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UPDATE CREDITABLE SERVICE DATES 

Introduction The Statement of Creditable Service component provides the ability to change the 
following: 

 Service Dates 
 Prior Service Data 

Service Dates are initially set during the new hire process.  If these dates need 
to be adjusted after a new hire is saved/approved in DA, it must be done using 
the Statement of Creditable Service page.  This page allows the following dates 
to be updated: 

Active Duty Base Date Military Service Date 
Creditable Service Date Commissioned Corps Date 
Current AD Date Promotion Credit Date 
DIEMS Date Pay Base Date 
Expected AD Term Date Seniority Credit Date 
Expected Loss Date Training & Experience Date 

Any updates to these dates require an approval for the changes to take effect.  If 
other dates not on this list need to be updated, you must contact the PPC.  Refer 
to the PHS Accessions user guide for a full list of the PHS service dates. 

Menu Path(s) Menu Navigation:  Workforce Administration > Job Information > Statement of 
Creditable Svc > Statement of Creditable Svc 

Portal Pagelet:  Core HR  

Need Help? If you do not know what data to enter/select for a certain field or have any 
questions regarding Direct Access, contact PPC Customer Care: 

 The web address for support is http://www.uscg.mil/ppc/ccb/.  
 Customer Service phone number is: (866) 772-8724 (toll free) or (785) 

339-2200.  
 Phone support hours are 0700-1600 (central time) Monday through 

Friday (and select weekends as posted on 
http://www.uscg.mil/ppc/ccb/.) 

Procedure The following steps will show you how to update service dates.  All fields 
are optional. 

  

http://www.uscg.mil/ppc/ccb/
http://www.uscg.mil/ppc/ccb/
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Step Action 

1 Click the Statement of Creditable Svc link in the Core HR portal pagelet. 

 

2 On the Find an Existing Value tab, enter/select: 
 Empl ID = enter/select the employee ID of the member.  If Empl ID is unknown, 

search for the member using the other search fields. 

 
Click the Search button.   

3 On the Statement of Creditable Svc page, make adjustments to the appropriate dates. 
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Step Action 

 
 Upon approval, the system will automatically insert a new row into the member’s 

job data record with an Effective Date = the date of when the request was 
submitted for approval and Action/Reason = ‘Data Change/SOCS’. 

 The Pay Base Date will automatically update the Salary Step field on the 
member’s job data record based on longevity rules. 

Click the Submit for Approval button.  
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APPROVE/DENY SERVICE DATE CHANGE REQUEST 

Introduction This section provides procedures for approving/denying a creditable service date 
change request.   

Menu Path(s) Menu Navigation:  Human Resources > Requests > View My Requests 

Portal Pagelet:  Requests tab > Requests > View My Requests (All Type) 

Need Help? If you do not know what data to enter/select for a certain field or have any 
questions regarding Direct Access, contact PPC Customer Care: 

 The web address for support is http://www.uscg.mil/ppc/ccb/.  
 Customer Service phone number is: (866) 772-8724 (toll free) or (785) 

339-2200.  
 Phone support hours are 0700-1600 (central time) Monday through 

Friday (and select weekends as posted on 
http://www.uscg.mil/ppc/ccb/.) 

Procedure The following steps will show you how to approve/deny a service date 
change.   

 

 

  

http://www.uscg.mil/ppc/ccb/
http://www.uscg.mil/ppc/ccb/
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Step Action 

1 Click on the Requests tab and select the View My Requests (all types) link in the Self 
Service Requests pagelet.  
Enterprise Menu navigation:  Human Resources > Requests > View My Requests 

 

2 On the View My Action Requests page, select: 
 Requests I am Approver For = Yes 
 Transaction Name = PHS SOCS Approval 
 Transaction Status = Pending 

 
Enter a Submission From Date and/or Submission To Date to further filter your results.  
These fields are optional. 

Click the Populate Grid button.  All approval requests matching the Transaction Name 
will be listed in the search results grid. 

3 In the search results grid, click the Approve/Deny link. 

 
 

The approval page will display in a new browser tab or window. 

4 On the Action Request page, enter any comments and click the Approve or Deny button.  
As an approver, you must review/audit the details.   
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Step Action 

 

5 If the request was approved/denied successfully, a confirmation will display in the PHS 
SOCS Approval section. 
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Step Action 

6 Upon approval, the system will automatically insert a new row into the member’s job data 
record with an Effective Date = the date of when the request was submitted for approval 
and Action/Reason = ‘Data Change/SOCS’.  

The service fields will be updated with the values indicated in the approved request.  
Updating the Pay Base Date will automatically update the Salary Step (upon approval) 
based upon the following: 

Step Years of Service Step Years of Service 
1 2 or Less 12 Over 20 
2 Over 2 13 Over 22 
3 Over 3 14 Over 24 
4 Over 4 15 Over 26 
5 Over 6 16 Over 38 
6 Over 8 17 Over 30 
7 Over 10 18 Over 32 
8 Over 12 19 Over 34 
9 Over 14 20 Over 36 

10 Over 16 21 Over 48 
11 Over 18 22 Over 40 

 

All other data will be retained from the prior row. 
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UPDATE PRIOR SERVICE DATA 

Introduction This section provides procedures for updating prior service data for a PHS 
member.  Changes to prior service data do not require an approval. 

