ENTERING LEAVE/TAD INFO INTO CGPAAS

1. Loginto CGPAAS — https://cgpaas.uscg.mil
Note: Must log into the system with a CAC to add/modify leave/TAD dates
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Login Problems
If you have problems accessing CGPAAS, click here to send an email for assistance. Please include your name, phone
number and Dept ID (if possible) in erder for us to contact you. Please, do NOT include SSN/DOB.

2. Click on Daily Muster tab (see below)
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3. Add your leave/TAD information by clicking on “Add Projected Status” (see below)
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4. Enter your information. If you have multiple locations then hit “Add Projected Status” again (see
#5 below). Save changes. Do not worry about the “Present for Duty” button.
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5. If you have multiple locations then hit the “Add Projected Status” again — See below.

CGPAAS Coast Guard Personnel
Accountability & Assessment System

Home My Info Daily Muster Event Reference Help

My Muster

Daily Muster - FORD, ZACHARY ROBERT

Today: On Leave UNCONFIRMED
Alexandria, VA22302
UsA
On Leave - this is a test
Confirm Change
12/21/2015to 01/01/201" On Leave PROJECTED
Alexandna, VA22302
USA
/ On Leave - this is a test
Change Remove
Add Projected Status |
Which will then open another box (below)
Daily Muster - FORD, ZACHARY ROBERT
Today: UNCONFIRMED
dria, WA22302
eave - this is a test
nfirm Change
12/21/2015t0 01/01/2016 /On Leave PROJECTED

Alexandria, VA22302
UsA

On Leave - this is a test

Change I Remowve I
| tol l Present for Duty Offsite ;I FROJECTED
UsaA ;I
| state =] |
MNote
[— |
(=3
Sawve Changes Cancel Changes

Add Projected Status




