Global Payroll for
Active Duty and Reserve

Advance Pay (Self Service)



Advance P

After logging into Global Pay, the Self Service
ember will start at the “Requests” link
In this Training example a member will be requesting 2 months Advance Pay Via Self Service

/ United States Coast Guard
LS. Department of Homeland Security
My Linkslselec: One: _I

J My Page

Sell Senice Reguesis

Annocuncements Updated 16 April 2014

Profile Tasks Miewr
orkflow User PCS eResumes My Profile
Preferences

April Leave and Earnings statements [LE Ss) Posted: L

. April are svailsble.
Go to "Wiew Payched™ under Employee Self Service to view.

Email Addresses Mv Reserve Points
Statement

April Reserve Points Statements Posted: Reserve retirement point 3
2014 is available. Go to "View Reserve Points” under Employes Self

\iew Paycheck
Direct Access Il Technoloay Refresh Projects -

The Self Service

Test Results

» PCS eR Mere informatien and instructions. . . .
» Assignment Processing: More information snd instructicns. b II I k th Member info Additional
. lons: Lare ans (nsrucian, memper will Clic e

Wiew My Worklist

My CGHRMS Orders

Requests link......then
7 blitacy Ausiiance Comnany (MAC) Allsimant Sanice Sodls go to next slide.

Disr=gard the address displaying nest to the
E-Resume page. The address may not
This is @ known issue. The address can o importanoce for
internal applicants. Go to Self-Service, Tasks, Home and Mailing

Address to view or update cument address information
» Recuiting and Accessions Assignments Reports

» Self Service Leave B t System.
Remindsr! Do not input leave TS or s=parations
using s=ifservice. Your SPO will includs the leave

My Emplovee Reviev

Emplovee Revie
Summary

I 11 More

on your orders.

» Assignment Processing

» Person Profile (Compstencies, Lsngusges,
Memberships, Education and Licenses).

» Portal Navigation Demos snd Guides
» Direct Access Cnline Help

» SPC Manusal

» ALSPC Messages

» Pay & Allowance Rates

w FEC C Se Surve

If you encounter problems, have guestions, or need any assistance with Direct
Access, contact PPC Customer Care at 866.772.8724 or use the pnline Trouble-
Ticket Form

If you have time out or other issues when using Direct Access | transactions, use the
“Direct Access Content” link under the Enterprise menu

Appropriate Use and ACCcess: Do not use this system to conduct training or
to practice entering any pay/perscnnel transactions. Contact PPC Customer
Care if you have guestions on the use of Direct Acocess.

Common Links

Direct Access V 2



Advance Pay Request via Self Service

My Page 3Self Senvice | Ee-queatﬁ|

Self Service Requests

submit an Absence Reguest View My Absence Reguests
=ubmit 8 Delegation Reguest View My Reguests (all types)
submit a8 Civilian CA Reguest submit 8 Supp CA Regue
submit an Officer CA Reguest submit an F5A Reguest
submit 8 COLA Unigue Reguest submit 8 Drill Reguest

Submit an Advance Pav Reguest
A

click the “Submit an Advance
Pay Request” link...go to next

The Self Service member will J
slide.




Advance Request via Self Service

Request Details
Type of Advance: [Py +| Payment Date El /
: v , Step 1. For Type of Advance click the
ot Honths: Repayments Start Eﬂ\ drop down and choose “Pay”.
or$Amount (4983

#of Installments:

Step 2. For # of months enter 2.

j——
(=]

Note: The Payment Date
and Repayments Start

cannot be changed by the Step 3. For # of installments enter 12.
ol Delais | Self Service member. _ _
. ) Step 4. Click “Get Details”. The
: Estimated Advance and Monthly
Request Information Deduction will display.
Estimated Advance: § 499300 Step 5. Enter the Approvers emplid.
- (must be the Commanding Officer for
on eductor: § 416,08 E5 and above >1 month advance pay).
Request Approvers Step 6. Enter comments “Request 2
months advance pay”.
woer [ ]
Step 7. Press Submit. (Request will
Commet: be routed to the Commanding Officer.)

