Reserve Rehire

Overview

Introduction This guide provides the procedures for completing the Rehire of a member
with prior Coast Guard or Coast Guard Reserve service into the Reserves
as well as the Contract Data and Approval processes.
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Reserve Rehire

Introduction

This guide provides the procedures for completing the Rehire of a member
with prior Coast Guard or Coast Guard Reserve service into the Reserves.

Before you Reservists, unlike Active Duty Rehires, are hired directly into their
begin position number, so you must have the position number before
completing the Rehire.
Procedures See below.
Step Action
1 | Select Personal Information from the HR Data Shortcuts pagelet.

HR Data Shortcuts

Personal Information Job Data

Dependent Information Search by SSH

Email Address Add Employment Instance

Note: Should the Personal Information block be missing from the pagelet,
navigate to the Enterprise Menu/Workforce Administration/Personal
Information/Modify a Person.

Enter the Empl ID and click Search.

Personal Information

Enter any information you have and click Search. Leave fields blank for a list of all values.

l 7ind an Existing Valt . Add a New Value

Maximum number of rows to return (up to 300); (300

Empl ID: [ begins with W |[1234567 |
Name: begins with

Last Name: begins with ||

Second Last Name: begins with ||
Alternate Character Name:| bagins with w |

Middle Name: begins with ||
Business Unit: begins with ||
Department Set ID: begins with w | @,
Department: begins with || @,

[ include History [ ] case Sensitive

Search

Clear :Easic Search [f Save Search Criteria

Continued on next page



Reserve Rehire, Continued

Procedures,
continued

Step Action
3 | The member’s Biographical Details will display. The Effective Date defaults to
the previous accession effective date and all associated data.
Do NOT change anything before inserting a new row.
Click the Plus button to add a new row.

= e 0 == 0 Contact Information || Regional |

Mickey Mouse [*] Person ID: 1234567
Find | View Al First BB 1 of1 I3 | ast
Effective Date: 07/08/2013 B
Format Type: English
Display Name: Mickey Mouse |m|
Date of Birth: [12116r1980 B 35 Years 11 Months
Date of Death: L
Birth Country: USA ©, United States
Birth State: [ e
Birth Location: | [ waive Data Protection
Biographical History FEind | View &l First K8 4 of1 I Last
*Effective Date: proaizoia B =
*Gender:
*Highest Education Level: [C-HS Graduate or Equivalent v|
*Marital Status: [Married ~|  Asof: [04/15r2006 |
Language Code:
Alternate 1D:
LI Full-Time Student

H m ™
2 First 1of1 Last

~EoT
|

Customize | Find | \i=w A1l | H
Primary
ID

*Country *National ID Type Mational 1D

Usa @, [Social Security Number v [111-22-3333 G =]

4 | Inserting a row will update the counter from “1 of 17 to “1 of 2” as shown.

Find | View All First 10f2 Last

[+][=]

Continued on next page



Reserve Rehire, Continued

Procedures,
continued
Step Action
5 | On the new row, change the Effective Date to the Rehire date.

If the Birth State or Birth Location do not populate, you MUST enter them.

Update any other Biographical History data (if needed).
When completed, click the Contact Information tab.

Biographical Details | W= SAlLLe L1LE 0L | Regional |

WMickey Mouse
*Effective Date:
*Format Type:

Display Name:

[*] PersonID:

12/05/2016 ]
English e

Mickey Mouse

Find | View Al First = 1 of2 D1 Last

[+ [=]

| Edit Name |

1234567

Biographic Information
Date of Birth:

Date of Death:

Birth Country:

Birth State:

Birth Location:

Biographical History

*Effective Date:

*Gender:

*Highest Education Level:
*Marital Status:

Language Code:

Alternate 1D:

121671080 Y 35 vYears | 11 Months
EJ
USA @, United States
FL 2 Fiorida
FANAMA CITY [ waive Data Protection

07/08/2013 =]

Male o

C-HS Graduate or Equivalent

Married

-

L] Full-Time Student

As of:

Find | View A1l First KB 4 of 4 IJ [ast

04/15/2006 |

*Country *National ID Type

Customize | Find | "i=w All |
Primary
ID

National 1D

1 First KD g or1 I3 (st

[usa

@, [Social Security Number

v [111-22-3333

Continued on next page



Reserve Rehire, Continued

Procedures,
continued

Step Action
6 | The As of Date defaults to the previous date and may be edited to reflect the
correct date of the rehire. This date can NOT be future dated. Click on the

View Address Detail link to update the addresses (if needed).
EIEREE I Coraenomaton W

Mickey Mouse Person ID: 1234567
Current Addresses i view A | B 8 Fist K 13013 1 Lomt
Address Type Az Of Date Status Address
Walt Disney World Resort .
Home 071252016 A Orlando, FL 32830 View Address Detail =]

Walt Disney World Resort

Mailing 071252016 A Orlando, FL 32830 View Address Detail =]
Home of Vi .

Record 0242772002 A PANAMA CITY FL 32401 View Address Detail E|
Phone Information Customize | Find | view 41 | BV | 85 First 1 42012 1 Last
*Phone Type Telephone Extension Preferred

ssisss 5555 | 0 =
[work cell w| [a07/939-5277 | W =]
Email Addresses Customize | Find | view Al | BV | 25 First E 42012 I Lagt
Email Type Email Address Prefemred

Business mickey.mouse@uscg.mil W

Home mickey.mouse@uscg.mil

7 | Click on the Plus sign to begin updating the address.

Address Type: Home
Address History Find First L 101 1 Last
Effective Date:  (07/25/2016 Address: Walt Disney World Resort =
Orlando, FL 32830
Country: USA
Status: A
OK || Cancel || Refresh |

Continued on next page



Reserve Rehire, Continued

Procedures,
continued
Step Action
8 The address block will now show the current date. Click on the Add Address link.
Address Type: Home
" Address History Find First B y20r2 O ost

Country: USA @,
*Status: A @,

*Effective Date:  [12/07/2016 5]  Address:

Effective Date: 07/25/2016 Address:
Country: USA
Status: A

Walt Disney World Resort [+ [=]
Orlando, FL 32830

Walt Disney World Resort +|[=
Orlando, FL 32830 =

Enter the new address, then click OK.

