PST Tonia Test

Test, Taylor Unreported Mever

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:

Home My Info  Daily Muster Ewvent Reference Training Help

‘Summary COVID-19 Family Status  "7"Help"
Contact Information

Name Personnel Status Work Status
Family Member Info

Tonia Test Unreported Unknown Update
Affiliation Information
Emergency Coniacts Jakelest Unreported Unknown Update
Displaced Location Taylor Test Unreported Unknown Update

Event Information

coviD-19
COR List
User Account

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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Update Current Status

Tonia Test

Please set your current Personnel Status and Work Status
below.

If you are unsure of which Personnel Status to choose, take a
moment to review the Personnel Status Definitions.

Some Personnel Statuses require additional information. If you
choose one of those statuses, additional fields will appear for
you to fill.

Personnel Status:

[Unreported ~|
See Personnel Status definitions for more information

Work Status:

Unknown

Working On-Site

Working Off-Site

Not Working

See Work Status definitions for more information.

Note:

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:

Personnel Status:
[Quarantined ]
See Personnel Status definitions for more information

Location:

O AtHome O Not at Home

The stafus you chose requires a locafion
Work Status:

Unknown

Working On-Site

Working Off-Site

Not Working

See Work Status definitions for more information.
Note:

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

selections:

e 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 maijority (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:

Name
Tonia Test
Jake Test

Taylor Test

COVID-19 Family Status  "7"Help™

Personnel Status
Quarantined: At Home
Unreported

Unreported

Work Status

Mot Working
Unknown
Unknown

CGPAAS CO’s User Guide v3.1
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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.

Full Profile for WICK, JOHN

Summary CORs for CCCCCC — Unknown
i SYSTEM, RETIRED/SEPARATED

P e =T ALL — 1 COR for CCCCGC

Affiliation Information ~ |GG—G——————
Emergency Contacls |
COR List

Pl JOHN WICK
555-555-56655
john.wick@example.org

User Account

210 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.

Basridry Username & Password

Caonact Indanm asion S
Usermname: iestitestorg | Update |
Password; | Chang o Password

Famiy Member Infa

Affiliation Information
Emargangy Conlpcts
Displaced Location User Types and Roles

Evenl Iformaton

COvID-19 User Types
AFFECTED

COR List

Lisar ACoount

a. Click the Update button to change your username. A window will pop up where you will
enter a new username:

Update Username

Enfer 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:

Enter New Username

I | ‘ g. Username has been updated.

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.

Newpasswor ]

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:

Command Daily Roster

Department Include Hierarchy Total: 81 Confirmed: 0 0% Unconfirmed: 81 On Time: 0 0%
[m]
Results per page: |50 v| Records 1-50 of 81 > M Export to Excel

Status (2) Heip C"“&Bn‘;‘r‘v:” L Name Rank Building # Component Category Organization Duly Status Confirmed By
[Any ¥

Last Name (starts with):

First Name (starts with):
————————

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.

Command Daily Roster

Department Include Hierarchy Total: 81 Confirmed: 0 0%  Unconfirmed: 81 On Time: 0 0%

L Jo

Status (D) Help

[Any v

Results per page: |50 v | Records 1-50 of 81 M Export to Excel

C"“&En‘;i':‘;‘" to I A Name Rank Building # Component Category Organization Duty Status Confirmed By I

Last Name (starts with):

First Name (starts with):

[ 1

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.

Command Daily Roster

Department Include Hierarchy Total: 81 Confirmed: 0 0%  Unconfirmed: 81 On Time: 0 0%
[ ]o

Results per page: Records 1-50 of 81 > M
Status (@) Help C"Gé'#:fn" ® Name Rank Building # Component Category
[Any ~]

Last Name (starts with):

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.

Command Daily Roster

Department Include Hierarchy Total: 81 Confirmed: 0 0%  Unconfirmed: 81 On Time: 0 0%
L ]

- Results per page Records 1-50 of 81 P M
Status (@) Help C“"g;‘;m" 4 Name Rank Building # Component Cate
[Any v]
Last Name (starts with):

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.

Command Daily Roster

Department Include Hierarchy
O

Status (2 Help

Any v
Last Name (starts with):

First Name (starts with):

I

EDIPI:

L ]

Component

Any v

P Designation

Limit To: All

Show Confirmed

Show Unconfirmed

.

3.5 Command Muster - Export to Excel Button

To save your results in an Excel spreadsheet, click the Export to Excel button. The

Command Daily Roster
Department Include Hierarchy Total: 81  Confirmed: 0 0%  Unconfirmed: 81  OnTime: 0 0%
O I_I
Results per page: |50 v| Records 1-50 of 81 P M Export to Excel
Status (2} Help C“Cgi‘;iﬁ? . Name Rank Building # Component Category Organization Duty Status. Confirmed By
[Any v
Last Name (starts with):
First Name (starts with):
EDIPI: ailld
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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.

Command Daily Roster

Department Inclue Higrarchy Total: 81 Confirmed: 0 0%  Unconfirmed: 81 OnTime: 0 0%
]
Results per page:| 50 v | Records 1-50 of 81 > M Export to Excel

Status (@) Help Glegaumont®  a Name Rank Buiding # Component Calegory Qrganization DulyStalus  Confirmed By
Any -

Last Name (starts with):

First Name (starts with):

EDIPI:
Component

Any v

» Designation

Limit To: All

Show Confirmed

Show Unconfirmed

Fiter || Resst
Cant it who you retoking for? || Add Sparserto Roser |

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:

Add to Roster {Step 1 of 3}

Enter sponsor's identity first

N E— T

ar

R —

| Add sponsor without SSN or EDIPI | | Cancel |

NOTE: Adding a sponsor without an 55N or 3 CAC will prevent sponsor log-in and self-mustering

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:
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Add to Roster {Step 2 of 3}

Sponsor Mot Found

Whast do youw want to do?

Continue Add to
Start Over Roster Cancel

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:

Add sponsor {Step 3 of 3)

Last Nama* First Mame* Middle Name
i N o |
ssh:[111111111 EoiF:[ ]ioptionsl) Gender:
DOB* [Menth ~|[Day ¥|[Vear ¥| Depariment Assigned | | [ LockUp |

Component*: Designation*: [ Choose One ~| Rank*:[Choose a Compenent |

Current Contact Information (cotionaly

GCountry: [ Choose Country | Work Phone®: | |
Address: | | Home Phone: | |
City: | | Cell Phone: | |
State/Frovince: | | Work Email” | |
I | | Home Email: | |

Username®: | |

Password®: | |

Confirm Password*: | |

Save | [ Saveand AddAncther | [ Cancel |

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:

Choose a Depariment to mowve to

Tier 1:

[Any v
Tier 2:

Ay v

Tier 3:

Ay W

Mame:

Code:

Search || Cancel
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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:

‘Command Daily Roster

In_:\ude Total: 2 Confirmed: 1 50% Unconfirmed: 1 On Time: 0 0%
Hierarchy

I:I [m] Results per page: Records 1-2 of 2 Export to Excel

ClickBultonto & Name Rank Building # Component Category Organization Duty Status Confirmed By

Department

Staus (D Heip

‘Williams, Tonia L
at 2035

‘ Any - Confirmed Lindell, Danielle N Faux Unknown Active Duty System Present for Duty

Present for Duly
(Unconfimed)

Confirm WICK _JOHN Unknown Active Duty Unknown

Last Name (starts with):
First Name (starts with):

EDIPI: () Help

]

Component

Any d

» Designation

Limit To: All Can't Find who you are looking for? | Add Sponsor to Roster |
imit To: b e EE—

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:

Coast Guard Family Information Summary “7"Helg™

To see more detail for any section, use the laft menu
Contact Information
Sponsor Home Address

Name: Test, Tonia  (F) 123 Easy Street, Aberdeen, NC 28315, USA

Phones Email Addresses

Home Telephone: 123-555-1245 Work Email: fesi@testorg
Work Telephone: Home Email:

Cell:

Alt. Work Phone:

Primary Affiliation: USCG

Designation: Employes Country: Building:
Paygrade: State/Province: Floor:
Unit: CCCCCC - UNKNOWN ZIP/Postal Code: Room:
Sub Org:

Family Information

Name Relationship Age
Test, Jake Child Adult
Test, Taylor Child Adult

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.

Full Profile for WICK, JOHN

Contact Info Click the Edit button fo make changes.
Contact Information . - 4 - . - 3 m

Persennel are responsible for maintaining accurate address and contact information in this section. Click the “Edit” button to make changes. Verify Info as Current Edit Contact Info
Family Member Info

WICK, JOHN (U} *Preferred Contact Last updated 01-14-2021 by SYSTEM
Affiliation Information

on Home Address: Home Telephone: Work Email: john.wick@example.org Sponsor: Never

ETETLITE) RITEED Work Telephone: 555-555-5555 Home Email:
COR List Country: Cell:
Il Alt. Work Phone:

Direct Access Home Address and Contact Info

Data from Direct Access will be overwritten with data updates To login to Direct Access, click here.
Home Address: Home Telephone: Work Email:

Work Telephone: Home Email:
Country: Cell:

Alt. Work Phone:

Work Location

Work Location is now on the Affiliation Information page
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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:
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Command Daily Roster |

Department Include Hierarchy Total: 81 Confirmed: 0 0%  Unconfirmed: 81 OnTime: 0 0%
m]
Results per page:| 50 v | Records 1-50 of 81 [ ] Export to Excal
Status (D Heip c”“é;"'i“r:" LI Name Rank Building # Component Categary Organization Duty Status Confirmed By
(ny ] MSU MORGAN | Present for Duty
. resent for Du
[ onfim | poz Unknown Active Duty CITY 007780  |[{Unconfirmed)
Last Name (starts with):
. MSU MORGAN | Present for Duty,
loeEs EOS W (i B0y CITY 007780 || (Unconfirmed)
" MSU MORGAN | Present for Duty.
First Name (starts with): Coainy MooTE 282 Unknown Active Duly CITY 007780 | (Unconfirmed)
- MSU MORGAN | Present for Duty,
[ ] Gonfirm o2 Unknown Ative Duty CITY 007780 | (Unconfirmed)
. MSU MORGAN | Present for Duty
EDIPI: POz Unknown Active Duty CITY 007780 ||(Unconfirmed)
MSU MORGAN | Present for Duty
: Confirm PO2 Unknown Active Duty Aol ]

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 whattime.

