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PAY & PERSONNEL CENTER NOTICE 5231

Subj: CH-1TO PPCINST M5231.3, COAST GUARD SERVICING PERSONNEL OFFICE MANUAL

1. Purpose This notice publishes changes to PPCINST M5231.3, Coast Guard Servicing
Personnel Office Manual.

2. Action Area, district, and sector commanders, commanders of maintenance and
logistics commands, Commander Deployable Operations Group, commanding
officer of headquarters units, assistant commandant for directorates, Judge
Advocate General, and special staff offices at Headquarters with SPOs
attached shall ensure that the provisions of this manual are followed. Internet
release is authorized.

3. Procedures  No paper distribution will be made of this Notice. Official distribution will be
via the Coast Guard Pay & Personnel Center’s web site:
http://www.uscg.mil/ppc/spoman.asp.

4. Summary of  This change incorporates the contents of E-Mail ALSPO messages G/10, J/10,
Changes A/11, B/11 and C/11. A side bar in the margin marks the significant changes.
Significant changes include:

Part |, Direct Access/Jumps Overview:

Chapter 1: Updated to reflect implementation of MyPortal Direct.

Continued on next page

DISTRIBUTION - SDL No. N/A (Note: This notice distributed electronically only)
f | i

a b c d e g h j k | m n o p qlr s t u v w X y z

I @ T m o O W >»

*NON-STANDARD DISTRIBUTION: Download copies from http://www.uscg.mil/ppc/spoman


http://www.uscg.mil/ppc/spoman.asp�

PPCNOTE 5231
30 March 2011

4. Summary of
Changes
(cont’d)

Chapter 2: Changed title to “DA SPO User Roles and Access (HRS/HRSUP)”.
Added Payment Approval Official (PAQO) designation criteria and process. Added
requirement SPO Authorized Personnel Roster.

Chapter 3: Changed title to “Documentation Standards”. Added Procedures for
Completing Forms & Worksheets and Evidence Supporting Military Payroll
Transactions, General Guidance for Servicing Personnel Offices.

Chapter 4: Provides guidelines for SPOs to follow when providing services to
members who are not permanently or temporarily assigned, for a period of more
than 60 days, to a unit in the SPO’s area of responsibility (AOR).

Part |1, Pay Entitlements: Added review & approval process to the following
sections.

Sect Title
5-A Basic Allowance for Subsistence
5-B Refund of DMR for Missed Meals
7 Career Sea Pay / Time

8-A Officer Uniform Allowance

8-C Supplemental Clothing Allowance

8-D Maternity Uniform Allowance

8-E Civilian Clothing Money Allowance

9-A CONUS Cost of Living Allowance

9-B OUTCONUS COLA With Dependents

9-C OUTCONUS COLA Without Dependents

9-D Fractional OUTCONUS COLA

11-C Combat SGLI Allowance

11-D Combat Tax Exclusion

11-E Diving Duty Pay

11-F Family Separation Allowance

11-G Flight Deck Hazardous Duty Incentive Pay

11-H Foreign language Proficiency Pay

11-1 Hardship Duty Pay

11-J Hazardous Duty Incentive Pay for High Pressure Chamber
Hazardous Duty Incentive Pay for Visit, Board, Search and Seizure (HD

11-K Boarding Team Members

11-L Imminent Danger — Hostile Fire Pay

11-M Personal Money Allowance

11-N Responsibility Pay

11-O Special Duty Assignment Pay

Continued on next page



4. Summary of
Changes
(cont’d)

PPCNOTE 5231
30 March 2011

Part |1, Pay Entitlements: (cont’d)
Chapter 3: Added basic navigation for pay entitlement review & approval.

Section 11-A: Added "Notify PPC Customer Care of any erroneous ESACIP
submissions. They will coordinate with PPC (ID) to have the transaction
removed from the system".

Chapter 15: The View Paycheck page now includes LES data and
comments/remarks for the current month and the previous 12 months.

Part |11, General Transactions:

Chapter 4: Removed step 7 from Divorce, Annulment or Death of Spouse
procedure table. It said to remove the BAH eligibility date when changing
spouse to ex-spouse. However, (MAS) needs the date in that field when
researching pay entitlement entries that were submitted when the member was
married.

Part VI, Separations:

Chapters 3, 4 and 5: Changed procedure for completing Separation pay tab to
reflect that only the Highest Pay Grade Held field is required to be completed
by the SPO only when the member is authorized Disability Severance Pay and
that all other fields on this tab are "read only". The other fields are populated
when the separation request/authorization is approved by CG PSC.

Part VII, Reserve Unique Transactions:

Chapter 4: Removed requirement to enter stop dates on entitlements.
Entitlements will reflect the RELAD date as the stop date upon approving the
RELAD.

Continued on next page
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5. Action Remove and insert the following pages.

Remove

Insert

Table of Contents 1 thru vi

Table of Contents i thru vi

Pages I-i thru I-ii

Pages I-i thru I-i1

Pages I-1-1 thru [-2-42

Pages 1-2-1 thru 1-2-26

Pages [-2-1 thru [-2-18

Pages 1-2-1 thru [-2-12

Pages 1-3-1 thru [-3-28

Pages 1-3-1 thru [-3-12

(N/A New Chapter Added)

Pages 1-4-1 thru 1-4-4

Pages I1-3-1 thru I1-3-32

Pages II-3-1 thru I1-3-34

Pages II-5-A-1 thru I1-5-A-18

Pages II-5-A-1 thru II-5-A-18

Pages I1-5-B-1 thru II-5-B-14

Pages II-5-B-1 thru [I-5-B-12

Pages II-7-1 thru I1-7-26

Pages II-7-1 thru II-7-28

Pages I1-8-i thru II-8-ii

Pages II-8-1 thru II-8-ii

Pages II-8-A-1 thru I1-8-A-12

Pages II-8-A-1 thru II-8-A-12

Pages I1-8-B-1 thru II-8-B-2

Pages II-8-B-1 thru II-8-B-2

Pages II-8-C-1 thru II-8-C-8

Pages II-8-C-1 thru II-8-C-8

Pages II-8-D-1 thru I1-8-D-8

Pages II-8-D-1 thru I1-8-D-10

Pages II-8-E-1 thru II-8-E-10

Pages II-8-E-1 thru I1-8-E-10

Pages I1-9-A-1 thru [1-9-A-12

Pages I1-9-A-1 thru [1-9-A-14

Pages 11-9-B-1 thru 11-9-B-12

Pages 11-9-B-1 thru 11-9-B-14

Pages I11-9-C-1 thru I1-9-C-12

Pages 11-9-C-1 thru 11-9-C-14

Pages 11-9-D-1 thru I1-9-D-8

Pages 11-9-D-1 thru I1-9-D-10

Pages II-11-1 and II-11-i1

Pages II-11-1 and II-11-11

Pages II-11-A-19 thru II-11-A-20

Pages 1I-11-A-19 thru II-11-A-20

Pages II-11-C-1 thru II-11-C-24

Pages [I-11-C-1 thru II-11-C-24

Pages II-11-D-1 thru II-11-D-22

Pages [I-11-D-1 thru II-11-D-24

Pages II-11-E-1 thru II-11-E-12

Pages [I-11-E-1 thru II-11-E-14

Pages II-11-F-1 thru II-11-F-24

Pages [I-11-F-1 thru [I-11-F-24

Pages II-11-G-1 thru II-11-G-8

Pages [I-11-G-1 thru II-11-G-8

Pages II-11-H-1 thru II-11-H-20

Pages [I-11-H-1 thru II-11-H-22

Pages [I-11-I-1 thru II-11-1-12

Pages [I-11-I-1 thru II-11-1-12

Pages II-11-J-1 thru II-1J-1-12

Pages 1I-11-J-1 thru II-11-J-12

Pages II-11-K-1 thru II-11-K-6

Pages II-11-K-1 thru II-11-K-8

Pages [I-11-L-1 thru II-11-L-20

Pages 1I-11-L-1 thru II-11-L-24

Pages II-11-M-1 thru II-11-M-12

Pages [I-11-M-1 thru II-11-M-14

Pages II-11-N-1 thru II-1-N-12

Pages [I-11-N-1 thru II-1-N-12

Pages II-11-O-1 thru II-1-O-18

Pages 1I-11-O-1 thru II-1-O-22

Pages II-15-1 thru 1I-15-4

Pages II-15-1 thru I1-15-4

Pages I11-4-69 thru I11-4-70

Pages [11-4-69 thru I11-4-70

Pages VI-3-1 thru VI-3-24

Pages VI-3-1 thru VI-3-24

Continued on next page
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30 March 2011
5. Action (continued)
Remove I nsert
Pages VI-4-1 thru VI-4-24 Pages VI-4-1 thru VI-4-24
Pages VI-5-1 thru VI-5-18 Pages VI-5-1 thru VI-5-20
Pages VII-4-77 thru VII-78 Pages VII-4-77 thru VII-78

6. Environmental  Environmental considerations were examined in the development of this

aspect and impact  notice and have been determined to be not applicable.
considerations

7. Formsand Forms referenced in this Manual are available in USCG Adobe Forms on
Reports SWSIII or on the Internet at http://www.uscg.mil/ppc/forms/.

8. Commentsand  PPC encourages user recommended revisions and correctionsto the
Recommendations  Coast Guard Servicing Personnel Office Manual. Comments or

recommendations may be submitted by sending an e-mail to PPC (P&D) at
PPC-PF-PD@uscg.mil.

1D, PHIL T 1PS
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Coast Guard Servicing Personnel Office Manual

Overview

I ntroduction

Part I, Overview

The Pay and Personnel Center Servicing Personnel Office Manual (DA SPO

Manual) was created to better enable Servicing Personnel Office (SPO)

personnel in the pursuit of proper human resource management.

Part Outline There are 10 Parts that comprise the DA SPO Manual:
e Part I — Direct Access / JUMPS Overview
e Part I — Pay Entitlements
e Part III — General Transactions
e Part IV — PCS Transfer
e Part V— Reenlistments and Extensions
e Part VI - Separations
e Part VII — Reserve
e Part VIII — Accessions
e Part IX — Joint Uniform Military Pay System (JUMPS)
e Part X — Error Feedback, Reports, and Queries
Contents This part contains the following chapters
Chapter See Page
Getting Started with Direct Access I-1-1
DA SPO User Roles and Access (HRS/HRSUP) [-2-1
Documentation Standards I-3-1
Coordination of SPO Data Entry 1-4-1
Overview CH-1 I-i
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Coast Guard Servicing Personnel Office Manual
Part I, Direct Access/Jumps Overview

Chapter 1, Getting Started with Direct Access

Overview

Introduction This Chapter provides the procedure for navigating Direct Access.

Contents This chapter contains the following topics.

Topic See Page

Signing In I-1-3
Your Direct Access Password I-1-4
Verifying the e-mail address in your user profile I-1-5
Using the Online Help Feature I-1-6
Basic Navigation I-1-9
Search Tips I-1-10
Looking Up Department ID Numbers 1-1-13
Keyboard Shortcuts I-1-15
Internet Explorer Keyboard Shortcuts I-1-17
Copying & Printing 1-1-19
Direct Access Action Types I-1-21
Worklist Reassign Operator ID Lookup 1-1-22
Using Process Scheduler’s Web Delivery Option 1-1-23

CH-1
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Direct Access/JUMPS Overview

Signing In
Introduction This section provides instructions for signing on to the system.
Procedure Follow the steps at

http://www.uscg.mil/ppc/ps/index.htm#usingda/signing_in.htm to sign into
MyPortal Direct.

Getting Started with DA CH-1 -1-3
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Direct Access/JUMPS Overview

Your Direct Access Password

Introduction This section provides the procedures for changing your password and setting
up forgotten password help.

Passwords are a common form of authentication and are often the only barrier
between a user and your personal information. Choosing a good password
keeps your personal information confidential, making it more difficult for an
unauthorized access to your information.

Procedure Follow the steps at
http://www.uscg.mil/ppc/ps/index.htm#usingda/how_to_change your password.htm
to change your password and setup forgotten password help.

