Career Sea Pay Premium

Overview

Introduction This section provides the procedures for starting, stopping and correcting
Career Sea Pay Premium in Direct Access.
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Starting Career Sea Pay Premium

Introduction This guide provides the procedures for starting Career Sea Pay Premium in
Direct Access.

Procedure See below.
Step Action
1 Select the Sea Time Balances link from the Active & Reserve Pay Shortcuts
pagelet.

Direct Deposit Proxy - Submit Absence Request
Woluntary Deductions SGLI + FSGLI
hiaintain Tax Datas USA Housing Allowance
Dependent Information Cost of Living Allowance
ACIE BAH Depndnt/EmrgneyData Emplid
WMGIE Enrcliments |Sea Time Elalan-:esl
Wiew Payslips (ADIRSY) Met Distribution
Pay Calendar Results Wiew Member W-2s

2 Enter the Empl ID and hit Search.
Adjust Sea Time

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

Find an Existing Value

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

Empl ID: [begins with “][3333333) x |
Empl Record: = W

Name: begins with ||

Last Name: begins with ||

Second Last Name: begins with ||

Alternate Character Name: | pegins with |

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

[include History [l cormrect Histony [ | case sensitive

' Clear  |Basic Search @ Save Search Criteria

Continued on next page



Starting Career Sea Pay Premium, Continued

Procedure,
continued
Step Action
3 Verify the member has at least 3 years of Sea Time.

Popeye T Sailor EMP ID: 3333333 Empl Record: 1]
Years Months Days
Last Calculated: 05/01/2016 Sea Time For Pay: 5 29
Comment: Sea Time Accrual of 15 days. Processed on 2016-04-21-13.08.14.000000.
Last Updated: 2222222 050316 8:09AM
4 Return to the Home screen and select Job Data from the HR Data Shortcuts
pagelet.
HR Data Shortcuts
Personal Information
Dependent Information Search by S5M
Email Address Find an Emploves
Add Employment Instance
5 Enter the Empl ID, select the Include History box and hit Search.

[ Include History [ correct History [ case sensitive

Job Data

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

Find an Existing Value

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

Empl ID: [begins with v][3333333 |
Empl Record: = e

Name: begins with ||

Last Name: begins with w||

Second Last Name: begins with w||

Alternate Character Name:|begins with ||

Middle Name: begins with ||

Business Unit: begins with ||

Department Set ID: begins with || @,
Department: begins with w|| @,

Search ||| Clear |Basic Search @E?] Save Search Criteria

Continued on next page




Starting Career Sea Pay Premium, Continued

Procedure,
continued
Step Action
6 Verify the member has 36 consecutive months of sea time. Under the Work

Location tab use the arrows to scroll through the Job rows for Effective Dates
to use in computation.

Job Information Job Labor Payroll Salary Plan Compensation
Popeye T Sailor Empl ID: 3333333
Employee Empl Record: 0
Military Service:

*Effective Date: - GoToRow | [+][]
Effective Sequence: I_D *Action: |Tra nsfer v|
HR Status: Active Reason: [Permanent Change of Station v|
Payroll Status: Active *Job Indicator: [Primary Job v

History m
Position Number: [popagizz & DUTY
: Use Position Data |
Position Entry Date: 06/28/2012 [s1)
+/| Position Management Record

*Regulatory Region: IADioQ Active Duty
Company: ACG UNITED STATES COAST GUARD
“Business Unit: EY Enlisted CG
“Department: [poosss & CGC STEADFAST
Department Entry Date: 06/28/2012 el
*Location: [croots & CGC STEADFAST
Establishment ID: ’7% Date Created: 07/02/2012

Work Location | Job Information Job Labor Payroll Salary Plan Compensation

Popeye T Sailor Empl ID: 3333333
Employee Empl Record: i}
Military Service:

Work Location Find First Kl 6of14 O st
*Effective Date: | GoToRow | [+][=]
Effective Sequence: I_D *Action: [Transfer v|
HR Status: Active Reason: [Permanent Change of Station ~|
Payroll Status: Active *Job Indicator: [Primary Job V|
Position Number: ’qu DuUTY e m

| Use Position Data
Position Entry Date: 09/08/2014 IE"J
Position Management Record

