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Overview

Introduction This part provides guidance on the entire Accession process.

Contents This part contains the following topics:
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Chapter 1, Accessions Overview

Overview

Introduction This section describes the types of accessions, assigns responsibility for data
entry associated with accessions, and provides an overview of the accession
process in Direct Access.

Inthischapter  Thefollowing topics are covered in this chapter.

Topic See Page
Before You Begin VI1Il-1-3
The Accession Process VIII-1-5
New Hire or Rehire? VIII-1-7
Accession Types and Accession Processing Points VIII-1-9
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Before You Begin

I ntroduction

Submit a
request for
statement of
creditable
servicefor all
per sonnel
claiming prior
service

When to
complete an
accession

This section provides hel pful information you should know BEFORE you
attempt to process an accession.

A Statement of Creditable Service (SOCS) request must be sent to PPC (SES)
whenever amember with prior service is accessed into the Coast Guard or
Coast Guard Reserve. Prior service datais entered by the SPO as part of the
accession process. Page 5-C-5 of the Personnel and Pay Procedures Manual,
PPCINST M1000.2a provides the procedure and lists other times when a
SOCS request must be submitted.

For PPC (SES) to generate an accurate service statement all prior service
documentation should be scanned and emailed to PPC Customer Care. This
includes all contracts and al discharge documents including DD-214's and
NGB 22 and 23's for National Guard members. (NGB Documents are the
National Guard's version of the DD-214 and enlistment contracts).

See http://www.uscg.mil/ppc/ses/socs.asp for more information.

An accession transaction is required when a person:

A. First becomes a member of the Coast Guard or Coast Guard Reserve.

B. Who was amember of the Coast Guard (active or reserve) rejoins the
Coast Guard (active or reserve) following abreak in service of more than
24 hours.

C. Isdischarged from the Coast Guard (active duty) and immediately enlists
in the Coast Guard Reserve.

D. Who isamember of the regular Coast Guard or Coast Guard Reserve
receives adirect commission as an officer (other than CWO) through
other than attendance of Officer Candidate School (OCS) or Reserve
Officer Candidate Indoctrination (ROCI).

E. Isdischarged from the Coast Guard Reserve and immediately enlistsin
the Coast Guard (active duty). Note that any accession of a person
currently serving in the Coast Guard or Coast Guard reserve must be
immediately preceded by a discharge from that component before the
member can be accessed into the other component.

Continued on next page
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Accessions

Before You Begin, Continued

What to do if Once the SPO has reviewed and approved the Accession, it isimperative that

anerror is ALL databe verified correct on the same day.
discovered after o |f erroneous datais discovered, submit a PPC Customer Care Trouble
28;6?2(;3 Ticket immediately, annotating what data fields are incorrect and what the

datafields should read. Once you have received the auto confirmation e-
mail with your ticket number, call Customer Care so that immediate action
can be taken.

¢ Reviewing the data and alerting PPC of errors on the same day isimportant
because PPC can correct the accession prior to the data loading into
JUMPS. If errors are discovered after the Accession has processed into
JUMPS, corrections are much more difficult and will lead to several weeks
of pay problems for the member.

DA user roles  The CG Applicant Data (CGAPPL) user role is now required in order to

for accessons  generate an applicant ID and enter applicant data (See reference (b), Chapter
2-B and Chapter 3 for more information on these accession processing steps).
The ability to perform these actions has been removed from the SPO
Technician (CGHRS) and SPO Supervisor (CGHRSUP) user role permission
lists.

The following user roles are required for accession processing:

Role(s) Responsibility/Access

CGHRS with the | 1. Generates Applicant ID number and job requisition

CGAPPL add on | number, if necessary.

2. Enters/Verifies applicant data:

¢ |dentification data

e Education and test results

¢ Contract data (type of accession, pay
grade/rate/rating, term, service dates, prior service

dates, etc.)
CGHRSUP Hires Applicant
CGHRS* Completes post hire processing (e.g.):

e Tax Withholding

¢ Payment Option Election

¢ Reserve Orders and/or Endorsements on orders

¢ Pay Entitlements

o SGLI/FSGLI Elections

* CGHRSUP or CGHRSwW/ CGAPPL is not prohibited from completing post hire processing.

VIlI-1-4 Accessions Overview
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The Accession Process

I ntroduction

The Accession
Process

This section describes the accession process.

The accession process depends on communication between many

participants. This processis broken down into stages identifying what needs
to be completed and who is responsible.

Stage

What Happens

Who Doesit

Vacancy identified

Headquarters program manager (COMDT CG-12)

Applicant isidentified
and recruited

Recruiting Command and Recruiting Office (or CGPSC for
recalls).

Orders areissued

¢ Recruiting Office (for non prior service members or
members with non-Coast Guard prior service and others
who will report for indoctrination training prior to
reporting to their first PDS)(these are “of fline” ordersto
indoctrination training, not Direct Access PCS or EAD
orders). These are “Routine Accessions’.

e CGPSC Assignment Officer (for members returning to
active duty following abreak in service of more that 24
hours and Direct Commission Officers and others who
will not attend indoctrination training prior to reporting to
their first PDS). (These are Direct Access PCS or EAD
orders issued using the applicant’s applicant ID or prior
members employee ID number). These are Non-Routine
Accessions’.

N

Reports as ordered

Applicant

Applicant dataiis
entered into the system

Data entry technician (* CGAPPL” role user) at the SPO
for the Processing Point.

Applicant is hired:

e Personnel and pay
records are created

e« EmployeelD
Number is
generated, or
reactivated if the
applicant has prior

Coast Guard service.

SPO supervisor at the SPO for Processing Point
(CGHRSUP Role User).

After the member is hired and an employee ID is available,
transactions to effect the following are entered by the
technician and approved by the supervisor (when required)
e Pay, entitlements, tax withholding and direct deposit are
started. Enrollment/Election completed for benefit
programs (e.g. SGLI, MGIB, Family Dental, etc.)

Accessions Overview
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Accessions

New Hire or Rehire?

Introduction This section discusses the terms “New Hire” and “Rehire”.
New Hirevs. When a person first becomes a member of the Coast Guard or Coast Guard
Rehire Reserve the 'New Hire' processis used.

When a person who has prior Coast Guard service (active or reserve
component) rejoins the service, the 'Rehire’ processis used.

The Rehire processisalso used if the person hasan Employee I D number
because of a NOAA commission, civilian employment with the Coast
Guard or through membership in the Coast Guard Auxiliary.

How New Hire  The key difference between the New Hire and Rehire processes is assignment
and Rehire of the member's Employee ID number.
Pr ocesses Differ

The New Hire process generates a new Employee | D number.

The Rehire process makes use of the person’s previously assigned Employee
ID number allowing the system to migrate historical datato the new
enlistment/accession. The previously assigned Employee ID number must be
entered on the Hire Applicant page and the 'Use Employee I D Specified'
radio button must be marked (This is the default setting for all accessions,
change it to " Automatic EmplID Assignment” when completing an accession
for a person with no prior Coast Guard affiliation (NOAA, active, reserve,
civilian or auxiliary)).

* Use Employee ID specified
© Automatic EmpllD Assignment

EmpliD: |123455?
The menu items (Develop Workforce> Recruit Workforce (GBL)> Use>
Applicant Data, Applicant Contract Data and Hire Applicant) are the samein
both the Hire and Rehire process.

Accessions Overview VII-1-7
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Accessions

Accession Types and Accession Processing Points

Introduction These tables describe the types of accessions and identify processing points.
The processing point is responsible for data entry.
Enlisted This table describes enlisted accession scenarios. Enlistment programs
Accessions leading to an Academy appointment or commission are also described.
Program/Status Description Processing Point(s) Be Aware Of ...
Regular Enlistment RO > TRACEN > 1¥ [ RECRUIT TRACEN | Possible E2/E3 if
PDS or “A” School qualified for advance
paygrade program.

Possible Enlistment
Bonus

Regular Enlistment

RO > TRACEN > 1%

RECRUIT TRACEN

Rate & Rating, SOCS

Prior service non-CG | PDS ADBD/PBD
and prior service CG Request
who have been out of
the service for more
than 12 months
Regular Enlistment RO > PDS SPO for PDS Job Requisition #
Prior service CG who Rate & Rating
have been out of the Effective Date of
service for less than Rating
12 months SRB if break in
service < 3 months
ADBD/PBD
Regular Enlistment Home > PDS or Could be SPO for Discharge from CGR
current CGR member | Home > Processing current reserve
Reserve Integration Point > PDS assignment or
SPO for PDS
NAPS Program RELAD to Dept ID Current SPO Reserve IADT. No
Current CG Member | 003862. (RELAD) & changein rate.
Academy SPO
(IADT)

Continued on next page
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Accession Types and Accession Processing Points, Continued

Enlisted
Accessions
(cont’d)
Program/Status Description Processing Point(s) Be Aware Of ...
NAPS Program NPS | Home - NAPS Academy SPO Rate = E1C / 209898
or current CG DEPTID 003862
SELRES REQUISTION #:
UNK.
Reserve accession on
IADT

CGRITS Program Home > Academy Academy SPO Rate = SAOC (E2)/

INDOC > College

451097

Member

(For an AD member, a rate
adjustment, extension, and
PCSwould work as well.)

Reserve accession on Reserve accession

24 months EAD into IRR

using position # & Position # 00095687

department 1D for DEPTID #002817

school or 002160 REQUISITION

(Search by school namein #145079

the Description field and

“GD-T” (General Detail-

Training) in Department

Type Code field)
CSPI Program from | Active Duty RECRUIT TRACEN | Rate SN/E3 with 4yr
Civilian Status Accession AD commitment.
CSPI Program Discharge > Active Member’s SPO Rate SN/E3 (even if
Current AD or CGR | Duty Accession holding a higher rate

in the CG) with 4yr
AD commitment.
Accession position #

will beat a
department 1D
002160 (CSPI).
CMAPPP Reserve Enlistment, | RECRUIT TRACEN | E3 with 8-year
REBI 60 DAY SIADT for OBLGSERYV.

REBI and summer
cruise

Department ID for
CMAPPP is 007995

Continued on next page
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Accession Types and Accession Processing Points, Continued

Enlisted Accessions (cont’d)

Program/Status Descripton Processing BeAware Of ...
Point(s)
MARTP (This program | Reserve Accession Academy SPO E3 with 8-year
isinactive accordingto | SELRES-A (Class M) OBLGSERV. Two
RPM ch3) weeks IADT at
NAPS.
Former Cadet with Active Duty Accession. | Academy SPO Chap 1.E.4 CG
active duty obligation | PCSto new PDS PERSMAN provides
Former Cadet with Reserve Accessionto | Academy SPO additiona details
reserve obligation IRR or SELRES if
approved by RPM

OCS (not current CG Enlist in CGR with Academy SPO Rate: Former CG
member) IADT ordersto OCS members = Rate held

at time of separation.
All others = SAOC.
Advanced to OCUI2
on CCLVN
Enlistment term 8
yearsif NPS, 4 years
if PS. Enlist in the
CGR with IADT
ordersto OCS.
Delayed Entry Up to 365 daysin the RECRUIT Enlistment in CGR &
Program CGR before regular TRACEN Discharge to enlisted
enlistment in Reg. component is
recorded on the DD-
4/1 only. The
member’s IMSO date
isrecorded at time of
enlistment into the
CG

CG Band Active Duty Accession | Academy SPO MU1 Rate
(permanent party)

Continued on next page
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Accession Types and Accession Processing Points, Continued

Enlisted Accessions (cont’d)

RA (this program is
not listed in RPM but
appearsin
RECRUITMAN)

Program/Status Description Processing Point(s) Be Aware Of ...
Reserve Enlistment All attend REBI RECRUIT TRACEN
RQ (incl Prior CG completes accession
wi/break in service of 23 days prior to
more than 5 years. CCLVN date and
See Enlisted R-to-R issues IADT orders
below)
RN
RX
Reserve Enlistment Attend REBI RECRUIT TRACEN | Retained on AD if

completes accession
30 days prior to
CCLVN date and
issues IADT orders

“A” school CCLVN
iswithin 30 days of
REBI completion,
otherwise orders are
terminated to IDT
unit for IADT orders
to “A” school w/in
next 6 months

Reserve Enlistment
RP
RK

Attend basic training

RECRUIT TRACEN

IADT Orders

Continued on next page
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Accession Types and Accession Processing Points, Continued

Enlisted Accessions (cont’d)

Program/Status

Description

Processing Point(s)

Be Aware Of...

SRDC (non CG/R)

SELRES DCO

SPO

Civilians (not incld.
those with prior
service but not in
CGR) are accessed
into the CGR as E2s
and placed on ADT
orders for 3-week
ROCI. They are
advanced to OCUI2
(E-5) upon ROCI
CCLVN and
commissioned upon
graduation.

Enlisted R-to-R (RQ)

When an enlisted
member, with no
remaining MSO is
discharged from the
Regular Coast Guard
and Enlistsin the
CGR

SPO for member’s
AD unit if enlisting
within 24 hours of
discharge.

SPO for member’'s
assigned IDT unit if
enlisting with a break
of more than 24
hours but lessthan 5
years.

Accessed inthe CGR
using position
number provided by
CGRC Members may
also be directly
enlisted into the IRR.
Use Job Requisition
number 145079 for
al IRR accessions.
Thiswill hirethe
member to position
number 00093786 at
002817/CGPSC
RESERVE PERS
MGMT.

Vacated Officer
Appointment

If an officer’stemp
appointment vacated,
he or sherevertsto
his or her permanent
status.

Discharge > AD
Accession

SPO for the former
officer’'s PDS.

Continued on next page
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Accession Types and Accession Processing Points, Continued

Cadet This table describes cadet accession scenarios. Note that any member
Accessions currently serving in the Coast Guard or Coast Guard Reserve must be
discharged prior to appointment as a cadet.
Event Description Processing Point(s) Be Aware Of ...
Not current CG or Appointed asacadet | Academy SPO
CGR member
Current CG AD PCS to academy Academy SPO Advance pay not
member Discharged and authorized ICW PCS.
appointed as a cadet
Current CG SELRES | Discharged from Academy SPO
member CGR and appointed
as a cadet.
Officer This table describes officer accession scenarios.
Appointments
Event Description Processing Point(s) Be Aware Of ...
R-to-R Regular officer SPO for the officer’s | Accessed in the CGR
resigns (discharge) AD unit using position
and applies (and is number provided by
approved) for a CGRC and Rank as
reserve commission listed on the Oath of
(SELRES accession) Office. Officers may
also be directly
accessed into the
IRR. Use Job
Requisition number
145079 for dl IRR
accessions.
OCS Grad W/TEMP | DA Board Process Academy SPO
commission will take care of
OCS Grad w/Reserve | discharge/ EAD Orders.
commission appointment Uniform Allowance
transactions Claims
Cadet Grad DA Board Process Academy SPO Tax info must be on
filein JUMPS.

Continued on next page
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Accession Types and Accession Processing Points, Continued

Officer Appointments (cont’d)

Event Description Processing Point(s) Be Aware Of ...
ROCI Grad DA Board Process Academy SPO Uniform Allowance
(RRDC and SRDC) Clams
DCO from civilian Reserve accession Academy SPO
status (incl prior into the IRR/”P’ up
servicewithabreak | to 30 days prior to
in service CCLVN. Begin EAD
day prior to DCO
CCLVN

DCO from current

Discharge from AD

SPO for member’s

TDY to DCO schoal,
rtn to unit and PCS to
new unit.

CG AD W/RESERVE | with accession into AD unit
commission the CGR up to 7 days

prior to the CCLVN.

Begin EAD

immediately
DCO from current Discharge with SPO for member’s
CG AD W/TEMP accession into the AD unit
commission (includes | Regular CG (as an
Physician Assistant officer) up to 7 days
program) prior to the CCLVN.

Continued on next page
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Accession Types and Accession Processing Points, Continued

Officer Appointments (cont’d)

w/TEMP commission

officer) and PCSto
new unit.

Event Description Processing Point(s) Be Aware Of ...
Physician Assistant Discharge with SPO for member’s On completing the
program DCO from | accession into the AD unit prescribed medical
current CG AD Regular CG (asan training, active duty

members normally
are commissioned as
temporary Regular
officersin the grade
of ensign. These
officersincur an
active duty obligation
of three years of
service for each year
of training.

DCO from current
SELRES
W/RESERVE
commission (Includes
CMAPP)

Discharge from
enlisted status
followed by Reserve
accession into the
IRR/"P” up to 30
days prior to
CCLVN. Begin EAD
day prior to DCO
CCLVN

SPO for member’s
assigned IDT unit

MARTP Grad (This
program in inactive
according RPM ch3)

Discharge from
enlisted status
followed by Reserve
accession into the
SELRESIf offered a
SRDC

SPO for the
geographic area of
the State Maritime
Academy

May beissued EAD
ordersfor 3 yearsif
offered DCO.

VIII-1-16
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Chapter 2, Pre-Accession Processes

Chapter Overview

I ntroduction

Timing

Responsibility

This chapter provides the procedures for creating Job Requisition and
Applicant ID numbers.

The pre-accession processes, described in this chapter are required for all
accessions and must be completed before the Hire Process, which is described
in chapter 3, can begin.

Routine Accessions:
For routine accessions (personnel reporting from civilian status to recruit
training or OCS), blanket Job Requisition numbers have been created by PPC:

Basic Recruit Training (Regular) | 132673
Basic Recruit Training (Reserve) | 147573
Depot Recruit Training (Reserve) | 147574

OCS 133044
ROCI 135274
IRR 143655

The processing point SPOs at TRACEN Cape May and the Academy (ct3)
will need to generate the Applicant ID numbers for these accessions (see
chapter 11)

Non-Routine Accessions:

For non-routine accessions (personnel reporting directly to afield unit
without first attending indoctrination training and personnel who must be
discharged and re-accessed to change components or accept and
appointment), Job Requisition numbers usually exist in the system for
established positions (those that have been advertised on the shopping list).
However, these requisitions may need to be reopened, by the processing point
SPO, if they have been filled in the past. New positions will require a New
Requisition number. SPOs may reopen or create Job Requisition numbers
following the procedures in this chapter.

Continued on next page
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Chapter Overview, Continued

Responsibility ~ CGRC will create Applicant ID numbers for non-routine accessions of Direct
(continued) Commission Officers. Applicant ID numbers for other non-routine accessions
must be created by SPOs following the procedures in this chapter.

Job Requisition  When processing an accession into the IRR use job requisition number
Number for 143655. Using this requisition number will hire the member to position
IRR number 00093786 at 002817/CGPC RESERVE PERS MGMT.

Inthischapter  The following topics are covered in this chapter.

Topic See Page
Job Requisition Numbers VIII-2-A
Applicant ID Numbers VIlI-2-B

VIII-2-2 CH-2 Pre-Accession Process



Chapter 2-A
Job Requisition Numbers

Chapter Overview

I ntroduction

Timing/
Responsibility

BeforeYou
Begin

Job Requisition

This section provides the procedure for reopening and creating Job
Requisitions.

A Job Requisition number is required in order to begin an Accession
transaction. It isthefirst step in the accession process. CGPSC Assignment
Officers create requisitions in connection with creating the Shopping List, so
one may aready exist for the accession you are processing.

SPO Supervisors can create and reopen Job Requisitionsif oneisn’'t available
for the position number the member is assigned to. Due to the need to
complete accessionsin atimely fashion, it usually more efficient for the SPO
to reopen or create the Job Requisition when needed. This also allowsthe
SPO to set the rate/rank to match the member’ s contract.

Y ou need to know the following information before in order to complete this
procedure:

1. The Position Number
2. The Department ID of the unit where the position is assigned
3. The Job Code (Rate/Rank) for the accession.

The Job Requisition component will allow you to search for these numbers
and codes if necessary.

When processing an accession into the IRR use job requisition number

Number for 145079. Using this requisition number will hire the member to position
IRR number 00095687 at 002817/CGPSC RESERVE PERS MGMT.
In this Section
Topic See Page
Reopening an Existing Job Requisition 2-A-2
Creating a new Job Requisition 2-A-5
Accessions VIII-2-A-1




Job Requisition Numbers

Reopening a Job Requisition

Reopening a It isagood ideato search the system for an existing requisition before you
Job Requisition  create a new one.

Note: Contact PPC (adv) if the IRR Job Requisition number (145079) is
closed. PPC will reopen the IRR Job Requisition number. Do not create new
requisition numbers for IRR accessions.

Procedure Start Internet Explorer, sign into Direct Access and follow these steps to
search for and reopen an existing job requisition.

Step Action

1 GO to Home > Develop Workforce > Recruit Workforce (GBL) > Use > Job
Requisition Data

Home = Develop Workforce = RecruitWarkforee (GBLY = Use = Job Requisition Data

Job Requisition Data

Find an Existing Value

Job Requisition #: I

Joh Requisition Status:l j
Position Mumber: IDDDSSD?D ﬂ]
Business Unit: | Q)

Job Code: I ﬂ
Depanment: I ﬂ
Originatar 1D: I ﬂ
Autharization 10 I ﬂ
Recruiter 10: I ﬂ

[ Include Historf W Correct Histary

| Search | | Clear | Basic Search
2 Enter the Position number in the Position Number field
3 Check the Correct History box
4 Click the Search button.

Continued on next page
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Reopening a Job Requisition, Continued

Procedur e (continued)

Step

Action

If no matching values are found, continue with the procedure in the
next section (page 5) to create a new requisition. If amatching
requisition is found, you may just need to change the status to
"Open" so the SPO can complete the accession. The Requisition
statusis set on the first tab of the Requisition Data page.

Change the Date Authorized to the date of the oldest Job
Requisition Status row (the applicable fields are marked in yellow
below):

Home = Develop Waorkforce = RecruitYWorkforce (GEL) = Use = Job Requisition Data

[ Requisition Data Y _Jok Details  Joh Posting ', Basic Eligibility | Educ/Experience  Compsidccomps | Hired
Job Requisition #: 048256 Status: Filled Status Date:  09/12/2008

|1_ Date Authorized must be
*Target Openings: / changed. It islater than
g 080172006 [l j the effective date of the

[Date Authorize f e C
Approval Status: | All Approved =] first Job Requisition
Status row. I

Originator 1D: Q)
Authorization ID; ﬂ
Recruiter ID: ; ﬂ

Requisition Status View 7, First 4] 1.5 05 [M] Last
*Job Requisition Status *Effective Date
1 [Filled x| oo zizone B [A][=]
2| open =l [oziorizane B/ +] [=]
3 [Filled =] [osintizans  Bf [+] [=]
4| open | [12/29/2008 =]
5 [Filled | Jorizsizons /Gl [+] [=]
& [Filled | |usxzsxzuu4' Bl = ]

Continued on next page
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Reopening a Job Requisition, Continued

Procedur e (continued)

Step Action
7 Add aRow in the Job Requisition Status and set it to Open.

Horme = Develop Workforce = Recruitorkforee (3BL) > Use > Job Requisition Data

{ Requisiiion Data ' Job Details ~ Jub Posting ~ Basic Eligibilty ~ Educ/Esperience  Compsifccomps — Hire

Joh Requisition #; 048856 Status: Open Status Date; 0911312008

*Target Openings: |1

Date Authorized: 752572002 [E]

Approval Status: IA” Approved =l
Originator ID: Q Click the +
T _button to
Authorization ID: insert a
Recruiter ID: . = New row.
Requisition Status View 2 ritst (4] 17017 [P] Last
*Job Requisition Status ‘Effective Date

1 e L e @EE
forprasasasssssssssssasasasasasasanananasd ; DQMQIEDDE@EI'

3| Open | |ogiozizaos B =]

4 [Filled =] Jozmtizaos =]

5[ 0pen =] [raizeizoos &) =]

& |Filled = |nzizeizons B =

7 |Filled | |ogizaizans =]

Be sure to set the Effective Date to a date prior to the Hire/Rehire
Date.

8 Click Save. If you are not able to resolve any errors that occur
when attempting to save, click Add and create a new requisition
(the procedure is on the next page).
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Creating a New Job Requisition

Introduction This section provides the procedure for creating a job requisition number.

Procedure Start Internet Explorer, sign into Direct Access and follow these steps to
complete this procedure.

Step | Action

1 Select menu itemsin the following order:

Home > Develop Workforce > Recruit Workforce (GBL) > Use > Job Requisition Data

2 The Find an Existing Value page will display. Click the"Add A New Value"
link at the bottom of the search page to create a new requisition.

Home = Develop Workforce = Recruit Workforce (GBL) = Use > Job Requisition Data

Job Requisition Data

Find an Existing Value

Job Requisition # | 1

Job Requisition Status [ |
Position Number: | la

Business Unit | ﬂ

Job Code: &

Department: @

Originator D =

Autharization ID: 4

Recruiter ID: ﬂ

[linclude History [ Correct History

[ Search | [ Clear | BasicSearch

Add a New Value h

Continued on next page
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Creating a New Job Requisition, Continued

Procedur e (continued)

Step

Action

Click the Add button (after clicking the Add aNew Valuelink in step 2
above).
o Leavethe Job Requisition # field at its default value. It will be updated
by the system when you save the new requisition.

Job Requisition Data

Add a New Value

Job Requisition # 00000
| Add

Find an Existing Value

The Requisition Data page will display. There are several tabs. However only
thefirst tab "Requisition Data” second tab "Job Details’ need to have data
entered in order to generate the Requisition number. The remaining fields/tabs
may be left blank or at their default values.

Home = Develop Workdforce > Recruit Workiorce (GBL] » Use » Job Requisition Data by Wingow

(“Requisfion Dats " Job Detalls . Job Posting | Basic Eligibitly .~ EduciExperience | CompalAccomps Hired

Job Requisition # 0gD000 Status: Opan Siatus Date: 03M16:2005
“Target Opandngs: 1 Encumbrance Date Indicaiorn; by
Date Authonized: ) Projected Fill Date: [

Approval Status: | A Approved w

Origenator i0: S

Authorization |D; S

Recruiter i: =

Requisition Status view sl Fist (4] 3 are [B] Last

“Job Requisition Status *Effective Date
1 Open | [oanerzons ] [#] [=]
i 5ave) By B upditwmisplay) [ Elncuds History | | B8 Canect Hatory)
Requisition Data | Job Details | Job Posting | Basic ENgibility | EducEspenence | Compsiiccomps | Hired

1. Changethe Effective Date field in the Requisition Status to a date
equal or prior to the date the member will be accessed into the Coast
Guard. Thefield defaults to today's date.

Continued on next page
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Creating a New Job Requisition, Continued

Procedur e (continued)

Step

Action

C|ICk on the Job Detalls tab Iabel to proceed.

Home > Develop Warkforce = Recruit Workior 2L} = Use = Job Requiisition Data [Megw Window

Raquisition Dats | Job Detals Yy Job Posting | BasicEligibility | EducEwperience  CompsiAccomps Hired

Job Requisition # 000000 Status:  Open Status Date: 031522005

Position Humber: aj [] Hew Position
Regulatory Region: A Job Share
Company: Y

*Business Unit: AUSCGQA Al U, 5, Coast Guard Units

Department: 4

Location Code: 4

Job Code: 4

Regular Shift: b
Salary Administration Q)

Plan:

From Grade: Step: _g =

To Grade! Step: Q 4
= ] Bk add) o8 ptstesDispiry) | Sl rclude History) 3 Comet Histoey |

Reguisition Data | Job Details | Job Posting | Basic Eligibility | Educ’Experence | CompsiAccomps | Hired

Complete the following fields:

Field Enter

Position The Position Number

Number

BusinessUnit | "AUSCG"

Department The department 1D number for the unit where the

position isassigned. Click the lookup icon to perform a
search if you do not know the code.

Job Code The code for the rank/rate of the position. Click the
lookup icon to perform a search if you do not know the
code.

Saary Enter OFF for Officer, ENL for enlisted, OFE for an

Administration | officer with over 4 years active duty enlisted time.
From Grade Enter the paygrade.

Continued on next page
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Creating a New Job Requisition, Continued

Procedur e (continued)

Step

Action

Error on save?

Ify our eceive aner ror
(Example: “Data
Conflicts With  Existing
Data...”) when you s ave,
but the Requisition
number c hanges from all
zeros, please contact
PPC CustomerC are.
Provide them with the
requisition number shown
wheny ou at tempted t o
save andr eferencet his
guide (page 2-A-8).

The error occurs when an
automated pr ocess
createsani nvalidj ob
requisition and pr events
DA f rom gener ating any
new requisition numbers.

PPC Customer C are w ill
createat rouble ticket,
with t he of fending “ bad”
job r equisition nu mber,
and route it to PPC (sdm)
for database correction.

None w requisition
numbers c an be
generated when this error
condition exists.

Click the Save button. The screen will refresh and the Job Requisition #field
(at the top of the page beneath the tab labels will be update to show the system
generated number.

Home > Develop Workiforce > Recruit Workforce (GBL) > Use > Job Requisition Data

The Requisition number will display here after
vou enter the data and save the page.

Job Requisition #: 7 Status: Open Status Date:

Position Number: poo74924 |Q) STAFF - SUPPORT

Regulatory Region: Q

Company: CGA Q| Active Coast Guard Employees

*Business Unit: AUSCG Q| All U. S. Coast Guard Units

Department: 006888 Q MSST - 91107

Location Code: HI0016 Cg\ CG ISC HONOLULU

Job Code: 436094 ﬂ . Second Class Yeoman

N
. W

Reguiar Shift: - These fields should auto-

Salary Administration ENL Qg | fill based on the

Plan: department ID and Job

from Grade/Step: ~ |ES Oslﬂ'—gl‘—r e i

To Grade/Step: Q) QY
E Save) Ebadd) &)

Requisition Data | Job Details | Job Posting | Basic Eligibility | Educ/Experience | Comps/acco

VIII-2-A-8
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Section B, Applicant ID Numbers

Chapter Overview

I ntroduction

Discussion

Timing/
Responsibility

DA user roles
for accessions

This section provides the procedure for generating an applicant ID number.

All accessions, including those for members who are changing components or
receiving a commission, require anew applicant ID number.

Thisisthe second step in any Direct Access accession. Normally, the first
step is creating ajob requisition number. See section 2-A of this guide for
more information.

Applicant IDswill be generated by Coast Guard Recruiting Command
(CGRC) for civilian and other military service officer candidates and for
those selected for adirect commission program. I1Ds generated by CGRC only
include minimal information in the Applicant Data section. For example, the
Job Requisition number may not be available at the time the number is
generated. Therefore the SPO compl eting the accession must review the
applicant data pages for all accessions and enter any missing information.

The SPO, responsible for entering the accession, will generate the applicant
ID number for other accession types.

The CG Applicant Data (CGAPPL) user role is now required in order to
generate an applicant ID and enter applicant data. The ability to perform these
actions has been removed from the SPO Technician (CGHRS) and SPO
Supervisor (CGHRSUP) user role permission lists.

Continued on next page
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Chapter Overview, Continued

DA user roles  Thefollowing user roles are required for accession processing:

for accessions Role(s) Responsibility/Access

(cont’d) CGHRS with the | 1. Generates Applicant ID number and job requisition number,

CGAPPL add on | if necessary.

2. Enters/Verifies applicant data:

e Identification data

e Education and test results

e Contract data (type of accession, pay grade/rate/rating,
term, service dates, prior service dates, etc.)

CGHRSUP Hires Applicant

CGHRS* Completes post hire processing (e.g.):

e Tax Withholding

e Payment Option Election

¢ Reserve Orders and/or Endorsements on orders

e Pay Entitlements

e SGLI/FSGLI Elections

* CGHRSUP or CGHRSwW/ CGAPPL is not prohibited from completing post hire processing.

Beforeyou The following is the minimum information is necessary to generate the
begin applicant ID:
e Applicant’s Full name ¢ Date the accession will be
effective
e Applicant’s SSN ¢ Job Requisition Number or the
e Applicant’s Date of Birth Position number (See Chap 2-A if
e Applicant’s Place of Birth you need to create or reopen ajob
o Applicant’s Gender requisition).

e Applicant’s Contact information*
e Home Address
e Mailing Address

*Y ou may aso enter the applicant’s email address and phone number when
creating the applicant ID if you have them available, however, it they are not
required in order to generate the ID.

Inthissection ~ Thefollowing topic is covered in this section.

Topic See Page

Generating an Applicant ID Number VIlI-2-B-3
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Accessions

Generating an Applicant ID Number

Procedure Follow these steps to generate an applicant ID number.
Step Action
1 Select the following menu items:

Develop Workforce> Recruit Workforce (GBL)> Use> Applicant Data
2 The Find an Existing Vaue page will display. Click the
Add a New Value link at the bottom of the page.

When initially generating an
Applicant ID do not enter
any information on this
page. This could cause you
to bring up an existing ID
from the member’s
previous enlistment/ CG
affiliation. Each new
accession must begin with
a new applicant ID.

Continued on next page
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Generating an Applicant ID Number, Continued

Procedure (continued)

Step Action

3 The Add a New Value page will display. The Applicant ID field
will default to “NEW” and the Application Date field will pre-
fill with the current date.

Do not change. Leave as
“NEW”. The system will
generate the ID number
['4— | when this procedure is
complete.

4 Complete the Application Date field. This date will actually
convert to the accession date later on in the process.

Click the Calendar icon next to the Application Dateto select a
Date or just type in adate.
e For Officer Accessions. Enter the date the Oath of Office was
administered.
e For Enlisted Accessions. Enter the date of the enlistment
contract DD-4-1.
5 Complete the EmplI D (Employee ID Number) field.

If you know the person you are generating the Applicant 1D
number for has an Employee ID number from previous Coast
Guard, NOAA, Auxiliary or Civilian employee service, then
enter the employee ID number in the EmplID field.

If you do not know the number or you are not sure if the person
has a previous affiliation, you must sear ch for an existing
employee | D number.

Click the g.' icon next to the EmplID field.

Continued on next page
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Generating an Applicant ID Number, Continued

Procedure (continued)

Step Action
5 The Lookup EmplID page will display:

Complete at |east one of the threefields:
Or,

Or

And click the button.

6 Review the search results. If any matches are found you will
need to perform additional research to determineif the person
you are generating the applicant 1D for already has an employee
ID. You can find out more about the people listed in the search
results by clicking the New Window link, navigating to
Administer Workforce > Use > Personal Data and entering the
employee IDs you located in the previous step. Compare the
SSNsor birth dates with those of your applicant to ensure the
applicant doesn’'t already have an employee ID.

Repeat step 5, using less restrictive search criteriaif necessary,
until you are sure the person doesn’t have an employee ID
already.

Continued on next page

Applicant ID Numbers VIII-2-B-5



Accessions

Generating an Applicant ID Number, Continued

Procedure (continued)

Step Action
7 If you do not locate a positive match, click the button.
If you locate a positive match, select the employee ID from the
search results on the Lookup Employee ID page.
Thiswill return you to the Add aNew Value page.
8 Click the Add button. The Applicant data page will display.

The Applicant Data Page -- Name Tab for a person without an existing employee |D number

The Applicant Data Paae -- Name Tab for a person with an existing employee |D number
NEW

Continued on next page
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Generating an Applicant ID Number, Continued

Procedure (continued)

Step Action

9 Enter (or, in the case of an applicant with an existing EmplID,
verify) member's First Name, Middle Name, and Last Namein
the appropriate fields. Also, select and enter Suffix if applicable.

The Applicant Data Page -- Name Tab

Do not enter any spacesin any of the name fields. Any letters
after blank spaces are not recognized when the name datais
loaded into the pay system (JUMPS).

Examples:

e DeRoche (comesacross as De) Should be DeRoche when
entering in DA so it will come across as DEROCHE.

e Mc Tee (comes across as Mc) Should be McTee when entering
in DA so it will come across as MCTEE.

e DeVergers (comesacross as De) Should be DeVergers when
entering DA so it will come across as DEVERGERS.

e Van Delden (comes across as Van) Should be VanDelden
when entering in DA so it will come across as VANDELDEN.

Continued on next page
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Generating an Applicant ID Number, Continued

Procedure (continued)

Step Action
10 Click the. Tab. Thisisthe member’'s Home of Record
Address. Enter the addressinthe Address 1 field. Enter the
City, County and State in the appropriate fields. Click on the
R to view valid State Codes.
The Applicant Data Page -- Address Tab.
10 Click onthe link.
Enter the current mailing address:
Country Enter "USA" for U. S. Addresses.
Address 1 |The member's address (e.g. "123 Main Street, Apt 12" or
"P.0.Box 12").
Address 2 |Not used, leave blank (data in these fields will not be
Address 3 |Passed to JUMPS, Segment 66, when updating the
member's mailing address).
City Enter the City
County County, if known
State Enter the standard two-letter state abbreviation code. Click
the Rlicon to perform a lookup of codes if necessary.
Postal Zip or Postal code.

Continued on next page
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Generating an Applicant ID Number, Continued

Procedure (continued)

Step Action
10 Postal Address Page, accessed by clicking on the Mailing Address link on the Applicant Data

Page -- Address Tab.

11 Click . The Postal (Mailing) Address Page will close and
you will be returned to the Address Tab of the Applicant Data
page.

12 Click the link. The Applicant E-Mail Address page will
display.

Enter any available e-mail address information.

13 Click . The E-Mail Address Page will close and you will
be returned to the Address Tab of the Applicant Data page.

14 Click the Phones link. The Applicant Phones page will display.

Enter any available phone number information.

Continued on next page
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Generating an Applicant ID Number, Continued

Procedure (continued)

Step Action
15 Click . The Applicant Phones page will close and you will
be returned to the Address Tab of the Applicant Data page.
16 Click on the tab.

a. Click the Gender list box. . Select Maleor
Female.

b. Select Marital Status list box and
select the correct status from the drop-down menu.

c. Source, Employee Referral 1D and Specific Referral
Source are optional fields. They can be left blank. The
information can be entered if it isavailable.

Continued on next page
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Generating an Applicant ID Number, Continued

Procedure (continued)

Step

Action

17

Click the tab.

L

Enter the member's Date of Birth | &l

Put a Check in the block if the member isage 18
or older.

Enter the member's Education Level at time of entry into the
service.. . (Select from drop-down
menu).

Select the L anguage Code from the drop-down menu. (Note:
Thisisthe member's primary language, not an indictor of any
foreign language skills.)

In the National 1D block enter the member's SSN. Ensure the
Primary ID block has acheck init.

Continued on next page
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Generating an Applicant ID Number, Continued

Procedure (continued)

Step Action
18 | Click onthe ¥ USA button.
Enter the member's
1. Ethnic Group,
2. Military Status, and
3. Ethnic Category.
Make selections from the drop-down menus.
Ensure Eligibleto Work in U.S. has acheck mark init.

The codes are explained on the reverse side of the Ethnicity and
Race Salf-Reporting Wor ksheet, CG PPC-5200

(http: /immw.uscg.mil/ppc/forms/PPC5200.pdf).

If a completed worksheet isn’t available from the member, set the
Ethnic Group to “Identification Pending” and continue.

19 | Click onthe ~Z= US Federal button. Enter the member's Birth
Location, Birth Country, and Birth State.

The Veterans Information and Other Information fields should be
|eft blank or at their default values.

20 | Click onthe tab. Enter the member's Height, Weight,
Frame Size, Hair Color and Eye Color.

Continued on next page
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Accessions

Generating an Applicant ID Number, Continued

Procedure (continued)

Step Action
21 Click on the tab.

Enter the Job Reg# - Examples: 132673 or 133156 for recruit
training, 133044 for officer candidate (regular OCS), 135274 for
reserve officer candidate (ROCI) or DCO, or click on the
Magnifying glass.
a. Enter the member’s position number for their post-
accession assignment (available from their orders).
b. Click . A Results screen will appear as below:

Onceyou click on thelineitem, the Job Reg# will be
auto-filled.

d. The Referral Source and Disposition sections of this tab
should be left blank or at their default values.

Note: If asearch for the Job Requisition number returns "No
Matching Values Found", you will need to create or re-open a
requisition number. The procedures can be found in the Create a
Job Requisition (Section 2-A of this guide) topic.

Continued on next page
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Generating an Applicant ID Number, Continued

Procedure (continued)

Step

Action

22

Click the button. Y ou have completed the Applicant Data
Section of the Accession.

The Applicant ID field will change from “NEW” to the next
available system-generated number:

O

Make note of the system-generated number (enter it on the Checklist for
Accessions, which can be found in enclosure (2) to this guide), yOU will need it to
complete the remaining steps.

Note: Y ou may receive awarning message informing you that a
member with the same name already exists in the system. Y ou
may dismiss the message, by clicking OK, if you are confident you
are not entering a duplicate. If you're not sure, click the Cancel
button (which will return you to the Applicant Data page), and use
the New Window link to search the system and find the record
with the same name. Then compare the records to ensure you are
not adding the same member twice.

VIIl-2-B-14
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PPC SPO Manual
Part VIII, Accessions

Chapter 3, Hire Processing

Chapter Overview

I ntroduction

Beforeyou
begin

In thischapter

This chapter provides the procedures for entering an accession into

Direct Access.

Please review Enclosure (3), Accession Tips, Problems and Error
Messages, and Enclosure (4), Case Studies, before you attempt to
process a unique accession. The procedures in this chapter are generic
and do not provide the level of detail necessary for some accession
scenarios. The following chapters contain additional information to be
used in conjunction with this chapter to aid you successfully
completing an accession or rehire:

Chapter 5, Direct Commission Officers

Chapter 6, OCS Accession/Graduation Processing

Chapter 7, Academy Graduation Processing

Chapter 8, Component Changes
Section A, Discharge to Immediate Enlistment
Section B, Regular to Reserve Officer Commission

Chapter 9, Resumption of Enlisted/ CWO Status

Chapter 10, Selected Reserve (SELRES) Direct Commissions/Reserve

Officer Candidate Indoctrination (ROCI)

The following topics are covered in the chapter.

Topic See Page
Enter/Verify Applicant Data VI1II-3-3
Enter Applicant Identification Data VI111-3-13
Enter Education Data VI111-3-15
Enter Test Results VIII-3-19
Enter Applicant Contract Data VI111-3-23
Hire Applicant VI111-3-39
Delay in Reporting V111-3-53

Hire Process
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Accessions

Assistance Anytime you encounter a problem, have an accession related question, or
receive an error prior to hiring the member, contact Pam Flewelling, PPC
(ADV- Personnel Data Integrity) at 785-339-3402 or send an e-mail to
Pamela.R.Flewelling@uscg.mil. Pam will be happy to answer any questions
or troubleshoot any error.
Continued on next page
VIII-3-2
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Accessions

Chapter Overview, Continued

What to do if Once the SPO has reviewed and approved the Accession, it isimperative that

anerror is ALL databe verified correct on the same day.
discovered after

accession is

e |f erroneous data is discovered, submit a PPC Customer Care Trouble
completed

Ticket immediately, annotating what data fields are incorrect and what the
data fields should read. Once you have received the auto confirmation e-
mail with your ticket number, call Customer Care so that immediate action
can be taken.