I-1-4 CH-1 Getting Started with DA
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Direct Access/JUMPS Overview

Verifying the e-mail address in your user profile

Introduction Your business e-mail address may appear correct, but some user's profile
addresses are blank or out-of-date. The profile address (which is used to send
your reports and password resets to) is updated by changing your business e-
mail address.

Procedure for Follow the steps at
Ver |f)_/| ngyour  http://www.uscg.mil/ppc/ps/index.htm#self service/members/e_mail address.htm to
E-mail verify or update your e-mail address.

Getting Started with DA CH-1 I-1-5
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Direct Access/JUMPS Overview

Using the Online Help Feature

Information Help topics are organized into "books" covering the PeopleSoft modules that
?:;ﬂf’ éhe HElD  have been implemented in Direct-Access. Click on one of the book icons @
in the left panel of the window to explore the topics available. Click on a
topic icon 2 to open the topic.
@ Using Direct-Access
@ Accessions
@ Airport Terminal and Unit Info
@ Assignment Processing
@ Career Management
@ Competencies
@ Ermployee Review
1 e-Resume and e-Interview
About The e-Resume
Starting the e-Resume
Searching Job Postings
lUsing the Job Basket
Note: You only need to click once. This is a web page; you don't need to
double-click items to open them.
Each book contains a brief introductory topic, explaining the capabilities of
the module. Subsequent topics provide procedures for accomplishing specific
tasks or viewing data.
Conventions Links are formatted as follows:
used in the e Most words and phrases that are underlined are links to other parts of
Online Help the help file or other Internet/Internet web pages. Links to other web
Feature pages will open in a new window, while links to other parts of the
help file will open in the window you are currently viewing.
Some underlined words and phrases are expanding hot spots. These are used
to introduce terms and acronyms you may not be familiar with. They will be
formatted in green text. Click on them to expand the topic and then click on
the underlined word again to dismiss the expanded text.
I-1-6 CH-1 Getting Started with DA



Direct Access/JUMPS Overview

Using Index, Search and Glossary in the Online Help

I ntroduction

Using Search

Example of
Sear ch Results

Using the Index

Use the Index, Search and Glossary features of the help file to quickly locate
information. These features are accessed via the toolbar at the top left part of

the Help screen:

Il.t J =] Index 7 Search =] Glossary E FALQ mw-ﬁrntr Users Srgnln Personne] Users

Using Search: Click the

2| search

button and then type your query in the

search text field, and click the @ button. A list of topics matching your
search will display in the area below the toolbar. Click on a topic to view it.

Notice how we used the old term "Qualification Codes" but were directed to
"Competencies" (the new term) in the search results:

It contents E Index

o
Type in the word(s) to search for:
fualification Codes

@

7 | Search| E Glossary E ra0 [ERIH Self-Service Users

Y'ou can make

About Competency Codes

About Competency Coded

Competendes Indnidual

Competendes Multiple

Competency [Quakfications Report
e-Resume, Pages 16

Introducton to Competences

Maintain Boards and Panels Pages for School |
SDAP Overview

Starting SDAP

The AdvancePromote One Member Page
The Advance Promote One Member Page for

The Advance Promote One Member Page Rec

Introduction:

The intial setup of the PeopleSoft competency co
three-character prefix

The naming convention followed the layout of the

The Competency Dictionary, a_complete listing of

e, e ORI, B SR SR A Sl S e A e L e el e

The index works much like the search feature. Click the button, type
your query into the text field that appears just beneath the tool bar. You can
also scroll through the list without entering a keyword.

Continued on next page

Getting Started with DA
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Direct Access/JUMPS Overview

Using Index, Search and Glossary in the Online Help, Continued

Example of Hereisan example:
Index Search

It Contents S Index| 7 Scarch = Glssary 8 raq [EFSILE Sei-service users [ETL P

W 0U CAN Make: 0P Bred WK

Type in the keyword to find:

b—!-:rr.- do I add Awards]|

Honors and Awards Individual

Haw do T add Awards for more than one |
How do I..ﬂﬁ aands?
How do I add compebencies? 3
How do I add or delete a CG Role User Inimeuctiui
Hew do 1 add or update my fareign lang
How do T apply for Post Grad training?
How do T copy data from PeopleSoft?
How dia I enter ASVAR Scores?

Haw da I enter remarks or comments
How do I locate jobs to apply for?

Haiu As T Anmk?

Reference

This section provides the procedures
infarmation in the system. This incluc

Refer to the following directives for ac
a  Medals and Awards Manual, {
b. Personnel and Pav Procedura

Using the The Glossary can be used to lookup new terms you may not be familiar with.

Glossary e

Simply click the =

button and scroll through the list of terms displayed

just below the toolbar. Select a term and read the definition in the bottom half

of the panel.

Example of Here is an example of a glossary term and its definition:

Glossary

Term:

Annual Count of Officers -]
Breadcrumbs

Bundle

Business Frocess Fe-engneer =
«| | b

Definiton: Breadcrumbs

5, srmall horizontal menu of
links that is always present
across the top of vour page.,
The links show what pages,
components, or menu
niavigation links you used to
get to the current page.

I-1-8 CH-1
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Direct Access/JUMPS Overview

Basic Navigation

Introduction This section provides instructions for navigating Direct Access menus.

Direct Access The following tutorials, available at
Menus http://www.uscg.mil/ppc/multimedia.asp#da, provide MyPortalDirect basic
navigation familiarization:

« Basic Navigation for All Users. This demo provides an overview of the
new Self-Service menu and introduces some of the new features in the
Portal.

o Basic/Self Service Navigation Video-Demo (Video/Flash)

o Basic/Self Service Navigation Guide (PDF)

e Command User. This demo provides an overview of the navigation for
Command Users

o Command User Video-Demo (Video/Flash)

o Command User Guide (PDF)

e SPO and Other Users. This demo introduces the "Enterprise Menu"
navigation.

o Enterprise Menu Video-Demo(Video/Flash)

o Enterprise Menu Guide(PDF)

Getting Started with DA CH-1 I-1-9
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Direct Access/JUMPS Overview

Search Tips

Introduction

Inter net
Explorer Find
Function

Find Links

Employee
Search

This section provides procedures for searching in Direct Access.

Since the PeopleSoft 8 application is browser-based, you can use the web
browser's Control-F find feature to locate a string on the page. This is useful
for large queries and search result lists.

To access the browser's find function, press Ctrl+F on the keyboard or
choose Edit > Find (on This Page)... from the Internet Explorer menu bar at
the top of the window:

AFnd _______EH|

Find what: IIIIffin:er in Charge, Afloat

[T Match whale word only IVTECUDH Caticel |

™ Match case Up ¢ Down

[ Officerin Charge, Ashore(AN)
(MW Cfficer in Charge, Aloat{Lioy

Find Links appear on many grids so you can easily search for data in the grid
even if it is not displayed. For example, a grid may contain 100 rows of data,
but the page only displays the first 10. Using the grid find functionality, you
can quickly search for a string within the 100 rows. The following is the
navigation bar from a grid that contains the "Find" link:

Business Expenses
: First [4] 18cf2 B Last

nE‘l '{'I m I II'."Ii =W .E'.l |

Most pages require you to provide the member's employee ID number to add,
update or view data.

Continued on next page

[-1-10
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Direct Access/JUMPS Overview

Search Tips, Continued

Find an Existing Value

EmpliD:
Empl Rcd Mbr:

Employee Classification:

If you do not know the EmplID, provide some
search criteria, such as the member's last name and
department number, in the appropriate fields to
perform a search.

You do not need to complete all the fields. The

Last Mame: -

e EmplID or SSN alone are ;ufﬁc1ent. Complete one
or more of the other fields if you do not have the

s EmplID or SSN.

Company:

Department 4 @When choosing a member from the search

Social Security # results, please verify that it’sthe person you

Job Family Q actually need to make changesfor. Certify the

Job Code: q employee I D or national ID before making any

[include History [ Carrect History chang%.

Basic Search Since amember can have multiplerecordsif
they're both a Regular or Reserve Member and
an Auxiliary Member or Civilian Employee,
please be sureyou ar e selecting the correct
Employee Classification.

Wildcard PeopleSoft applications support three wildcard features when searching for
Search data. These wildcards can be helpful in finding the exact information you

want to process. The following are the supported standard wildcard features.

Character
% (percent sign)

_ (underscore)

\ (back slash)

Function
Match one or more characters.
Match any single character.

Escape character -- don't treat the next character as a wildcard.

Continued on next page

Getting Started with DA
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Direct Access/JUMPS Overview

Search Tips, Continued

Wildcard A wildcard (% character) entered in the beginning of a text search string will
Search display all rows containing the text. The examples below show two searches,
Example one without a wildcard and one with.
Without % With %
Lookup Competency Lookup Competency
) Search By: |Cnmpetencv j
Search By: |Cnmpetency j I—
Competency: [%JP
C tency: [P
pmpeEtEncy | Lookup | | Cancel | Advanced Lookug
| Lookup | | Cancel | Advanced Lookup o
Search Results
Ma matching values were found. 1ot
PERIE JUMPS  Knowledge
The search without the The search with the wild card
wildcard did not find any located a matching entry.
matches.
l-1-12
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Direct Access/JUMPS Overview

Looking Up Department ID Numbers

Finding If you do not know the department ID, click the magnifying glass. (Note: You

Dept IDs must enter AUSCG in the SetID field, before you click the Q button.) This
key indicates a lookup function is available. A simple department lookup
allows you to search by pre-set options available in the drop-down list.

Lookup Department

Search By: | Department -
.|Administrative Target Unit
Department Budget with Department
company
Department Type Code
Description

Location Code
Location SetiD
Cperational Facility Code

Select the one you want. On Department, you may enter all or part of the
department number and press Lookup. Any available departments with the
numbers you entered will return on a list.

If you know a location (but no part of the department number), select the
Advanced Search link.

Lookup Department

Search By, |Department =

Depanment:"

| Lookup | | Cancel | Advanced Lookup

This will allow you to search for departments using a greater range of
criteria. We suggest you:

e Do a search of key words in the description of the department
(e.g., %oBaltimore), or

e Search by department type (e.g., unit, group, STA, etc.).

[ ]
Remember that use of the % symbol will return any department with a
description that contains "Baltimore". Review the list returned and select the
department you need from the list, or continue to run new search criteria until
you find the department.

Continued on next page
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Direct Access/JUMPS Overview

Looking Up Department ID Numbers, Continued

Finding Dept IDs  The Advanced Search link also ensures that you get a list of all the sub

(continued) departments associated with a parent department. It allows you to search
by the parent department's Operational Facility Code (OPFAC) number (a
unit may have many sub departments, but it only has one OPFAC).

Operational Facility Code; I pe)
Deparntment Type Code: I ﬂ

| Lookup | | Clear | | Cancel | Basic Lookup

Click the Lookup button. If the unit has multiple department ID numbers they
will all be listed based on the OPFAC number entered.

Example: The OPFAC for TRACEN Petaluma (61200) has 49 department
ID numbers associated with it.

Administrative Target Unit:l
Cperational Facility Code: |61 200 @@

Cepartment Type Code: I ﬂ

| Loakup | | Clear | | Cancel | Basic Lookun

Search Results ,‘

1-49 of 49
Location Location Administrative Operational Departme|

efament Nestrpnon Company c..p  Code  TargetUnit  FacilityCode Type Codel
nooa0c CG TRACEN PETALUMA, CGA POSTL CAO044 74 1200 TRACEN
002368  TRACEMPET CMD STAFF  CGA POSTL CAOD44 T4 61200 TRACEN
002369  TRACEM PET SEC FRC CGA POSTL  CAODD44 T4 61200 TRACEN

Finally, print the lookup results for easy access.

I-1-14 CH-1 Getting Started with DA



Direct Access/JUMPS Overview

Keyboard Shortcuts

Introduction Browser Hot Keys and Access Keys allow you to quickly initiate frequently
used processing, such as save and lookup processing, without using the

mouse.

