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Thrift Savings Plan Overview 
 

Introduction This guide provides the procedures for starting, changing, and stopping a 
Thrift Savings Plan (TSP) using Self Service in Direct Access (DA). 

 
Contributions/
Pay Period 

TSP contributions are delivered to TSP on the first business day of each 
month.  It can take up to five business days for the contribution to post to 
your TSP account. 
 

The term “first full pay period” refers to the first of the following month.  
Even though members typically receive pay twice each month, military 
pay periods are considered monthly and implementation rules state 
contributions will start the pay period following. Unless a TSP election is 
made on the first of the month, deductions will begin on the first of the 
following month. 

 
Helpful Links • The Thrift savings Plan website provides a myriad of information 

regarding TSP. 
• Additional information may be found on PPC’s webpage at 

https://www.dcms.uscg.mil/ppc/mas/tsp/. 

 
Catch-up 
Contributions 

The process for catch-up contributions is simple for TSP participants.  If 
you are turning 50 or older, you will not need to make separate catch-up 
elections to your TSP account to contribute toward the catch-up limit.  
See https://www.tsp.gov/making-contributions/catch-up-contributions/ 
for more information. 

 
Change to 
Direct Access 
Homepage 

You will notice a change in how Direct Access displays upon login.  
There is a new “hover” feature that shows what is covered under a 
particular tile as your mouse moves over the tile as shown below. 

 
 

Continued on next page 

https://www.tsp.gov/
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Adding a Thrift Savings Plan Mailing Address 
 

Introduction This section provides the procedures to add a Thrift Savings Plan (TSP) 
mailing address in DA. 

 
Information All TSP participants must add a TSP mailing address in DA prior to 

enrolling in TSP; or if already participating, before you can change any 
contributions.  The TSP mailing address may be the same as the your 
home and/or mailing address. 
 
IMPORTANT RULES:  
• Ensure there are no blank spaces at the front of the address. 
• Do not use special characters (e.g.  á, ñ, ú, Ñ, etc.)  
• The address line (i.e. number and street) cannot exceed 25 characters. 

 
Procedures See below. 
 

Step Action 
1 Navigate to Member Self Service via the drop-down or by page arrows. 

 
 

2 Click the Member Pay Details tile. 

 
 

 

Continued on next page 
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Adding a Thrift Savings Plan Mailing Address, Continued 

 

Procedures, 
continued 

 

 
Step Action 

3 Select the Thrift Savings Plan option. 

 
 

4 The Thrift Savings Plan screen will display.  Select the drop-down arrow beside 
your name. 

 
 

 

Continued on next page 
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Adding a Thrift Savings Plan Mailing Address, Continued 

 
Procedures, 
continued 

 

 
Step Action 

5 Select the Personal Details option. 

 
 

6 The member’s current home and mailing addresses will be displayed.  To add a 
TSP mailing address, click Add TSP Address. 

 
 

 

Continued on next page 
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Adding a Thrift Savings Plan Mailing Address, Continued 

 
Procedures, 
continued 

 

 
Step Action 

7 The Address page will display.  The Change As Of date will default to the 
current date; this may be left as is or changed to a future date.  Enter the address 
as appropriate and click Save. 
 
NOTE: Make sure there are no spaces before the Address 1 line and do NOT 
use any special characters.  If the address to be entered is not within the United 
States, click Change Country and select the correct country from the list 
provided. 

 
 

8 A Save Confirmation message may display.  If it does click OK. If there is no 
Save Confirmation message continue to Step 9. 

 
 

 

Continued on next page 
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Adding a Thrift Savings Plan Mailing Address, Continued 

 
Procedures, 
continued 

 

 
Step Action 

9 The Addresses page will display with the new TSP mailing address. 

 
 

10 Return to the main homepage by clicking the Member Pay Details back arrow 
or the house icon. 
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Starting a Thrift Savings Plan 
 

Introduction This section provides the procedures to start a Thrift Savings Plan (TSP) 
in Direct Access (DA). 

 
Procedures See below. 
 

Step Action 
1 Navigate to Member Self Service via the drop-down or by page arrows. 

 
 

2 Click the Member Pay Details tile. 

 
 

3 Select the Thrift Savings Plan option. 

 
 

 

Continued on next page 
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Starting a Thrift Savings Plan, Continued 

 

Procedures, 
continued 

 
 

Step Action 
4 The Savings Summary page will display.  Click the Type of Benefit to be 

started. This example is starting a Traditional TSP Base Pay. 
 
NOTE: You MUST have a Base Pay election (Traditional or Roth) before 
starting any additional contributions. 