*Regulatory Region: IADioQ Active Duty
Company: ACG UNITED STATES COAST GUARD
*Business Unit: EY Enlisted CG
“Department: [poooes @& CGC THETIS
Department Entry Date: [pomarzo1s H
*Location: [FLootn & CGC THETIS
Establishment ID: ’70Q Date Created: 09/17/2014

Continued on next page



Starting Career Sea Pay Premium, Continued

Procedure,
continued
Step Action
7 In the above example, we will do back to back orders with 4 months and 6 days

delay (3 months 10 days for DCA school and 23 days leave, proceed time and
travel time) authorized en route between career sea pay eligible units. This
delay is considered neutral time.

Note: To verify any neutral time, use PCS orders entered in 9.1; all orders
issued prior to 1/1/2015 will have to be verified by WEBTPAX and Orders in
the member’s PDR.

CGC STEADFAST CGC THETIS
RPT — 06/28/2012 14 05 03 RPT - 09/08/2014 1409 08
DPT - 05/03/2014  -12 06 28 (Prior Sea Duty) 011006
011005 Sea Duty Base Date 12 11 02
+ 01

Correct Start Date 011006

Sea Duty Base Date 12 11 02
(plus 3 years) + 030000
CSPP Start Date 151102

Using the PPC (mas) CSPP calculator, we can verify the calculations. Using the
start date of 02 November 2015, the calculator identifies the member now has 3
years and 1 day total consecutive sea duty and confirms the Correct Start Date.

Directions Start / Stop Dales | g, Time for Period Cumulative Time Lo (Bl Stop Date is...
(MM/DDIYYYY) (3 Yrs, 0 Mos, 1 Day)
Enter the "Start Date” for the
) 2012-06-28 Years Months  Days | Years Months  Days
FIRST period of Sea Duty. Keep Adding Time

Enter the "Stop Date” for the Periods
) 2014-05-03 1 10 6 1 10 (] 3
FIRST period of Sea Duty.

Enter the "Start Date" for the
SECOND period of Sea Duty.

2014-09-08 Years Months Days Years Months Days

3 0 1 Correct Start Date

Enter the "Stop Date” for the

2015-11-02 1 1 25
SECOND period of Sea Duty.

3 0 1

Continued on next page




Starting Career Sea Pay Premium, Continued

Procedure,
continued
Step Action
8 Select the Request tab at the top of the home page. Select the Career Sea Pay
Premium link in the Payroll Requests pagelet.
My Page Self Service || Requests
Self Service Requests
Submit an Absence Reguest WView My Absence Requests
Submit & Delegation Request WView My Requesiz (all types)
Submit & Drill Reguest
Payroll Requests =
Wiew My Reguests Abzence Request
Civilian Clothing Allowance Suppl Clothing Allowance
Cificer Uniform Allowance Diving Duty Pa
Forgign Language Pay Hazardous Duty Pay
Family Separation Allowance Advance Pay
Advance Liguidation Schedule SDAP
Meal Rate Cadet 1CA
Hostile Fire Pay Combat Tax Exclusion
Career Sea Time Override !Career Sea Pay F'r&miuml
Hardship Duty Pa Pay Corrections
Responsibility Pay Override Career Sea Pay on TDY
Approved Absence Commections Cadet COMBATS
PHS Installment Special Pay PHS Monthly Special Pay
Request Reports =
Absence Reguest Listing SPO Pending Transaction Report
9 Enter the members Empl ID and hit Add.
Add Action Request
Add a New Value
Empl 1D: 3333333| = f
Empl Record: [,
Add

Continued on next page




Starting Career Sea Pay Premium, Continued

Procedure,
continued

Step

Action

10

Enter the Career Sea Pay Premium Begin Date. Click the Get Details button,
enter any comments and click Submit.
Action Request

Submit Career Sea Pay Premium

Popeye T Sailor

Requesting Career Sea Pay Premium
= Enter the Begin Date the member become eligible for Career Sea Pay Premium.