¢ Reviewing the data and alerting PPC of errors on the same day isimportant
because PPC can correct the accession prior to the data loading into
JUMPS. If errors are discovered after the Accession has processed into
JUMPS, corrections are much more difficult and will lead to several weeks
of pay problems for the member.

Hire Process CH-2 VIII-3-3
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Enter/Verify Applicant Data

Procedure Follow these stepsto enter verify or enter Applicant Data

Step Action

1 Proceed to the following path:
Develop Workforce> Recruit Workforce (GBL)> Use> Applicant Data

The CGHRS Role User compl etes:
e Applicant Data

Identification Data

Education

Test Results

Applicant Contract Data

The CGHRSUP Role User reviews the above items and then completes the Hire
Applicant portion to finalize the Accession.

2 If the person already has an applicant ID (see note below), enter it in the
Applicant ID field and click the search button. If you suspect the person has an
applicant 1D, but you do not know what it is, provide some search criteria (such
asthe last name) and click the search button.

@Warning: Do not enter an existing Employee ID in the Applicant ID field.
Thiswill cause the system to bring up the member's existing applicant and
contract data, which will cause the ReHire transaction to fail.

Follow the procedures in Chapter 2-B of this guide if the person does not
aready have an applicant ID.

Continued on next page
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Enter/Verify Applicant Data, Continued

Procedure
(cont’d)
Step Action
2 Home = Develop Waorkforce = Recruit Workforce (GBL) = Use = Applicant Data

Applicant Data

Find an Existing Value

Applicant 1D: I
Application Date: I @
Mame: I
LastMarme: !

Alternate Character Name:!

Applicant Status: l

Ll

Application Status: I

EmpliD: I =Y

[T Case Sensitive
[” Correct History

| Search | | Clear | BasicSearch

Add a New Value

Note: For DCOs and Prior Service members the assignment officer will
complete the Applicant ID portion of the accession process. Thisis done so the
assignment officer may create PCS or EAD orders assigning the member to
their PDS.

e When the Applicant Data moduleis saved an Applicant ID number is
created. When accessing a DCO or prior service member, if you do not
know the member’s Applicant 1D, you must search for it using the
member’ s name under Applicant Data.

e |f you approve an accession transaction, in the Hire module, using an
Applicant ID other than the one the assignment officer created, you will
not be able to access the PCS or EAD orders. Thisis because the PCS
orders were issued under adifferent Applicant ID. Inthat case you
must contact PPC (CCB) to get the Applicant ID changed to the one
created by the assignment officer.

Continued on next page
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Enter/Verify Applicant Data, Continued

Procedure
(cont’d)
Step Action
3 Enter member's First Name, Middle Name, and L ast Name in the appropriate

fields.

The Applicant Data Page -- Name Tab

Home = Develop Worklarce = Recrull Workforce (GHLY = Use = Applicant Data

[ Hame Address | Personal Profile ~ Eligibiltyidentity ~ Physical Char | Requisiion |

Applicant ID: NEW

Applicant Status: External Applicant Application Date: 07/15/2004

Format Using: USA Q) United States

Name |

Prefix: 'I
First Name: | Mididie: [
Last Name: | Suffix: Ql

© Do not enter any spacesin any of the name fields. Any letters after blank

spaces are not recognized when the name change data is |oaded into the pay

system (JUMPS). Examples:

e De Roche (comes across as De) Should be DeRoche when entering in DA so
it will come across as DEROCHE.

e Mc Tee (comes across as Mc) Should be McTee when entering in DA so it
will come across as MCTEE.

e De Vergers (comes across as De) Should be DeV ergers when entering DA so
it will come across as DEVERGERS.

¢ Van Delden (comes across as Van) Should be VanDelden when entering in
DA soit will come across as VANDELDEN.

Continued on next page
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Enter/Verify Applicant Data, Continued

Procedure
(cont’d)

Step Action

4 Click theld#&s Tab. Thisisthe member’'s Home of Record Address. Enter
the addressin the Address 1 field. Enter the City, County and State in the
appropriate fields. Click on the 2 to view valid State Codes.

The Applicant Data Page -- Address Tab.

Home = Develop Worldorce = Recruit Workdorce (GBL] = Use = Applicant Data
NEME N Address B Profile  Elglbiityidentty ~ FPhysicai Char - Requisition
LastFirst Middie Applicant ID: MEW
Applicant Status: Application Date: 071572004
Country: [usa & United States
Address 1: I
Address 2: |
Address 3 |
Gity: |
Cotmnty: | Postal:
State: [ =Y

l4alling Address Emall Ehones

5 Click on theuains daress link.

Enter the current mailing addressin the Address 1

fieldl . Enter the City, County, and State in the
appropriate fields. Click on the 2 to view valid State Codes.

Postal Address Page, accessed by clicking on the Mailing Address link on the
Applicant Data Page -- Address Tab.

Home = Develop Workforce = Recruit Workforce (GBL) = Use = Applicant Data

Postal Address
Country: [Usa @l United states

Address 1: |

Address 2: |

Address 3: |

City: |
County: | Postal: I

State: I ﬂ
Ok | _Canc:ell

Continued on next page
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Enter/Verify Applicant Data, Continued

Procedure
(cont’d)

Step Action

6 Click 2«1, The Postal (Mailing) Address Page will close and you will be
returned to the Address Tab of the Applicant Data page.

7 Click theEzal link. The Applicant E-Mail Address page will display.

Home = Develon Worldorcs = Recruit Workdores (GEL) = Use = Applicant Data

Email Addresses

*Email Type "Email Address

1 gl =]

QK Cancal
Enter any available e-mail address information, per the instructionsin the
Employee Marital Status, Address, Phone and E-Mail Change topic.

8 Click 271, The E-Mail Address Page will close and you will be returned to
the Address Tab of the Applicant Data page.

9 Click the Phones link. The Applicant Phones page will display.

mig > Develon Wolkforce = Becu iearkiorce (GBL) = L13é = Applicant Data

LastFirst Midoe Applicant B MNEW
Applcant Status: Application Date: 07M52004

“Phane Type Contact # or Address

I =] EHE

[=]% Cancel 1

Enter any available phone number information, per the instructions in the
Employee Marital Status, Address, Phone and E-Mail Change topic.

10 Click [“2&1, The Applicant Phones page will close and you will be returned to
the Address Tab of the Applicant Data page.

Continued on next page
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Enter/Verify Applicant Data, Continued

Procedure
(cont’d)

Step Action

11 Click on the [EesonalFraiidt o,

Home > Develop Warldorce » Recruit Workforce (GBL) = Lise > Applicant Data

Hame | Address [ FersonalFrofiie '\ Eligibiifidentity  Physical Char | Requisition

Last First Middle Applicant ID; MEW
Applicant Status: Application Date: 07152004
Genaer: LGNNI ~| “Marital Stawss: [Sngle 7]
Source: i j

Empioyee Referral ID; ] Ql LastFirst Middle

Specific Referral Source: |

a Click the Gender list box Eta=n® -] Select Male or Female.

Select Marital Status list box el status: ETTH and select the
correct status from the drop-down menu.

c. Source, Employee Referral 1D and Specific Referral Source are
optional fields. They can be left blank. The information can be
entered if it isavailable.

12 | Click the CEMBINISEN " ta),

Home > Develop Workiorce > Recrnyit Workforce (GBL) » Use » Applicant Data

Mame  Address | Personal Profile | Eligibiityidentity 'y Physical Char | Requisition |

LastFirst Middle Applicant ID; MNEW
Applicant Status: Application Date: 07MS2004
Date of Birth: | B Age 18 or Oider
*Highest Education Level: [ A-Not Indicated = Language Code: I :"

e All First I-‘" 1081 I’“I 25!
Country 29003110 peqeription National ID S—
[osa @)fPrR Q) Social Securiy Mumber | F [#]1[=]

Continued on next page
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Accessions

Enter/Verify Applicant Data, Continued

Procedure
(cont’d)
Step Action
13 a  Enter the member's Date of Birth | Bl
b. Put aCheck in the block ¥ Age 18 orOider jf the member is age 18 or
older.
c. Enter the member's Education Level at time of entry into the
service,. |A-Netindicated =l (Select from drop-down menu).

d. Select the Language Code from the drop-down menu. (Note: Thisis
the member's primary language, not an indictor of any foreign
language skills.)

e. Inthe National 1D block enter the member's SSN. Ensure the
Primary ID block has acheck init.

National ID I‘E}”ma”

I P [*[=]

f. Click onthe P s button. Enter the member's Ethnic Group,
Military Status, and Ethnic Category. Make a selection from the
drop-down menus. Ensure Eligibleto Work in U.S. has a check mark

init.
Ethnic Group: [J.S-E KIASNHIPIAME 3
Military Status: |inactive Resenve =] ¥ Bigible foWorkinU.S.
Ethnic Category: [ :]

Continued on next page

VIII-3-10 CH-2 Hire Process



Accessions

Enter/Verify Applicant Data, Continued

Procedure
(cont’d)

Step Action

14 | Click on the ®» == usrederal pytton. Enter the member's Birth L ocation, Birth

Country, and Birth State.

* B s Federal

Birth Location: |
Birth Country: | =]
| Birth State: | =l
Veterans F‘l-ﬂ.l’-—'rull...-1.| Gne _ﬂ (177
Velerans | _"'J [}
Status:
Resarve Category: | .ﬂ =
Uniformed Service 1t Disabled Veteran [
Military Separation ’ﬁ Military Iﬁ
g Gi
.::1-|.ra., Service Start ﬁ r.hur.ai-?!ii vice Ii Credizable [_
| Date: End Date: Military Service:
Disability Code: [os &

at their default values.

The Veterans Information and Other Information fields should be |eft blank or

15 | Click on the (EVSIEIERSTT o - Enter the member’s Height, Weight, Frame

Size, Hair Color and Eye Color.

Home = Develop Workforce = Recruif Workforce (GBEL) = Use = Applicant Data

Mame | Address | Personal Profile | Eligibilitiidentity P sical Char | Requisition
Last First Middle Applicant 1Dz MNEW
Applicant Status: Appiication Date: 07152004
Height: i Weight: i Frame Size: | _'.'i
WairColor: | =l Eye Color; I | ™ Colorblindness
Overweight T Weight Date: Weight Over
Continued on next page
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Accessions

Enter/Verify Applicant Data, Continued

Procedure
(cont’d)

Step Action

15 | Click on the [Eeauision’] tah,

Home > Devedpp Wordar Hacnet Wordoros (GELL = Use > Appicant Data

Name | Agdress | Fersonal Profia  ENpmiityldentity |« Physical Char [ Renuiziien

Last Firs Middle Applicant Ik HEW
Applicant Statis: Apphication Date: O7ME2004
F=
Job Req #: % poattion: DepliD: &=
Business Unit Job Code: Status:
Ref Souirce: 1 ﬂ
Employes Reteral ID:
Specific Referral Source: |
"Disposiion D (07232004 B Leper S, Lettes Dt
*[usposition; Cmer X Heasomn )

a. Enter the Job Reg# - Examples: 132673 or 133156 for recruit training,
133044 for officer candidate (regular OCS), 135274 for officer
candidate (ROCI), or click on the JobRea#: < Magnifying
glass.

b. Enter the member’s position number

c. Click[Loskup], A Results screen will appear as below:

S&arch Hesuls

Job Baguranon # Sians Lok oD Requesnon St Prsmon Murstes esmess U oo To0s Depammsen Dngnaior O suonison [ Recrater 01
d i RIOEIR] L a1 S Sl WG 1000 TEEIEed 1 1Bad

Onceyou click on thelineitem, the Job Reg# will be auto-filled.
e. TheReferral Source and Disposition sections of this tab should be | eft
blank or at their default values.

Continued on next page
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Accessions

Enter/Verify Applicant Data, Continued

Procedure
(cont’d)
Step Action
15 | Note: If asearch for the Job Requisition number returns"No Matching Values

Found", you can create a requisition number. Procedures can be found in the
Create a Job Requisition on page 2-A-5 of this guide.

© The Job Code field will default to the code associated with the position
number the member isinitially assigned to. For most Reserve accessions,
the Job Code will be 4105096-Seaman, as most Reservists are assigned to
"unbudgeted reserve positions', which are all ES3s.

Be sure to change the default code, if necessary, on the 'Eareefinfoimation™ tab of
the Contract Data page. Accessions processed with the incorrect Job Code can
only be corrected by PPC.

16

Click the 2=+<) putton. Y ou have completed the Applicant Data Section of the
Accession.

Note: Y ou may receive awarning message informing you that a member with
the same name aready exists in the system. Y ou may dismiss the message, by
clicking OK, if you are confident you are not entering aduplicate. If you're not
sure, click the Cancel button (which will return you to the Applicant Data page),
and use the New Window link to search the system and find the record with the
same name. Then compare the records to ensure you are not adding the same
member twice.
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Accessions

Enter Applicant Identification Data

Introduction This section provides procedures for using PeopleSoft to record an
applicant's citizenship status.

Before You If amember isanonresident alien (defined as a citizen of aforeign

Begin country who has not applied for U. S. Citizenship) atax information
transaction must be submitted showing that the member is aresident
alien (defined as a member who has applied for U. S. Citizenship)
prior to submitting a citizenship status change.

Menu Path Select the following menu items to begin this transaction:

Develop Workforce > Recruit Workforce (GBL) > Use >
| dentification Data

1. Enter theapplicant in Find an Existing Value page.
2. Click the search button to continue.

Data Entry The Citizenship/Passport page will display.
e This page does not have an effective date; it is not necessary
to insert anew row before entering the citizenship status.
e The Passport Information section of the page is not used in
this procedure. However, you may enter the Passport data
(number, dates, etc. ) if available.

Home » Adiminisler Wosdots » Admicster Vorkdoros (GEL) » Use » identification Data Hew Window

Crtizenship Status: 2 gl

| 1a1 1
W ;

Eirst (4] 1.0t4

L 1
Lookup Citizenship Status
4 Expuration Date:

US4 Q) Uniigd States s
= Logiup Cloar Lancel | BRLCLD
The Country field
should be changed to
reflect the country of
citizenship/birth

Search Resuls

Bae | Saarsh |
R (T Ll ) S——

Continued on next page
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Accessions

Enter Applicant Identification Data, Continued

Procedure
(cont’d)

Step | Action

1 Click the lookup icon [ 2] next to the *Country field to display alist of valid
country codes. Select the country of the member's birth.

2 Click the lookup icon [ 2] next to the Citizenship Statusfield to display alist
of valid entries.

3 Select the correct status from the list.
Status Description  [Use When Member isa

Native Native U. S. Citizen
Naturalized Naturalized U. S. Citizen
Alien Permanent Resident Alien

Alien Temporary Non-resident Alien

4 | Enter Officia Passport Information if available:

Field Description

Passport Number The number of the passport. Only passport
numbers starting with the number 6, 8 and 9
will be entered in Direct Access. DO NOT
enter tourist passport information into Direct

Access

Issue Date Date the passport was issued

Expiration Date Date the passport expires

County County the passport is issued by (defaults to
USA).

State Enter DC (District of Columbia. All officia

and diplomatic passports are processed in the
District of Columbia

City Enter Washington.

Authority Enter MBR (member), DEP (dependent) or
CIV (Civilian employees).

Comment Comments. Only indicate dependent’s name in

the comment block.

5 | Click the Save button. The Applicant Identification Data entry is now complete.
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Accessions

Enter Education Data

Introduction This section provides the procedures required for entering an

applicant's degree information in the system. This includes the level of
education, type of degree/major, average grade, date acquired and
major code.

Reference Refer to the following directives for additional information about
recording degree and education information.
e Training and Education Manual (Chap 4), COMDTINST
M 1500.10(series)
e Personnel and Pay Procedures Manual (4-C-2), PPCINST
M1000.2(series)
Process Information about an applicant's education and degree(s) should be
included in the package received from the recruiting office.
Procedure Follow the steps below to access, enter and/or modify
Education/Degree.
Step Action
1. Menu Select menu items in the following order.
sequence Home > Develop Workforce > Recruit Workforce (GBL) > Use >
Education
2. Locate Enter the Applicant ID
Member
Continued on next page
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Accessions

Enter Education Data, Continued

Procedure (cont’d)

Step Action

3. Enter, The Education page will display. Click on the Professional Ed. and

update, or Training tab to record/update degree(s).

view the The Professional Ed. and Training tab will display. If you are entering

appropriate | the dataas part of an accession, the page will open with a blank row

fields displayed. Y ou may enter datain thisrow. If you are entering
additional degrees or viewing existing results the page will display the
row of data. You can view the remaining rows by clicking on the links
at the top of the tabl e, EEEE-S £l goenon D] 2

4. Data If ablank row is not displayed, click [+1to insert an additional row.

Entry

Field | Description/Instructions |

Country Defaultsto USA. To change, click on ‘&l and enter search criteriain the
Lookup Country search dialog box. Valid values are pre-defined in the
Table.

*Degree Enter the Degree and Major (Example: MEE for Mastersin Electrical

(completion | Engineering) or select it from alisting that will be displayed by

of thisfield is | clicking on ‘&l and performing a Lookup in the Degree Table search

required) dialog box. From the Search Results list, you can choose a specific row
of data. A single click on any column in that row will take you back to
the Education page with the Degree Field filled in.

Date Enter the date the degree was acquired.

Acquired

Average Enter the Grade Point Average (optional).

Grade

Continued on next page
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Accessions

Enter Education Data, Continued

Procedure (cont’d) (continued)

Step Action

Fied | Description/Instructions |

Graduated Click this checkbox on to show the employee has graduated.

Major Code | Enter aMajor Code or select it from alisting that will be displayed by
clicking on 4 and entering search criteriain the Major Code search
dialog box. Valid values are pre-defined in the Table.

Major Display only. If Mgor Code is entered will display Magjor.

School Code | Not applicable

School Not applicable

Educator Not applicable

State Not applicable

Mi nor it_y Not applicable

Institution

S. Save Click 'E==+=Jgt the bottom of the page to save your work

Carefully review the data you have entered before saving this
transaction. Be absolutely sure al that all the datais correct and that
you have not made any typographical errors. Be sure you entered the
correct applicant ID number when you began this transaction. If you

have any questions or concerns, cancel the transaction and ask for help.
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Accessions

Enter Test Results

Introduction  This section provides procedures for entering an applicant's AFQT and
ASVAB scoresin the system.

Reference Refer to the following directives for additional information about
recording ASVAB information.

e Personnel and Pay Procedures Manua (Chap 4), PPCINST
M1000.2(series)

e Training and Education Manual (Chap 4), COMDTINST
M1500.10(series)

e COMDT COGARD WASHINGTON DC//G-WI/I R 2521327
JUN O4/ALCOAST 318-04

Process An enlisted member's test results are entered into PeopleSoft as part of
the accession process. A member may retake portions of the ASVAB
to improve hisor her score. The unit may enter re-test results or
forward them to the servicing personnel office (SPO) if the unit has
limited administrative capabilities.

Do not enter Coast Guard Institute correspondence cour ses here.
Correspondence course completion datais loaded into the system
automatically. Manually entering correspondence course compl etions
will result in duplicate entries.

Do not change, add or remove SWE scores. The standard scoreis
stored elsewhere in the system, changing SWE scores in the Test
Results page will only change what the member sees, not the Fina
Multiple.

Continued on next page
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Accessions

Enter Test Results, Continued

Procedure Follow the steps below to view, enter and/or modify test results.

Step Action

1. Menu Select menu itemsin the following order.

sequence Home > Develop Workforce > Recruit Workforce> Use > Test Results

2.Locate | Enter the Applicant ID and pressthe button.

Member

3. Enter, The Test Results page displays. If you are entering the data as part of an

update, or accession, the page will open with ablank row displayed. Y ou may

view the enter datain thisrow. If you are entering re-test results or viewing

appropriate | existing results the page will display the first eight rows of data. Y ou

fields can view the remaining rows by clicking on the links at the top of the
table ViewAll  |= [ 1gorqq I 5

4. Data If ablank row is not displayed, click [+1to insert an additional row of

Entry test result information.

Note — For aretest of an ASVAB/AFQT, do not add an
additional row. Locate the previous entry, delete the existing
date and score, type in the new score and the date of the retest.
To work properly with the Training Administration System
(TAS) anew row for aretest must not be inserted. Six months
must elapse from the previous test score before a member can
retest the entire ASVAB/AFQT or individua sub tests. Retest
scores take precedence over scores previously entered, even if
the retest scores are lower than the scores previously entered.

Do not enter Coast Guard Institute correspondence courses here.
Correspondence course completion datais loaded into the system
automatically. Manually entering correspondence course compl etions
will result in duplicate entries.

Continued on next page
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Accessions

Enter Test Results, Continued

Procedure
(cont’d)
Step Action
Field | Description/Instructions |
*Test 1. Click on the &/icon of the blank row to display the Lookup
(completion search page.
of thisfield 2. Click Lookup to display test names.
isrequired) 3. From the Search Resultslist, you can choose a specific row of
data. A single click on any column in that row will take you
back to the Test Results page with the Test Namefilled in.
Test Date Enter the Date the Test or retest was taken. Click the El icon to open a
(completion | calendar and choose the date.
of thisfield | The Test Dateisarequired field.
isrequired)
If you are viewing existing data:
e Thedate 01/01/1951 will appear if the test date was not
available when the data was originally loaded into the system.
e 07/01/2004 will be listed if the score was updated per
ALCOAST 318/04; ASVAB Renorming
Score Enter the score of the Test that was taken.
(completion
of thisfield
isrequired)
Passed Click this checkbox to indicate “ Passed”.

Continued on next page
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Accessions

Enter Test Results, Continued

Procedure Follow the steps below to view, enter and/or modify test results.

Step Action

Note Enter the version of the test that was taken In the Note field (e. g.

(completion | "17A™).

of thisfield

isrequired

when

entering

ASVAB test

scores)

5. Save Click the 'B32v) putton to save you work.
Carefully review the data you have entered before saving this
transaction. Be absolutely sure al that al the datais correct and that
you have not made any typographical errors. Be sure you entered the
correct applicant ID number when you began this transaction. If you
have any questions or concerns, cancel the transaction and ask for help.

ViewAll  First (€] 1:8 or10 I3 Last

*Test Descr Test Date Score Passed HNote

[fFaT @] Armed Forces GQual Test [o7/0172004 &1 [41.00 [ [F]1[=]
[A5vAB_AR| Q| Arthmetic Reasoning [12118:2002 |5 [s0.00_ | 72 |F[E]
[AsvaB_as @ Auto & Shop Information [o7iz004 5] [60.00 e [F[=]
AS\VAB_EI |Q| Electronics Information 070112004 ] [59.00 | e |[#[=]
SVAB_GS Q| General Science [12r18iz002 ] [47.00 [za [*1[=]
ASVAB_MIC|Q] Mechanical Comprehension 070172004 ] (6800 | e [F[E]
[AsvAB_MK Q| Mathematics Knowledge [o710172004 5] [45.00 e [F][=]
AgVAB_FC|Q] Paragraph Camprenensian |12t18iz002 [ [s8.00 | A [F =]
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Accessions

Enter Applicant Contract Data

I ntroduction

Submit a
Request for
Statement of
Creditable
Servicefor All
Per sonnd
Claiming Prior
Service

Delayed
Enlistment
Program

This section provides the procedure for entering Applicant Contract
Data. The source of information for this page will be an enlisted
member's Enlistment Contract (DD/4-1) or an officer's Oath of Office
(CG-9556). You will aso need any DD-214's issued for members
with prior service.

A Statement of Creditable Service (SOCS) request must be sent to
PPC (SES) whenever a member with prior serviceis accessed into the
Coast Guard or Coast Guard Reserve. Prior service datais entered by
the SPO as part of the accession process. Page 5-C-5 of the Personnel
and Pay Procedures Manual, PPCINST M 1000.2a provides the
procedure and lists other times when a SOCS request must be
submitted. Also see http://www.uscg.mil/ppc/ses/socs.asp for more
information on submitting a SOCS/SOCSS request.

Per section 2.B.4, Coast Guard Pay Manual, COMDTINST
M7220.29(series), service in the Delayed Enlistment Program (DEP)
isnot creditable for pay purposes unless the member performs active
duty or inactive duty for training prior to attending training. Therefore,
when completing service date entries for amember with DEP time,
only the Military Entry Date and Date Completed Military
Obligation (normally 8-years after the Military Entry Date) need to be
adjusted to reflect the date the member entered into a DEP contact.
The Pay Base Date, Active Duty Base Date, Effective Date for Pay &
Allowances, etc. should all be completed with the date the member
began the current active duty period (e.g. Date member began travel to
report for basic training).

Continued on next page
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Accessions

Enter Applicant Contract Data, Continued

Rehires If you are completing this page in connection with a Rehire of a
Former Member you can obtain much of the information necessary to
complete Steps 4 (the Service Information tab) and 5 (the Prior
Service tab) from the member's current record. Go to:

Administer Workforce > Administer Workforce (GBL) > Use > Contract Data

Enter the Employee ID and click the search button. Click the Service
Datestab and the 'Prior Svc Info' button. Also see Chapters 5 — 10 of
this part for specific guidance on unigue accessions programs (OCS,
DCOs, Regular to Reserve, etc.).

Printing Y ou cannot print a contract for an accession. It is assumed that the
Contracts new member would be arriving from the recruiting office/MEPS with

acontract already signed. Thereis no need to print the contract from
the system. However, in the case of arehire, you may need to produce
acontract for the member and enlisting officer to sign. For this reason
a PDF (Adobe Acrobat/Forms) version of the form is available -

DD-4 (nttp://www.dtic.mil/whs/directives/infomgt/forms/eforms/dd0004.pdf).

Procedure Follow these stepsto enter Applicant Contract Data:

Step Action

1 From the Applicant Data page, click on the Use link at the top of the screen. At
the menu screen select Applicant Contract Data or, from the home menu,
select:

Develop Workforce > Recruit Workforce (GBL) > Use > Applicant Contract
Data

Enter the Applicant ID and click the search button.

2 The Applicant Contract Data page will open. The first tab, Contract
Status/Content should be displayed (click on the tab to open it if necessary).
For most initia enlistments/officer accessions you will only need to set the
Contact Number (0001 for first accession) and Contract Begin Datefield. The
Contact Begin Date defaults to the current date. Change it to the date the
member enlisted or signed the acceptance of the oath office.

Continued on next page
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Accessions

Enter Applicant Contract Data, Continued

Procedur e (continued)

Step

Action

Homé = Diselop Workloies = Recruil Wonkdoss (GBL) > Use > Applicant Contract Data IVE R

f Contract StahisiCantent

ConraciClause | Sendce nfonmalion  Prior Serdce  Caresd Informalion

Flints onde Fred William Applicant 10 ADMDOATZ2
Applicant Status: External Applicant 2000957 Application Date: OTA2004
“COMract Number 0001 “COMract Status: r::"-E X 3=
Coniract Begin Daie:  |[07/01/2004 ail arract Expecied End Date

ontract End Dals “Regulatory Region: Dg"' Q:

Contract Template I0: &l

I additional Contract [~ Mare than one year expacted Initiakize Confract

Comiment: |

Coniract Conient:

I saree)] (Y R o Search | 6 (=Hi bt b |
Contract Status/Content | Contract Clause | Ssrace information | Prior Sandcs | Career information
Complete the fields as described below:
Field Description/Entry

Contract Number "0001" indicating first contract with the Coast Guard or Coast Guard
Reserve. Y ou must change the number if thisisarehire (View
member’ s previous contract history in Admin Workforce > Use >
Contract Data to determine next number)

Contract Begin Enter the date of enlistment or date the oath of officeis effective
Date (commissioning date). (Note thisfield will default to the current
date, you will need to change it).

Note: If the member has no prior service (including timein the
Delayed Enlistment Program, which is not creditable service), the
Pay Entry Base Date must be equal to the Contract Begin Date,
Active Duty Base Date and Effective Date Pay Allowance. For an
OCS accession, these dates should be set to the date the candidate,
wi/no prior service, enlisted.

Contract End Leave blank (the expiration of enlistment/obligated service is entered
Date on the Service Information tab)

Contract Status Should be set to "Active" by default, change it to "Active" if it is not.
Contract Leave blank (system will fill in after you complete the Service
Expected End Information tab and save the contract data)

Date

Regulatory Should be set to "USA" by default, changeit to "USA" if it is not.
Region

Continued on next page
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Accessions

Enter Applicant Contract Data, Continued

Procedur e (continued)

Step Action

2 (Continued)

Field Description/Entry

Contact Not used. Leave blank.
Template D

Addition Not used. Leave blank.
Contract
Checkbox

Morethan one Not used. Leave blank.
year Expected
Checkbox

Comment Not used. Leave blank.
Contract Not used. Leave blank.
Content

3 Click on the Contract Clause Tab.

| Coffract StslusiContent y Conbas Classe ' Sihece InMormation  Prior Séndce | Canees Infoem.

ey that, pricr to 1aking the Oath of Enlistmient, the ToBowing obligasons have been axplainad i ﬂ

B save) CiRatum 1o Sessh | |G Previver tan | |58 Hest tas )

Contrac Status/Content | Contract Clause | Serdce infoomation | Priee S£rvice | Carged infotrmalion

Home = Develop Workfoece > Recrsd Worklorce (GEL) » Lise = Applicant Contract Data Hew Winday

Rubbie Bamey Ray Applicant 0 A0DD3TET
Applicant Siatus: Extemal Applicant Applicaion Dabe: DA 2004
Contract Numbar; 0001 Bogin Date:  0AM1E004 Contract Status:  Acive =1
Contract Type: |ENL & Contract Tarm ,z_ [
Yoo sonths:
ALISCG
Mame: [Frea Fiintstans Miitary Grade: [E3 Q)
Ciy: |EEGIDEF. LS4 Siste:  |CA &)
WIEN All First 1' fuld :E Last
[*]=
Sy Clause Clauss Status FE=
1 A G 300 - Orignal Enlestmant Requined -]
Long Descriplion: |ET-\TF_I.IF_E|‘T OF UNDERSTANDING FOR DRIGEEAL ENLISTMEMNT IN THE COAST GLMRD
Comment: 1. Being an applicant fod enlisiment for enstment in e U 5. Coast Guard, |, Bamey Ray Rubtie, <]

Continued on next page
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Accessions

Enter Applicant Contract Data, Continued

Procedur e (continued)

Step

Action

3

Complete the following fields:

Contract Type

Based on the Job Requisition number used in the applicant data
section thiswill default to "ENL" for an enlistment or "COM" for
an officer accession. Click the Qlicon to lookup valid codes if
necessary. Prompt Button will display alist of valid values.

Contract Enter the number of years of the Contract (Months are not used).
Term Yearsd For initial accessionsinto the Coast Guard Reserve, including
Months OCS candidates with no prior service thetermis 8 yearsand O
months. DCO - 30 year’ s commissioned service or 1st day of the
month following member's 60th birthday whichever isfirst.
Oath Enter the Oath Administrators Name and Grade, and the City and
Administrator | State the Oath was given.
Information
Seq # Pre-filled. Specifies the order in which contract clauses will be
listed. 1 will be thefirst, 2 will be second, etc.
Clause Click the Qlicon to lookup valid codes if necessary. Use "AX" for
the clause type when searching.
Lookup Clause
Search By: [ontract Clause =]
Contract Clause: 'AX_‘
[Lookup | [Cancel | Advanced Loakup
Search Resuits
Select the applicable Statement of Understanding agreement from
the search results
Clause Status | If Clausefield is used click drop-down and enter Required.
Long If Clause field is used thisis pre-filled.
Description
+]1=] Use the Add/Remove buttons to add or remove contract clauses as

necessary.

Continued on next page
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Accessions

Enter Applicant Contract Data, Continued

Procedur e (continued)

Step Action
4 Click on the Service Information tab.
Home = Develop Workforce » Recruit Warkforcs (GEL) = Lise = Applicant Contract Data Hew Window
Confract StalusiContent  Confradi Clause ¢ Cerice information © PriorSenice - »
Young.Eric Applicant ID: 0110252003
Applicant Status: Emplayee Application Date: 0110272003
*Pay Entry Base Data: 01107/2005 il *Active Duty Base Date: 01/07/2005 i
"Elicclve i 0110712005 | &
Pay Allowance: = Anniversary Date: b
Job Famity Entry Date: 01/07/2005 |&l —
*Expected Loss Date; 0110622013 | &7
*Military Entry Date: 010722005 | 5] EZf;iicmem 0110612008 53}
Date Entered Current Active 011072005 |[5] Reserve Drill o
Duty: E Obligation Date: i
Date Completed Military 01/06/2013 |3l
Obligation: Reserve Initial Entry o
Diata:
Employee Classification: | Regular
Complete the fields as described below:
Pay Entry If the member has no prior service, enter date of
Base Date enlistment/appointment.
If the member has prior service, the Pay Entry Base Date
will need to be constructed if there was abreak in service.
See Appendix (C) of the Personnel and Pay Procedures
Manual.
Note: If the member has no prior service (including timein
the Delayed Enlistment Program, which is not creditable
service), the Pay Entry Base Date must be equal to the
Contract Begin Date, Active Duty Base Date and Effective
Date Pay Allowance. For an OCS accession, these dates
should be set to the date the candidate, w/no prior service,
enlisted.
Continued on next page
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Accessions

Enter Applicant Contract Data, Continued

Procedur e (continued)

Step

Action

Effective Date
for Pay
Allowance

If the member has no prior service or abreak in service,
enter date of enlistment/appointment (Contract Begin
Date).

If the member is currently on active duty, thisisthe date the
member entered the current active duty period without a
break (carry date over from previous contract).

Note: If the member has no prior service (including timein
the Delayed Enlistment Program, which is not creditable
service), the Effective Date for Pay Allowance must be
equal to the Contact Begin Date, Pay Entry Base Date and
Active Duty Base Date.

Job Family
Entry Date

The Job Family Entry Date field is used to record the
member's effective date of rating. Normally, thiswill be the
same as the date of accession if the member has no prior
Coast Guard service or in the case of areserve delayed
enlistment the date of first day of active duty.

The Job Family Entry Date field is used to record the
member's effective date of rating (e. g. Date member first
became aBM, GM, MK, etc.). For member's with no prior
USCG or USCGR service, thiswill be the same date as
their date of accession.

If the member has prior USCG or USCGR service you must
change the Job Family Entry Date to the date the member
first began serving in the rating in which presently serving.
This can be determined by accessing the member's contract
data (Administer Workforce > Administer Workforce
(GBL) > Use > Contract Data). The Job Family Entry Date
is shown on the Service Dates tab.

Continued on next page
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Accessions

Enter Applicant Contract Data, Continued

Procedur e (continued)

Step Action
4
Active If the member has no prior service, enter date of
Duty Base | enlistment/appointment. If the member has prior service, or had
Date abreak in service, see Appendix (C) of the Personnel and Pay

Procedures Manual (3PM) for computation rules.

Note: If the member has no prior service (including timein the
Delayed Enlistment Program, which is not creditable service),
the Active Duty Base Date must be equal to the Contract Begin
Date, Pay Entry Base Date, and Effective Date for Pay
Allowance. The ADBD must befilled in on all accessions but is
not applicable to reserve personnel.

Expected The Expected Loss Date is the date the member will have no

LossDate | further reserve and/or active duty obligation.

e For regular and reserve enlisted members this date will be the
same as “Date Completed Military Obligation” or the contract
end date, whichever isgreater.

s Example 1. Enlistment in the CG Reserve on 1 April 2009
with no prior service (8-year initial service obligation).

Date Completed Military Obligation 31 March 2017
Expiration of Enlistment/ 31 March 2017
Contract End Date

Expected Loss Date 31 March 2017

s Example 2: Four year enlistment in the CG (Active Duty)
on 1 April 2009 with 6 years prior service (no break in
service, 2-years remaining initial service obligation)

Date Completed Military Obligation 31 March 2011

Expiration of Enlistment/ 31 March 2013

Expected Active Duty Termination Date/

Contract End Date
Expected Loss Date 31 March 2013

e For regular Coast Guard officers thiswill be equal to the
Expected Active Duty Term Date.

e For NOAA officers this will be the day before officer’s 60"
birthday.

e For reserve officers use the same date as Expected End Date
of Contract (See Contract Term pg. 25).

Continued on next page
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Accessions

Enter Applicant Contract Data, Continued

Procedur e (continued)

Step

Action

4

Expected Enter the Expected Active Duty Termination Date on the
Active Duty member.
Term Date « Regular Enlisted -- The member's expected release
date from active duty.
e Reserve Enlisted -- Blank
e Regular Officer -- The 30 year commission service
date (including all commissioned time in an uniformed
service)
e Reserve Officer — Blank
Military If the member has no prior service, enter date of
Entry Date | enlistment/appointment or date of entry into the Delayed
Enlistment Program (DEP).
If the member has prior service, thisisthe date of the
member’ sinitia entry into the Armed Forces. Includes both
active and inactive service, aswell astime spent at military
academy, OCS, or Delayed Enlistment.
Date Entered | Enter the Date of This Enlistment (or Date of Oath) or date of
Current first day of active duty (whichever islater).
Active Duty
Date Determine and enter the date the member’ s military
Completed obligation will be completed. If the military obligation of the
Military member has expired, enter the date it expired.
Obligation Note 1. All members originally enlisting on or after 1

September 1984 have an eight-year military obligation.
Note 2: Military obligation can be fulfilled in one of two
ways:

1. By being discharged from a service component (the
discharge date would be the Date Completed Military
Obligation even if less than 8 years from entry date)

2. By serving any combination of active and/or reserve
servicein any Armed Forces service or reserve
component thereof.

Continued on next page
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Accessions

Enter Applicant Contract Data, Continued

Procedur e (continued)

Step Action
4
Anniversary | If the member is a Reservist, enter the Anniversary Date. Do
Date not complete thisfield if the member is accessing into the
USCG.

o For reservists without prior service, the Anniversary
Date shall be the date of enlistment/appointment.

o For reservists with prior service:

1. If thereisno break in service, enter the date the
member first entered into active service or into active
status in a Reserve component. (A break in serviceis
defined as a period greater than 24 hours that the
member was in civilian status, on the inactive status
list, or in the Retired Reserve.)

2. If thereisabreak in service, enter the date the member
is re-entering in the Reserve component.

Reserve The date the member of the Reserve no longer is required to
Drill perform inactive duty drills. Do not complete thisfield if the
Obligation | member is accessing into the USCG. Thiswill normally be

Date specified on the Statement of Understanding for the Reserve

Enlistment (For SELRES Direct Commission Candidates use
the date 3 years from the projected ROCI class graduation

date).
Initial Date of initial entry into any reserve forces. Do not complete
Reserve thisfield in the member is accessing into the USCG.

Entry Date

Continued on next page
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Accessions

Enter Applicant Contract Data, Continued

Procedur e (continued)

Step

Action

Employee

Classification | listing.

Regular=Active Duty (not a
reservist on EAD or an officer with
a reserve commission on EAD)
SELRES = Reservists assigned to
a unit for IDT

IRR = Reservist not assigned to a
unit for IDT and reservist who will
be performing EAD (DCOs & OCS
w/no prior service; IRR/P)

NOAA = NOAA Officer Corps

thelists.

Code:

Employee Classification:

Reserve Classification

Enter the Members Status. Select from the Drop-down

—

Note: If you select areserve classification you must also
provide the Training/Pay Code and Classification code.
Click the lookup icon and select the applicable codes from

Employee Classification: l SELRES =

Reserve Training/Pay Code:IF Q

RF, RK, & RL on 1ADT

Enl Raqrd Attnd Rcrt Trng A Sch

Reserve Training/Pay Codes

If Empl_Class is

The Reserve Training Pay Code can be:

Active Duty (Regular USCG)

Blank

For OCS & ROCI
candidates, with no
prior service who enlist
before departing home
en route to the

Academy use the “IRR”

employee classification
with the “P” Training/
Pay Code. Submit a
Reserve Member
Status Change
transaction on the day
the member begins
IADT to change the
classification to
“SELRES” and the
Tra/Pay Cat to “A”
(Drilling Pay Status).

Selected Reserve (SELRES)
(including members being ordered
to long-term active duty and Direct

Commission Officers on EAD)

A = Drilling Pay Status
B=IMA-w/-Selected-Service
C=RK-innterphase(btwntrng)
B-=Reserve-Flag Officers

F=RPRK-&RL-onlADT (and reserve members
whileat OCS) (Do not use, set by orders only)

Inactive Ready Reserve (IRR)

IRR members who regularly drill for
no pay

Assigned to drilling Dept

H = No drill requirement
E = Drill Requirement w/o IDT unit
P = Awaiting IADT
J = RSV Enl wait/attend OCS/ROCI

Active Standby Reserve (ASL)

G = Key Federal Employee
N = All Other Active Standby

Inactive Standby Reserve (ISL)

I= Inactive Standby Reserve

Inactive Ready Reserve (IRR-ASP)
Non-participating IRR members

H = No drill requirement

Reserve Retired Waiting Age 60 Z=RET-2
(RET-2) (not a real Tra-Pay-Cd, but used for technical
purposes)
Reserve Retired (RET-1) Blank

Continued on next page
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Enter Applicant Contract Data, Continued

Procedur e (continued)

Step Action

4 Reserve Classification Code

Reserve Classification

Classification Code

Enl non-prior svc REBI/A Sch

Inact Du Officer w/in 8 yr obl

Prior Svc CG Enl w/in 8 yr obl

Enl Stdnt w/split IADT

Enl P/K failed to compl IADT

Stdnt Maritime Acd Res Trng Pr

w/Svc Oblig not in another Cla

Enl Rqrd Attnd Rcrt Trng A Sch

Mbr w/o a Statutory Obligation

Enl Mbr Cmplts 4 mos IADT

Enl non-prior svc direct PO

<X Z=Z [} >

Enl Attds Rcrt Trng/30 dy OJT

5 | Click onthe(BferSenice _ tgh gt the top of the screen.

Home = Develop Workfgroe = Recryit Woddorce (GEL) = Lisg > Applicant Contract Data

Rubbls Barney Ray Applicant ID; A0003727
Applicant Statws: Extemal Applicant Application Date: 0B0112004

Military

Contract StatusiContent ~ Contraci Clause . Sendce Information [ Frior Serace | Careet Information

Military ~ Military  Military Service 3 Pror Sarice Days .
Branch Grade  Starl Date g::-w“ Erd Leave Sobd D14 Vel Flay
1 all Al ]| [l | r ==
Savel CLRetun o Search | | Frevious tab | | G pesit 1ab |
Confract SiafusiContent | Contradl Clause | Sendce Infarmation | Prior Service | Career Infarmation
Continued on next page
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Accessions

Enter Applicant Contract Data, Continued

Procedur e (continued)

Step Action

5 Complete the fields as described below.

Note: All fields on this tab may be left blank if the member has no prior military
service.

