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U. S. Coast Guard 
 

Direct Access II 
 

 
Overview 
 
Introduction The BAH/Dependency data form lists a member's BAH eligible 

dependents and provides an area for the member to certify 
the accuracy of the information. The emergency contacts 
report lists contact information for those the member has 
designated as emergency contacts. 
 
This guide provides the procedures to print a 
BAH/Dependency/ or Emergency Contact form by employee 
or by batch process.  

 
Topics The following topics are covered in this section. 
 
Topic See Page 
How to Print the BAH Dependency Data or Emergency Contact 
Form By Employee 

2 

How to Batch Print the BAH Dependency Data or Emergency 
Contact Form 

3 

 
Warning 
 
The run control dialog for the batch print request includes an option labeled "Company 
and Ending Digit". U. S. Coast Guard users must not select this option.  

 
As noted in the procedures that follow, this option is only for USPHS users. Using this 
option with "CG" in the company field is having a negative performance impact on the 
process server which delays all other process requests. 
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How to Print the BAH Dependency Data or Emergency Contact Form By 
Employee 
 
Log into Direct Access II and follow the steps below to generate/print a 
BAH/Dependency Data form on a member. 
  

STEP ACTION 
1 From the portal, click on the BAH/Dependent Form by Employee link within 

the Active & Reserve Pay Shortcuts menu.  This form can also be accessed 
via the path below: 
 
Global Payroll & Absence Mgmt > USCG Payroll Processes > Payroll Reports > 
BAH Depndnt/Emrgncy Data Emplid 

2 Select the form you want to generate:  

 
Click on the Empl ID field and enter the member’s EMPLID.   

3 Tab out of the field and click the ‘Create Report’ button. 
 

 
 
Note:  You must tab out of the EMPL ID field to be able to click on the 
Create Report button. 
 
A new window will appear with the member’s BAH/Dependency Data or 
Emergency Contact form.  This form can be saved to a local folder and/or 
printed.   
 
Note:  If there are data discrepancies on the member’s form, most likely it’s 
because the data within the Personal Information on the member is incorrect 
or the data within the Dependent Information component is incorrect on the 
dependent.  Please check these components to see if the data needs to be 
corrected or updated. 
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How to Batch Print the BAH Dependency Data or Emergency Contact Form Form 
 
Log into Direct Access II and follow the steps below to generate/print BAH/Dependency 
Data forms on members assigned to specified department or SPO. 
  
 

STEP ACTION 
1 Click on the BAH/Dependent Data Form Batch link by following the path 

below from the Enterprise Menu on the portal page: 
 

- Global Payroll & Absence Mgmt > USCG Payroll Processes > Payroll 
Reports > BAH Depndnt/Emrgncy Data Batch 

 
2 Enter a Run Control ID and then click the Search button.   

 
Note:  Click the Add a New Value tab if the Run Control ID needs to be 
created. 
 

   
 
The following page will appear: 

 
 
Select either the Generate BAH Dependency Form or Generate 
Emergency Contact Form option. 
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How to Batch Print the BAH Dependency Data or Emergency Contact Form, 
Continued 
 

STEP ACTION 
3 Click on the By Deptid or By SPO Unit radio button. 

 
A.  If by Deptid, the following fields will pop up: 

 

 
 

The user will enter/select a SETID.   
 

• For CG, it will be 00010 
• For NOAA, it will be 00007 

 
The user will then enter/select a department ID. 

 
B. If by SPO Unit, the following fields will pop up: 

 

 
 

The user will enter/select a SETID.   
 

• For CG, it will be 00010 
• For NOAA, it will be 00007 

 
The user will then enter/select a SPO ID. 
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How to Batch Print the BAH Dependency Data or Emergency Contact Form, 
Continued 
 

STEP ACTION 
3 C. If by Company and Ending Digit, the following fields will pop up: 

 
Note:  This option will be used by PHS ONLY. 

 

 
 

The user will select company.   
 

• For PHS, it will be PHS 
 
The user will then enter a digit (last number of SSN). 

4 Click the RUN button.  The following page should show appear: 
 

 
 

5 Click on the Server Name field and select PSUNX.  It may already be 
defaulted to it. 

6 Click the OK button. 
7 Click the Process Monitor link. 

  

For PHS only. USCG users must not use this option. 
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How to Batch Print the BAH Dependency Data or Emergency Contact Form, 
Continued 
 

STEP ACTION 
8 Monitor the process to make sure it finishes successfully. 

 

 
 

9 When the process successfully finishes, click the following link on the page: 
Go back to BAH Depndnt/Emrgncy Data Batch 

10 Click Report Manager link. 
 

 
 
The Report Manager page should appear.   

11 Click on the XMLP link: 
 

 
 
The report page will appear. 
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How to Batch Print the BAH Dependency Data or Emergency Contact Form, 
Continued 
 

STEP ACTION 
12 Click on the xxxx.pdf link. 

 

 
NOTE:  CG_EMRCNT_DP.pdf   (the DP signifies this is a DEPTID report) 
NOTE:  CG_EMRCNT_SP.pdf   (the SP signifies this is by SPO) 

13 The pdf document should open and contain all of the members assigned to 
the specified department, SPO ID, or last number of SSN for a specified 
company.  It can now be printed and/or saved to a local directory. 

 