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:

Daily Muster - WICK, JOHN

Today: Present for Duty UNCONFIRMED
Add Projected Status

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

Daily Muster - Lindell, Danielle N

Commanding Officer's User Guide

Today:

Add Projected Status

Present for Duty

Close

CONFIRMED
At 2035 by Williams,
Tonta L

similar to the following is displayed:

|
Daily Muster - Lindell, Danielle N

Today:

Add Projected Status

‘|Temp0rar)r Duty V‘
USA ~|
|| State v|
Note

Confirm Changes H Cancel Changes

Close

Daily Muster - Lindell, Danielle N

Today:

Add Projected Status

Present for Duty
Present for Duty
Temporary Duty

On Leave

Emergency Leave

Not Present for Duty - Reserves
TerminalTransition Leave
Sick Leave/Quarters-IR
Sick Leave (Civ)
Quarters

Quarantined-IR

Present for Duty Offsite
Hospital

Furlough

Family Sick Leave-IR
Deployment

AWS - Day Off

Other

CGPAAS CO’s User Guide v3.1

Depending on your selection, you may be required to enter additional
information. If necessary, change the Country, and enter the City, State and

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:
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Postal Code where you are located.
ii. 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:

Daily Muster - Lindell, Danielle N

| Confirm Changes || Cancel Changes | -

Jto] N <l
USA <]

||Slate v
[Postal Code

Note

| Save Changes || Cancel Changes |

| Add Projected Status |

| Close |

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:

CGPAAS CO’s User Guide v3.1 31



CGPAAS Commanding Officer's User Guide

‘COVID-19 Accounting

Department:

Total: 2 Reported: 1 (50%) Qutdated: 0 (0%)

[ Include Hierarchy Results per page: Records 1-2 of 2 Export to Excel
[J &  sponsor Family Member Calegory Personnel Status Work Status Updated By Unit Code Unit Hame: District/Sector

District:

[[J Czech, Daniel P Refired/Separated | Unreported Unknown [ Update | View History SYSTEM  System Nene/None
M1 | conch Daniel P R e Czech, DanielPon . I T

Sectorn: O  Czech, Danie Czech, Wendy E Relired/Separated Unafected L) NIA Da30.09.93 51 1703 | View History SYSTEM  System None/None

[Any

Personnel Status: (3) Heip.

» Limit To: All Clear

Work Status: (3) Help
» Limit To: All Clear

[J Only Outdated

[J Only "Not at Home™

Last Name (starts with):
First Name (starts with):

DoD ID: (@) Help

1

Designation:
» Limit To: All Clear

[ Only Sponsors

| Fiter || Reset |

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).

Total: 2 Reported: 1 (50%) Outdated: 0 (0%)

Results per page: Records 1-2 of 2

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.

My Home  Support Home My Info Muster COVID-19 Command Personnel Accounting Reports Help Admin

CO Introduction Commanding Officer (CO) and their Designated Representatives Introduction

‘CO Reference Welcome to the CGPAAS Support System

‘Whether you are a CO or a CO's Designated Representative (COR), you have the same capabiliies in CGPAAS. This includes access to both Privacy Act Information and Personally
Identifiable Information (PIl); all care should be given to protect this data.

COR Assign Tools

‘COR Admin Tool Below are some key CO tasks and the steps to perform them:
‘COR Lookup By Name

Perform Accountability
COR Lookup by Dept ID

1. Click the Accounting tab
2

_ Select an event, and then click the desired bution: View only my Dept IDs or View all Dept IDs (in your hierarchy).
Hierarchy Tools 3. Click on the desired Dept ID fink o account for that Dept 10,

Dept Tree View 4. You can now export any resulis on the Accounting tab to Microsoft Excel.

Dept Lookup Page
Dept ID Administration

View Accountability
Dept ID Workbook Generator

1. Click the Reports tab.
. 2 Click the "All Coast Guard Report” link (for high-level accounting summaries).
COR Metrics 3. Click the desired "All Dept ID" report link: by Dept ID or Chain of Command (for Dept ID-based accounting status details).

‘COR Metrics Report

Download Roster of Personnel Within the Affected Area

1. Click the Accounting tab

2. Select an event, and then click the desired button: View only my Dept IDs or View all Dept IDs (in your hierarchy).
3. Click the Excel icon in the Download Roster column for the desired Dept ID.
4. Save andfor open the Excel file. NOTE: Includes only personnel in the Dept |D required to account for the event.

Search for Personnel

1. Click the Personnel tab.
2. If you know SSN, just enter it in the "Full SSN" field and then click the Find button.

3. Otherwise, use the filter options at the top and then click the Find button. Note: SSN filter searches the entire CGPAAS database; all other filter options search ONLY
your Dept ID hierarchy.

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,

5.2.1Under 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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* Area District PUs
* Area and District COR POCs APR (XLS)
* Direct Access Login Page

Instructions and Policy Training
* DAS Memo 2008-10-07 (PDF) 194KB * CGPAAS COR User's Guide Dec2014 (PDF) 6MB * CGPAAS COR Brochure (PDF) 1MB
= DODI 3001.02 PA Instruction (DOC) - 310K * CGPAAS COVID-18 Reporting Tool User Guide for CORs * CGPAAS FM Brochure (PDF) 876KB

* Module 1 - liroduction to CGPAAS (PPT) 2.3MB
* Module 2 - Using CGPAAS, Family (PPT) 3.5MB
* Module 3 - Using CGPAAS, COR (PPT) 4.1MB

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.

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

My Home Support Home MyInfo Muster COVID-19 Command Personnel Accounting Reports Help Admin

CO Introduction Manage CO Representatives "7 Help™
CO Reference Choose a Dept ID to Manage To add a COR: First, choose a Dept |D to manage. Second, enter their name and/or Assigned Dept ID. Third, click [Find].
Dept ID: [ ] [ Show CORs |
COR Assign Tools
Last Name {starts with) First Name (starts with) Assigned Dept 1D SN (Full or Last 4 + Name}
COR Admin Tool
COR Lookup By Name
[50_~ [ Reset |
COR Lﬂd(l.lp W Depl D Resulls Per FEQE E
-~ Pay Assigned # Dept IDs Made
Hierarchy Tools Action Grade  Name Dept ID CORfor  Phone Email COR on By Whom
Dept Tree View
Dept Lookup Page
.. " CORs have the following capabilities in CGPAAS:
Dept ID Adminisiration » View and update privacy information for everyone in their Dept ID or subordinate Dept IDs (name, contact information,
Dept ID Workbook Generator dependents, efc )
+ Search for CGPAAS Personnel by SSN
COR Metrics + Complete a Needs Assessment for Fersonnel in their Dept |D or subordinate Dept IDs

» Account for Personnel in fheir Dept ID and subordinate Dept IDs

COR Metrics Report

When adding CORs to any Department, you are designating these persens with the authority to act on behalf of the Commanding Officer
to perform the above funclions! Please update this list as often as needed as there is no automafic maintenance of this list when
Personnel leave the Command. It is up to the individual Commands to control this list

5.3.2Enter 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:

Manage CO Representatives “7"Help”

Choose a Dept ID to Manage To add a COR: First, choose a Dept ID to manage. Second, enter their name and/or Assigned Dept ID. Third, click [Find].

Dept ID: [CCCCCC ] | Show CORs |
Last Mame (starts with) First Name (starts with} Acsigned Dept ID 55N (Full or Last 4 + Name}
L 1 L1 L 1
Results Per Page: | Find | | Reset |
Total Results: 5 |4 4 Pagelof1p M
Pay Assigned # Dept IDs Made
Action Grade MName Dept 1D COR for Phone Email COR on By Whom
Add [ PO1 TEST, CHRISTINE J. 004708 0 212515419%  Christine.J Tesi@uscg.mil
W02 Test, Tonia cceeee 1 Tonia test@email.com ey e Williams, Tonia L

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

cgpaassupportuscg.mil says

Flease enter a valid Dept ID to manage. (6 characters long, [0-9, A-Z])

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

The Dept ID{004317) does not exist in the agency{USCG]

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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Manage CO Representatives [@YTE0:

Choose a Dept ID to Manage  To add a COR: First, choose a Dept ID to manage. Second, enter their name and/or Assigned Dept ID. Third, click [Find].
Dept ID: |cccccc | | Show CORs |

Last Mame (starts with) First Mame [starts with) Assigned Dept 1D 55N [Full or Last 4 + Name)

] ] L] ]
Results PerPage: | Find | | Reset |

Pay Assigned  # Dept |Ds Made
Action Grade  MName Dept ID COR for  Phone Email COR on By Whom

WICK. JOHN CCCoce 1 333555 ohnwick@example.org | -oak01-22 Williams, Tonia L

3335 16:36

5.3.8Click 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.

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

CO Representative Admin by Name [T

Last Name {starts with) First Name (starts with) Assigned Dept ID S5M (Full or Last 4 + Name)
Results Per Page: | Find | | Reset | To manage a COR, enter their name and/or Assigned Dept D and then click Find.
Assigned # Dept IDs
Action Rank MName Dept ID COR for Phone Email

CORs have the following capabilities in CGPAAS:

+ View and update privacy informafion for everyone in their Dept ID or subordinate Dept IDs (name, contact information,
dependents, etc.)

v Search for CGPAAS Personnel by SSN
» Complete a Needs Assessment for Personnel in their Dept ID or subordinate Dept IDs
v Account for Personnel in their Dept ID and subordinate Dept IDs

When adding CORs to any Depariment, you are designating those persons with the authority to act on behalf of the Commanding
Officer to perform the above funclions! Please update this list as often as needed as there is no automatic maintenance of this list
when Personnel leave the Command. It is up fo the individual Commands to control this list.

5.4.2Enter 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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CO Representative Admin by Name

Last Name (starts with) First Mame (starts with) Assigned Dept ID 55N (Full or Last 4 + Name)
i ] L] 1
Results Per Page: | Find | | Rasat | To manage a COR, enter their name and/or Assigned Dept ID and then click Find.

Total Results: 1 |4 4 Pagelof1 p M

Assigned # Dept IDs

Action Rank Name Dept ID COR for Phone Email
| WICK. JOHN CCCoee §55-555-5555 john wick@example.org

5.4.3Clicking 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.

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

View CO Representatives

View CORs for DeptID: I:I Cinclude Hierarchy

Assigned Dept # Dept IDs .
Paygrade Name D COR for Phone Email Made COR on By Whom

Enter a Dept ID and then click View.

5.5.2Enter 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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View CO Representatives

View CORs for Dept ID: [include Hisrarchy I Export to Excell

Assigned Dept # Dept IDs
Paygrade MName D COR for

Phone Email IMade COR on By Whom

WICK, JOHN CCCCCC 1 555-555-5555 john wickifexample org 202116-'03:5-22 Williams, Tonia L

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:

CO Representative
COR: WICK, JOHN Assigned Dept ID: CCCCCC Unknown
#DeptIDs: 1 Phone: 555-555-5555 Email: john.wick@example.org

COR Type: Update Type

Manage Dept IDs

O Ejelll Command Name Made CORon By Whom

— 2021-01-22
|_] cccccC | Unknown 1636

Williams, Tonia L

(d| [Add DeptID(s)id| [ Back |

55.2.5.1 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).

55.25.2 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:

Dept ID Administration Tool -

United States Coast Guard
¥ 000748 COMMANDANT 000748
A Tier

CCCCGC UNKNOWN
& Tier2

& Tier 3
it Tier 4+

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

4 United States Coast Guard
=¥ 000748 COMMANDANT 000748 _
2 008650 COMMANDANT CG 00 008650 ﬂ Tier 1
¢ 002651 COMMANDANT CG 09 008651 © Tier2
i 008653 COMMANDANT CG 008 008653 Ho Tier 3
Jr 008654 COMMANDANT CG 00H 008654 1 Tier 4+

'ﬁ' 008655 COMMANDANT CG 00J 008655
=] 'ﬁ' 010812 COMMANDANT CG 00E 010812
m 046301 COMMANDANT'S ADVISORY GROUP 048301
'ﬁ' 003421 INTERDICTION COMMITTEE WASH DC 003421
'ﬁ' 008652 COMMANDANT CG 00A 008652
ﬂ CCCCCC UNKNOWN

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:

Dept ID Lookup Page

Dept ID: I:I (starts with) Command Name:| ‘ (contains)
Country: | Any v State/Province: | |
Command Name |Dept ID |City | State/Prov., Country

b. Enter any one or more search criteria into the appropriate fields and/or select a country.
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c. Click the Find button. CGPAAS will return a list of matching Dept IDs:

Dept 1D: [00005] | (starts with) Command Name: ‘ | (contains)
Country: [ Any ~| State/Province: | |
Find
2 results retumed, 200 maximum.
Command Name |Dept ID |City |State/Prov., Country
UNKNOWN CCccce
CEU JUNEAU ASSET LINE 000053 000053 JUNEAU AK US
CEU CLEVELAND PRODUCT LINE 000057 000057 CLEVELAND OH, Us
FACILITIES DESIGN AND CONST CTR 000058 000058 NORFOLK VA, US

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.