......... Go to Next slide

i Resumt Wihdaw 4




Advance Pay Request via Self Service

Request Details

= Firstlevel Approver Type of Advance: [Pay 7] pamente. | i
g . # of Months: 2 R fs Start:
(Commanding Officer) | ™" | epayments E
or$Amount 14993

# of Instaliments: |12

- GetDetails

Request Information
Estimated Advance: § 4993.00

Monthly Deduction: § 416.08

oot I
(" )

After the Self Service member
clicks the “Submit” button, the
Advance Pay Request will be
sent to the Commanding Officer
for review in a “Pending”

Comment;

Suomit | Resubmit  Withdraw

status....go to next slide. ~ Reauest Status:Pendin T —
q g v
Approvers
A Pending Not Routed
@ — Multiple Approvers
—l

Initial Approve Action Request CGHRSUP for User's PO




Advance Pay Request via Self Service
After logging into Global Pay, the Commanding

Officer will start at the “Requests” link

@ United States Coast Guard
U.S. Department of Ho Security

metand

My LinKSISelect One: =1

J My Page | Self Service Reguesis
Rnmounooments Uptated 16 Apni 201, | Reserve Administra =

Tasks Wiews
April Leave and Earnings statements (LE Ss} PoSNgg: LESs for Aprj - PCS eResumes My Profile
I B . i i -
Go to “View Paycheck” under Employes Self Service i The ‘ o' nn |and|ng el Addresses v Resorve Painte

. . . Statement
2014 is available. Go to "View Reserve Points” under Employeahgs Offlcer Wl” CIle Emergency Contacts

Wiew Paycheck
Direct Access |l Technology Refresh Projects - Home and Mailing

Address Test Results
© PCS mesume: lore i iormation and nsiuctons the Requests &

» Assignment Processing: More information and instructions g Phone Mumbers Member Info Additional
» Accessions: More information and instructions. Ilnk go to next Atments I
I s o Wy W
Sllde ect Deposit My CGHRMS Orders

More User Resources. \ Federal & State Tax My Emplovee Reviews
= Military Assistance Company (MAC) Allctments Service Ending Elections Eml Pevi
» PCS eResume (lMember, Endorser, and Prosoy) User Guides ——e= e
Dissegard the address displaying next to the SUBMIT button on the Create e Resume Summary

E-Resumse page. The address may n =5, .

This is @ known issus. The address camries no importance for 11 More... IMore..

internal applicants. Go to Self-Service, Tasks, Home and Masiling

Address to view or update cument address infoermation.

» Recruiting snd Accessions Assignments Repo

» Self Service Electonic Leave / Absence Reguest Systermn.
Reminder! O separati
using selfservice. Your SPC will include the lesve
on your orders.

= Assignment Procsssing

» Person Profile (Competencies, Languages,
Memberships, Education and Licenses)

» Portal Mavigstion Demos and Guides

» Direct Access Cnline Help

» SPD Manusal

» ALSPO hMesssges

= Pay & Allowsnce Rates

» PPC Customer Satisfaction Surve:

If you encounter problems, hawve questions, or need any assistance with Direct
Access, contact PPC Customer Care at 866.772.8724 or use the pnline Trouble-
Ticket Form

If you have time out or other issues when using Direct Access | ransactions, use the
“Direct Access Content™ link under the Enterprise menu.

Appropi e Use and AcCCesS: Do not use this system to conduct training or
to practice entering sny pay/personnel transactions. Contact PPC Customer
Care if you have questicns on the use of Direct Acosss.

Common Links

Direct Access VWorklist




Advance Pay Request via Self Service

Commanding Officer Approval

Self Service Requests =
submit an Absence Reguest View My Absence Reguests

submit 8 Delegation Reguest View Wy Reguests faIIQ{s}

submit @ Civilian CA Reguest submit 8 Supp CA Reque (The Commanding )
Submit an Officer CA Request submit an P4 Request ‘z‘:ezzgﬁ“gﬁ::s)
Submit a COLA Unigue Request Submita DrilRequest  \Se

Submit an Advance Pay Reguest |



Advance Pay Request via Self Service

Commanding Officer Approval

View My Action Requests

1. "Wy Submitted Requests” allows member to bring up only their Action Requests.

