
Change in Advance Liquidation Schedule 

 
Introduction This guide provides the procedures for processing requests to Change an 

Advance Liquidation Schedule in Direct Access. 

 
Reference (a) Personnel and Pay Procedures Manual (PPPM) PPCINST M1000.2B 

(b) Pay Manual, COMDTINST M7220.29 (series) 

 
Procedures See below. 

 

Step Action 

1 Before entering a Change in Advance Liquidation Schedule, you will need to 

locate the Advance ID number located in the members Element Assignment 

By Payee data. 

2 Click the Element Assignment By Payee link from the Pay Processing 

Shortcuts pagelet. 

 
 

3 Enter the Empl ID and click the Search button. 

  
 

  

Continued on next page 

  



Change in Advance Liquidation Schedule, Continued 

 
Procedures, 

continued 
 

 

Step Action 

4 The Element Assignment By Payee page will display. Click the ADVANCE 

PYBK link. 

 
 

5 The Element Details will display. 

 
The Advance ID number is located in the Required Fields. 

 

Annotate the number and then click the OK button to return to the members 

EABP page. 

  

Continued on next page 

  



Change in Advance Liquidation Schedule, Continued 

 
Procedures, 

continued 
 

 

Step Action 

5 Click the Requests link to return to the Direct Access Home page. 

 
 

6 Click the Advance Liquidation Schedule link from the Payroll Requests 

pagelet. 

 
 

7 Enter the member’s Empl ID, then click the Add button. 

 
 

  

Continued on next page 

  



Change in Advance Liquidation Schedule, Continued 

 
Procedures, 

continued 
 

 

Step Action 

8 The Action Request page will display.  Detailed information for how to 

Submit Liquidation Schedule Change is provided.  Official policy for 

editing repayment schedule is contained in Reference (b). 

 
 

 Enter the Advance ID number identified in Step 5 and click the Get 

Details button. 

 The Request Information section will display details of the original 

advance request. 

  

Continued on next page 

  



Change in Advance Liquidation Schedule, Continued 

 
Procedures, 

continued 
 

 

Step Action 

4 The new changes are entered in the Request Details section. 

 
Edit the updated information in the Request Details section: 

 Change Date: Enter the first day of the month the change is to be 

effective. 

 New Monthly $: Enter the new monthly repayment amount. 

 Comments: Enter any comments for approving official. 

 Click the Submit button. 

 

  

 