Hot Keysand The following is a summary of the Hot Keys and Access Keys available. A

Access Keys Hot Key performs an immediate action. For example, when in a field that has
lookup processing, Alt-5 invokes the Lookup page. An Access Key is an Alt-
X key combination that moves the focus to a specific field on the current page.
It does not perform any action. Pressing the Enter key invokes the processing.
For example, Alt-1 moves focus to the Save key and pressing enter invokes
save processing.

Short Cut Keys Here is a list of short cut keys you can use.

Hot
Key

Alt 5
Alt 6
Alt 7

Alt 8

Access
Key

Alt1

Alt 2

Alt 3

Alt4

Alt 9

Function

Moves to "Save" button in page, moves to "Search " / "Add
button in search and lookup pages, moves to "OK" button i1
secondary page.

Moves to "Return to Search" button.

Moves to "Next in List" button.

Moves to "Previous in List" button.

Invokes Lookup and Calendar processing.

Invokes Pop Up menu processing.

Invokes Insert Row processing in scroll/grid.

Invokes Delete Row processing in scroll/grid.

Moves to menu items in breadcrumbs and New Window
link.

Continued on next page

Getting Started with DA
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Direct Access/JUMPS Overview

Keyboard Shortcuts, Continued

Short Cut Keys

(Continued) Hot Access Function

Key Key

AltO Triggers Refresh in Expert Entry mode.

Alt. Invokes Next > processing in grid, scroll, result list.

Alt, Invokes Previous < processing in grid, scroll, result
list.

Alt/ Invokes Find processing in grid, scroll, result list.

Alt' Invokes View All processing in grid, scroll, result
list.

Alt\ Toggles between modes in component, toggles
between

Add/ Updates in search page.

Ctrl J Provides details on the end user's current connection
information.

Enter Invokes search processing, using the current criteria,
when in the lookup and search pages.

Esc Cancels the currently active page in search, lookup,
calendar, and secondary pages.

Page Each page in a component may have an Access Key
Tabs associated with it. The underlined character in the
tab is the Access Key for that page.
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Internet Explorer Keyboard Shortcuts

Internet You can use shortcut keys to view and explore Web pages, use the Address
Explorer bar, work with favorites, and edit.
Shorteuts Pressthis Todothis
F1 Display the Internet Explorer Help, or when in a dialog
box, display context help on an item
F11 Toggle between Full Screen and regular view of the
browser window
TAB Move forward through the items on a Web page, the
Address bar, and the Links bar
SHIFT+TAB Move back through the items on a Web page, the
Address bar, and the Links bar
ALT+HOME Go to your Home page
SHIFT+F10 Display a shortcut menu for a link
CTRL+TAB or Move forward between frames
F6
SHIFT+CTRL+TAB Move back between frames
UP ARROW Scroll toward the beginning of a document
DOWN ARROW  Scroll toward the end of a document
PAGE UP Scroll toward the beginning of a document in larger
increments
PAGE DOWN Scroll toward the end of a document in larger
increments
HOME Move to the beginning of a document
END Move to the end of a document
CTRLAF Find on this page
F5 or Refresh the current Web page only if the time stamp
CTRL+R for the Web version and your locally stored version are
different
CTRLA+F5 Refresh the current Web page, even if the time stamp
for the Web version and your locally stored version are
the same
ESC Stop downloading a page
CTRLAO or Go to a new location
CTRL+L
CTRL+N Open a new window

Continued on next page
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Internet Explorer Keyboard Shortcuts, Continued

I nternet Pressthis Todothis
Et)](grl?élis CTRL+W Close the current window
(continued) CTRLA+S Save the current page
CTRL+P Print the current page or active frame
ENTER Activate a selected link
CTRL+E Open Search in Explorer bar
CTRL+I Open Favorites in Explorer bar
CTRL+H Open History in Explorer bar
CTRL+click In History or Favorites bars, open multiple folders
Using the
Address Bar Pressthis Todothis
Shortcuts ALT+D Select the text in the Address bar
F4 Display the Address bar history
CTRL+LEFT When in the Address bar, move the cursor left to the
ARROW next logical break (. or /)
CTRL+RIGHT When in the Address bar, move the cursor right to
ARROW the next logical break (. or /)
CTRL+ENTER Add "www." to the beginning and ".com" to the end
of the text typed in the Address bar
UP ARROW Move forward through the list of AutoComplete
matches
DOWN ARROW Move back through the list of AutoComplete
matches

Using Favorite

K eyboard Pressthis Todothis
Shorteuts CTRL+D Add the current page to your favorites
CTRL+B Open the Organize Favorites dialog box

ALT+UP ARROW  Move selected item up in the Favorites list in the
Organize Favorites dialog box

ALT+DOWN Move selected item down in the Favorites list in the
ARROW Organize Favorites dialog box
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Copying & Printing

Copying while Pressthis Todothis

In Direct Access CTRL+X Remove the selected items and copy them to the Clipboard
CTRL+C Copy the selected items to the Clipboard
CTRL+V Insert the contents of the Clipboard at the selected location

CTRL+A Select all items on the current Web page

Copying from Click and hold the left mouse button while dragging the pointer over the table

the Web - to select the data, release the mouse button. Choose Edit > Copy from the

Procedure menu bar (or press Ctrl + C on the keyboard). Start or switch to the
application you want to copy the data to and Choose Edit > Paste from the
menu bar (or press Crtl +V on the keyboard).

Printing Click the link at the top of the table to display all rows. Click the
Procedure Internet Explorer Printer =¥ Icon on the tool bar at the top of the window, or
choose File> Print from the menu bar to print the page.

You can print individual pages of the help file by right-clicking in the topic
window and selecting Print. In the print frames section, make sure the "Only
the selected frame" radio button is selected before clicking OK.

Frint EE3

— Priniker

MHame: Lexmark. Dptra Properties |

Stabusz: Default printer: Uzer intervention; 0 documents waiting

Type: Lexmark Optra

wihere: “MHrezicbdo2hpro3274
Comrnent: ™ Print ta file

— Print range Copie

Lo | Mumnber of copies: I'I 3:

" Pages [rom:|1 Lo:l'l—
) Selection '] ! ! ™ Caollate

" Ag laid out on gcreen

& Only the selected frame
Al frames individually

™ Print all linked documents ™ Print table of inks

Ok, I Cancel

Continued on next page
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Copying & Printing, Continued

Procedure If you are on Coast Guard Standard Workstation III, or have Adobe Acrobat®

(continued) installed on your computer, you can print pages to a PDF file. The file can
then be printed, saved or sent, via email, to another person. To create a PDF
file choose File> Print from the menu bar and set the printer to Acrobat PDF
Writer. Click the OK button on the print dialog box. PDF Writer will prompt
you for a file a name and the location to save the PDF file.

N - ]
— Frinter
MName: Acrobat PO P riker Properties I
Status: Feady
Type: Acrobat PO TikE]
“where: LPT1:
Comment: I Print to file
— Print range Copies
= Al Murnber of copies: |1 5:

i~ Pages _From:|1 _to:l'I

= Selection Ijl I Collate

— Print frames

) foz | Eid out orscreen

) nlythe selEcted/fiame

) Al frammes indiidus |y

I Frint all linked documents ™ Frint table of links

akK I Carcel
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Direct Access Action Types

Purpose Use Action types to access data within the system. DA has four (4) general
options to use within the system when accessing information. Based on the
user and/or level of security they are given on the system, all of the options
may not be available to every user.

Details The action you select tells PeopleSoft the type of activity you want to
perform.
Action Type Action
Add a New Value Add actions add a new row of information. If
or you think of it in terms of a file cabinet, you are
Ebadd) adding a new file folder to the filing cabinet.
2] Update/Display The default when you enter a page is

Update/Display. With Update/Display, you can
either update or display information about a
specific item.

To update information, insert a new row of data
by using the insert ((£]) button.

The only restriction when using this action type
is when you enter or review a row of data within
the system; the effective date must be greater
than the date on the current row.

I include History This action type works the same way as

or Update/Display, but will allow the user to

2] Include History | review not only Current and Future rows of
information, but also History rows of data.

I™ Correct History Correct History is the most powerful of action

or types. When you choose this option, you can

[ Correct Histary | view, change, and insert rows of data regardless

of the effective date. Be mindful of who you
give this option to within your organization.
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Worklist Reassign Operator ID Lookup

Procedure Follow these steps to lookup a operator ID

1

Click the Re assig_rl button

2

Click the Q icon next to the operator ID field.

Operator ID: | g

Comment: |

Change the Search by field to "Description”.
Lookup Operator ID

Search El\,r:l User 1D 'I

UserID: H
LDDkUEl Cancel | Advanced Loakup

Complete the description field with the percent character (%) followed by the last name of the
person whose operator ID you wish to locate.

Lookup Operator ID
Search By: |Descripti0n 'l

Descriptiun:l%LastName|

Advanced Lookup

Click the button.

Click on the person's name in the search results.
Search Results

fnnatie b, Effieridas  AMETS"
Ethetidge Justin P. 113556
Haselden Etheridge J. 118104
Richard A Etheridge RIETEO

You will be returned to the operator ID entry page, the operator ID field will be completed. You
may add comments in the comment field (Comments are visible when the recipient clicks the

Detail Wiew - byytton on the worklist).

Operator ID: |RIET6046 =Y

Comment; |F0rwarded far yaur review{

Click the OK button. The worklist item will be removed from your worklist.
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Using Process Scheduler's Web Delivery Option

Background Most reports use the Process Scheduler to run and deliver the report.

Procedure Follow these steps to use Process Schedule’s Web delivery options

1 Access the Process Scheduler for the report you want to run and complete the run
control page per that report's instructions. Then, click the Run button to access the
Process Scheduler Request page.

Process Scheduler Request
User ID: Run Control ID: YN
Server Name: N - Run Date: 0710712010 Edl
Recurrence: T Run Time: 04:46:23
Time Zone: - Resetto Current Date/Time |
Select Description Process Name Process Type *Type *Format
CGASQRPT CGASQRPT S0R Report Web - FDF -
2 Select Web from the Process Type drop down menu.
]
‘Type
Wiegh :
Fis

3 Select the file format. Not all file formats are supported by all reports. CSV and PDF
are the most reliable.

CSV = Readable by MS Excel, text editors, other spreadsheet programs and database
applications.

HTM = Web page

PDF = Adobe Acrobat

4 Click the OK button to launch the process and return to the Process Scheduler Request
page.

5 Click the Process Monitor link in the upper right-hand corner of the Process Scheduler
Request page.

Repor Manager Process Monitor [
[Frocess Instance 11078 |
The process instance i'is aclded

Continued on next page

Getting Started with DA CH-1 1-1-23



Direct Access/JUMPS Overview

Using Process Scheduler's Web Delivery Option, Continued

6 The Process Monitor page will display. Click the Refresh button periodically until the
Run Status shows "Success" and the Details link is active. It could take some time for
the status to change if you are running a large report or the system is heavily loaded.

Process List Server List

UserD: 1224567 Q| process ~ | Last None  ~ _ Refresh |

Type:
Server FSUNK T Process ¥ Instance: to
Hame: Run Status:
View Job ltems ¥| Save On Refresh
viewAll  First [ 13 or2 [M] Last

Instance Seq. Process Type Process Name User Run Date/Time Run Status  Details
7056578 S0R Report CGASQRPT 1074040 O7/07/2010 046237 EDT  Success Details

7 Click the Details link. The Process Detail Page will display. Click the View

Log/Trace link.
Process Detail
Instance: 7056573 Type: S0R Report
Name: CGASQRPT Description: CGASQRPT
Run Control ID: rock Hold Request
Location: Server
Server: PSUNK Cancel Request
Delete Request
Recurrence:
Request Created On: 07/07/2010 04:52:53 EDT Parameters Transfer
Run Anytime After:  07/07/2010 04:52:37 EDT Message Log
Began Process At 07/07/2010 04:52:37 EDT Batch Timings
Ended Process At: 07/0712010 04:52:37 EDT View Log/Trace
Continued on next page
I-1-24
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Using Process Scheduler's Web Delivery Option, Continued

8

The Report Log Viewer page will open in a new window. Access your report by
clicking the link with the report name and number in it (In the example below,
cgasqrpt_476108 frm.htm is the link to the report).