Edit Address

Country: United States

Address 1: 200 Epcot Center Dr

Address 2:

Address 3:

City: Crlando Etate: ||:|_7C% Florida
Postal: 32821

County:

: Cancel

Continued on next page



Reserve Rehire, Continued

Procedures,
continued
Step Action
10 | The effective date defaults to the current date and may be edited to reflect the

correct date of hire. This date currently cannot be future dated. Click OK.
Address Type: Home

“Effective Date: E‘:I Address: 200 Epcot Center Dr HE
Country: UsA @, Orlando FL 32821
*Status: A&

Add Address

Effective Date: 07/25/2016 Address:  Walt Disney World Resort F[=]
Orlando, FL 32830
Country: UsA

Status: A

OK | Cancel || Refresh

11 | Repeat steps 6 thru 10 to update the member’s Mailing and Home of Record
addresses (if necessary). If there is no Home of Record row identified, click the
Plus button to add the Home of Record as recorded on the DD4. You must enter a
minimum of the Home and Mailing Addresses for the rehire to be approved.
Current Addresses - ) 38 First B 13 0f3 10 Last
[Address Type As Of Date Status Address
Home 120052016 A s bl i Edit/View Address Detail HH|=
Mailing 120052016 A bt Coer o Edit/View Address Detail ==
gg;':}?d°f 0212712002 A PANAMA CITY FL 32401 View Address Detail =+ =
12 | When completed, click the Regional Tab.

Biographical Details Conia:tl'mu'rmﬁm Regional |

Mickey Mouse Person ID: 1234567
Current Addresses . - 2 e B q30r3 I st
Address Type As OF Date Status Address
200 Epcot Center Dr e . =

Home 12/05/2016 A Orlando FL 22821 Edit/View Address Detail [+]|[=]

- 200 Epcot Center Dr — i =
Mailing 12/05/2016 A Orlando FL 22821 Edit/\View Address Detail [+]|[=]
Home of — )
Record 02/27/2002 A PANANMA CITY FL 32401 iew Address Detail [+]|[=]

Continued on next page



Reserve Rehire, Continued

Procedures,
continued
Step Action
13 | Click the Ethnic Group lookup icon and select the appropriate category (if
necessary). When completed, click the Save button.
Biographical Details Contact Information
Mickey Mouse Person ID: 1234567
“Eysa
Ethnic Group Find | Viewall First L 4 0f2 O Lot
Regulatory Region: USA @, United States #H[=
Ethnic Group: m White
|:|Priman|I
History Find | View A1l First £ 4of1 O st
Effective Date: [120772016 [ mititary Status: v| #HE=
Date Entitled to Medicare: El Military Discharge Date: Edit Discharge Date
Citizenship (Proof 1): Citizenship {Proof 2):
[ Eligible to Work in U.S.
Smoker History Customize | Find | View Al | B | 3 First B qop0 I (st
*Smoker *As of
1] V] | ' & =
=] Save :|§\?‘Retnmm5eﬁlch: E|Nuhfy :Q Refresh :[!,,Add Update!&splay ﬁlnchdeHis‘tuy
You should be automatically navigated to the member’s Job Data. If you do not,
click the Home link at the top of the page and follow steps 14 and 15.
14 | Click on the Job Data link from the HR Data Shortcuts pagelet.
HR Data Shortcuts
Personal Information Job Diata
Dependent Information Search by SS5N
Email Address Add Employment Instance
Note: Do not use the Add Employee Instance if you had previously entered
and saved Job Data. Any edits after initial save should be made using the
Modify a Person or Job Data links.

Continued on next page



Reserve Rehire, Continued

Procedures,
continued

Step Action
15 | Enter the member’s Empl ID, check the Correct History box and click the
Search button.

Note: If you forget to check Correct History, this may cause you to start over
later on.
Job Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Yalue

Maximum number of rows to return (up to 300): |3|ZI{J

Empl ID: [begins with w|[1234567 |
Empl Record: = v |
Name: begins with ~ ||
Last Name: begins with ||

Second Last Name: begins with ~||

Alternate Character Name: | pagins with |

Middle Name: begins with ||
Business Unit: begins with ||
Department Set ID: begins with v|| @,
Department: | begins with v @,

U include History I | correct Histo ryl [ case Sensitive

' Clear | Basic Search @_ Save Search Criteria

16 | The member’s OLD Job Data will display (typically this will be a Termination
row). Click on the Plus button to generate a new Job Data row.

Note: Without this step, the Rehire will fail.

‘Work Location Job Information Job Labor Payroll Salary Plan Compensation
Mickey Mouse Empl ID: 1234567
Employes Empl Record: i}
Military Service:
*Effective Date: [osrern1s ) ' GoToRow F.ﬂ
Effective Sequence: I_U' *Action: |Termination
HR Status: Inactive Reason: |Discharge V|
Payroll Status: Terminated *Job Indicator: [Primary Job v|

Continued on next page



Reserve Rehire, Continued

Procedures,
continued

Step Action

17 | If this member is a Discharge/Rehire with no break in service, include this
step. If there WAS a break in service, skip to step 18.

row is necessary to save the data.

Update the Action and Reason to Rehire.