Military Branch Enter prior Service Branch of applicant. Click the
Search icon ‘Al to lookup valid codes if necessary.
Click Look Up to display alist of valid values.

Military Grade Enter prior Service grade of applicant. Click the
Search icon A/ to lookup valid codes if necessary.
Click Look Up to display alist of valid values.

Military Service Enter prior Service start date.
Start Date

Military Service Enter prior Service stop date.
Stop Date

Prior Service Days | Enter the TOTAL number of leave days sold for all
L eave Sold periods of servicein the military.

DD214 Verified Click Check Box if DD214 verified prior service. .
Flag Note: Enter all periodsof prior service by selecting
the plussign (+) and entering a new row for each
period of prior service.

Continued on next page
Reminder! A Statement of Creditable Service (SOCS) request must be sent to PPC (SES)
whenever amember with prior service is accessed into the Coast Guard or
Coast Guard Reserve. Prior service datais entered by the SPO as part of the
accession process.
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Accessions

Enter Applicant Contract Data, Continued

Procedur e (continued)

Step Action
6 | Click on the 'Carerinformation ™, tab at the top of the screen.
Home = Devalop Warkfareg = Recrult Workdorce (GEL) = Lise = Applicant Contract Data

Contract StatusiCanitent  Conbract Glsuse  Sarvce Information . Prior Sendce | Careerinrormation

Rubbde Barmey Ray Apglicant ID; ADDD3T2T
Applcant Status: Extemal Applicant Application Date: 080172004
“Rank/Rate
*Jobcode  Descripbon Initial Sousrce Source
¥ Status
1 415096 3! Seaman |F‘9rrr ;] |'v'c| enkstment in Regular Comp ﬂ |ReuularEnln5tﬂd Mo Prior Svc ﬂ

The second part of the Career Information tab (information to the right)

Eﬂr;FtI:Imemf{‘.mmlssmn ca v YrGrp Pro Status

[oaim1rz004 [&] [ =l [Mo classific =] [+] [=]

Jobcode | Enter the code for the member's rank/rating. Click the Search icon
Al to lookup valid codes if necessary. Click Look Up to display a
list of valid values.

© Thisfield will default to the code associated with the position
number the member isinitially assigned to. For most
Reserve accessions, the Jobcode will be 4105096- Seaman,
as most Reservists are assigned to "unbudgeted reserve
positions’, which are al E3s.

Be sure to change the default code, if necessary, before saving the
Contract Data page. Accessions processed with the incorrect
Jobcode can only be corrected by PPC.

Job Codes listing (as of 8/29/06)

http://www.uscg.mil/ppc/ps/global_workforce inquiry solution/job_codes.htm

Continued on next page
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Accessions

Enter Applicant Contract Data, Continued

Procedur e (continued)

Step

Action

Rate/Rank Status

Click the Drop Down Button icon to lookup valid
codes if necessary

Perm (for Permanent) should be selected it most
cases, Direct Commission Officers (DCO) may
differ

Initial Source

Enter appropriate Initial Source. Click the Drop
Down Button icon to lookup valid codes if
necessary

Source

Enter the applicants appropriate Source. Click
the Drop Down Button icon to lookup valid codes
if necessary.

Enlistment/Commission
Date

Enter the date the member enlisted or accepted
the oath of office. In the case of delayed
enlistments in the reserve (to await IADT orders
to OCYS), use the same date as you used for the
Job Family Entry Date on the service info tab.

Category

Officersonly. Enter appropriate category for
Applicant. Click the Drop Down Button icon to
lookup valid codes if necessary

Yr Grp

Officersonly. Enter the Officer’s year group.

Pro Status

Not used for applicant.

Click 'Bs=+=l to save the contract.
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Accessions

Hire Applicant

I ntroduction

BeforeYou
Begin

This section provides the procedure for completing the Hire Applicant
portion of an accession. This page must be completed for both 'New Hires
and 'Rehires’.

Before you complete the hire applicant process you should review the
Applicant Data and Applicant Contract Data pages to ensure all
information was entered correctly. Only EmplID, in the Job Information
page, Effective date on the Personal data page, Action/ Reason and
Department Entry Date on the "Job Data" page, Department 1D on the
“Work Location” page, Salary Administration, Grade and Grade Entry
Date” on the “Salary Plan” page and “Effective Date and Benefit
Program” on the “ Benefit Program Participation” page can be changed in
“HIRE”. No other changes can be madein “HIRE”. Y ou must return to
“Applicant” to make any other corrections.

Also, be aware there are additional steps required to complete an accession
when amember enlists but does not report for duty on the same day as
enlistment. In these cases you must change the effective date on the
Personal Data page (see step 4 below). Change the Department Entry Date
on the Work Location tab (see step 5 below) and account for the travel time
on the reporting endorsement on orders transaction. This does not apply to
OCS candidates, DCOs, SELRES ROCI Candidates and delayed entry
program recruits, who are accessed in a Reserve Inactive Status to await
the start date of their training.

If the member isareservist on Initial Active Duty for Training (IADT),

you must create IADT orders.

***VERY IMPORTANT***

Once the SPO has reviewed and approved the Accession, it isimperative

that ALL databe verified correct on the same day.

e |f erroneous data is discovered, submit a PPC Customer Care Trouble
Ticket immediately, annotating what data fields are incorrect and what
the data fields should read. Once you have received the auto
confirmation e-mail with your ticket number, call Customer Care so that
immediate action can be taken.

Reviewing the data and alerting PPC of errors on the same day is important

because PPC can correct the accession prior to the data loading into

JUMPS. If errors are discovered after the Accession has processed into

JUMPS, corrections are much more difficult and will lead to several weeks

of pay problems for the member.

Continued on next page
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Accessions

Hire Applicant, Continued

Reminder
@ I this member is changing components (e. g. Reservist who is enlisting
in the regular Coast Guard), did you remember to approve and save the
discharge transaction before you began the Hire Applicant process?

Procedure Follow these steps to compl ete the hire process.

Step Action

1 Select menu itemsin the following order:

Home> Develop Workforce.>Recruit Workforce (GBL)> Use> Hire Applicant

2 The Add a New Value window displays.

Home = Develop Workforce = Recruit Worlkforce (GBL) = Use = Hire Applicant

Hire Applicant

Add a New Value
App|icant|D:|,l|xuuna?2? =Y

Add

Enter the Applicant ID number and click the Add button.

Note: If you receive an “Invalid ID/No Matching Values found” error message, go
back through the applicant data sections and ensure all the steps were compl eted.
If you are not able to save the Applicant Contract data, clear all the fields on the
Career Information tab with the exception of the Job Code.

3 The Hire Appl [ cant page displays:

[ Apolics it L

Rublkée Bamey Ray Applicant 10 ADOD3TZT
Applicant Sialus: Esternal Applicant Application Dape: 0801:2004
Job Req
Position: DepeiD; o0& RUITTRACEN
Businass Unit Job Code: 09 M
O Wae Emglopes 10 specified
 Automatic EmpliD Assigiement
I
| Farzonal I lok Data Ernglen t Eamings Diptribut Progs i |
|~ Bpasd|

Continued on next page
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Accessions

Hire Applicant, Continued

Procedur e (continued)

Step

Action

Ensure the "Automatic Emplid Assignment” radio button is marked if the
applicant has no prior Coast Guard service (active, reserve, civilian or auxiliary).
The default setting for thisfield is "Use Employee ID specified”, you will need to
changeit to "Automatic Emplid Assignment" if the applicant has no prior Coast
Guard service (active, reserve, civilian or auxiliary).

If the applicant has prior Coast Guard service (active, reserve, civilian or
auxiliary), you would leave the "Use Employee I D specified" radio button
marked and enter the employee ID number in the Emplid field.

@Warni ng: If the person you are accessing has ever been a member of the Coast
Guard, Coast Guard Reserve, Coast Guard Auxiliary, NOAA Commissioned
Officer Corps, or acivilian employee of the U. S. Coast Guard, they already have
an Employee ID number. Mark the 'Use Employee ID specified' radio button and
enter the person's Employee ID number in the EmplID field.

' Use Employee ID specified
" Automatic EmpliD Assignment

EmplID: |‘123455?’

Click on the Personal Data link at the bottom of the page.

Home = Deyalop Wiorktaros = Recryll Wondoecs (GEL| =Lz = Hirg Applcant L

Applicart |~ fame Y hodess  Personal Prosie  Enginiiiidemiy | Physical Ghar
D MHEW Employes

viow A Fi LFl Last
“Eftoceme Date; DB 12004 (5] E=]

Format Using:  [USA G Unifed Stales
DRG T r-_.----:-
Prefix: r

FirsiWame;  [Bamey | wode: R
Last Raime: Rutble Saiffix: 4
| “Marital Status; [ Single 2 | s of Hire
[r‘eusmal C:ala Job Dt Emplinent (alg Eammings Lastibation Benefits Program Famcipaton |
B zava) (8 Puvioes tab | |5 Maod k) Mead)

Applican | Mame | Address | Personal Profile | Eligibilitdidenis; | Physical Char

Continued on next page
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Accessions

Hire Applicant, Continued

Procedur e (continued)

Step

Action

The Personal Data component will display.

A. Locate the Effective Date field on the Name tab. Y ou must change this

date to the date the member enlisted or signed the oath of office. It will
default to the current date or the application date. Additionally, if the date
the member reported for duty is not the same as the enlistment/accession
date, and thisis not areserve accession (which includes OCS, and ROCI
candidates), you must change the Department Entry Date (see next step
below) and account for the delay in reporting in the endorsement on orders
section. Seethe instructions at the end of this procedure for more
information.

. Review the data on each of the five tabs (Name, Address, Personal Profile,

Eligibility/lIdentity and Physical Char.). Keep in mind that no changes can
be made (other than the effective date on the name tab). If an error is
discovered you must exit the Hire Applicant section (without saving) and
return to Applicant Data to make any corrections.

5 After you have reviewed and verified Personal Data, click on the Job Data link

at the bottom of the page.

Rubile Barney Ray

Employee Status:
“Efectivg Dt

AR

Empioyes

Diste Creaped: 081172004
0am27004 Fl Efective Sequence: |0

IDx MEW

Empl Reas; 0
i A

==

= Jab indicator:| Prmary Job b

"Regulatory Region; rL'B- Ql

Action [ Reasorc  |Hire =] Q)
Curren|
PosiSon Mumber: |DOD2E0EZ G BASIC RECRUAT Position Emry Date: [premnzacos [
Umited Stabes

Actve Cogsl Guand Emplayeas

See Enclosure (3),
Accession Tips,
Problems and Error
Messages if member
will be TEMDU

En route to first their
first PDS. You'll need
to change the
Department 1D on the

Applicand | Waork Locstion | Job indgrmaticn | Satary Plan

"Business Unit: |'-C'.T§--:-3 et} 41 U5 Coast Suard Unils A
“Deparmant: CHE Y RECAUIT B43IC TRAMING Department Entry Date: [02/02:2004 [ WC.)I"k LEZNEn DT
facilitate the
Location: fsie 4l ooTRaceN temporary duty en
Supervisor iD: Q) route.
I Parsonal Diata Jab Data Emplovwmian Data Eamings Dishribubion Banafils Program Parbopalion |
Eave] | Foevicus fab) [ W 12t L

Continued on next page
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Accessions

Hire Applicant, Continued

Procedur e (continued)

Step

Action

The Job Data component will display
A. The Effective Date will match the date the member enlisted or signed the oath
of office (same as 4a above):

Employee Status:  Active

*Effective Date: |'“:'J"1 82004 il
B. If thisisanew hire (The Automatic Employee ID Assignment radio button
was checked in Step 1), the "Action/Reason fields will default to "Hire" for
the action and blank for the reason.
If thisisa Rehire (The Use Employee ID specified radio button was checked
in Step 1), The Action/Reason fields will default to "Rehire" and "REH" in
the reason field as shown below:

Work Location

Employee Status:  Active Date Created: 10/13/2004
*Effective Date: |'1 0i18/2004 Effective Sequence: |':' * Job Indic
Action | Reason: | Rehire ﬂ |REH Q] Rehire

C. The Department Entry Date will default to the date of enlistment. If there'sa
delay in reporting and thisisaregular accession (not areserve accession)
changethisdateto the date the member reported for duty. Failureto
correct this date will cause the Endorsement on Orders transaction to be
created with the wrong effective date.

*Department: [oose78 Ql CGPSU 312
Department Entry Date: |'1':'J"18f2'304 B

Q Note: If you are completing an accession of a Reserve member, into an
inactive status, thereis no delay in reporting. The member is accessed directly
into the Coast Guard Reserve and assigned to a department on the date of
accession. Any travel time or other delay in reporting for active duty will be
recorded on the Reserve IADT or EAD orders.

D. If thisisarehireimmediately following adischarge (e. g. Member discharged
from Reserve and Enlistsin Regular CG next day), change the Effective
Sequence number field to 1. The discharge transaction will place arow in job
data with the same effective date.

Effective Sequence: |1

Continued on next page
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Accessions

Hire Applicant, Continued

Procedur e (continued)

Step Action
Employos Status:  AChE Date Created: 12202004 l]LI
*Efleciive Date 252004 (B evective Sequence: |1 * Job inglicaior; PAMEn Job v
Action [ Reasone | ehire v | REH R Rahwe

Changing the Effective Sequence number will allow you to save the rehire without

this error:
|' %]

': Drata being added conflicks with existing data, (18,2}
L

‘when adding & new item to the database, the system found a conflicting item already
exists,

This problem can happen if another user has entered similar information at the same
time as vou, Mote the changes you have made, cancel the page, then retry wour
changes.

If the problem persists, it may be because of an application or other programming errar
and should be reported to technical support skaff.

This error occurs when the keys on the record being inserked match & record that is

already in the database. The application must ensure that each inserted record has
unigue keys.

If you continue to receive this error, even after changing the Effective Sequence
number, view the member's job data (Administer Workforce > Administer
Workforce (GBL) > Use > Job Data) (ensure the "Include History" checkbox is
marked) and check the Effective Sequence number on the most recent entry. If
there's already arow using number #1, then change the row in this step to #2. If
there's already a#2, use #3, etc.

If you are hiring the member to alocation other than the unit that’s specified on
the accession authorization (PCS Orders on the Airport Terminal), (e.g. “TEMDU
En route”) change the department ID to that of the unit where the member’s active
duty will begin. See Enclosure (3) for more information.

[*Departmem: {00750 Q) ] CG GP PORT ANGELES

Continued on next page
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Hire Applicant, Continued

Procedur e (continued)

Step

Action

After you have reviewed and verified the Work Location tab, click on the Job
I nformation tab

> DEvlop Wocklores » Becrull Worksaice (GBEL) > Use » Hire Applicant

Mgplicari Weak Loealion { Joo rsimaton '\ Salary Plan

I MEW Empl e O

Job Indicator;  Primany Job

ENective Date: 1012004 ENective Sequence: [
Action | Reason: Fire )
Cument
*Job Code: 415098 4 Seaman Recruil Entry Date: 10012004 | £
“Requiar Temporary: | FEQUlET % FullPari: Full-Time
Empl Class: Regular ¥ “Officer Code: | Mong o
*Requiar Shift: v ! Shift Rates
Stanclard Hours: 40.040 FTE:
Work Period: W Q4  weeky
Contract Humber: Qf Coniract Type:
b B2 ysa
| Ferganal [ists Job Data Emplovmant Data Eamings Disibution Benstis Program ?'mrl::;l_wn:_l"'l

There are two fields on this tab that will need to be changed from their default

values depending on the type of accession:

1. Job Code

2 Entry Date

1. The"Job Code" isused to set the member's rate/rank & paygrade. It will
default to the rate/rank associated with the Position 1D/Job Requisition
number entered on the Requisition Tab of the Applicant Data page. This
field will need to be changed to reflect the member's rate/rank at the time
of accession (Example: Member is authorized enlistment as a SN/E3 vice
SR/EL or areservist enlisting under the RX program as a PS2 but assigned
to an unbudgeted position, which are all SN/E3 billets).
Follow these steps to lookup and enter the correct Job Code:

A. Click the lookup icon I next to the Job Code field.

B. The Lookup Job code search page will display
Lookup Job Code

SallD) AUSCG
Job Code |
Description
Decupational Series: 4
Cfficial Posilion Tille:
Cookup | [ Clear | [Cancel | Basic Lookup

Continued on next page
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Hire Applicant, Continued

Procedur e (continued)

Step Action
6 C. Enter part of the name of the rate in the description field and click the
L ookup button.

(Example 1: Searching on thefirst word of the rate name)
Lookup Job Code

SetlD: AUSCG

Job Code: |__|
Description: E_Sﬂm@
QOccupational Series:[:gq

Official Position Title:|

| Lookup | | Clear | | Cancel | Basic Lookup

Search Results

475098 Seaman (blank} i
478097 Seaman ApprMarine Science Te  (blank) l
415097 Seaman Apprentice (blank) [

(Example 2: Using the % character. See Search Tipsfor more
information).

Home = Develop Workfarce = Recruit Workforce (GBL) = Use = Hire.

Lookup Job Code

SetlD:; AUSCG

Job Code: ' [

Description: IE&J_LIE i
Cccupational Series:{:!ﬂ

Official Position Title:|

| Lookup | | Clear | | Cancel | Basiclookup

Search Results

1of1

Job Code Description Occupational Series Official Pog

000097 Lieutenant Junior Grade (blank) blank)

Continued on next page
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Hire Applicant, continued

Procedure (continued)

Step Action

6 D. Select the correct rate/grade from the search results
E. You will be returned to the Job Information tab and the Job Code field will
reflect the choice you selected from the search results

*Job Code: -_415095 @) seaman

F. A listing of Job Codes (as of 8/29/06) is available at

http://www.uscg.mil/ppc/ps/global_workforce_inquiry_solution/job_codes.htm.
2. Entry Date:

A. The Entry Date is used to set the member's effective date of pay grade.
The Entry Date defaults to the effective date for the accession as entered in
Step 5 above.

B. If this is a rehire with no break in service (e.g. Discharge to Immediate
Enlistment) you must change the Entry Date to the effective date of
advancement to present pay grade for the rating in which presently serving.
This can be determined by accessing the member's job data (Administer
Workforce > Administer Workforce (GBL) > Use > Job Data) in "Include
History (by checking the I include History box or clicking '@k Hstery] pyittop) *
mode and locating the effective date of the most recent row with the
Action / Reason of "Promotion / NCP - Normal Career Progression”

C. Ifthisis arehire with a break in service of three months or less. The
member retains their date of rate/grade (Job Code entry date) from their
previous enlistment in accordance with 3.A.14.b.(4).(a) Enlisted
Accessions, Evaluations and Advancements (COMDTINST
M1000.2(series)). Therefore, you must change the Entry Date to the
effective date of advancement to present pay grade for the rating in which
presently serving. This can be determined by accessing the member's job
data (Administer Workforce > Administer Workforce (GBL) > Use > Job
Data) in "Include History (by checking the I incluge Histary box or clicking
Arente istov] 1y 1tt0) " mode and locating the effective date of the most
recent row with the Action / Reason of "Promotion / NCP - Normal
Career Progression”.

D. For a Reservist, who is enlisting in the Coast Guard (AD), this date must
be constructed in accordance with 3.A.14.b Enlisted Accessions,
Evaluations and Advancements (COMDTINST M1000.2(series))..

Continued on next page
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Hire Applicant, Continued

Procedur e (continued)

Step Action
6 In the exampl e below, the effective date of the member's advancement was
06/01/1998.
_n_::_. QG.D\'.C: CGleb  Job - Job Lt Bayroli Galary Pran v

Dioa, John, J Empioyres o 1234567 Empl Rcar: 0
i

worys O | asi
Employon Status:  ACihe Divie Croadod: 06/07/1303 +]l=
“Efuctie Date: 080111898 | &) eHoctive Sequence: |0 + Joh incicator: | Frimary Job "

Ackion | Reason; | FTOmoEDS w ! |NCPQ) Mormal Caress Progressior
Ltinka

The pay grade is shown on the Salary Plan tab, make sureit is correct change if

necessary!.
|eioms > Agrnesis: Workiones = Administr Woakfoos (GBL) + Use > Job Datn Do Winedow
| - Werk Location C& Dty TG Job Job 364 Job [abor “Fagoll 5 Saian Pian \ ¥
w. dohn, J Empicyes o: 1234567 Empl Rogw: O
Effective Date: LSl ] Effeciive Sequence o Job ndicator:  Primary Job
ACTon | Resnon: Proemialion Nuormal Careel Progression
Hishor,
Salary Administrason EML QA grade: Es G Grade Entry Dala
Pran: Po——
Siep el Step Eniry Date oamineas

7 Click on Salary Plan tab link.

1. Veify the Salary Administration Plan field: If you are completing an
accession on an officer who has four or more years prior enlisted service
YOU MUST click on the Salary Plan tab and set the Salary
Administration Plan field to "OFE" (Officer with Prior Enlisted Service)
and the Grade field to O1E, 02E or O3E (ENS, LTJG or LT with 4 or more
years enlisted service).

2. Verify the Gradefield. If must reflect the member's pay grade. Change it
if necessary, then go back to the Job Code field on the previous tab (step 6)
and verify you used the correct code. The Job Code field should have set
the paygrade correctly for other than officers with prior enlisted service.

3. Verify the Grade Entry Datefield: The Grade Entry Date will default to
the date of the accession unless the Entry Date field on the Job
I nformation tab is changed per the directionsin Step 6 above. If thisisa
rehire with no break in service, change the Entry Date on the Job
Information tab before completing this step.

Continued on next page

VIII-3-48 CH-2 Hire Process



Accessions

Hire Applicant, Continued

Procedur e (continued)
Step Action
7 Homg > Devalop Workforos = Bgcnuit Workiarcs (GEL) > Lse > Hire Appiicant

i Hpplicant ' Work Location " Job Infarmation ;™ Salar; Plan |

Rubbie Bamey Ralph

i NEW EmplRcas: 0

view

Efactive Date: 1000172004 Effective Saquence: o Job indicator:  Primary Job
Action | Reason: Hire
Salary Administration |(OFE 4|  Grade: 02E 4 Grade Entry Date | 1000172004 ]|
Plan:

Slep: gl Stap Entry Data @

8 After you have reviewed and verified Job Data, click on the Benefits Program

Participation link at the bottom of the page.
[GRERy ene Fropram Pamapaton |

Rubdle Barmey Ray

m: NEW Empl Acds: O
Benefil Record Numbaer: b Deductions Taken; Doduction Ueduction Suhsed I
Effective Date: OBDZ2004 Effective Saquance: o
Action | Reason: Hirg
Current
“Benafiis Sysiem: | Bensti: J Benefits Employee Siatus: ACONVE

Benefit Program Paricipation

“Effective Date *Benefit Program Currency Code ==
i} al
I Persanal Diata Job Ciata Emplaymernd Daty Earnings Distribalion Benafila Programn Participalion |

There are two fields you must complete on this tab (shown below):

*Effective Date *Benefit Program

L B [«

A. If thisisarehire you must click the =] button to insert anew blank row.

B. Enter the date of the member's enlistment/accession in the Effective Date
field.

C. Enter "CGA" in the Benefit Program field.

Continued on next page
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Hire Applicant, Continued

Procedur e (continued)

Step Action

9 After you have entered the effective date and benefit program on the Benefit
Program tab click the Applicant tab

@ If this member is changing components (e. g. Reservist who isenlisting in
the regular Coast Guard), did you remember to approve and save the
discharge transaction before you began the Hire Applicant process?
Click the Save button.

Click OK to acknowledge the warning message (It isnot applicable to
enlisted or officer accessions).

™ >

Home = Develop Woerlkforce = Recruit Worlkdforce (GBL) = Use = Hire Applicant

Warning — Compensation Rate is zero. (1000,31)
Either the action is Hire orthe Compensation Rate has been changed to zero.

If zero is correct, leave as is. Otherwise, enter a Compensation Rate.
[ oK || cancel |

C. You'l also see aWARNING message regarding the need to account for
any delay in reporting on the accession orders. Disregard the warning if
you are completing the accession for a Reservist (including OCS
candidates, DCOs and delayed entry program recruits, who are accessed in
a Reserve Inactive Status to await the start date of their training) or if an
active duty member is accessed into the Coast Guard and reports for duty
the same day.

D. If thisis'New Hire' (e.g. The Automatic Emplid Assignment” radio
button was marked.) make note of the Employee ID number assigned to
the member.

The system generated Employee
ID number will appear here after
you save the Hire Applicant page

© Applicant \‘_

Flintstone, Fredrick William

Applicant Status: External Applicant 200735

Continued on next page
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Hire Applicant, Continued

Procedur e (continued)

Step Action

10 | If therewasadelay in reporting (e.g. Member did not report for duty the same day
he or she enlisted ), you must access the endorsement on orders and account for
the delay. Continue with the steps below to access the orders and endorsements. If
you are completing an accession of a Reserve member, into an inactive status,
thereisno delay in reporting. The member is accessed directly into the Coast
Guard Reserve and assigned to a department on the date of accession. Any travel
time or other delay in reporting for active duty will be recorded on the Reserve
IADT or EAD orders.

If the member isareservist on IADT, you must create the IADT the orders and
enter the accounting data and TONO provided on the member's original recruit
travel order. Continue with the steps below to access the reserve orders
component.

If the member isnot areservist on IADT/EAD or reported for duty on the same
day as he or she enlisted or accepted the oath of office, you have completed the
Hire process and may exit the application.

What to doif ***\VERY IMPORTANT***
anerror is Once the SPO has reviewed and approved the Accession, it is

discovered after jmperative that ALL data be verified correct on the same day.
completing

Hire Applicant o 1 erroneous datais discovered, submit a PPC Customer Care

Trouble Ticket immediately, annotating what data fields are
incorrect and what the data fields should read. Once you have
received the auto confirmation e-mail with your ticket number, call
Customer Care so that immediate action can be taken.

Reviewing the data and alerting PPC of errors on the same day is
important because PPC can correct the accession prior to the data
loading into JUMPS. If errors are discovered after the Accession has
processed into JUMPS, corrections are much more difficult and will
lead to several weeks of pay problems for the member.
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Delay in Reporting

I ntroduction

This section only applies to members on active duty who may have a
delay in reporting to their first unit or training site following
enlistment, e.g. Member enlistsin Hawaii and reports for recruit
training at TRACEN Cape May the day after enlistment. Do not
confuse this situation with “TEMDU En route”, which is covered in
Enclosure (3). This procedure is only used to account for additional
travel time.

Q Note: If you are completing an accession of a Reserve member, into an inactive
status, (including OCS candidates, DCOs and Delayed Entry Program (DEP) recruits,
who are accessed in a Reserve Inactive Status to await the start date of their training)
thereis no delay in reporting. The member is accessed directly into the Coast Guard
Reserve and assigned to a department on the date of accession. Any travel time or other
delay in reporting for active duty will be recorded on the Reserve IADT or EAD orders.

Procedure

Follow these steps if the member did not report for duty on the same
day as enlisted/accessed: (Note you must also set the correct dates on
the Personal Data and Job Data pages as described in Steps 4 and 5 of
“Hire Applicant” before completing the endorsement on orders.

Note: This procedure must be completed by a user with the
CGHRSUP (SPO Supervisor) role. It should be carried out after
completing the Hire Applicant procedure.

Continued on next page
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Delay in Reporting, Continued

Step

Action

Navigate to the PCS Orders component, enter the Employee ID number, and

click the Search button.

Home = Administer Workforce = Track Global Assignments (GEL} = Use = PCS Orders

PCS Orders

Find an Existing Value

EmpliD: |2000959|
Empl Red Nbr'l
Sequence: I

Name:; [

Last Name: |

SeliD |
Department | ﬂ

National ID: |
" Case Sensitive

| Search | | Clear | Basic Search

Click the Depart/Report Mbr tab
rl' Travel Orders DEpamEIepar Mo

Emplil; 2000959 Guy New Gane
Dept: DDE1S0 RECRUIT BASIC TRAINING
Job Cose: 415095 b=t
Location: MJOME CGTRACEN CAPE MaY
Posion: D00Z5052 BASIC RECRUIT

Empl Class: Regular

Continued on next page
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Delay in Reporting, Continued

Procedur e (continued)

Step

Action

Locate the 'Original Departure Information’ block and change the Actual
Depart Datefield to the date of the member's enlistment/accession (it will
be filled in with the Effective date you entered on the Name Tab of the
Personal Data component in step 4 of the Hire Applicant instructions above).

Est. Depart Date: (08/02/2004 Est. Report Date: 08n
Transfer Authornty: Orde
Duty Type: Active Duty
Departing Department. 006150 RECRUIT BASIC TRAIMING
Actual Depart Date: [ps/02/2004 ] Departing Approval
In this example, the member enlisted on 08/01/04 and reported for duty on
8/02/04. The Actual Depart date field defaulted to 8/2/04 (the date the member

reported for duty). The correct date should be 08/01/04 (the date the member
enlisted), as shown below:

Actual Depart Date: IUBIDM’EDU&# @ Ceparting Approval

Locate the 'Authorized Delay Enroute’ block and enter dates and a reason for
the delay.

Beqgin Date End Date Delay Enroute Days

| 2] 2] 3 EE

In this example, the member enlisted on 08/01/04 and reported for duty on
08/02/04. The date of enlistment isa day of duty, we will enter 08/02/04 as

aday of travel time to account for the delay.
e TheEnd Date field must always equal the reporting date.

Authorized Delay Enroute First 4] 10

Begin Date End Date Delay Enroute Days

[osi02r2004 [ [oar02200¢ (3l [EERGCANNNNRNRN ] 1 [+ (=]

Y ou can use the [+]1 (add row button) to insert another row for a different type
of delay if necessary.

Click B2+ The system will generate endorsement on orders transactions.

Hire Process CH-2

VIII-3-55



Accessions

This page left blank intentionally

VI1II-3-56 CH-2 Hire Process



PPC SPO Manual
Part VIII, Accessions

Chapter 4, Post Hire Processing

Chapter Overview

Introduction This section provides procedures, primarily for TRACEN SPOs, for
compl eting transactions to record a new accession’s pay entitlements.
Other SPOs, processing accessions for members with a break in
service, can use these procedures as well.

Inthischapter  The following topics are covered in this chapter

Topic See Page
Tax Data Information VIliI-4-3
Payment Option Election VIlil-4-21
Creating IADT Orders V111-4-25
Pay Entitlements for New Hires VIII1-4-29

Note: Effective 21 July 2011, you ho longer have to wait aday after completing the Hire Applicant before the system will allow you
access to the new member’ s entitlements. Pay entitlements, pay delivery option, and tax withholding may be entered anytime
after the Hire Applicant is approved.
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Tax Data Information

Introduction This section provides procedures for recording employee tax data for
NEw accessions.

About theTax  The Employee Tax Data page has five tabs for data entry.

Data

Component { Federal Tae Data |y Federal TanDatad ~ Federal TaxData 3 Bfabe Tax Data 1 Stabe Tax Dala 2

The usage of each tab is described below.

The Federal Tax Data 1 tab is used for the input various types
of federal tax information including Special Tax Withholding
Status, Tax Marital Status, Withholding Allowances and
Additional Withholding.

The Federal Tax Data 2 tab is used for Earned Income Credit.
The Federal Tax Data 3 tab is used for the input of Foreign
Country for Non Resident Aliens (Coast Guard A cademy
Cadets only).

The State Tax Data 1 tab holds State of Legal Residence,
Specia Tax Withholding Status, State Withholding
Marital/Tax Status, Withholding Allowances and Additional
Withholding.

The State Tax Data 2 tab is used for specia rules that apply to
Mississippi.

Timing Prepare an employee federal tax data transaction when a person:

Becomes a member of the Coast Guard, Coast Guard Reserve,
NOAA Commissioned Officer Corps or is accepted as a cadet
at the Coast Guard Academy.

When submitting this transaction as part of an accession,
ensure the effective date is the same as the accession date and
the transactions, including a Payment Option Election, are al
submitted in the same JUMPS update cycle.

Continued on next page
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Tax Data Information, Continued

Supporting
Documents

Special
Reporting to
IRS

State Taxes

Changein State Tax Information must be supported by the following.

e Employee's Withholding Allowance Certificate (IRS Form W-4).

e State of Legal Residence Certificate (DD-2058 (CG)), or DD-2058-
2 (for Native American State Tax Exemptions)

e Certificate of Nonresident Alien.

e Appropriate state tax income tax form.

Regulations, issued by the Treasury Department, eliminated the
requirement that employers send copies of potentially questionable
Forms W-4, Employee's Withholding Allowance Certificate, to the
IRS. The new regulations took effect on April 14, 2005.

In the past, employers had to send to the IRS any Form W-4 claiming
more than 10 allowances or claiming compl ete exemption from
withholding if $200 or more in weekly wages was expected.

Forms W-4 are still subject to review by the IRS. However, employers
will no longer have to submit them to the tax agency, unless directed
to do so in awritten notice to the employer or pursuant to specified
criteria set forth in future published guidance.
e Members claiming exemption from federal withholding must
fileanew IRS Form W-4 each year by 15 February.
e Members claiming more than 10 withholding allowances from
federa withholding must file anew IRS Form W-4 each year
by 15 February

The two charts in the Personnel and Pay Procedures Manual,
PCSCINST M1000.2(series), State Tax Listing Pages 8-B-3 to 8-B-9
are helpful in explaining withholding requirements and providing
useful state address information. This table is meant to supplement
and add to, not replace, those charts.

The focus of thistableis to categorize states by their processing
similarities and provide an understanding of how each category should
be treated when establishing or changing a member’ s state income tax
information in Direct Access.

Continued on next page
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Tax Data Information, Continued

State Tax Categories:

Category 1 --
States With No
Income Tax

The following states do not have a state income tax:

Alaska (AK) South Dakota (SD)
Florida (FL) Texas (TX)
Nevada (NV) Washington (WA)
New Hampshire (NH) Wyoming (WY)

Direct Access procedures:

When establishing or changing state of legal residency to one of the above
states, enter only State Code, ignoring Marital Status and Number of
Exemptionsfields. Their default values will not be passed to JUMPS.

| 'Siate: fFL 4l Mo State Withholding
| ¥ Resident r ™ ulJurisdiction
= Hone " Examgt and do nol withhold tae O Native Aimerican

T Mamtain gross taxabbe; SWT will be zero unless specified in "Additional Withhobding” below

Marital $tatus: |1_ Q) Single or mamed claim single
[ Wwithileoldding Allowarnces: Ll
Amount; & & I Letter Recehed
Pl cetilane: I_- Lt Oy Albowwaicas: l_

Continued on next page
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Tax Data Information, Continued

Category 2 -- The following states (and U.S. Territories) have a state income tax but do not
StatesThat Do have an agreement with the Department of Treasury to withhold state income
Not Have an taxes from a military member’s pay:
Agreement to
Withhold lllinois (IL) American Samoa (AS)

Michigan (MI) Guam (GU)

Tennessee (TN) Virgin Islands (VI)

West Virginia (WV)

Direct Access procedures:

When establishing or changing state of legal residency to one of the above
states, enter only State Code, ignoring Marital Status and Number of
Exemptionsfields. Their default values will not be passed to JUMPS.

Example Direct Access State Tax Data 1 Page for state with no agreement:

State Info. [ view sl e [ 404 [B] 5
“Blate: IT 9 Graduatad Tax This-Allowances
¥ Resident 1] T ul Jurisdiction
% Monw: 7 Exeangt ane do not withhold tax I Nathoe A ican

7 Maintain o 055 Tacabibe; SWT will ba 2ot unless spocifisd i “Additional Witldholdng bilow

Maital Status: |7 |4 Single or married claim single

Continued on next page
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Tax Data Information, Continued

Category 3 --
States With
Military
Exemptions

The following states (and U.S. Territories) have a state income tax and have
an agreement with the Department of Treasury to withhold state income taxes
from amilitary member’ s pay, but have conditions which allow a member to
claim exemption from paying those taxes. See PPPM 8-B for an explanation
of the required conditions.
Arizona (AZ) New Jersey (NJ)
California (CA) New Mexico (NM)
Connecticut (CT) New York (NY)

Idaho (1D) Ohio

Minnesota (MN) Oregon (OR)

Missouri (MO) Pennsylvania (PA)

Montana (MT) Puerto Rico (PR)
Vermont (VT)

Direct Access procedures:

When establishing or changing state of legal residency for a member who
meets the exemption conditions, enter State Code and indicate “Exempt and
do not withhold tax” in the Special Tax Status field on State Tax Data 1 page,
ignoring the Marital Status and Number of Exemptionsfields. Their default
values will not be passed to JUMPS. No state wages or taxes will be reported
to JUMPS.

When establishing or changing state of legal residency for a member who
does not meet the exemption conditions, enter State Code, Marital Status, and
Number of Exemptions. Special Tax Status block on State Tax Data 1 page
must indicate “None”.

Members who claim one of the above states (for Puerto Rico see specia

rules) are automatically subject to state income tax when they are stationed
inside that state/territory. After areporting endorsement processes in JUMPS,
aDirect Access tax event must be completed (either by member self-service
or SPO) if the default values (single and zero) are not acceptable to the
member.

Continued on next page
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Tax Data Information, Continued

Category 3 -- Example State Tax Data 1 Page, member entitled to exemption:
States With
Military [ *state: [ca &l Geaduated Tax Tols-Allowantes
Exemptions | ¥ Resident = I ul Jurisdiction
(Cont’d) : atus
T Hona 'F'Exallq.rﬁ amnel alo ot waithieole tas " Hative American
T Maintain gross laxable; SWT will be zero unless speacifiad in *Additional Withhalding' below
Marital Status: |1_gj Single or married claim single
Example State Tax Data 1 Page, member not entitled to exemption:
“Slate FZT 9 Graduated Tax This-Alowances
W Risiden & ™ A Jumisdiction
ﬁ'.lﬁ:nm: I~ Exetmngt amnd do not willilislltax T Matbse Ainetican
7 Maintain gioss taxalshe: SYWT will be 2600 inless specified in " Rdditional Withlolding' below
Marital Stomes: |1 '3 Single of rmarred claim singla
Hrlmilmg ARDWANCESET r
Aapound; | & [ [T Letter Racehad
PF_rFH.M'lgq: | | ||||rf_' iy Alpwances I—
Category 4 -- The following states have a state income tax and an agreement to withhold
States With state income tax from a CG member’ s pay:
Agreements
Alabama (AL) Indiana (IN) Massachusetts (MA)  Oklahoma (OK)
Arkansas (AR) lowa (I1A) Mississippi (MS)* Rhode Island (RI)
Colorado (CO) Kansas (KS) Nebraska (NE) South Carolina (SC)
Delaware (DE) Kentucky (KY) Utah (UT)
Digtrict of Columbia(DC) Louisiana(LA) North Carolina(NC)  Virginia(VA)
Georgia (GA) Maine (ME) North Dakota (ND) Wisconsin (WI)
Hawaii (HI) Maryland (MD)
Continued on next page
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Tax Data Information, Continued

Category 4 -- Direct Access procedures:

States With

Agre?ments When establishing or changing state of legal residency, enter State Code,
(cont’d) Marital Status and Number of Allowances.

* For residents of Mississippi, enter State Code (MS) and ignore the values
in the Marital Status and Number of Exemptions fields. Enter adollar
amount in the Annual Exemption Amount block on State Tax Data 2 page.

Example Direct Access State Tax Data 1 Page for State With Agreement to

Withhold:
& Init Find | View Al |« [{] 1011 [M
Sl IKE gl Graduated Tax This-Allowances
W Resident = ™ Jurisdiction
= None T Exormipt aindd do not withbold tax O Native Ainerican

© WMairitain gf 055 taxable; SWT will be zero unless specified in "Additional Witlihokding below

Maiital Stalis: |'."z"“ a Eingle Haad of Household
Withlokding Allowances: 3

Example Direct Access State Tax Data 2 Page, member resident of Mississippi:

Fing [ Wiewall = [ 4001 [B] =

Adull Allowances:
% of Federal WH: | Annmial Exemyption Amt: 15?-':":”:'
(AT CInhy (M5 0Nl

Retirement Plan T
SIH Status; N = (PR Only)

W Exemngt From SUT
Disabiity Unemployment Plare | SlaleiState =l

Continued on next page
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Tax Data Information, Continued

Category 5 --
Special State
Tax Treatment
for Native
Americans

Category 6 —
Residents of
Puerto Rico

There are special procedures for eligible Native American service members
who claim exemption from state tax withholding. Exemption is recorded by
clicking the Native American tab in the Special Tax Status field on State Tax
Data 1 page. The Marital Status and Number of Exemptions fields should not
be completed; their default values will not be passed to JUMPS. No state
wages or taxes will be reported to JUMPS.

Residents of Puerto Rico on active duty are subject to federa or state income
tax withholding depending on their assignment in or outside of the 50 United
States. The table below shows which tax isto be withheld based on the
member's assignment.

If the member is assigned to duty [Then

in the US (one of the 50 states) only federal income tax is withheld
Member is exempt from state tax withholding

outside of the US only Puerto Rico tax is withheld
Member is exempt from federal tax withholding

When a member who claims Puerto Rico as the state of legal residenceis
stationed outside the United States, the SPO shall:

1. Submit a State Tax transaction. Ensure that "PR" is shown as the State of
Legal Residence and that the "Exempt and do not withhold tax" radio
button field denoting exemption from state tax isNOT marked (member
is not exempt). Ensure the fields for Marital Status and No. State
Exemptions Claimed are completed on the transaction.

Note: The State Tax Transaction will automatically stop any federal tax
withholding the member has. If the member wants both federa and Puerto
Rico taxes withheld, the SPO shall submit afederal tax transaction (in
addition to the state tax transaction).

When a member who claims Puerto Rico as the state of legal residenceis
stationed back in the United States, the SPO shall:

1. Submit a State Tax transaction. Ensure that "PR" is shown as the State of
Legal Residence and that "Exempt and do not withhold tax" radio button
field is marked denoting exemption from state tax.

2. Submit aFederal Tax transaction to begin federal withholding.

Continued on next page
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Accessions

Tax Data Information, Continued

Procedure Follow these stepsto record a new member’ s tax data.

Step Action

1 |Select menu itemsin the following order:
Home > Compensate Employees > Maintain Payroll Data (US) > Use >
Employee Tax Data

2 |A search page will appear. Enter the member's employee ID number or other

search criteria (see Employee ID Search Tips) and click the 2222581 button to
select the member you wish to display.

@When choosing a member from the sear ch results, please be sureyou
are choosing the person you actually want to change data on. Verify the

employee I D or national 1D before making any changes. Also, since one

member can have multiplerecordsif they're both a Regular or Reserve

Member and an Auxiliary Member or Civilian Employee, please be sure
you ar e selecting the correct Employee Classification.

3 |The Employee Tax Data page will open, the Federal Tax Data 1 tab will be
displayed.

The Federa Tax Data 1 tab isused for the input various types of federal tax

information including 'Special Tax Withholding Status, 'Tax Martia Status,
Withholding Allowances' and 'Additional Withholding.