2."Requests | am Approver For' allows approver to bring up only those Action Requests submitted to them.

3. "Ml Requests' allows the approver to pull up their Action Requests and those submitted to them

4 Transaction Name field allows userto select a particular fransaction i e, Absence Request, Delegation, etc)

5. Refresh button clears the grid and defaults it back to "My Submitted Requests’ and Transaction Status of ‘Pending’
6. Populate Grid button populates the grid based on what was selected for the radio button, Transaction Name,

Transaction Status, and what was entered inthe Submission From/Submission To Dates.

C My Submitted Requests @ Requests | am Approver For

T Al Requests

Refresh

Member's Emplid Submitted By

Approver

Transaction Name: |Ad'v'ance PayRequest j

Transaction Status: |Pendmg j

Submission From Date: H

Submission To Date: i Populate Grid
Transaction Hame Status Member

Advance Pay Request Pending

Transaction Name Status Member

Member's Emplid

Submitted By

Approver

B2 g T qgrg

Submission Date ApprovelDeny

Approve/Deny

R

Submission Date  ApprovelDeny

Approve/Deny

a

6mmandinq Officer Approval\

\....Go to Next slide

Step 1. Change radio button to
“Requests | am Approver for”.

Step 2. Change “Transaction
Name” drop down menu to
Advance pay Request.

Step 3. Change “Transaction
Status” to Pending. (The system
should have already defaulted to
Pending)

Step 4. Click “Populate Grid”.
(The Advance Request should
appear in the grid).

Step 5. Click the “Approve/Deny”

.n )




Advance Pay Request via Self Service
Commanding Officer Approval @mmamqu Srfcer Apmovh

continued
Type of Advance: Pay Payment Date;
# of Months: 2 Repayments Start: Step 6 . Only the Commanding
or § Amount: 4993 Officer can change the Payment
#of Installments: 12 Date, or leave it blank for the
Advance Pay payment to appear
P— in next finalized pay calendar.

Step 7. Only the Commanding
Estimated Advance: § 499300 Officer can change the
Repayment Start date. If left
blank the repayment will start the
first day of the month following

Step 8. Enter comments

Monthly Deduction: § 415.08

Comment:
| “Approved” .
Approve Deny Step 9. Click the “Approved”
button. (The Request Status will
= Request Status:Pending (2 ViewlHide Comments change to Approved and sent to

Approvers / / Multiple Approvers at the SPO for
Pending

Approved final approval and payment.
| Multiple Approvers :
¢ Initial Approve Action Reguest @ CGHRSUP for UgersSPO . N Go to Next slide
0811114 - 9:48 AN 9




Advance Pay Request via Self Service
After logging into Global Pay, the SPO Supervisor

will start at the “Requests” link

/ @ United States Coast Guard
¢ U.S. Department of Homeland Security
My LinKSISelect One: -I

JMyPage Self Service Reguests

Announcements Updated 16 April 2014 Reserve Adm
Profile Tasks View
April Leave and Earnings statements [LE 55} PostedRESs for April PCS eResumes My Profile
Go to "Wisw Paychedk” under Employes Self Service to Wy
The S PO Email Addresses Mv Reserve Points

April Reserve Points Statements Posted: Reserve retirement Pigg Statement
2014 is available. Go to "View B /2 Points” under - . . Emergency Contacts

Wiew

iew Pawvcheck
Direot Access Il Tachnoloay Refrash Brojests Supervisor will Home and waiin

Address Test Results

= PCS eResume: More information and instructions. I k th R t .
» Assignment Processing: More information and instructions C |C e equeS S Phone Numbers Member Info Additional

= Ilnk. L go tO next Aliotments. Wiews My Worklist

» Accessions: More informstion snd

Direct Deposit My CGHRMS Orders

More User Resources Sllde . Federal & State Tax My Emplovee Reviews

» Military Assistance Compsny {MACH Allctments Service Endin, Elections el Pevi

» PCS eResume (Member, Endorser, and Prowy) User Guides —— e =
Disregard the address displaying next to the SUBMIT button on the Create s-Resume Summar

