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Global Payroll for 
Active Duty and Reserve  

Advance Pay (Self Service) 
 
 



Advance Pay 
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After logging into Global Pay, the Self Service 
Member will start at the “Requests” link 

In this Training example a member  will be requesting 2 months Advance Pay Via Self Service 

The Self Service 
member will click the 
Requests link……then 
go to next slide. 



Advance Pay Request via Self Service 
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The Self Service member will 
click the “Submit an Advance 
Pay Request” link…go to next 
slide. 



Advance Request via Self Service 
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Step 1.  For Type of Advance click the 
drop down and choose “Pay”. 
 
Step 2.  For # of months enter 2. 
 
Step 3.  For # of installments enter 12. 
 
Step 4.  Click “Get Details”.  The 
Estimated Advance and Monthly 
Deduction  will display. 
 
Step 5.  Enter the Approvers emplid.   
(must be the Commanding Officer for 
E5 and above >1 month advance pay).  
 
Step 6.   Enter comments “Request 2 
months advance pay”. 
 
Step 7.   Press Submit.  (Request will 
be routed to the Commanding Officer.) 
 
………Go to Next slide 

Note:  The Payment Date 
and Repayments Start 
cannot be changed by the 
Self Service member. 



Advance Pay Request via Self Service 
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 First level Approver 
(Commanding Officer) 
 
 
 
 

 
 

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” 
status….go to next slide. 
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Advance Pay Request via Self Service 

The Commanding 
Officer will click 
the Requests 
link……go to next 
slide. 

After logging into Global Pay, the Commanding 
Officer will start at the “Requests” link 
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Advance Pay Request via Self Service 
Commanding Officer Approval 

The Commanding 
Officer will click on 
the “View My 
Requests (all types)” 
link……go to next 
slide. 
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Advance Pay Request via Self Service 
Commanding Officer Approval 

Commanding Officer Approval 
 
Step 1.  Change radio button to 
“Requests I 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” 
link   
 
……Go to Next slide 
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Advance Pay Request via Self Service 
Commanding Officer Approval Commanding Officer Approval,  

continued 
 
Step 6 .  Only the Commanding 
Officer can change the Payment 
Date, or leave it blank for the 
Advance Pay payment to appear 
in next finalized pay calendar. 
 
Step 7.   Only the Commanding 
Officer can change the 
Repayment Start date.  If left 
blank the repayment will start the 
first day of the month following 
the advance payment. 
 
Step 8.   Enter comments 
“Approved” . 
 
Step 9.   Click the “Approved” 
button.  (The Request Status will 
change to Approved and sent to 
Multiple Approvers at the SPO for 
final approval and payment. 
……Go to Next slide 
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Advance Pay Request via Self Service 

The SPO 
Supervisor will 
click the Requests 
link……go to next 
slide. 

After logging into Global Pay, the SPO Supervisor 
will start at the “Requests” link 
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Advance Pay Request via Self Service 
SPO Supervisor Approval 

The  SPO Supervisor 
will click on the “View 
My Requests (all 
types)” link……go to 
next slide. 
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Advance Pay Request via Self Service 
SPO Supervisor Approval 

SPO Supervisor Approval 
 
Step 1.  Change radio button to 
“Requests I 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” 
link   
 
……Go to Next slide 
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Advance Pay Request via Self Service 
SPO Supervisor Approval 

 Second level 
Approver 
( SPO Supervisor) 
 
 
 
 

 
 

The CGHRSUP enters 
comments and clicks the 
Approve button.  The 
Advance Pay Request will 
be sent to Global Pay for 
payment…..go to next 
slide. 
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Advance Pay Request via Self Service 
Mid month August 2014 Pay Calendar (PRIOR to Global Pay Calculation) 
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Advance Pay Request via Self Service 
Mid month August 2014 Pay Calendar (AFTER Global Pay Calculation) 
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Advance Pay Request via Self Service 
Advance Pay is Stored and Liquidated in Element Assignment By Payee 
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Advance Pay Request via Self Service 
Expanded View of Element Assignment By Payee  (EABP) 
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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. 

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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