Continued on next page
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Accessions

Tax Data Information, Continued

Procedur e (continued)

Step Action
4  Choose the appropriate tab for the type of tax change and complete the fields as
described below.
Description/Instructions
Effective date | The date defaults to current date. This date may not be future dated
Special Tax |This field defaults to None. Change it to "Maintain gross option if
Withholding |"Exempt" status indicated on Line 7 of Form W-4.
Status
w-4 This field defaults to None.
Processing
status
Tax Marital |Tax Marital Status defaults to Single. Click either 'Single’ or 'Married'. If
Status: member elects 'Married at the Higher Single Rate' on the W-4, click
= 'Single’.
E Withholding  |Withholding Allowances defaults to zero. Enter the number of
D |Allowances: |allowances claimed by the member on IRS Form W-4.
E ¢ Nonresident aliens who are not residents of Canada, Mexico or
R Puerto Rico cannot claim more than ONE allowance on IRS
Form W-4.
A e Members who claim more than 10 exemptions must file a new
L IRS Form W-4 each year by 15 February.
T Additional Enter the dollar amount of additional tax to be withheld monthly. This
A Withholding |amount must be whole dollars.
X Amount
1 Percentage |Not applicable.
Lock-In The fields in this block are not applicable and will not be used by the
Details USCG application.
“Effective Date: [0T0UZ001 5l This dota wars last updated by Systerr on oo =]
& None 7 Exempl [nod subject 1o FIT)and do nod withhald tas
Wit ain g oS (0o Lax WH) will be reio unless specified in 'Addiional Withholkding' below
W4 Processing Stafus: = Mone " Motilication Sent " Newi W-4 Recemd
Ta Marital S1atus: T Simgle ¥ Manried
Withholding Allowances: "_
™ Letier Recehed
Amaut: Parceniage: I_ Lirmit Om Allewances: ,_
Continued on next page
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Accessions

Tax Data Information, Continued

Procedur e (continued)

Step

NXP>Hrr>0mMmOMmT

Action

Note: No changes are required on this tab unless the member is requesting
advanced payment of Earned Income Credit (EIC).

Field |Description/Instructions

Effective date Copied from the Federal Tax Data 1 tab.

Federal tax data |Shows the date the member's federal tax data was last updated.
last updated by:

Exempt From Direct Access will automatically check this field.
FUT

Use Total Wages |Not used.
for Multi-Stat
Employee

Earned Income Leave default entry of "Not Applicable" unless the member is
Credit claiming advance EIC. If the member is entitled to EIC, choose the
appropriate filling status from IRS Form W-5.
If on the W-5 the member has entered "Yes" in item 1 and item 3 is
either blank or "No", choose:
e Single, or Married without spouse filing
If on the W-5 the member has entered "Yes" in item 1 and item 3,
choose:
e Married with both spouses filing
If item 1 of the W-5 is blank or "No", choose:
e Not Applicable

W-5 Processing |Not applicable.
Status

W-2 Reporting Not applicable.

Homie = Compensate Cmplovess = Mairtain Pavll Dats (U9 = Lise = Employes Tax Data

Federal TaxData{ | “ederal Tas Data i Federal TaxData 3 Slate TauData 1 Stale TauData d  Locad Tas Dats

Evang Michael A ID: 1053808
Company: CoA Acdive Coasl Guand Employees

view Al First [ 4 o 1 [ Last
Effective Date: 01172001 Federal tax data last updated by Syslem on  OLO1Z001 LJ;J

I Exergt fiom FUT I Use Total Wage for Multi_State

& Mot applicabde
T Single,or married no sp filing W5 Processing Status
" Married, bath spouses filing & Mome  © Motification Semt 7 Mew W-5 Fecehed

™ Statuiony Employes [ Legal Representatie
™ Deceased ™ Deferred Compensation
™ Pension Plan

[ e s L ] émm- bixtory | &c«-u-.num,':

Continued on next page
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Accessions

Tax Data Information, Continued

Procedur e (continued)

Step Action
Note: No changes are required on this tab unless the member is a non-
resident alien.
= Field Description/Instructions
E Effective Copied from the Federal Tax Data 1 tab.
D Date
E Country Enter the member's Country if member is a non-resident alien.
R All other The other fields on this page are not applicable and will not be used in
A fields on this |the USCG application.
age
L pag
T Effective Date: 01001 201 - ll:l
A Country: M« [ Form 8233 Recd? 8233 In EMect Date: 7]
X Dt of Eriry: El ™ Form WH-BEN Recd? (Wi BEN in Effect Dste: Bl
3 Tewaty ID: G T Form WO Recd? WO I Effect Date: I
Treaty Exp Diate: o) Taxpayer I Nusmber: ]
Wiew Al Firat ([ vor 1 [ Last
Income Code far 1042.5) Max Esnings Elgible Per Tant Rate Tax Rme
el faifter Tonm) fbefor e formj

$0.00 0000000 0000000

Continued on next page
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Accessions

Tax Data Information, Continued

Procedur e (continued)

Action
State Tax Tabs

Note: Seethe State Tax Withholding Data Entry Procedures, earlier in this
topic, for more detailed instructions on compl eting the State Tax Data tab.

Description/Instructions

Step

Effective
Date
State
Resident
Ul

S Jurisdiction

T Special Tax

A Withholding
Status

T

E

T

A

X

1

Copied from the Federal Tax Data 1 tab.

Enter the member's State of Legal Residence. The drop-down menu
lists standard two-letter abbreviation codes to choose from.

Leave this field selected (checked).
Leave this field blank (unchecked).

Refer to the State Tax Withholding Data Entry Procedures, earlier topic,

to complete this field.

Choose:

¢ None, if member is not entitled to any exemption from state income
tax withholding (e.g. Member's state does not provide an exemption
for military personnel who live outside the state or member is
currently stationed in their State of Legal Residence)

e Exempt and do not withhold tax, if member is entitled to an
exemption from state income tax withholding (e. g. Member's state
exempts income earned by military personnel stationed outside the
state).

Effoctive Date: o110 ==

¥ Resident ] ™ U Jeisdiction

 None ™ Exernpl and do not withiold 1ax T Halive Ametican
 Mairnain gross laxable; SWT will be zero unless specified in ‘Addtional Withholding’ beiow

Marital S1atus: il— ) Single or meamed clam singks
Wihholding Allowances: '1_
Amount: L & ™ Leftor Recetved
Pafceiiage: [ Linh On Allowancess [0
Continued on next page
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Accessions

Tax Data Information, Continued

Procedur e (continued)

Step Action
Special Tax |e Note: States that qualify are AZ, CA, CT, ID, PA, MO, MN, MT,
Withholding NJ, NY, OR, PR and VT.
Status Puerto Rico (PR) residents: See Federal and State
Income Tax Withholding for Residents of Puerto Rico on
Active Duty for special rules
o Native American, if member is a Native American and meets
eligibility requirements. The Department of Defense is working
on a new DD Form 2058-2 (Native American Income Tax
Exemption Certificate) for eligible Native Americans to sign.
Until the DD Form 2058-2 is available, the SPO will have
eligible Native Americans sign DD-2058, State of Legal
Residence Certificate, and attach a separate page to the DD-
2058 stating the following information:
A. Name of the federally recognized tribe to which the member
belongs.
B. Name of the federally recognized tribal reservation or Indian
S country the member claims as their domicile (include the
T name of the state the reservation is located).
A The "Maintain gross taxable..." option is not used.
T Marital Status |Click the R/ button and choose the appropriate state marital status
code.
E If exempt from state taxes, leave this field at the default or current
T status. Do not change it.
A éI‘Sinule oy married claim singig ||
X 2 |sinale Head of Househald |
1 3l[Married, claiming self |
Einﬂarried claim self and spouse
|5/ IMarriad filing jointey |
Withholding |Enter the number of allowances claimed by the member for state tax
Allowances |withholding purposes.
If exempt from state taxes, leave this field at the default or current
number. Do not change it.
Additional Enter the whole dollar amount, if any, of additional tax to be withheld
Withholding |monthly.
Amount
Additional Not used, leave blank.
Withholding
Percentage
Lock in Not used, leave blank.
Details
Continued on next page
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Accessions

Tax Data Information, Continued

Procedur e (continued)

Step

NXZAmMmHd>»-Hwnm

Action

Note: No changes are required on this tab unless the member's State of
Legal Residence is Mississippi.

Description/Instructions

Effective Copied from Federal Tax Data 1 tab
Date

State State of Legal Residence, copied from State Tax Data 1 tab.

Addl Not used, leave blank
Allowances

% of Federal Not used, leave blank.
WH (AZ
Only)

Annual If the member is a resident of Mississippi, enter the Exemption Amount.
Exemption

Amt (MS

Only)

SDI Status Not used, leave as default "N/A".

Retirement Not used, leave blank.
Plan

Exempt From |Not used, leave checked
SUT

California Not used, leave default "State/State".
Wage Plan
Code

A Wit [

% of Fedoral Wi f Anmeal Exemption Ami: [
(AZ O ME Onby)
..... r
S0 STatiin = | '?{:;01,- )
™ Fasingpt From S1T
e P — S |

Continued on next page
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Accessions

Tax Data Information, Continued

Procedure Carefully review the data you have entered before saving this

(cont’d) transaction. Be absolutely sure all that all the datais correct and that
you have not made any typographical errors. Be sure you entered the
correct employee ID number when you began this transaction. If you
have any questions or concerns, cancel the transaction and ask for help

After completing all applicable fields click ':==v=) the button.
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Accessions

Payment Option Election

Introduction This section provides procedures for entering Payment Option
Election (POE) information into Direct Access.

e SPO and PPC users can create a member's first POE or add a
new one when a member wants to change accounts or have
their pay accrued at PPC.

e CG Academy and PPC users can use the Cadet Fund option
when a cadet has submitted a new POE and subsequently does
not graduate.

Timing Be sure to submit this transaction when a person becomes a member
of the Coast Guard, Coast Guard Reserve, NOAA Commissioned
Officer Corpsor is accepted as a cadet at the Coast Guard Academy.
When submitting this transaction as part of an accession, ensure the
effective date is the same as the accession date and the transactions,
including a Employee Tax Data Information transaction, are al
submitted in the same JUMPS update cycle.

Account and Y ou can obtain the Account and Bank ID numbers from a voided
Bank check (as shown below) or from information provided on the Payment
Routing/Bank  Optjon Election Worksheet (CG-PPC-2015).
ID Numbers
el 1. ROUTING TRANSIT/BANK ID Number.
NAME OF DBPOSITOR 101 Entered in Direct Access as "021001082"
STREET ADDRESS 2. ACCOUNT NUMBER. Entered in Direct
Access as "123456789". No spaces are allowed. If
oy T THE 19 dashes are indicated, they may be entered.
OROER OF: § 3. ACCOUNT TITLE. Must include employee
DOLLARS name.
o NAME OF YOUR BANK 4. FINANCIAL INSTITUTION NAME.
S~ Payable Thraugh Ancther Bank 5. If your check or sharedraft includes "payable

through" under the bank name, contact the
cO021001082¢ 133 45L 7809w 0101 financial institution to help obtain the correct
i H | | | Bank ID number for Direct Deposit processing.

ROUTING NUMEBER ACCOUNT NUMEBER CHECK NUMEER
1 ?

Far

Continued on next page
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Accessions

Payment Option Election, Continued

Procedure Follow these stepsto set up a new member's POE

Step Action

1 |Select menu itemsin the following order:

Home > Compensate Employees > Maintain Payroll Data (US) > Use > Direct
Deposit

2 |A search page will appear. Enter the member's employee ID number or other

search criteria (see Employee ID Search Tips) and click the =220 1 putton to
select the member you wish to display.

@When choosing a member from the sear ch results, please be sureyou
are choosing the person you actually want to change data on. Verify the

employee I D or national | D before making any changes. Also, since one

member can have multiplerecordsif they're both a Regular or Reserve

Member and an Auxiliary Member or Civilian Employee, please be sure
you ar e selecting the correct Employee Classification.

The Direct Deposit page will display.

Home = Compensats Employess = Maintain Payroll Data (JS) = LUge = Direct Deposit

! Direct Deposit

Deposit information

"Elfective Date: iDBJ'EIh’E‘Dm Bl siaus: Actve

£ Direct p Bank 10: |
& Accrue Pay at HRSIC ] Bank Name:
-

EECT Account¥: I

Click the [+1 button to create a new Direct Deposit. A new row will be inserted.

5 [The€effective date field will show the current date, you may changeit if
necessary, by directly entering the date or choosing one by clicking on the El
icon. Refer to the Effective Date discussion above for more information.

Continued on next page
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Accessions

Payment Option Election, Continued

Procedur e (continued)

Step

Action

Select the Payment Option Election by clicking the radio button for the option
desired. If you choose Direct Deposit, the Account Type, Bank 1D and Account
# fields will also need to be completed. If you choose either of the other options,
these fields will be grayed out.

If you selected Accrue Pay at PPC or Cadet Pay, click the '8==v=) putton. If you
selected Direct Deposit complete the remaining fields.

Enter the 9-digit bank routing number in the Bank 1D field. Notes:

o Thisentry will be validated when you exit out of the field. The Bank
Name field will display the name of the bank corresponding to the ID
number you entered.

e Only valid entries are allowed.

o |If for some reason the Bank ID is not in the system, please contact PPC
Customer Care at (866) 772-8724 (toll free) or (785) 339-2200, for
assistance.

lrr"': Irvealid Bank 1D rumber. Erty does not esisty in CGHRMS. (20080.77)

The vahs anterad in the Bark ID fisld doss not axist in CGHRMS. Vaiily the rumber sntarad againet bank
documentation, a check o depozit slip. The ramber entersd muest be exactly nine charactars. |f te Bank 1D number iz
comect, contact pour PERSHU o the HRSIC Help Desk fon fuher asmstance,

Invalid Bank 1D error message.

Enter the account number in the Account # field. Notes:
e Thisfieldislimited to 17 aphanumeric characters.
e Dashes(-) are allowed.
e No spaces are alowed.

Carefully review the data you have entered before saving this transaction. Be
absolutely sure al that all the datais correct and that you have not made any
typographical errors. Be sure you entered the correct employee ID number when
you began this transaction. If you have any questions or concerns, cancel the
transaction and ask for help.

Click the '@==+=) putton.
Click the [Qretunto seaen] hutton if you have more POE transactions to complete or
use the menu links to exit the application.

VIII-4-22
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Accessions

Creating IADT Orders

Introduction If the new member isareservist on IADT (areservist who enlisted
under the RP, RK, or RL program or a person coming from civilian
status and attending OCS), you must create the IADT orders.

The lADT orders will place the member in an active pay status
(ssmply submitting the accession transactions alone will not place the
member on active duty).

Before you Submit a Reserve Member Status transaction to set the member’s

begin Employee Classto “SELRES’ and the Reserve Training Pay Code to
“F’ (IADT). See
http://www.uscg.mil/ppc/psreservestatus/reserve status.htm for
procedures.

Procedure Follow these stepsto createthe IADT orders.

Step Action

1 Select the following menu items:
Home > Administer Workforce > Track Global Assiognments (GBL) > Use >
Reserve Orders

The reserve orders home page will display. Select the View/Complete Order
Info link on

Linkﬁ:’ View/Complete Order Info
Request, view, print, modify, approve an order.

2 Click the'Add aNew Value' link, enter the Employee ID number and click the
Add button.

Reserve Orders

Add a New Value

EmpliD: |2uuugan Ql
Empl Red Nbr:lD

Sequence:
[ Add_|
Find an Existing Value

The Empl Rcd Nbr is now provided for you and will represent the uniformed
employee classification.

Continued on next page
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Accessions

Creating IADT Orders, Continued

Procedur e (continued)

Step

Action

The Reserve Orders page will display, click the Reserve Specific Info tab if it
isnot already open. |

i5% Ignments (GEL | = LUse > Resarse Orders

| Recerve Spedicint | ReSEne Dfders Rt AMVEDEpEn G | Resene LeaiE Dk

Emplil; 2000250 MemberRazenve iadt Empl Red Wb D
Dept: DIG150 RECRUNT BASIC TRAIMING Empi Class; SELRES
Job Code: 415084 b Sal PlanGradge: ENL B3
Locagon: MAODAS Cio TRACEN CAFE MAY
Positione DI02E052 BASIC RECRLIT

t y & Cif Dy [ b " . r j
L {57504 Mowmmene d e Long Term/Contingency
Payment for Travel: [Single Trawe! Claim =] & Short Term
Days of ADT-AT requiremant satisfied by these ordars: [
Dept. benafiting from this duty: 008150 Q) RECRUITBASIC TRAIMING
Dept. tunding this Drder: posazz ™ Q]  coMMANDANT (e-WRP)
LUFS Project CodeNumber: |E-Z'jl-_\. 1 il Q)

Bsavel (CiRebanbn Seach

Complete the following datafields.

Field Entry

Type of Duty Select 'Initial Act Duty Training - IADT' from the drop-down list

Payment for Select 'Pay and Allowances' from the drop-down list
Duty
Payment for Select 'Single Travel Claim' from the drop-down list
Travel

Entitlements For IADT in connection with an RK/RP Accession, select the
“Long Term” entitlements option, regardless of the actual
expected duration of the active duty. Select Short-Term for
SELRES DCO/ROCI school IADT orders.

Dept Completed by system with Department ID of member's current
Benefiting unit (traces back to the requisition number used in the

from this duty | accession), Change it to the ID for the location where the
member will be assigned for IADT (Academy or TRACEN

Cape May)
Dept. funding | Enter'003452".
this Order
LUFS Project | Will be filled in by system, no need to change.
Code

Continued on next page

Post Hire Processing CH-2 VIII-4-25


http://www.uscg.mil/ppc/ps/reservestatus/reserve_status.htm�

Accessions

Creating IADT Orders, Continued

Procedur e (continued)

Step

Action

4

Click the Reserve Orders tab.

| Purpose: iy chuned Training - Geners _:] Duty Payment:  Pay/illow Travel Payment: Cene Claim

| OroerBeginDe:  [larozons [ oroerEnaDe  [030BZ00S (5 Sequence: 5309569

e aartay: G Smilh YN, USCE

| *Order Status: | Enrauta =] TypeotDury: [ =l

| T Gowt Credit Card Holder ¥ Is Travel Authorized for These Orders? ™ Comtingency Operation

Compl ete the following data fields.

| Authority (REF): CG TRACEN CAPE MAY

Field Entry

Purpose Select 'Structured Training-General' from the drop-down list.

Order Enter the date the member is scheduled to begin travel to the IADT
Begin Dt site. This is normally one day prior to the class convening date
unless the member is traveling from O’CONUS and more than 1 day
of travel time is authorized. Travel via POC is not authorized on
accession orders.

Order End Enter the date the member will complete IADT and return home.
date If these are long-term orders (RK/RP) the date must be more than
139 days from the begin date.

Authorizing Enter the name of the person signing the orders.
Official

Is Travel Mark this checkbox.

Authorized.
?

Complete the Partial Entitlements tab for short-term orders.

Field Enter Code

BAH RC Entitlement Code | Member without dependents — “G”

Member with dependents — “L”

Member authorized BAH at the With Dependents rate
based on payment of child support — “T”

Order more than 30 days, member entitled to BAH —
“W”. Submit Pay Entitlements transaction to start BAH

Travel BAS Entitlement “E” Enlisted BAS.

Duty BAS Entitlement “N” No Entitlements (Per CG PAYMAN, Figure 3-2, rule
10, when an enlisted member is in recruit training or
non-prior service member attending OCS, then the
BAS entitlement is none.)

Click the Route for Approval button. Click the drop-down menu next to
Approval Status and select "Approved". If you do not have access the Approval
Status drop-down menu, you must forward the orders to someone with the
correct user role. Enter the approver’s employee ID in the Forward To block,
and their email addressin the Email address block and Click OK.

Continued on next page
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Accessions

Creating IADT Orders, Continued

Procedur e (continued)

Step Action

7 | Click the 8=+l pytton.

8 Click the Record Arrive/Depart Info tab (Note: The remaining steps cannot be
completed unless the order's approval status has been set to "Approved” and
the order has been saved.

Actual Report and Depart Dates

Actual Duty Begin Dt: [oainziz004 ) Actual Duty End Dt [02/01/2005 EJ|
Est Duty Begin Dt 02/02/2004 Est Duty End Dt: 09/01/2005

New Destination I 159 BASIC RECRUIT

Department

Hature of Duty: [yt =1
First (4] 1014 [F] Last
Begin Date End Date Description
[oarnzrz004 [ [oamzzo0s [ [Home to Duty =+

a. Completethe"Actual Duty Begin Dt" field with the date the member
enlisted or was appointed (Same as 'Est Duty Begin Dt).

b. Complete the"Actual Duty End Dt" field with the date the IADT
orders end.

Note: On Long-Term orders this dateis not a'hard' date even though
thefield isnamed "Actual Duty End ..", the date you enter hereis
merely an estimate of when the IADT will end. The Release from
Active Duty (RELAD) process will close out the orders and update the
field to reflect the real completion of IADT date.

c. Completethe 'Travel Report and Depart Dates" section by setting the
Begin Date and End Date fields to match the Actual Duty Begin
Dt/Date of Accession and selection "Home to Duty" from the drop-
down menu.

9 Click Save to save the endorsement.
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Accessions

Pay Entitlements for New Hires

Introduction The following tables provide guidance for TRACEN Cape May and
"A" Schools for managing pay entitlementsin conjunction with
Accessions/ New Hires.

Discussion The major points that the procedures attempt to address are:

1. For Reserve RP/RK accessions, in addition to the normal
accession process, there is arequirement to Create IADT
Orders. The IADT orders are necessary to place the member in
an active pay status. If the member is accessed but no orders
are completed the member will not be in an active pay status.

2. When a Reserve RP member is transferred from Cape May to
"A" School, CGPSC (epm) will need to issue PCS orders and
the SPOs at the TRACENs will need to complete the
endorsements, just like aregular active duty member.

3. RK members areissued separate IADT orders for completion
of Phase Il training (OJT/Class "A" School).

Guidance The following additional guidanceis available:
Topic See Page
Entitlement Summary for members ordered to V111-4-30

active duty of 140 days or more (USCG or
USCGR RP) basic training followed by “A” school

TRACEN Cape May input upon reporting VIII-4-31
TRACEN Cape May input upon graduation for VI11-4-32
transfer to “A” School

“A” School SPO input upon reporting to VII1-4-33

start/update entitlements of newly-hired members
assigned to “A” school immediately after basic
training

Continued on next page
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Accessions

Pay Entitlements for New Hires, Continued

ORDERED TO ACTIVE DUTY OF 140 DAYSOR MORE (USCG or USCGR RP)

BASIC TRAINING FOLLOWED BY “A” SCHOOL

Entitlement | While at Basic Training While Enroute From While At “A” School Reference
Basic Training to “A”
School
Mbrs w/o Mbrs Mbrs Mbrs w/ Deps Mbrs w/o Mbrs w/
Deps w/Deps w/o (see note 1) Deps Deps (see
(see note 1) | Deps note 1)
Basic Pay Yes Yes Yes Yes Yes Yes Figure 2-2,
Rule 3,
CG Pay
Manual
BAH Active Duty - BAH @ Active BAH @ location | Active Duty | BAH @ Figure 3-7,
Partial BAH location of Duty - of the - Partial location of Rules 1 &
Reserve IADT | the BAH @ | dependents. BAH the 15, and
—BAH w/o at dependents. | In- Reserve dependents. | Figure 3-
location of Transit IADT —-BAH 10, Rule
perm Rate w/o at 19, CG Pay
residence Reserve location of Manual
IADT perm
BAH residence
w/o
CONUS Yes @ Cape Yes @ Yes @ Yes @ location | Yes @ “A” Yes @ Section
COLA May locale location of Cape of the School location of us012,
the May dependents locale the JFTR
dependents | locale (less travel dependents
(less time)
travel
time)
BAS No No Enlisted | Enlisted BAS ENL BAS ENL BAS Figure 3-2,
BAS (ENL BAS) minus minus Rule 10,
(ENL DISCOUNT | DISCOUNT & Figure 3-
BAS) MEAL MEAL RATE | 4, Rules
RATE 1&3,
CG Pay
Manual
FSA-T No Yes No Yes (less leave, | No Yes, if deps Figure 3-
proceed time, do not 19,
and relocate to Rule 10,
nonchargeable the “A” CG Pay
absence) School site Manual
Leave & N/A N/A Yes Yes N/A N/A Articles
Non- 7.A.5
Chargeable & 7.A.10,
Absence for CG
Hometown Personnel
Recruiting Manual
Program

Note: 1. If the dependentsresidein anon-BAH €ligiblelocale (e.g., Guam or Puerto
Rico), then BAH-for the location of the TRACEN is payable. Members without
dependents who do not have primary physical custody of a dependent child but are
paying child support are entitled to BAH-Child or BAH-Transit Rate-Child.

Continued on next page
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Accessions

Pay Entitlements for New Hires, Continued

TRACEN CAPE MAY INPUT

ORDERED TO ACTIVE DUTY OF 140 DAYSOR MORE (USCG or USCGR RP)

Entitlement Direct Access Input for USCG Direct Access Input for USCGR | JUMPS
Member RP Member Results
Basic Pay Develop Workforce > Recruit Develop Workforce > Recruit L61A and L68C
Start Workforce (GBL) > Use > Workforce (GBL) > Use > (rptg)
Applicant Data / Identification Applicant Data / Identification generated.
Data / Education / Test Results / Data / Education / Test Results / | Segment 01
Applicant Contract Data / Hire Applicant Contract Data / Hire and associated
Applicant Applicant Segments
opened.
Administer Workforce > Track L68C’s (dptg &
Global Assignments (GBL) > Use | rptg) generated.
> Reserve Orders Segments 00,
57,81 and 82
updated.
BAH Start Administer Workforce > Administer Workforce > L64 generated
Administer Workforce (GBL) > Administer Workforce (GBL) > to update
Use > Dependency/Emergency Use > Dependency/Emergency dependency
Data Data data. P606
generated to
Compensate Employees > Compensate Employees > start Partial
Maintain Entitlements > Use > Maintain Entitlements > Use > BAH, BAH, or
Employee Entitlements Employee Entitlements BAH-In Transit,
as applicable.
Segment 17 or
19 or 34
opened.
CONUS COLA | Compensate Employees > Compensate Employees > P607 generated
Start Maintain Entitlements > Use > Maintain Entitlements > Use > to start CONUS
Employee Entitlements Employee Entitlements COLA at
applicable
locale.
Segment 31
opened.
FSA-T Start Compensate Employees > Compensate Employees > L6BB
(members Maintain Entitlements > Use > Maintain Entitlements > Use > generated.
w/deps) Employee Entitlements Employee Entitlements Segment 22
opened.
Continued on next page
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Pay Entitlements for New Hires, Continued

TRACEN CAPE MAY INPUT

TO TRANSFER NEWLY-HIRED MEMBERSTO “A” SCHOOL

Entitlement

Direct Access Input for USCG
Member

Direct Access Input for
USCGR RP Member

JUMPS Results

BAH w/o deps
Start

Administer Workforce > Track
Global Assignments (GBL) >
Use > PCS Orders

Administer Workforce > Track
Global Assignments (GBL) >
Use > PCS Orders

L68C (dptg)
generated.
Segment 19
closed. Segment
35 opened for
mbrs w/o deps
eff date of
departure PCS.

BAS Start Compensate Employees > Compensate Employees > P607 generated
Maintain Entitlements > Use > Maintain Entitlements > Use > eff date of
Employee Entitlements Employee Entitlements graduation.
Segment 24
opened.

Continued on next page
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Pay Entitlements for New Hires, Continued

“A” SCHOOL INPUT

TO START/UPDATE ENTITLEMENTSOF NEWLY-HIRED MEMBERS
ASSIGNED TO “A” SCHOOL IMMEDIATELY AFTER BASIC TRAINING

BAH-PCS Entitlements for Active Duty* Members Without Dependents

When And Then Transaction(s)
Submitted by
Completes | member Member is entitled to BAH-In Transit-W/O effective the | Reporting SPO (inputs
Recruit, has no date of departure until the day prior to reporting. BAH-In Transit or BAH
OCS, or prior Earn Cd | Type Detail WI/O start effective
Academy military BA2 BAH-G or BAH-H Zip ‘00000’ date of PCS
training service (if spouse in service) departure, BAH-In
member Member is entitled to BAH-W/O at the rate for the PDS -sl.—trc?g sel}fggtigl-tlh\/evg(;y
h§§ prior they are depart.ing from effective the date of departure prior to PCS reporting,
mllltgry until the day prior to reporting. reporting endorsement
service , , _ and transaction to
Note that the reporting SPO must submit tra_nsactlons record BAH
for the_se members. The JUMPS _auto-credlt_does not | antittlement at new
apply if the member is completing accession PDS)
training.

* Reservists w/o dependents on IADT are authorized BAH if they maintain a primary
residence (e. g. Paying rent or own ahome) while on orders. They are not considered to
be occupying gov't gtrs.

Entitlement Direct Access Input JUMPS Results

BAH, CONUS Administer Workforce > Track Global L68C (rptg) needs to be generated to

COLA, BAS, & Assignments (GBL) > Use > PCS Orders report member aboard & account for

FSA-T Stops. leave used and non-chargeable

Leave & Non- absence. L68C (rptg) will stop

Chargeable segments 17, 19, 22, 31, 34, and 35.

Absence L68C will charge leave to segment

Charges 74.

BAH Start Compensate Employees > Maintain P606 needs to be generated to start

Entitlements > Use > Employee Entitlements Partial BAH, BAH, or BAH-In Transit,

as applicable, eff the date of reporting
to “A” School. Segment 17 or 19 or
34 will be opened.

CONUS COLA Compensate Employees > Maintain P607 needs to be generated to start

Start Entitlements > Use > Employee Entitlements CONUS COLA at applicable locale
eff the date of reporting to “A” School.
Segment 31 will be opened.

BAS Start Compensate Employees > Maintain P607 needs to be generated to start

Entitlements > Use > Employee Entitlements ENL BAS minus DISCOUNT MEAL

RATE eff the day after reporting to
“A” School. Segments 24 and 27 will
be opened.

FSA-T Start Compensate Employees > Maintain L6BB is generated eff the date of

(members Entitlements > Use > Employee Entitlements reporting to “A” School (unless deps

w/deps) relocate to the “A” School locale).
Segment 22 will be opened.
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PPC SPO Manual
Part VIII, Accessions
Chapter 5, Direct Commission Officer (DCO) Processing

Overview

Introduction This chapter provides an overview of the steps necessary to processaDCO’s
accession into the Coast Guard, attendance at DCO School and subsequent
transfer to first permanent duty station (PDS).

References The following directives provide additional information about the DCO
program:

(@ CG Personnel Manual, COMDTINST M1000.6(series), Sec. 1-B-1.b
(b) Reserve Policy Manual, COMDTINST M10001.28(series), Sec. 1.E.3.a.
(c) CG Recruiting Manual, COMDTINST M1100.2(series)

Contents The following topics are covered in this chapter:

Topic See Page
The Process VI11I-5-3
Completing the Accession VIII-5-7
Accession into the IRR V111-5-9
EAD Orders — Assignment Officer Procedure VIII-5-11
EAD Orders — SPO Procedures VI111-5-15
Pay Entitlements of Newly Hired Officers Attending DCO VI111-5-23
School
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The Process

!
| Update witn| SELECTEES REPORTING DIRECT TO DCO TRAINING
! Tiger Team, i

1
I —
] Action: CGRC
: 18 OCT 06 1 CGRC forwards Panel Report to Secretary, and completes any outstanding application items.
e el Follewing Secretary approval, CGRC publishes Panel results via message, and sends

selection/non-zelection letters which can be replied to via email, fax or mailed to PART at CGR.

v

Action: CGRC: Letter Of Intent (LOI)

CGRC Program Coerdinator receives LOlL PART enters info in Direct Access to obtain Applicant
Employse ID #=. CGRC-PART =ends application package, Accession Docs (originals if possible)
with Accession Document Checklist (ADC) to Central Accession Point (CAP) at Coast Guard

Academy (CT3). These documents affect pay.

Action: CGRC i
Makes Roster with Selectee POCs and Action: CGRC
RO POCs. Distriutes to Central Inform AOQs of letter of intent (LOI} and Applicant EMPLID #. Provide
Accession Peint and A0s. applicant rezsume to ADQ.
Action: CGPC: 45 days prior to DCO | \
Class ¢ Action: CGPC: 60 days prior to DCO Class
CGPC- DCO Coordinater =ends DCO CGPC (opm-2)generates Direct Access PCS orders w/ commizsioning date,
Courze Roster to DCO School Chief & aszignment, & DCO School CLCWHN date, EAD Clause and Requisition # uzing
CGRC-PART Applicant ID.
- CGPC (opm-1) -Provide Qath of Office and EAD contract
Action: ROs/Selectees: ASAP Iz zelectee a current CG member?
RO assistz =electes in filing cut "‘nu
PSC-2000 (PCS Worksheet), and returns |
to Central Accession Point (CAP). yes
K Action: CAP
Action: CAP Enter accezsion paperwork wi Applicant
Complete authenticated PCS travel ID. DO HOT HIT [GO] to as=ign
orders - faxes to RO and Original to permanent I # until Oath of Office
Selectee. Adminizstered.
o r # Member's SPO
. . ! ;
Action: Selectee/RO/Kings Point Lisison Officegelectes rter vy stosasion Coordinates with.
executes Oath Flf Dfﬂc.:el and EAD contracpn date specified paperacrk and pay Point to complete
on ordere. Provide: Original Oath of Office and EAD contract entitements, dependency rehire! promation
to the CAP and copies of the Oath of Office and the EAD data, etc. into DA w/ and processes
contract to OPM-1 immediately upon execution (CAP cannot Fermanent Employes D 2. PCS orders
beqin accession wiout oath, delay willimpact pavi  Must Follow up with Tem !
- RO/Applicant, copy CGRC- porary
s_pet:lfg.r Coast Guard or CG Resenr_e. Date of C-a_th of PART on missing Commizzion
Office states what the Date of Rank iz (may be different) paperaark, (more than 4
years active duty,
/ E-S or above)
Action: CAP cg';i;}:f
Completes acceszion & forwards original documents to graduate's SPO for creation of member's Commizsion.
POR. CAP assists sslectse obtaining Miltary 1D card fu:l!' =elf & dependants, schedules HHG's move (CG-124 working
w! local tranzportation office. on making
Academy SPO the
* processing point
Action: Selectee n:Uell-':E:rS:
Graduate reports to DCO Courselfirst PCS unit Currenly ts the
SPO for the
member's unit (at
CGA provides time of selection))
commizsioning

certificate to member

Continued on next page
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The Process, Continued

DCO Process This table provides an overview of the DCO process.
Stage What When Who
1 Announcement of Selection Panel Schedule for | July CGRC
the next fiscal year.
Example: ALCGRECRUITING 009/05
2 Submit packages By deadline for programas | Applicants (vialocal
announced recruiter for non-CG
members or via unit
ESO for CG members)
3 Selection panels meet and message announcing | As announced is schedule CGRC
selectees and alternateness rel eased
Example: ALCGRECRUITING 001/05
4 Sends letter with additional commissioning Upon rel ease of message. CGRC
requirements to primary selectees (This
includes the Letter of Intent (LOI), which must
be signed and returned)
4 Completes commissioning requirements Asdirected by CGRC (date | Primary selectees.
(including the LOI) ison theltr).
5 Adds selectee to DA as an Applicant. Upon receipt of the LOI CGRC
Schedules selectees for DCO classin DA Upon notification by CGRC | CGPSC (opm-2) (DCO
Issues PCS/EAD ordersin DA (e. g. Appointment accepted) | Coordinator) and AO
Sends Oath of Office and EAD Contract CGPSC (opm-1)
6 Completes Oath of Office and other documents | Upon receipt Selectee
(e.0. EAD contract)
7 If Then Upon signing Selectee
Current CG/CGR Takes oath and other
Member (other than paperwork to current
IRR) SPO
Civilian or prior (non- | Sends oath and other
CG) serviceor CGR | paperwork to
(IRR) Academy SPO (aka
CAP)
8 Completes accession and EAD orders Upon receipt of documents | SPO
from selectee
Continued on next page
VIII-5-4 Direct Commissioned Officers (DCO)
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The Process, Continued

Processing
Point

DCO accessions are compl eted the Academy SPO. However, if the applicant
is currently amember of the USCG or USCGR, their current SPO completes
the discharge/accession.

From civilian status:

1. Accession as an officer with areserve commission. Effective date of rank
that is on the oath (which is pre-filled by CGPSC) (not more than 30 days
before CCLVN date).

Note: See process on page 5-6 for these types of accessions.

2. What unit to use for accession? CGPSC (rpm/IRR) (Job Req #145079,
department 1D #002817 and position #00095687), this will prevent system
from charging for SGLI.

3. EAD Orders from date member departs home enroute to Academy (within
reason for mode of travel) through end of EAD contract (Engineering
Officers, Lawyers, Aviators, can be different).

4. Date military obligation completed field? For members with no prior
service - 8 years from date of oath. If prior service, carry date forward
from original accession.

From USCGR status:
1. Discharge

2. Accession

3. EAD

From Active Duty status: Current SPO compl etes:

1. Discharge

2. Accession (Employee Classification on Service Info tab of Contract Data:
Regular=Temporary Commission or SELRES/IRR if Reserve
Commission)

3. TDY to Academy

4. EAD (if Reserve Commission)/PCSif Temporary Commission)

5. Research possible entitlement to saved pay.

Note: If member is currently an active duty CWO, accepting a temporary

commission, you must contact CGPSC (opm) and have them enter the

separation authorization before you can complete the discharge. SPOs cannot

initiate separations on officers.

Direct Commissioned Officers (DCO) VIII-5-5
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Completing the Accession

Introduction This section covers the intricacies of completing an accession for a DCO.
Before You If the DCO is currently a member of the CG or CGR, you must complete a
Begin discharge effective the day prior to the date the oath of office is effective. For

the discharge use:

e SPD code:
KGM-*Accept Commission or warrant in same branch of service”
(reserve member/reserve commission) or
K GN—" Accept Commission or warrant in another branch of service
" (active duty member/reserve commission)
¢ Reason: Convenience of the Government.
e Type: Honorable
e Status: Accept Appointment as Officer
Note: If member is currently an active duty CWO, accepting atemporary
commission, you must contact CGPSC (opm) and have them enter the
separation authorization before you can complete the discharge. SPOs cannot
initiate separations on officers.

Accession Notes Complete DCO accessions as prescribed in Chapters 2 and 3 of this guide.
When compl eting the accession keep these important pointsin mind:

e If the DCO has prior CG, CGR, PHS, CG Auxiliary or CG civilian
employment USE THE EXISTING EMPLOYEE ID NUMBER (ak.a

“Rehire”).
See "Accession into e Active Duty memberswill be accessed at their current unit and the EAD
}Qﬁgﬁ,ﬁg i,’;;*;efor orders will “transfer” them to their new PDS as officers.
ggﬁilr:tg?ﬁe Oath of » Be sure to set the pay grade using the correct *Job Code” in Step 6 of the
Office before Hire Applicant directions.
e ey i, e If you are completing an accession on an officer who has more than four

years prior active duty enlisted service YOU MUST click on the Salary
Plan tab and set the Salary Administration Plan field to "OFE" (Officer
with Prior Enlisted Service) and set the Grade field to O1E, 02E or 03E
(ENS, LTJG or LT with more than 4 years enlisted service).

Direct Commissioned Officers (DCO) VIII-5-7
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Accession into the IRR

I ntroduction

Data Entry
Notes

DCO Program selectees, not on active duty, may execute the Oath of Office
up to 30 days before reporting for training/commencing EAD. These officers
are assigned to the IRR (Individual Ready Reserve) during the time between
completing the Oath of Office and departing home on EAD orders, en route to
the Academy, for DCO school.

Keep these key points in mind when completing the accession for an officer
who completes the Oath of Office 30 or less days prior to reporting for
training:

Applicant Data Pandl:

Application date — Use the date of the Oath of Office.

Requisition — Use Requisition number #145079. Thisis for Position
number 00095687 at CGPSC (rpm) (department 1D #002817), for
personnel assigned to the IRR.

Applicant Contract Data Panel:

Note: Beaware that Contract Data does not reflect or imply EAD
contract information. EAD is atype of Reserve Active Duty,
not an enlistment contract.

Contract Begin Date — Date of the Oath of Office.

Contract Type—"“COM” (Commission).

Contract Term —Date of 30 years commissioned service or the date of
first day of the month following officer’s 60" Birthday whichever is
first.

Note: All personnel incur an initial 8-year military obligation upon
their first military affiliation.

Continued on next page
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Accession into the IRR, Continued

Data Entry
Notes (cont’d)

Applicant Contract Data Panel (continued from previous page):

Service Dates — Complete in accordance with Chapter 3 of this guide.
For an officer with no prior service, most of the service dates will be
the date of rank as listed on the oath of office. Thisincludes the Pay
Base date. The Active Duty Base will the day prior to the DCO class
convening (day of travel from home to school). Expected |oss date
will be the day prior to the officer’s 60" birthday. Expected Active
Duty Termination date will be blank (set later by EAD orders). The
Effective datefor Pay & Allowances must be the same as the
Contract Begin Date.

Employee Classification — If accession and EAD begin dates are the
same, set the Employee Classification to “SELRES’ and set the
Reserve/Training Pay Codeto “A”. If the member doesn’t report for
active duty on the same date as the accession, set the Employee
Classification field “Individual Ready Reserve (IRR)”. Set the
Reserve/Training Pay Code to “P=Awaiting IADT”. Select the
appropriate Classification Code describing the officer’s military
obligation (e.g. “Inact Du Officer w/in 8 yr obl” for an officer with no
prior, or lessthen 8 years prior, service).

Hire Applicant Pandl:

All dates will be equal to the date of rank on the Oath of Office.

Do not make any adjustmentsfor “Delay in Reporting”. Thereisno
travel or delay associated with thistype of accession. The officer’s
EAD orderswill beused to record travel time from home and
from the Academy to thefirst PDS.

Be sureto correctly set the codes for “Job Code” and “Pay Grade” on
the Job Data page.

Position and Department entry dates will also be the date of the Oath
of Office.

VIII-5-10
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EAD Orders — Assignment Officer Procedure

I ntroduction

Discussion

Correcting
Existing PCS
Orders

Procedure

DCOs who are appointed with Reserve Commissions (versus those who
appointed with Temporary Regular commissions) receive Extended Active
Duty Orders.

EAD ordersin Direct-Access serve two important functions, they:

1. Bring the member onto active duty thereby entitling them to pay
and allowances.

2. Provide authorization to make a PCS move from the place from
which ordered to active duty to the new permanent duty station.