If the member was discharged the day prior to the date of rehire, you must change
the Effective Sequence field from “0” to “1”. This condition creates two job rows
with the same effective date. Changing the sequence number on the Rehire Job

4] ]

GoToRow | [+][=]

S

Military Service:

*Effective Date: 05/13/2015 E1
Effective Sequence: 1 *Action: Rehire
HR Status: Active Reason: Rehire
Payroll Status: Active *Job Indicator: [ Primary Job

b

w

Continued on next page



Reserve Rehire, Continued

Procedures,
continued

Step

Action

18

Update the following fields:

e Effective Date: Enter the Date of Rehire.

e Action: Select Rehire from the drop-down.

e Reason: Select Rehire from the drop-down.

e Position Number: Enter the Position Number provided by the issuing authority, then
click Tab to populate additional information.

e Click the Override Position Data button.

¢ Regulatory Region: Change to RSV.

e Company, Business Unit, Department, Department Entry Date, Location: Update if
necessary.

e Establishment ID: Leave at default.

o Reserve Class Code: Click the lookup icon and select the appropriate code.

e Component Category: Leave blank.
Job Information Job Labor Payroll Salary Plan Compensation

Mickey Mouse Empl ID: 1234567
Employee Empl Record: 0
Military Service:

*Effective Date: [izos2016 &0 GoToRow  [+][-]
Effective Sequence: I—U‘ *Action: Rehire hd
HR Status: Active Reason: Rehire d
Payroll Status: Active =Job Indicator: Primary Job hd

Current
Position Number: 00025222 “,  TACTICAL COXSWAIN
Use Position Data
Position Entry Date: 12/05/2016 |3
Position Management Record

*Regulatory Region: RSW 2. Reservists
Company: ACG UMITED STATES COAST GUARD

*Business Unit: ENLCG ., Eniisted CG

*Department: 007483 @, SECTOR ST PETERSBURG
Department Entry Date: [120052016 |50
*Location: FLO336 @, SECTOR ST PETERSBURG
Establishment ID: USCG @, Active CG Date Created: 12/07/2016
Last Start Date: 121052016 Termination Date:

Expected Job End Date: El

Reserve Class Code: EQ Mbr wio a Statutory Obligation
Component Category: Qe.

When completed, click the Job Information tab.

Continued on next page



Reserve Rehire, Continued

Procedures,
continued
Step Action
19 | Enter the Supervisor ID for the person who will be approving the Rehire.
Click on the Empl Class drop down and select the appropriate class. (In this
example, the member will be a drilling reservist so SELRES was selected.)
When finished, click the Job Labor tab.
" Job Labor | Payroll || Salary Plan || Compensation |
WMickey Mouse Empl ID: 1234567
Employee Empl Record: 0
Military Service:
Effective Date: 1200512016 | GoToRow |
Effective Sequence: 0 Action: Rehire
HR Status: Active Reason: Rehire
Payroll Status: Active Job Indicator: Primary Job
Current
*Job Code: 410094 @ Second Class Boatswain's Mate
Entry Date: 12/05/2016 El
Supervisor Level: Q
Supervisor ID: Q@ Donald Duck
Reports To: Q@
*RegulariTemporary: *Full/Part:
Empl Class: *Officer Code:
*Regular Shift: MNIA w Shift Rate:
“Classified Ind: Shift Factor:
Standard Hours: 160.00 Work Period: M @, Maonthly
FTE: 0.000000
[Vl Adds to FTE Actual Count? Encumbrance Override
Contract Number: @, | Next Contract Number |
Contract Type:
D ) ———
M EE yga

Continued on next page



Reserve Rehire, Continued

Procedures,
continued

Step Action
20 | Update the following fields:

e Labor Agreement Entry Dt: Defaults to previous accession date, edit to date of
rehire.

e Employee Category: Select the appropriate code. (In this example, SEL.)

e Employee Subcategory: Select the appropriate TRAPAYCAT. (In this
example, A.)

In the Assigned Seniority Dates section, click View All.
Work Location Job Information Payroll Salary Plan Compensation

Mickey Mouse Empl ID: 1234567
Employee Empl Record: 0
Military Service:
" Labor Information Find First & 4 of 27 DN Last
Effective Date: 12/05/20186 I Go To Row |
Effective Sequence: (i} Action: Rehire
HR Status: Active Reason: Rehire
Payroll Status: Active Job Indicator: Primary Job
Current
Bargaining Unit: @,
Labor Agreement: ENL @, Reserve Component Enlisted
Labor Agreement Entry  [12/052016 [
Dt:
Employee Category: SEL 2, Selected Reserve
Employee Subcategory: |A Q@ Drilling Pay Status

Employee Subcategory 2: Q

Position Management Record

Union Code: liQe
Union Seniority Date: ’7@
Works Council ID:

Labor Facility ID: [ &
Entry Date: ’7@

O Stop Wage Progression
O Pay Union Fee

O Exempt from Layoff Reason: @,

Customize | Find | View Al B | 2 First £ 4.5 o115 DN Lot

Seniority Date Control Value Labor Seniority Date Override Override Reason

Continued on next page



Reserve Rehire, Continued

Procedures,
continued
Step Action
21 | Click on the Recalculate Seniority Dates button to set the fields to be completed.
Customize | Find | Views | B | % Fist £ 4450745 [0 (2t
Seniority Date Control Value Labor Seniority Date Override Override Reason
ACTIVE DUTY BASE DATE [parazon0 EH v ]
AD PAY SCALE DATE
DEP DATE
CMA DATE [pardrzon0 A v ]
CURRENT AD DATE [par4zoo0 |E v ]
DIEMS DATE [par4zoo0 |E ¥ ]
EXPECTED AD TERM DATE [psAB01E A v ]
EXPECTED LOSS DATE [psrszo1s EH v ]
JOB FAMILY ENTRY DATE [pamizooz | v ]
MIL OBLIGATION COMPL DATE [paoizoos | v ]
PAY ALLOWANCE DATE [parazoo0 EH v ]
POINT START DATE [panazon0 A v ]
PAY BASE DATE [parazoo0 |E v ]
DATE OF RANK 410004 pzioizoor [ ]
ROTATION DATE proiroT v ]
Recalculate Seniority Dates |

