Starting CONUS COLA

Introduction

AcCCess.

Note: Do not start a CONUS COLA row if the amount is $0.

This guide provides the procedures for starting CONUS COLA in Direct

Procedures See below.
Step Action
1 Select Cost of Living Allowance from the Active & Reserve Pay Shortcuts
pagelet.
Direct Deposit Proxy - Submit Absence Request
Yoluntary Deductions SGLI+ FSGLI
Maintain Tax Data USA Housing Allowance
Dependent Information | Cost of Living Allowance |
ACIP EAH Depndnt/EmrgncyData Emplid
MGIB Enroliments Sea Time Balances
View Payslips (AD/IRSV) Met Distribution
Pay Calendar Results View Member W-2s

Enter the Empl ID and hit Search.

Cost of Living Allowance

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 w||1234567 |
Empl Record: = v 0
Name: begins with ||
Last Name: begins with ||

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

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

[include History [cCorrect History [ Case Sensitive

' Clear | Basic Search @ Save Search Criteria

Continued on next page



Starting CONUS COLA, continued

Procedures,
continued

Step

Action

3

The member’s current CONUS COLA information (if any) will display. If the
member currently has a CONUS COLA row, click the plus button to add a new
row before moving on to Step 4.

[ CONUS coLA OUTCONUS COLA
EMP 1D: 1234567 Empl Record: i}

James S Bond

[ CONUS COLA Entitlements

Effective Date: [10/31/2016 [3
status:

Find | View All  First < 1071 0 Last

Delete

Approved:
Approver:
COLA Type: | v Approved at:
COLA Reason: v|
COLA Zip: 92140

CONUS COLA Dependent Beneficiaries Customize | Find | B | % Fret & qorq U Lact

Dependent Information Termination Information
—

*Dep/Ben  Name  Relation  Birth COLAElg  InA Service 50% Supp Last Approval

1 Q = =

Enter the Effective Date of the change (defaults to current date) and ensure the
Status reads Active (Inactive means the member is not currently receiving pay).

'CONUS COLA Entitlements

Effective Date: [11/01/2016 [3
Status: Active L

COLA Type: | v
COLA Reason: | v

COLA Zip: 09501

Select the appropriate COLA Type using the drop-down.
' CONUS COLA Entitlements

Effective Date: |11/01/2016 31

Status: Active b

COLA Type:
CONUS COLA With Dependents
COLA Reason: |CcoNUS COLA Without Dependents

COLA Zip:

Continued on next page



Starting CONUS COLA, continued

Procedures,
continued

Step Action
6 Select the appropriate COLA Reason using the drop-down.

' CONUS COLA Entitlements
Effective Date: |11/01/2016 [

Status:

Acquired a Dependent

CONUS COLA Rate/Index Change

Confinement

| cost of Living Adjustment/LPC
COLAType: | pemotion
COLA Reason: gi\f\?tf'ie e O
ovt Quarters Occupanc

COLA Zip: i a pancy

Legal Separation
Longevity Increase
Married

Married to Member
Missing in Action Status
Dependent Inform PEBD Adjustment

PSC Approval

*Dep/Ben | Promotion
Reserve/Recall Crders

1 @ Termination of Dependent
* | Transfer

7 The COLA Zip will default to the current permanent duty station for Active
Duty members or the Home address for Reserve members. If the default is
incorrect, enter the correct COLA Zip. Click the Save button. The transaction
will be routed to all of the SPO Auditors in the same Dept ID of the HRS User’s
SPO.

OUTCONUS COLA

James S Bond EMP 1D: 1234567 Empl Record: 0

CONUS COLA Entitlements Find | View All First & 10r1 13 Last

+
Effective Date: |11/01/2016 [ Delete +
status:

Approved:

Approver:

COLA Type:  |CONUS COLA Without Dependen |

Approved at:

COLA Reason: | Transfer v|

coLazip:  [09501 ]

CONUS COLA Dependent Beneficiaries Customize | Find | B | % First ) qor1 O Last

Dependent Information Termination Information

*Dep/Ben Name Relation Birth COLA Elig In A Service 50% Supp Last Approval

[t # =

[0t Return to Search =] Notify | Update/Display JQ Include History E} Correct History

CONUS COLA | OUTCONUS COLA

Continued on next page



Starting CONUS COLA, continued

Procedures,
continued
Step Action
8 Once approved, the page will update as follows.
OUTCONUS COLA
James S Bond EMP ID: 1234567 Empl Record: 0
CONUS COLA Entitlements Find | View Al First & 1 0f1 1 Last
Effective Date: |11/01/2016 [ Delete ]
status:
Approved: /|
Approver: 7654321 Maoneypenny, Miss
COLA Type:  |CONUS COLA Without Dependen | Approved at: 1102116 2:33PM

COLA Reason: | Transfer v|
COLA Zip: 09501
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