Previously two sets of orders were required to place the member on EAD and
make the PCS transfer. First, a PCS order was issued, and then a separate
EAD order was issued. This procedure combines the PCS and EAD orders
into asingle EAD authorization.

This procedure can aso be used to correct an existing set of orders. However,
corrections must be made before the SPO records the depart/report
information. If changes are necessary after the depart/report information is
entered by the SPO, the orders must be cancelled and new ordersissued. This
error will appear if changes are attempted after the SPO has compl eted the
depart/report information:

Microsoft Internet Explorer

3 No Changes are Allowed to The Status of this Order (20130,112)

The Orders have been processed to an extent that entitlements may have been affected. No
changes may be made to these orders including their cancellation.

After adecision is made to authorize EAD follow the normal Make
Assignment (Succession Planning) process in Direct-Access.

e The EAD orders process is essentially the same as the active duty PCS
process. Thereis one small but important difference — Y ou must
change the Action/Reason code on the orders pageto “RSV”.

A step-by-step overview of the process begins on the next page.

Continued on next page
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EAD Orders — Assignment Officer Procedure, Continued

Step Action

1 Create a Succession Plan for the Position the Reservist is going to fill. Note: If
correcting a set of orders, access the original succession planin lieu of creating a
new one.

2 Enter the applicant ID or, for current CG member’ s the employee ID number on
the Candidates tab.
(Note: If the employee ID field is not active (grayed out), click the Initialize
button.)

3 Click the Order s button. The orders page will open in anew window.

4 Locate the Action/Reason field.

e It will normally default to “DPT” as shown below:
Action: Transfer  |DFT|Q] PCSDepart

e Change the Reason Codeto “RSV” for Reserve Active Duty Assignment.
Y ou can click the lookup icon to search for and select the code or just
enter in the space.

e When completed the Action / Reason section will look like this:
Action: Transfer RSV |4 RSV Duty

5 Enter the date the EAD commences in the Est. Depart Date field.
Est Depart Dt |06/01/2005 B

6 Change the Est. Report Date to the date the EAD contract ends. It will default to
30 days after the depart date. EstReport Dt: |05/31/2007 [l

7 Set the * Status field to “Apvd Sd” to approve the orders.

Continued on next page
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EAD Orders — Assignment Officer Procedure, Continued

Procedure (continued)

Step

Action

*Clause

[EAD [Q

Add any required order notes (Note: Use “EAD” and “DCO” order notes.) and
set the print sequence number(s) per existing EAD and PCS procedures.

Order Notes

Two (Ej.year extended au:tiue duty contract.

Click the OK button.

10

Y ou will be returned to the Succession Plan Page. Click Save to create the orders.

Example Completed Succession Plan Orders Page for EAD

Home = Develop Workforce = Plan Successions (GBL) = Use = Succession Plan

{  Orders %
Member: Shorty YrN2Name: Employee Regulargander: Female
Hame: Classification:

Curr Unit/Posn: 00012404 DuUTY
To Position: 00030405 DUTY 436094 Second Class Yeoman
To DeptiD: 00000 CGC GALLATIN Military
Action: Transfer RS\-’_; R3SV Duty Act Date: 04/19/2005

- |05/01/2005 @ Curr Rotat: AO CD:

. |04/30/2007 |Ei|| Mext Rotat: 047202005 completed:

[Apvd Std v | PE: Ra  [a)
LUFSProp  RA3 |4

Pipeline Trng| g Spec Need: M NG

Find | View All

First (4] 1.0f1 [¥] Last

| 0K || cCancel | | Apply |

Direct Commissioned Officers (DCO)
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EAD Orders — SPO Procedures

I ntroduction

Discussion

Reference

Members
Currently on
Reserve Active
Duty Orders

This section provides the user at the SPO with the procedure for completing
Extended Active Duty Orders.

Coast Guard Personnel Command will issue the orders following the
procedure in Assignment Processing instructions. The orders will be available
viathe Airport Terminal and the Reserve Orders Menu. Once properly
completed and endorsed the orders will:

e Placethereservist on active duty for a specific period.
e Authorize PCStransfer to the EAD unit.

The following references provide additional information about PCS
entitlements and regulations.

e Personnel Manual, COMDTINST M1000.6 (series), Chap 4

e Joint Federal Travel Regulations, Volume 1

e Personnel and Pay Procedures Manual, PPCINST MI1000.2
(series), Chap 2)

The SPO for the member’s current unit must complete the following actions
before finalizing EAD orders for amember who is already on another type of
Reserve active duty:

1. Short-term of 139 days ADT or 181 days ADOT or less
e Setscurrent Reserve Duty Order Actual Duty End Date to the day
prior to the EAD begin date.
2. Long-term of 140 days ADT or 181 days ADOT or more.
e |Inputs/approves a RELAD transaction effective the day prior to the
EAD begin date.

Continued on next page
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EAD — SPO Procedures, Continued
Departing The SPO, for the unit the member is departing from, must complete these
Procedure steps when a member is authorized EAD orders.
Step Action
1 |Locate the member’s orders on the unit’s Airport Terminal, or, by using the
following menu items:
Home > Administer Workforce > Track Global Assignments (GBL) > Use > Reserve Orders
Enter the member’ s employee ID number on the Find an Existing Value page and
click the search button.
Select the orders from the search results. Note that the Duty Type will be EAD and
the status will be *“ Appvd Standard” indicating that thisis new set orders. The newest
orders always appear at the top of the search results.
Empl Estimated Estimated g"‘“;
EmpliD Rcd Depart Report  Sequence o o'C Status
Nbr Date Date
707500  05/01/2005 04/30/2007 1043748 EAD Appvd Standard YNZ  Re
2 The Reserve Orders Page will display. There are no editable fields on the first tab --
Reserve Secific Info.
Home = Administer Waorldorce = Track Global Assignments (GBL) = Use > Reserve Orders
{m Reserve Orders © Record AmiveiDepartinfo + Reserwe Leave Disposal
EmpliD; EmplRcdNbr O
Dept: 000450 CGPSC Empl Class: Regular
Job Code; 436094 i Sal PlaniGrade: ENL  ES
Location: KS0001 GG PSC
Position:
Type OF Duty: SetlD: AUSCG
Paymentlor Buty; [ ] Long Term/Contingency
Payment for Travel: @ Short Term
Days of ADT-AT reguirement satisfied by these orders:
Dept. benefiting from this duty: | 001 | CGC GALLATIM
Dept. funding this Order: _ N COMMANDANT (G-WRP)
LUFS Project Code/Mumber: [Re3 Ta)
B save] | QLRetumie Search] | | |EB Nexl tab
Reserve Spedific Info | Reserve Orders | Record ArriveiDepart Info | Reserve Leave Disposal
3 Click the _Resene Drders 1 tab

Continued on next page
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EAD — SPO Procedures, Continued

Departing Procedure (continued)

Step Action

4 Review the Order End Dt and Order End Dt fields in the Basic I nfor mation block,
these fields must match the dates the member’s EAD contract begins and ends. It is
permissible for the SPO to change/correct these fields. However, changes which
differ from the term of the EAD contract must be approved by CGPSC (epm/opm).

Order Begin Dt: 05/01/2005 |&J  Order End Dt: 04/30/2007 |z

5 Locate the Authorizing Official (Name, Rate/Rank) field in the Basic I nformation
block and enter the name and title of the person who will be signing the orders.

6 Complete the Mode of Travel, Reimbursable Expenses, and Orders Notes fields per
procedures for an Active Duty PCS transfer. Refer to the PCS Order topic in the
Direct-Access Online Manual and the references cited at the beginning of this
section for guidance.

& Warning: Do not make any entriesin the Authorized Delay area at thistime.
Thisinformation will be entered on the next tab.
7 Route the order for approval, or approve the order, (see next page) and click save.

Continued on next page
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EAD — SPO Procedures, Continued

Approving After theinitial travel information is entered, a user with the CGHRSUP role
EAD Orders must approve the travel order.

Step Action
1 Click thel Route For Approval || button.
If you are Then
The approving 1. Click the drop-down menu in the Approva status field
official (SPO and select “ approved”
Supervisor/ 2. Click OK.
CGHRSUP Rule 3. Click Save when returned to the reserve orders page.
User)
Not the approving 1. Enter the approving official’s employee ID number in
official the Forward To field.
2. Click OK.
3. Click Save when returned to the reserve orders page.

Saving the orders will return several warning and informational messages. Note the
reminder that pay entitlements for long-term reserve orders must be administered
through the Employee Entitlements module.

Microsoft Internet Explorer

'E Full entilements are done in the Entitlements function {20 320,128)
* ‘fou have indicated that this order is entitled to full entittements on tab one, Those entitements are managed in the entitements menu option and must
be done separately from this order.

Continued on next page
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EAD — SPO Procedures, Continued

Completingthe  This section must be completed after the orders have been approved and
Record Arrivel  saved.

Depart Info

Tab

Step Action

1 Path to Home = Administer Worldorce = Track Global Assignments (GBL) = Use = Reserve Orders .

2 Enter the member’ s employee ID number on the Find an Existing Va ue page and
click the search button.
3 Select the orders from the search results. Note that the Duty Type will read “EAD”
and the Status will show ‘Ready for Member to Execute’, indicating the orders have
been approved, but the Actual Duty dates (Endorsements) have not yet been
completed.

Empl Estimated Estimated

Coast

e Status

EmpliD Rcd Depart Report Sequence

Mbr Date Date Duty
Type

a 05/01/2001 04/30/2002 1043748 EAD Readyfor Member to Execute YNZ  Re

4 | Click on the L_Record ArrivelDepartinfo | -, and |ocate the

Actual Report and Depart Dates section.

1. Complete the Actual Duty Begin Dt field using the date the member’s EAD
contract begins (same as the Est. Duty Begin Dt, which appears below the
dataentry field).

Actual Report and Depart Dates

Actual Duty Begin Dt: |D6/01/2005 |Ei]

Est Duty Begin Dt; 06/01/2005
2. Complete Actual Duty End Dt field using the date the member’s EAD
contract ends (same as the Est. Duty End Dt, which appears below the data
entry field).

Actual Duty End Dt | 0513172007 |Eil
Est Duty End Dt: 05/31/2007

Note: Both the Actual Report and Actual Depart date fields must be completed by
the SPO for the unit the member is departing from.

Continued on next page
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EAD — SPO Procedures, Continued

Step | Action
S Locate the section.

1. Thefirst entry must be a“Home to Duty” row. The begin and end dates
must span any authorized delay, such as leave, proceed time, and travel
time, which will be listed after the Home to Duty row.

2. After entering the Home to Duty row, click the add row button (+) and
insert additional rows for each type of delay.

Travel Report and Depart Dates First
Beqgin Date End Date Description
[06/01/2005 [ [06/04/2005 [l | Home to Duty v | [+][=
|06/01/2005 |[5] | 06/0412005 (4] | Travel Time v |[+][=
6 | When complete dlick the "B52v2) putton. This creates the appropriate endorsement
on orders transactions.
Reminder: Saving the orders will return several warning and informational
messages. Note the reminder that pay entitlements for long-term reserve orders must
be administered through the Employee Entitlements module.
Microsoft Internet Explorer
_'S Full entiiemants are done in the Entitlements function (20320, 128)
‘fou have indicated that this order is entitlied to full entitements on tab cne. These entitements are managed in the entitements menu option and must
be done separately from this order,
Continued on next page
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EAD — SPO Procedures, Continued

Reporting The SPO for the member’s new PDS must compl ete the following steps after
Procedure the member reports.
Step Action
1 Record entitlements (BAH, BAS, CSP, SDAP, €tc.) as appropriate
for the new PDS, effective the date the member reports.
2 If member reported early, adjust “Home to Duty” and other

itinerary dates.

Dates for EAD orders:

Date EAD begins
(departs enroute to
new PDS)

New Destinatipn I i £ MaN Tl Fhr

Actual Duty Begin Dt: | 12/17/2004 |Ed] Actual Duty Ena ot | 12H6/2010 (B
Est Duty Begin Dt: [12(17/2004 Est Duty

Date EAD ends.
Not date reported
to new PDS

|12i22r2004 [l [01g6/2005

| Leave INCONUS

Date will report or date reported to
new PDS

Direct Commissioned Officers (DCO)
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Pay Entitlements of Newly Hired Officers Attending DCO

School
Entitlement Newly Accessed Officers While Enroute from Academy Reference
Attending DCO New Duty Station after DCO School
Mbrsw/o Deps | Mbrsw/Deps Mbrsw/o Deps | Mbrsw/ Deps
Basic Pay Yes @ O-1, O-1E, O-2, O-2E, O3 or O3E, rate as appropriate Article 1-B-5,
CG Personnel Manual;
Figure 2-2, Rules 3
& 6, CG Pay Manual
BAH Partial BAH (“D”) | BAH-With (‘L")@ Member with prior BAH-With (“L") @ Figure 3-7, Rules 1
location of dependents. service - BAH-W/O location paid while at & 15, and
If dependentsresideina | (“G”)@ New London DCO School (location Figure 3-10, Rules 1
non-BAH eligiblelocale | locae. of dependents) & 19, CG Pay Manual
(e.g., Guam or Puerto No prior service—
Rico), then BAH-In BAH-In Transit Rate
Transit is payable W/O
instead of BAH.
CONUSCOLA No (unless New Yes @ location of the No (unless New Yes @ location paid Sections U8002, U8011, &
Note: Transaction | London, CT dependentsif that isan London, CT becomes while at OCS (location u8012, JFTR
must be becomes an eligible | eligiblelocae an eligible locale) of dependents or
submitted even if locale) permanent unit if
no$ent. eligible locale)
BAS Officer BAS Officer BAS Officer BAS Officer BAS Section 3.A.1, Figure 3-2,
Rule 10, & Figure 3-4,
Rules1 & 3,
CG Pay Manual
FSA-T No Y es starts on 30" day. No Yes (for travel time Figure 3-19, Rule 10,
only, not for proceed CG Pay Manual
time or leave)
Clothing $400 Initial $400 Initial Sections 3-1 and 3-K,
Allowance (+$200 Additional (+ $200 Additional CG Pay Manual
for Reserve for Reserve (exceptionsin sections
Commission) Ccommission) 3K.2,3K.3,3K.5
Career Sea Pay No No No No Figure4-7, Rule 4,
CG Pay Manual
Hardship Duty No No No No Figure4-3, Rule 5,
Pay — L ocation CG Pay Manua

DLA, Advance Pay, Proceed Time, & TLE — They are different for people with no break in

service.

Direct Commissioned Officers (DCO)
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PPC SPO Manual
Part VIII, Accessions
Chapter 6, OCS Accession/Graduation Processing

Chapter Overview

Introduction This chapter provides references to procedures for the user at the Academy
OCS SPO to complete transactions in Direct Access for an enlisted member
who has graduated from OCS and is commissioned as an officer inthe U. S.
Coast Guard or U. S. Coast Guard Reserve.

Inthischapter  The following topics are covered in this chapter.

Topic See Page
OCS Accession Processing V11-6-3
Graduation Process Overview VII-6-7
Transaction Notes/References V11-6-9

OCS Accession/Graduation Process VIlI-6-1
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OCS Accession Processing

Introduction This section highlights some key points for processing accessions of OCS
candidates for Reserve Commissions from civilian status.

Discussion Applicants accepted for OCS, who will graduate with Reserve Commissions,
are often enlisted in the Coast Guard Reserve prior to their class convening
(CCLVN) date.

e OCS attendees (from civilian status) are enlisted in the Reserve Component
(See 4.D.1.c, CG Recruiting Manual for enlistment terms and rates) issued
IADT ordersto OCS. They are commissioned upon graduation and issued
EAD ordersto fulfill their active duty service obligation. They remain
affiliated with the Reserve Component unless they integrate into the
Regular Coast Guard or are discharged upon completion of their initial
military service obligation. .

Continued on next page
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OCS Accession Processing, Continued

Processing Follow the procedures in Chapter 3 for completing the initial accession. Refer
OCS-DEP this table to determine the correct dates to use for the various date fields on
Accessions the Applicant Contract Data pages.
Stage Event Event Setsthe
1 Recruiter effectsenlistment | 1. Contract Begin Date. Use date from block 5

with CGRC authorization
IAW 4.D.1.c CG Recruiting
Manual.

Note: If enlisting prior to the 1% of
the month, in which they will
depart for OCS, enter a decline of
SGLI coverage, thiswill prevent
the member being charged for
SGLI whilein a DEP status.
Remember to start SGLI coverage
(and family coverage, if
applicable) the date the member
start their IADT.

DD-4/1 (Date of Enlistment).
2. Contract Term (8 yearsor 4 yearsif prior
service).
3. Job Code 451097/Rate. SAOC (E2) or prior CG
rate (non CG prior service members are enlisted
as SAOC/E2, ref 1.B.5.J CGPERSMAN)
Effective Datefor Pay & Allowances
Military Entry Date (Date Military Obligation
Incurred) and Date Completed Military
Obligation (8-year span).
Expected L oss Date (8 or 4 years after date of
enlistment)
Anniversary Date
Initial Reserve Entry Date
Employee Classification (IRR)
10. TRA/PAY Cat (P = Awaiting IADT)
11. Active Duty Base Date
12. Pay Base Date
13. Date Entered Current Active Duty Period
14. Job Family Entry Date

a s

IS

© oo N

2 Member departs for OCS, Reserve Member Status Change (SELRES/Cat-A)
normally 1-day prior to Begin date for the IADT orders.
CCLVN date.
Continued on next page
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OCS Accession Processing, Continued

Processing OCS-DEP Access ons (continued)

Stage

Event

Event Setsthe

3

Member reports to OCS.

For members without any prior CG service or with
prior CG service who were enlisted below paygrade
E-5: Advancement to Job Code 451094/0OCUI2 (E5).

Note: Thereis problem with the way the
advancement to OCUI2 (E5) works through
JUMPS. If you prepare and approve the
accession and the advancement on the same
day, the member's accession will reflect ES
not E2 in JUMPS. Thisistrue even if you
date the advancement the day after the
accession (which is correct, member ispaid as
SAOCUI while en route to OCS and advanced
when class starts).

To avoid this problem, please be sure to enter
the advancement to OCUI2 one JUMPS
update cycle after the accession is approved.
A future update to DA and/or JUMPS will
correct this problem and this note will be
removed.

Member Graduates OCS

Follow the procedures beginning on the next page.

OCS Accession/Graduation Process
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Graduation Process Overview

Process

See flowchart below.

OCS Graduation Process Differs Based on Candidate's Coast Guard Affiliation and Type of Commission

Regular member who

will receive a Reserve

commission and EAD
arders upan
graduation

1

Process the OCS
Graduation Board

Complete member's
EAD orders being sure
ta input all duty dates,

home to duty row,
travel time, leave, etc.

Reserve member who will
receive a Reserve
commission and EAD
orders upan
graduation (Azsd. 2P0 wil ds ADT )

Ensure mamber's current Reserve
Duty Order Actual Duty End date is
the same as the last day the member
will be an Officer Candidate

Regular member
wha will receive a
Regular commission
upon graduation

Procass the OCS
Graduation Board

Process the OCS
Graduation Board.
Mote: Board process will discharge mbyr.

Complete member's PCS
orders and departing
endorsement (Actual Depart
Date field)

SPO for the new PDS will stopistart pay
entitterments as appropriate (including
BAH) and, if the officer reported on other
than the arginal planned reporting data,
change home to duty row, ravel time,
leave dates, etc. on EAD orders as
necessary.

Complete member's EAD orders being
sure lo input all duty dates, home fo duly
row, travel fime, leavae, etc.

SPO for the new PDS will stop/start pay entitlements

(including BAH-TR) as appropriate and, if the officer

reported on other than the original planned reporting
data, change home to duty row, travel ime, leave

dates, etc. on EAD orders as necessary.

SPO for the new PDS
ocompletes the
raporting endorsament
on orders and starts
pay entitlements

OCS Accession/Graduation Process
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Transaction Notes/References

Determining Y ou must know what type of Coast Guard affiliation the Officer Candidate

Coast Guard currently has before beginning the OCS graduation process. The affiliation is

Affiliation determined by the member’s employee class (empl_class) in Direct-Access.
Follow these steps to lookup the employee class:

Step

Action

1

Click on the following menu items. Home > Develop Workforce >
Plan Careers > Use > CG Member Info

2

Enter the employee ID and press Enter or click search.

3

The CG Member Information page will display. The employee
classis shown on the Background tab between the Rank and SSN
fields.

View/Change If the member is a Reservist, ensure the current Reserve Duty Order Actual
Reserve Order  Duty End date is the same as the last day the member will be an Officer
Actual Duty Candidate. The procedures for viewing and changing (if necessary) duty end

End Date

date are available in the Direct-Access Online Manual.

1. Accessthe Online Manual at http://www.uscg.mil/ppc/ps/.
2.
3. Click the Amend Active Duty Termination Date for a Reservist

Click the Reserve Orders book icon in the table of contents.

topic.
Follow the directions on the page to view atutorial of the process
or to access the online guide.

Continued on next page
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Transaction Notes/References, Continued

PCSTransfer Here are the references for issuing, completing and endorsing orders for a
Ordersfor a Regular officer.

Regular Officer

Action

See

Assignment Officer

The Make Assignment topic in the Direct-Access Online Manual.

must issue PCS 1. Accessthe Online Manual at http://www.uscg.mil/ppc/ps/.
orders. 2. Click the Assignment Processing book icon in the table of contents.
3. Click the Make Assignment topic.
SPO must complete | The PCS Transfer topic in the Direct-Access Online Manual for guidance.
thePCSorderstab |1. Accessthe Online Manua at http://www.uscg.mil/ppc/ps/.
and the Depart / 2. Click the SPO Transactions book icon in the table of contents.
Report Member 3. Click PCS Orders book icon.
Info. tab 4. Click the PCSTravel Order topic for information on completing the
PCS Orders tab.
5. Click on the Click the PCS Departing Endorsement on Orders topic
for information on compl eting the Depart / Report Member Info tab.
Depart/Report Member Tab | Completed by
(Endorsements)
Actual Depart Date Academy SPO
Actual Report Date SPO for the member's new PDS
Continued on next page
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Transaction Notes/References, Continued

PCSTransfer /
EAD Orders
for a Reserve
Officer
(Including a
Regular
Member who
Graduateswith
a Reserve
Commission)

Here are the references for issuing, completing and endorsing orders for a
Reserve officer who will be performing Extended Active Duty following
graduation from OCS.

Action

See

Assignment Officer

The Make Assignment topic in the Direct-Access Online Manual.

must issue PCS- 1. Accessthe Online Manual at http://www.uscg.mil/ppc/ps.

EAD orders 2. Click the Assignment Processing book icon in the table of contents.
3. Click the Make Assignment topic.
Note: The Action / Reason section must be completed with the Reserve
Duty Type code “RSV”.

1. Academy SPO The EAD Orderstopic in the Direct-Access Online Manual.

must complete the
Reserve Specific
Info. and Reserve
Orders tabs.

2. Academy SPO
must complete the
Record Arrive/
Depart Info tab
AFTER the Board

process is compl ete.

1. Accessthe Online Manual at http://www.uscg.mil/ppc/pd.
2. Click the Reserve Orders book icon in the table of contents.
3. Click the Extended Active Duty Orderstopic.

Record Arrive/Depart Info Use

Tab (Endorsements)

Completed by

Actual Duty Begin Date Academy SPO Date of graduation/departure
from OCS (EAD start date)
Actual Duty End Date Academy SPO Date EAD ends.

Continued on next page
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Transaction Notes/References, Continued

Early
Reporting of
Reserve
Officers

Board Process

If areserve officer reports to his’her new duty station earlier than the end date
of the “Home to Duty” row as recorded by Academy SPO on the Record
Arrive/Depart Info tab of the EAD orders, the officer's new SPO shall record
the early arrival by adjusting the dates. The end date of the Home to Duty
row must be changed to reflect the officer’ s reporting date and the leave,
travel time, and other delay enroute dates adjusted accordingly.

‘ Dates for EAD orders:

Date of graduation /
departure from OCS

iy

o7

Date EAD ends.
Not date reported
to new PDS

text

..

Date reported to new

If the officer has no dependents, the officer's new SPO shall also adjust the
officers BAH w/o deps entitlement while enroute from the Academy to the
new duty station (see the Pay Entitlements section on the following page).

Boards and Panels are convened to process officer appointments, promotion,
retention and selection for advanced training. The PeopleSoft Career
Management module is used to setup and manage Boards. Refer to the
Boards topic in the Direct-Access Online Manual for guidance.

1. Accessthe Online Manual at http://www.uscg.mil/ppc/ps.
2. Click the Career Management book icon in the table of contents.
3. Click the Boards topic.

Note: The Board Process must be completed before orders are endorsed.

Continued on next page
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Transaction Notes/References, Continued

Pay The chart on the following page summarizes pay entitlements of members
Entitlements while attending OCS and enroute to their new PDS.

OCS Accession/Graduation Process VIII-6-13
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Pay Entitlements of Members Attending OCS
(other than Reservists on short-term active duty for ROCI)

Entitlement | Newly Accessed Members Current USCG or USCGR While Enroute from OCSto Reference
Attending OCS MembersOrdered to OCS New Duty Station after OCS
Mbrsw/o Mbrsw/Deps Mbrsw/o Deps Mbrsw/ Deps Mbrsw/o Deps Mbrsw/ Deps
Deps
Basic Pay Yes(asE-2) Yes(asE-2) Yes @ pay grade | Yes @ pay grade Yes @ O-1, O- Yes @ O-1, O-1E, Article 1-B-5.j,
prior to OCS; if prior to OCS; if < 1E, 0-2, or O-2E rate CG Personnel
< E-5prior to E-5 prior to OCS, O-2, or O-2E rate | asappropriate Manual;
OCS, then then receive E-5 as appropriate Figure 2-2, Rules 3
receive E-5 rate rate at OCS. & 6, CG Pay
at OCS. Manual
BAH Partial BAHor | BAH @ location Partial BAH BAH @ location of See SPO Manual, | See SPO Manual, Vol I, Figure 3-7, Rules 1
(for Reserve of dependents. permanent unit prior Vol Il, Chapter Chapter 10 (BAH), Table | & 15, and
on IADT) If dependents to OCS (unless 10 (BAH), Table | 2: BAH-PCS Figure 3-10, Rules
BAHW/O@ | resideinanon- dependentsresidein 1: BAH-PCS Entitlementsfor Active | 1
location of BAH €dligible government Entitlementsfor | Duty MembersWith & 19, CG Pay
permanent locde (e.g., quarters). Active Duty Dependents Manual
residence Guam or Puerto Members
location at the | Rico), then Without
time ordered BAH-L is Dependents
to active duty payable using the
provided Zip code for the
member training center
maintains a
residence and
continues to
be responsible
for rent or
owns the
residence
CONUS No (unless Yes @ location No (unless New Yes @ location of No (unless New Yes @ location paid Sections U8002,
COLA New London, | of thedependents | London, CT permanent unit (prior | London, CT while at OCS (location of | U8011, & U8012,
CT becomes if that isan becomes an to OCY) if that isan becomes an dependents or permanent | JFTR
an eligible digiblelocale digiblelocale) digiblelocale digiblelocale) unit if eligible locale)
locale)
BAS No No Enlisted BAS Enlisted BAS Officer BAS Officer BAS Section 3.A.1,
minus Discount minus Discount Figure 3-2, Rule
Meal Rate Meal Rate 10, & Figure 3-4,
Rules1 & 3,
CG Pay Manual
FSA-T No Yes No Yes No Yes (for travel timeonly, | Figure3-19, Rule
not for proceed time or 10,
leave) CG Pay Manua
Clothing No No Yes Yes $400 Initial $400 Initial Sections 3-1 and 3-
Allowance (BMA or SMA) (BMA or SMA) (+$200 (+ $200 Additiona K,
Additional if if Reserve CG Pay Manual
Reserve CoMmMission) (exceptionsin
COMMission) sections
3.K.2,3K.3,3K.5)
Career Sea No No No Yes (for first 30 days | No No Figure 4-7, Rule 4,
Pay of TDY if permanent CG Pay Manual
unit prior to OCS
was avessel)
Hardship No No No Yes (if permanent No No Figure 4-3, Rule 5,
Duty Pay — unit prior to OCS CG Pay Manual
Location was an HDP-L
digible unit)
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PPC SPO Manual
Part VIII, Accessions
Chapter 7, Academy Graduation Processing

Chapter Overview

Introduction This section will guide you through the process of creating and
processing Academy graduation boards. For general information on
using the "Maintain Boards" page, you should review the boards topic

in the Direct Access Online Help at:
http://www.uscg.mil/ppc/ps/career management/boards/overview.htm.

Responsibility ~ This processis completed by the Academy SPO only.

User Roles Y our DA user account will need the following roles added in order to
complete this procedure:
Role Description
PROM Promotion
CGCRMGBD Career Management Boards

Submit a DA User Access form (CG-7421B) to PPC Customer Care
to have the above roles added to your account.

Discussion This process will create the necessary JUMPS transactions to establish
the graduate as an officer in the Coast Guard. The Applicant/Hire
processes are not necessary when this process is used. However, you
should ensure that an Employee Tax Data and Payment Option
Election are submitted for each graduate. See chapter 4 for
procedures.

Inthischapter  Thefollowing topic is covered in this chapter.

Topic See Page

Academy Graduation Boards VIII-7-3
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Academy Graduation Boards

Before you If possible, have the Board Type Code. Academy boards will be

begin created with the code ACAD. However, if you do not know the Board
Type Code value, you may perform alookup as follows and select the
code from the available list returned.

Procedure Follow these stepsto process an Academy Graduation board.

Step | Description

1 Select from the home menu bar Develop Workforce>, Career Management>,
Setup>, and Maintain Boards.

e Alternate path: Select from the home menu bar Devel op Workforce>,
Career Management>, Setup>, and Board/Panel Setup Home. Select
the Maintain Boards and Panels link.

Enter aBoard Type Code, Sequence Number, or Active Duty Reserve Indicator
and press the Search button. Select the Board Type Code from the available
list.

Note: For each new class session, you must press the Add a New Value link
to generate a new instance of that board type. Enter the Board Type Code or
use the lookup and enter the description 'Y%bACAD%' then press Search. Select
from the available list. Enter "Active Duty" for the Active Duty Reserve
Indicator. Once al the values are complete, press the Add button. On the new
page, you will enter the data and press the Save button. The Sequence Number
is updated automatically when the page is saved.

Maintain Boeards

Find an Existing Walue

Board Type Code ACAD |

Aclive Duby Resens indicatar [actve Duty =]

Becipera:e Bumber

.......................
EHH 3 Maw valila

Saarch Results

1 ody
Flaril Typie Code Actbm Dty fasan Indlicatnn Segquencs Huirdss Star Dale
[ ¥ul 1n] Arten = 2003050

LA iy ] 200735

Continued on next page
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Academy Graduation Boards, Continued

Procedure

Step | Description

On the "Maintain Boards" page, complete the fields as follows:
Enter the Graduation Date of the Academy Class.

1. Setthe Statusto 'In-Session'.

2. Select 'PROMO' for the Imaging Profile.

3. Select 'Promotion’ for the Security Type

4 . Select "ACAD' for the Group ID.

5. The Cand Job Code should be the primary jobcode of the members who
are graduating from the academy (The most common value will be:
209898 ACAD). If graduating personnel have multiple jobcodes for that
school session, you should select the jobcode held by the maority of the
class.

6 . The Promo Jobcode should be the jobcode that class will be advanced to.
Use the magnifying glass to look-up the appropriate jobcode. (The most
common value will be: 000098 ENS.)

7 . Leavethe Start Sig# blank. This number does not pertain to Academy

2

advancements.
Sample graphic:
Home = Devalop Workforee = Caresr Management = S2iup = Mantaln Boards Mg Window
[ Waintain Boards A SthualPE BCEEE
i The Sequence
Brod Type:  ACAD  Acaderny AD/Res Ind: o fe Sequence: 2 3 A
- % number field is
. 2003 | [ H filled in after you
Convena Di: st 2003 [ R Fere—1a Academy y
[msession save the new
5 =SeEs0n = e . . |7
Slatus: Cand Job Code: [209328 4 ACAD board.
‘Imaging Profile: [FROMO 4] Ecn:nu Job o [o0003E Q) oo
. . [P 1 '! e l——
sw"'w nq&. ramotion start 5|m’; 0\]
[ Best Qual Brd Zone SizeCut:
. [l
toselect: [ WarE2J6G Dor. X
HMin Allow Score: Fop Brd Cand I Compute Final !i'll|i1|plpi
Max Allow Score:
Accomplistiment Q)
& save)  (CiBetwnio Seamh | |42 Mext in List | | +2 Previeus inlList ) Eaadd)
Press the Save button.

Note the Sequence number in the upper right-hand corner of the page. Thisis
your ID number for this board.

Continued on next page
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Academy Graduation Boards, Continued

Procedure

Step

Action

3

To add the board candidates, select from the home menu bar Develop
Workforce>, Career Management>, Use>, and Board Candidates. Look up
the board that was created in Step 2.

Sample lookup:

Bloird Cesdidutas

Find &n Existing Walue

Add the candidates.

Home = Devalop Workipe = Caresr Managemend = Lise = Board Candilates D VIR d o
J" Board Candidata

Brd Type:  SCAD  Acadiny Stalus: | ADRES Nk o S 3 Elig

BoardPane Candidates

|| zone |Empip [Roos Rank [Wame

LT APwms Al cadet |sonesddan

B save) [ Retumto Searon) (iEHentn List)

The candidates areinitially populated and sequenced in alphabetical
order. Therefore, pressthe Board I nformation tab and use this page to
sequence the candidates in precedence order based on their class rank for
processing/signa number assignment.

| Member Information '\ Officer Status } Board Information | Description =5
Zone |[EmpliD Rcd# |[Rank |Mame Slctr Hbr |Receive Dt itted  |Eligibility  |[Adv
1{[in F]|[eass077 &[0 ||cadst| Aten,Dan |1 [ Edl||nsinerz0 ] Eligibilityl r =]
2|[in 7]|[e364e3 | Q[0 ||cadet| DavisTracy |2 | Ed ||osmerzni ] Eligibilityl r =1
3\in |[ees27es (|0 ||cadet | Him Chartes E f i) |[osroer20i E5) | Eligibiliy || 7= =]
4lfin  |||oez 050 g“u_ Cadet | Jones.Adam | f 1 |[08/6rz0i 3| Eligibility || 1 =
sl[in  x]||o0z9808 g“u_ Cadet | Jones,Eve |s f 1 |[05/6r20i 3 | Eligibility || 17 =1

This ordering is established through manipulating the Slctr Nbr (selector
number) field. Cadet administration will also have to manually manipul ate any
cadets who will not be graduating and/or will be graduating late.

Continued on next page
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Academy Graduation Boards, Continued

Procedure (cont’d)

Step Action

3 (continued from previous page) TO manual Iy add candidates from the list, you may do so
by pressing the Plus Symbol button. Thiswill add arow and allow you to enter
acandidate' sinformation. Pressing the Minus Symbol button will alow you to
deletearow. In order for the candidate to be processed for advancement, the
candidate MUST be saved with a Cand Status of “ Select”. Pressthe Save
button when all changes, additions, and del etions are compl ete.

Select from the home menu bar Develop Workforce>, Career Management>,
Setup>, and Promote/Advance Numbers. Select the List ID (CG Academy),
Effective Date (05/01/2003), and the Active Duty Reserve Indicator (“Active
Duty” or “Reserve — Active Component,” as appropriate). Press Search and
select from the list returned. (sample of list options shown below)

Prometeifdvance Numbers

Find an Existing Value

LI K [ i ey E

Efaciee Duie 05wz i

Ariva Dk Fasa res indicanar | Ariea Dy E

[T Goeesct Mistoey

Search Results

i 1D ErMiseron Duil i Aensss Dy Pl i B U5 il
On the "Promote/Advance Numbers' page, enter the Group ID of " ACAD" and
the Job Code of " 000098" . Press the Save button. It isnot necessary to add a
number in the Advance/Promote Number field (Thisfield isfor enlisted
advancements from advancement lists. Refer to the instructions for the “Board
Information” tab, in Step 2 above, if you need to set the rank order of

candidates). All the candidates on the board will populate the "Post Board
Activities" page (the next step).

pikeree = Canein Managemerd = Selp > Promabedhdeance Muimber s Hletw Wind g

Ligt i GG Acadermy EMfi:  0S/0172003 KD Fes ld: ALt

Flead |View A0 Fieck B0 4 o4 [ Lagt
* Group iD JobCose  Description MuhancePromote N

Hhr Sedartod

t [aCAD G/ [000028 | Q) Ensign [

B savel CRwlunin Seah | [Eeaad | o Comiort History |

Continued on next page
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Academy Graduation Boards, Continued

Procedure (cont’ d)

Step

Action

Select from the home menu bar Develop Workforce>, Career Management>,
Use>, and Post Board Activities. Select the List ID (CG Academy), Effective
Date (05/01/2003), and the Active Duty Reserve Indicator (“ Active Duty” or
“Reserve — Active Component,” as appropriate). Press Search and select from
the list returned. (sample of list options shown below)

Sample of Post Board Activities search for board set up in Step 2:
= Heral Bosa'd Al
Feat Baard Activides

Find an Existing Valie

Lt D [5 agary B
e G I.l"'-.l".l.l.l: :
Arirea Logfy ™ Bosred MEK=lH I-'- iy Loty

‘E-iil.r-l Chiar | Bxeyp BEmnk

Sairch Remuls

Eriectha Duwe Aovees Doty Resorss ivlicymm

o (L2 LT Ll o i

Thistakes you to the "Post Board Activities' page. This pullsall selected
candidates from the board session.

Horre = DEsalon Wiorkloree = Career Manaogemant = Use = Posi Board Activities

Lt 10 0 ACademy AD Roies liwik: ALTve e, 050172003

Lrate of Rank
05(16/2003 v | Select Al |

Promote Member Fanl | Vi A Firsl [0 108 4[] Last

|_,— T e r
| Member nformation W CRORPromete & FTTH

| Emplip |Rcd Zone | Rank Name Job Codle |Grade Enfry Date | Select
| t{oesmse| 0 |Cadet |Jomes.ddam 209808 |07/06/ 908 '
Craats {rPﬁ-Ll,

il save) (CLARetun o Search )

Press the DOR/Promote tab. Enter the Date of Rank (DOR) for the promotion

and press the Select All button. Thiswill populate the Rank/Contract date field.

Academy Graduation Processing
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Academy Graduation Boards, Continued

Procedure (cont’ d)

Step Action

The Promo Job Code will default to the Promo Jobcode entered on the
"Maintain Boards' page from Step 2 above. Y ou may override the Promo
Jobcode at the individual member level simply by typing in a new jobcode.

When you are satisfied that all information on the page is correct, press the
Save button. The advancement transaction is created when the page is
saved.

8 To repeat this function, select Return to Search. To perform another
function, choose from the menu. To exit, press the Sign Out link located at
the top of the page.

Academy Graduation Processing VIII-7-9
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PPC SPO Manual
Part VIII, Accessions

Chapter 8, Component Changes

Chapter Overview

Introduction The chapter provides the procedures for separating an enlisted member from
active duty and enlisting them in the Reserve Component with no break in
service. This chapter also provides the procedures for separating regular
officers from active duty and accessing them into the Coast Guard Reserve.

Inthischapter ~ Thefollowing topics are covered in this chapter.

Topic See Section

Discharge to Immediate Enlistment VIII-8-A

Regular to Reserve Officer Commission VI1I-8-B
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Section A, Discharge to Immediate Enlistment

Section Overview

Introduction This section provides the procedure for separating a member from one service
component (Reserve or Regular) and enlisting them in the other with no break
in service.

Inthischapter  Thefollowing topics are covered in this chapter

Topic See Section
Discharge Procedure VII1-8-A-3
Accession Procedure VIII-8-A-7
Warning Do not use this procedure for a member who is reenlisting in the same service

component. See the Reenlistment Contract topic in the Direct Access Online
Help for the procedure for these members.
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Discharge Procedure

Introduction A component change is preceded by a discharge, effective the day before the
accession.
Procedure Start Internet Explorer, sign into Direct Access and follow these steps to
complete this procedure.
Step Action
1 Select menu items in the following order

Home > Administer Workforce> Administer Workforce (GBL) > Use >

Separations

Enter the member's employee ID number in the EmplID field and click the search

button

®When choosing amember from the search results, please be sure you are
choosing the person you actually want to change data on. Verify the
employee ID or national 1D before making any changes. Also, since one
member can have multiple records if they're both a Regular or Reserve
Member and an Auxiliary Member or Civilian Employee, please be sure you
are selecting the correct Employee Classification.

The Separations component will open.
e Click the 21 (add anew row icon) to insert anew blank separation if

necessary.

Field Entry

Type A - Discharge

Termination Date. Must bethe day before the date of (new)

Date enlistment.

SPD Separation Program Designator Code. KHC - Immediate
Enlistment or reenlistment is used in this example. Check
the SPD Code Handbook for a complete listing of codes
and their correct usage.

Reenlistment RE1

Eligibility

Code

Reason Convenience of the Government

Type Honorable

Status "Rcmed Reenl Change Component” - Recommend for
reenlistment or change of service component.

Continued on next page
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Discharge Procedure, Continued

Procedure (continued)

Step Action

3 Click the Leave Disposition Tab.
« Enter any earned or saved leave to be sold or number of excess daysto be

charged.
Note: Reserve members being discharged from arecall to active duty for a

contingency operation are not subject to the 60-day career maximum limit
when selling leave.

Continued on next page
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Discharge Procedure, Continued

Procedure (continued)

Action

Click the tab. Locate the links section at the bottom of the page:

o Sdlect the Orderslink.

The Separation travel order will open in anew window. Normally, no actionis
required. However, the system may not permit you to save the separation
transaction without first viewing the separation travel order. Close the travel
order window to continue.

Click the DD244 link. The DD214 worksheet will open in anew window.
Complete the worksheet (see the DD-214 instructions for details), saveit and
close the window.

Return to the separation window and click the button. Acknowledge the
following warning message by clicking the OK button.

Click the tab.
e |If you area CGHRSUP (SPO Supervisor) role user, click the drop-down
menu in the status block and select "approved”

e If you are not a CGHRSUP (SPO Supervisor) role user, enter the
employee ID of the approving official in the route to block.
Note: The SPO supervisor must approve and save the separation
transaction before the accession can be initiated.

Return to the separation window and click the button. Acknowledge any
warning messages by clicking the OK button.

Discharge to Immediate Enlistment VIII-8-A-5
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Accession Procedure

Introduction This section supplements the procedures in Chapter 2 and 3 for completing
the accession of a member who is changing components or being
commissioned outside of the OCS or Academy Board processes.

Procedure Follow these steps to compl ete the accession.
Step Action
1 Complete the stepsin Chapter 2, Pre-Accession Processes, to add the member

as an applicant and in Chapter 3, Hire Processing, to complete the enlistment
contract (Contract Data page).

