Starting Career Sea Pay (Retro and Mobile Units)

Introduction

This guide provides the procedures for starting Career Sea Pay for a

member in Direct Access. For example, a member transferred to a Career
Sea Pay unit on 8/22/14 and for whatever reason, the Sea Pay was never
started. The SPO must review the member’s Sea Time Balances first,
make the changes in the Career Sea Time Override and get the
transaction approved. Once approved, PPC can manually credit the
member for the retroactive period.

Note: Career Sea Pay should automatically start when a member reports to
a Career Sea Pay eligible ship. This guide should only be used if the Sea
Pay was not started before JUMPS was shut down or the member is
assigned to a mobile unit.

Procedures See below.
Step Action
1 Before starting Career Sea Pay, first look at the member’s Sea Time Balances.

Click the Sea Time Balances link from the Active & Reserve Pay Shortcuts.

Active & Reserve Pay Shortcuts =
Direct Deposit Proxy - Submit Absence Request

Woluntary Deductions
Maintain Tax Data USA

Dependent Information

0

ACI

| '

Sea Time Balances

Net Disfribution

SGLI + FSGL
Housing Allowance

Cost of Living Allowance

MGIB Enroliments

Wiew Payslips (ADIRSW)

Pay Calendar Results

Enter the Empl 1D, check Include History and click Search.

Adjust Sea Time

Enter any information you have and click Search. Leave fields blank for a list of all values.

Emipl 1D:

Empl Record:
Name:

Last Name:

Second Last Name:

Middle Name:
Business Unit:
Department Set 1D:
Department:

Maximum number of rows to return (up to 300): |300

[ begins with s |1234567 |

= LY

begins with ||
begins with ||
begins with ||

Alternate Character Name: | pagins with |

begins with ||
begins with v ||

begins with w || @,

[begins with w|| @

Include History I Clcorrect History [ case sensitive

Clear  Basic Search lg,rﬂ Save Search Criteria

Continued on next page



Starting Career Sea Pay, Continued

Procedures,
continued

Step Action

3 Notice the date when the sea time was last calculated. Then look at the Sea
Time Neutral Transactions for the description of why the sea pay isn’t
running. In this example, the Description says the member was assigned to a Sea
Pay Unit but the Career Sea Pay was never started in JUMPS. The Begin Date
from the Sea Time Neutral Transaction must be used in the next step.

Adjust Sea Time
Jack Sparrow ENMP 1D 1234567 Empl Record: o
[ Career Sea Time Find | view Al First K 4 of1 ¥ Last
Years Months Days
I Last Calculated: 1 1,'3|:|J2[]14| Sea Time For Pay: 0 0 1]
Rated Sea Time: 1} 0 o]
Sea Time Since Last Adv: 0 0 1]
Adyv Eligibility Sea Time: i} 1] o]
Surf Time 0 1] o]
Comment:
Last Updated: TE54321 1212014 11:48PM
'Sea Time Neutral Transactions Customize | Find | B | 3 First T 4 0F4 T Lagf
Begin Date End Date Description
1112/012014 JUMPS Conversion - Member was assigned to a Sea Pay Unit
with no open Jumps Segment 07 authorizing Sea Pay.
[ save |ohRetumioSearch = [Z]Nety | |Update/Display | | Include History | || Comect History

Continued on next page



Starting Career Sea Pay, Continued

Procedures,
continued

Step Action

4 Now that the Begin Date has been identified, select the Requests link at the top

left of the screen.

/@ United States Coast Guard
5. Department of Homeland Security

M}.{ Page Self Senvice Fte uests
E»
Adjust Sea Time
Jack Sparrow EMP 1D 1234567 Empl Record: 0
Career Sea Time Find | View All_First K1 1 of1 ' 55t
Years Months Days
Last Calculated: 1173002014 Sea Time For Pay: 1] 0 0
Rated Sea Time: 1] 0 0
Sea Time Since Last Adv: 0 i} 0
Adv Eligibility Sea Time: 0 i} 1]
Surf Time 0 0 0

Click the Career Sea Time Override link from the Payroll Requests pagelet.
=

Payroll Requests

Wiew My Requests
Civilian Clothing Allowance

Officer Uniform Allowance

Foreign Language Pay

Family Separation Allowance

Advance Liguidation Schedule

hesl Rate

Hostile Fire Pay
I Career Sea Time Ovenide!

Hardship Duty Pa

Responsibility Pay Override

Approved Absence Comections

Absence Request

Suppl Clothing Allowance
Diving Duty Pay
Hazardous Duty Pay

Advance Pay
SOAP

Cadet ICA
Combat Tax Exclusion

Career Sea Pay Premium

Pay Comections
Career Sea Pay on TDY

Cadet COMBRATS

Continued on next page



Starting Career Sea Pay, Continued

Procedures,
continued

Step

6

Action

Enter the Empl 1D and click Add.
Add Action Request

Add a New Value

Empl ID: 1234567 @,
Empl Record:|  p|@,

same date for the End Date. Then click Get Details.

Enter the Begin Date (from the Sea Time Neutral Transaction) and enter that

Action Request

Submit Career Sea Time Override
Sparrow, Jack

Requesting Career Sea Time Override

+ Press Submit.

Begin Date:
End Date:

12/01/2014  [=]

Get Details

+ For the Beqgin Date, enter the date the memiber is no longer eligible for Sea Pay.
+ For the End Date, enter the last date the member is no longer eligible for Sea Pay.

Continued on next page



Starting Career Sea Pay, Continued

Procedures,
continued
Step Action
8 Clicking Get Details auto-populates the Request Information section. Enter

very specific comments, such as: Member transferred to a CSP-eligible unit on
8/22/14, but CSP was never started. Please credit member for sea time and make
the retro payments. Or Member returned from TDY and SPO never input the
CSP before the member departed PCS. Any information provided will assist

PPC. Now click Submit.

A |

Sea Time Years: 0 MNeutral Time: 12/0172014 -

Sea Time Months:

[ =T 1

Sea Time Days:
Current Unit: 000245 - CGC PAMLICO
Sea Pay Level: SPL1

Level Description: DPT - Career Sea Pay Level 1

Comment: Member transferred to CSP-eligible unit on 22214, but CSP was never started.
Please credit member for sea time and make the retro payments.

Resubmit Withdraw

Once submitted, the transaction will be routed to the SPO Tree for approval.
Once approved, PPC will manually adjust the Sea Time Balances to reflect the
retroactive period.