Enter an End Date or leave blank. If an End Date is not entered, then Career Sea Fay will continue until a stop transaction is
entered.

*  Press Submit
Request Details.

Begin Date: 11/02/2015 1]
End Date: B

Department: 000099
Description: CGC THETIS
Sea Pay Level: DPT - Career Sea Pay Level 2

Comment: Start Career Sea Pay Premium|

| Resubmit | [ Withdraw: |

11

The action request has been sent to the SPO/PAOQ for approval.

12

Once approved, it can be viewed by selecting the Pay Calculation Results link
in the Pay & Processing Shortcuts pagelet.
Pay Processing Shortcuts

|F'a1.-' Calculation Resultsl

One Time {Positive Input)

Element Aszignment By Payee

13

Enter the Empl ID and hit Search.
Results by Calendar Group

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

Find an Existing Value

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

Empl ID: [begins with ~|[B333333] x|
Empl Record: = [V
Calendar Group ID: [ begins with | @,
Name: begins with ~||

Search | Clear |Basic Search [gf Save Search Criteria

Continued on next page




Starting Career Sea Pay Premium, Continued

Procedure,
continued

Step Action
14 Select the Calendar in which the Premium began to validate that the deduction

is correct (prorated amount).

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

Empl ID: begins with |(3333333)

Empl Record: = v| |

Calendar Group ID: | pegins with || i,

Name: begins with ||

o

| Search | Clear |Basic Search g Save Search Criteria
Search Results
Wiew All First [4] 1-240f34 [p] Last
Empl Il Empl Record Payment Date Calendar Group I~ Mame
23332330 01152016 C116010 P Sailor
333333310 12312015 |C115121 P Sailor
33333330 12152015 C115120 P Sailor
333333310 12/01/2015 |[C115111 P Sailor
33333320 [1132015 |[C115110 [P Sailor
e —
[ cotencar roup oot (Tl Accumualors | Supporing Elements
Popeye T Sailor EMP D: 3333333 Empl Record: 0
Calendar Group 1D: C115110 201511 On-Cycle AD Mid Month
(Calendar 1D: CG ACT 2015M11M Pay Group: UscG
Segment Number: 1 Version: 1 Revision: 1
Gross Result Value: 2,575.7850 usD Net Result Value: 2,175.5003 uso
Eamnings & Deductions Customize | Find | Views | B | 28 First £ 147 0r17 10 Lot
(IR oo o Apires__ it s i _
E;ep’:m Element Name Amount  Description instance  ShceBegin - SfezEnd  pesorution Details
Eamings BAH 1116.0000005F Basic Allowance for Housing 0/ 11/01/2015 |11/15/2015 |Resolution Details A
Eamings BAS 124.150000(F] Basic Allow for Subsistence D/ 11/01/2015 |11/15/2015 |Resolution Details
Eamings BASIC PAY 11910000005 Basic Pay 0/11/01/2015 |11/15/2015 |Resolution Details
Eamings CLOTHING 19.1300005F Clothing Allowance 0/11/01/2015 |11/15/2015 |Resolution Details
Eamings CONUS COLA 15 50000053 Conus COLA 0/11/01/2015 | 11/15/2015 |Resolution Details
[Eamings CSEAPAY PREM 45.670000@ Career Sea Pay Premium 1/11/01/2015 |11/15/2015 |Resolufion Defails

Continued on next page



Starting Career Sea Pay Premium, Continued

Procedure,
continued

Step Action

15 Career Sea Pay Premium is now located in Element Asssignment By Payee
(EABP) in the Pay Processing Shortcuts pagelet.
Pay Processing Shortcuts

Pay Calculation Results !Element Assignment By F'a'.'ee!
Ome Time {Positive Input)