2 Ensure the effective date entered for the accession is the day immediately
following the effective date of the member's discharge.
3 Also, remember to correctly set the member's pay base date, active duty base

date, job family entry data, and other date fields on the Service Information tab of
the Contract Data page.

Continued on next page
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Accession Procedure, Continued

Procedure (continued)
Step Action
4 The Military Service End Date field on the Prior Service tab of the Contract Data

page should be the date immediately before the effective date the accession.

Compl ete the steps in the Hire Applicant topic (Chapter 3, page 36). Again,
ensure the effective date entered is the day immediately following the effective
date of the member's discharge.

Pay particular attention to the requirement in Step 5.D of the Hire Applicant topic
to change the Effective Sequence number of the Job Data entry:

If thisisarehireimmediately following a discharge (e. g. Member
discharged from Reserve and Enlists in Regular CG next day), change the
Effective Sequence number field to 1. The discharge transaction will
place arow in job data with the same effective date.

Continued on next page
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Accession Procedure, Continued

Procedure (continued)

Step Action
5 Failure to adjust the Effective Sequence number will result in this error when
attempting the save the accession:
6 Also, be sure to correctly enter the member's effective date of pay grade on the

Job Information tab as described in Step 6 of the Hire Applicant procedure.

Continued on next page
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Accession Procedure, Continued

Procedure (continued)

Step Action
7 There are two fields on the Job Information tab that will need to be changed from
their default values depending on the type of accession:

The"Job Code" is used to set the member'srate/rank & paygrade. It will
default to the rate/rank associated with the Position 1D/Job Requisition
number entered on the Requisition Tab of the Applicant Data page. Thisfield
will need to be changed to reflect the member's rate/rank at the time of
accession (Example: Member is authorized enlistment as a SN/E3 vice
SR/E1 or areservist enlisting under the RX program as a PS2 but assigned to
an unbudgeted position, which are al SN/E3 billets).

The Entry Dateis used to set the member's effective date of pay grade. The
Entry Date defaults to the effective date for the accession as entered in Step 5
above. If thisisarehire with no break in service (e.g. Discharge to Immediate
Enlistment) you must change the Entry Date to the effective date of
advancement to present pay grade for the rating in which presently serving.
This can be determined by accessing the member's job data (Administer
Workforce > Administer Workforce (GBL) > Use > Job Data) in "Include
History" mode and locating the effective date of the most recent row with the
Action / Reason of "Promotion / NCP - Normal Career Progression”

In the exampl e below, the effective date of the member's advancement was
06/01/1998.

Continued on next page
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Accession Procedure, Continued

Procedure (continued)

Step Action

7
The pay grade is shown on the Salary Plan tab.

8 If the member is transitioning from the Reserve Component to the Active
Component, after saving the Hire Applicant page, go to Employee Entitlements
and start BAH, BAS, Career Sea Pay and other pay and allowances the member is
entitled to.

Discharge to Immediate Enlistment
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Section B, Regular to Reserve Officer Commission

Section Overview

Introduction This section provides the procedure for separating an officer from the Regular
Component and accessing them into the Reserve Component with no break in
service.

Responsibility =~ The SPO for the officer’s current [active duty] unit completes this process.

Inthischapter  The following topics are covered in this chapter

Topic See Page
Discharge Procedure VI111-8-B-3
Accession Procedure V111-8-B-7

Key points For the SPO, the Regular to Reserve Officer Commission process has four

stages. Each stage must be completed in order:

Stage Description

1 Statement of Intent transaction, 45 days prior the discharge

The Discharge, effective the last day of active duty

2

3 The Accession, effective the day after the last day of active duty

4 Reserve PCS Orders. Never approve/endorse the order, assigning
the member to areserve position, before completing the discharge
and accession.
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Discharge Procedure

Introduction A component change is preceded by a discharge, effective the day beforethe
accession. The type of separation, termination date, separation program
designator (SPD) code and separation pay type are entered by Coast Guard
Personnel Command (opm-1) when the separation is authorized.

Detailed This section only summarizes some of the key steps the SPO needs to

guidance complete in order to process the separation of an officer who will be
immediately accessed into the Coast Guard Reserve. SPOs should use the
information in this section along with the detailed guidance in Part V1,
Separations, of this manual.

Units, members and SPOs must also refer to Chapter 3-B of the Personnel and
Pay Procedures Manual, PPCINST M 1000.6(series) for separation process
timelines and checklists.

Reminder: A Discharge-type Statement of Intent (SOI) transaction must be
submitted by the SPO 45 days prior to the separation effective
date. Effective 26 November 2006 severance pay for officers
separating due to non-sel ection was discontinued. Officers may
receive separation pay instead. Leave the fields pertaining to
severance pay on the SOI blank.

Example SOI transaction screens:
e

Effective Date: 10/24/2007  sOI's Submitted: 1 Process Action: Statement Of Infent

“Career Intentions: | Discharge he
by e il ]
Separation Date: |0316/2008 |1
- Sell Leave
Type code: Discharge »
EMfective Date: 102472007 Coreerimtentions:  Discharge
Severance pay object code: i = Doys of Reguiar Leave to Selt:| 355 Days of Saved Leave to Sall: Member ot Seming Leave [
Disability Sev Pay Code: B Leave Request Lo musl akio be slhorizod an i leae aufharizalion (G6-2519) Please fallaw naimal
leave suthorization procedures including compleson of the (CG-2513)
View All |«
“From Date “ToDate “Lisave Type
T 72472007 £ [1zamoor [ | Leava Inconus w | Add
Lump Sum Readjustment Code: N -
2 , V2242007 Fl | v1mamzeos | Leava Incanus w | Add
Reserve Separation Pay Code: B
Date Approved: Approval Staws: | Pending v
Comments:

|SNO requested and was granted a reserve commission as announced in ALPERSCOM 123107

Continued on next page
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Discharge Procedure, Continued

Procedure

Start Internet Explorer, sign into Direct Access and follow these steps to
complete this procedure.

Step

Action

Administer Workforce > Administer Workforce (GBL) > Use > Separations

Select menu itemsin the following order

Enter the officer’s employee ID number in the EmplID field and click the search
button

® When choosing a member from the search results, please be sure you are choosing the person you actually
want to change data on. Verify the employee ID or nationa ID before making any changes. Also, since one
member can have multiple records if they're both a Regular or Reserve Member and an Auxiliary Member
or Civilian Employee, please be sure you are selecting the correct Employee Classification.

The Separations component will open. The CGPSC (opm-1) discharge authorization
should already be present in the system. If the page is blank (new blank row with the
current date or an old separation appears, contact CGPSC (opm-1) for assistance).

Example CGPSC entered separation authorization:

{ Separation | Separation Pay | Leave Disposition | Resenve Status | Separation Approval |

Name: Last, First, M ID: 000123 EmplRed#: 0

View All First [4] 1 of1 [®] Last
T F =1
Type: | Discharge Termination Date: | U=/ Departure Date: 03/16/2008
SPD: Completion of required active senvice

Entittements  Orders DD214

If it is blank, select the Type and Reason from the Discharge Officer drop-down
menu. Note: In some cases (officer resignations) this field is completed by
CGPSC (opm) and does not need to be changed.

Type: -Hnnnrable L

LS A M on-Selection “

Continued on next page
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Discharge Procedure, Continued

Procedur e (continued)

Step

Action

Click the Leave Disposition Tab.
« Enter any earned or saved leave to be sold or number of excess daysto be
charged.

[/ Separation | Separation Pay |/ Leave Disposition 'y Resenve Status / Separation Approval

!

Name: Last, First, M ip: 000123 Empl Red#: 0

Leave Balance: 00043.000 Saved Leave Balance: 0.0 Cumulative Sold: 0.0  Endof Mon

Leave Disposition

Type: A Discharge Termination Date; 03/16/2008 Departure Date: 03/16/2008

TolakDays | cave 036.5 Saved Leave To Sell:
To Sell:

Earned Leave To Sell: |36.5 . Days of Excess Leave: |

Click the 'B===l putton. Acknowledge the following warning message by clicking
the OK button.

lame = Administer Warkdorce = Administer Workforce (GBL) = Lise = Separations Mew Window

\Waming — WorkFlow Reminder (20050.43)

‘ou saved the Separation Transaction. When you are completaly finished remember to Workflow the Transacion to your Supervsar for Approval

Ok | Cancel

/ Beparation

Click thel=———tab. Locate the links section at the bottom of the page:

Entittements  Orders DD214

o Sdlect the Orderslink.

The Separation travel order will open in anew window. Normally, no actionis
required. However, the system may not permit you to save the separation transaction
without first viewing the separation travel order. Close the travel order window to
continue.

Click the DD244 link. The DD214 worksheet will open in anew window. Complete
the worksheet (see the DD-214 instructions, in Part VI, Separations, of this manual
for details), save it and close the window.

Continued on next page
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Discharge Procedure, Continued

Procedur e (continued)

Step Action

8 Return to the separation window and click the 'B==vel putton. Acknowledge the
following warning message by clicking the OK button.

srktfarce = Adr 1 = lUse = Saparalions Mew Window

Haome > &dmini

haming — WorkFlow Reminger (20050,43)

U saved the Separation Transaction. When you aré completaly inisned rememoer 1o Worknow the Transacion 1 your Supendsar for Approval

Ol | Cancel

9 Click the ' Separation Approval tab.
e If youareaCGHRSUP (SPO Supervisor) role user, click the drop-down
menu in the status block and select "approved”

Approval Status: ﬂm ¥ | Approval Date: 12/20/2004

Note: The separation cannot be approved more than 14 days prior to the effective
date of the separation.

e If you are not a CGHRSUP (SPO Supervisor) role user, enter the employee
ID of the approving official in the route to block.

Note: The SPO supervisor must approve and save the separation transaction before
the “Hire Applicant” portion of the accession can be completed. However,
the other steps in the accession process may be entered with the separation
still in a“Pending” status.

10 | Click the 'Bssvel putton. If the approval status was not set to “approved”
acknowledge any warning messages by clicking the OK button. Do not forget to
return to the Separations Component and change the status to Approved prior to the
separation effective date.

VIII-8-B-6 CH-2 Regular to Reserve Officer Commission
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Accession Procedure

Introduction This section supplements the procedures in Chapters 2 and 3 for completing
the accession of an officer who is changing from the Regular to the Reserve
Component.
Procedure Follow these steps to compl ete the accession.
Step Action
1 Create a“Job Requisition” number.

e If necessary, contact CGPSC (arl-pf-cgpsc-rpm-query@uscg.mil) for the unit where
the officer will be assigned to drill and obtain the Position number. If the specific
Position number isn’t available the generic “ Unbudgeted Reserve Position Number” at
the unit can be used. PSC (rpm-2) can then issue a Reserve PCS Order (IAW the
proceduresin Part V11, Reserve Unique Transactions, of this manual.

War ning: Do not approve/endorse the Reserve PCS before compl eting the discharge
and accession stages of this process.

e The process for creating the “Job Requisition” number can be found in Chapter 2-A
of this Part. Be sure to follow the guidance on page 2-A-7, and create the requisition
with the Rank and Grade for the officer’s reserve appointment. Thiswill save you the
trouble of changing it during the Hire Applicant process.

A Requisition- Job Details screen, thisis where you set the unit and paygrade info

Home = Develop Waorldforce = Recruit Workforce (GBL) = Use = Job Requisition Data

Requisition Data | Job Details \'. Joonsﬁng'- Basic Eligibility 'EdudExperienc&

Job Requisition #: 000000 Status: Open Status Dal
This is how you’d set the these fields if the

Position Number: 00079451 |QJ @ officer had MORE than 4 years prior ACTIVE
Regulatory Region: =y DUTY as an enlisted member:
Company: CGA g Active Coast Guard Employees e

*Business Unit: AUSCG[Q AllUS. CoastGuard.Unlts Salary Administration |OFE g
Department: 007527 4 SECTOR JACKSONVILLE
Locafion.Cod L0483 QJ SECTOR JACKSONVILLE Flaik

@ e @ From GradelStep: 03E Q| Q|

Regula i

alary Administration |OFF
Plan:

bR, Grade! Step: g
To Grade/Step: ﬂ g
B save Ebadd) |

Requisition Data | Job Details | Job Posting | Basic Eligibility | Educ/Experience | CompsiAc

Continued on next page
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Accession Procedure, Continued

Procedur e (continued)

Step

Action |

Generate anew Applicant | D number for this accession.

e The process for generating an applicant ID number is provided in Chapter 2-B of this
guide.
e The“Application Date” should be the same as the accession date, which is one day
after the last day of active duty.
e Be sure to associate officer’s employee ID with the applicant 1D by entering the
employee ID before clicking the “ Add” button.

Home = Develop Worlforce = Recruit Workforce (GBLY = Lse = Applicant Data

Applicant Data

Add a New Value

Always “NEW”.

Applicant ID: |NEW ﬂ ! Always the day after the discharge date

Application Date:| 10/25/2007 (]| —=
EmpliD: '_1234_55? ? Never blank. Always the current Emplovee ID.

Add

Complete the Applicant Data Page (it appears right after you click the Add button to
generate the Applicant ID. Follow the procedures beginning on page 2-B-6 of this
guide. Sincethisisa ‘re-hire’, some data, such as the officer’s name and address, will
aready be present. However, you need to click on each tab of the Applicant Data page
and review and, if necessary, make corrections.

Click the B==v=) putton. The Applicant ID field will change from “NEW” to the next
available system-generated number:

Applicant 1D ADOOEE00

Make note of the system-generated number (enter it on the Checklist for Accessions, which can be found in
enclosure (2) to this Part), YOU Will need it to complete the remaining steps.

Continued on next page
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Accession Procedure, Continued

Procedur e (continued)

Step

Action

Enter the Applicant Contract Data, per the procedures beginning on page 3-24 of this
Part. Here are some tips to supplement the general instructions found in chapter 3 of
this Part:

Contract Status/Content Tab:

e “Contract Number” -- You must view officer’s previous contract history in Admin
Workforce > Use > Contract Data to determine next number.

¢ “Contract Begin Date” — Use the accession date (day after last day of active duty)
for thisfield. Do not use the date the oath was administered.

Contract Clause T ab:

e “Contract Type': Select “COM” for Commissioned Officer.
e “Contract Term”: Determine and enter the number of years and months remaining
until the officer’s 60™ birthday.

Service Information Tab:

e Carry forward the officers pay base date, active duty base date, and initial
military obligation dates.

e Since thisis a Rehire you can obtain much of the information necessary to complete
Service Information tab and 5 (the Prior Service tab) from the officer’s current
record. Go to:

Administer Workforce > Administer Workforce (GBL) > Use > Contract Data

e Enter the Employee ID and click the search button. Click the Service Dates tab and
the'Prior Svc Info' button.

e You should also refer to JUMPS Segment 00 (Fixed data) to obtain/verify service
dates.

Continued on next page
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Accession Procedure, Continued

Procedur e (continued)

The Service Information Tab annotated for Regular to Reserve Officer Commission

Home = Develop Workforce = Recruit Workforce (GBL) = Use = Applicant Contract Data

/. Contract StatusiContent " ConfractClause " Senice Information

Date of rank for
current paygrade.
Exception: If a
different date is
specified as the date
of rank by CGPSC
(rpm), then use the
later date.

Prior Semvice | [»)

*Military Entry Date:

Date Entered Current Active
Duty:

Date Completed Military
Obligation:

Employee Classification:

Reserve Training/Pay CodeA—]J

Reserve Classification
Code:

| 1112411999 |E]

|05/2411935 995

mmmm? _Eﬂ

0512312003 [E)

[SELRES |

Since there’s no break
in service, these dates
carryover from the
current JUMPS and DA

Applicant I1D:
Applicant Status: Employee Applicai 07, [
data.
*Pay Entry Base Date: | 3/24/1995 J [ -
*Effective Datel IDSJEM_QQ'_S |3_7J . @/"

~I

Date, one day prlor
to the officer's 60"
birthday.

. !@

Obligation Date:

Reserve Initial Entry
Date:

Drilling Pay Status

I I'u1brwf0 a Statutory Obllgatlon v |

&

Date of Accession
into CGR

| | L~
PPV V— 4
|07/01/2007 |

service obligation

Classification and Tra/Pay Cat
are always SELRES /A. The
Reserve Class Code can be as
shown or "I" if the officer is still
within their initial 8-year military

Continued on next page
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Accession Procedure, Continued

Procedur e (continued)

Step

Action

Prior Service Tab:

e The Military Service End Date field on the Prior Service tab of the Contract Data
page should be the date immediately before the effective date the accession.

Home = Develop Waorkforce = Recruit Workforce (GBL) = Use = Applicant Contract Data

i Contract Status/Content Contractglause\; Semvice Information I.f Frior Service \{ Career Information ‘.

Applicant ID: ADD22966
Applicant Status: Employee Application Date: 07/01/2007
view All  First (4] 1 or4 [P] Last
Military ~ Military Military Service ':”“?“’ fng  PrOrSenviceDays oo
Branch Grade  Start Date D:tr:ce Leave Sold en ag

1jcr Q) fo3 @ [osi241995 [ [o6r30/2007 [ [38 5

=

B s=ve]  (CRetun to Search) Previous tab | Mext tab ]

Contract Status/Content | Contract Clause | Service Information | Prior Service | Career Information

Career Information Tab:

e Verify the Job Code field (should display rank for this accession) and the
Commission date should display the date of this accession.

*Jobcode Description Rﬂ"”Rﬂtelniﬂal Source
Status
) T o | X =
1/000096 Q| Lieutenant |Perm v | | Officer Candidate School (v

ViewAll  First (4 10r1 [M] Last

I[E}r;::tmentl'{:ommlsslon Category ¥rGrp Pro Status

#| [0710112007 [E] | Selected Resenve v/ 'No classific v | [+] [=]

Continued on next page
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Accession Procedure, Continued

Procedur e (continued)

Step Action

6 Complete the steps in the Hire Applicant topic (Chapter 3, page 39).
e Enter the Officer’s employee ID number in the field on the first tab.

% Use Employee ID specified
" Automatic EmplID Assignment

EmplID: |‘123455?’
e Ensure the effective date entered is the day immediately following the effective date
of the member's discharge.
e Pay particular attention to the requirement in Step 5.D of the Hire Applicant topic to

change the Effective Sequence number of the Job Data entry:
e Thisisarehireimmediately following adischarge, change the Effective
Sequence number field to 1. The discharge transaction will place arow in job
data with the same effective date.

Effective Sequence: |1

Employos Status:  AO0hE Dhake Croated: 120202004 Ed | =
“Efective Date h2nszood (B eective Sequence: 1 * Job indicator; Primeny Job b
Action | Reason Hehire | REH <) Rahee

Currard

Failure to adjust the Effective Sequence number will result in this error when
attempting the save the accession:
oot imemetimlorer x|

'E Data being added conflicks with existing data, (18,2)
L

‘Wwhen adding a new item tao the database, the system found a conflicting item already
exists,

This problem can happen if another user has entered similar information at the same
time as vou, Mote the changes vou have made, cancel the page, then retry vour
| changes,

If the problem persists, it maw be because of an application or other programming error
and should be reported ko kechnical support staff,

This error occurs when the keys on the record being inserted match a record that is
already in the database. The application musk ensure that each inserted record has

unique keys.

Continued on next page
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Accession Procedure, Continued

Procedur e (continued)

Step

Action

Also, be sure to correctly enter the officer’ s effective date of pay grade on the Job
Information tab as described in Step 6 of the Hire Applicant procedure.

Job Information

viewAll First El 20515 I Last
Job Indicator;  Primary Job

Effective Date: ffective Sequence: 1

Action | Reason: Rehire Rehire

Job Code: foooas Lieutenan Entry Date: 11/24/1999

RegulariTemporary: Regular FulllPart: Full-Time

History

Empl Class: SELRES Officer Code:  MNone
Regular Shift: A Shift Rate: /
Standard Hours: 40.00 FTE: 1.00

Work Period: W Weekly

Contract Humber: Contract Type:
Mext Contract Number |

» E=sa

Review the Salary Plan tab to ensure the Salary Administration Plan (OFF for officer or
OFE for officer w/more than 4 yrs. AD enlisted time), Grade and Grade Entry Date (date
of rank) are all correct. These fields can be corrected at thistimein the Hire Applicant
component (the example below is from afinished accession).

ViewAll  First K 20545 I3 Last
Effective Date: 0710172007 Effective Sequence: 1 Job Indicator: ~ Primary Job

Action | Reason: Rehire Rehire

History

l Salary Administration QFF Grade: 03 Grade Entry Date 11/24/1999

a4

Step: Step Entry Date

Review Rating: Review Date:

Rating Scale: Rating Model: Matrix:

| Job Data Employment Dats Earnings Distribution Benefits Program Participation I

After successfully saving the Hire Applicant page, you can endorse the Reserve PCS
order if one was issued by the ISC (pf/fot).

Home = Administer Waorkfarce = Track Global Assignments (GEL) = Use = PCS Orders

Regular to Reserve Officer Commission CH-2 VIII-8-B-13
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PPC SPO Manual
Part VIII, Accessions
Chapter 9, Resumption of Enlisted/CWO Status

Upon Termination as a Temporary Officer

Chapter Overview

Introduction This chapter describes the process used to complete an accession of an
officer into enlisted or warrant officer status whose temporary
commission is terminated.

Reference (8) Coast Guard Personnel Manual, COMDTINST M 1000.6(series),
Article:
e 1A3cC
e 12A5g
e 12A.12Db

Inthischapter  Thefollowing topic is covered in this chapter.

Topic See Page
Process Overview VII1-9-3

Resumption of Enlisted/CWO Status VIII-9-1
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Process Overview

Introduction This section provides an overview of the steps required to effect the
Resumption of Enlisted/CWO status upon termination as a temporary
officer.

Process Thisisan overview of the process used for an officer who is
authorized to revert to enlisted or CWO status when appointment as a
temporary officer is terminated or vacated.

Stage Description
1 CGPSC (OPM-1):

1. Issues memo authorizing reversion to permanent grade. Copy provided
to SPO.

2. Enters and approves the separation authorization in Direct-Access. An
approved separation authorization is required in order for the SPO to
effect the Discharge/Rehire stages.

Here are example screen shots of the separation authorization data entry in
Direct Access (Note: Actual Request Types and SBD codes are determined by
CGPSC (OPM-1) following established procedures, these exhibits are
demonstration purposes only).

Exhibit 1. The Separation Request panel.

Continued on next page
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Process Overview, Continued

Pr ocess (continued)

Stage

Description

1

Exhibit 2: The Separation I nformation panel.

SPO (for the officer's current unit) creates:

1. Job Requisition Number for the officer's current position number (the
officer will be "rehired" into their current department/position. CGPSC
will issue separate PCS orders to effect changes to unit assignments
after the reversion has been recorded in the system. Thisisto ensure
the new PCS orders are issued with the correct grade/rate information).
The procedure for creating a Job Requisition number can be found in
Chapter 2-A this guide.

2. Applicant ID Number. A new applicant ID isrequired in order process
the re-accession. The procedure for creating an Applicant ID number
can be found in Chapter 2-B of this guide.

Continued on next page
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Process Overview, Continued

Pr ocess (continued)

Stage

Description

3

SPO (for the officer's current unit) enters and approves Discharge transaction
in Direct Access using the appointment termination date as the effective
separation date. Procedures for entering the Discharge transaction can be
found in Chapter 8 of this guide.

Note: In order to reveal the CGPSC approved separation, the SPO must insert
anew separation row. When first accessing the separation component, the
most recent completed separation will be shown. Click the add a new row
button 11 to begin anew separation.

Exhibit 3: Separation Component before inserting new row.

Exhibit 4: Separation Component after inserting new row.

Continued on next page
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Process Overview, Continued

Pr ocess (continued)

Stage

Description

3
(con't)

Exhibit 5: Setting the Discharge Officer field.

SPO (for the officer's current unit) enters the accession. Procedures for
entering the Accession transaction can be found in Chapter 8 of this guide.

Notes. Keep the following key pointsin mind when entering the rehire
transaction (procedures are illustrated in the procedures referenced above):

e When completing the Applicant Contract Data Contract Clause tab be
sureto:
¢ Use the next available contract number (0002, 0003, €etc).
e Use Contract Type of "COM" for reversion to CWO or "ENL" for reversion
to enlisted status.
¢ Enter Years and Months of service remaining until the member reaches their
30th anniversary of active duty servicein the Contract Term field.
¢ When completing the Applicant Contract Data Service | nfor mation tab
be sure to:

1. Copy dates from the member's Statement of Creditable Service page
((http://www.uscg.mil/ppc/ps/administer_workforce/statement_of_creditable sve.htm) page with the
exception of:

2. Job Family Entry Date - Thiswill be the member's date of rank for
the grade/rate reverting to.

3. Expected Loss Date and Expected Termination Date - Last day of
the month of the member's 30th year of active duty.

4. Set the Employee Classification to "Regular” for active duty
personnel.

Continued on next page
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Accessions

Process Overview, Continued

Pr ocess (continued)

Stage Description

4 e When completing the Applicant Contract Data Contract Data Prior
(Con't) Service tab be sure to:

1. Enter the grade of the member's temporary appointment in the
Military Grade Field.

2. Usethe Commissioning and Resignation dates for the Begin and End
Service Dates

3. Mark the DD-214 verified field (Note: No DD-214 will be issued).

e When completing the Applicant Contract Data Career Information tab
be sure to:

1. SettheJob Codefield to reflect the grade/rate the member is
resuming.

2. Set the Enlistment/Commission date to the date of rank (same as Job
Family Entry Date on Service Information tab).

e When completing the Hire Applicant section be sure to:

1. Confirm that the "Use Employee I D Specified" option is selected and
that the employee ID is correct.

2. Click the Job Data link and:

3. Change the Effective Sequenceto "1" (Default is"0", thiswill
conflict with the separation transaction and prevent you from saving
therehire).

4. Changethe Job Code and Entry Date fields on the Job Infor mation
tab to reflect the grade/rate the member is reverting to and the date of
rank.

5. Change the Pay Grade and Grade Entry Date on the Salary Plan
tab reflect the grade/rate the member is reverting to and the date of
rank.

Continued on next page
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Process Overview, Continued

Pr ocess (continued)

Stage Description
5 CGPSC (OPM-2) issues PCS orders to effect department or position number
changes.
6 PCSis processed IAW established procedures (see PPPM Chapter 2-A) and
the following topicsin thishelp file:
e PCS Travel Order (http://www.uscq.mil/ppc/ps/pespes travel_order.htm)
e PCS Departing Endorsement
(http://www.uscg.mil/ppc/ps/pes/pes departing_endorsement.htm)
e PCS Reporting Endorsement on Orders (if department ID/PDS change
is directed)
(http://www.uscg.mil/ppc/ps/pcs/pes reporting._endorsement_on_orders.htm)
VIII-9-8 Resumption of Enlisted/CWO Status
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Overview

I ntroduction

References

Discussion

Chapter 10

SELRES Direct Commissions/ ROCI

This chapter highlights problematic areas SPOs may encounter when
completing accessions into the Coast Guard Reserve for SELRES
Direct Commission candidates.

(8) CG Recruiting Command R 142042Z MAY 10,
ALCGRECRUITING 003/10143655

(b) Personnel Manual, COMDTINST M1000.6(series), Chap 1-C.

(c) Recruiting Manual, COMDTINST M1100.2(series)

Reference (a) is an example of an annual message, which announced
SELRES Direct Commission primary and alternate candidates. CGRC
will notify candidates of any pending requirements and coordinate
enlistments with the recruiting offices.

A review of the available references for this program did not reved
the remaining steps in the accession/orders process. Reference (b)
does state, in 1.C.3.d, “Orders to ROCI will be coordinated with local
[the] PERSRU.” Since candidates coming from civilian status must
first be accessed into the Coast Guard Reserve before orders can be
issued, that responsibility falls to the local SPO.

Accessions

VIII-10-1
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SELRES Direct Commissions/ ROCI

Accession Procedures

Introduction This section supplements chapter 3 of this manual. It provides
information on completing accessions for SELRES DCO candidates.

Accession Keep the following key pointsin mind when processing accessions for
Reference SRDC selectees who are not currently in the Coast Guard Reserve.
Table
ltem Non Prior Service | Prior Service Ref
Job Requisition 145079 (CGPSCI/IRR) Enlisting into any
Number other department ID
number will result in
charges for SGLI

accruing. The ISC will
need to issue a
Reserve PCS order,
after the Officer
completes ROCI to
effect transfer to the
SELRES
unit/position.

Continued on next page
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Accession Procedures, Continued

Accession Reference Table (continued)

Date

must be equal to the
Contract Begin Date,
Active Duty Base
Date and Effective

Date Pay
Allowances.

Item Non Prior Service | Prior Service | Ref
Enlistment pay See Exhibit VIII-10-1, COMDT (CG-131) memo 1001 of 3 Jul 2008
grade (Page VIII-10-8 of this part)

Enlistment term 8 years 4 Years Recruiting Manual
4.C.10.d.3
Pay Entry Base Pay Entry Base Date | Compute IAW Section 2.B.4, Coast

Appendix C of the
Personnel and Pay
Procedures Manual.

Guard Pay Manual,
COMDTINST
M7220.29(series)

Continued on next page
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Accession Procedures, Continued

Accession Reference Table (continued)

Item

Non Prior Service

Prior Service

Ref

Active Duty Base
Date

Reservists don’t have an active duty base
date. However, an entry in this field is

required to complete the accession in DA.
Use the contract begin date as the ADBD.

Effective Date for
Pay Allowances

Date of accession
(same as contract
begin date)

Date of accession

Job Family Entry
Data

Date of accession

Date of accession

Expected Loss Date

For reserve-enlisted
members, this will be
the expiration of
enlistment (8 years if
no prior service).

For reserve-enlisted
members, this will be
the expiration of
enlistment (4 years if
prior service).

Expected Active
Duty Term Date

Reserve Enlisted --
Blank

Reserve Enlisted --
Blank

Military Entry Date

Date of accession

Date of the member’s
initial entry into the
Armed Forces.
Includes both active
and inactive service,
as well as time spent
at military academy,
OCS, or Delayed
Enlistment.

Continued on next page
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Accession Procedures, Continued

Accession Reference Table (continued)

Item

Non Prior Service

Prior Service

Ref

Date Entered
Current Active Duty

Date of accession

Date Completed
Military Obligation

Determine and enter
the date the
member’s military
obligation will be
completed

If the military
obligation of the
member has expired,
enter the date it
expired.

Anniversary Date

The Anniversary
Date shall be the
date of
enlistment/appoint-
ment.

If there is no break in
service, enter the
date the member first
entered into active
service or into active
status in a Reserve
component. (A break
in service is defined
as a period greater
than 24 hours that
the member was in
civilian status, on the
inactive status list, or
in the Retired
Reserve.)

If there is a break in
service, enter the
date the member is
re-entering in the
Reserve component.

Reserve Drill
Obligation Date

This will normally be specified on the
Statement of Understanding for the Reserve
Enlistment (For SELRES Direct Commission
Candidates use the date 3 years from the
projected ROCI class graduation date).

Initial Reserve Entry
Date

Accession date

Date of initial entry
into any reserve
forces.

Employee
Classification

Inactive Ready Reserve (IRR)
Category J = RSV Enl wait/attend OCS/ROCI

A reserve member
status change must
be submitted to
change to SELRES/A
upon first day of AD.

Continued on next page
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Accession Procedures, Continued

Reserve Orders  Key these key points in mind when completing the Reserve Orders

Reference (R990) transaction for SRDC selectees.
Table
Field | Entry

Reserve Specific Info Tab:

Type of Duty

Select 'Act Duty Training - AT' from the drop-down list

Note: Previously we recommend IADT orders. However, CG-1222 advises
that ADT is the correct choice. ROCI is not a pipeline training program for
the SELRES but is simply a three-week ADT-AT program.

Payment for
Duty

Select 'Pay and Allowances' from the drop-down list

Payment for
Travel

Select 'Single Travel Claim' from the drop-down list

Entitlements

Select Short-Term for SELRES DCO/ROCI school ADT orders.

Dept Benefiting
from this duty

Completed by system with Department ID of member's current unit (traces
back to the requisition number used in the accession), Change it to the ID for
the location where the member will be assigned for ADT (004750 OFFICER
CAND SCHOOL)

Dept. funding
this Order

Enter 003465' - COMMANDANT (G-WTR)

LUFS Project
Code

Will be filled in by system, no need to change.

Reserve Orders tab:

Purpose

Select 'Structured Training-General' from the drop-down list.

Order Begin Dt

Enter the date the member is scheduled to begin travel to the ADT site. This
is normally one day prior to the class convening date unless the member is
traveling from O’'CONUS and more than 1 day of travel time is authorized.
Travel via POC is not authorized on accession orders.

Order End date

Enter the date the member will complete ADT and return home.

Authorizing Enter the name of the person signing the orders.
Official
Is Travel Mark this checkbox.

Authorized...?

Continued on next page
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SELRES Direct Commissions/ ROCI

Accession Procedures, Continued

Reserve Orders Reference Table (continued)

Field | Entry

Partial Entitlements Tab

BAH RC

Entitlement Entitlement Non Prior Service Prior Service

Code Member without D (Without dpns; CG G (Without depns and
dependents owned single quarters) | mbr not assigned govt

quarters)

Member with L (With depns; Mbr & L (With depns; Mbr &
dependents depns not assigned depns not assigned

govt gtrs)

govt gtrs)

Member authorized
BAH at the With
Dependents rate
based on payment of
child support

T (W/depns; payment
of child support; mbr
not assigned govt qgtrs)

T (W/depns; payment
of child support; mbr
not assigned govt qgtrs)

Travel BAS “E” Enlisted BAS.
Entitlement
Duty BAS
Entitlement Non Prior Service Prior Service
N - No Entitlements (Per CG M (Enl BAS minus Discount Meal
PAYMAN, Figure 3-2, rule 10, Rate) -- Essential Messing Unit
when an enlisted member is in
recruit training or non-prior service
member attending OCS/ROCI, then
the BAS entitlement is none.)
Officer Theinitial uniform allowance of $400.00 for Reserve officersis
Uniform authorized, per chapter 3.K.2 of the CG Pay Manual, when the officer:
Allowance

(a) first reportsto active duty in excess of 90 days,
(b) completes 14 days of active duty [as an officer?], or
(c) completes 14 drills.

SPO should not submit the Officer Uniform Allowance claim until
one of the above conditions is met. They must ensure they’ ve
established a tracking system for recent ROCI gradates to ensure they
do submit the claim as soon as the officer is eligible.

Accessions
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SELRES Direct Commissions/ ROCI

Exhibit 10-1: Enlistment Paygrades

U.S. Department of Commandant I:-“?DﬂhHﬂlf SIFE% ggggs.ﬂﬂm
i United States Coast Guard ashington,
Homeland Security Stuif Symbol CG-1311
2 Phone: (202) 475-5449
United States Fax: (202) 475-5912

Coast Guard Email: Richard.J Lavigne2@uscg mil

1001

MEMORANDUM JUL -3 2008
dria L. Conh g

From: Andrea L. Contratto, CAPT Replyto LT Richard Lavigne
COMDT (CG-131) Attn of:  202-475-5449

Tos PSC (ADV)

Subj:  CLASSIFICATION OF SELECT RESERVE DIRECT COMMISSION (SRDC)
STUDENTS AS OFFICER CANDIDATES

Ref:  (a) Coast Guard Personncl Manual, COMDTINST M1000.6A
{(b) Coast Guard Recruiting Manual, COMDTINST M1100.2E

1. After careful review of refs (a) and (b). the Office of Reserve Affairs, Policy and Plans
Division (CG-1311), has determined the policy for accessing Select Reserve Direct Commission
(SRDC) candidates and paying these candidates while attending Reserve Officer Candidate
Indoctrination (ROCI) is unclear resulting in gaps. Members selected through the SRDC
program shall be considered Officer Candidates. SRDC members with no prior military service,
active or inactive, shall be accessed into the Individual Ready Reserve (IRR) as a Seaman
Apprentice (Officer Candidate) [AW ref (a) 1.B.5,j for the purpose of accession and transit to
ROCL All Officer Candidates, including civilians with no prior military service or a former
enlisted person of any other service attending ROCI, serving in pay grade up to E-4 shall be
temporarily advanced to OCUI2 (Pay grade E-5) while they are Officer Candidates undergoing
instruction IAW ref (a) 1.B.5.3.3. Coast Guard members selected to attend this program will hold
the rate held at time of discharge if greater than E-5.

2. CG-1311 will ensure that refs (a) and (b) are updated during the next scheduled revisions to
reflect this clarification of existing policy. If you have any questions or concerns, LT Richard
Lavigne has been assigned as the action officer for this and can be reached at

Richard.j.lavigne2tusce.mil or 202-475-5449,
u
Copy: CGRC
CGPC-rpm
CGA

VII-10-8 Accessions



PPC SPO Manual
Part VIII, Accessions
Chapter 11, Recruiting and Analysis Tracking System
To Direct Access (RATS2DA)

Overview

Introduction This chapter outlines the procedures for authorized Accession points
to enter enlistment data from the Recruiting and Analysis Tracking
System (RATYS) to Direct Access (DA).

References (8 Recruiting Manual, COMDTINST M1100.2(series)

Discussion The Recruiting and Analysis Tracking System (RATS) to Direct
Access (DA) interface is designed to import accessions data directly
from the Coast Guard Recruiting Command (CGRC) internal
recruiting system and into the Coast Guard’ s human resources
management system, Direct Access.

Training Center Cape May must still verify all data processed
accurately into Direct Access.

Topic See Page
RATS2 DA Interface Query Procedures VIII-11-3
Applicant Data VIII-11-5
Identification Data VI111-11-9
Applicant Contract Data VIII-11-11
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RATS2 DA Interface Query Procedures

Introduction This section outlines the procedures to run a Direct Access (DA)
guery, to identify accessions processed by Coast Guard Recruiting
Command (CGRC) viaRATS2DA.
Procedures
Step Action
1 | Loginto Direct Access and path to:

People Tools>Query Manager>Use>Query Manager

The following screen will appear:

Home = PeopleToaols = GQuery Manadger = Use = Query Manager M WWind o

Gluery Manager
Find an Existing Query

*Query Type:
Search by: |Name =l |oeginswih =] | User =l

Create Mew Query

1. Enter CG_RATS2DA_QUERY and click the Search button.
2. Click the Run button.

Home = PeopleTools = Query Manader = Use = Query Manager

Query Manager
Find an Existing Query

*Query Type:
Search by: |Name =l |beginswin  >|] [CG_RATS2DA_QUERY [user |

((Bearch )

Create Mew Guery

Search Results

view sl First [ 1081 [P Last
CG RATS2DA GUERY RATSZ2DA query Fublic Delete Rename @

Continued on next page
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RATS2 DA Interface Query Procedures, Continued

Procedur es (continued)

Step Action

3 | Enter aFrom Date/To Date for the time period you wish to see results, then click
View Results.

Always enter the To Date as the day after the actual time range you want —i.e. for
results on 9/29 enter 9/29/09 in From Date and 9/30/09 in To Date

Once the results have been produced they can be downloaded to Excel by
clicking on the Excel2K Spreadsheet link:

CG_RATS2DA_QUERY - RATS2DA query
Fram: |b9r2912009 Bl

To Date_lDQJ’BDJEDDQ Eil
View Results |

Download results in ;. Bxceld7 SpreadSheet CSY Text File (449 kb)

el 2K SpreadShee

(L) || el o FIRST_NAME |MIDDLE_NAME| LAST_NAME [SUFFIX|HOME_COUNTRY |HOME_ADDRESS1
Type DiTm Flag

09/29/2009

RATS2DA| 09292009 5y ADODGE6E | FABIAN HERNANDEZ B CAROL COURT
09/28£2009 . . 253 \Webber Ave
1 |Ratsaoa 1V2VI0S 45 N ano0ss73 Adam David viright UsA o
09/29/2009 18
3 |marszoa| (V22209181 | |aooosars|THOMAS  [DANIELA  [MASTROCINQUE A APPLEBLOSSOM
s LN
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Accessions

Applicant Data

Introduction This section outlines the procedures to validate the Applicant Data

that was transferred to DA viaRATS2DA interface.

Procedures:
Step Action
1 | Loginto DA and Navigate to:

Develop Workforce> Recruit Workforce (GBL)> Use> Applicant Data

1. Veify that the data was loaded correctly viathe interface for each member
identified on the CG_RATS2DA_QUERY Excel Spreadsheet. For
members |oaded correctly into DA, proceed to Step 3 below.

2. For al members not loaded from interface, you must add the Applicant
Data manually.

PeopleSoft.

& Home 2 worklist

Home = Develop Woarkforce = Recruit YWorkforce (GHL) = Use = Applicant Data Mew Window

Applicant Data

Find an Existing Value 61 Applicant ID (App ID) will be provided by the RATS2DA Que@

for each successful interface transaction. Enter the App ID here
Applicant 1D: | &\ and dlick Search to bring up Applicant Data.
Application Date I—@
Marme: |
Last Mame: |

Alternate Character Name‘l

Applicant Status I

LelLe]

Application Status I

ErnpliD: Y

[T Casze Sensitive
I Correct History

Basic Search @ecruit was not added via the interfa%

/ then add recruit as a New Value
Add 2 Mew Value

Continued on next page
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Accessions

Applicant Data, Continued

Procedures. (continued)

Step

Action

2

If member was not added viainterface, you must enter all data manually. Refer to
Chapter 3 of this Chapter for proceduresto enter accession data.

For members loaded accurately, you must verify all dataloaded viathe interface.
Verify the data on the Name tab.

PeopleSoft.

@ Home @ Warklist

Home = Develop Waorkforce = RecruitWorkforce (GEL) = Use = Applicant Data Il e Wi d ooy

J.r Mame '\ Address | Personal Profile " Eligibilityidentity \~ Application 1 Physical Char [»

Applicant ID: ADO0DGEED

Applicant Status: External Applicant Application Date: 089/20/2009

Format Using: |USA GQJ United States

Name: IFLACCO,JOE RAVERN

Prefix: | -[ @erify circled fields or ente@
[ioE [RavEN applicable

(Last Name: [FLacco [ =Y

B save 2 Retun to Search) MNext tab) Eeadd | [E] [ Correct History)

Mame | Address | Personal Profile | Eligibilitgldentity | Application 1 | Physical ©har | Application 2 | Resume Text | Reguisition

Continued on next page
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Accessions

Applicant Data, Continued

Procedur es (continued)

Step Action
4 | Verify the data on the Home Address Tab.

PeopleSoft.