[eovier
System

W Search
Find Dept IDs (starting with}
Hierarchy

Tier 1(3 Dept IDs).
CCCCCC Unknown
SYSTEM
TESTO1

ith this tool you can search for Dept IDs, explore the Dept
ID hierarchy, or (if authorized) update Dept ID information.

« Tofind a particular Dept ID, enter it in the search field then click
Find.
i « To "drill down™ inte the hierarchy, click a Dept ID. The next tier
g will be displayed with its children (if any) and the selected Dept
ID's info will be displayed on the right.
= To move back up in the hierarchy, click any tier, all the way up to;
"U.S. Coast Guard"

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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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.

Dept ID Viewer

United States Coast Guard

W Search

Find Dept IDs (starting wilh)\%OS

008000 OL CGIS CENT REG CHICAGC IL 003000

008002 OL LANT MIAMI 008002

008004 OL LANT CENTCOM TAMPA 008004

008005 OL LANT EUCOM STUTTGART DEU 008005 @—————

008010 DDE CG 094 NORTHCOM CO 008010

008012 VALENCIA COMM COLL 008012

008029 NATIONAL INTELLIGEMCE UNIV 003029

008030 TRACEN YKTWHN BFCC TRNG BR 005030 =

Hierarchy

United States Coast Guard

Tier 8: 038208 LANTAREA LANT 5 038206

Tier 9: 038214 LANTAREA LANT 53 035214

Dept ID: 008005
Name: OL LANT EUCOM STUTTGART DEU 008005
District: 00
Sector:
Tier 1 Command: 000748 COMMANDANT 000748
Tier: 10
Parent Command: 038214 LANTAREA LANT 53 038214
Street 1: (PHYSICAL STREET ADDRESS MISSING)
Street 2: PATCH BARRACKS
City: STUTTGART
State:
Postal Code:
Country: US

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.

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.

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.

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)

e Tier 2 District
e 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.

Dept ID Viewer
System

W Search
Find Dept IDs (starting with)
Dept ID: SYSTEM
Name: System
District:
Sector:
Hierarchy Tier: 1
p— . Street 1:
Tier 1- SYSTEM SOk City:
Tier 2 children of SYSTEM (1 Dept IDs): State:
CCCCCT TestD
= Postal Code: 92106
Country: US

Create a new Dept IDl New Dept ID I{—

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

Create a New Dept 1D

Will this Dept ID be a tier 17

Yes Mo

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

Create a New Dept ID

Dept ID:
Name:

Tier: 1
Street 1:
Street 2:
City:
State:
Postal Code:

[ Create | [ Cancel |

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 DeptID
window:
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Create a New Dept ID

Dept ID:
Name:
Tier 1 Command:
Tier:
Parent Command:
Street 1:
Street 2:
City:
State:
Postal Code:

Create Cancel

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:

Find New Parent Dept ID

Dept ID:
Name:
Tier: -
Under:  Any of my Commands -

Find Cancel

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.

Find New Parent Dept ID

Select a Dept ID below:
Dept IDs 1- 16 of 16 =

007006 PATROL FORCE SOUTH WEST ASIA BAHRAIN
Tier 1 Command: 000748 COAST GUARD HEADQUARTERS.
Tier: 5

007037 CG MARITIME SAFETY AMD SECURITY TEAM HONOLULU
Tier 1 Command: 000748 COAST GUARD HEADQUARTERS
Tier: §

007038 CG MARITIME SAFETY AND SECURITY TEAM SAN DIEGO
Tier 1 Command: 000748 COAST GUARD HEADQUARTERS
Tier: 5

007048 CG MARITIME SAFETY AND SECURITY TEAM NEW ORLEANS
Tier 1 Command: 000748 COAST GUARD HEADQUARTERS.
Tier: 5

007049 CG MARITIME SAFETY AMD SECURITY TEAM MIAMI
Tier 1 Command: 000748 COAST GUARD HEADQUARTERS
Tier: §

007793 DETACHED DUTY NSA/CSS FORT MEADE. MD
Tier 1 Command: 000748 COAST GUARD HEADQUARTERS
ier: 5

007808 COAST GUARD RESERVE UNIT USSOUTHCOM
Tier 1 Command: 000748 COAST GUARD HEADQUARTERS
, i r

1

Cancel
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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.

Create a New Dept ID

Dept ID: [J11451
Name: J11451
Districts:
Sectors:
Tier 1 000748 COAST GUARD HEADQUARTERS
Command:
Tier: 6

Parent 007037 CG MARITIVE SAFETY AND SECURITY TEAM
Command: HONOLULU

Street 1:
Street 2:
City:
State:

Postal Code:

Create Cancel

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:

Create a New Dept ID

The Dept ID J11451 has been successfully created.

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.

Dept ID Viewer
System

W Search

Find Dept IDs (starting with)

Dept ID: SYSTEM
Name: System
District:
Sector:
Tier: 1
Street 1:
Street 2:
City:
State:
Postal Code: 92106
Country: US

=

Hierarchy

idren of SYSTEM (1 Dept IDs)
CCCCC1 TestDev

Create a new Dept ID: | New Dept ID

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:

Dept ID: 010812 [ MoveDeptiD |
Name: COMMANDANT (CG-00E) (010812)
Tier 1 Command: 000748 COAST GUARD HEADQUARTERS
Tier: 3
Parent Command: 008650 COMMANDANT (CG-00} (008650)
Street 1: 2701 MARTIN LUTHER KING JR AVE SE
Street 2:
City: (WASHINGTON
State: DC
Postal Code: 20032

[ Save | [ Reset | [ Cancel |

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:

Would you like to...

[ Change Parent Command ]

Make a Tier 1

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.

Find New Parent Dept ID

Dept ID: 002

Name:
Tier: B ~

Under:  Any of my Commands

Find Cancel

Commanding Officer's User Guide

a) Enter the first 3 characters of the Dept ID if you know it, or type in the first5
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).

i) 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.

Find New Parent Dept ID

Select a Dept ID below:
DeptIDs 1-T of 7

002454 COMMANDANT (G-C)
Tier 1 Command: 000748 COAST GUARD HEADQUARTERS
Tier: 2

002737 Office of Planning & Resources
Tier 1 Command: 000742 COAST GUARD HEADQUARTERS
Tier: 2

002764 OFFICE OF CUTTER FORCES
Tier 1 Command: 000748 COAST GUARD HEADQUARTERS
Tier: 2

002806 LEGACY SURFACE ASSET SUSTAINMENT PROJECT
Tier 1 Command: 000748 COAST GUARD HEADQUARTERS
Tier: 2

002810 OFFICE OF LEGAL POLICY AND PROGRAM DEVELOPMENT
Tier 1 Command: 000742 COAST GUARD HEADQUARTERS
Tier: 2

002813 OFFICE OF ENVIRONMENTAL LAWY
Tier 1 Command: 000748 COAST GUARD HEADQUARTERS
Tier: 2

002815 OFFICE OF REGULATIONS AND ADMINISTRATIVE LAW
Tier 1 Command: 000748 COAST GUARD HEADQUARTERS
Tier: 2

1
Cancel

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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Dept ID: 009020 Move Dept ID
Name: CG CRYPTOLOGIC UNIT WASH DC 009%

District: 05
Sector:
Tier 1 Command: 000748 COMMANDANT 000748
Tier: 7
Parent Command: 009016 CG CRYPTOLOGIC GROUP CGCG 0
Street 1: 9800 SAVAGE RD
Street 2: STE 6301
City: FORT MEADE
State: MD
Postal Code: 20755
Country: US

. lould you like to...

’ Change Parent Command ]

Make a Tier1

| Save | [ Reset | [ Cancel |

3. Click Save if you want to save all changes you have made.
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.

| Home Command Dept ID Admin  Personnel Accounting Reports Reference Myl

Agency USCG ~ Build Workbook

Dept Administration

Dept Lookup Page

DeptID Tree View

| DeptID Excel Download

CO Reference

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.

All Coast Guard Family Members (Sponsors Only)
Event Pt hiiceliniind sy oo | o i “é)";s::] Designation Home City state Country Displaced City state
[y dctive ] | [ |1 J [ [ > J [y’ ] J Ay
Include Hierarchy
Results Per Page. ‘ Find | | Reset ‘ | Add Sponsor | Designation Definitions
Action Event Name Pay Grade Dept ID Designation Home Lecation Displaced Location

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:

All Coast Guard Family Members (Sponsors Only) (@) Help.
Last Name First Name Dept ID Command Name SN (full or Lasid) . .
Event istarts with) istarts with) {Lookup) {contains) orDoD D () Help. Designation Home City State Country Displaced City State
[y potva v i ] ]I ] [ ]I | (e v] J [0y K| ] Ay ¥
Inguse Herarcny
Results Per Page [ Find | [ Reset | [AddSpansor | Designation Definitions

Total Results:1 4 4 Pageiof1p M The red dagger (T) next to the Dept ID indicates that the individual has a hold on their Dept ID. Export fo Excel (@) Help
Action Event Name Pay Grade Dept ID Designation Home Location Displaced Location
WICK, JOHN ceceece AD

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:

P Coast Guard Personnel Section 508/ Accessibility Statement _
. Logout
CG AAS Accountability & Assessment System Welcome, Tonia Test!
Home MylInfo Daily Muster Event Reference Training Help

Coast Guard Family Information Summary *7'Felp®
Summary

‘To see more detail for any section, use ine left menu

Contact Information

Contact Information
Family Member Info Sponsor

Home Address

Affation Information Name: Test, Toria ~ (F) 123 Easy Street, Aberdesn, NG 28315, USA
Emergency Contacis
Phones Email Addresses
Displaced Location
Home Telephone: 123-555-1245 Work Email: test@test org
Event Information Work Telephone: Home Email:
COR List Cell:
T — Alt. Work Phone:

Primary Affiliation: USCG

Designation: Employee Country: Building:
Paygrade: State/Province: Floor:
Unit: CCCCCC - UNKNOWN ZIP/Postal Code: Room:
Sub Org:

Family Information

Name Relationship Age
Test, Jake Child Adult
Test, Taylor Child Adult

Event Information
Active Dates
Test Event 01-21-2021 - Present

“Preferred Contact method

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:

All Coast Guard Family Members (Sponsors Only)

Last Name

Event (starts with)

First Name
{starts with)

[Any Active | [ Whex ||l |l

Results Fer Fage:

Total Results:1 4 4 Fage1of1p M

The red dagger (1) next to the Dept ID indics

Aclion Event

Name Pay

- select -

WICK, JOHN

_ select —

Add to Event
Update Dept ID
Set Designation
Deleie

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.