Report/Log Viewer

Instance: 475108 Type:

Name: CEASQEPT Fun Cntd TT:
Status: Success Submitted By:
Server: PaTIE Recmirence:

CGASQRPT

1110 2003-01-28
bytes 15:15:01

. 106 2003-01-28
Trace File bytes 15:15:01

Message L og

CUHASORBT T AF6 108 frm At éStges e 0 2s

Note: You can also right mouse click and save the report (advisable if you selected
the CSV format).

Open 1-]
cgasqgrpt 476108 frm.ht T 1

Save Target &z

| Print Target

1 [Euf: I E}

Lopy =

= Copy Shortcut
_’l_l 4| Baste

Add to Favorites..

Your report will open and display in the web browser. Bookmark the report page and
you can view it later (within 5 days) without having to run the report again.

cgas qipt_AFET08.HTM - Micros: Jfl Internet Explorer provided by U5, Coast l.iua[d !’j E]
J File Edit ‘Yiew Favoites Tools Hedp

=
|+ -2 QA QES - =] ||k @IHRSIC Tope”

| Addvess |&] -//cghims. osc.usco. nﬂ;’sﬂ'vIelsfnsreDm13ﬂ1mry’4ﬁﬂ"¢ﬂfﬁoasu|ol 476108_fim btm *| @ Go

-

Table of
Contents
THIS INI
PAGE 1 EPTID RANK

Getting Started with DA CH-1 [-1-25



Direct Access/JUMPS Overview

This page left blank intentionally.

I-1-26 CH-1 Getting Started with DA



Coast Guard Servicing Personnel Office Manual
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Chapter 2, DA SPO User Roles and Access (HRS/HRSUP)

Introduction This chapter discusses Direct Access User Roles for Servicing Personnel
Offices
Contents This chapter contains the following topics.
Topic See Page

Payment Approving Officials 1-2-3
Procedures for Authorizing SPO Users I-2-5
(HRS & HRSUP)
SPO Authorized Personnel Roster [-2-11
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Payment Approving Officials

Discussion The requirements to sign various forms and worksheets in this manual and to
electronically sign Direct Access transactions are necessary to affirm and give
legal credence to the information contained on the form or in the transaction.
The Commanding Officer (CO) should avoid situationswherethe
responsible officer lacksthe knowledge or timeto validate the
information and may sign as a formality.

Reference (a) COMDTINST M5000.3 (series), CG Regulations
e Chapter 7-1-8, Administration of Oaths

e Chapter 7-1-9, Signing Official Correspondence
(b) COMDTINST M7210.1 (series), Certifying and Disbursing Manual

Authority to . .. . .
sign forms and The CO may authorize in writing for officers, Chief Petty Officers, First Class

worksheets Petty Officers, and Second Class Petty Officers to sign forms and worksheets
“by direction”. These “by direction” authorizations must be documented, and
maintained locally in an authorization file to support future audit inquiries.
The authorizations are subject to the following restrictions.

¢ Only officers, the Master Chief Petty Officer of the Coast Guard (MCPO-
CG), Commandant designated Command Master Chiefs, and designated
recruiting office Chief Petty Officers and Petty Officers may administer
enlisted oaths and sign enlistment contracts.

¢ Only Officers, the MCPO-CG, Commandant designated Command Master
Chiefs, and permanently assigned Enlisted Officers-in-Charge may
administer reenlistment and extension of enlistments oaths and sign the
appropriate reenlistment or extension document.

e The “by direction” authority granted to Second Class Petty Officers (PO2)
shall normally be limited to routine transactions such as leave and personnel
transactions. PO2s shall only be given authority to sign specific Direct
Access transactions “by direction” in cases where there is a shortage of
Officers, Chief Petty Officers, and First Class Petty Officers.

e Only the CO may sign the PCS Departing Worksheet (CG-2000) or the
Advances Worksheet (CG-2010) when the member is requesting Advance
Pay & Allowances or Advance Pay with liquidation period in excess of 12
months.

e Only the CO may sign Adverse Administrative Remarks (CG-3307) entries.

Continued on next page
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Payment Approving Officials, Continued

Authority to The Commanding Officer (CO) of a unit with a SPO must nominate at least
sign Pay and one Officer, Chief Petty Officer, First Class Petty Officer, Second Class Petty
Per sonnel Officer, or Civilian employee in grade GS-7 or above, for designation by PPC
Transactions  (\MAS) as a Payment Approving Official (PAO)/SPO Supervisor-Auditor

e Only properly designated PAOs/SPO Supervisors-Auditors have the
authority to approve Direct Access transactions for transmission to PPC.

¢ Only properly designated PAOs (see Payment Approving Officials’
responsibilities and liabilities below) may have SPO Supervisor/Auditor
(CGHRSUP) capability in Direct Access.

Payment It is Coast Guard Policy that PAOs have the same level of financial liability

Approving as an Authorized Certifying Officer (ACO), as described in Chapter 1 of

Officials Certifying and Disbursing Manual. Thus, if a PAO incorrectly certifies a

responsibilities  3cument to an ACO that directly results in an erroneous or improper

and liabilities payment, the PAO is responsible for the error. PAOs remain fully
accountable to the Coast Guard and may be found to have pecuniary liability;
and/or may have their personal evaluations (OER/CIV Performance
Appraisal/Enlisted Employee Review) impacted by such action by an official
in their chain with evaluation approving authority.

Designation PAO designations and Direct Access Human Resource Site Supervisor

Procedurefor  (HRSUP) user role authorizations are processed together. See Procedures for

PAO Authorizing SPO Users (HRS & HRSUP), on page 1-2-5 of this chapter for

the PAO/HRSUP user role designation procedure.
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Procedures for Authorizing SPO Users (HRS & HRSUP)

Purpose

Form

HRS Access
Defined

SPO
Supervisors/
Payment
Approving
Officials—
HRSUP Access
Defined

This section provides guidelines for determining who will be granted Human
Resource Site (HRS) or HRS Supervisor/PAO access at SPOs and procedures
for granting HRS access to Direct Access for users assigned to Servicing
Personnel Offices (SPOs).

HRS and HRSUP/PAO user requests/designations are submitted on form
CG-7421B, Direct Access User Access Authorization and Payment
Approving Official (PAO) Designation. See exhibit 1-2-1 on page 9 of this
chapter. Fax completed access forms to PPC (ps&r) at (785) 339-2297 for
processing.

HRS access permits a Direct Access user to create transactions, which effect
changes in a member’s pay entitlements. HRS users can also access and
maintain non-payroll data, such as competencies, awards, enlisted employee
reviews, etc. HRS access duplicates the Self-Service for Employees and Self-
Service for Commands roles to allow users at (SPOs) to service members and
commands that do not have access to Direct Access or are administratively
limited.

HRS Supervisor (HRSUP) role users have the ability to release Direct Access
transactions that require approval. HRSUP role users are also designated
Payment Approving Officials (PAOs). See Payment Approving Officials on
page 1-2-3 of this chapter for PAO duties and responsibilities. Certain Direct
Access entitlements transactions require review and approval before they can
be released for processing. Approval of these transactions is limited to
properly designated Pay Approving Officials (PAOs). PAOs are assigned the
HRS Supervisor (HRSUP) role in Direct Access.

The Commanding Officer of a unit with a SPO must nominate at least one
person for designation by PPC (MAS) as a Payment Approving Official
(PAO). Commanding Officers may designate as many PAOs as necessary to
meet the SPO’s needs and maintain a smooth workflow while ensuring the
requirements for segregation of duties are complied with. The approver of a
pay or accession transaction cannot be the originator of the transaction.

Continued on next page
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Procedures for Authorizing SPO Users (HRS & HRSUP),

Continued

Prerequisites
for
HRSUP/PAO
Designation

Prerequisites
for HRSUP/
PAO
Designation
(cont’d)

PAOs must be E-6 / GS-7 or above. E-5’s may be recommended for
designation only if extenuating circumstances create a situation where E-6’s
and above are not available for designation. Recommendations are from
Commanding Officers of units with SPOs to the Pay and Personnel Center
(Military Accounts Support Branch).

PAOs must be E-6/GS-7 or above. E-5’s may be recommended for
designation only if extenuating circumstances create a situation where E-6’s
and above are not available for designation.

Minimum requirements for designation include:

e Being in proper billet for this authority.

e Being the proper rank.

e Having successfully completed the ICOFR online training course (Course
code 810047).

e Having successfully completed the PAO online training course (Course
code 502360).

If an E-5 is being recommended for PAO, the Authorizing Official must
attach a letter to Form CG-7421B that describes the justification for PAO
responsibilities being granted to an E-5 (as prescribed in block 8 on Form
CG-7421B).

Upon verification of the minimum requirements, and application approval,
PPC will provide a formal letter of designation to the member, via the chain
of command. (The letter and all minimum requirements supporting
documentation must be maintained at the SPO or unit and be made available
for external review and audit, to substantiate PAO application due process.)

e PAOs may not perform any of the duties of a PAO until receipt of email
notification by PPC (PS&R).

Continued on next page
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Procedures for Authorizing SPO Users (HRS & HRSUP),

Continued

Online
Training
Courses/
Competency
Code

Tracking
Course
Completions

Maintaining
PAO status

The PAO and ICOFR online training courses can be accessed via the Coast
Guard Portal (https://cgportal.uscg.mil/) or by accessing the Learning
Management System (LMS) (https://elearning.uscg.mil/). Both courses are
listed in the Acquisitions catalog.

Both courses must be completed/reviewed annually during order for
PAO/HSRUP designations to remain in effect.

PAO and ICOFR course completions can be tracked in the Training
Management Tool (TMT). For individuals who need to obtain the PAO
competency (current and prospective), their unit Training Officers will need
to assign the PAO competency to that individual within TMT. Once the unit
Training Officer has assigned the PAO competency to the individual, their
course completions will be marked as complete in TMT. If the training officer
does not do this, an individual’s training completion will not be recorded in
TMT.

Individuals may also print their LMS transcript, which can be accessed under
the My Account link in the LMS, for proof of completion.

Upon successful completion of the PAO and ICOFR courses the PAO -
Payment Approving Official competency code may be assigned in Direct
Access and certified in TMT.

All PAOs must take the required training by 1 August, 2011 to maintain current
PAO status. Beginning in 2012, all PAOs must be re-designated by

31 December each year, requiring prospective PAOs to repeat the online training
courses, submit a new Form CG-7421B, and accompanying letters, if required.

Annually, during the month of January, PPC will verify those who have not
completed the re-designation requirements and suspend PAO privileges for
those individuals not in compliance.

Continued on next page
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Procedures for Authorizing SPO Users (HRS & HRSUP),

Continued

Terminating Access terminates automatically upon transfer or separation. There is no need
Privileges to notify PPC when a member is transferred or is separated:

e Access, to all but self-service applications, will automatically terminate
when a military member departs on PCS orders.

e All access to Direct Access will automatically be revoked when a military
member is separated from the service.

If a designated PAO is removed from his or her PAO position prior to the end
of the year, the Commanding Officer shall notify PPC (MAS) by formal letter
and must cite the reasons and effective dates.

When the PAO designation is no longer required, the unit TO should remove
the competency requirement from TMT.
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Exhibit 1-2-1

U.S. DEPARTMENT OF
HOMELAND SECURITY
U. S. Coast Guard
CG-7421B (Rev. 02-11)

DIRECT ACCESS USER ACCESS AUTHORIZATION AND
PAYMENT APPROVING OFFICIAL (PAO) DESIGNATION

1. User's Name (Last, First, MI.) (Please print or type) 2. Rank/Rate:

3. Employee ID #

4. Dept ID & Unit Name (Include Staff Symbol) 5. Area Code & Phone Number:

6. e-Mail address:

7. User Role Description (Note: See Chapter 1 of the Personnel and Pay Procedures Manual, PPCINST
M1000.2(series) for an explanation of user roles common to field units). (Include current roles, this
authorization supersedes all of your previous authorizations):

[J CGSSCMD--Command User (evals, drills, Airport Terminal, etc.)