E-Resume page. The address may n nt address.
This is @ known issue. The address caries no importance for
internal applicants. Go to Self-Service, Tasks, Home and Msiling

Address to view o updste curent address informaticon.
Eeciinn and Acessions
» Self Service Elechonic Leave / Absence Request System
Reminder! O input leave for PGS or separations
using selfservice. Your SPO will include the leave
on your orders.
» Assignment Processing
» Person Frofile {Competencies, |
Memberships, Education and Licenses)
» Portal Navigation Demos and Guides
» Direct Acoess Online Help
» SPO Manual
» ALSPO Messsges
» Pay & Allowancs Rates
» PPC Customer Satisfaction Surve:

be your cun

11 Mor: More...

If you encounter problems, hawve questions, or need any assistance with Direct
Access, contact PPC Customer Care at 866.772.8724 or use the online Trouble-
Ticket Form

If you have time out or other issues when using Direct Access | transactions, use the
“Direct Acocess Content™ link under the Enterprise menu

Appropriate Use and Access: Do not use this system to conduct training or
to practice entering any pay/personnel i Contact PPC Customer
Care if you have questions on the use of Direct Access.

Common Links =

Direct Access Worklist

10



Advance Pay Request via Self Service

SPO Supervisor Approval
Self Service Requests B
Submit an Absence Reguest View Wy Abzence Heguesis
Submit a Delegation Reguest View Wy Reguests (all tvpez)
submit @ Civilian CA Reguest submit 3 supp CA F'.e-:luee\
fTh SPO S sor
e upervisor
Submit an Officer CA Reguest Submit an FSA Reguest KV,,"' gick onttht(a ‘I‘IView
y Requests (a
es)” link...... oto
Submit a COLA Unique Request Submita Dril Request | neside.
Submit an Advance Pay Reguest \

11




Advance Pay Request via Self Service
SPO Supervisor Approval

View My Action Requests 630 Supervisor Approval \

1. "Wy Submitted Requests' allows member to bring up only their Action Requests. Step 1. Change radlo button to

2."Requests | am Approver For' allows approver to bring up anlyihose Action Requests submitied to them. “Requests | am Approver for”.
3. "Ml Requests’ allows the appraver to pull up their Action Requests and those submitted to them.
4 Transaction Name field allows user to select a particular ransaction (2., Absence Request Delegation, etc)

5. Refresh button clears the grid and defaults it back to "My Submitied Requests’ and Transaction Status of ‘Pending’ Step 2. Change “Transaction

f. Populate Grid button populates the grid based on what was selected for the radio buttan, Transaction Name, »

Transaction Status, and what was entered in the Submission From/Submission To Dates. Name dl’Op dOWﬂ menu to
Advance pay Request.

" My Submitted Requests & Requests | am Approver For " All Requests

Step 3. Change “Transaction

Transaction Name; |AdvancePa‘yRequest j Status to Pendlng' (The SyStem
should have already defaulted to

Transaction Status: |Pending = Pending)

Submission From Date: El

Step 4. Click “Populate Grid”.
Submission To Date: [ Papulate Grid Refresh (The Advance Request should

appear in the grid).
e

Transaction Name Status Member Member's Emplid Submitted By Approver Submission Date  Approve/Deny

. Click the “Approve/Deny”
wacrgreaet o [TEH N D D o e S0 8, CIESE ATIEYRIEER)

link
B E g 0y g 0

Transaction Name Status Member Member's Emplid  Submitted By Approver Submission Date  Approve/Deny \GO tO NeXt S||de /
Approve/Deny

12




Advance Pay Request via Self Service

=  Second level
Approver

( SPO Supervisor)

Kl'he CGHRSUP enters \
comments and clicks the
Approve button. The
Advance Pay Request will

\slide. )

Comment:
be sent to Global Pay for |
payment.....go to next

SPO Supervisor Approval

Type of Advance:  Pay Payment Date:
# of Months: 2 Repayments Start;
or § Amount: 4993

