
CPOA Allotment Instructions: 
Log on To Direct Access: https://portal.direct-access.us/psp/EPPRD/?cmd=login&languageCd=ENG 

 
 

 

 
 

Click Allotments to add or increase 



 

 
 

2. Click “Add Deduction” 

3. Click on the Drop Down & 
choose “Association Dues” 



 

 
6. Click “Save Deduction” 

Leave the “Begin Date” as is & leave “End Date” Blank 

5. Type “4.00” 

4. Click on the Drop Down & choose 
“CG Chief Petty Officer Assoc” 



 
6. Click “Return to Summary” 

8. Click “Print” 

7. Click “File” 



 
 

10. Click “Print” 

9. Choose “Adobe PDF” 

12. Click “Save” 

11. Click “Desktop” 



 
 
 

14. Click “Edit Text & Images” 

13. Click “Tools” 

15. Remove all “Voluntary Deductions” by holding down the left 
click button on your mouse and drag over all other non-CPOA 
allotment info & strike the “Delete” button on your keyboard. 



 
 
 
 
 

Attach your saved file to your email with your application. 

16. Click “Save” 