[] CGEMPREYV -- Employee Review Only (not needed if you have CGSSCMD or CGHRS)
[J CGRSVDRL — Schedule, Edit and Approve Reserve IDT Drills (Only)

[J CGRSVMGR - Create, review, and endorse requests for reserve orders.

[J] CGAIRTRM--Airport Terminal Only (Relocation Specialists/Housing Office)

[J CGFIELDADM--Unit with access to Member Competencies (Quals, Awards & Schools) (Route request
through your Servicing Personnel Office — Per Pay & Personnel Procedures Manual, PPCINST
M1000.2(series), Chap 1.)

[] cGGWIS--Global Workforce Inquiry System (Provides View Only Access to Personal Data)

[J CGHRS -- (SPO) DEPT ID (See Chapter 1 of the CG SPO Manual, PPCINST
M5231.3(series) for rules)

[J CGAPPL — Applicant Data (Use with CGHRS for accessions. This role is necessary to create
applicant IDs. Cannot be selected with CGHRSUP.)

[J CGHRSUP—(SUPERVISOR, Payment Approving Official (PAO)) (Application must be approved by
PPC (MAS)). (See Chapter 1 of the CG SPO Manual, PPCINST M5231.3(series))
[] CGSIPDR (SPO Access to the EI-PDR via WebNow - also complete form CG-7421D)

PPC (MAS) PAO Designation Approved by (name/signature):
Date:

[J CGMRS — Medical Readiness System Clinical Access (Med care providers)
[J CGTRNOFF — Electronic Training Request (ETR). Unit ESOs.
[J CGFTESO — Unit Educational Services Officer. Unit ESOs.

[J CGSECURN--Unit Security Manager (View Only)

[J CGSECUVW--Area/Dist Security Manager (View Only). Fax completed form to COMDT (CG-86) at 202-
372-3950 for approval. CG-86 will forward to PPC.

CG-86 Name/Sign: Date:
[ CGTRNFAC--Training Center (TAS Course Sessions)
[J CGTRNTQC--TQC/TAS Course Scheduler
[ CGASGN--CGPSC (epm/opm/rpm) or District/PSSU/BASE Reserve Assignment Officer
[] CGRSVISC/CGRSVORD—Reserve Orders Approval/Funding, District (r)/PSSUs only.
[ Others Not Listed. Please describe (in the space below) what you need to access in DA:

Revocation:

Direct Access Roles are
automatically terminated upon
PCS, separation, retirement,
reassignment of duties (Fleet-Ups)
and change of organization (inter-
office transfer).

CGHRSUP user roles for PAOs
are automatically terminated each
fiscal year unless the PAO
completes annual required training
and is re-designated in
accordance with Chapter 1 of CG
SPO Manual, PPCINST
M5231.3(series)

Users who have been reassigned
(PCS, Change of Department I1Ds)
will retain Self-Service access.

The user role termination process
is kicked off by submission of a
PCS departing endorsement. If the
member submits a new access
form, and it is processed by PPC
before the SPO submits the PCS
departing endorsement, the
system will terminate the new
access. Please be sure to submit
transactions in a timely manner.

If Revocation is due to reasons
other than those listed above
contact PPC Customer Care via
on-line trouble-ticket at
http://www.uscg.mil/ppc/ccb or
http://cgweb.ppc.uscg.mil/ccb/ or
via email at PPC-DG-
CustomerCare@uscg.mil

8. Authorizing Official (Signature & Typed or printed name, Rank, Title (“By direction” is not authorized. Only the CO/OIC, XO/XPO or

Division/Branch Chiefs at HQs/DCMS/CGPSC/PPC/FORCECOM/OPCOM (and their sub-units), Districts or Sectors may sign) & Phone Number:

| certify that the access | have authorized is based on an official need. | am aware of the general functionality | have authorized and | am aware of
what this will allow this member/employee to complete. If this is for a PAO Designation, | certify the member has completed online mandatory
training requirements. If | have recommended an E5 be designated as a PAO, | have attached required justification. If this is for a contractor, the

Contracting Officer's Technical Representative (COTR) signs as AO.

9 Date:

Signature AND PRINTED or TYPED Name, Rank, Title,

Area Code & Phone (ext)

Privacy Act Statement
AUTHORITY:

Executive Order 10450, 9397; and Public Law 99-474, the Computer Fraud and Abuse Act.

PRINCIPAL PURPOSE: To record names, signatures, and other identifiers for the purpose of identifying individuals requesting access to U. S.
Coast Guard (USCG) systems and information. NOTE: Records may be maintained in both electronic and/or paper form.

ROUTINE USES:
DISCLOSURE:

None.

prevent further processing of this request.

Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or

Acknowledgment: | understand that | am authorized to access the Direct Access system and that accessing it for purposes beyond the Scope of
Authorization is a violation of Federal law (18 U.S.C. 1030 et al) (Note: Refer to the Automated Information Systems (AlS) User Acknowledgement
Form (CG-5500A), which is required for all U.S. Coast Guard AIS users, it contains the full Scope of Authorization and Acknowledgement.)

10. User's Signature: 11. Date:

Fax to: (785) 339-2297

(fax only page 1, do not fax instructions)

U.S. DEPT. OF HOMELAND SECURITY, USCG, CG-7421B (Rev. 04-11)
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SPO Authorized Personnel Roster

SPO Staffs Active duty, reserve and civilian employees permanently assigned to a

position in one of the existing SPOs may be granted HRS access in Direct
Access. A Yeoman, temporarily assigned to a SPO, may be granted access.
SPO staff assignments/approval authorities must be documented, in a SPO
Authorized Personnel Roster, showing the name, initials, signature, role, date
arrived, and date departed from the SPO. This roster must be continually
updated and a historical chronology maintained to substantiate the approval
authorities executed by these members. See roster example below.

Exhibit 1-2-2:

SPO AUTHORIZED PERSONNEL ROSTER
Role: Specify Date Date
Name, last, first, MI Initials Signature Data eqry(E), arrived on departed
or Reviewer- duty at from SPO
Approver (RA) SPO
DA SPO User Roles and Access (HRS/HRSUP) CH-1 [-2-11
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Part I, Direct Access/Jumps Overview

Chapter 3, Documentation Standards

Introduction This chapter provides the supporting documentation standards for Direct
Access pay transactions.

Contents This chapter contains the following topics.
Topic See Page
Document Processing Standards 1-3-3
Evidence Supporting Military Payroll Transactions I-3-9
General Guidance for Servicing Personnel Offices
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Document Processing Standards

Introduction

Error
Corrections

Much of the documentation in the SPO-PDR supports the validity of
transactions within DA as such; it is critical that this documentation be
accurate, authorized, and approved and appropriate for the transaction it
supports. The examples presented in this section address the correct
preparation of documents and show examples of correct and incorrect
processing. Clear and correct processing can make the difference between
full compliance with internal control for financial reporting standards; or the
inability to prove the accuracy of DA transactions. Attention to detail is
critical to ensure that the supporting documentation is a complete and
accurate match to data contained within DA.

(Figures1 and 2)
Corrections to forms, worksheets and checklists should be legible to enable an

outside reviewer to easily read and understand the change without prior

knowledge or prompting. If space on the document does not permit for a

legible, easily understood correction, either write it on the back of the

document or attach a separate sheet. To clearly identify the correction, place

a reference at the point of correction such as, “see back” or “see attached

sheet,” on the original document, and initial and date the correction.
Example of Improper Error Correction (Figure 1)

U.5. DEPARTMENT OF
HOMELAND SECURITY
US Coast Guard

DEPENDENCY WORKSHEET

Writing an error correction in a small

| space makes it hard to follow. Write the
| correction on the back of the document
or prepare a separate explanation sheet

{ and attach it to the worksheet to clearly

explain the correction.

TTEErTs

he sell-service menu in Direct Access.

must complele a new SGLV-8286, You must also submit
tp:/hwerw Insurance. va. govisgliSitedformalforms. him)

pay. unpald pay and BOWANGCES, OF PErSan 10 eceve

jeding depandents, failure 10 updala DEERS will resull in

ukd rasult in conbnued deductions of premiums bor the Family
pois nolongareligible.

e additional works heols as necessa

e BDENBaNT (ALBCR GOSN SN 30 BIEACalin &d SFIT FBEEon beow]
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pE———.r

if adding a child who s not In your cusiody provide:
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O YES (compieie 17.4 1.2 18 184 20
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Continued on next page
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Document Processing Standards, Continued

Error Corrections (cont’d)

Example of Proper Error Correction (Figure 2)

I weant 1o:

¥ e iLaw, Pyl W

U.5. DEPARTMENT OF
US, Const Guog DEPENDENCY WORKSHEET
Ll . s
TEEEE Here, the original document refers to an
attached sheet which will explain the
Emargy . . : . pervice meny in Direct Access
<l saii 7 cqrrectlon, 1nd1.ca.1t'e who made itand why, e seTvame veu mustae vobmi
Sllemsd yyith the dated initials or signature, fow. 8.0 ey rnio o hevm)
Bonofig . . . hpaed pay and allowances, of person 1o recave
8 waimed demonstrating authorization and
DEERS) 12 . s, failure 1o update DEERS will ]
E oeersl accountability for the correction. I Confinang ducBons of pronimss for e Fanly
A wligible
- T e —————

E & A0S GepEnOen], (E OCUmETIRN FEQUTSTIens oN T} |
| O

B Address (Seeen ey S Dgo
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0 A & vieh Poire I“ uvnqmmp-mn:rhmquwixmu
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If adding a child who is not In your custody provide:
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Proper
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. e

73 i suabaderepese dorery B A
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Lalag-jete AKC
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e wA i b
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(Figures 3 and 4)

Signaturesand  An unsigned form is not sufficient evidence of review or approval. A

Dates

signature is defined as the signing of one’s name (in cursive) in the
appropriate block of a particular form. Simply printing the name of the
reviewer or approving official is not acceptable. As a best practice, all SPO
approval signatures should be listed on the SPO Authorized Personnel Roster
shown in section 1.6.

Continued on next page
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Document Processing Standards, Continued

Proper Signatures and Dates (cont’d)

P ek

Example of Improper Signaturesand Dates (Figure 3)

Member's Signature Date: ) - v
John Sml.'lj'l The signature must ooniag veificd
Supervisor's Signature W~ Date: be a signature and
NOT a PRINTED
Department Head's Signature Date: NAME Signature
lines and dates
L‘ummun]?\pﬁl_“m___u T Date: MUST be filled in se Only
and not left blank.

PREVIOUS EDITION MAY NOT BE USED.

Tha P W sl b arasasad s anainal and ana sanu as Ballle

Example of Proper Signaturesand Dates (Figure 4)

Here each
line has
been signed
and dated,

as required.

Member's Signature Date: .’ ForSPOU
9/5 ﬁffg Command Checklist for Ove
Supervisor's Signature Date; | by SPO Supervisor (il applic

&nﬂ.ﬂgm blfdmlog Initials: Date: _

Completing
Checklists

Department Head's Signature Date: | . i 2
" | dicticm L
‘ma#n mtc'/ ﬁ/ﬂ/&m{} Initials: Date: _
| Command Approval Date: For Transportation |
' Initials: Date:
Geeh )iz
Action Completed
Initials Dale:

PREVIOUS EDITION MAY NOT BE USED
The CG-2000 musi be prepared in onginal and one copy as follows
The original is given to the SPO, and the copy is taken 1o the Transportation Officar,

(Figures5, 6 and 7)

All checklists must be filled out completely, with each line individually filled
out. Each line represents an action for which a Yeoman is personally
responsible and accountable, and must include both data entry and reviewer
initials to demonstrate appropriate segregation of duties. If a particular
checklist line does not apply, it should be marked “N/A” (not applicable) to
demonstrate that it was not missed or ignored.