ﬁ‘-’ Home

Horne = Develop Workforce = Recruit Workforee (GBLY = Lse = Applicant Data

M Windowe

Hame Address Y Personal Prafile | Eligibilityldentity | Application 1 " Physical Char \IlD
FLACC O JOE RAVEM Applicant ID: AODDOGSED Verify circled fields or
; enter if applicable, then
i ] External Applicant icati . 097202009 T 2

Applicant Status: PR Application Date: go to Maili ng Address
Country: [Usa’ @) united states
[2100 FIRST 5T

Address 22| If recruit was sent without
Address 3: |

Address, it will default to:
PLEASE ENTER ADDRESS

LINE 1
@ [BALTIMORE
County: | [zo5a1
IMD G maryland
Mailing Address*“_" ik
& save) [CiReturn to Search ) |5 Frevious tab | [ Nexd tab) Eadd [ Correot History

Marne | Address | Personal Profile | Eligibiliteldentity | Application 1 | Physical Char | Application 2 | Resume Text | Requisition

5 | Veify the data on the Mailing Address Tab.

PeopleSoft.

@ Home

Home = Develop YWarldforce = Recruit Workforce (GBLY = Lse = Applicant Data

Postal Address @arify circled fields or ente)
if applicable then click OK
Country: IUSA Ql United States PP

Address 1)  |2100 FIRST ST . .
If the recruit was sent without an

Address2: | Address 1, it will default to:
Address 3: | PLEASE ENTER ADDRESS LINE 1

Gy |BALTIMORE

Courty: | [20841
IMD Q manyland

Continued on next page
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Accessions

Applicant Data, Continued

Procedur es (continued)

Step

Action

6

Verify the data on the Personal Profile Tab.

PeopleSoft.

Horrie = Develop Workforce = RecruitWorkforce (GBL) = Use = Applicant Data

| Hame

| Address " Personal Profile Y Eligibilibfidentity " Physical Char " Requisition

FLACCOJOE RAVEN

Applicant Status:

IFemaIe 2

External Applicant

Applicant 1D: ADO0DBB6ED
Application Date: 09/20i2009

Marital Status?) | Martied 'l

ey Wind o

Verify the circled fields or

enter if applicable

Source:

Employee Referral ID: I &l

Specific Referral Source: |

& save

[

CLReturn to Search | [ 5 Frevious tab | Hext tab )

Ekadd [B Correct History |

Marne | Address | Personal Profile | Eligibilitgldentity | Physical Chat | Reguigition

Verify the data on the Eligibility/Identity Tab.

PeopleSoft.

Horne = Develop Workforce = Recruitvorkforee (GBLY = Use = Applicant Data

/ Mame ' Address ' Personal Profile " Eligibilit/identity " Physical Char " Requisition
FLACCO.JOE RAVEN Applicant ID: ADDOEEED
Applicant Status: External Applicant Application Date; 08r20/2008
Date of Birth: |ozi14r1985 ] Age 18 or Older
*Highest Education Level: | N-Test Based Equivalency DiFLI Language Code: :I'
¥ National ID A First 4] 1cr 1 [B] Last
P "

Country Mationalll  peqcription National ID primary
[usa’ @] [Fr <@ Social Security Number  [568878888 ~ =1
* E= ysa

Ethnic Group:
Military Status:
Ethnic Category:

[wnite

|Nnt indicated

|Declmed to Cormment

=l
=l ¥ Eligible to Work in U.S.
=

US Federal

Birth Location:
Birth Country:

Birth State:

[CHERRY HILL
Jusa =l
[calorado =l

(Verify/Enter all fields in req )

VIII-11-8
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Identification Data

Introduction This section outlines the procedures to validate the Identification

Datathat was transferred to DA viaRATS2DA interface.

Procedures

Step

Action

1

Log into DA and Navigate to:
Develop Workforce> Recruit Workforce (GBL)> Use> Identification Data

1. Verify that the Citizenship status was |oaded correctly viathe interface.

2. Enter dataif datawas not loaded viainterface.
PeopleSoft.

Home = Develop Workforee = RecruitWorkforce (GEL) = LUse = ldentification Data ey Windo

J( CitizenshipiPassport Y ISsue Details  VisaiPermit  WisalFermit Supporting Docs |,
FLAZCO,JOE RAVEN

Applicant 1D: ADDOGEED
Applicant Status: External Applicant Application Date: 08/20/2008
Citizenship Details First (4 10r 1 ast
IUBA QJ united States Citizenship Ih Qlpescription: Mative =]
Status:

Passport Details view Al First (4] 1or4 [P] Last
*Passport Number: Expiration Date: I @ EI
Issue Date: El
Comment: ;I

=
& save] [(QRetumn to Search] Mexd tab)

CitizenshipiPassport | Issue Details | Visa/Permit | VisalPermit Supporing Docs Ve”fy circled fields or enter if appllcable, Will not be able to
enter for Rehires.

RATS2DA
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Accessions

Applicant Contract Data

Introduction This section outlines the procedures to validate the Contract Data
that was transferred to DA via RATS2DA interface.

Action

Step
1 | Loginto DA and Navigate to:
Develop Workforce> Recruit Workforce (GBL)> Use> Applicant Contract Data

1. Veify that the Contract Data was |oaded correctly viathe interface.

2. Enter dataif data was not loaded viainterface.
3. You may need to correct or enter datafor DEPOT or Reserve members.

Verify or enter data on the Contract Status/Content Tab.
PeopleSoft.
& Home

Mew Windgw

Home = Develop Workforce = RecroitWorkforce (GALY = Use = Applicant Contract Data

[ Contract StatusiContent y Cantract Clause | Senice Information  Erior Serice " Caresr Information |
ADDDBRED

092072009

Applicant ID:

FLACCOJOE RAVEN

Application Date:
Contract Begin Date =

Date on DD 4/3

External Applicant

Applicant Status:
Wiew All First (4] 1014 [P Las

*Contract Number: aoo1 *Contract Status: m =]
Contract Expected End Date: |0%/19/2015

Contract Begin DateD) |09/20/2008 Bl

Contract End Date: *Regulatory Region: usa Q)
Contract Template ID: Q)

Initialize Contract |

Comment: [
5

ontract Contents INITIAL EMLISTMENT

"Initial Enlistment” will
default into Contract
Content frominterface

™ Aduitional Contract [ More than one year expected

B save) [ClRetunto Search] Nesit tab )

Caontract Status/Content | Contract Clause | Serice Information | Prior Service | Career Information

Verify or enter the data on the Contract Clause Tab.
PeopleSoft.
@ Home

Home = Develop Workioree = Recruit Warkforee (GBLY) = Use = Contract Data

[ Confract StatusfContent "~ Contract Clause "\ Sence Information | Prior Service | Career Information
Applicant ID: ANO0BBED

FLACCO,JOE RAVEM
Applicant Status: External Applicant Application Date: 09/20/2009

First [ 10r1 [}] Last
0001 BeginDate: 0972002008 Contract Status: ~ Active =1 Verify/Enter Contract Type
and Term from DD 4/3

Contract Number:

Contract Type?) [EML & Initial Enlistrment Contract Term
YearsMonths: lB— l_
litary Grad
I « Oath Admin Info will need to
be manually entered for all
@ [ LsA =Y accessions from DD 4/3

First (4] 1.0r1 [}] Last

dContract Clause Vien
=1

Seq# Clause Clause Status
1 ITCM Q)  AnNNEXES =
Verify/Enter Contract Clause
info

[rnExES

Long Description:
A, G 5T EHLKZ

L 1)

Comment:

B save) [QRetumto Search)] (@ Pravious tab ] () Net tab )
Contract StatusiCaontent | Caontract Clause | Service Information | Prior Service | Career Information

Continued on next page
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Accessions

Applicant Contract Data, Continued

Procedures (continued)

Step

Action

Verify or enter the data on the Service Information Tab. If datais not
accurate, calculate and enter the correct data.
For Active Duty Members Only:

PeopleSoft.

’&’ Haorme

Haorne = Develop Worlkforce = Recruit Workforce (GBLY = Use = Applicant Contract Data

[ Contract StatusfCantent  Contract Clause ™ Sendce Information  Brior Sendee ) [»)

FLACCOJOE RAVEN

Applicant ID: ADDDGBED

Applicant Status: External Applicant Application Date: 09/20/2009

Verify/Enter the date from DD
PayEntryBaseae | U008 6] e Dty Base Dot 027008 @J" Gate fisds inreq. )
*Effective Date

Anniversary Date: @

Pay Allowance: IDBQDIZDDB E
081972017 \ferify/Enter date from DD 4@

Job Family Entry Date: |  [09/20/z008 | ]

= Boctivs Duty for Military Entry Date
e 31
“Military Entry Date: Jorins2009 [ Torm Date: 09/18/2015
Date Entered Current Active|  [09r20/2009 [55] Reserve Drill — Qer\fnynter DD 473 date pis 8
Obligation Date:
06/30/2017 B rs minus 1 day
I Reserve Initial Entry Ed
Date:

Verify/Enter DD 4/3 date plus 4
or 6 yrs minus 1 day

For DEPOT Members Only:
PeopleSoft.

Home = Develop Workforce = Recruit Workforce (GHLY = Use = Applicant Contract Data

Pay Entry Base Date = Contract minus
Coniract Status/Content Contract Clause Sernice Infarmation \( Prior Service \ "
L b f B (otal active duty time {(12C on DD214)
FLACCOJOE RAVEN Applicant ID: A0008860
Applicant Status: External Applicant Application Date: 08/20/2009

FhayEnfry Base Datez] |
“Effective Date

[oer2072008
Pay Allowance: @
Job Family Entry Date: |09f20f2009 E

*hctive Duty Base Dates |12/20/2008 5| (Verify/Enter date from DD 4/1)
Anniversary Date: @

Military Entry Date = Date enter first
| &l Qervice(ﬁA on DD214) )

E; Active Duty e
I & Term Date:
gﬁ; Entered Current Active|  [09/20/2009 5] Reserve Drill = Ei‘.; Sg&ﬂf\oe:stsed[) I:Itigt?% St‘xtlﬁ;aéiautg ;aj?ucé
d Obligation Date: -
& Completed Military Bl 8 yrs minus 1 da!
Obligation: I Reserve Initial Entry @ Y Y
Date:

Expected Active Duty Term Date = DD

4/3 date plus 4 yrs or 6yrs minus 1 da;

Continued on next page
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Accessions

Applicant Contract Data, Continued

Procedur es (continued)

Step

Action

(con't)

3 For Reserve Members Only.

Verify or enter the data on the Prior Service Tab.
For DEPOT MembersOnly.

PeopleSoft.

Home = Develop Waorkforce = Recruit Workforce (GHL) = Use = Applicant Contract Data

I( Contract StatusiContent Y Contract Clause Y Service Information Y Prior Service \: Career Information )

Applicant ID: AD00GEE0
icati ate: 08r20/2009

FLACCOJOE RAVEN

Applicant Status: D

Miltary  Military  Military Service Mitary Prior Service Days

Branch Grade Start Date gztr:'ice End | oave Sold DD214 Veried Flag
Al ] — n

L Return to Search | ({83 Frevious tab || (7 NEXT 136

& save

Contract StatusfContent | Contract Clause | Service Information | Prior Service | Carest Information

& Haorme

Verify/Enter for all fields if
PITSTQOP from DD214 using

First [ 1011 [M] Last 12A and 12B

-"‘""_ Interface will only complete

Military Branch and Military
=1 Grade

Add a row for each pnor service
ranch if maore than 1

Continued on next page
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Accessions

Applicant Contract Data, Continued

Procedur es (continued)

Step Action

5 Verify or enter the data on the Career Information Tab.
For Active Duty Members Only.

For DEPOT MembersOnly.
PeopleSoft.

£ Home

Haorme = Develop Workforee = Recruit Workforee (GBL) = Use = Applicant Contract Data e Windaw

| Contract StatusiContent "~ Confract Clause | Senice Information | Erior Senice |~ Career Infarrmiation \_
FLACCO,JOE RAVEN Applicant ID: ADODESED

Applicant Status: External Applicant Application Date: 0972012008

4| First (4 1 o4 [ Last
5 o Rank/Ratg-—= EnlistmentiCommissid
Description ¢ 7% . initial Source ategory Yr Gm

1 [415088 Q) gzim\?n Enlisted |Vn\en|lstmemm Regular Comp j |RagularEnllstedw/PrmrSvc j |[IEI/2[II2EI[IEI Bl | j |Nn E\assmuj

AN

Gerifny_"t“-‘f circled fields for P|T5T05 Initial Source = Vol enlistment in Regular Comp
accession Source = Regular Enlisted w/Prior Svc

B oave) [ QRetunto Search] (@ Pravious tab

Contract StatusiContent | Contract Clause | Service | Prior Service | Career

Continued on next page
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Accessions

Applicant Contract Data, Continued

Procedur es (continued)

Step

Action

5
(con’t)

For Reserve Members Only.
PeopleSoft.

& Home

dome = Deselop Wiorkioree = RecruitWorkioree (GBL) = Use = Applicant Contract Data Mew Window

" Contract Status/Content Y Contract Clause Y Senvice Infarmation Y Frior Serice Y Career Infarmation X

FLACCO,JOE RAVEN Applicant ID: ADODEEE0

Applicant Status: External Applicant Application Date: 08720/2008

First (4 1 04 [ Last

ategory ¥Yr Grp

—

Enlistment/Commissiony,
Date

b BEEEY azim” Enlisted Vol Enlistment Reserve Comp ] | Res Enlisted Na Prior Sve = [oarzorzo08 6] | = [No classifc 7]
Verify/Enter circled fields for a Reserve Initial Source = Vol Enlistment Reserve Comp
accession Source = Res Enlisted No Prior Svc

Doave] (QRetun to Semch) (B Previous tab

Contract Status/Content | Contract Clause | Service Information | Prior Service | Career Information

For DEPOT and Reserve.

Continued on next page
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Accessions

Applicant Contract Data, Continued

Procedur es (continued)

Step Action

Be sureto save any manual entry of datafor an accession.

After completing verification/entry of accession the recruit’s paperwork is turned
over to an auditor for the Hire Applicant process.

An applicant who isrehired into DA and previously had an EmplID will not be
able to be rehired through Hire Applicant — arehire row will need to be added to

Job Data.

After hiring an applicant, if dataisincorrect (i.e. SSN, Name) then Topeka must
be notified to make changes.

VIII-11-16 RATS2DA




Enclosure (1)
New Accession Documents Checklist

Original Orders

Copy of Socia Security Card

Copy of Driver’'s License

Copy of Birth Certificate

Proof of residency status or naturalization, if applicable

Copy of Enlistment/Reenlistment Document (DD-4).

Copy of Officer Candidate School Agreement (CG-3211 or CG-3211A) OCSonly

Copy of Certificate of Release or Discharge from Active Duty (DD Form 214), if
applicable.

OO0OO00o0o0o0oao

Conditional release from other service, if applicable

Pay Delivery Worksheet (CG PPC 2015) WITH VOIDED CHECK!
W-4 Tax Form for Fed taxes

W-4 Tax Form or appropriate State form for State Taxes

State of Legal Residence Form (DD 2058)

SGLI Election and Certificate (SGLV 8286)

SGLI Family Coverage Election (SGLV 8286A), if applicable
Designation of Beneficiaries (CG PPC 2020D)

Dependency Worksheet (CG PPC 2020)

Certified copies of documentary evidence of dependents (marriage certificate, birth
certificates and SSN cards), if applicable.

One copy of Statement of Financial Obligation/Spouse's Consent (CG-4891), if
applicable. The reverse side of this form must be completed and signed by recruiter
or notary and spouse.

OO0O0OO0O0OO0O00OO0aO0

O

O Emergency Contact Sheet (local form)
O Persona Information Form (local form)

MEDICAL FORMSNEEDED and OPTIONAL DOCUMENTS:
O Chronological Record of Service (CG-4057).

Health Record Cover (CG-3443).

Copy of Report of Medical Examination (DD 2808).
Copy of Report of Medical History (DD 2807-1).
Immunization Record.

OO0O0O0a0

Copy of College Transcript (optional)

Accessions E-1-1
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Enclosure (2)

Overview

Introduction This enclosure provides an accession checklists for SPOs and post-accession
audit checklists for accession points (CG Academy and TRACEN Cape
May).

In This The following checklists are available in this enclosure:

Enclosure

Topic See Page

SPO Accession Checklists VII-E-2-2

1. Dataentry technician (CGHRS Role User)
2. SPO (CGHRSUP Role User)
3. Post-Accession Entitlements

CG Academy Accession & Audit Checklists VIII-E-2-6
Recruit TRACEN Accession & Audit Checklists VIII-E-2-10

Accessions CH-2 VIII-E-2-1




Enclosure (2)

SPO Checklists for Accessions

I ntroduction

BeforeYou
Begin

Dischargesand
Ordersfor
Rehires

These checklists are provided to assist the Servicing Personnel Office (SPO)
in completing all necessary Direct Access transactions required to complete
an accession event on an active duty member or reserve member.

The Job Requisition Number isarequired in order to complete an accession
in Direct Access (in addition to the member identifying data like date of birth,
place of birth, SSN, etc.). TRACEN Cape May and the Academy will
normally use a generic Job Requisition Number for their specific program
(e.0. Enlisted recruit training, OCS, etc.). If you know the Position Number
for the billet the member will be assigned to, you can search for the Job
Requisition Number when entering Applicant Data. For field units, who are
accessing members at their first duty station, the Position Number will be
provided by the CGPSC Assignment Officer.

When conducting a REHIRE, the Discharge must be completed first.
The normal progression when completing REHIRES is Discharge,
REHIRE and Transfer. A REHIRE must be completed in that order.
Also, the Assignment Officer will normally issue transfer orders prior
to REHIRE, it isimportant that you do NOT approve these orders
prior to the REHIRE as the orders will default to member’s current
Employee Class (e.g. If completing a Reserve Integration, the PCS
orders will be treated like a Reserve unit change and you will not be
able to complete the endorsements). Y ou' Il want to approve them
AFTER the REHIRE has been compl ete.

Continued on next page
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Enclosure (2)

SPO Checklists for Accessions, Continued

Checklist-1 The data entry technician at the SPO (CGHRS Role User) completes the
following items:

Step Action SeeTopic ...

1 | Enter Applicant Data Applicant Data

Also see:

¢ Diversity Data Overview

e Physical CharacteristicHeight Weight
Frame Size Measurement

Upon saving the Applicant Data page, the system will generate the Applicant ID
Number. Write the member’s Applicant ID number in the space below.

2 | Enter Identification Data Citizenship Status Changes

3 | Enter Education Education (Degree(s))

4 | Enter Test Results (ASVAB Test Results
Scores)

5 | Enter Applicant Contract Data Applicant Contract Data

6 |Forward package to supervisor (CGHRSUP Role User) to complete the “Hire
Applicant” section

Name: Applicant ID #

Continued on next page
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Enclosure (2)

SPO Checklists for Accessions, Continued

Checklist-2 The supervisor at the SPO (CGHRSUP Role User) completes the following
items:
Step Action Seetopic....in online help ¥4
1 | Complete the Hire Applicant Hire Applicant
Process (Be aware of the date changes you'll need

Warning: If the person you are accessing has
ever been a member of the Coast Guard, Coast
Guard Reserve, Coast Guard Auxiliary, NOAA
Commissioned Officer Corps, or a civilian
employee of the U. S. Coast Guard, they
already have an Employee ID number. The Hire
Applicant process is used only when the
applicant does not have an Employee ID
number. Please use the Rehire a Former
Member process, as described in the Direct-
Access online manual, to complete the
accession for anyone that has previously been
affiliated with the Coast Guard or NOAA Corps.

to make if the member did not report for
duty the same day as accessed into the
Coast Guard)

For new hires: Upon Saving the Hire Applicant Page the system will generate the

Employee ID Number. Write the member’s Employee ID number in the space below.

Return package to technician (CGHRS Role User) to complete the remaining

checklists.

Name:

Employee ID #

Checklist-3

The data entry technician at the SPO (CGHRS Role User) completes the

following items to finish building the member’ s personnel a pay records.
Note: Effective 21 July 2011, you no longer have to wait 24 hours after completing the Hire Applicant before the system will allow

you access to the new member’s entitlements. Pay entitlements, pay delivery option, and tax withholding may be entered
anytime after the Hire Applicant is approved.

Step Action Seetopic ....inonlinehelp A
1 Enter Tax Withholding (Federa Employee Tax Data Information
and State)
2 Enter Direct-Deposit Information | Payment Option Election (Non Self-
Service)
3 | Enter MGIB Allotment Election Start a New Allotment
4 | Enter Family Members/Dependents | Dependency/Emergency Data Activity
Guide
5 | Enter Emergency Contacts Change Emergency Contacts (Non Self-
Service)
6 | Enter SGLI Election Elections and Beneficiaries
7 | Enter Family SGLI Election Elections and Beneficiaries
8 | Endorse PCS Orders PCS
Continued on next page
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Enclosure (2)

Checklists for Accessions, Continued

Checklist-3 (Continued from previous page)

Step Action Seetopic ....inonline help

9 | Start Entitlements (check Employee Entitlements, Basic Navigation
applicable entitlements)
o BAH
BAS
Bonus (Enlistment)
CCOLA
Career Sea Pay
Officer Uniform Allowance
Aviation Pay
Diving Duty Pay
Hardship Duty Pay
Location
Hazardous Duty Incentive
Pay
FSA/FSH
SDAP
OHA/OCOLA
Imminent Danger/Hostile
Fire Pay
Combat Tax Exclusion
o Advances
(BAH/OHA/COLA)
o Saved Pay (if applicable

000D O Ry oy S

O

Name: Employee ID #

Accessions CH-2 VIII-E-2-5



Enclosure (2)

CG Academy Accession & Audit Checklists

Introduction The following checklists provide additional steps for completing Academy
accessions and reporting review management summary audits.

Checklist See Page
CG Academy Hire Process Checklist VIII-E-2-6
Accessions / Reporting Summary & Management Review VIII-E-2-9

VII-E-2-6 CH-2 Accessions



Enclosure (2)

CG Academy Hire Process Checklist

NAME:
DATE OATH OR ENLISTMENT: APPLICANT ID:
EMPLID:
SELRES DCO position#: SELRES DCO Reg#:

DCO HHG ORDERS SENT:
DCO ORDERS TONO FOR HHG ORDERS:

DCO DEPT ID ON ORDERS:
O Applicant Data

o

o
o
o

(@)

o

o

Name

Personal profile

Eligibility/ldentity

Minority Code (same screen as Eligibility/Identity. Click Flag. Incl Hispanic/Non-
Hispanic)

Physical Characteristics

Requisition (133044 OCS, 145079 for IRRDCO'’s, and various others
for SELRES DCO’s hired on Oath day-lookup with position number)

Address (mailing address. DCO'’ S: Use home address ; OC’ S: 45 Mohegan Ave, New
London, CT 06320.)

O Identification Data

o

Citizenship (1=born, 2=naturalized)

O Education

]

Degree Type and Major. Check graduated box.

O Applicant Contract Data

o
o
0

o
]

HIRE PROCESS

Doneon

Contract Status/Content (1 new hire, other numbers for re-hires)
Contract Clause (FOR OCS: AXA, required// FOR DCO: nothing)

Service Information (OCS IRR- P, w SVC oblig another class; DCO: IRR-H or
SELRES, A)

Prior Service
Career Information (OCSJOBCODE: 451097. Must put applicable
jobcode for DCO’s)

Continued on next page
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Enclosure (2)

CG Academy Hire Process Checklist, Continued

APPLICANT and PAY DATA PROCESS

O
O

O

O

Dependent Beneficiaries

Approve EAD ordersfor DCO / Short Term IADT Orders for OCS. Must be
done 24 hrs after the hire. (OCS. Partial Entitlements Code: W, E, N. IADT
begins on travel day to OCSand ends the day before grad.) Order
notes done.

Employee Entitlements (OCS 1 day BAH-G on begin date IADT for single
members then BAH D as of class convene or L for married members for all
days. No COLA entered on short term [ADT, No BASfor new accessions)
(DCO: BAH, COLA, CM6 code C prior reserves or D new accessions as
applicableif entitled. No entitlements started for overseasDCO’'s) BAH
ZIP:

Direct Deposit (must be done 24 hrs after the hire)

Employee Tax Data (must be done 24 hrs after the hire)

OCS ONLY': advance/change rate to E5 OCUI2 451094, E6 OCUI1 451093, or
E7 451092 (must be done 1 PAYCYCLE after the hire)

SGLI and Benefits See Accession guide for rules on initial Decline for IRR
time. Start asof IADT or EAD Orders begin date. (must be done 24 hrs after

the hire)
0  20: SGLI
0o 25 Family SGLI

OCS & DCO IRRONLY: Check status change to SELRES from IRR

IMAGING FOR ELECTRONIC PDR

O

Scan all documents required for Electronic PDR and send to: ARL-PF-
CGPSC-PSD-MR_DOCS

VIII-E-2-8
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Accessions / Reporting Summary & Management
Review

Class completed processing through the Coast Guard
Academy (CGA), New London, CT on . Members of the class are
included on the attached EMPLID Roster Report indicating Active Duty (A), Cadet (C),
or Reserve(R). Also attached are rosters of marital and/or BAH dependent status, BAS
and uniform clothing allowance that have been checked and include reviewers' initials
that the marital and/or BAH dependent status, BAS and uniform clothing allowance have
been verified as correct.  All open issues, except as noted below, have been resolved,
coverage of which is noted on the individual checklists (circle those applicable): for
Cadet, Officer Candidate School (OCS), Direct Commission Officer (DCO) or Scholar
members. Based upon the summary and detailed reviews conducted, | conclude that
adeguate management review has been performed.

Summary Management Review conducted by:

Print Name: Rate/Rank:
Position: Organization Code: _ 60-60100
Telephone: Email:

Signature: Date:

Exceptions Noted (put no exceptions if none, explain any open issues):
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Recruit TRACEN Accession & Audit Checklists

Introduction The following checklists provide additiona steps for completing Recruit
accessions and reporting review management summary audits.

Checklist See Page
CG Recruit Hire Process Checklist — Active Duty VIII-E-2-11
CG Recruit Hire Process Checklist — Reserve VIlI-E-2-12
Accessions / Reporting Summary & Management Review VIII-E-2-13
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Recruit Hire Process Checklist — Active Duty

RECRUIT PERSRU ACCESSION CHECKLIST
ACTIVE DUTY RECRUIT

RECRUIT: ANNEXES:

(Last Name, First Name, M1)

ACCESSING YN:
NOTE: Thischecklistincludes AL L transactions associated with a new active duty hire. Each stepisto
be initialed off when completed, and “copies’ with initials already on the checklist are not authorized.
Also, “copies’ with your name at the top are not authorized. Everything will be HAND WRITTEN.

App. D No.: AOO EMPLID:
DEP Date: Contract Term:
(If Applicable) (YEARS)
RANK/RATE: Enlist. DATE:
TASK YNINITIALS

Applicant Data

Identification Data

Education

Applicant Contract Data

Forward Record to YN1 for HIRE

TASK YNINITIALS

Hire Applicant

Direct Deposit | nfor mation

Dependent | nformation

BAH

COLA

NOTE: The Application Date is the date that the recruit actually came onto Active Duty, and will not be
the date that arecruit entersthe DEP. DEP dates are used in the Military Entry Date Block, and are used to
calculate the Date Completed Military Obligation Date and the Expected L oss Date which is 8 years later
and calculated the same way that an End of Enlistment is calculated.

Additional Notes:
@)
)
©)
4

* Any changesto this checklist must be approved by a Recruit PERSRU YN1*
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Recruit Hire Process Checklist — Reserve

RECRUIT PERSRU ACCESSION CHECKLIST
RESERVE RECRUIT

RECRUIT: ANNEXES:

(Last Name, First Name, M1)

ACCESSING YN:
NOTE: Thischecklist includes AL L transactions associated with a new SELRES hire. Each step isto be
initialed off when completed, and “copies’ with initials already on the checklist are not authorized. Also,
“copies’ with your name at the top are not authorized. Everything will be HAND WRITTEN.

App- D No.: AOO EMPLID:

Unit Assigned: Enlist. DATE:
(Drilling Unit)

RANK/RATE: RP or RK:

(RPs Must begoing to “A” School less than 06 days
after Boot Camp, | AW AL COAST 465/07)

Graduation Date: Job Reqg. #

TASK YNINITIALS

Applicant Data

Identification Data

Education

Applicant Contract Data
Forward Record to YN1 for HIRE

TASK YNINITIALS

Hire Applicant

Direct Deposit | nfor mation

Dependent | nformation

IADT ORDERS (Long Term if RP, Short Term if RK)
R990

BAH

COLA (RP RESERVESONLY)

NOTE: The Application Date is the date that the recruit actually came onto Active Duty, and will not be
the date that arecruit enters the DEP. DEP dates are used in the Military Entry Date Block, and are used to
calculate the Date Completed Military Obligation Date and the Expected L oss Date which is 8 years later
and calculated the same way that an End of Enlistment is calculated.

Additional Notes:
D
2
3
(4)

*Any changes to this checklist must be approved by a Recruit PERSRU YN1*
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Accessions / Reporting Summary & Management
Review

For Company/Class (mm/dd/yyyy to mm/dd/yyyy)

Number of Accessions Reviewed

Checklists Attached Covering
! (Enter Number) Recruit Accessions

Number of Accessions Entered, Reviewed, and Verified with no Exceptions

Exceptions (a-b=c):

a) Number of Exceptions Identified?
b) Number of Exceptions Corrected
¢) Number of Exceptions Outstanding

Describe outstanding actions, responsible parties, contact information, and due dates:

Review Performed by: Print Name: Rate/Rank:
Position: Organization/Code:

Telephone: Emalil:

Signature: Date:

Destroy: 3 years from date of review: Reference: General Records Schedule 7

! The checklist should indicate whether done for agroup or an individual Accession. It should include the
number of Accessions addressed.

2 This amount includes the total number of individual exceptions noted on all Accessionsincluded in this
checklist. (e.g., if anindividual Accession has more than one exception, count each individual occurrence).
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This page |eft blank intentionally.
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Enclosure (3)
Accession Tips, Problems and Error Messages
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Accession Tips, Problems and Error Messages

Overview

Before you This guide is designed to help assist you in the completion of your

begin Hire or REHIRE. It is not going to teach you how to complete a Hire
or REHIRE. For that, it is recommended review the entire Accessions
guide.

Discussion This guide will help troubleshoot problems you are experiencing with

your Hire or Rehire and assist you with the Hire or Rehire process.
This guide also provides a checklist to assist you in the documents and
actions you will need to complete when completing a Hire or
REHIRE. As well as helpful information on certain actions which
need to be complete when completing a Hire or Rehire.
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Accession Tips, Problems and Error Messages

General Information Regarding Accessions

Menu path All Hires and Rehires require 3 separate components for completion
and must be completed in the below order. All 3 of these components
are accessible by going: Home>Develop Workforce>Recruit
Workforce>Use>

Dischargesand  When conducting a REHIRE, the Discharge must be completed first.

Ordersfor The normal progression when completing REHIRES is Discharge,

Rehires REHIRE and Transfer. A REHIRE must be completed in that order.
Also, the Assignment Officer will normally issue transfer orders prior
to REHIRE, it is important that you do NOT approve these orders
prior to REHIRE as the orders will default to member’s current EMPL
Class. You’ll want to approve them AFTER the REHIRE has been
complete.

About In the Applicant Data section you will establish an Application ID.

Applicant Data  This is not to be confused with an Employee ID. For REHIRES, you
normally place the EMPLID in the bottom box of the Add a New
Value screen. However, there are personnel, when you try to Rehire
them that will show they have an existing APP ID and it will be the
EMPLID. You CANNOT hire anyone using their EMPLID as their
APP ID. It simply will not work.

You will need to click the Add a New Value button. If member has an
existing APP ID, ensure it says Active next to it vice Hired and verify
the application status date next to it. If it says Hired you cannot use
this App ID and you need to verify if member was not already Hired if
the Application Status Date matches the actual Hire Date. For new
Hires the Application Status date is not important, for Rehires the app
status date must be the same as the actual Hire date.

Continued on next page
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General Information Regarding Accessions, Continued

About This function can be completed by the HRS or HRS SUP.
Applicant Data
(continued)

Home = Develop Waorkforce = Recruit Warkforce (GBL) = Lse = Applicant Data

Applicant Data

Find an Existing Value

Applicant 1D

Application Date: @
Mame:

Last Marme:

Alternate Character Mame:

Applicant Status: v
Application Status: Ed
EEmpIID: ﬂ]

[ ] case Sensitive
[ ] Correct History

| Search | | Clear | Basic Search

Add a Mew Value

About In the Applicant Contract section you will establish the member’s

Applicant contract term and dates of service. The date of the contract is the date

Contract Date  the member is officially signing a document affiliating with the US
Coast Guard. It is very common for DCOs to sign their Oath of
Office’s a month in advance of attending DCO school. The date of
the contract must match the date specified in their acceptance letter.

This function can be completed by the HRS or HRS SUP.

Continued on next page
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General Information Regarding Accessions, Continued

Hire Applicant  The Hire Applicant function is the final step of the Hire process. It
will submit the Hire Reporting Endorsement on Orders transaction
(8c) and contract data to JUMPS as well as update all the individual
components of Direct Access. All data must be correct in the first 2
steps (Applicant Data & Applicant Contract Data) in order for this
step to be completed Successfully.

This function can be completed by the HRS SUP only and is NOT
viewable to the HRS. All HRS personnel must notify their HRS SUP
to complete the Hire Applicant portion of the REHIRE/HIRE.
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Common Problems with Rehires

1. Requisition 1. Obtaining a job requisition number or when the search for a job
Numbers requisition number returns with “No Matching Values”.

Verify first with the issuing auth that the position number/Job
requisition is correct.

After that, if the position/requisition number is correct the HRS SUP
must complete the following steps as the HRS will not have access to
this area of Direct Access to open the Job Requisition.

To open a Job req number, here are the steps:

Step 1. Navigate to the following path:

Home > Develop Workforce > Recruit Workforce (GBL) > Use > Job
Requisition Data

Step 2. Input the Position number in the Search Screen and click the
“Correct History” checkbox before hitting Search.
Home = Develop Workforee = RecruitWorkforce (GELY = Use = Job Requisition Data

Job Requisition Data

Find an Existing Value

Joh Requisition #: I

Job Requisition Status:| =l
Position Mumnber: |Dnnasnm g]
Business Unit | =Y

Job Code: I =

Department: I ﬂ
Crriginator 1D: I g
Autharization ID: | qJ
Recruiter I0: I Q)

[ Include Historf ¥ Correct History

Basic Seareh

Continued on next page
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Accession Tips, Problems and Error Messages

Common Problems with Rehires, Continued

1. Requisition
Numbers
(continued)

In Review. From here you will notice in the below screen shot that
the upper left hand corner of the Requisition tab shows this member’s
current job req number is 048856 and the status is Filled.

Home = Develop Workforce = RecruitWorkforce (GHL) = Use = Job Requisition Data

J." Requisition Data Y Job Details ~ Joh Posting * Basic Eligibility ~ EduciExperier

Job Requisition #: 040056 Status: Filled Status [

‘Target Openings: |1
[romaernne &

Step 3. To set the status of this to open, there are several things that
need to be done. First ensure the Date Authorized matches the oldest
Requisition Status. If it does not, you will need to ensure it matches
this.

Hamme = Develop Workforce = BecruitYWorkforce (GBEL) = Use = Job Requisition Data

Jf Requisition Data ' Joh Details | .Job Posting | Basic Eligibility " Educ/Experience |’ Compsftceomps | Hired

Job Requisition #:

048856 Status:  Filled Status Date: 0911272006

*‘Target Openings: I1

( Date Authorized:

[oginTrz008 ]

Approval Status: IA” Approved j

Originator 1D:

| Q

Authorization ID: I ﬂ

Recruiter ID:

Requisition Status

[ Q

View 2 First (] 1.5 ot [P Last

*Job Requisition Status ‘Effective Date
1 |Filled =l |oomzrz006  E =1
2 |Open | |oarn7szo0s  Ed =1
3 |Filled | |oerm1sz008 ) =1
4 |Open =l [1zzemons =]
5 |Filled =l |o7izerz005 =1
6 |Filled | |oar25z004  Ed) =1 ]

Continued on next page
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Common Problems with Rehires, Continued

1. Requisition ~ Step 4. In the above picture, the date auth would be changed to

Numbers 08/25/2004 the oldest requisition status.

(continued)
Next, you will need to add a Row in the Job Requisition Status and set
it to Open. You want to be sure to set the status date prior to the
Hire/Rehire Date (I usually give myself a 30 day buffer in this case |
used 09/13/2006). Then click SAVE.

Home = Develop Workforce = RecruitWorkforce (GELY = Lize = Joh Requisition Data

J{ Requisition Data % Job Details | Joh Fosting ' Basic Eligibility | Educ/Experience | CompsiAccomps || Hire

Job Requisition #: 045856 Status: Open Status Date: 09011372006

*Target Openings: |1
Date Authorized: 108/25/200¢ EJ

Approval Status: IA” Appraved ﬂ

Originator ID: I ﬂ
Authorization ID: [ Q)
Recruiter ID: I ﬂ

Requisition Status First [ 1.7 ot 7 [¥] Last
*Job Requisition Status ‘Effective Date
1 [apen =] [oenzzoos B [+] [=]
2 |Filled | |oanzizooe E] [=]
3 | Open | |oanzizo0e [-]
4 [Filled | |osiotszo06  E =]
5 | Open | [12maz00s B [-]
6 |Filled | |o7r2aiz005 [=]
7 |Filled | |osizsizo0s B [=]

In Review. Notice in the above screen shot, after clicking SAVE, the
member’s Status in the above left changed from Filled to Open. You
may now use req number 048856 in your Hire/Rehire.

Continued on next page
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Common Problems with Rehires, Continued

2. TEMDU 2. The position given is for member’s new unit, yet the member still

EB&OUtetOfirSt needs to be Hired at the current location. How to do this.
Example. Member is a Reservist integrating into Active duty.
Current unit is Sector Houston/Galveston and his new unit is ISC
Kodiak. | have the member’s new position number of which to be
hired to and it is defaulting member’s unit to the new position at ISC
Kodiak. However, I need to Hire member to this unit, Sector
Houston/Galveston, in order to complete member’s PCS orders and
account for delay enroute.

This happens quite frequently, and you may use the member’s new
position number as the Hire. However, the department will default to
member’s position, so the HRS SUP will want to modify the
department and position in the Hire Applicant component, specifically
the Job Data portion. Please see the below screen shot for where to
change. You will want to use member’s previous position number
from SEC Houston/Galveston of which you can obtain in member’s
Job Data (NOTE: You will want to use the position on the Job Row
prior to the Termination).

Home = Develop Workforce = Recruit\Workforce (GBLY = Use = Hire Applicant

Applicant Wiark Location Job Information Salary Plan

o Employvee ID: Empl Red#:
(Work Location
Employee Status;  Active Date Created; 0%/22/2008
*Effective Date: 09222006 B Effective Sequence: ID *Job Indicator: | Fim:
Action /Reason; | Rehire = [reH Q] Reire
[ Position Number: |DDD49279 G j BOAT CREW Position Entry Date:
*Regulatory Region: |U SA ﬂ United States
*Company: CGA Active Coast Guard Employees
*Business Unit: IAUSCG@ AllUL S, Coast Guard Units
*Department: IDDD?SD ﬂ ] CG GP PORT ANMGELES Department Entry D:
Location: 003z =Y CG GP PORT
Supervisor ID: I ﬂ
IPersonaI Data Joh Data Employiment Data Earnings Distribution Benefits F

Continued on next page
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Common Problems with Rehires, Continued

3.Unableto 3. The Rehire is completed and now the member needs to be
Process transferred. The orders show Reserve w/out Duty and | can’t report
Reporting member in.

Endor sement

The PCS orders were issued and Approved by the SPO prior to
completing the REHIRE. Therefore, the member’s orders defaulted to
the member’s prior empl class, normally in most cases it’s Reserve.
The system will not allow you to adjust this, only programming
intervention can correct. This is more of a reminder to not Approve or
Process the member’s PCS orders prior to completing the REHIRE.

¥ ltinerary

Report Date Depart Date  |Department |Description City State | Country

Position Revisit |Cost
Number Flag SubTotal

10/23/2008 twzwioos  (oosarg (DSCOMISSW Ly pnpria un uss ‘_Z[ Yes | |onozsoro |

Nature Duty Per Diem

4. Transaction 4. How to tell if your REHIRE has been completed.
Completed?

The easiest way to tell if an Accession is complete is through Job
Data, look for the “HIRE” or “REHIRE” job row. The below screen
shot is an example of what this should look like.

Home = Administer Warkforce = Administer Workforce (GBLY = Lise = Job Data

J." Work Location %y CGDuty ~ CGJob  JohInformation © Joh Labor © Payroll © Salary Plan ‘.IE)

. Ermployves ID: Empl Red
Work Location View A
Employee Status:  Active Date Created; 0911272006
*Effective Date: I':'Eﬂ 92006 EJ Effective Sequence: I1 *Joh Indicatur:I_F
Action /Reason: | Rehire =l [REH Q] Renire
[ 5 PP Y T T— II-II-II-Iq":hl-ITI-I Ol 1o oTAR WD TATI R Dl [ PP T ]

Continued on next page
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Common Problems with Rehires, Continued

5. Statusis
“Terminated”
in Job Data

6. Date of rank

5. The REHIRE has been completed, but member still shows
Terminated in Job Data.

You’ll want to “View All” under Job Data and ensure your REHIRE
was indeed completed. See step 4 on what a REHIRE job row should
look like. In most cases, the terminated job row is because the
member’s transfer was processed out of sequence from the REHIRE.
In other words, it was processed prior to the completion of the
REHIRE. To fix, you will need to back out the departing/reporting
8c’s. SAVE. And then, re-enter the 8c’s.

The affect of this will be the removal of the terminated PCS job row
and re-insert an active PCS job row.

6. Inputting a member’s Date of Rank. Where it goes.

A member’s Date of Rank is very important. For REHIRES, you
should familiarize yourself with the Date of Rank computation. A
member’s Date of Rank should be inputted in the Job Data portion of
the Hire Applicant. There two spots within the Job Data to input this,
both of which are show in the below screen shots.

First spot is the Job Information tab of the Job Data in the Hire
Applicant portion of the REHIRE. You will input it in the Entry Date
box.

Home = Develop Workforce = Recruit YWarkforee (GHLY = Use = Hire Applicant

Applicant Wiark Lacation Jab Information Salary Plan

Employee ID: EmplRed#: U
Job Information wiew Al First (4 1011 [F] Last
Effective Date: 09152006 Effective Sequence: 1 Job Indicator:  Primary Joh
Action / Reason: Rehire Rehire
Current
*Job Code: |41 0094 Q) Second Class Boatswain's Mate [Emwnme: |0911 52006 [
*Regular/Temporary: I Regular :I' *Full/Part: I Full-Time ﬂ
Empl Class: I SELRES :I' *Officer Code: I Mane :I'
*Regular Shift: NiA M shiftRate: | r
PR Y |,1n nn e I

Continued on next page
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Common Problems with Rehires, Continued

6. Dateof rank  Second spot is the Salary Plan tab of the Job Data in the Hire
(continued) Applicant portion of the REHIRE. You will input it in the Grade
Entry Date box.