Element Assignment By Payee

Popeye T Sailor ID: 3333333 Empl Record: 0

Category:
Entry Type: Element Name:
As of Date: Select with Matching Criteria:
Clear ]
customize | Find | B | 3 First B 144 011 1 Lot
Element Name Description P’%“r:; Begin Date  End Date Active Instance
TRICARE DEF | Tricare Dependent Dental 949 01/01/2016 o 3
NON CREW PAY |Mon-Crew Flight Pay 999 02/01/2016 | 0212972016 v 1
FDHDIP Flight Deck Hazardous Duty Pay 999 06/01/2015 | 06/30/2015 vy 1
CSEAPAY PREM Career Sea Pay Premium 999 11/02/2015 vy 1

Continued on next page




Starting Career Sea Pay Premium, Continued

Procedure,
continued

Step

Action

16

When CSPP is not started in timely manner, a Retro Delta CSEA Pay
Premium is used to back pay. This can be found in Pay Calculation Results
link in the Pay Processing Shortcuts pagelet under the Earnings and
Deductions tab. In this case the member was suppose to start collecting CSPP
on 7 March 2015 but was not started until March of 2016.

Pay Processing Shortcuts
IF'aE Calculation Resultsl Element Assignment By Payee

One Time {Positive Input

Calendar Group Results |00 e ul [ M Accumulators || Supporting Elements

Bluto T Terrible EMP ID: 1111111 Empl Record: 0
Calendar Group 1D: C116030 201603 On-Cycle AD Mid Month
Calendar Information Find First Kl 62062 I Lost
|Calendar ID: CG ACT 2016M03M Pay Group: USCG
Segment Number: 1 Version: 1 Revision: 1
|Gross Result Value: 3,658,180 usD Net Result Value: 2,700,867 uso

Customize | Find | View5 | B | 2 Fist £ 1.490f19 I 1=t
Cal Retro Adj Deduction Arears User Fields
E;epr:erll Element Mame Amount Description Instance g::?: Begin g::: £ Resolution Details
Eamings BAH 540 000000/] | Basic Allowance for Housing 0/03/01/2016 | 03M15/2016 |Resoclufion Details A~
Eamings CSEAPAY 190.000000@ Career Sea Pay 0|03/01/2016 |D3M52016 Resolution Details
Eamings CSEAPAY PREM 50.00000057] Career Sea Pay Premium 1/023/01/2016 |0D3M 52016 Resolution Details
Eamings  DELTACSEAP 0.0000005g) | Retro Delta CSEA Pay 0/03/01/2016 0352016  Resolution Details

Premium

17

Select the Retro Adjustments tab and select Adjustment Detail.

[ Eamings & Deductions st K 610 of19 D Last

Customize | Find | View a1l | B | #

Element Results | Components  WGE Y- == -l Deduction Arrears || User Fields
%"p’:e“‘ Element Name Amount f:]'ﬁm::ﬂ 2:}‘:8‘]“ ot ggﬁlsmem Adjustment Detail  Resolution Details
Eamings CSEAPAY PREM 5D.DDODDO@ Resolution Details
Eamnings DELTACSEAFR D.DODDCID@ 1130.000000 Adiustment Detail | Resolution Details
Deduction AFRH 0.250000] Resolution Details
Deduction DMR 177.7500005 Resolution Details
Deduction FWT 51728000057 Resolution Details

Continued on next page



Starting Career Sea Pay Premium, Continued

Procedure,
continued
Step Action
18 Select View All to see all the affected pay calendar results.

Results by Calendar Group
Delta Details
Empl ID: 1111111 Name: Bluto T Terrible Empl Record: 1]
(Calendar Group ID: C116030 Description: 201603 On-Cycle AD Mid Month
(Calendar ID: CG ACT 2016M03M Pay Group: USCG
Element: DELTACSEAFP Element: Retro Delta CSEA Pay Premium
Seg t Numb 1 Instance: 0

Source Calendar ID

Segment

Period ID

Source Element

CG ACT 2015M03E A15MO3PRD2 CSEAPAY PREM

Number

Currency Amount Delta

1/UsD

50.000000%]

0.000000%F]

First | 1 of 24 I Last

Unit Delta

0.000000

19

Here is the expanded view of all 24 affected calendars equalling the $1180.00

total.