Continued on next page



Reserve Rehire, Continued

Procedures,
continued

Step Action
22 | Update the following fields, which may be in a different order:

¢ Active Duty Base Date: Leave at default.

e AD Pay Scale Date: Date of Enlistment Contract (rehire).

e CMA Date: See Chapter 3 of PAYMAN for correct date.

e DIEMs Date: Date Initial Entry Military Service (any component)

e RSV Drill Obligation Date: Term of obligation (minus 1 day) if the member
has a drill obligation; otherwise, leave blank.

e Expected Loss Date: Term of Service from the Enlistment Contract (minus 1
day).

e Job Family Entry Date: The date member first became rated in current rating
(i.e. SNBM, AET3...). Use the existing Job Family Entry Date.

e Mil Obligation Compl Date: 8 years from original DIEMS date unless prior
discharge authorized under an approved program (i.e. VOLSEP).

e Pay Allowance Date: Date of Enlistment Contract (rehire).

¢ Point Start Date: This date may only be adjusted by PPC (ADV) or use the
existing Point Start Date.

e Pay Base Date: If rehiring without a break in service, use the existing PBD. If
rehiring with a break in service, use the Date of Enlistment Contract and a
Statement of Creditable Service (SOCS) must be submitted to PPC (ADV). Any
necessary adjustments will take place via the SOCS process (see Email ALSPO
B/15).

¢ Date of Rank: If rehiring without a break in service, use the existing DOR. If
rehiring with a break in service, use the Date of Enlistment Contract.

¢ RSV Anniversary Date: If continuous military service, enter the date of initial
entry into military. If a break in service, enter the Date of Enlistment Contract.

¢ Reserve Eligibility Date: Date of Enlistment Contract.

e RSV Initiation Date: Date of Enlistment Contract.

When completed, click on the Payroll Tab.

Continued on next page



Reserve Rehire, Continued

Procedures,
continued
Step Action
23 | Verify that the Pay Group defaulted to USCG STG. Then click on the Salary

Plan tab.
Work Location | Job Information || Job Labor Salary Plan ] Compensation |
Mickey Mouse Empl ID: 1234567
Employee Empl Record: 0

Military Service:

Payroll Information Find First K 1 of 27 O Last

Effective Date: 12/0512016 | GoToRow |
Effective Sequence: 0 Action: Rehire
HR Status: Active Reason: Rehire
Payroll Status: Active Job Indicator: Primary Job

Current
Payroll System: Global Payroll

Global Payroll
Pay Group: UsCG STG USCG AD Staging Paygroup

Holiday Schedule: CGWIDE CG Wide Holiday Schedule

+ Use Pay Group Eligibility
+ Use Pay Group Rate Type

Eligibility Group:

v Use Pay Group As Of Date Exchange Rate Type:

Use Rate As Of:

Continued on next page



Reserve Rehire, Continued

Procedures,
continued

Step Action
24 | Update the following fields (if necessary):

e Salary Admin Plan: Should default to ENL.

e Grade: Defaults to Pay Grade based on the Job Code entered on the Job
Information Tab. If member is being Rehired at a different grade, click the
lookup icon and select the appropriate Grade.

e Step: The step corresponds to a member’s longevity for pay purposes. Click on
the Step lookup icon and select the appropriate step. In this example, we left it
at the default.

e Step Entry Date: Will default to date of Rehire.

When completed, click on the Compensation tab.

Work Location | Job Information Job Labor Payroll Salary Plan Compensation |
Mickey Mouse Empl ID: 1234567
Employee Empl Record: ]
Military Service:
Salary Plan Find | view Al _First ) 10r27 1 ast
Effective Date: 12/05/2016 ]
Effective Sequence: ] Action: Rehire
HR Status: Active Reason: Rehire
Payroll Status: Active Job Indicator: Primary Job
' Current
Rank: I—Qs Rank Entry Date: '7@
Wom Rank: ’_Q>
Worn Rank Type: | v|
skill Grade: | M
salary Admin Plan: ENL &%
Grade: E5  |&% Grade Entry Date: [12r05/2016 |
Step: 14 Q> Step Entry Date: E‘j
includes Wage Progression Rule

Continued on next page



Reserve Rehire, Continued

Procedures,
continued
Step Action
25 | Click on the Default Pay Components button. This will automatically update the

Compensation Rate data. When finished, click the Employment Data link.

Work Location || Job Information || Job Labor || Payroll || Salary Plan

Mickey Mouse Empl ID: 1234567
Employes Empl Record: ]
Military Service:
Compensation Find First - 10f27 I Last
F—
Effective Date: 12105/2016 | GoToRow §
Effective Sequence: 0 Action: Rehire
HR Status: Active Reason: Rehire
Payroll Status: Active Job Indicator: Primary Job
Current
Compensation Rate: 15623505 usD %, *Frequency: s semimonthi

» Comparative Information
¥ Pay Rates

I Default Pay Components I Contract Change Prorate Option

Pay Components
5 nts. /_: i \/Cl_ 3\/61_]1 - \

Customize | Find | B | #  First £ 4 074 1 L2t

*Rate Code Seq Comp Rate Currency Frequency Points Percent Rate Code Group
1[Basic @y o | 3,125.700000FF |[usD @, (M @, =
| Calculate Compensation |
Job Data I Employment Datal Benefits Program Paricipation

Continued on next page



Reserve Rehire, Continued

Procedures,
continued

Step Action
26 | Do NOT enter a Term of Enlistment here, this is now done in Contract Data.
Click the Benefits Program Participation link.