All CoastGuard Family Members (Sponsors Only)

Last Name
{starts with)

First Name
(starts with)

Event Dept D

SSN {full or Last4)
DoD ID
Lookup) 5

o
(@) Help

mmmmmm Designation Home City state Country Displaced City

[eny pevve v | ek I I I I

“An)’ v\|

| (B ] [y

| | [Any

Results Per Page: (50~ | \

Total Results:1 | 4 Pageiof1 p M

Find | | Reset ‘ Designation Definitions

l Add Sennsur I

The red dagger (T) next to the Dept 1D indicates that the individual has a hold on their Dept 10.

Export to Excel | (3) Help

Action Event Name Pay Grade Dept ID Designation Home Location Displaced Location

6.2.2 Click the Add Sponsor button. The “Add Sponsor” window appears.
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Add Sponsor

Last: First. Middle:
Display Name:
DOB: JAN - 0YYY)  SSH: (Mo Dashes)
Dept ID: DeptID Lockup Desi Choose One -
Choose One -
Event affected by: Rank: Choose One =
Primary Email: Edipi{optional):

Current Contact Info (Opticnal)

Country: USA A
Address:
City:

State/Province: Choose State -
Zip:
Home Phone:
Cell Phone:
Work Phone:
Cell Carrier: Unknown -

Secondary Email:

[ Save l \ Save and Add Another ‘ I Cancel ‘

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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CG PAAS Coast Guard Personnel
Accountability & Assessment System

Section 508/ Aceessibility Statement

: -
WetCome, Tonia Tost!

Home My Info = Daily Muster Event Reference

Training  Help

Coast Guard Family Information Summary 7" Felp"
Summary

PIT— To see more detail for any section, use the left menu

Contact Information
Famiy Member Info Sponsor

Affiation Information Name: Test, Tonia  (F)

Emergency Contacls.
Displaced Location

Phones

Home Telephone: 123-555-1245
Event Information Work Telephone:

COR List Cell:

e rated] Alt. Work Phone:

Primary Affiliation: USCG
Designation: Employes
Paygrade:

Unit: GCCEGE - UNKNGWN
Sub Org:

Family Information
Name

Test, Jake
Test, Taylor

Event Information
Event Name
Test Event

Home Address
123 Easy Strest, Aberdeen, NC 28315, USA

Email Addresses
Work Email: test@test org

Home Email

Country: Building:

State/Province: Floor:

ZIP(Postal Code: Room:
Relationship Age
Child Adult
Child Adult

Active Dates

01-21-2021 - Present

“Preferred Contact method

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.

All Coast Guard Family Members {Sponsors Only)

Add to Event
Update Dept ID
Set Designation
Delete

Event Last Name First Name Dept ID Command Name
istarts with) istarts with) Lookup) {contains)
Ay Active W [whek [ |
Include Hierarchy

Results Per Page:
Total Results:1 |{ 4 Pageiof1 p ) The red dagger (1) next to the Dept 1D indic:
Action Event Name Pay
WICK. JOHN

— select —
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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:

Add Coast Guard Family to Event

Choose which event affected this Coast Guard Family and check io
show who was in the area at the time.

Add to Event: | Choose one ~]

Mame(Last, First Middle) In the Area

Test, Tonia O
TestJake [/ —Select reason— v

Cancel

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.

Home Command Command Muster COVID-19 Personnel Reports Reference My Info

Dept ID Accounting Summary

Event: v

[ View my Dept IDs l

View my Dept ID Hierarchy | [ Go straight to Accounting ]

View the Accounting Summary Report for ~ View the Accounting Summary Report for  Go directly to the Accounting page, where

only Dept IDs you are a COR for . all Dept IDs in your hierarchy . you enter a Dept ID and then:
+ Download rosters. @j » Download rosters. @J » View and set statuses by name. (%
b+ View Dept ID reports. ] » View Dept ID reports. ] » Validate personnel. +
» Acknowledge need to Account o » Acknowledge need to Account g’
b Link to Accounting. » Link to Accounting.

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:

Dept ID Accounting Summary
Event:| HURRICANE ZETA v
[ View my Dept IDs ] View my Dept ID Hierarchy | Go straight to Accounting l
Click the "Acknowledge Accounting” icon next to your Ci s) to indicate that you are aware of the need to Account.
4 rows (Click Dept |ID to Account) As of 22 Jan 2021 at 1408 PST Export to Excel
9 # Personnel # Affected
D;";;':;’fd R‘ge:n Am“a"‘l_"‘m‘ ptID Command Name (Incl. Fam. (Rqd. to %Accounted  #Accounted  # Unaccounted
P ’] f ; Members) Account)
] A "I'gs"e‘“ Totals for My Dept IDs 215 198 0% 0 198
®_] @__ @07780 MSU MORGAN CITY 007780 138 127 0% 4] 127
i‘l] &= 4 047059 MSD LAFAYETTE 047059 36 35 0% 0 35
OL VTS BERWICK BAY MORGAN CITY
=) = 4 047060 gaznco 1 36 0% 0 36

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:

A B c D E Fla
1 |[Accounting Roster
2 |As of 04 Nov 2014 at 1525 PST
3
4 Name . Isasponsor ‘ Accounting Status Designation . ‘ Title ‘ Payg
5 |EXAMPLE, CHRISTOPHER. L. TRUE Not Affected RESERVE PERSONNEL (AT/ADT/ADSW/MOB) MEEG
6 |[EXAMPLE, ANGELA M. FALSE Mot Affected Family Member WMEEG
7T |EXAMPLE, ANDREW J. FALSE Not Affected Family Member MEES
8 |EXAMPLE. EVA M. FALSE Unreported Family Member MEEG | ~
Accounting Roster (&) K »

h. Click the view report icon  fora particular department ID. The “Dept ID Accounting
Detail” page will appear in a new window:
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Dept ID Accounting Detail

Dept ID: 004311 - ACADEMY - CADETS (DD4311) Event: California Earthquake & Tsunami As of 14 Mar 2018 at 1444 PDT
Accounted Accounted
Designation G e Zci%r:ee: AccEEEted U NotPresent Repotted! X! Unreported Tota
Residence Location
Active Duty/FTS 1] a a o o 80 a 80 80
Contractor o 0 0 o 0 0 0 0 0
CONUS Contractors 1] a a o o 1] a a a
Employee ] 0 0 o 0 ] a 0 0
Cther 1] 1] 1] ] ] 0 a Q 1]
o : N g o o o o o
Retired/Separated i] 0 o o ] 0 a a [H]
SELRES/MDRILLING RESERVES 1] 1] 1] o 1] 1] a 1] 1]
Total 0 0 0 o 0 30 0 &0 80

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:

Accounting for Coast Guard Family Members

Event (:;5;:‘“":’ ‘Z"':r‘g":rt‘; Full 53N Designation Type Dept ID Accounting Status Population Country
Calif Tsunami v Il i | [Any ~ | Any v | [0 v | [any
Include Hierarchy
Family Records Per Page: ‘ Find | | Reset Filter | | Add Sponsor Accounting Status Definitio

Name (Mouse-over for Degt ID Clear Accounting Options: Notes  LastAccounted By

rezson)
—

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

CGPAAS CO’s User Guide v3.1 54



CGPAAS Commanding Officer's User Guide

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:

Accounting for Coast Guard Family Members “THEE"
Last Mame Fiest Name s L
Event —— (e, | FUISSN  Designation Type Dept 1D Accounting Status Population Country b : nu
e — Il |y ]| 27 V][] [y v s dsccoumes. s
nchude Haarsrchy
Family Records Per Page: |50 , Find [ Resal Filter l Add Sponsor | @-—\c::un'.l'g Status Definitions
Total Family Records: 419 You have unsaved informaton on this page [ Save Pags ResetPage | W 4 Pageiola b W @E\cm 1o Excel
g Tt
Name Mouse-cver for Dept 0 Cear Accountin; Opticns: Notes  Last Acoounted By
- ©
i i g & = Test, Christine ( 008650 )
AGUILAR, NATASHA CHRISTOPH 0073 " o 3 )
@ HA CHRISTOPHER 41 Resel Safe and Not Displaced (4 st > 2018-03-14 16:58 PST e
LaulsleoE ANGELAL Family Member not required to Account ‘ Requlrela}\ccount@
| T 086!
ALBROUGH, TAYA W 007328 Reset | |Safe and Not Displaced V@ zgé_ggf‘h‘::lm P;D}
@B e sosars Resst | [Safe and Not Displaced vll O | Ghorroreer !
ALLEY, ADRIANA JON 000157 Resst  [Unreported vl
v - .| o n ] N

To hide family members of a Sponsor, click the “-” sign next to the Sponsor’s name.
To show family members of a Sponsor, click the “+” sign next to the Sponsor’s name.

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:

Not Accounted For

Deceased (due to event)

Safe and Mot Displaced

Safe and Displaced

Mot Safe and Not Displaced

Mot Safe and Displaced

Mot Present in Geographical Area of Event - Transferred

Mot Present in Geographical Area of Event - Deployed/TDY
Mot Present in Geographical Area of Event - Separated/Retired
Mot Present in Geographical Area of Event - Deceased (Not Due to Event)
Mot Present in Geographical Area of Event - UA/Deserter

Mot Present in Geographical Area of Event - Other

Not Present in Geographical Area of Event - Leave

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
appear:

if there are notes.) The “Accounting Note for ... ” window will
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Accounting Note for Test, Tonia - Test Event

Date [ Time Note Who
No Note Provided

Close

i. Type a note into the window and then click the Save button. (The note window
will close and the L 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:

Reason for Affection

Choose One
On TDY in Area

Currently Works in Area
On Leave in Area Cancel

Currently Lives in Area

ii. Select areason 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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Address Reports

Address Info Update Status All Coast Guard Report by Region
Address Info Update Status Dept ID Report by Chain of Command
Address Info Update Status Dept ID Report by Hierarchy

Assessment & Case Management Reports
Assessments

Daily Tally of New Assessments
Summary of Personnel Assessments by Dept 1D

General Statistics

General Statistics by Event
Case Status

Actions Taken Summary (1-4)

Actions Taken Summary (3-4)
COVID-19

All Coast Guard Report
All Coast Guard Report by Chain of Command

Dept ID Report

Individual Augmentee

CIAC Reports
CIAC Daily Report
CIAC Quarterly Report - by Chain of Command
CIAC Quarterly Report - by UIC
Crisis Contact List
1A Command Summary Report - by Chain of Command
IA Command Summary Report - by UIC

FFSC/IDSS Reports
Biack Belt Report
ECRC Report (CSV only)

Family Status Report by UIC
IA Cases Report by Region

Dept ID Report by Chain of Command

Address Info Update Status Roster Report by Chain of Command
Address Info Update Status Roster Report by Dept D
Address Info Update Status Roster Repart by Hierarchy

General Statistics by Dept ID and Event (CSV only)

Family Status Report by Chain of Command

IA Contact Interval Report by Region/FFSC

Addrass Information Update - Summary Report

Severity Levels
Calegory Issues Gount
Daily Status Report
Severlty Levels Trends
Unresolved Issues - Current Month to Date
Unresolved |ssues - Previous Month to Current Month

Tier 1 Category Summary Report
Tier 1 Summary Report

IA Family Charts
1A Families with Children Under 18 by Region/FFSC
IA Family Gontact by Region/FFSC

ltem Completion Summary Report
Sailing List by Ghain of Gommand

IA Contact Interval Report by UIC
1A Gontact Report by Region/FFSG

Salling List by UIC IA Contact Report by UIC

IA QA Report by Reglon

IA Statistics Report by UIC

Misc Reports

Dept ID Hierarchy (Excel)