#of Installments; 12

- GetDetails |

Request Information
Estimated Advance: § 4993.00
Monthly Deduction: § 416.08

woprover: [ I

: Apprayve Deny.
—~ Request Status:Approved (&) ViewHide Comments
Approvers
Approved Approved /
: I
“ Initial Approve Action Reguest — «

CGHRSUP for User's SPO
0811114 - 3:43 AN 08/11/14 - 11:47 AW

13



Advance Pay Request via Self Service

Mid month August 2014 Pay Calendar (PRIOR to Global Pay Calculation)

Calendar Group Results Earnings and Deductions Accumulators Supporting Elements

EMP D _ Empl Record: o

Calendar Group D C114080 2071408 On-Cycle AD Mid Month
Calendar Information Find First Kl 2 of2 17 | ost
Calendar ID: CG ACT 2014M0E2M Pay Group: uscc
Segment Humber: 1 Version: 1 Revision: il
Gross Result Value: 2,541 2653 usD Het Result Value: 1,788.555 usD
Earnings & Deductions Customize | Find | Wiew S | £
Element Results Components Retro Adjustments Deduction Arrears User Fieslds

Element L Slice Begin Slice End _ _
Tirr Element Name Amount Description Instance Date Date Resolution Details

-
Earnings BAH 675.00000053] |Basic Allowance for Housing 0 08/01/2014 08/15/2014 Resolution Details —
Earnings BAS 172. 7200005 ] |Basic Allow for Subsistence 0| 08/01/2014 | 08M15/2014 Resolution Details
Earnings BASIC PAY 1665 75000055 Basic Pay 0| 08/01/2014 058152014 Resolution Details
Earnings CLOTHIMNG 21. 73000055 Clothing Allowance 0 08/01/2014 08M15/2014 Resolution Details
Deduction AFRH 0.25000005] ﬁr(;”n?; PETEES FiEIEmETL 0|02/01/2014 | 0D8M5/2014 Resolution Details
Deduction PWT 209.4000005H] |FIT Withholding 0| 05/01/2014 05/M15/2014 Resolution Details
Ceduction LOAM AMT 118.0600005] | Loan 1, 08/01/2014 | 08M15/2014 Resolution Details
Deduction LA AMT 58 0300005  Loan 2| 08/01/2014 08/M15/2014 Resolution Details
Deduction MA DOMATION 5.000000%5] Mutual Assistance Donation 1| 08/01/2014 08152014 Resolution Details
Deduction MEDICARE EE 24 1500005 |Medicare Tax 1, 08/01/2014 | 08M15/2014 |Resolution Details
Deduction MEDICARE ER 24 1500005 | ER Medicare Tax 1| 08/01/2014 08/M15/2014 Resolution Details
Deduction OASDI EE 103.2800005] | OASDI Tax 1| 08/01/2014 05/M15/2014 |Resolution Details —

14



Mid month August 2014 Pay Calendar (AFTER Global Pay Calculation)
I

Advance Pay Request via Self Service

o

201408 On-Cycle AD Mid Maonth

Empl Record:

6,7581.5553 usD

Revision:

Customize | Find | View & | B

>

EMP

Calendar Group ID: C114080
Calendar ID: CG ACT 20114MO08M Pay Group:
Segment Number: 1 Version:
Gross Result Value: ?,534—.25@ =D Het Result Value:

Element Results Components Retro Adjustments Dreduction Arrears User Fields
EETUETHE Element Name Amount Description
Type

arnings ADVAMCE PAY 4993 00000057 Advance Payment
Earnings BAH G675.000000%: Basic Allowance for Housing
Earnings BAS 178.7800005S] Basic Allow for Subsistence
Earnings BASIC PAY 1665.7500005F Basic Pay
Earnings CLOTHIMNG 2‘1.?30000@ Clothing Allowance
Deduction AFRH 0.250000/5] Armed Forces Retirement