Continued on next page
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Document Processing Standards, Continued

Completing Initialing the first box and drawing a line through subsequent boxes (“sign
Checklists and line”) is not an acceptable approval practice and will fail tests performed
(cont’d) by external auditors. Although this practice is used in other functions across

USCQG, it does not provide sufficient evidence of action, review and/or
approval for audit since it does support that each step/action was actually
approved. Only by initialing each line can an auditor gain assurance that the
action the line item represents was actually taken, reviewed and/or approved.

Example of Improperly Completed Checklist (Figure 5)
RECRUIT PERSRU ACCESSION CHECKLIST
RESERVE RECRUIT

RECRUIT: E&fﬂi‘ih qlﬂhﬂ ANNEXES:

NOTE: This checklist includes ALL transactions associated with a new active duty hire. Each step is to be
initialed off when completed, and “copies” with initials already on the checklists are not authorized, Also,
“copies” with your name at the top are not authorized. Everything must be HAND WRITTEN,

App. ID no: EMPLID:
DEP Date: Contract Term:
Rank/Rate: Enlist Date:
Production Yeoman's Task YN Initials
Applicant Data 'S |
Identification Data |
Applicant Contract Data / }S
FWD to ¥N1 for Hire
Enter Direct Deposit Info once EMPLID is established. /
Auditor’s Task // YN Initials
[ Hire Applicant B mJ
| Dependent Information / / -V
IADT ORDERS {Long Term if RP, Shar®lerm L) mJ
R950 ~ =~ — 1]
BAH
COLA e |
MGIB SR 57T Jo#F CODE “AR" — L

o calculated thc same way thaE an End uf Enlistment is L.J.!Lulated

Blank lines indicate a  ssing Accession Paperwork:
check that needed to be
performed but wasn’t.

This will not pass an
external audit *  Any changes to this checklist must be approved by a Recruit PERSRU YNI

Continued on next page
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Document Processing Standards, Continued
Example of Improperly Completed Checklist (Figure 6)
RECRUIT PERSRU ACCESSION CHECKLIST
ACTIVE DUTY RECRUIT

RECRUIT: &ﬂﬂa \ EUEDE ANNEXES:

NOTE: This checklist includes ALL transactions associated with a new active duty hire. Each step is to be
initialed off when completed, and “copies™ with initials already on the checklists are not authorized. Also,
“copies” with your name at the top are not authorized. Everything must be HAND WRITTEN.

App. D no: EMPLID:
DEP Date: Contract Term:
Rank/Rate: Enlist Date:

Production Yeoman’s Task YN Initials
| Applicant Data I |
| Identification Data

Applicant Contract Data .

FWD to YNI for Hire P ‘#

| Enter Direct Deposit Info once EMPLID is established. __—
AuditoM YNI Initials
Hire Applicant __— )
Dependent Inforpats e
r?.a.u E— Y /
Sign and line, a common

practice, leaves it open to
interpretation if the data
entry person or reviewer
actually performed all the
tasks. indicated.

pate is the date that the recruit actually came onto Active Duty, and will not be
rs the DEP.DEP dates are used in the Military Entry Date Block, and are used to
ted Military Obligation Date and the Expected Loss Date which is 8 vears later
ay that an End of Enlistment is calculated.

WITSSITTE Accesston paperwork:

*  Any changes to this checklist must be approved by a Recruit PERSRU YNI1

Continued on next page
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Document Processing Standards, Continued

Example of Properly Completed Checklist (Figure 7)

RECRUIT PERSRU ACCESSION CHECKLIST

RESERVE RECRUIT

RECRUIT: _ Jorgs, Ty ANNEXES:

NOTE: This checklist includes ALL transactions associated with a new active duty hire. Each step is to be
initialed off when completed, and “copies” with initials already on the checklists are not authorized. Also,
“copies” with your name at the top are not authorized. Everything must be HAND WRITTEN.

App. ID no: EMPLID:

DEP Date: Contract Term:

Rank/Rate: Enlist Date:

Production Yeoman's Task

YN Initials

Applicant Data

il

Identification Data

Applicant Contract Data

FWD to YNI for Hire

T F

N

=

Enter Direct Deposit Info once EMPLID is established.

Auditor’s Task

v

YNI Initial

Hire Applicant

A

Dependent Information

IADT ORDERS (Long Term if RP, Short Term if RK)

R990

BAH

COLA

MGIB SR START (USE CODE “AB™)

+

2

NOTE: The Application Date is the date that the recruit actually came onto Active Duty, and will not
the date that a recruit enters the DEP.DEP dates are used in the Military Entry Date Block, and are use
calculate the Date Completed Military Obligation Date and the Expected Loss Date which is 8 years I

and calculated the same way that an End of Enlistment is calculated.

Missing Accession Paperwork:

L

On this
checklist each
line is
separately
initialed. Also,
it is clear that
the data entry
and review were
done by
different people,
indicating a
segregation of
duties. This can
be confirmed
against the
authorized data
entry and
reviewer roster
illustrated in
Section 1.6.7

e Any changes to this checklist must be approved by a Recruit PERSRU YNI

-3-8 CH-1
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Evidence Supporting Military Payroll Transactions
General Guidance for Servicing Personnel Offices

Reference

Supporting

Enclosure (3) to the Military Personnel Data Records (PDR) System Manual,
COMDTINST M1080.101, (which will be promulgated in the near future)
prescribes the required supporting evidence for material military payroll
transactions. The matrix lists the source document (memo, message, email,
form/worksheet), filing location and retention period.

The matrix is not all-inclusive and will be periodically updated to
accommodate policy changes and to increase its comprehensiveness. The
most recent revision is available at: http://www.uscg.mil/ppc/spoman/PDRMANencl3.xls

Forms/worksheets, which are properly completed, as described in the

Documentation  Document Processing Standards section of this chapter, bearing the

authorizing official’s signature serve as sufficient supporting documentation
for most DA/JUMPS transactions. Accession and dependency changes
require additional legal documents such as:

e Birth certificate

e Marriage certificate

e Death certificate

e Final or interlocutory divorce decree

Legal documents submitted to the SPO for processing and inclusion in the
SPO PDR shall be originals, notarized copies or certified to be true copies.
The procedure for creating certified to be true copies is:

Step Action

1 Member provides an original or notarized document bearing the seal of the issuing
authority (e.g. county registrar, clerk of the court, etc.) or notary.
Note: Documents notarized by commissioned officers of the armed forces of the
United States are valid without a seal.

2 Authorized USCG employee or service member makes a photo static copy of the
document.
Handwrites or stamps “Certified to be a true copy” on each page of the photocopy.
Prints his/her first name, middle initial, last name and rate/rank along with the date
below Certified to be a true copy, leaving sufficient for their signature.

3 Signs, above their name, in blue ink.

4 Returns original to member.

Continued on next page
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Evidence Supporting Military Payroll Transactions
General Guidance for Servicing Personnel Offices, Continued

Electronically

I maged
Documentsand
Digital
Signatures

I mportance of
Evidence

Evidencethat
can berelied
upon

A SPO, at the supervisor’s discretion, may accept scanned, emailed, and
faxed supporting documentation, in the interest of providing timely service,
with the understanding that original, hard-copy documents are forthcoming.
The SPO must track hard copy delivery ensuring that updates are received
within seven working days for CONUS shore units, 15 working days for
OUTCONUS shore units and 30 days for deployed units.

Each yeoman (YN) is responsible for ensuring that transactions are valid
when processing payroll transactions for military payroll (MILPAY). The
Coast Guard employs many documents, and in the process of ensuring payroll
transactions are promptly entered, the YN is confronted with many types of
evidence. Often there are many options as to what to accept or reject as
supporting evidence. This section provides general criteria to YNs to
determine acceptable documentary evidence to support MILPAY
transactions.

This evidence includes source documents that are required by the Personnel
Data Record (PDR) Manual and USCG/DOD/VA forms that have been
specifically established to document the processing of a transaction. This
documentation is specifically identified in USCG guidance (PDR Manual,
PERSMAN, PPPM, SPO Manual etc.) and therefore is considered
authoritative and sufficient. One of the most important aspects of supporting
evidence is consistency. Consistency is demonstrated in the development of
the PDR through the routine use of source documents, (SSN Card, Birth
Certificate, Marriage Certificate, Orders) supported by a summary checklist
(e.g., DD-1966) or a worksheet (e.g., BAH Dependency Worksheet,
CG-2020). These checklists and worksheets comprise sufficient source
documentation (reliable because they were generated by a reliable external
source) with member and/or higher level review to provide both documentary
and testimonial evidence that a transaction is supported, approved, and
correct. It also supports that a system of internal controls is in place and
operating effectively. That is, of course, if the checklist or worksheet has
been properly and completely filled out, as designed.

Continued on next page
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Evidence Supporting Military Payroll Transactions
General Guidance for Servicing Personnel Offices, Continued

Alternative Alternative evidence should not be rejected as a standard practice. However,

Evidence certain judgments need to be made before requesting or accepting additional
evidence, or rejecting evidence. Some common circumstances are described
below

Accepting a The main risk with accepting a copy is that it may have been altered in some

copy versusan  way, a highly plausible situation with the use of computers. To accept a

original copy, consider the source of the copy. Also, is there additional authentication

such as a stamp with a signature indicating that the copy is a true copy, and
has been attested to, are/or there issues with legibility that may indicate the
document has been altered?

Accepting a An example of a non-standard source includes email or a report that may
non-standard provide the necessary supporting information. In other words, evidence
source other than that prescribed in official guidance. This kind of evidence presents

the following concerns:

e What is the source of the non-standard information...who created it (is this
an authorized person, do you know who they are and what their role is)?

e [s it necessary to use this supporting information, or is the standard source
available or can it be obtained? If the standard documents can be obtained
or used, always use them, as they are an established part of the process.

e Document instances where an alternative has been used and exercise
professional judgment when accepting non-standard supporting data. Keep
in mind that this transaction may be reviewed or questioned years from now
when you are no longer available to explain your reasons for accepting this
alternate source. Always include an explanation on the alternative
document if space permits, or attach another page to include this
explanation. Print, sign, and date your explanation.

Continued on next page
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Evidence Supporting Military Payroll Transactions
General Guidance for Servicing Personnel Offices, Continued

Combine Often the combination of alternative source documents provides sufficient
sources evidence to support the transaction where a single alternate source document
may be questioned:

¢ Consider other forms designed for supporting related transactions that also
contain the necessary information to support the validity of this transaction.

e Document the use of alternative source documents in the file. Explain your
use of combined sources, sign, and date it.

e Forward your identified alternatives to PPC to consider including them as
part of the standard documentation options.

Additional Providing adequate evidence of transactionsinvolves applying judgment,

guidance which will continueto bea major part of managing military pay. For
those who may not have the experience necessary to make an informed
judgment, it may be necessary to ask more experienced personnel for advice.
Within each SPO, this would involve junior personnel routinely asking more
experienced personnel. If a situation arises that falls out of the experience of
members of the SPO, PPC will provide guidance to resolve the issue.

-3-12 CH-1 Documentation Standards
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Chapter 4, Coordination of SPO Data Entry

Introduction This chapter provides guidelines for SPOs to follow when providing services
to members who are not permanently or temporarily assigned, for a period of
more than 60 days, to a unit in the SPO’s area of responsibility (AOR).

Inthischapter  This chapter contains the following topics.

Topic See Page

Data Entry Responsibility 1-4-3
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Data Entry Responsibility

Introduction

Reference

Discussion

Review of SPO
PDR required
for accurate
data entry

This section provides guidelines for coordinating data entry responsibility
with other SPOs.

(a) Military Personnel Data Records (PDR) System, COMDTINST
M1080.10 (series)

(b) Pay & Personnel Center Servicing Personnel Office (SPO) Online
Manual

Transactions processed at SPOs other than the member’s “home SPO” can be
executed in Direct Access (DA) without knowledge, review, or approval of
the home SPO. For example, a non-home SPO may unknowingly enter an
inaccurate transaction into DA that could have been completed correctly
based on the home SPO’s more in-depth understanding of the member’s
unique circumstances. Moreover, a service member could potentially “SPO
shop” for an answer to an entitlement question until the desired response is
received.