Personnel Accountability

All Coast Guard Report
All Coast Guard Report
All Coast Guard Report by Dept ID
Performance Report - First 100 Hours {a.k.a. "Snake Chart")
Updated Performance Report - (a.k.a. "Snake Chart")

Evacuation
Displaced Personnel Raster
Displaced Roster by Dept ID

GOR Metrics Report
COR Metrics Report by Chain of Command

Evacuation Roster by Dept ID
Evacuation Roster by Hierarchy

DoD Evant Report
Co-Com Personnel Accountability Report

1A Departure/Return Report by Region/FFSC
IA Departure/Return Report by UIC

IA Statistics Report by Region/FFSC

Evacuation All Coast Guard Report by Region
Evacuation Dept ID Report by Chain of Gommand
Evacuation Dept D Report by Hierarchy

CORs Evacuation Report by Chain of Command

Other PA Reports
Accounting Roster by Event and Dept 1D
Accounting Roster by Event and Dept ID - Detailed
Deceased List
Dept IDs without CORs

PA All Dept ID Reports
All Dept 1D Report by Ghain of Command
All Dept 1D Report by Dept ID
All Dept ID Report by Hierarchy
All Dept 1D Rollup Summary

Recall Roster Reports
Recall Roster Report by Dept ID

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:

PA USCG Report |

Event:

District.

v

Hide Filter

Select an event and an option from the District list and press "View Data” to execute the report
To return to the main Reports page, click the Reports tab
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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

Event [CamTauam ]
District: W
Hide Filter

Asof 18 Mar 2012 at 1421 POT Export to Excel
2arvice: USCE Total AMected Accountad For S Acoountes For Unreported Unaccounted Far Accountsd For - Digplaced
1. Aclive Duty 5443 El =1% 5445 1
2. S2lected Resenve (SELRES) a o e a o o
3. CG Chilians E31 1 <1% B3d o
£ NAF CiVllane a o % a o 0
5. Driling/Pald Resenlsis a ] s a o
§. Conkractors il o e 1 o o
7. Dependents af Aclive Dty 1 2 1% 4528 2
&. Dependents of Salected Resenva (SELREE) a o % a o 0
9. Dependants af CG Chillans 19 o e 19 o
10. Dependents of NAF Chvillans a o s a o o
11. Dependents of Drlling/Pald Resamviets a o (k] a o
12. Dapendents of DOD Contractors a o % a o 0
Total 11130 E =13 11123 1 3

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:

PA USCG Report
Show Filter
As of 18 Mar 2018 at 1421 POT Expart to Exce
Sarvice: USCE Total AMected Accountad For St Accoumted For Unreported Unaccountad Far Accounted For - Diplacad
1. Active Duty 5445 3 =1% 5445 o
2. Balected Reserve (SELRES) a 1] D% a L] b
CG Clellane £a1 P 5z £

ii. 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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PA USCG Report by Dept ID

Event v
Dept D

Include Hierarchy: [

Hide Filter

Select an event and enter a Dept ID, check or uncheck the Include Hierarchy checkbox, and press "View Data” to execute the report
T return to the main Reports page, click the Reports tab

Click the Event drop-down list and select an event.
Enter a Dept ID in the Dept ID field.

Click the Include Hierarchy checkbox to include data for subordinate
departments to the one you enter in the Dept ID field.

Click the View Data button to see the report. The following is an example report:

PA USCG Report by Dept D

Event: [Czlif Tsunami ]
DeptID: 006374
Include Hierarchy: [
Hide Filter
As of 10 Mar 2018 at 1421 FOT Expaort to Excel

Servica: USCG Total Affectad Accounted For % Accountsd For Unraporisd Unaccounted For Accounted For - Cisplaced
1. Active Duty 11 1 9.1% 10 a a
Z. Selectad Reserve (SELRES) o a % 1] a a
3. CG Ciillans o a % o a a
4. NAF Civillans o a % 1] a a
§. Drilling/Palkl Resarvists o a % o a a
€. Confractors o a % 1] a a
7. Depandants of Active Duty 8 1 12.5% E 1 1
&. Depandants of Selacted Resenve (SELRES) o a % 1] a a
&. Depandents of CF Chvillans o a % o a a
10. Depandente of NAF Civillane L) a 0% o a a
11. Dependants of Driling/Fald Resenviste 0 a 0% o a a
12. Dependenis of DO'D Contraciore o a 0% o a a
Tatal 15 2 10.5% 1€ 1 1

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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Personnel Accountability Performance
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Hour

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:

Personnel Accountability Performance Report
Event: I 4|

Download Excel

Select an option from the event list and press "Download Excel” to execute the report
Tao return to the main Reporns page, click the Reports tab.

Mote: This report only fracks the first 100 howrs of an event

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

8.3.40nce 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:

As of 19 Mar 2018 at 1600 PDT |

Event: Training Center Yorktown Accountability Drill

Time Hour Count Subtotal Yo
3/13/18 6:00 0 0 0 0%
3/13/18 7:00 1 1 1 0%
3/13/18 8:00 2 473 474 42%
3/13/18 9:00 3 125 599 53%
3/13/18 10:00 4 102 701 63%
3/13/18 11:00 5 80 781 0%
3/13/18 12:00 6 203 984 88%
3/13/18 13:00 7 7 991 88%
3/13/18 14:00 g8 10 1001 89%
3/13/18 15:00 9 0 1001 89%
3/13/18 16:00 10 0 1001 89%
31318 17-00 11 4 1004 90%

8.3.5Click 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

PA Performance - Snake Chart

e o — Training Center Yorktown Accountability Drill
Event [TRACEN Yondown 218 :@ 03132018 19:10 - 03152018 00:00
From | 03132018 19:10 @ 1004 :
To 031572018 00:00 S
Seres
@

Otota
I Total Sponsors

C7otal Dependents
Ml Active Duty

oo Accounted

Cloriling/Paid R
¥iSelected Reserve (SELRES)

MICG Civiians

[JCONUS Contractors
[Ratired/Separates [=ctive Cuty — Selected Reserve (SELRES) —CG Civbans|

[Clpependents of Active Duty
Downlead as PNG @

[Jpependents of Foreign Nationals
[Jpependents of CONUS Contraciers
[l Cependents of Retired/Separated

@ ) MShow Dependents
victn | 640 pocet: @
Height {_aa_a poels

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. Inthe “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 zoomingin
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 afile.
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:
Event: I—E

District IAr',' []
Sector |Any L]

% Accounted For: |Ar',' [+]

View Summary Resat

Hide Filter

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:

PA All Depi ID Report by District

Event: |1B1-20201201 v

District | Disfrict 5 ~

Sector [Any -

| View Summary || Reset |
Hide Filter
As of 22 Jan 2021 at 1810 PST I Download Summary lDown\Uad Detail I
. Event Total Total Acct  %acct DePtID _ . ) : :
Dept ID Unit Name Name Assigned  Afiected = o Allé;:ct. Acknowledged District Sector Reporting Path Tier 1 Reporting Path Tier 2 Reporting Path Tier 3 In GAOQI
COMMANDANT CG 1B1 1B1- N Y COMMANDANT CG 00 COMMANDANT CG 09

010798 010798 20201201 25 3 3 100% Y [ 05 COMMANDANT 000745 008650 008651 M

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:

PA All Dept ID Report by Dept ID

Event: | b
DCept ID:

Include Higrarchy: [

View Summary Resat

Hide Filtar

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:

PA All Dept ID Report by Dept ID

Event: |SEC ST PETE EXERCISE w
Dept ID:  |008650

Include Hierarchy:

IView Summary II Reset I

Hide Filter
As of 22 Jan 2021 at 1810 PST, 22 rows Download Summary M Download Detail
Dept ID Unit Name Event Name okl L Accl For % Acct. For .Ella.gtc::[lj Acknowledged  Reporting Path Tier 1 Reporting Path Tier 2 Reporting Path Tier 3 In GAOI
P Assigned Affected g - Eor : g P g P 9 B g
SEG ST
Total PETERSBURG 1080 162 162 00% v N
EXERGISE
SE
000240  CG STASABINE 000240  PETERSBURG 161 1 1 100% ¥ N GOMMANDANT 000748 COMMANDANT CG 00 | COMMANDANT CG 09 N
005650 008651
EXERCISE
oosror | OLDIRAUXSOUTHHEW  BERTIo o0 17 1 1 100% v N COMMANDANT 000745 COMMANDANT CE 00 | COMMANDANT CG 09 N
YORK 004101 008650 008651

EXERCISE

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:

PA All Dept ID Report by Chain of Command
Ewent:

Tet [ 9
Ir\l'; ﬂ

Tier2: JAny

Tier 3 JAny [v]
% Accounted For:  [Any [+]
View Summary Resat
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.
8.74 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:
st
Sector [ Any ™~
% Accounted For:
IView Summary II Reset I
As of 22 Jan 2021 at 1810 PST, 17 rows (including total row) Download Summary
Dept ID Unit Name E;‘:‘E' Asz?éf“ed A;:;"m AF“;" %F“;f" Ale}thln? Acknowlsdged District  Sactor  Reporting Path Tier 1 Reporting Path Tier 2 Reporting Path Tier 3 In GACI
For
SEC ST
Total PETERSBURG 730 156 156 100% Y v
EXERCISE
007488 SECIORST L orass EE‘EE%;SBERG 2 1 1o0e% v v o7 19 COMMANDANT 000748 Sgiaie MOANT CG 00 GOMMANDANT CG 09 N
norass ool PETECMD Eggglgfssélm 21 3 3 o0e% v v 07 19 COMMANDANT 000745 | SrpaitsNDANT GG 00 GOMMANDANT GG 03 N
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 wiill
appear:

Accounting Roster by Event and Dept 1D

Event: | [+]
Dept 10

Include Higrarchy: (4

Download Excel

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:

Accounting Roster: California Earthquake & Tsunami, for Dept ID 006374 and all Dept IDs under it

As of 20|Mar 2018 at 1720 PDT

Nam~- 5p::n20 .| Accounting Status | Designation | Title Paygrad'v‘ Dept I';‘ Command - g‘gli;'} ;::;UI::;' St A[;;Du"tE‘dv
ALLEN,] TRUE Safe and Mot Displaced  Active Duty/FTS MEES 006374 CGC HALIBUT (006374) 3/14/2018 Test, Christine Initial
ALLEN, | FALSE Not Accounted For Family Member MEES 06374  CGC HALIBUT (006374) 3/14/2018 Test, Christine Initial
ALLEN, | FALSE Safe and Displaced Family Member MEES 06374  CGC HALIBUT (006374) 3/14/2018 Test, Christine Initial
BROOK!{ TRUE Unreported Active Duty/FTS MEE7 06374 CGC HALIBUT (006374) 3172018 Initial
BROOK! FALSE Not Affected Family Member MEET7 006374 CGC HALIBUT (006374)

WRIGHT FALSE Mot Affected Family Member MEET 06374 CGC HALIBUT (006374)

COWAR TRLIE |nrannrtad Arti Dt /FT MMFEFE MNE374 COoC HALIBRLIT (O0R3ITAL 15201 Initial

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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| My Home Support Home MyInfo Muster COVID-19 Command Personnel Accounting Reports Help  Admin I

dBack Contact Numbers
General Help

- » CGPAAS Help Desk: (366) 946-9183 or (619)
ST Family Member Feedback 5538167

Reference Library

Please take a few moments to answer the following questions Note: During high-volume periods, please leave a

Training and p[OVIde comments- message with your name and call-back number.