Delta Details

Source Calendar 1D Period ID Source Element m”b‘:':' Currency Amount Delta Base Delta
CG ACT 2015MD3E | A15MD3PRD2 CSEAPAY PREM 1/usD 50.00000053] 0.00000053]
CG ACT 2015M03M | A15MO3PRD1 CSEAPAY PREM 1USD 30.00000053] 0.0000005]
CG ACT 2015MO4E | A15MO4PRD2 CSEAPAY PREM 1USD 50.00000053] 0.00000053]
CG ACT 2015M04M | A15MD4PRD1 CSEAPAY PREM 1USD 50.0000005] 0.00000055]
CG ACT 2015MO5E | A15MO5PRD2 CSEAPAY PREM 1USD 50.0000005] 0.00000055]

Unit Delta

0.000000| o,
0.000000
0.000000
0.000000

0.000000




Stopping Career Sea Pay Premium

Introduction This guide provides the procedures for stopping Career Sea Pay Premium

in Direct Access. SPOs should manually stop Career Sea Pay Premium
upon the member’s departure from the unit on terminal leave (with no

intention to return) or when a member departs a vessel (TDY, leave, etc)
for longer than 30 days.

Procedure See below.

Step

Action

1

Select the Element Assignment by Payee (EABP) in the Pay Processing
Shortcuts pagelet.

Pay Processing Shortcuts

Pay Calculation Results IEIement Assignment By F'a'.'eel

DOne Time {Positive Input)

Take note of the CSEAPAY PREM link to view the members Career Sea Pay
Premium Begin Date and Instance Number.
Element Assignment By Payee

Popeye T Sailor ID: 3333333 Empl Record: 0

Category:
Entry Type: Element Mame:

As of Date: i Select with Matching Criteria:

Clear

customze | Find | BV | # First Bl 141 0711 O 15t

—

Element Name Description P’%ﬁiﬁ Begin Date  End Date Active Instance

TRICARE DEF  Tricare Dependent Dental 99% 01/01/2016 v 3
MNOMN CREW PAY Mon-Crew Flight Pay 990 02/01/2016 |02/2%/2016 o 1
FDHDIP Flight Deck Hazardous Duty Pay 999 06/01/2015  |06/3072015 o 1
CSEAPAY PREM | Career Sea Pay Pramium 99% 11/02/2015 v 1

Continued on next page




Stopping Career Sea Pay Premium, Continued

Procedure,
continued

Step Action

3 On the Home page Click on the Requests link and select the Pay Corrections link
in the Payroll Requests pagelet.
I My Page Self Sernvice I Requests

Self Service Requests

Submit an Absence Request WView My Absence Requests
Submit & Delegation Request Wiew My Requests (all types)
Submit & Drill Request
Payroll Requests =
Wiew My Requests Absence Request
Civilian Clothing Allowance Suppl Clothing Allowance
Officer Uniform Allowance Diving Duty Pay
Forgign Language Pay Hazardous Duty Pay
Family Separation Allowance Advance Pay
Advance Liquidation Schedule SDAP
Mesl Rate Cadet ICA
Hostile Fire Pay Combat Tax Exclusion
Career Sea Time Override Career Sea Pay Premium
Hardship Duty Pa )[Corrections
Responsibility Pay Overmide Career Sea Pay on TOY
Approved Absence Comettions Cadet COMRATS
PHS Instaliment Special Pay PHS Monthly Special Pay
Request Reports =
Absence Reguest Listing SP0O Pending Transaciion Report

4 Enter the members Empl ID and hit Add.
Add Action Request

Add a New Value

Empl ID: 3333333 x|9@
Empl Record:| 0|,

Continued on next page




Stopping Career Sea Pay Premium, Continued

Procedure,
continued

Step Action

5 | Select the Pay Element, CSEAPAY PREM, from the lookup. Enter the Instance

# and the New End Date. Select Get Details.
Action Request

Submit Pay Correction
Popeye T Sailor

1. Choose the Pay Element and Instance to cormect. View a member's pay elements and instance numbers using the Element
Assignment by Payee link on the home page.