" Employment Information

Mickey Mouse Empl ID: 1234567
Employes Empl Record: 0
Military Service:
Organizational Instance Rcd: ] Original Start Date: 08142000
Last Start Date: 08/14/2000 First Start Date: 08/14/2000
Termination Date: 0512/2015 Years Months  Days
Org Instance Service Date: 028/14/2000 Ul override o 14 ] ]

Organizational Assignment Data
Instance Record

Last Assignment Start Date: 12/05/2016 First Assignment Start: 08/14/2000
Assignment End Date:
Home/Host Classification: Home Years Months  Days
Company Seniority Date: 08/14/2000 [ override o 16 3 24
Benefits Service Date: 08/14/2000 [ override 47 16 3 24
Seniority Pay Calc Date: 081472000 U override it 16 3 24
Probation Date: li E‘J
Professional Experience Date: |  |[H) Last Verification Date: | [
Business Title: [TACTICAL COXSWAIN Position Phone: |
“EE ysa
[l owns 5% (or More) of Company
Appointment End Date: [ H Term of Enlistment:
[ ] Accrue Tenure Services o FTE for Tenure Accrual:
Sponsor Code: li% ®  FTE for Flex Service Accrual:
Job Data Employment Data IEIeneﬁts Program F'artici@tionl |

Continued on next page



Reserve Rehire, Continued

Procedures,
continued

Step Action

27 | Update the following fields:
¢ Benefits System: Ensure Base Benefits appears.

o Effective Date: Ensure date of Rehire appears here.

When finished, click the Job Data link.

¢ Benefit Program: Should default to ACG. If not, use the lookup to select it.

" Benefit Program Participation

Annual Benefits Base Rate:

& usp

BAS Group ID: [ =

Elig Fd 1: [ Eigraz ]
Elig Fid 4: [ ElgFuds: ]
Elig FId T: [ EigFas: ]

Benefit Program Participation

*Effective Date: 12/05/2016 IE‘] Currency Code: USD
*Benefit Program: ACG 3, CGINOAA Active Deduction Prog

Employment Data

Mickey Mouse Empl ID: 1234567

Employes Empl Record: 0
Military Service:

Benefit Status Find First - 4 of27 I Last

Benefit Record Number: o |% | GoToRow |

Effective Date: 12/05/2016

Effective Sequence: 0 Action: Rehire

HR Status: Active Reason: Rehire

Payroll Status: Active Job Indicator: Primary Job

Current

*Benefits System: | Base Benefits ™| Benefits Employee Status: Active

Benefits Administration Eligibility

Elig Fid 3:
Elig Fid 6:
Elig Fid 9:

Find | View A First ! 1 of 15 DI Last

=

Benefits Program Participation

Continued on next page



Reserve Rehire, Continued

Procedures,
continued
Step Action
28 | Click the Save button.

AT B [ Job Information || Job Labor || Payroll || Salary Plan || Compensation

____________ Empl ID: 1234567

Employee Empl Record: 0
ilitary Service:

Find First & 1027 D1 Last

*Effective Date: [izioszoie  |H | GoToRow | [+](=]
Effective Sequence: I_C' *Action: [Rehire v|
HR Status: Active Reason: | Rehire v|
Payroll Status: Active *Job Indicator: [ Primary Job v|

Current
Position Number: [poozs222 % TACTICAL COXSWAIN
| Use Position Data
Position Entry Date: 12/05/2016 El
[ position Management Record

*Regulatory Region: IRS’\*’*QQ Reservists
Company: ACG UNITED STATES COAST GUARD

*Business Unit: W% Enlisted CG

*Department: 007488 % SECTOR ST PETERSBURG
Department Entry Date: [12/052016  |[

*Location: [FLozass |, SECTOR ST PETERSBURG
Establishment ID: usce % Activeca Date Created:  12/07/2016
Last Start Date: 12/05/2016 Termination Date:
Expected Job End Date: [ |
Reserve Class Code: ,*37% Mbr wio a Statutory Obligation
Component Category: '7(%

Save | [ Retunto Search | [ Notfy | 43 Refresh | 2] UpdateiDisplay | <) incude History | | Comrect History |

Continued on next page



Reserve Rehire, Continued

Procedures,
continued
Step Action
29 | You may receive several “Warning” messages. Click OK to bypass them.

Head Count:

Warning — Head count of 2 exceeds maximum head count of 1 for position.
(1000,156)

When Position Management is installed, head counts for each position are
compared to the maximum head count on the Specific Information page.
Correct position number, change maximurm to allow an additional incumbent, or
leave as is.

Hourly Rate:

YWaming -- Hourly Rate is less than the minimuem specified in the Salary
Grade Tahble. (1000,32)

A minimum hourly rate is specified in the Salary Grade Table, and the hourly
rate entered on this panel falls below that minimum.

Ifthe specified hourly rate i5 correct, leave as is. Otherwise, enter the carrect
hourly rate.

(0].4 Cancel

Establishment ID:
Waming -- Establishment ID is required for 2 location in the U.S. (1000,111)

The country is LS. and the establishment ID field is blank. Establishment ID
is a required field for LLS. locations.

Entar an establishmeant ID.

Ok Cancel

30

The Rehire is now ready for review and approval.




Rehire Approval

Introduction This section provides the procedures for approving a Reserve rehire.
Important SPO Auditor/PAQ user access is required to approve a rehire. The
Information approver cannot be the same person who entered the rehire.
Procedure See below.
Step Action
1 Review the rehire process prior to approval.

To review/audit the rehire in the Enterprise Menu, select Workforce
Administration, Personal Information, and Modify a Person.

Enterprise Menu

+ Administer Workforce

+ Compensate Employees

+ Define Business Rules

+ Direct Access PeopleTools

+ Monitor Workplace

+ Self Senvice

+ Self Service

+ Develop Workforce

+ Human Resources

+ Recruiting

= Workforce Administration

Sipersonal Information

[#|Biographical
#Crganizational Relationships
#Personal Relationships
@ Citizenship

-Add a Person

- Manage Hires

2 Review the information in the Job Data link in the HR Data Shortcuts pagelet.
HR Data Shortcuts
Personal Information
Dependent Information Search by SSN
Email Address Find an Employee
Add Employment Instance
3 Once the review is complete, return to the Home page under the Requests tab.