» Help Desk Ema;

aas@navy.mil

1. How easy was the system to log in to?

very easy oo oo very difficult

User Guides and other Downloads
= CGPAAS COVID-19 Reporting Tool User Guide
= CGPAAS Field User's Guide v2.0 27.Jan21

= CGPAAS Individual User Training (PDF) 1.75MB

- CGPAAS PST Mobile Web Sheet

2. How clear were the steps to follow after you first - CGPAAS PST Sponsor Web Sheet

logged in? In other words, did you understand = COMDINST 3006.4B PAS Policy 10MAR2016 (PDF)
where to go?

(If not easy, please explain)

very clear O O 00K not clear at all
(If not clear, please explain) Release Notes
CGPAAS Release Notes for Version
3. Overall, how easy was the system to use? 4.65.0
Very easy O O 000 very difficult

(If not easy, please explain)
Bug Fixes:

* Fixed various under the hood system issues
4. Do you understand why you were asked to

provide contact information? EFM :
yes () * Fixed an issue that prevented a sponsor from =
no ()

(If no, please clarify)

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 (El) 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”:

MyHome SupportHome MyInfo Muster COVID-19 Command Personnel Accounting Reports Help  Admin

CGPAAS Help User Guides and other
ICGPAAS Support Users - Frequently Asked Questions " CGPAAS CO's User Guide v3.0
Support Help patan21
(General Questions + CGPAAS COR Training Briefv3.0

Reference Library

uI2013 (PDF) 3.7MB
i - What are the URLS for CGPAAS for Guardsmen and Support Personne!? - COGPAAS COVID-19 Reporting Tool User,
= How do people get a usemame and password for CGPAAS? [Buide

= CGRAAS Executive Overview

* Whatlevel of security ciearance will individuals be required 1o have in order to access the CGPAAS Support server?
- CGPAAS Field User's Guide v2.0

= If communications or power are down, haw do we use CGPAAS?

prJan2i
= Why don't| see some of the tabs like Personnel or Command when | log info COPAAS? - COPAAS Individual User Training (PDF)
* Whatis a Guardsmen??? fr.75mB

* What does GAOI stand for again? - COGPAAS PST Mobile Web Sheet

= CGPAAS PST Sponsor Web Sheet
- CGPAAS PST Support Web Sheet

Contact Numbers

IAdding and Removing Personnel

*  How can | delete personnel from my Dept ID?

= OK.\Vnat if iney are not? Is there geing to be @ way fo delete Guardsmen whe are no lnger in ine command? There would never X
be a 100% solution at the end of the exercise if we are not able to delete Guardsmen. » CGPAAS Help Desk: (866)

946-9183 or (619) 553-8167
= Whatif my Dept ID is not in the Dept ID hisrarchy? Do | need to contact the Area for update?
= How are personnel added to a Dept ID?

Note: During high-volume

= What about contractors? Will they be loaded into CGPAAS? Can they be added? periods, please leave a
message with your name and
ICO Representative (COR) Questions call-back number.

®  How arewe granied access as Support Personne? Help Desk Email:
- Do CORs utilize he CGPAAS Support function? paas@navy.mil
* When adding a COR, do e add them to each of our Dept IDs separately?

* What does "No EDIPI' mean when it next 1o a guardsmen's name under adding a CO representative?
*  How do you manually add an EDIPI to someone's CGPAAS record so they can be a COR?

+ As COR, do | have to be on a machine with a CAC reader to account for my people?

* What are the requirements to be a COR?

= Canwe remove anyone on the COR list that we know does not belong to our Dept 1D?

+ Cana contractor can be a COR?

* Can members of other Services (Navy, Army, Air Force, Marines) be CORs?

Release Notes

CGPAAS Release Notes
for Version 4.65.0

Accounting Questions

+ Am| authorized as a COR fo muster my Dept ID staff members and their dependents or are they required to log-in and muster from
their own computer?

= Is there a limit on how many CORs can account for different personnel within the same Dept ID &t the same time?
- Iithere is someone at my command that is TDY from elsewhere, how can | account for them?

* Which civilians are to be accounted for with CGPAAS? - Fixed various under the hood
= Should civilian employees be entering family member info or is this really for military families? system issues

= Are ofher Amed Forces accounting in CGPAAS?

Bug Fixes:

" ILLEFM :
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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:

My Home

General Help
Support Help

Reference Library

Support Home My Info Muster COVID-13 Command Personnel Accounting Reports Help  Admin

PhoneNumbers =1

Key Phone Numbers and Web Addresses

FEMA 1-800-621-FEMA (3362)

TTY 1-800-642-7585

American Red Cross
DFAS
APWU Healthcare Plan

1-888-332-7411
1-800-222-2798
TDD 1-800-622-2511
1-888-258-3432
1-800-821-6136
TDD 1-800-821-4833
PBP Health Plan 1-800-544-7111

DoD Civilians and Retirees
DOD Component Phone Number

1800-DAD-SAFE
1-202-372-2100

1-800-435-9941
1-888-766-3258
1-877-689-2722
1-877-689-2722
1-703-604-6071 (Call Collect)
1-888-363-4872
1-888-332-7411

Elue Cross and Blue Shield
GEHA Benefit Plan

U.S. Coast Guard, National Command Center (emergencies Only)

Department of the Air Force
Department of the Army
Department of the Navy
Department of the Marine Corps
All Defense Agencies

DOD Civilian Hotline

Defense Finance and Accounting Service (DFAS), or APF civilian pay, including how to
re-direct paychecks or direct deposits
Thrift Savings Plan (TSP) 1-877-988-3378

Military points of Contact

ARMY INFORMATION HOTLINE 1-800-833-6622
ARMY RESERVE HELPLINE 1-877-464-9330
ARMY NATIONAL GUARD HELPLINE 1-888-777-7731
U.S. Army Human Resources Command (Helpful Links)
Army Medical Department (AMEDD) (Link]
‘Wounded Soldier and Family Hotline 1-800-984-8523
Fox Army Health Center 1-800-223-9531
U.S. Army Veterinary Regional Command (210) 221-8702
National Guard Bureau Familv Program Holline 1-888-777-1T:

Downloads

PERSONNEL_ACCOUNTABILITY__SYSTE
= CGPAAS CO's User Guide v3.0 22Jan21

* CGPAAS COR Training Brief v3.0 Jul2013
(PDF) 37MB

* CGPAAS Evaluation Exercise (TXT)

* CGPAAS Field User's Guide v2.0 27Jan21
* Family Quick Reference - Inside (JPG)

. 4ME

* Family Quick Reference - Outside (JPG)
4 8MB
* Joint COR Training Brief (PDF) 5.8MB

Online Resources

* America Supporis You

* FEMA - Declared Disasters

* Military One Source

* National Military Family Association
* Pentagon Channel

* Ready.gov

* Red Cross

* Tricare (Humana) - After the Disaster
= Tricare(Medical)

" U.S. Coast Guard Phonebook

* United Concordia(Dental)

* United We Serve

DoD/Government Websites

* DFAS/Military Pay

* Department of Defense Reserve Affairs
* Department of Homeland Security

* Department of the Air Force

* Department of the Army

* Department of the Marine Corps

* Department of the Navy

» Direct Access Login Page

* Military Assistance Program

* Operation Homefront

* Operation Prepare

* USA Government Made Easy

* United States Coast Guard - Home Page

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.

My Home

Support Home

My Info  Muster COVID-19 Command Personnel Accounting Reports Help

Admin

‘General Help
Support Help
Reference Library

Training

g Materials

Trai
COR Interactive Training

COR Frequently Asked Questions (FAQ)

To learn more about using CGPAAS as a COR, dlick here to download the CGPAAS CO User Guide

New to CGPAAS? Looking for a refresher on the basic functions as a8 Commanding Officer Representative (COR)?

Ready to test your knowledge? Try out the interactive COR Frequently Asked Questions (FAQ) Knowledge Challenge by clicking here.

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 (GAOQI).

10.1 Event Manager

CGPAAS CO’s User

Guide v3.1
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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”

Event Manager

Name Type Event Stale Event Start Accounting Has Assessment
161-20201201 Exercise Active 121172020 10:45 A Active Mo
ew 1B1-20201201a Exercise Active 121112020 11:54 AM Active Ho
© Creale anew event COVID Vaccine Distribution Exsrciss Exercise Active 1182021 1:33 PM Mot requirsd Mo
D7 TS ETA- SOUTH FLORIDA Real Active 11812020 11:11 AM Active No
DE HURRICANE ZETA Real Active 10282020801 PM  Aclive Mo
SEC ST PETERSBURG EXERCISE Exercise Active 9/30/2020 9:24 AM Active o
chow staned event: Test Event Exercise Active 121720211240 PM  Aclive Yes
ov stagsd suents Valdez Tsunami Siren Test Exercise Active 10/15/2020 2:09 PI Active Ho

Show active svents
[0 show closed events

[0 show archived events

152 events

0 staged events
8 active events
144 closed evenis

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 £l 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:

Event Creation Wizard

Step 1 of 4: Basic Event Information

What kind of event is this? O Real O Exercise
When do you want this event to start? o Immediately LAl a partioular time ) Nat
specified

Does this event allow for an assessment? OYes ONo

Does this event require personnel to

account? OYes (JNo

Next Cancel

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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Event Creation Wizard

Step 1 of 4: Basic Event Information

What kind of event is this? (JReal (Exercise
['®) i - i i O
When do you want this event to start? @) Irpmed\ately ® At a particular time () Not
specified
What day will the event start?
‘] P
What time of day will the event start? 00 E Pacfiic v
Does this event allow for an assessment?  ()Yes (JNo

Does this event require personnel to

-
) )
account? Yes (UNo

Next [ Cancel

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 0% 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.

Evant Creation Wizard

Step 1 of 4; Basic Event Information

What kind of event is this? (JReal (Exercise

When do you want this event to start? O Immediately ® At a particular time ) Not specified
What day will the event start?

IPadiic ~|
What time of day will the event start? 00 F] Pacific v

Does this event allow for an assessment? (O Yes ('No

Does this event require personnel to ~

account? ®Yes (_'No

When do you want the accounting to start? ‘_,'V\_t'hen Event Starts ® At a particular time (_'Not
specified

What day will the accounting start? [

J
What time of day will the accounting start? | 00 Lil

SD'E’,;’S“ want the accounting scheduledto -, 5\ particular time ® Not specified

Next | | Cancel

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.

Click the arrows by the hour 0 to indicate when the event will start (00-23).
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 3 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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Event Creation Wizard
Step 2 of 4: Create a GAOI

Modify Current Designation # # Dependents  Total Indivi # Families
Replace with Mew Active Duty/FTS 0 0 0 0

- — Contractor 0 0 0 0

Replace with Existing | conys contractors 0 0 0 0
Employee i} i} i} i}

Other 0 0 0 0

RESERVE PERSONNEL (AT/ADT/ADSW/MOB) o o o o

Retired/Separated o o o o

SELRES/DRILLING RESERVES o o o o

All Designations o o o o
[ Cancel ]

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:

Population Picker Editor |

Included Personnel
Designations Sponsors Dependents
Active Duty/FTS
SELRESDRILLING RESERVES
RESERVE PERSONNEL (ATIADT/ADSW/MOB)
Employes
Contractor
Other
CONUS Contractors
Retired/Separated

i e s
i e s

GAOI Parameters

Countries (0} Add

U_S. States/Ter. (0)

U.S. Counties (0)

ZIP Codes (0)

Dept IDs (0)

[ Preview | [ 0K |[ Cancel |

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.

