Starting Overseas Housing Allowance (OHA)

Introduction

This guide provides the procedures for starting Overseas Housing
Allowance (OHA) in Direct Access. OHA is a monthly allowance paid to
service members assigned to an OCONUS PDS (except Alaska and
Hawaii) and authorized to live in private quarters.

Important The member and all OHA eligible dependents addresses should be updated
to reflect the OHA locality. Within DA, this is completed in the Personal
Information and Dependent Information sections from the HR Data
Shortcuts pagelet. This is important for audit and verification of the OHA
entitlement.
Temporary If TLA was used, enter the inclusive dates in the Notepad, that way all
Lodging periods of Active Duty are accounted for within the Housing Allowance
Allowance Componentl
(TLA)
For example, PCS report date was 7/1/16 to OHA eligible unit. The
Inactive date of the BAH was 7/1/16 and the Active date of the OHA was
12/16/16. So the Notepad would read:
“TLA was used for 7/1/16-12/15/16.”
Procedures See below.
Step Action
1 Select Housing Allowance from the Active & Reserve Pay Shortcuts pagelet.
Direct Deposit Proxy - Submit Absence Reqguest
Woluntary Deductions SGLI+ FSGL
Maintain Tax Cata USA I Housing Allowance I
Dependent Information Cost of Living Allowance

BAH Depndnt/EmrgneyCata Emplid

MGIE Enrgliments Sea Time Balances
Wiew Payslips (ADVRSW) MNet Distribution
Pay Calendar Results Wiew Member W-2s

Continued on next page



Starting Overseas Housing Allowance (OHA), Continued

Procedures,
continued

Step

Action

2

Enter the Empl ID and hit Search.

Housing Allowance

Find an Existing Value

Enter any information you have and click Search. Leave fields blank for a li

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

Empl Record: = |

Empl ID: begins with W|[630198¢]
= W

Name: begins with ||

Last Name: begins with » |

Second Last Name: begins with ||

Alternate Character Name: |begins with v/||

Middle Name: begins with |

Business Unit: begins with |

Department Set ID: begins with ||

¥

Department: begins with v ||

[Iinclude History [lcorrect History [|case Sensitive

Search Clear Basic Search |Q.[?-1 Save Search Criteria

£

3 The member’s current BAH information (if any) will display. Click the OHA
tab.
m OHA | FSH [ MIHA

Michael Phelps EMP D: 6301985

Effective Date: |06/20/2016 [3

Status: Approved: ¥/
Approver:
A Ll b
BAH Change | Transfer v
BAH Gtr Status: L |2, Description:
BAH Zip: 66683 KS105 BAH Type:
Military Rank: E6 BAH Rate:
Fair Rent: BAH Entitle:

BAH Dependent Beneficiaries

Dependent Information Termination Information

8031984 Ryan Lochte
06/26/M16 2:22AM

With dependents; Mbr and deps not assigned govi girs
BAH With Dependents

1182.0000

1182.0000 Override Flag

Empl Record: 0

Delete [+

Grand Fathered

Customize | Fi

*Dep/Ben  Name Relation  Birth BAH Elig  InA Service  50% Supp Last Approval
1001 9, Phelps, Nicole Spouse  07/12/1985 06/01/2016 e + =]

Continued on next page



Starting Overseas Housing Allowance (OHA), Continued

Procedures,
continued
Step Action
4 The member’s current OHA information (if any) will display. If the information

is blank, continue to step 5. If the member has an existing OHA row, click the
Plus button to add a new row.

BAH m FSH | MIHA
Michael Phelps EMP ID: 6301985 Empl Record: 1]
Find | View All First n 10f1 u Last
flective  |12/02/2016 [ Delcia E
ate: - .
tatus: Approved:
Approver:
OHA Type: v Approved at: m
3:';0“_ hd [ Home owner Indicator
Locality. Q@ [IFixed Exchange Rate
Code: - ’7
IOHA Rental Table Amount: ig'fgherft?HA
Monthly Rental Amount: Utilities Included in | v
Rent:
Shared Rental Amount: Utility Point 0
Total:
Constructive Rental Cap: Utility Recurring Maint
Allow:
OHA Rental Sharers
*Branch of Service EmpliD Sharer Name
1] v | Q H| =
OHA Dependents Customize | Find | B | 3% First & 1071 1 Last
pe = Sps
[n] MName Relation o Branch Sps Empl
1@ [+ | =]
Eﬂ Save |3‘* Return to Search ri‘i Motify _ﬂ Update/Display 2 :_ Include History D Correct History

Enter the Effective Date of the signed rental/lease/purchase agreement
(defaults to current date) and ensure the Status reads Active (Inactive means
the member is not currently receiving pay).

Effective 12/01/2016 [#)

Status: Active v

OHA is a cost reimbursement based allowance. The member does not have an
entitlement until they enter into a rental/lease/purchase agreement and provide
proof of private sector housing expenses.

Continued on next page



Starting Overseas Housing Allowance (OHA), Continued

Procedures,

continued

Step

Action

6

Select the appropriate OHA Type, using the drop-down.