Select the View My Requests (all types) link from the Self Service Requests
pagelet.

|M},:Page Self Sewvice | Requests

Self Service Requests

Submit an Absence Reguest View My Absence Reguests
Submit a Delegation Request I\,-‘ie'.v My Requests (all ty

User Access Request Submit a Drill Request

Absence Request Listing SPO Pending Transaction Report

Continued on next page



Rehire Approval, continued

Procedure,
continued

Step Action
4 Select the Requests | am Approver For radio button. Leave the Transaction
name and Transaction Status as defaults. The Submission Dates can be used

to filter requests. Click Populate Grid.
View My Action Requests

Donald Duck

1. "My Submitted Requests' allows member to bring up only their Action Requests.

2. "Requests | am Approver For' allows approver to bring up only those Action Requests submitted to them.

3. "All Requests' allows the approver to pull up their Action Requests and those submitted to them.

4. Transaction Name field allows user to select a particular transaction (i.e., Absence Request, Delegation, etc )

5. Refresh button clears the grid and defaults it back to "My Submitted Requests' and Transaction Status of "Pending'.
6. Populate Grid button populates the grid based on what was selected for the radio button, Transaction Name,
Transaction Status, and what was entered in the Submission From/Submission To Dates.

(O My Submitted Requests | (® Requests | am Approver Forl O All Requests
Transaction Name: All Transactions W
Transaction Status: Pendin e

Submission From Date:

Submission To Date:

I Populate Grid I Refresh

5 Select the Approve/Deny link for the member you are approving.

Customize | Find | View Al | B | 3 55t BT 1 20 0733 DY Last
ransaction Name Status Member Member’s Last Name Member's Emplid Member's Deptid Submitted By Approver Submission Date _Approve/Den
pccessionHire  Pending  Mickey Mouse Mouse 1234567 007488 Daisy Duck  Donald Duck 12/08/2016 Approve/Dent

6 The Approval /SOD for Accessions Request page will display. The Request
URL link will take you back to Job Data for any additional auditing. Enter any

Comments if needed and select Approve or Deny.
Action Request

Approval/SOD for Accessions
Mouse, Mickey

- Review hire data in the Request Information box.

- To approve a Hire Request, press the Approve button.
- Todeny a Hire Request, enter a comment and press the Deny button. A Notification will be sent to the originator.
- After a Hire Request has been approved, data will be pushed to DA 8.0.

Approver: 7654321 Donald Duck

Comment: I

Accessions Hire Approval
< Accession Hire Request:Pending

One Approval level

Pending
@ Donald Duck

InMmial Approve Action Reguest

Continued on next page



Rehire Approval, continued

Procedure,
continued

Step Action

7 Once Approved the buttons will be greyed out and the Accessions Hire Approval
Process will show Approved.

Approve Deny

Accessions Hire Approval

Accession Hire Request:Approved

One Approval level

Approved
v Donald Duck

Iniial Approve Action Request
120816 - 10:538 AM




Contract Data

Introduction This section provides the procedures for completing the contract of a
Reservist Rehire.

Procedures See below.

Step Action
1 Select the Contract Data link from the Career Management pagelet.

Career Management =

Obligated Service Report Contract Data

DD-4 Enlistment/Reenlistment Agreement to Extend/Reextend
Ext/Rext within 30 days Report AD Bth or 10th YT Anniversary
Extensions not Executed Board Images

2 Enter the Empl ID and click on Search.
Update Contracts

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300): [300

Empl ID: [begins with w][1234567] x [
Contract Number: begins with W

Name: begins with v |

Last Name: begins with ||

Second Last Name: begins with ||
Alternate Character Name: [pegins with v/||

Include History [l Correct History [ Case Sensitive

Search I Clear | Basic Search |_)F1 Save Search Criteria

Find an Existing Value | Add a New Value

Continued on next page



Contract Data, Continued

Procedure,
continued
Step Action
3 If only one contract exists in Direct Access, the system will display the initial
Contract Data. Click the Return to Search button.

e e Bl (Contract TypelClauses || Reason/Oath Info | Contract Leave

Mbr Service Dates Contract Approval Contract Audit

Person ID:

*Contract Status:

Contract Expected End Date:

*Regulatory Regi

1234567

07/28/2015
AD @,

[[] Additional Contract

on:

[[] More than one year expected
[ waive Working Time Compliance

Mickey Mouse

Contract Number: 0001 I

Contract Begin Date: 03729/2005

Contract End Date: ’7@
Comment:

Contract Template ID: fick

~ Initialize Contract

Provider ID: ’7Q>
Contract Content: Member is not selling leave.
s [Frammaen]

Click the Add a New Value tab.

Fnd an Existing Yalue I Add a New Value I

Maximum number of rows to return (up to 300): |3|:ID

@,

Empl ID: begins with |[1234567
Contract Number: begins with w||
Name: begins with |
Last Name: begins with »||

Second Last Name: begins with w||

Alternate Character Name: | begins with ||

[l Include History

Clcorrect History [l case Sensitive

Enter the next sequential Contract Number, then click Add.

Update Contracts

@

Empl 1D: 1234567

Eind an Existing Value Add a New Yalue

Contract Number:|pop2

Add

Continued on next page



Contract Data, Continued

Procedure,
continued
Step Action
4 If previous contracts exist in Direct Access, identify the most recent contract

number. You will add a new contract with the next sequential number. (In this

example, the most recent is contract 0003, so we will add contract 0004). Click
the Add a New Value tab.

Update Contracts
Enter any information you have and click Search. Leave fields blank for a list of all values.