Select Countries...

Countries: Selected:

Remoiz I

0K Cancel
R

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.

Designation # # Dependents  Total Indivi # Families
Active Duty/FTS 43,1595 0 43,1595 43,1595
Contractor 4 0 4 4

CONUS Contractors 0 0 0 0
Employee 8973 o 8973 8973
Other 0 0 0 0
RESERVE PERSONNEL (AT/ADT/ADSW/MOB) 0 0 0 0
Retired/Separated o o o o
SELRES/DRILLING RESERVES 0 0 0 0

All Designations 52,173 0 52173 52,173

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.

Select an existing Population

Note: If you select a population that is associated with an
event, that population will be automatically copied.

Namz Assosiated Event
05DEC14 SoCal Flooding

23435 23435

ZTapr2014 tornado 2Tspr2014 tomado

AL TEST D12 ALJTEST D13

Air Statien Los Angeles July 2 Test Air Station Los Angeles July 2 Test
Air st Air Station Los Angeles test

Base Miami Recall Revision
akeout Drill

CG1B1 TEST
1-150f331 » M

[ Preview | [ Ok | [ Cancel |

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:

Event Creation Wizard

Step 3 of 4: Name and Description

What would you like to name this event?
What would you like the short name to be? It must be 20 characters or less:
Please give a brief description of this event:

Back i Next i Cancel

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:

Event Creation Wizard

Step 4 of 4: Summary

Name: Florida Hurricane
Short name: FLORHURR
Type: Exercise
Description: Hurricane expected to hit Panama City Beach at 0200 EST
Start date: 01Jan2021 at 0000 Pacific
Has an assessment: No
Requires personnel to account: Yes
Accounting start date: 01Jan2021 at 0000 (same timezone as the event)
Agencies: |United States Coast Guard

Back Finish |  Cancel

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.

Ewvent Creation Wizard

The event has been oested.

Cloge

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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Event Manager Event Manager

Population Manager = | Name Type Event State Event Start Accounting Has Assessment
Alert Manager 161-20201201 Exercise Active 120172020 10-45 AM Active Mo

1B61-20201201a Exercise Acfive 12/1/2020 11:54 AM Active Mo

Creal t
Dept 1D Workbook Gen © Create anew even COVID Vaccine Distribution Exercise Exercise Active 1/8/2021 1:33 PM Mot required Mo
@ View this event D7 TS ETA - SOUTH FLORIDA Real Active 17912020 11:11 AM Active Mo
Personnel Upioad D& HURRICANE ZETA Real Active 10/28/2020 801PM  Aclive Ho
(@ Modify this event SEC ST PETERSBURG EXERCISE Exercise Active 930/2020 9:24 AM Active Ho

User Guise Session Tool

172172021 12:40 PM

£ Stop this svents account _ = . .
Valdez Tsunami Siren Test Exercise Active 10/15/2020 2:09 PM Active Mo

@ Close this event's
account

@ Close this event

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:

Event Manager

Short name: D7 SeclaX test NOV14 Type: Exercise State: Active
Name: D7 Sector Jacksonville COOP test NOV 14 Start date: 1SNov2014 at 12:47 Pacific

it State): Yes (Active) Account Start date: 19Nov2014 at 12:47 Pacific

Description: Sector Jacksonville COOP CGPAAS test

_'I'shh ll Filter llpcsugnxﬁon Breal(dcvwnl

Individuals required to account: 1,509
Accounted: 712

® Mol Muster=52 82%
® Mustarad=4718%

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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Stats  Filter | Designation Breakdown
Designation % Sponsors # Dependents Totsl Individusls # Familiss
Active Duty/FTS 38T E24 o8 A58
Contractor [i] 0 [i] 0
COMUS Contractors ] (1] ] (1]
Employss 15 12 7 15
Oithear i) (1] i) (1]
RESERVE PERSOMNMEL (AT/ADT/ADSW/MOB) 183 312 Ei) | 188
Retired!Separated [+] [+] [+] 4]
SELRES/DRILLING RESERVES [i] (1] [i] 0
All Designations 581 245 1508 582

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 “GAOQI Information” pane which allow you to take action on the event. The
buttons available to you depend on the state of the event.

Event Manager

Short name: D7 Sec)AX test NOV14 Type: Exercise State: Active
Name: DT Sector Jacksonville COOP test NOV 14 Start date: 19Nov2014 at 12:47 Pacific
Requires a Account (Account State): Yes (Active) Account Start date: 19Nov2014 at 12:47 Pacific
Sector COOP CGPAAS test

| Stats | Filter Designation Breakdown

required to 1,508
Accounted: 712

® Mot Mustar=5282%
@ Musterad=47 18%

) Close Event & Wodify © Stop Account & Close Account @ Close View

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

I@I If you clese the event, you will not be able to reopen this event. Are you sure you would like to close the event D¥ Sector
=

Jacksonville COOP test NOW 147

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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Event Manager

Name Type Event Sf
161-2020M201 Exercise Active
161-20201201a Exercise Acfive
COVID Vaccine Disfribution Exercise Exercise Active
D7 TS ETA- SOUTH FLORIDA Real Acfive
Show staged events D8 HURRICANE ZETA Real Active
Shew active events SEC ST PETERSBURG EXERCISE Exercise Acfive
y'd
[ show closed events Valdez Tsunami Siren Test Exercise Aclive

[ show archived events

Test Event

Exercise

Active

Agencies: USCG

Accounting: Active

3 individuals required fo account
1 families affected

If you click No, the event remains open, and the previous screen is displayed.
Click the Modify button to edit information about the event:

Requires personnel to account: Yes

Name: | Test Event

Short name: |User Guide Test

Description:

Type: Exercise
Event State: Active
Event Start: 21Jan2021 at 09:40 Pacific
Has an assessment: Yes

Account Start: 21Jan2021 at 09:40 Pacific
Account State; Active

odify Account State: ® Active O Stopped U Closed I

Account Scheduled Stop: () At a particular time ® Not Specified

GAOI:

Designation # #D Total # Families
Current Filter Active Duty/FTS ] ] 0 0
Ty - Confractor Q Q 0 0
Gther Existing Filter § conus contractors 0 0 0 0
Scratch Employee (1] 0 ] 0
™ T MON APPROPRIATED FUMDS (MAF) EMPLOYEES 0 0 0 0
Maodify Addll‘lt.)n o (NAF) i i i 0
LRemove Addition _J RESERVE PERSONNEL (AT/ADT/ADSW/MOB) 0 0 0 0
Refired/Separated 1 2 3 1
SELRES/DRILLING RESERVES 0 0 0 0
All Designations 1 2 3 1

[ Save | [ Close Event | | Cancel |

10.1.8.5

10.1.8.6

10.1.8.7

10.1.8.8

10.1.8.9

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.

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

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

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

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

Start This Account

|'®'| Are you sure you want to start this account? This action cannet be undone.
L

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.

Start This Account

|r6‘| Are you sure you want to stop this account?
&

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.

Close Account

'@' Are you sure you want to cloge this account? This action cannet be undone.
b~ 4

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.

Close Event

I@I If you close the event, you will not be able to reapen thiz event. Are you sure you would like to close the event UAT-2 Post Test?

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:
Event Manager Population Manager
Population Manager & Mame Event Date Modified Description
8/15/2016 9:17 AM D1 AOR Al
Alert Manager © Create a new fiter 181-Test-20201001 1B1-Test-20201001 10/M1/2020 3:49 PM
Dept ID Workbook Gen i 1B1 test - 20200825 1B1 fest - 20200825 8/25/2020 2:38 PM
1B1-20200818 1B1-20200818 8/13/2020 10:12 AM
Personnel Upload | | petaits | 1B1-20200903p 1B1-20200903b 93/2020 3:18 PM
1B1-20200903¢ 1B1-20200903¢ 9/3/2020 3:42 PM
User Guise Session Tool 366 population pickers 1B1-20200904 1B1-20200904 9/4/2020 11:30 AM
1B1-20200917 1B1-20200917 9/17/2020 4:22 PM
1B1-20200923 1B1-20200823 9/23/2020 10:19 AM
18120200924 1B1-20200924 92472020 4-41 PM

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
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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:

Home CC  Dept IO Admin Reports My Info  Upload Help [ Aamin i

oo ey
ed Preview || D/L Roster | Save | Save As || Close |

B!!lgﬂl'.bﬂ! Sponsars.
Active DutyFTS

SELRESDRILLING RESERVES

RESERVE PERSONNEL (AT/ADT/ADSWMOS)

oooooooo
DDDUDDDU%

Countries (0)
U.S. States/Ter. (0)
U.S. Counties (0)
ZIP Codes (0)
Dept IDs (0)

In the “Description” pane, enter a short name for this filter.

2. Inthe “Included Population” pane, click the boxes next to the Sponsors and
Dependents who will be affected by the event.

3. Inthe “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.

rgentna
Amenis
b

Ashmore & Carier sz
Australiz

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. Ifa
designation was not selected, or if the value is 0, 0 will be displayed.

Designation # Sponsors # Dependents  Tetal Individuals # Families
SYSTEM o [u] [v] [1]
United States Coast Guard 5448 4549 10,297 5,785
All Agencies 5,443 4,845 10,297 5,785

Click the OK button when finished. The Population Manager will be displayed again.

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:

Save New Filter

Please enter a name for the filter:

Ok Cancel

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.

Save the changes to "New" before closing?
If you do not save the filter your changes will be lost.

[ Save | [ DontSave | [ Cancel |

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

Save New Filter

Please enter a name for the filter:

OK Cancel

ii. 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.

| opete ]

D5 AOR-WIDE POPULATION

Associated Event:

Date Modified: 4/5/2018 11:38

Dept IDs: 0
Countries: 0
States: 5
Counties: &1
ZIP Codes: 0

D35 AOR-WIDE POPULATION

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:

) Create a new fiter

[ Open this fiter
& Rename this fiter
& Clone this fiter
i Delete this fiter
@ Preview this fiter

= Download roster

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:

Population Manager

TRACEN Yorktown 2018(Read Only) Preview || D/L Roster | Save [ Save As |[ Ciose |

Designations

Active Duty/FTS

SELRES/DRILLING RESERVES

RESERVE PERSONNEL (AT/ADT/ADSWIMOB)
Employes

Contractor

Other

CONUS Contractors

Retired/Separated

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:

Rename filter

Please enter a new name for this 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.

Please enter a name for the new filter:

A AD and dependen: X

[ ok ][ cancel |

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.)

Delete Filter

@ Are you sure you want to delete "CA AD and dependents™?

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:

Preview of "CA AD and dependents™

Designation # Sponsors # Dependents  Total Individuals # Families
SYSTEM 1] a o a
United States Coast Guard 5,448 4849 10,297 5,785
All Agencies 5,443 4,849 10,297 5,785

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 in16.2.1.

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.