Menu Path(s) Menu Navigation:  Workforce Administration > Job Information > Statement of 
Creditable Svc > Statement of Creditable Svc 

Portal Pagelet:  Core HR  

Need Help? If you do not know what data to enter/select for a certain field or have any 
questions regarding Direct Access, contact PPC Customer Care: 

 The web address for support is http://www.uscg.mil/ppc/ccb/.  
 Customer Service phone number is: (866) 772-8724 (toll free) or (785) 

339-2200.  
 Phone support hours are 0700-1600 (central time) Monday through 

Friday (and select weekends as posted on 
http://www.uscg.mil/ppc/ccb/.) 

Procedure The following steps will show you how to update prior service data.  
Only From, Through, and Service fields are required.  Retirement point 
columns (i.e. Qualifying Year, IDT, FHD, RMP, etc) are not used by PHS and should 
be left blank. 

 

  

http://www.uscg.mil/ppc/ccb/
http://www.uscg.mil/ppc/ccb/
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Step Action 

1 Click the Statement of Creditable Svc link in the Core HR portal pagelet. 

 

2 On the Find an Existing Value tab, enter/select: 
 Empl ID = enter/select the employee ID of the member. 

 
Click the Search button.   

3 Click the Prior Service tab.  In the Prior Service section, enter/update the prior service 
data.  Only From, Through, and Service fields are required. 

Retirement point columns (i.e. Qualifying Year, IDT, FHD, RMP, etc) are not used by PHS and 
should be left blank. 
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Step Action 

 
Click the Save button.  No approvals are required for this transaction. 
 

The member must have a finalized pay calendar before the leave sold accumulator 
can be adjusted. Days of Leave Sold can only be indicated when the member has a 
prior finalized pay calendar. 

 
4 Use the ‘+ / - ’ icons to insert rows, as necessary. 
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APPENDIX A – PAY BASE DATE AND SALARY STEP EXAMPLE 

The following member is an O1 with a little over one year of service (noted in Step field) and her 
Step Entry Date is 8/18/2012. 

 
The years of service (step) and step entry date were determined by her Pay Base Date of 
8/18/2012. 

 
Her current Step: 

2014 04 01 
- 2012 08 18 

1 yr 7 mths 14 days 

Since the monthly basic pay table below goes from 1 to 2 years of service (which she hasn’t met 
yet), her step would be 1. 

Step Entry Dates throughout her career: 

Step Step Entry Date 
< 2    8/18/2012 This is reflected now on her current JOB row. 
2    8/18/2014 Her next step increase which will be updated via the longevity app  
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 engine process during EOM August 2014.  A Job row will be 
created to update her Step to 2 and her Step Entry Date to 
8/18/2014 and her compensation. 

3     8/18/2015 
4    8/18/2016 

Since her Step is 1 and she’s an O1, her monthly compensation is $2,905.20. 

 
This would be correct based off of the 2014 monthly basic pay table: 
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If a SOCS is completed/approved on her on 4/1/2014 and it changes her PBD to 8/15/2010, her 
Step would need be changed from 1 to 3 years and her Step Entry Date would need to be changed to 
8/15/2013 (since her last longevity would have been that date (she would have went over 3 years 
on that date)). 

Step: 

2014 04 01 
- 2010 08 15 (new date) 

3 yrs 7 mths 17 days 

Since the monthly basic pay table below goes from 3 to 4 years of service (which she hasn’t met 
yet), her step would be 3. 

If her PBD would have initially been correct, her Step Entry Dates throughout her career would 
have been: 

Step Step Entry Date 
< 2    8/15/2010 
2     8/15/2012 
3     8/15/2013 This is what would be reflected in her new JOB row that was created 
  by the SOCS approval. 
4   8/15/2014 Her next step increase which will be updated via the longevity app  

 engine process during mid-month August 2014.  A Job row will be 
created to update her Step to 4 and her Step Entry Date to 
8/15/2014 and her compensation. 

6    8/15/2016 

Based on the SOCS approval, a new JOB row would be created 4/1/2014 and her PBD would show 
8/15/2010 

Longevity Steps on the pay 
table. 
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Her Step would be changed to 3 and her Step Entry Date would be changed to 8/15/2013: 

 
Based on the step increase, her monthly compensation would change to the following (based on 
2014 monthly basic pay table): 

 
Reconciliation would have to be done by MAS to determine how much she was underpaid prior to 
4/1/2014.  They would figure out what she was actually paid and what she should have got paid 
and then do the necessary adjustments via OTPI (if it ends up being an overall credit (which it 
would in her case)) or EABP (if it ends up being a debt (PBD was changed to a later date than an 
earlier date; i.e., went from 4/1/2010 to 4/1/2012)).  There are other payroll elements that 
would be affected since longevity is part of their formula. 
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