OHA Type:

OHA With Dependents

OHA With Dependents-Child Spri
OHA With Dependents-Ind Qirs
OHA Without Dependents

Select the appropriate OHA Reason, using the drop-down.

OHA
Reason:

Authorization by PSC
Change in Housing Costs
Change in Sharers
Change of Residence
Demotion

Departure for Separation
Dependency Change
Dependent Arrival
Dependent Departure
Govt Cuarters Occupany
Govt Cluarters Vacancy
Hire

Inadequate Quarters Designatn
JFTR Rate Change
Promotion
Eeserve/Recall Orders

Transfer

Use the lookup to select a Locality Code.

Locality

Code:

Continued on next page



Starting Overseas Housing Allowance (OHA), Continued

Procedures,
continued
Step Action
9 Once the Locality Code is selected, the OHA Rental Table Amount will

populate. Enter the Monthly Rental Amount in the foreign currency identified
on the rental/lease/purchase agreement. Use the exchange rate from the
Effective Date.

Locality NLO1S 4
Code:

OHA Rental Table Amount: 1550.00
Monthly Rental Amount: | |

10 Once the Monthly Rental Amount is entered, the Shared Rental Amount
will populate. Now select one of the options in the Utilities Included in Rent
drop-down. These values depend upon whether the member’s monthly rent
covers utility costs. Please refer to the CG Portal’s knowledge base entry of
examples in the Overseas Housing Allowance section. If the Some option is
selected, then a Utility Point Total must also be entered before moving on.
This is based on the assigned climate for the area (see OHA Calculator at
https://www.defensetravel.dod.mil/site/ohaCalc.cfm ).

Entitled OHA
OHA Rental Table Amount: 1550.00 Amount: All
Monthly Rental Amount: 1600.00 Utilities Included in
Rent: S0me
Shared Rental Amount: 1600.00 Utility Point U
Total:
Constructive Rental Cap: 943gpp tility Recurring Maint
Allow:

11 Once an option is selected, the Constructive Rental Cap, Entitled OHA

Amount and Utility Recurring Maint Allow will all populate.
OHA Rental Table Amount: 1550.00 E:.tlg:‘erft:OHA w

Monthly Rental Amount: 1600.00 Utilities Included in

Rent:
Shared Rental Amount: 1600.00 Utility Point 0
Total:
Constructive Rental Cap: 2139.00 Utility Recurring Maint 58900
- Allow:
12 If applicable, check the Home Owner Indicator box. The Fixed Exchange

Rate box should only be checked if the rental/lease/purchase agreement was
written in dollars vice the local currency. The amount will need to be reverse
computed to get the dollar value.

[ Home Owner Indicator
[ Fixed Exchange Rate

Continued on next page
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Starting Overseas Housing Allowance (OHA), Continued

Procedures,
continued
Step Action
13 If applicable, enter the OHA Rental Sharers information. This will affect the

Shared Rental Amount above.

By 4] o

*Branch of Service EmpliD Sharer Name
1] v @ (]| [=]
14 If OHA with Dependents was selected as the OHA Type, then you must enter
the OHA Dependents here. Use the ID lookup to select a dependent. Use the
Plus button to add additional dependents.
&y Kl b ]
*ID Name Relation grp\rsc Branch Sps Empl
1(01 <. | Phelps, Nicole Spouse M =
15 Click the Notepad icon !l to add additional details regarding the transaction.
(For example, member and spouse have been staying in a hotel waiting for
housing to become available.)
Note: If TLA was used, enter the inclusive dates in the Notepad.
16 Now click Save.

[5] save | [ohRetum toSearch | |[=] Notify

Once saved, the transaction will be routed to all of the SPO Auditors in the
same Dept ID as the HRS User.

Continued on next page



Starting Overseas Housing Allowance (OHA), Continued

Procedures,
continued
Step Action
17 Once approved, the page will update as follows.

| Overseas Housing Allowance

OHA Rental Table Amount: 1550.00

Monthly Rental Amount: 1600.00
Shared Rental Amount: 1600.00
Constructive Rental Cap: 2139.00

OHA Rental Sharers

*Branch of Service

Effective  |12/01/2016 [3

Date: _

Status:

(OHA Type: |OHA With Dependents v
OHA Transfer v
Reason:

Locality NLO15 @,

Code:

EmpliD

BAH FSH | MIHA
Michael Phelps EMP ID: 6301985 Empl Record: 0

m N
Find | View All First 10f1 Last

| Delete
Approved: |:|
Approver: 8031984 Ryan Lochte
Approved at: 12/01/2016 2:22AM D

] Home Owner Indicator
[IFixed Exchange Rate

Entitled OHA 2139.00
Amount:
Utilities Included in | None v
Rent:
Utility Point 0
Total:
Utility Recurring Maint 589.00
Allow:

N
Customize | Find | & | ##  First Eqor1 13 ast

Sharer Name

1 v] |

Q, =

*ID Name

1019, Phelps, Nicole

Customize | Find | & | 78 First K 10f1 13 Last

- Sps
Relation Srve Branch Sps Empl
Spouse M ==

5] save = [oh Retumto Search <] Notify

BAH | OHA | FSH | MIHA

|| Update/Display | | L' Include History | || " Correct History |
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