Alert Manager

FUSIERIRISHEE New Alert

Alert Management Targeting Group Associated With Existing Event's Population
Alert Admin

Select Event: | v

Notify ® Unreported Personnel (O Support Users of Unreported Personnel () Unafiected Spansors with afiected Dependents

L] Email
OWork Email [ Alternate Email

F"" Text

O Mabile Phone

g Phone

OHome Phone  JWork Phone  [IMobile Phone

(©Show Phone Ogsions

Alert Title or Email Subject:

% Schedule and Options|

Alert Timing
(Al times interpreted as Pacific Time)

Start Time: (O As soon as | dlick the publish button (If event has started)
O Set date and time: |: =
Alert Duration: from start of alert

10.3.2 Targeting Pane

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

£ Targeting

Targeting Group Associated With Existing Event's Population

Select Event: | hd

A e
Motfify: \® Unreported Personnel () Support Users of Unreported Personnel C:' Unaffected Sponsors with affected Dependents

Click the Select Event drop-down list to choose an event.

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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% Devices
- | Email
Cwork Email  []Alternate Email

o Text

TEKT

[IMobile Phone

@, Phone

[JHome Phone  [Work Phone [ Mobile Phone

(&) Show Phone Options

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:

J Show Phone Options

Contact Cycle Options

Number Of Call Cycles:
(how many times the system will attempt to contact a user)

Delay Before Trying Again Hour: Minute:

(how long the system will wait between call cycles, if it is unable to reach the user)

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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% Content

Alert Title or Email Subject: CGPAAS Coast Guard Demo Alert-
EXERCISE

Email Message: This is an EXERCISE
Qur records show that you are a Coast
Guard employee in the affected area for
Coast Guard Demo. If you believe you have
received this message in error, please
disregard.

For personnel accountability purposes,
please reply to this email as follows. For
more information about this event, please
go to hitps:icgpaas.uscg.mil or call 1-800-
KHK-KHAX,

1 SAFE AND NOT DISPLACED

2 SAFE AND DISPLACED

3 NOT SAFE AND NOT DISPLACED.

4 NOT SAFE AND DISPLACED

5 NOT PRESENT IN GEOGRAPHICAL
AREA OF EVENT.

Phone Message This is an EXERCISE. Qur records show
that you are in the affected area for event
Coast Guard Demo. The purpose of this
call is to record your current status.

1 SAFE AND NOT DISPLACED

2 SAFE AND DISPLACED

3 NOT SAFE AND NOT DISPLACED.

4 NOT SAFE AND DISPLACED.

5NOT PRESENT IN GEOGRAPHICAL
AREA OF EVENT.

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:

% Schedule and Options

Alert Timing
(All times interpreted as Pacific Time)

Start Time: O As soon as | click the publish button (If event has started)

O Set date and time: I:I il
Alert Duration: from start of alert

10.3.5.2 Click As soon as | 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).

1 August 2018 »
Mo Tu We Th F Sa Su

30| 31 1 2| 3| 4 5

6| 7 8| 9| 10] 11) 12
13| 14) 15| 16| 17| 18| 18
20| 21| 22| 23| 24| 25| 26
27| 28| 29| 30| 31] 1] 2

15:46:01

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.

Event Manager Alert Manager
Population Manager
[Alert Manager
Dept ID Workbook Gen Publish Alert Name Status Start End Population Device
| CGPAAS D17
Personnel Upload Alert \eldes waokis 4001 OSMIR0IE oo Heme Phone
‘ Brerome soapris  Active 174303 114303 il Mobile Phone
New Request 1 | it EXERGISE PDT POT Text Message
Alert Admin | |
St st 047302018 0510172018 Horme Phons
End E;e r:iz“ gqm'“ g Active 11:4502 11:45:02 Support Users  Mobile Phone
Alert - EXERCISE EBl POT Text Message
vl 04302018 0SIOIR01E  dponeu.  Home Phone
[End | froesto0on s Actve 114733 114739 SROTeY Mobile Phone
Alert - EXERCISE e POT Dependents 19Xt Message
Found 3 results.

@3 “re you sure you want to end: CGPAAS D17 Valdez Region Exercise
& 3040118 Alert - EXERCISE?

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:

Event Manager Alert Manager
Population Manager
Manual Processing of Alerts
Dept ID Workbook Gen Publish Alert
Close Ended Alerts
Personnel Upload Alert
Request Management
New 3 = =
‘eq | Get Active Alert Tracking Details ‘
Change Requests
: Send Staged Alerts
Manual Processing of Users

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:

Event Manager Agency | System v | | Build Warkbook |

Population Manager
Alert Manager

Dept 1D Workbook Gen

Personnel Upload

User Guise Session Tool

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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Event Manager Upload Personnel ~

Populabon Manager

prerre— Personnel Upload Tool

Degt ID Workbook Gen The purpose of this tool is to allow CORs to manually upload a list of Foreign Mational or CONUS Contractor personnel assigned

to a Dept ID. The personnel uploaded here 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.

e To upload personnel, simply follow the steps below.

Change Requests

Step 1: Download the Excel spreadsheet template

The spreadsheet provides you with the proper structure for the data. Do not modify the structure of the spreadsheet (e.g.
column name, column order, sheet name, etc.). Any modifications to the structure of the spreadsheet will cause it to be
rejected when uploaded. You may save the file locally on your PC and rename it. The file MUST be saved in xls (Excel 97-
2004) format.

Download Template

Step 2: Fill in the spreadsheet

Review the Data Definition Document (linked below) prior to entering data into the spreadsheet. When the spreadsheet is
uploaded, the data will be validated against those rules. If any portion of the data is invalid, the upload will be rejected. Please
read the rules carefully to understand what is required for a successful upload.

Ga To Data Definition

Step 3: Upload the spreadsheet

Once personnel data has been entered into the spreadsheet, you may upload the file here. When you submit the file for e
oo i i e b Ot e o PR "
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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

I /7 CGPAAS

There are new and improved site features in CGPAAS! Thase new features
incorporate updated andintuitive technology to ease the login and site
navigation experience.

Coast Guard Personnel
Accountablity & Assessment System

MNEW FEATURES IN CGPAAS

* Unified Log-In Page:
The two “Click Here" buttons of the past have been replaced with a
single sign-on windowthat allows you to choose between PIV/CAC and
Limited Access.

o PIV/CAC Access — Allows all Support

oA M b SRR B e W T e TV AT

level users (formerly CGPAAS CORS
and Administrators”) to perform
duties for COR, Command & Area

0 T DR
R

Log e wik briind sormus eeng e werrame o Dol 0 e peaerd

Admin, Personnel Accountability,
Analysis &Reporting, Case
Management, & tracking and other
related tasks.

o Limited Access — Logging in with
Username and Password allows
access to update information for
individuals and their family as formally labeled “Coast Guard Military, Civilians,
and Active Duty Dependents”.

ol i

+ Simplified Tabs
The site navigation (known as the “Tabs") has been restructured and
reorganized. This new feature includes “last login” dateftimestamp
visibility and combined functions on new module specific tabs for
Support Users.

These new centralized tabs include:
o Muster - My Muster, Daily Roster, Command Muster
o Command — All COR User Types
o Help — General Help, Support Help, Reference Library, Training
o Admin — Tier 0 Users

== UnclassifiedFor Official Use Only ===

USCG = j 5en || SRR 0 Mook o ESkae T
[ CGPAAS|com: s Perzenne -yt TN

My HIme  SuppitHome  Mplm  Mume COVDDAS  Commend  Pearnel ACDHTHRD  Rapims  Hep Adein Uplsed

NEW FEATURES IN CGPAAS
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12.2 CGPAAS PST Mobile App View Slick Sheet

P A A Coast Guard Personnel HOW-TO PERSONNEL STATUS TRACKER (PST)
Accourtability & Assessment Systen MOBILE WEB APP VIEW

1.. Mavigate to https://cgpaas.uscg.mil on your mobile device, enter your username and
password, and click “Log In".

UnclassifiedyFor Oificial Use Oniy

I-";n- CGPME Pt L k4 S
|:> B gt 2. Click on your name.

Iniial passrwsat by the spona s Dane of Bie andiast &
of e 33 Fesnin Paninas use (000 for T e 3
of el SEH), 0. 100G

100411 bevinen if (a3ireme] drvdie LgriasTe e L L
— Pt i 3. Update your status in
et both the Personnel
= e s s o e o
E— Status and the Work
rer——
Cick hass In a0osss e nor-mobls version S > Status fields.
[ENNE pe— e i s I T B o VO
mmf_; ks Bt
e

TIP: Click on the definitions link on the status update window
for personnel status and work status definitions.

I, When finished updating, click on the SAVE button to save changes then select “Logout”
to exit.

P e PG oo o WFAAE i o) o by
P il et Bl Pl Fomms). el ok =

i P b i by i v, Pl cordecd
Fersornd Sishn year Corerand or CO8

‘P s o oot |

Wvepanen = o !_"l:'irmm Proside

LR bl W S0 10 DT e N Paannel Hy T — T

Slakan Detnkiors. e i prcy sl curmdey o gk po Gl o
==

Wark Siah

H s i o P i i il g,
A8 LG W e Tl o 0N PR

e ) ot e krrason
Wy ol whoh slnhs b g Soe e Wk, s e by
Sawen Dadrarora wmar zordact rhormabon

saw
AN

Logoai

HOW-TO PERSONMEL STATUS TRACKER (PST)

MOBILE WEB APP VIEW
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12.3 CGPAAS PST Sponsor Web View Slick Sheet

[ CGPAA

Coast Guard Personnel
Accountabilty & Assessment Systen

Z,

. Click onthe

f,

1, Direct your browser to https://cepaas.uscg mil and login as Coast Guard Military, Civilians,

and Active Duty Dependents (button on the left). Login with CAC/PIV or
username/password is permitted.

My [nfa

Click onthe ——_ tab.

Status Tracker tool from the left bar navigation.

. Clickonthe | Upéste | hutton on the right, next to Sponsor or Family Member name

COVID-A9 Family States PRI

Nama Farsonmal STans Wiork Siats

Lisknirwe :> Updeto ]

Ureeposied [T Update

Selieas Kiyle

Bruce Wayne

Upedsts Sistss

. Fillinthe Status Tracker form. | simsm. .
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HOW-TO PERSONMEL STATUS TRACKER (P5T)

SPONSOR WEB VIEW

TIP: Click on the ((2)Help.  button on Family Status Tracker or the Persas Sutus:fese defons for mare

kvmahan)
definitions link on the status update window for personnel status definitions.

When finished updating, click on the Update button to save changes.
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12.4 CGPAAS PST Support Web View Slick Sheet

PA A Coast Guard Personnel HOW-TO PERSONNEL STATUS TRACKER (PST)
Accountability & Assessment Systen SUPPORT USER WEB VIEW

1., Insert your CAC/PIV card into a reader, direct your browser to hups://cepaas usce.mil.

#, Login as CGPAAS CORS and Administrators (button on the right).

4. Clickonthe ©o¥0%  {ah,

4. Use the filter tools on the left to search for a servicemember or group of
servicemembers by PAS code, Personnel Status, Work Status, Name, DoD ID,
Designation or Sponsors/Family Members.

— = 5, Browse the filtered results on the right
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— £, Clickonthe | Update | button nexttoa person’s
g name to update their status.
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* All fields are required

TIP: Click on the personnel status (T Help.  button in the filter tool orthe  Peronnel Simsifaes defnions fr move
definitions link on the status update window for personnel status definitions.

&, When finished updating, click on the Update button to save changes.
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