
Processing Advance Pay, BAH and OHA Requests 

  
Introduction This guide provides the procedures for processing requests for Advance 

Pay, Basic Allowance for Housing (BAH) and Overseas Housing 

Allowance (OHA) in Direct Access. 

  
Reference (a) Personnel and Pay Procedures Manual (PPPM),  PPCINST 

M1000.2 (series), Chap 6-B-3 

(b) Coast Guard Pay Manual, COMDTINST M7220.29 (series), Chap 

9-D 

  
Before you 

Begin 
If receiving Leave Sold, Bonuses or other lump sum payments in the 

previous pay calendar, you may experience incorrect calculation of taxes 

withheld from pay when processing Advance Pay. 

 

After a request for advance has processed and approved by the SPO, it 

cannot be cancelled.   

   
Timing All dates (in this application) are pay period begin dates. To have an 

advance payout on the 1st of a month, you must enter the pay period begin 

date for the end-month pay date, which is the 16th of the previous month.  

 

Example: If the Advance is to pay out on 1 May 2015,  

the payment date is 16 April 2015. 

 

See the Payroll Calendars topic in the DA Knowledge Base for pay period 

begin dates. 

 

Per reference (b), the advance of pay may not be paid prior to 30 days before 

departing on PCS orders, or more than 90 days before departing except when 

justified by extenuating circumstances and approved in writing by the member’s 

CO/OIC. Also, the advance pay may be paid not later than 60 days after the 

member reports to the new PDS, or 60 days after the vessel arrives at the new 

homeport. This only applies to Advance Pay. It does not apply to Advance 

BAH/OHA. 

 

 

Continued on next page 

http://www.uscg.mil/ppc/gp/PayrollProcessing/Processing_Schedule.htm#MiniTOCBookMark4


Processing Advance Pay, BAH and OHA Requests, Continued 

  
Procedures See below. 

 

Step Action 

1 Select the Advance Pay link from the Payroll Requests pagelet. 

 
 

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

 
 

  

 Continued on next page 

  



Processing Advance Pay, BAH and OHA Requests, Continued 

  
Procedures, continued  

 

Step Action 

3 The Action Request page will display.  Specific details for eligibility, amount 

authorized and repayment schedule is outlined in the Submit Advance Pay 

Request section. 

 
 

4 Complete the Request Details section as follows: 

 
 Type of Advance: Click the drop-down and select an option. 

 
 # of Months/or $ Amount: Enter the number of months or whole dollar 

amount authorized. 

 # of Installments: Enter the number of repayment installments authorized. 

 Payment Date: Enter the first day of the pay period the advance is to be 

paid. Note: This date is the pay period date, not the pay date. If you enter the 

1st of a month, the payment will be made the first pay date of the month, 

which is normally the 15th of the month. 

 Repayments Start: Enter the first day of the pay period of the month after 

the payment is made. As with the Payment Date, this is the pay period begin 

date, not the pay date. If you enter the 1st of a month, the deduction will 

begin in the first pay date of the month, which is normally the 15th of the 

month. 
 

 Continued on next page 

  



Processing Advance Pay, BAH and OHA Requests, Continued 

  
Procedures, continued  

 

Step Action 

5 Click the “Get Details” button 

6 The Request Information section will display: 

 Estimated Advance: System calculated.  For Advance Pay, it equals the 

amount requested less authorized deductions. 

 Monthly Deduction: Repayment computed based on the number of 

installments. 

 Comments: Enter any comments for the approver. 

 
 

Click the Submit button. 

7 The request is complete and has been forwarded to the SPO Auditor for 

approval. 

 
 

  

 Continued on next page 

  



Processing Advance Pay, BAH and OHA Requests, Continued 

  
Procedures, 

continued 
 

 

Step Action 

7 

(cont) 

Sample Advance BAH: 

 
 

Sample Advance OHA: 

 
 

  

  