Haome = Develop Warkforee = RecruitWarkforce (GBL) = Use = Hire Applicant

| Applicant " Work Location " Job Information " Salary Plan \\_

Employee - Empl Redg: 0
view Al First [ 1081 [F] Last
Effective Date: 0451 52006 Effective Sequence: 1 Job Indicator;  Fritmary.Joh
Action / Reason: Rehire Rehire
Current
Salary Administration IENL QA Grade: |E5 Q) [G,ade Entry Date |09r1 52006 [5]] ]
Plan:
Step: l_ ﬂ Step Entry Date | @
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Troubleshooting errors while completing the Rehire and
Hire process

1. Data The below is a screen shot of the error, the most common, and the
ConflictsError  below instructions and screen shots explain how to troubleshoot the
error.
|' x|

r‘: Daka being added conflicks with existing data, (18,2}
-

‘hen adding a new ikem to the database, the system found a conflicting item already
exists,

This problem can happen if another user has entered similar information at the same
time as wou, Mote the changes wou have made, cancel the page, then retry your
changes.

If the prablen persists, it may be because of an application or other programning error
and should be reported to technical suppart staff,

This error occurs when the keys on the record being inserted match a recard that is

already in the database. The application must ensure that each inserted record has
unigue keys.,

A. For REHIRES, check the Application Status date in relation to
member’s actual Hire date. The Application Date cannot be later than
the Hire date. Contact PPC Customer Care if you run into this
problem. The easiest spot to check this is under the Applicant Data
component of the REHIRE.

Haomme = Develop Waorkforce = Becruit Workforce (GEL) = Lse = Applicant Data

Marme Address FPersonal Profile Eligikilityil dentity Application 1 Physical Char 4

Applicant ID: A0016763
Applicant Status: Emplovee [Applicatiun Date: 0ar1ar 20'35]

Format Using: LISA, Inited States

Name: || o _

Prefix: I 'I

First Name: I Micldlle: IL.

Last Name: || ) Suffix: |

NOTE: in the above picture the Application Date is good.

Continued on next page
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Troubleshooting errors while completing the Rehire and
Hire process, Continued

1. Data B. Under the Applicant Data component, ensure the Disposition
ConflictsError  under the Requisition tab shows Offer Accepted, this sometimes gets
(continued) changed to Offer.

Home = Develop YWorkforce = RecruitWorkforce (GBL) = Lse = Applicant Data

i . Eligibilityldentity ~ Application 1 Physical Char ~ Application 2 Resume Text | Requisition ‘.L

Applicant ID: ADDTEYES
Applicant Status: Employee Application Date: 091 5/2006

Job Req # [ossi13 Position: ono4gz7e  BM2 DeptlD: 000750
Business Unit: ALISCG Job Code: 410094 Bz Status: Open
Ref Source: | Linknowen j

Employee Referral ID: I

Specific Referral Source: |

*Disposition Dt: I':'E"fﬂ“':”:'E Bl Letter: I 4l Lette
‘Disposition: [ |O1Ter =l ] Reason: I

NOTE: In the above picture you will want to adjust the disposition to Offer Accepted.

Continued on next page
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Accession Tips, Problems and Error Messages

Troubleshooting errors while completing the Rehire and
Hire process, Continued

1. Data C. For REHIRES, under the Applicant Contract Data component,
ConflictsError  ensure the contract number has the correct sequential corresponding
(continued) contract number.

Hame = Develap Warkforee = Recruit Warkforce (GBEL) = Use = Applicant Contract Data

J( Contract StatusiContent % Contract Clause | Service Information ' Prior Service | Career Information

Applicant 1D: AODDTETES
Applicant Status: Employes Application Date: D9M15/2006
e vigw Al First (40 1.0 1 D] Last
‘Contract Number: fpoot *Contract Status: Im +[=]
Contract Begin Date:  |09/15/2006 i Contract Expected End Date: IUQH 4¢2009

Contract End Date: I *Regulatory Region: IUSA QY
Contract Template ID: I ﬂ

" Additional Contract [~ More than one year expected Initialize Contract |
Comment: I
Contract Content: :_H'EEREEESESSELUNG LEAVE. MBR 15 MOT ELIBIBLE FOR A SRB. MER |5 MOW A MEMBER OF ;I

=
NOTE: In the above screen shot the contract number should be 002 in the Applicant

contract date. You can verify by going to contract data in Administer Workforce:
Home = Administer Warkforce = AdministerWorkforce (GBLY = Use = Contract Data

‘f Contract Status/Content " Gontract Type/Clauses ' Contract Leave  Semice Dates |

o Employees o: 1
Contract Data
Contract Number: oo *Contract Status:
I Contract Expected End
Contract Beqgin Date: EEMEE

Date:
Contract End Date: [oai14r2008 ]

*Regulatory Region:

Continued on next page
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Accession Tips, Problems and Error Messages

Troubleshooting errors while completing the Rehire and
Hire process, Continued

1. Data D. For REHIRES, under the Hire Applicant component, the Job Data
ConflictsError  portion ensure the job sequence is changed to the next sequential
(continued) number in member’s current Job starting with “0”.

Home = Develop Workforce = Recruit Workforce (GHL) = Llse = Hire Applicant

Applicant Work Location Joh Infarmation Salary Plan

L. Employee D:
\Work Location
Employee Status:  Active e Created; 09/22/2
*Effective Date: |'39f22f2005 El Effective Sequenc |D *Job
Action /Reason; | Rehire =] [REH Q] Rehire
Position Number: IDDME’Q?9 4l BOAT CREWVY Pos
*Regulatory Region: |USA ﬂ United States
*Company: CGA Active Coast Guard Employees
*Business Unit: IAUSCG g Al 5. Caast Guard Units
*Department; [ooo750 Q) CG GF PORT ANGELES Deg

NOTE: In the above screen shot the Effective Sequence should be changed to “1”.
You can verify the correct number by navigating to the member’s JOB DATA, a screen
shot is provided below (the number 1 will denote the 2" record in JOB with the same

date). Notice the already existing Job Data for this member on the same date, “0” is
already present:

Horme = Administer Workforce = Administer Workforce (GBL) = Use = Job Data

{ Work Location ‘.I CG Duty CGJob Job Infarmation Jaob Lahor Eayroll Salary Plar
L Employee 1D: Empl Red#:
Work Location View All
Employee Status:  Terminated Date Created: 09/15/2008
*Effective Date: par 52006 B Effective Sequence: ID *Joh Indicatur:l Frima
Action /Reason; | Termination | |psc Q) pischarge
Position Number: IDDU1 093 QJ MLE STAMD TEAM Position Entry Date:
*Regulatory Region: IP«USCG ﬂ S Coast Guard
AP | o

TN TN DU,

Continued on next page
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Accession Tips, Problems and Error Messages

Troubleshooting errors while completing the Rehire and
Hire process, Continued

1. Data E. For REHIRES, under the Hire Applicant component, the Personal
ConflictsError  Data portion, ensure the member does not have a current Personal
(continued) Data Effective Date that matches the Hire/Rehire Date.

Home = Develop Workforce = Recruit Waorkforce (GHLY = Lse = Hire Applicant

[ Applicant_  Mame Y Address  Personal Profile  Eligibilitldentity ~ Physical Char

1D: Emplovee

Personal Data

*Effective Date: |n9m 512006 [l

Format Using: IUSA QJ United States

Name: [

NOTE: In the above screen shot the member’s effective date is fine, you can verify by
checking member’s Personal Data, a screen shot is provided below:
Home = Administer Waorkforce = Administer Workforce (GHL) = Use = Personal Data

‘." Marme % Address  PersonalProfile  Eligibilityldentity ~ Physical Char

1D: Employves

Personal Data

[ ‘Effective Date:  |07/17/2003 [ ]

FormatUsing:  |U5A Q United States

Marmmar

In the event the two dates match, change the member’s existing
Personal Data to the day prior and SAVE.

Continued on next page
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Accession Tips, Problems and Error Messages

Troubleshooting errors while completing the Rehire and
Hire process, Continued

1. Data F. For REHIRES, ensure member does not have 2 active Applicant
ConflictsError  ID’s. To check this, you will want to enter the EMPLID of the
(continued) member in the Search box for the Applicant Contract Data.

dome = Develop Waorkforce = Recruit Workforce (GHLY = Use = Applicant Contract Data

Applicant Contract Data

Find an Existing Value

Applicant ID: |
Application Date: I @

Mame: |

Last Mame: |

Alternate Character Name:l

Applicant Status: | &l

Application Status: | j

ErmpliD: [1234567 Q)

[ Case Sensitive

| Search | | Clear | Basic Search

Search Results

Applicant ID Application Date Name Last Name Alternate Character Name Applicant Status Applicall}
ADDMATRS 0911572006 hlank Employee Active
ANDNBTR4 0911572006 hlank Employee = Active

NOTE: In the above screen shot, the member has 2 App ID’s both
for the same date, both Application Status’ show Active. One must be
removed, only programming intervention can assist. You will want to
submit a PPC Customer Care ticket for assistance.

Continued on next page
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Accession Tips, Problems and Error Messages

Troubleshooting errors while completing the Rehire and
Hire process, Continued

2. Expected ﬂ

LossError.
'T Expected Loss Date cannot be less than (Contract Begin Date + Contrack Term) (20140,246)

Correct Expected Loss Date, Contract Begin Date or Contract Term.

A. Under the Applicant Contract Data component, check the Service
Information tab, checking the Effective Date of pay and allowances
(needs to be same date as the REHIRE) and Expected Loss Date (date
needs to be the date of Hire plus contract term, unless member is a
new service member under initial obligated service, which is 8 years
for any new member.)

Home = Develop Workforce = RecruitWorkforce (GBL) = Use = Applicant Contract Data

Contract Status/Content Caontract Clause Service Infarmation Eriar Service »

Applicant ID: AOO16TE3
Applicant Status: Employes Application Date: 09152006

*Pay Entry Base Date: [parziare E) “Active Duty Base Date; [04/13/1996 | 3]
*Effective Date

[oarrsizo06 ] —
Pay Allowance: J Anniversary Date: @
Job Family Entry Date:  |09115/2006 ES]

[ ‘Expected Loss Date: |0%/14/2006 & ]
Expected Active Duty [ng;1 4/2006
*Military Entry Date: EREEE Term Date: | B
Date Entered Current Active IDQH 512006 @ Reserve Drill 091512006 @
Duty: N Obligation Date:
Date Completed Military IDQH 412006 @
Obligation: Reserve Initial Entry I @
Date:

Employee Classification: ISELRES vl

Reserve Training/Pay Code:IF ﬂ RF, Rk, & RL an IADT

Reserve Classification |F'ri0r Sve CG Enlwiin 8 yrobl j
Code:

NOTE: In the above picture the Expected Loss is incorrect and
should be 09/14/2009. Member’s contract was for 09/15/2006
for 03 years. Member had already completed initial obligated
service, and contract goes beyond it. Therefore, Exp Loss should
be expected contract end date.

Continued on next page
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Accession Tips, Problems and Error Messages

Troubleshooting errors while completing the Rehire and
Hire process, Continued

3. Member ’ '
Microsoft Internet Explorer,

must be ! E'

Dlscharged Member has ko be discharged before the rehire can happen, (20030,25)

Error (For ! \

REHI RES) Discharge the member and then do the rehire.

A. Check the separations component to see if the discharge status has
been set to “Approved”.

4. NoMatching If you receive an “Invalid ID/No Matching Values found” error

Valueserror message, when trying to add an applicant ID in the Hire Applicant

when entering  component, go back through the applicant data sections and ensure all

Applicant IDin - the steps were completed (Contract Data, Identification Data,

Hire Applicant  cisizenghip, etc.). If you are not able to save the Applicant Contract
data, clear all the fields on the Career Information tab with the
exception of the Job Code.
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Accession Tips, Problems and Error Messages

Rehire/Hire Checklist

A checklist designed to help assist you with your Hire/REHIRE.

Organize Accession documents and create PDR, IAW PDR instruction

Print Orders out of Direct Access or Use member’s hardcopy (For
REHIRES do NOT approve the Orders in DA yet).

For REHIRES, Print off Service Dates from the SOCS page
For REHIRES, complete the Discharge
Complete Hire/Rehire documents

For REHIRES, approve orders in Direct Access (Note: You must complete

the Hire Applicant step before you endor se the orders!)

Complete Direct Deposit and, if applicable, Allotment(s).
Complete Tax Info (State and Federal Income Tax Withholding)
Complete Entitlements

Complete SGLI/FSGLI Elections

Submit request for Statement of Credible Service (SOCS)
NOTE: This is for ALL prior Service personnel regardless of DD214

present or not. Remember if member is supposed to be O1E, you can request interim
pay adjustment. For consecutive active duty with no break, remember you can
request Leave carryover from prior service/component.

Enter ASVAB scores for member in Direct Access Test Results.
NOTE: If ASVAB scores not present request a copy from CG Institute

Accessions
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This page left blank intentionally.

VII-E-3-22 CH-2 Accessions



Enclosure (4)
Case Studies

Overview
Introduction This section provides examples of unique accession situations taken from
real-life scenarios.
In this The following scenarios are presented in this enclosure.
enclosure
Topic See Page
Reservist Enlisting in the Regular Coast Guard E-4-1
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Case Studies

Reservist Enlisting in the Regular Coast Guard

I ntroduction In this scenario, an enlisted Reservist was authorized to enlist in the regular
Coast Guard.

Definition This scenario is an example of a*“Reserve Integration”.

Process Thisisareview of the events and actions that were needed to successfully

Overview process this integration. Some of the stages reference exhibits, which appear

later in this enclosure. The exhibits are examples of messages, forms and
Direct-Access data entry completed in connection with this integration.

Stage Description Exhibit
1 Member submitted request on form CG-3472. In this scenario the member 1& 2
applied IAW ALCOAST 080/02 “Reserve Enlisted Active Duty Integration
Opportunity”. This program was to end in 2002, however, it istill in use. If
the member wasn’t already on EAD, he could have applied under the
provisions of 2.D.3.f. of the Recruiting Manual (Open Rate List).

2 Unit CO endorsed request and forwarded to CGPSC (epm-1) 2
3 CGPSC reviewed and approved request. 1ssued message. 3
4 Unit administrative staff counseled member on
1. Length of Enlistment Options (3, 4, 5 or 6 years AW PERSMAN
1.G.2.A).
2. SRB (Unit prepared CG-3307 entry “SRB-1" for member’s 4

acknowledgement, if member meets the requirements for azone A or
zone B SRB (e.g. Has the member completed 17 months continuous
active duty (including extended active duty as a Reserve) at any point in
their military career? The 17 months continuous active duty need not
have been completed immediately prior to the enlistment.).
e Inour scenario the member was just completing 24 months of
EAD, so he met the active duty requirement for an SRB.
¢ Also, the member was a BM2 with a coxswain competency code,
thisincreased his SRB multiple by one-half a point.

3. MGIB program (Unit prepared DD form 2366 for member’s 5
acknowledgment as required by the approval message).
(http://www.dtic.mil/whg/directives/infomgt/forms/eforms/dd2366. pdf)
(http://cgweb2.comdt.uscg.mil/CGDIRECTIVES/CI/CI_1760 9A.pdf)

Continued on next page
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Case Studies

Reservist Enlisting in the Regular Coast Guard, Continued

Process Overview

Stage

Description

Exhibit

5

Member completed Career Intentions Worksheet (CIW), CG-2045.
http://www.uscg.mil/ppc/forms/.

6

Unit CO endorsed CIW and the unit admin forwarded it to the SPO along
with the CG-3307 entry and a copy of the DD-2366 (the original was sent to
CGPSC (epm-1) IAW the enlistment authorization message).

6

\]

SPO entered a Statement of Intent transaction in Direct-Access

\‘

SPO prepared an Enlistment Contract, DD Form-4/1 from:
http://www.dtic.mil/whs/directives/infomgt/forms/eforms/dd0004.pdf (Note:
DA Cannot be used to prepare printable enlistment contracts) and sent to
unit for completion of the Certification of Acceptance and Confirmation of
Enlistment.

SPO entered preliminary information in DA for the discharge and rehire

transactions. This included:

e Creating a Job Requisition Number

e Creating an Applicant ID Number

e Entering the Discharge (but not approving it yet, if the member did not
enlist in the Coast Guard, the discharge could have been changed to a
release from active duty to transfer the member back to the SELRES upon
completion of his EAD contract.)

e Completing the Applicant Contract Data (which required the SPO to
compute the member’s date of rank, active duty base date, pay base date
etc.)

10

Unit administered enlistment oath on day of enlistment. The member and the
officer administering the oath signed the contract and the form was returned
to the SPO. The unit also faxed a copy of the signed contract back to the
SPO, so they could complete the pay transactions on time.

11

When the SPO had confirmation that the member executed the oath of
enlistment, they entered final approval on the member’ s discharge and rehire
transactions in Direct-Access. The also restarted BAH, CCOLA and BAS as
these entitlements were stopped as part of the discharge process.

12

PPC (MAS) computed the member’s SRB entitlement

Accessions
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Case Studies

Exhibit 1 - Program Guidance

Description This exhibit shows the ALCOAST message announcing the Reserve Enlisted
Active Duty Integration Opportunity program. It was important to look up this
reference because it provided important information about setting the
member’ s date of rank (see para. 5).

R 211643Z FEB 02 ZU ASN- A00052000043 ZQJ1
FM COVDT COGARD WASHI NGTON DC/ / G W/
TO ALCOAST
BT
UNCLAS //N01100// VOL CCN
ALCOAST 080/ 02
COVDTNOTE 1100
SUBJ: RESERVE ENLI STED ACTI VE DUTY | NTEGRATI ON OPPORTUNI TY
A. COMDT COGARD WASHI NGTON DC 241503Z OCT 01, ALCOAST 483/01
PERSONNEL MANUAL, COVDTI NST MLOOO. 6A
RECRUI TI NG MANUAL, COMDTI NST ML100. 2C
MEDI CAL MANUAL, COMDTI NST M5001. C
RECALL OF ENLI STED RESERVI STS TO EXTENDED ACTI VE DUTY, COMDTI NST 1141. 3B
. MONTGOMERY G I. BILL (M3 B), SELECTED RESERVE EDUCATI ON
ASSI STANCE PROGRAM COVDI NST 1001. 30 ( SERI ES)
G MONTGOVERY G I. BILL (M3 B), ACTIVE DUTY EDUCATI ON ASSI STANCE PROGRAM COVDI NST
1760. 9 (SERI ES)
1. THE COAST GUARD HAS AN | MVEDI ATE NEED TO GROW I TS ENLI STED WORKFORCE TO MEET THE
CHALLENGES ASSCCI ATED W TH HOMVELAND SECURI TY. REF (A) ANNOUNCED VARI QUS ACTIONS TO
FILL CUR | MVEDI ATE AND LONG TERM PERSONNEL NEEDS. THI S ALCOAST ANNOUNCES THE
| MPLEMENTATI ON OF ONE OF THOSE ACTIONS: THE OPPORTUNI TY FOR RESERVE MEMBERS CURRENTLY
SERVI NG ON ACTI VE DUTY TO BE CONSI DERED FCOR | MVEDI ATE | NTEGRATI ON | NTO THE REGULAR
COAST GUARD. TH S OFFER WLL TERM NATE ON 30 SEP 2002, OR EARLIER, |F RATINGS ARE
FI LLED. FUTURE SOLI Cl TATI ONS FOR RESERVI STS SERVI NG ON ACTI VE DUTY AND/ OR SELRES W LL
BE ANNOUNCED VI A SEPARATE CORRESPONDENCE, BASED ON THE WORKFORCE NEEDS OF THE SERVI CE.
2. APPLI CATI ONS FCR | NTEGRATI ON W LL BE CONSI DERED FROM ENLI STED RESERVI STS WHO ARE
CURRENTLY SERVI NG ON EXTENDED ACTI VE DUTY (EAD) OR WHO WERE CALLED UP DURI NG THE
RECENT MOBI LI ZATI ON EFFORT AND MEET THE FOLLOW NG

A. ARE SERVING IN ONE CF THE FOLLOW NG RATES: BML, BM2, BM3,
EML, EM2, EMB, ET2, ET3, FS1, FS2, FS3, FT2, FT3, GW, GWB, M2,
MK3, oML, QwB, QWB, RD2, RD3, TC2, TC3, TT2, TT3. (APPLICATIONS WLL BE CONSI DERED
FROM OTHER RATI NGS ON A CASE BY CASE BASIS. THI S I NCLUDES RESERVI STS SERVI NG I N
EMERGENCY RATINGS (I1.E., PS, 1V) AND OTHERS W TH SPECI ALTY SKI LLS QUTSI DE THEI R RATI NG
(E.G, A COXSWAIN QUALI FIED YN). ALSO APPLI CATIONS WLL BE CONSI DERED FROM MEMBERS
I'N H GHER PAY GRADES, WHO MEET SPECI FI C SERVI CE NEEDS, ON A CASE BY CASE BASIS.)

B. HAVE LESS THAN 11 YEARS ACTI VE SERVI CE.

mmooOw

Continued on next page
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Case Studies

Exhibit 1 - Program Guidance, Continued

3. APPLI CATI ONS FOR | NTEGRATI ON MUST BE SUBM TTED USI NG A REQUEST FOR EXTENDED ACTI VE
DUTY, FORM CG-3472. |IN THE BLOCK "REASON FOR REQUEST" ENTER

A, REQUEST TO | NTEGRATE | NTO THE REGULAR COAST GUARD.

B. ASSI GNVENT OR GEOGRAPHI C PREFERENCE.

C. A DAYTI ME TELEPHONE NUVBER FOR ASSI GNVENT OFFI CER USE.

D. A STATEMENT ACKNOMLEDG NG THE | MPACT OF | NTEGRATI ON ON MONTGOMERY G |. BILL
(M3 B) ENTI TLEMENTS.

FORM CG- 3472 MUST BE ENDORSED BY THE MEMBERS COMMVANDI NG OFFI CER, AND A COPY OF FORM
CG 3472 MUST BE SENT TO THE SERVI CI NG PERSRU AND | SC ( PF).

4. SUBM SSI ON OF AN APPLI CATION | S NOT A GUARANTEE THAT THE MEMBER W LL BE | NTEGRATED.
SERVI CE NEED, MEMBER QUALI FI CATI ONS AND PERFORVANCE W LL BE USED TO DETERM NE WHI CH
PERSONNEL ARE OFFERED | NTEGRATI ON.

5. ENLI STED RESERVI STS WHO ARE APPROVED FOR | NTEGRATI ON MUST PARTI Cl PATE | N THE ACTI VE
DUTY SERVI CEW DE EXAM ( SWE) COMPETI TI ON FOR FUTURE ADVANCEMENTS. AS AN | NCENTI VE FOR
THI'S OFFERI NG PROVI SI ONS OF REF B ARE AMVENDED AS FOLLOWS:

A. ARTICLE 5.C.3.B. |'S AVENDED TO APPLY ALL RESERVE TIME I N PAY GRADE | N PRESENT
RATING (TIR) TO ACTIVE DUTY TIR AS CREDI T TOMRD THE FI NAL MULTI PLE CALCULATI ON.

SI NCE ARTI CLE 5. C. 14. B DOES NOT NORVALLY PROVI DE FOR A TRANSFER OF RESERVE TIR WHEN A
RESERVI ST SERVES ON ACTI VE DUTY VI A OTHER PROGRAMS, THI'S CHANGE W LL ALLOW MEMBERS TO
RECEI VE FULL CREDI T FOR RESERVE AND REGULAR TI R TOMARD THEI R FI NAL MULTI PLE

CALCULATI ON FOR ADVANCENENT.

B. THE MEMBERS COVMANDI NG OFFI CER MAY CONSI DER PREVI OUS ENLI STED EVALUATI ONS (I N
CURRENT PAY GRADE) AND CONDUCT A SPECI AL EVALUATI ON | N ACCORDANCE W TH ARTI CLE
5.C.6.C. FOR THE PURPOSE OF QUALI FYI NG A MEMBER FOR THE SWE COMPETI TION. ARTI CLE
5.C. 6. B. ESTABLI SHES THE STANDARD TI ME PERI OD FOR WHI CH ENLI STED PERFORVANCE | N A PAY
GRADE W LL BE CONSI DERED | N DEVELOPI NG THE PERFORMANCE FACTOR QUALI FYI NG A MEMBER FOR
SWE COWPETI TION. TH'S GUI DANCE BALANCES THE NEED FOR COMMANDI NG OFFI CERS TO DI RECTLY
OBSERVE MEMBERS UNDER THEI R COVMAND WHO DESI RE TO PARTI Cl PATE | N THE SERVI CEW DE WHI LE
ENCOURAGI NG THE USE OF A SPECI AL EVALUATI ON FOR MEMBERS WHOSE DUTY AND PERFORMANCE
MERI TS SUCH CONSI DERATI ON.

C. ARTICLE 5.C. 14. A | S AVENDED TO CREDI T MEMBERS W TH THEI R RESERVE TIR FOR
ELI G BI LI TY TO ADVANCE.

6. RESERVI STS WHO | NTEGRATE | NTO THE REGULAR COAST GUARD W LL BE REMOVED FROM THE
RESERVE ADVANCEMENT LI ST EFFECTI VE UPON THEI R | NTEGRATI ON.

7. CGPSC (EPM WLL | DENTIFY ACTI VE DUTY PCSI TI ONS AVAI LABLE TO QUALI FYI NG RESERVI STS.
APPLI CANTS MUST BE AVAI LABLE FOR WORLDW DE ASSI GNVENT | N DUTI ES OF THE PCSI TI ON THEY
ARE FILLING | NCLUDI NG SEA AND | SOLATED DUTY, BASED ON THE NEEDS OF THE SERVI CE.

| NTERESTED MEMBERS MAY CONTACT CGPSC (EPM 2) TO DI SCUSS ASSI GNVENT OPPORTUNI TI ES.

Continued on next page
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Case Studies

Exhibit 1 - Program Guidance, Continued

8. CGPSC-EPM W LL REVI EW ALL REQUESTS FOR | NTEGRATI ON.  UPON APPROVAL, CGPSC(EPM

WLL: (1) NOTIFY MEMBERS BY MESSACE, (2) AUTHORI ZE THE MEMBER TO ENLI ST/ REENLI ST | NTO
THE REGULAR COAST GUARD FOR A PERIOD OF 4 YEARS AND (3) TRANSM T PCS ORDERS

CONDI TI ONAL TO EXECUTI ON OF AN ENLI STMENT/ REENLI STMENT CONTRACT. SERVI Cl NG PERSRU MUST
ENSURE THAT A CURRENT APPROVED PHYSI CAL EXAM NATION | S ON FI LE BEFORE THE MEMBER | S

| NTEGRATED.  APPLI CANTS MUST MEET PHYSI CAL STANDARDS FOR ACTI VE DUTY SERVI CE | AW

ARTI CLE 3-C-10 OF REF C AND REF D.

9. | F SELECTED FOR | NTEGRATI ON, ENLI STED RESERVI STS CURRENTLY MOBI LI ZED W LL NOT BE
ALLONED TO | NTEGRATE UNTI L THEI R SERVI CES ARE NO LONGER REQUI RED OR A REPLACEMENT | S
MOBI LI ZED.

10. RESERVI STS ARE ENCOURAGED TO REVI EW REFS (E) THROUGH (G, WH CH ADDRESS MONTGOVERY
G |. BILL (M3 B) EDUCATI ONAL BENEFI TS.

11. FOR VACANT POsI TI ON OPPORTUNI TI ES PLEASE CONTACT THE APPROPRI ATE ASSI GNVENT

OFFI CER USI NG THE CGPSC- EPM TELEPHONE DI RECTORY LI NK AVAI LABLE AT THE FOLLOW NG

VEEBSI TE: WAV USCG. M L/ HQ CGPSC/ EPM DEFAULT. HTM.. FOR THOSE WHO DO NOT HAVE ACCESS TO
THE | NTERNET, PLEASE CALL CGPSC- EPM AT (202) 267-1041.

12. | NTERNET RELEASE AUTHORI ZED.

13. RADM F. L. AMES, ASSI STANT COMVANDANT FOR HUVMAN RESCURCES, SENDS.
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Case Studies

Exhibit 2 — Member’s Application

Description

This exhibit shows the member’s completed CG-3472. Although thisformis
titled “ Request for Extended Active Duty”, it can be used to submit integration
requests per ALCOAST 080/02. Note how the member used the “ Summary of
Military Service...” section to list his Reserve active duty history, thisisto
show that heis currently on active duty and is eligible for the program.

Accessions
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Case Studies

Exhibit 3 — Approval Message

Discussion This exhibit shows CGPSC’ s approval of the request. It provides severad
important pieces of information:

Authority/Program for the enlistment
Date of discharge/enlistment

Rate authorized for enlistment

Allows member to select number of years
Member’ s assignment

agbrwNE

FM COMCOGARD PERSCOM ARLI NGTON VA/ / EPM 1/ EPM 2/ /

TO COGARD MSST 91109 SAN DI EGO CA

| NFO COGARD PPC TOPEKA KS// MAS//

COMCOGARD PERSCOM ARLI NGTON VA/ / RPM 2/ /

COVDT COGARD WASHI NGTON DC/ / CG- 12A/ CG- 101/ /

COGARD | NTSUPRTCOM ALAMEDA CA// PR/ /

COMCOGARD SECTOR SAN DI EGO CA// SPQ/ /

UNCLAS //N01430//

SUBJ:  ENLI STMENT I N THE REGULAR COAST GUARD OF BM2 RICKY L. R DO 1234567, USCGR

A. BM2 RICARDO S CG 3472 OF 6 SEP 06

B. COMDT COGARD WASHINGTON DC 211643Z FEB 02, ALCOAST 080/02

C. MONTGOMERY G |. BILL (M3 B) - ACTIVE DUTY EDUCATI ON ASSI STANCE PROGRAM CONVDTDTI

1760.1

1. IN REF A BDO REQUESTED TO ENLI ST I N THE REGULAR COAST GUARD. AUTHORITY |
k}

GRANTED TO DI SO FROM USCGR AND ENL BM2 RI CARDO | N THE REGULAR COAST GUARD ON 30
NOV 06 AS A BM2”FOR A TERM_QF ENLISTMENT AS PROVIDED FOR IN ART 1.G.2.A OF THE PERSMAN
AND PROVI DED BM2 RI CARDO | S FULLY QUALT FTED

2. BM2 RI CARDO MUST MEET THE PHYSI CAL STANDARDS FOR ACTI i

3. BM2 RICARDO WLL REMAIN AT H S CURRENT UNT IN POSN NB 0073832
4. |F BM RI CARDO DECLI NES TH' S ENLI STMENT OPPORTUNI TY, CGPSC
ASAP BY THE MOST EXPEDI TE MEANS.

5. ENSURE BM2 RI CARDO | S COUNSELED ON THE PROVI SIONS OF SRB ELI G BILITY AND
APPROPRI ATE SERVI CE RECORD DOCUMENTATI ON PREPARED. PAY PARTI CULAR ATTENTI ON TO
CONTI NUQUS ACTI VE SERVI CE REQUI REMENTS AND ACTI VE DUTY BASE DATE WHEN ESTABLI SHI NG SRB
ELIG BILITY DETERM NATIONS.  SRB ELIG BILITY | N QUESTI ONABLE CASES SHOULD BE VERI FI ED
W TH THE SERVI CI NG PERSONNEL OFFI CE AND PPC AS NECESSARY.

6. THI'S ENLI STMENT | N THE REGULAR COAST GUARD NMAY ENTI TLE BM2 RI CARDO TO PARTI Cl PATE
IN THE M3 B EDUCATI ON ASSI STANCE PROGRAM  PLEASE ENSURE THAT A COPY OF REF C, WHI CH
I'S AVAI LABLE ON THE WEB AT HTTP://WW USCG M L/ CCS/CI T/ CI M DI RECTIVES/ Cl . HTM., IS
PROVI DED TO BM2 RI CARDO AND THAT BM2 RI CARDO | S COUNSELED THAT A DECI SI ON TO

PARTI CI PATE OR NOT' TO PARTI Cl PATE MJUST BE MADE W THI N THE FI RST TWO WEEKS AFTER THI S
ENLI STMENT. I N ADDI TI ON, ENSURE BM2 RI CARDO UNDERSTANDS THAT FAI LURE TO MAKE THI S
DECI SI ON W THI N THE REQUI RED TI ME FRAME W LL RESULT | N AUTOVATI C PARTI CI PATION, | F

ELI G BLE, THRU PAYROLL REDUCTI ON. @ THE MONTGOMERY G |. BILL ACT OF 1984 (M3 B) - BASIC
ENROLLMENT FORM DD FORM 2366, WLL NEED TO BE COVPLETED AND

MAI LED TO CGPSC-EPM 1 BY BM2 RICARDO. THI S DD FORM 2366 | S AVAI LABLE ON THE WEB AT
HTTP: / / WAW USCG. M L/ CCS/ ClI T/ CI M FORVMS/ FORMVGMT. HTM

7. A COPY OF THE S MSG SHALL BE G VEN TO SNM AND A COPY PLACED IN BM2 RI CARDO S PDR

8. POC FOR THI S | NTEGRATION IS MR. DEZI ARNEZ AT 202-493-0000.

POC FOR MAd B | S MCPO MERTZ AT 202-493-1111.

ST BE NOTI FI ED
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Case Studies

Exhibit 4 — Selective Reenlistment Bonus Page 7

Description This exhibit shows the CG-3307 entry that was completed to show the
member was counseled on his SRB entitlement.
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Case Studies

Exhibit 5 — MGIB Counseling

Description Per the enlistment authorization message, the member must be counseled on
the MGIB program and informed that he can elect to not enroll. The member
did not complete Section 5 — Statement of Disenrollment, so he will
automatically be enrolled. The form must be sent to CGPSC (epm-1) per
Para. 6 of the message.
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Case Studies

Exhibit 6 — Career Intentions Worksheet

Description This worksheet, which is completed by the member, and signed by the unit
Commanding Officer, is sent to the SPO aong with other forms (the CG-
3307 for SRB and a copy of the MGIB acknowledgment). The SPO will use
the information from this worksheet to prepare the Statement of Intent
transaction and to prepare the enlistment contract.

Continued on next page
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Case Studies

Exhibit 6 — Career Intentions Worksheet, Continued

Description

(cont’d)

The reverse side of the worksheet shows the member desiresto sell 10 days
leave. Since the leave is being sold following active duty of more than 365

days, it counts towards the member’ s career total of 60 days lump sum leave
entitlement.
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Case Studies

Exhibit 7— Statement of Intent

Description Upon receipt of the Career Intentions Worksheet (but not later 30 to 45 days
prior to the effective date of the enlistment), the SPO creates a Statement of
Intent transaction in Direct-Access.
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Case Studies

Exhibit 8 — Enlistment Contract

Description The Enlistment Contract is prepared by the SPO upon receipt of the member’s
Career Intentions Worksheet (CIW).

The CIW provided them with:

e number of years of the enlistment,

e name and rank of the officer administering the oath,
e and the date.

The SPO used member’s Direct Access/JUMPS records to calculate the member’s total prior active service and
inactive service.

o First, by adding all of the member’s reserve active duty orders together and subtracting the total from the date of
this enlistment. This calculation will also be used to establish the member’s Active Duty Base Date when
inputting the accession into Direct-Access.

o They used the member’s date of original enlistment, subtracted from the date of discharge (day immediately prior
to this integration) to determine total prior service.

o They deducted the total prior active service from the total service to determine the total prior inactive service

Continued on next page
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Case Studies

Exhibit 8 — Enlistment Contract, Continued
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Case Studies

Exhibit 9 — Direct Access Data Entry

Description

1. Requisition
Number

The SPO entered the member’ s discharge and accession in Direct Access
using the proceduresin chapters 2, 3, 4 and 8 of this guide.

Thelr first step, per chapter 2-A of this guide, was to create a Job Requisition
number for the position the member will be assigned.

The SPO obtained the position number from CGPSC’ s approval/enlistment
authorization message (exhibit 3 of this enclosure).

3. BM2 RI CARDO WLL REMAIN AT HI'S CURRENT UNT IN POSN NBR 00073832.

When creating the requisition they ensured that the Job Code was set to the
correct number for “BM2” and the grade was set to E5.

Continued on next page
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Case Studies

Exhibit 9 — Direct Access Data Entry, Continued

2. Generate The SPO followed the procedures in chapter 2-B of this guide to generate a

Applicant ID new applicant ID. They made sure to set the application date to match the date
the member will enlist in the Coast Guard ®and to associate the member’s
current Employee ID with the Applicant ID @.

After clicking the Add button, they clicked the link on the
Applicant Data page and entered the Job Requisition number they created in
the previous step. They verified the requisition data (Department 1D and Job
Code) before clicking the Save button and generating the Applicant ID.

Continued on next page
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Case Studies

Exhibit 9 — Direct Access Data Entry, Continued

3. Applicant The SPO followed the procedures in chapter 3 of this guide to complete the
Contract Data  Contract Data.

To complete the first tab “Contract Status/Content”, they obtained the contract number by going to the
member’s current contract data (Administer Workforce > Administer Workforce (GBL) > Use > Contract
Data) to see what the next number would be. The member only had one prior contract (his original
enlistment in the reserve) so they assigned “0002” for this enlistment contract.

They set the Contract Begin Date to match the date of this enlistment. The field pre-filled with the current
date, so the accession would have failed to process if they didn’t change the Contract Begin Date.

They used the information from the Career Intentions Worksheet (Exhibit 6 of this enclosure) to complete
the Contract/Clause tab.

Continued on next page
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Case Studies

Exhibit 9 — Direct Access Data Entry, Continued

The SPO had to drawn on several resources to complete the Service Information tab.

Contract Data/Service Information Member’s Current SOCS Page

Thi

t /11

covered on the [—4——
T€XT pdge

ion is

Member’s Current Job Data (History Mode)

Field

Data Source(s)

Pay Entry Base Date

Copied from SOCS page. Member hasn’t had a break in service.

Effective Date for Pay & Allowances

Copied from the SOCS page. Member hasn’t had a break in active
duty service since this date.

Job Family Entry Date

Per the instructions for this field (chapter 3), the SPO needed to
determine when the member first became a member of the BM
rating. When researching this in the member’s Job Data (the CG Job
tab) they noted the member had previously been a QM and changed
to BM as part of the JRR. These members keep their original rating
date. The SPO selected the date the member was first assigned a
QM designator.

Military Entry Date

Copied from SOCS page.

Date Entered Current Active Duty Period

Used date for this enlistment.

Date Completed Military Obligation

Computed by adding 8 years to the member’s Military Entry Date.
The could have copied the date from the SOCS page, but it had 01
June, which is less than 8 years from the Military Entry Date of 20
June.

Employee Classification

The SPO set this to “Regular” as the member is enlisting in the
Regular Coast Guard.

Continued on next page
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Exhibit 9 — Direct Access Data Entry, Continued

Completing the Service Information Tab (cont’d)

h_____-

Field

| Data Source(s)

Active Duty Base Date

The SPO computed the Active Duty Base Date, in accordance with Appendix
(C) of the PPPM, by adding up all prior active duty and subtracting the total
from date of the most recent entry onto active duty (The member has been on
continuous AD since 7/19/2004). The SPO obtained the listing of prior active
duty periods from the member’s current Job Data (CG Duty tab) and they also
verified that the member had no additional prior active duty by viewing the
member’s point statement in JUMPS.

Anniversary Date

This field can be left blank on a regular enlistment

Expected Loss Date

Expected Active Duty Term Date

These dates are the expiration of the new enlistment. 1 December 2006 + 4
years — 1 day.

Reserve Drill Obligation Date

Left blank as member doesn’t have any remaining drill obligation.

Reserve Initial Entry Date

Carried over from member’s original enlistment in the CGR.

The Prior Service and Career Information tabs were completed per the instructions on

chapter 3 of this guide.

Continued on next page
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Exhibit 9 — Direct Access Data Entry, Continued

4. Enteringthe  The SPO entered the discharge per the instructions in chapter 8 of this guide.
Discharge Nothing special was required other than to ensure the termination date was 30
Nov 2006, the day prior to the enlistment date of 1 Dec 2006.

5. Approving Once confirmation of the member’ s enlistment was received from the unit,
theDischarge  the SPO went in a approved the member’ s discharge.

They immediately completed the Hire Applicant and Entitements transactions
to ensure al transactions were submitted and processed in the same JUMPS
payroll cycle.

Continued on next page
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Exhibit 9 —

6. Completing
theHire
Applicant

Direct Access Data Entry, Continued

The SPO followed the procedures in chapter 3 of this guide to complete the
accession. The SPO:

e Made sure the Use Employee ID specified option was selected and the Hire
Applicant page displayed the correct Employee ID Number.

e Changed the date on the Personal Data component to match the enlistment
date.

e Changed the Effective Sequence number to “1” on the Work Location tab
of the Job Data Component so the accession would save without conflicting
with the separation row, with the same date, that was added by the
discharge component.

e Corrected “Entry Date” field on the Job Information tab to show the
member’ s date of rank. Per the program guidance (exhibit 1), the member’s
date of rate doesn’t change. Although, in this case the member advanced to
BM2 while on Active Duty and would keep that date of rank because
there’ s no break in service.

¢ Determined the date of rank by viewing the member’s Job Data history and
locating the row with “Promotion” in the Action/Reason code.

Continued on next page
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Exhibit 9 —

6. Completing
theHire
Applicant
(continued)

Direct Access Data Entry, Continued

They also needed to enter the member’s pay grade and date of rank (Grade
Entry Date field) on the Salary Plan tab of the Job Data component.

The final step, before saving the Hire Applicant page, was to enter a new row
in Benefit Program Participation component using the enlistment date as the

effective date.

Continued on next page

Accessions

VIII-E-4-23



Case Studies

Exhibit 9 — Direct Access Data Entry, Continued

7. RestartingPay  After completing and successfully saving the Hire Applicant page, the SPO

Entitlements went to the member’ s Entitlements page to restart BAH, BAS, CCOLA and
any specia pays or allowances the member was receiving. The discharge
transaction automatically stops all pay entitlements after it is approved and
saved. The auto-stop isindicated by the word “Discharge” in Earnings
Process Type column of the entitlement row. The entitlement stop date will
be the same as the discharge date.

BAH Auto-Sop:

The SPO inserted a new row for each entitlement that was stopped by the
discharge transaction. They used the enlistment date for the start date (which
must be one day after the discharge date) and copied the zip codes from the
detail screens of the BAH and CCOLA entries to the new rows since this
member did not PCS in connection with this enlistment.

BAH Restart:

BAS and CCOLA rows (showing auto-stop and manual restart):
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