FNENCEINNCT | Add aNew value |

Maximum number of rows to return (up to 300): |300

Empl ID: begins with |[1234567 @
Contract Number: begins with v||
Name: begins with v |
Last Name: begins with v||
Second Last Name: begins with s |

Alternate Character Name: [begins with ||

Include History [ correct History [l case sensitive

Search Clear Basic Search |_;F] Save Search Criteria

Search Results

Miew All First 4] 1-4of4 [p] Last
Empl ID Empl Record Contract Number  Name Last Name Contract Begin Date Contract End Date Contract Status
1234567 (blank) 0001 Mick Mouse Mouse 08/14/2000 (blank) Active
1234567 (blank) 0002 Mick Mouse Mouse 05/07/2007 {blank Active
1234567 (plank) ~ [0003  Mick Mouse Mouse |05/19/2009 (blank) Active

Find an Existing Value | Add a New Value

Enter the next sequential Contract Number, then click Add.

Update Contracts

Eind an Existing Walue Add a New Value

Empl ID: 1234567 @,
Contract Number:| 0004

Add

Continued on next page



Contract Data, Continued

Procedure,
continued

Step Action
5 The Contract Status/Content tab will display.
Update the following fields:
e Contract Begin Date: Update to the date of the Rehire.

e Regulatory Region: Update from USA to RSV. (IMPORTANT STEP!)
e Contract Content: Comments are required in this field.

When finished, click the Contract Type/Clauses tab.

Contract Status/Content | Contract Type/Clauses | Reason/Oath Info Contract Leave Mbr Service Dates Contract Approval

Mickey Mouse Person 1D: 1234567

T Dia
Contract Number: D004 *Contract Status:
Contract Begin Date: E‘J Contract Expected End Date:
Contract End Date: ’7@ *Regulatory Region: REV @,
Comment: |

[[] additional Contract

Contract Template 1D: @,

Initialize Contract

Provider ID: @,

Contract Content: Comments are required in this field.

[Imore than one year expected
Cwaive Working Time Compliance

6 The Effective Date should default to the Rehire date. Select the appropriate
Contract Type from the drop-down. Under Contract Clauses you may select
the Clause Status (optional/required) and enter any contractual specific

comments (i.e. guaranteed school, etc.). Use the Plus/Minus buttons to add or
delete clauses. Then click the Reason/Oath Info tab.

Contract Status/Content Contract Type/Clauses M Reason/Oath Info I Contract Leave Mbr Service Dates Contract Approval
Mickey Mouse Person ID: 1234567
1 Da

Contract Number: 0004 Begin Date: 12/05/2016 Contract Status: Active

Contract Type Find | View All First EI 1.0f1 L3 Last
Effective Date: 120052016 [0 [+ [=]
Contract Type: REN L) Reenlistment

[ Extend Contract
Contract Clauses Find | View All First K 1of1 D Last
¥ [=

Seq Nbr: 1 Clause: @, =
Clause Status:

Long Descr: |

Comment:

Continued on next page



Contract Data, Continued

Procedure,

continued

Step

Action

7

Update the following fields:

e Contract Term Years/Months/Days: Enter number of Years.

¢ Reason: Select appropriate reason from the drop-down.

e Member Signature Date: Date of Rehire.

e Name of Oath Administrator: Enter name.

e Military Grade of Oath Administrator: Select from drop-down.
o City/State: Enter the city/state where the oath was administered.

Once completed, click the Mbr Service Dates tab. (Contract Leave is not
applicable to this process.)

Contract Status/Content || Contract Type/Clauses | =508 01\ 0~ Contract Leave | Mbr Service Dates || Contract Approval -

Mickey Mouse Person ID: 1234567
Contract Data
Contract Number: 0004 Begin Date: 12/05/2016 Contract Status: Active Expected End Date:

Total Length of Extensions this Enlistment{YMM): Number of Extensions this Enlistment:

Contract Type

Find | View All First BN 4 of1 I3 (st

Effective Date: 12/05/2016 Contract Type: REN Reenlistment | Cancel Cont[ant] Cancelled

Reason/Oath

Contract Term Years/Months/Days: Indefinite Re-Enlistment

Reason for Extension/Reextension/Retention

Reason: | Request of Member v Member Signature Date: |12/05/2016 J3
Other (Specify): | Begin Extension/Re-Extension:

Oath Administrator Information

Name: [Goofy T Dog Military Grade: [0 v
City: [Orlando State: ‘FL

Continued on next page



Contract Data, Continued

Procedure,
continued
Step Action
8 Click View All on Assigned Seniority Dates.

Contract Status/Content Contract Type/Clauses ReasonfCath Info Contract Leave

Mickey Mouse

Assigned Seniority

Seniority Date

ACTIVE DUTY BASE DATE

AD PAY SCALE DATE

DEF DATE

CMA DATE

CURRENT AD DATE

DIEMS DATE

RSV DRILL OBLIGATION DATE
EXPECTED AD TERM DATE
EXPECTED LOSS DATE

JOB FAMILY ENTRY DATE

MIL OBLIGATION COMPL DATE
PAY ALLOWAMNCE DATE

Effective Date: 12/05/2016 Empl Rcd 0 Eff Seq: 0 Labor Agreement: ENL

Dates Customize | View All | B First K1 442 o525 I ast

Person ID: 1234567

Labor Seniority Date
08142000
12052016

12/05/2016
08142000
08142000

05182015
121042020
09/01/2002
08142008
12/05/2016

Continued on next page



Contract Data, Continued

Procedure,
continued

Step Action
9 These dates should concur with the dates set during the Rehire process; if not,
return to Job Data and edit the appropriate dates.

After reviewing the dates, click on the Contract Approval tab.