2. Press Get Details button. If no results appear, the Pay Element - Instance # combination is invalid and will not be able to be
submitted.

3. Enter a new Beqgin Date and/or End Date. Choose ™es” in the Cancel dropdown if member was MEVER entitled to the pay
glement. This will cancel the pay element and uncheck the Active box in EABP. Note: Cancelling an instance of a pay element
will retroactively reverse all amounts paid or deducted in prior finalized calendars.

4. If an amount andfor a supporting value must be corrected, stop or cancel the pay element and create a new request with the
comect information.

5. Press Submit.

Pay Element: CSEAPAY PREM @, Cancel: I—V|
Instance #: 1

Mew Begin Date: B

New End Date:  [05/312016 [

I Get Details I

6 The Get Details button will populate the Request Information portion. Add any
comments and click Submit.

| Request Information

Current Begin 11/02/2015
Date:
Current End Date:

Amount: CALCULATED BY GLOBAL PAYROLL
Active?: YES

Comment: Stopping Career Sea Pay Premium due to separation |

[suomit] | Resubmit| | withdraw |

7 Once submitted, the transaction status is Pending and has been routed to the SPO
tree for approval.

= Request Status:Pending ¢ View/Hide Comments|
1

Pending

(T__) Olive Oyl
CGHRSUP for User's SPO

— Comments

Olive Oyl at 05/25/16 - 11:09 AM
Stopping Career Sea Pay Premium due to separation.




Correcting Career Sea Pay Premium

Introduction

This guide provides the procedures for correcting Career Sea Pay Premium
in Direct Access.

Information

If Career Sea Pay Premium was submitted and approved with an incorrect
date, it can be corrected using the Pay Corrections in the Request tab.
Note: No correction can be made to a Career Sea Pay Premium that has
not processed through a payroll calculation yet. To correct this action that
has not been fully processed yet, cancel it and resubmit it with the correct
information.

If cancelling a transaction due to the need to correct a date, be sure to input
the new transaction in the same pay cycle. Cancelling an instance of any

pay element will retroactively reverse all amounts paid or deducted in

prior finalized calendars.

Procedure See below.
Step Action
1 Select the Element Assignment by Payee (EABP) in the Pay Processing
Shortcuts pagelet.
Pay Processing Shortcuts

Pay Calculation Results | Element Assignment By Paves |

One Time {Positive Input)

Enter the members Empl ID and hit Search.

Element Assignment By Payee

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

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

Empl ID: [begins with w][4444444 |
Empl Record: = N

Name: begins with ||

Last Name: begins with ||

Second Last Name: begins with ~||
Alternate Character Name:| bagins with v |

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

[l case Sensitive

I Search I

Clear | Basic Search Igl;ﬂ Save Search Criteria

Continued on next page



Correcting Career Sea Pay Premium, Continued

Procedure,

continued

Step

Action

3

Get the Instance number for CSEAPAY PREM that needs modified.

Element Assignment By Payee
Swee'Pea

ID: 4444444 Empl Record: 1]

Entry Type:
As of Date:

Element Name:

Clear

First Kl 15016 D Last |

Customize | Find | &

Process

Element Name Description Order Begin Date End Date Active Ingtance
ESEaPAY Career Sea Pay Premium 999 |05/21/2015 < | 1 |
FSA Family Separation Allowance 909 07/22/2014 | 03/09/2015 ) 1
ESA Family Separation Allowance 999/03M1072015 | 081012015 | 2
FSA Family Separation Allowance 999 11/18/2015 | 03/28/2016 ol 3
DMR Discount Meal Rate 999 01/01/2014 Ll 1
IN SRVC DEBT |In-Service Debt 999|05/01/2016  |05/31/2016 o 1

Add New Assignment

5] save

Deduction Recipients

[Gh Retum to Search | [ Motify | |2 Refresh

On the Home page Click on the Requests link and select the Pay Corrections

link in the Payroll Requests pagelet.

