
Starting CONUS COLA 

  
Introduction This guide provides the procedures for starting CONUS COLA in Direct 

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

  
Procedures See below. 
 

Step Action 
1 Select Cost of Living Allowance from the Active & Reserve Pay Shortcuts 

pagelet. 

  
 

2 Enter the Empl ID and hit Search. 

  
 

 

 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. 

 
 

4 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). 

  
 

5 Select the appropriate COLA Type using the drop-down. 

 
 

 

 Continued on next page 



Starting CONUS COLA, Continued 

  
Procedures, 
continued 

 

 
Step Action 

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

 
 

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. 

  
 

 

 Continued on next page 



Starting CONUS COLA, Continued 

  
Procedures, 
continued 

 

 
Step Action 

8 Once approved, the page will update as follows. 
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