Home

Deduction PWT 209 4000005 FIT Withholding
Deduction LOAMN AMT 113.0600005S] Loan
Deduction LOAMN AMT 58 0300005 Loan
Deduction MA DOMNATION 5.0000005] Mutual Assistance Donation
Deduction MEDICARE EE 24 15000057 Medicare Tax
Dreduction MEDICARE ER 2415000055 ER Medicare Tax
Deduction CASDI EE 103.2800005] OASDI Tax

=

o

o

o

o

o

o

-

-

=

=k

=

Slice Begin

Date

0am1r2014

oam12014

0am1r2014

oam12014

0am1r2014

oam12014

0am1r2014

oam12014

0am1r2014

oam12014

0am1r2014

08012014

0a/m1r2014

Slice End
Date

oamMs2014

oamMs2014

oamMs2014

oamMs2014

oamMs2014

oamMs2014

oamMs2014

oamMs2014

oamMs2014

oamMs2014

oamMs2014

0sMs2014

0amMs2014

Resolution Details

Resolution Details

Resolution Details

Resolution Details

Resolution Details

Resolution Details

Resolution Details

Resolution Details

Resolution Details

Resolution Details

Resolution Details

Resolution Details

Resolution Details

Resolution Details

15



Advance Pay Request via Self Service

Advance Pay is Stored and Liquidated in Element Assignment By Payee

< Element Assignment By P@

Category: =N
Entry Type: I "I Element Hame: | .
As of Date: E1  Select with Matching Criteria |

Clear

o I cooicecora: o

Customize | Find | & D First £l 1-8 of & ] Last

= -
£ EaCE Description FrIEEEs Begin Date nd Date Active Instance
Hame Orde

MA DOMNATION LIS ASSEE TR 998 05/01/2004 = = 1= | =]
Dronation

LOAMN AMT Loan 999/ 10/01/2013 i - 1| [ |[=]

LOAMN AMT Loan ggg| 12012012 | [11/2002013 |[H = 2| [=]|[=]

LOAMN AMT Loan 999 03/01/2014  |[01/31/2015 |[5H = 3| [+ |[=]

SAVINGS Savings gog| 08/01/2013 = = 1| [ [[=]

TRICARE DEP Br;iat;? Dependent 999/ 01/01/2014 i v S IE N
Thrift Savings Plan -

TSP LOAR t g gog| 07012013 = = 1| = [[=]
Liquidation of Advance gogl| no/1i2014 E = 1| = =]

Add Mew Assignment Deduction Recipients

: S.EME @“ He‘turntnSearch: EI Mn‘tlfy g Fbefresh:

16



Request via Self Service
Expanded View of Element Assighment By Payee (EABP)

Flement Assignment By Payee

Element Detail

coovoo 0: [ vorecors: o varmo: I

Element Hame: ADVARMNCE PYBK Ligquidation of Advance Instance: 1 m
Assignment Process Detail

[+ Assignment Is Active Currency Code: |USD |3, US Daollar
*Process Order: | 999 Recipient Tag: o,
in Date: [09/01/2014 |[] End Date: [5] Previous End Date:
[ Allow Batch Update of En e Updated in Payroll Run

~ Calculation Information

Calculation Rule Amount

hmount:lNumeric ;l
Amogy =
mount Value: | 416.08|5]
B s ————e
-+ Required Fields
Advance Type: | PaY LI
Advance ID: 1.000000

- Additional Overrides

*FrequencyOption:lUse Element Frequency =]
Frequency: @,
*Generation {}ption:l Use Element Generation Control ;'
Generation Control: | @,
OK | Cancel | Refresh |

17




Advance Pay Request via Self Service

Global Pay Advance Pay Formula

When calculating the net Advance Pay amount, Global Pay is configured to
automatically account for any deductions a member already has coming out of

their pay.
Pay Advance Pay Deductions

Advance BAH
Advance OHA
Advance Pay

Armed Forces Retirement Home
Bankruptcy Payments
Bonus Recoupment
Federal Tax

FICA

Forfeitures

FSGLI

Garnishments

MGIB

Overpayments

SGLI

Small Stores Checkage
State Tax

Tax Levy’s

Traumatic SGLI
TSP
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