I My Page Self Service I Requests'

Self Service Requests

Submit an Absence Request Wiew My Absence Requests

Submit & Delegation Request Wiew My Requests (all types)

Submit & Drill Request

Payroll Requests
View My Reguests Absence Request

Cavilian Clothing Allowance Suppl Clothing Allowance

Officer Uniform Allowance Diving Duty Par
Foreian Lanquags Pay Harardous Duty Pay
Family Separation Allowance Advance Pay
Advance Liguidation Schedule S0DAP

Mesl Rate Cadet ICA

Hostile Fire Pay Combat Taw Exeusion

Career Sea Time Ovemride Career Sea Pay Premium

Pay Comrections

Career Sea Pay on TOY

Hardship Duty Pa

Responsibility Pay Overide

Approved Absence Corrections
PHS Installment Special Pay

Cadet COMRATS

PHS Monthly Special Pay

Request Reports

Absence Request Listing SPO Pending Transaction Report

Continued on next page




Correcting Career Sea Pay Premium, Continued

Procedure,
continued

Step Action

5 Enter the members Empl ID and hit Add.
Add Action Request

Add a New Value

Empl ID: 4444444 @,
Empl Record:[| 0@,

Add

6

6 Select the Career Sea Pay Premium from the lookup. Enter the Instance # and
hit Get Details.
Action Request

Submit Pay Correction

Swee'Pea

1. Choose the Pay Element and Instance to correct. View a member's pay elements and instance numbers using the Element
Assignment by Payee link on the home page.

2. Press Get Details button. If no results appear, the Pay Element - Instance # combination is invalid and will not be able to be
submitted.

3. Enter a new Begin Date and/or End Date. Choose "Yes" in the Cancel dropdown if member was NEVER entitied to the pay
element. This will cancel the pay element and uncheck the Active box in EABP. Note: Cancelling an instance of a pay element
will retroactively reverse all amounts paid or deducted in prior finalized calendars.

4. If an amount and/or a supporting value must be comrected, stop or cancel the pay element and create a new request with the
correct information.

5. Press Submit.

Request Details

Pay Element: CSEAPAY PREM 2]  cancet [ v
Instance #: 1

Mew Begin Date: E‘J

New End Date: ]
[ Getpetis |

Continued on next page



Correcting Career Sea Pay Premium, Continued

Procedure,
continued

Step Action

7 If deleting the transaction, click the drop-down arrow in the Cancel list and select
"Yes". Use ONLY when a member wasn't entitled or if the transaction has NOT
been processed through a payroll calculation yet.
Enter a comment to support the action request. Select Submit.

Request Details
Pay Element: CSEAPAY PREM @, cancel: |YES v

Instance #: |1

Mew Begin Date: E‘j
New End Date: EJ

| GetDetails |
Request Information
Current Begin

Date: 06/01/2016

Current End Date:
Amount: CALCULATED BY GLOBAL PAYROLL

Active?: YES

Comment: Stopping Career Sea Pay due to error in submission.

[swmit] [ Resubmi| | witharaw |

If correcting the transaction or stopping the entitlement, enter the correct New
Begin Date or New End Date (required if stopping). Use when the transaction has
already processed through an end-month or mid-month payroll calculation. Enter

a comment to support the action request. Select Submit.
Request Details

Pay Element: CSEAPAY PREM @, Cancel: hdd

Instance #: |1

New Begin Date: El
New End Date:  |05/24/2016 51|

| GetDetails |

Request Information

Current Begin 05/21/2015
Date:

Current End Date:
Amount: CALCULATED BY GLOBAL PAYROLL
Active?: YES

Comment: MNew date of 05/20/2015 for Career Sea Pay Premium will be submitted.

| Resubmit | | Withdraw |

Continued on next page



Correcting Career Sea Pay Premium, Continued

Procedure,

continued

Step

Action

8

Once submitted, the transaction status is Pending and has been routed to the SPO

tree for approval.

= Request Status:Pending
1
Pending

Multiple Approvers
CGHRSUP for User's SPO

— Comments

submitted.

Olive Oyl at 05/24/16 - 3:48 PM
MNew Beqgin Date of 05/20/2015 for Career Sea Pay Premium will be

() View/Hide Comments
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