Conducting a review of the SPO PDR is an important, first step, in the
process of creating an accurate pay transaction. SPOs should not enter
transactions in DA for:

e Members who are not permanently or temporarily assigned, for a period of
more than 60 days, to a unit in the SPO’s AOR.

e Permanently or temporarily assigned personnel until they have received and
had the opportunity to review the SPO PDR from the member’s previous or
home SPO per paragraphs 2.C and 2.D of reference (a).

Reference (a), paragraph 2.C.3, provides the procedure to follow in the event
the SPO PDR is not received within 5 days of the member’s reporting for
permanent or temporary duty.

Continued on next page
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Coordination A transaction may be input by other than a member’s home SPO if delaying
between SPOs  the transaction (to review the SPO PDR or transmit the information to the
isrequired in home SPO) would result in a personal financial hardship to the member or
3?;;?' or denial of a benefit or privilege for the member and/or dependents.
Situations If possible, the member’s home SPO should be contacted and consent
obtained before submitting the transaction.
All required supporting documentation must be sent to the home SPO as soon
as practicable after entering the transaction.
Reports The following reports are available to help identify and contact the

responsible SPO based on the member’s permanently assigned unit:

e The Servicing Personnel Office to Unit Relationship Report provides a
listing of all units and the corresponding responsible SPO.

e The Servicing Personnel Office Contact List provides a listing of e-mail
addresses, points of contact, and phone numbers for SPOs.

Both of these reports are available on PPC’s intranet/CGWEB site at:
http://cgweb.ppc.uscg.mil/spocontactlist.asp

I-4-4 CH-1 Coordination of SPO Data Entry
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Part I, Pay Entitlements

Overview
InthisPart
Topic See Chapter

Allotments 11-1
Payment Option Elections 11-2
Pay Entitlement Basic Navigation Guide 11-3
Advances 11-4
Subsistence Allowance I1-5
Bonuses 11-6
Career Sea Pay / Time 11-7
Clothing and Uniform Allowances 11-8
Cost of Living Allowance (COLA) 11-9
Housing Allowances I1-10
Special and Incentive Pays II-11
Temporary Duty Entitlements I1-12
Tax Withholding 11-13
JUMPS Action Generator (JAG) Inquiry 11-14
View Members Paycheck II-15
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Part Il, Pay Entitlements

Chapter 3, Employee Entitlement Navigation and Data Entry

Overview

Introduction This chapter provides the procedure for navigating the individual Employee
Entitlements component in Direct Access.

Inthischapter  This chapter covers the following topics.

Topic See Page

Accessing Employee Entitlements 11-3-3
Working with Effective Dates I1-3-7
Automatic Stopping of Entitlements (PCS or I1-3-11
Separation)

Starting an Entitlement 11-3-17
Reviewing and Approving an Entitlement Start 11-3-23
Stopping an Entitlement 11-3-27
Correcting an Entitlement 11-3-30
Deleting an Entitlement 11-3-33
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Accessing Employee Entitlements

Introduction This section provides the procedure for accessing and viewing Employee
Entitlements.

Procedure Logon to MyPortalDirect and follow these steps to access Employee
Entitlements.

Step Action

1 | From the Enterprise Menu, select the following:
Compensate Employees > Maintain Entitlements > Use > Employee Entitlements

2 | A search page will appear. Enter the member’s Employee ID number or other search
criteria and click the LS2arch _ button to select the member you wish to display.

Note: 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
SSN 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.

3 | Either the Summary Page or Detail Page will appear depending on which option was
used when you last exited the component.

Select the Employee Entitlement Summary Panel from the icons located at the
bottom left-hand corner of the screen.

Ernplovee Entitiernent Sumrmary | Emplovee Entitlernent Detail

The current selection will have no underline.

4 | A page, similar to the one below, will display:

Note: If an asterisk (*) appears in the description, the entitlement entry has not been

approved.

in the title bar.

Continued on next page
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Accessing Employee Entitlements, Continued

Step Action

6 Follow the instructions in the table.

If an entitlement in the Then....
Summary page for thetype of
entitlement you are working

with ...

exists click the M button adjacent to that
entitlement. The Employee Entitlement
Detail page will appear (see exhibit below).

does NOT exist o clicka button to the right of any

entitlement. A blank entitlement line will
appear below whichever line is selected.

e type the Entitlement Code in the look-up
box I ¥ or use the magnifying glass to
search for and select the entitlement
earning code.

click the ©°nue| button adjacent to the new

row to bring it up in the Employee

Entitlement Detail screen.

Exhibit: An Employee Entitlement Detail Screen:

Continued on next page
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Accessing Employee Entitlements, Continued

Alternate If you are already working in the Employee Entitlement Detail page and
Procedure need to start, stop, correct or delete another type of entitlement, you can do so
WITHOUT returning to the Employee Entitlement Summary page.

Step Action

1 Select from the displayed title bar to list all entitlements.

2 Scroll to find the row with the Earnings Code you want to change. If a row with the
Earnings Code you want isn’t listed (after clicking IBUENEIM), click the *Ibutton from
any entitlement as shown below.

*Earnings Code: |F5A Q] Family Separation Allowance

Manual
*Earnings Type Description Row Approve Earning Process Type

N Start Stop Approval
Start Date Time StopDate Time Status "
Switch

1 [torsizoon &) [ess | [Tz 7/zo01 [ [6888 | [FSAs al ;ﬁgw;ri?%r::;g"jws A 1 |approve | [Conversion =1 =1

A new blank row will appear below the previous entitlement...

3 Enter the Earnings Code field or use the magnifying glass QJ to search and select
Earnings Code.
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Working with Effective Dates

Introduction This section provides information on inserting entitlement rows in the proper
sequence.

About effective  The Employee Entitlements component stores entitlement entries by the start

dates date of the entitlement. The start date is the effective date of the row. If you
try to insert a new entitlement row above an existing entitlement row, which
has a later effective date, you will receive this error message:

Notice the Sart Date of the new row we inserted at row #1 is earlier than the
Sart Datein row #2.

Proper Be sure to insert new rows in the correct position. The Effective Date error
sequence can be avoided by entering new rows in the proper sequence.
Step Action
1 | Click “OK” to dismiss the error. Delete the new row you’ve just

entered by clicking the Delete Row button (.=]). You will receive
this message when you click the Delete Row button:

Click “OK” to proceed. The Entitlement Detail screen will return
to its previous state, as shown below.

Continued on next page
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Working with Effective Dates, Continued

Proper
sequence
(cont.)

Example

Step

Action

Click the Insert New Row Lt button to the right of the existing
row that has an effective date earlier than the start date of the
new entitlement you are trying to enter.

In the example below, the user didn’t enter the member’s BAS entitlement for
02/02/2007 thru 02/28/2007 before he/she entered the 03/01/2007 row to
restart BASDMR when the member returned from TDY.

To enter the TDY entitlement, click the Insert Row button in the #2 row, not
the #1 row.

This will create a new row in the #2 position and renumber the existing rows
accordingly.

“New” row

at position
number 2.

You can now enter the dates, earnings type and details for the missing
transaction.

Continued on next page
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Working with Effective Dates, Continued

Manual Row
Switch

Example

Info from

appears in
row #4

If you need to enter an entitlement with an effective date earlier than the date
on the oldest existing row, you will need to use the “Manual Row Switch”
checkbox to override the system edits. Only SPO Supervisors (CGHRSUP
Role Users) can enter and save transactions requiring the use of the “Manual
Row Switch” checkbox. DO NOT attempt to delete an existing row (that has
been approved and transmitted -- approval status “A”) in order to enter a row
with an earlier effective date. Cancel any changes you’ve made, exit the
system, and ask your SPO Supervisor to enter the transaction.

Note: When a CGHRSUP Role User creates an entitlement row it must be
approved by another CGHRSUP Role User. A transaction cannot be approved
by the same person who created the transaction.

row #1 now

Using the Manual Row Switch checkbox allowed the CGHRSUP Role User
to save the transaction (as indicated by the Approval Status of “A”) with a
start date, in row #1, earlier than the start date in the oldest row (#4).

OO

The rows will appear in the correct sequence the next time you visit the
member’s Entitlement Detail page.
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Automatic Stopping of Entitlements

Introduction

Auto Stop
I ssues

This section describes the automatic stops of entitlements when a member
departs or reports on PCS orders or is discharged, released from active duty or
retired.

A program will update stop dates in the Entitlement rows for pay entitlements
that are automatically stopped upon Permanent Change of Station.

Many times a SPO will approve a departing or reporting PCS endorsement,
save it and then look at the member’s entitlement rows and notice the stop
dates have not been entered by the system. This sometimes causes the SPO to
attempt to insert the dates manually. If the dates do not show up in
entitlements, click ‘Return to Search’ and then go back into the member’s
entitlements summary. The dates will be inserted.

When a SPO inserts the dates manually it causes several problems.

o  When the auto stop function is allowed to work it does not create an
audit record. Therefore no transaction is sent to JUMPS. Ifitis
manually entered an audit record is created and will kick out on the
exception report because the JUMPS auto stop program already closed
the segments on the correct date.

e  There have been numerous occasions where the SPO entered an incorrect

date when manually entering the dates, most frequently, when entering
ENLBAS.

It is important to remember that the JUMPS auto stop program shuts down
the proper segments when the departing or reporting endorsement is
transmitted to JUMPS.

o The Direct Access auto stop function inserts the dates to reflect what
JUMPS is doing. No transaction is sent to JUMPS when these dates are
inserted. Due to deferred processing there is a delay before the system-
generated stop entries will appear in the entitlements section.

Continued on next page
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Automatic Stopping of Entitlements, Continued

Changein
Departure/
Report Date

Pay
Entitlements
Auto Stopped

The SPO does not need to manually adjust PCS Auto Stops of entitlements if
the member's departure or report date is changed after the endorsement is
approved and saved.

There are times when a departing and reporting endorsement have been
approved and the SPO has to change the departure date later. For instance,
after the member reports it is discovered that the member left at a later date,
but the previous SPO was unaware of the change. When the departure date is
changed, the entitlements rows do not always reflect the new date.

Sometimes the stop date will reopen but nothing is inserted to reflect the new
date. The resync program will take care of inserting the date after the update
cycle runs. Ifan SPO tries to manually adjust these dates, audit records are
created, which is confusing when they hit the exception report.

Remember, when the departing or reporting endorsement processes, it causes
the segments to adjust the member’s PCS entitlements. The only time an
SPO should change the stop date inserted by the Direct Access auto stop
function is if the member’s entitlement actually changed on a different date.

The following pay entitlements will automatically be stopped in JUMPS upon
successful processing of a PCS departing transaction. Direct-Access
entitlement rows will be updated by the system after the PCS departing

upon Departure  ¢rangaction is approved and saved.

Entitlement Entitlement Stops
Aviation Career Incentive Pay Auto stops effective the date of PCS departure if the
(ACIP) Continue ACIP checkbox is not selected on the
Departing Endorsement Transaction. Click the
button to access the ACIP checkbox.
Aviation Crew / Non-Crew Pay Auto stops effective the date of PCS departure.
(HDIP)
BAH With Dependents (BAH) DA will insert a stop date effective the day prior to PCS
reporting. However, JUMPS will continue to pay BAH-
With until a new transaction is submitted reflecting the
member's BAH entitlement at the new unit.
Continued on next page
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Automatic Stopping of Entitlements, Continued

Pay Entitlements Auto Stopped upon Departure (continued)

Entitlement Entitlement Stops
BAH Without Dependents Auto stops effective the date of PCS departure. However,
(BAH W/0O) members without dependents are entitled to BAH W/O

while in transit and the pay system (JUMPS) will credit
any BAH W/O due when the reporting endorsement on
orders transaction processes. See the BAH During PCS
topic in Part IV of this manual for more information.

Basic Allowance for Subsistence
(BAS)

See Discount Meal Rate (BASDMR) or Enlisted BAS
(ENLBAS) below.