Contract Leave Mbr Service Dates Contract Approval E}
Mickey Mouse Person ID: 1234567
Effective Date: 12/05/2016 Empl Rcd 0 Eff Seq: 0 Labor Agreement: ENL

Dﬁs{ﬁm R Cusiomize | View 12 | B First K1 125 or 25 I | st
Seniority Date Labor Seniority Date
ACTIWE DUTY BASE DATE 08142000
AD PAY SCALE DATE 12/05/2016
DEF DATE

CMA DATE 12/05/2016
CURRENT AD DATE 08142000
DIEMS DATE 08142000
RSV DRILL OBLIGATION DATE

EXFPECTED AD TERM DATE 05182015
EXPECTED LOSS DATE 12/04/2020
JOB FAMILY ENTRY DATE 09f01/2002
MIL OBLIGATION COMPL DATE D&M 42008
PAY ALLOWANCE DATE 121052016
POINT START DATE 08142000
FAY BASE DATE 12/05/2016
DATE OF RAMK 12/05/2016
RSV COMP SBF ELECT DATE

ROTATION DATE 07012017
RSREW ACCESSION CLASS DATE

RSV ANNIVERSARY DATE 12/05/2016
RSV ELIGIBILITY DATE 12/05/2016
RSV INITIATION DATE 12/05/2016
RESERVE LETTER DATE

RTB ELIGIBILITY DATE

RTB LETTER DATE

RTB LETTER RESFONSE DATE

Continued on next page



Contract Data, Continued

Procedure,
continued
Step Action
10 | Click the Submit for Approval button to route it to the SPO tree for approval.

Contract Typef/Clauses || Reason/Oath Info | Contract Leave | Mbr Service Dates |[eruic g L c B ¥

Mickey Mouse Person ID: 1234567 1
Contract Data
Contract Number: 0004 Begin Date: 12/05/2016 Contract Status: Active

Contract Type Find | View Al First K 1 of1 I3 ast

Effective Date: 12/05/2016 Contract Type: REN Reenlistment

Route for Approval

Approval Type:

Approver:
Dept of Approving 007488 @, SECTOR ST PETERSBURG
SPO:

Approval Status:

Approval Date:

| submit for Approval |




Contract Approval

Introduction This section provides the procedures for approving a contract for a

Reserve Rehire.

Important SPO Auditor/PAQ user access is required to approve a contract. The
Information approver cannot be the same person who entered the rehire.
Procedure See below.
Step Action
1

Select the View My Requests (all types) link from the Self Service Requests
agelet on the Requests tab.
MyPage Self Sewice | Requests

Submit an Absence Request View My Absence Requests

Submit a Delegation Reqguest I\’iew My Reguests (all L\ggesll

User Access Request Submit a Drill Request

Absence Request Listing SPO Pending Transaction Report

Select the Requests | am Approver For radio button. Click Populate Grid.
View My Action Requests

Donald Duck

1. "My Submitted Requests’ allows member to bring up only their Action Requests.

2. "Reqguests | am Approver For' allows approver to bring up only those Action Requests submitted to them.

3. "All Requests' allows the approver to pull up their Action Requests and those submitted to them.

4. Transaction Name field allows user fo select a particular transaction (i.e., Absence Request, Delegation, efc.)

5. Refresh button clears the grid and defaults it back to "My Submitted Requests' and Transaction Status of “Pending'.
6. Populate Grid button populates the grid based on what was selected for the radio button, Transaction Name,
Transaction Status, and what was entered in the Submission From/Submission To Dates.

O My Submitted Requests I ® Requests | am Approver ForI O All Requests

Transaction Name: [All Transactions v

Transaction Status: [Pending

Submission From Date: el
Submission To Date: [31) I Populate Grid I Refresh

v]

Click on the Approve /Deny link.

ransaction Name  Status Member Member's Last Member's Emplid Member's Deptid St

Approver Submission Date _Approve/Den
ontract Approval Pending Mickey Mouse Mouse 1234567 007488 Daisy Duck  Donald Duck 1210812016

Continued on next page



Contract Approval, Continued

Procedure,
continued

Step Action
4 Enter any Comments if needed and select Approve or Deny.

Note: Selecting Deny will return the contract to the HRS user.
Contract Approval

Mouse, Mickey

1. Please verify the contract data and leave disposition information.

2. If Changes are needed, enter details about changes in the Comments field.
3. Click Approve or Deny button

Request Details
Contract Number: 00004 Contract Type: REN

Contract Status: A Contract Effdt: 12/05/2016
Contract Begin Dt: 12/05/2016

Expected End Dt:  12/04/2020

Get Details
Contract Term: 4 Years Mbr Signature Date: 12/05/2016
Reason: Request of Member SRE Entitlement:
Num Extensions: 0 EXT Tour Length:
Expect AD TermDt: 05/18/2015 Expected Loss Date: 12/04/2020

Leave Balance: g Cumulative Sold: o

Total Leave Sell:

Comment:
Contract Approval

— Contract Approval:Pending
One Level Approval

Pending

@ Multigle ﬂDQI'OVETS
Confract Approvers

5 The contract is now approved and the member is fully Rehired into the USCG
Reserves.

Approve Deny
Contract Approval

= Contract Approval:Approved
One Level Approval

Approved

V' Donald Duck
Contract Approvers
12/08/16 - 12:00 PM

Continued on next page



Contract Approval, Continued

Procedure,
continued
Step Action
6 Once approved, return to Job Data to ensure the Pay Group has been updated

under the Payroll tab.

Work Location || Job Information | Job Labor a5 c M~ Salary Plan || Compensation |

Mickey Mouse Empl ID: 1234567
Employee Empl Record: i}
Military Service:

Payroll Information

Effective Date: 120512016 | GoToRow |
Effective Sequence: 0 Action: Rehire
HR Status: Active Reason: Rehire
Payroll Status: Active Job Indicator: Primary Job
Current m
Payroll System: Global Payroll
Pay Group: USCGE RSV USCG Reservist
Setting

~/| Use Pay Group Eligibility Holiday Schedule: CGWIDE CG Wide Holiday Schedule

/| Use Pay Group Rate Type Eligibility Group:

| Use Pay Group As Of Date Exchange Rate Type:

Use Rate As Of:

Job Data Employment Data Benefits Program Participation