 
 

5 The current election will display. Click Edit. 

 
 

 

Continued on next page 
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Starting a Thrift Savings Plan, Continued 

 
Procedures, 
continued 

 
 

Step Action 
6 The Change Current Savings Plan Contributions screen will display. Enter the 

percentage of your Base Pay (or Bonus, Incentive, or Special pay depending on 
the TSP option selected) you wish to contribute monthly.  Click Save. The 
changes will take effect after the Payroll Finalization date. 
 
NOTE: The percentage must be entered as a whole number, i.e., 5% =5. 
Continuation Pay is considered a bonus in regard to TSP elections. 

 
 

7 A Save Confirmation message will display. Click OK. 

 
 

8 If the member does not have a TSP mailing address populated, an error message 
will display upon clicking Save.  To correct, click OK and exit out of the 
contribution page without saving changes.  Return to the Self Service page and 
enter a TSP mailing address.  Once done, the member may start a TSP election. 
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Changing a Thrift Savings Plan 
 

Introduction This section provides the procedures for you to change your Thrift 
Savings Plan (TSP) in DA. 

 
Procedures See below. 
 

Step Action 
1 Navigate to Member Self Service via the drop-down or by page arrows. 

 
 

2 Click the Member Pay Details tile. 

 
 

3 Select the Thrift Savings Plan option. 

 
 

 

Continued on next page 
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Changing a Thrift Savings Plan., Continued 
Procedures, 
continued 

 
 

Step Action 
4 The Savings Summary page will display.  Select the Type of Benefit to be 

changed. This example, is changing your Roth TSP Base Pay contribution. 
 
REMEMBER: You MUST have a Base Pay election (Traditional or Roth) 
before starting any additional contributions. 

 
 

5 The current election will display.  Click Edit.  

 
 

 

Continued on next page 
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Changing a Thrift Savings Plan., Continued 
Procedures, 
continued 

 
 

Step Action 
6 Enter the percentage of your Base Pay (or Bonus, Incentive, or Special pay 

depending on the TSP option selected) you wish to contribute monthly.  Click 
Save. 
 
NOTE: The percentage must be entered as a whole number, i.e. 15% = 15.  
Continuation Pay is considered a bonus in regard to TSP elections. 

 
 

7 A Save Confirmation message will display. Click OK. 

 
 

8 If you do not have a TSP mailing address populated, an error message will 
display upon clicking Save.  To correct, click OK and exit out of the 
contribution page without savings changes. Return to the Self Service and enter 
a TSP mailing address.  Once done, you may change your TSP election. 

 
 

 

Continued on next page 
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Changing a Thrift Savings Plan., Continued 
Procedures, 
continued 

 

 
Step Action 

9 You will be returned to the Savings Summary page.  The Changes will not be 
reflected on the summary page until the changes have processed through the 
Payroll finalization date.  
 
NOTE: If you wish to view the changes you just made, click on the appropriate 
Type of Benefit. 
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Stopping a Thrift Savings Plan 
 

Introduction This section provides the procedures for you to stop your Thrift Savings 
Plan (TSP) in DA. 

 
Procedures See below. 
 

Step Action 
1 Navigate to Member Self Service via the drop-down or by page arrows. 

 
 

2 Click the Member Pay Details tile. 

 
 

3 Select the Thrift Savings Plan option. 

 
 

 

Continued on next page 
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Stopping a Thrift Savings Plan., Continued 
Procedures, 
continued 

 

 
Step Action 

4 The Savings Summary page will display. Select the Type of Benefit to be 
stopped. This example, is stopping your Traditional TSP Base Pay contribution. 

 
 

5 The current election will display. Click Edit. 

 
 

 

Continued on next page 
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Stopping a Thrift Savings Plan., Continued 
Procedures, 
continued 

 

 
Step Action 

6 Enter 0 to stop the current contribution. Click Save. 

 
 

7 A Save Confirmation message will display.  Click OK. 

 
 

 

Continued on next page 
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Stopping a Thrift Savings Plan., Continued 
Procedures, 
continued 

 

 
Step Action 

8 You will be returned to the Savings Summary page. The changes will not be 
reflected on the summary page until the changes have processed through the 
Payroll Finalization date. 
 
NOTE: If you wish to view the changes you just made, click on the appropriate 
Type of Benefit. 

 
 

9 If you click Edit, a message will display stating you have made a future dated 
contribution. If this is still correct, click OK. To exit out of the page without 
making any additional changes, click the Home button in the upper right corner 
of DA. 
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