Career Sea Pay (CSEAPAY) &
Career Sea Pay Premium

Auto stops effective the date of PCS departure.

Combat SGLI Allowance

Auto stops on last day of the month of PCS departure.

Combat Tax Exclusion

Auto stops on last day of the month of PCS departure.

Discount Meal Rate (BASDMR)

Auto stops effective the day prior to PCS departure.

When a member departs a BASDMR unit, the departing

PCS transaction:

(a) Stops the BASDMR row in Direct Access the day prior
to departure PCS.

(b) Shuts down segment 27 the day prior to departure
PCS.

(c) Inserts an ENLBAS row to start the day of departure
PCS.

(d) Keeps segment 24 open (because the member is
entitled to ENLBAS while en route PCS).

Diving Duty Pay

Auto stops effective the date of PCS departure.

Enlisted BAS (ENLBAS)

Auto stops effective the date of PCS reporting.

Family Separation Allowance
(FSA)

Auto stops on day prior to PCS reporting less leave,
proceed time, and compensatory absence.

Family Separation Housing
(FSH)

Auto stops on day prior to PCS departure

Flight Deck Hazardous Duty
Incentive Pay

Auto stops effective the date of PCS Departure

Foreign Language Proficiency
Pay (FLPP)

Auto stops on date of PCS Departure

Continued on next page
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Automatic Stopping of Entitlements, Continued

Pay Entitlements Auto Stopped upon Departure (continued)

Entitlement Entitlement Stops

Hardship Duty Pay Location Auto stops effective the date of PCS departure.
(HDP-L)

Hazardous Duty Incentive Pay for | Auto stops effective the date of PCS departure
Visit, Board, Search & Seizure

Imminent Danger Pay/Hostile Fire | Auto stops effective the last day of the month of PCS
Pay departure.

INCONUS COLA Members receiving INCONUS COLA at the old duty
station will continue to receive it enroute. The PCS
Reporting will automatically shutdown CONUS COLA
the day prior to reporting, and also automatically reduces
INCONUS COLA for the number of days the member is
in a travel status.

OUTCONUS Cola Auto stops effective the day prior to PCS departure

unless ‘Continue COLA' is checked (this includes

departure on “terminal leave” ICW separation). Click the
button to access the Continue COLA

checkbox.
Overseas Auto stops effective the day prior to PCS departure
Housing unless 'Continue OHA” is checked (this includes
Allowance departure on “terminal leave” ICW separation). Click the
(OHA) button to access the Continue OHA

checkbox. See the BAH During PCS topic in Part IV of
this manual for more information.

When members PCS from OUT CONUS and OHA
stops, the SPO needs to start BAH TR for the effective
the day of PCS departure

Partial BAH These members are entitled to BAH W/O while in transit
and the system (JUMPS) will credit any BAH due when
the reporting endorsement on orders transaction
processes. See the BAH During PCS topic in Part IV of
this manual for more information.

Responsibility Pay Auto stops effective the day prior to PCS departure.

Continued on next page
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Automatic Stopping of Entitlements, Continued

Pay Entitlements Auto Stopped upon Departure (continued)

Entitlement Entitlement Stops
Special Duty Assignment Pay Auto stops effective the day prior to PCS departure.
(SDAP)
State Income Tax Withholding State Income Tax Withholding (SITW) auto starts on

date of PCS reporting if member assigned to state that
taxes military pay while member is stationed with the
state.

Auto-Stops of Pay entitlements for a member who is being discharged, released from active

Pay duty (RELAD), or retired, will automatically be stopped by JUMPS on the
Entitlements effective date of separation. The member’s DA entitlements page will show
upon

the entitlement stop dates upon saving and approving the separation
transaction. SPOs do not need to manually stop pay entitlements for a
member who is separating, unless the entitlement is to stop on a day other
than the date of separation.

Separation
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Starting an Entitlement

Introduction This section provides the procedure to start an entitlement
Procedure Follow these steps to start an entitlement
Step Action

1 | Select menu items in the following order:
Enterprise Menu > Compensate Employees > Maintain Entitlements > Use >
Employee Entitlements

2 | The Employee Entitlements Find an Existing Value page will display. Enter the
member’s Employee ID number in the EmplID field or enter their Social Security
Number (without any hyphens or spaces) in the SSN # field.

Warning: Do not attempt to locate the member in the system by searching based
on name, department, job code, etc. This practice is expressly prohibited. You must
have the member’s Employee ID or SSN to enter any transaction in the system.
Selecting the wrong person from the search listing and entering erroneous transactions
results in over/under payments for the members involved and exposes you to possible
disciplinary action.

3 | Mark the Include History checkbox (you may have to scroll the page down slightly to
access the checkbox.

4 Click the button to continue.

5 | The Employee Entitlements page will display. This page has two sections, which are
accessed using the links at the bottom of the page.

Employee Entitlement Summary

Employee Entitlement Detail

Select the Employee Entitlement Summary section if it is not already displayed (The
current selection will have no underline).

Emplovee Entitliement Summary | Emplovee Entitlerment Detail

Continued on next page
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Starting an Entitlement, Continued

Procedure
(cont’d)

Step Action

6 The Entitlements Summary section will display. It lists all the entitlements the
member is currently receiving and those, which have been stopped (use the View All
link, which will be active if there are more than 5 entitlements, to display all of the
member’s entitlements).

Note: If an asterisk (*) appears in the description, the entitlement entry has not been
approved.

Scan the list of entitlements for an existing entitlement row of the same type you
want to start.
If arow existsin the Summary Pandl...

e Click the % button adjacent to it. The Employee Entitlement Detail
screen will appear. Proceed to Step 7.

If arow doesn’t exist in the Summary Panel...

1. Click a button to the right of any entitlement. A blank entitlement line
will appear below whichever line is selected.

2. Enter the entitlement code in the look-up box [ or use the magnifying
glass to search for and select the code for the entitlement you want to start.

Then click the W button adjacent to the row to bring it up in the Employee
Entitlement Detail screen.

Continued on next page
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Starting an Entitlement, Continued

Procedure
(cont’d)

Step Action

7 If the member previously had an entitlement of this type the entitlements page will
show the most recent row. Click the add row icon ().

Modifying an existing row equates to entering a correction to the original transaction.
Always add a new row if you do not intend to stop or correct an existing
transaction.

+

*Earnings Code: 57 Q] Career Sea Pay

. Start Stop N . . Approval _ _

Start Date Time/Seq Stop Date Time/Seq Earnings Type Description tatus ROW  Detall Earning Process Type

1 [oomtro9s ] sses  [ororzooz B oom ospay Career Sea Pay A ™ Detail conversion q =]
If this is the first entitlement of this type the page will open with a new blank row. In
this case, you do not need to click the add row icon as there is already a new row to
work with.

8 Enter the Start Date (MM/DD/YYYYY) for the entitlement. The system will default to
the current date.

9 If applicable, enter the Stop Date (MM/DD/YYYY). Most entitlements do not
require a stop date. You would only enter a stop date, when starting an entitlement, if
the entitlement were for a known period (e. g. Member was entitled to FSA-T for the
month of May).

10 | Enter the Earnings Typecode. This code further defines the entitlement and is
required on all transactions. Click the magnifying glass icon to display a list of codes
applicable to the Earnings Code entered in Step 6.

Continued on next page
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Starting an Entitlement, Continued

Procedure
(cont’d)
Step Action
11 | Ifthe M button is displayed (not applicable to all entitlements), click it to open the
supporting data page.

Fill in the supporting data and click the button to return to the entitlements
page.

Example supporting data page (advance BAH entitlement):

If you attempt to save a transaction without providing the supporting data, when
required, you will receive a message similar to the below when attempting to save:

Click OK to dismiss the message. Click the Detail button and fill in the required
supporting data.

Continued on next page
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Starting an Entitlement, Continued

Procedure
(cont’d)

Step Action

12 | Click the #"®| button. The Supporting Data page will open. Enter the Employee ID
of the person who will be approving this transaction in the space provided. You can
use the magnifying glass icon to search for the employee ID.

If you attempt to save a transaction, which requires approval, without entering an
Approver Employee ID you will receive a message similar to the one below.

Click OK to dismiss the message. Click the Approve button and enter the Approver
ID.

13 | Click the'®==) bytton to save the transaction. If the transaction requires approval and
you have entered the Approver’s ID, per Step 12 above, you will receive the following
information message:

Click OK to dismiss the message; it is merely a reminder that the transaction is not
final until it is approved.
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Reviewing and Approving an Individual Entitlement Start

Introduction This section provides the navigation procedure for reviewing and approving
an individual entitlement start.

Approval Follow these steps to approve an individual entitlement transaction.
process
Step Action

1 Click on the Direct Access Worklist link in Common Links box on the
MyPortalDirect home page.

Note: You can also access the entitlement entry directly from the Compensate
Employees > Maintain Entitlements > Use > Employee Entitlements as described on
page 3 of this chapter. You must use the menu path if approving an entitlement entry
that was originally routed to another user and does not appear on your worklist. If
using the menu skip to step 3. If you approve an entry on behalf of another user the
item will remain on the other user’s worklist even after it is approved.

2 Click on the link showing the Employee ID number for the transaction you want to
review.
3 The member’s Entitlements Summary Page will display. In the example below the

Enlistment Bonus transaction is marked with an asterisk (*) to indicate that it has not
been approved. Click the Continue button in the entitlement row to access the
entitlement.

viewAll  |= [4] 1303 [F] 5|

BA1 Q) BAH (Basic Allow for Housing)  COntinue|  without depns or spouse in ser Started
2003-04-29
ENB|QJ Miscellaneous Bonus Pragrams *Enlistment Bonus for College C Started

2003-10-01
ICC Q) CONUS COLA Continue|  COMUS COLA Without DEPNS Started
2003-04-29

Continued on next page
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Reviewing and Approving an Individual Entitlement Start,
Continued

Approval process (continued)

Step Action

4 The transaction will display. Review the information (start date, stop date (if
applicable), earnings type and the Supporting Data section (details button)).

Note: The CGHRSUP role user can make changes to the stop date and to entries in
the Supporting Data (details button) section. If the start date or earnings type code is
incorrect the entitlement row must be deleted.

S If all fields are correct, click the button.

War ning: Do not click the Approve button if you do not intend to approve the
transaction. The transaction will default to approved status (upon
saving) if any CGHRSUP role user, other than the user who created
the transaction, accesses the supporting data page. If you do access
this page and do not intend to approve the transaction you must exit
the employee entitlements component without saving any changes.

The Approval Supporting Data will display:

Do not make any changes. Click the OK button to continue.

Note: If approving this entitlement entry on behalf of another user the system will
automatically update the Approver EmpliD field with your employee ID. This
change will not be reflected until the transaction is saved.

Continued on next page
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Reviewing and Approving an Individual Entitlement Start,
Continued

Approval process (continued)

Step Action
6 Click on the Save button. The approval status will change from “P” (Pending) to “A”
(Approved) the JUMPS transaction will be transmitted.
If the status does not change to reflect approved, and no error messages are presented,
repeat step 5.
7 Use the worklist navigation buttons to view the next or previous items on your

worklist, HEEMextintiorklist) (tE2Previous in Wiorklist)

e C(lick the View Worklist button to return to your worklist. [ view wiorkist],

From the worklist, use the button to mark completed items as “worked”
and remove them from the list.
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Stopping an Entitlement

Introduction The section provides the procedure for stopping an entitlement.
Procedure Follow these steps to stop an entitlement.
Step Action

1 | Select menu items in the following order:
Enterprise Menu > Compensate Employees > Maintain Entitlements > Use >
Employee Entitlements

2 | The Employee Entitlements Find an Existing Value page will display. Enter the
member’s Employee ID number in the EmpIID field or enter their Social Security
Number (without any hyphens or spaces) in the SSN # field.

Warning: Do not attempt to locate the member in the system by searching based
on name, department, job code, etc. This practice is expressly prohibited. You must
have the member’s Employee ID or SSN to enter any transaction in the system.
Selecting the wrong person from the search listing and entering erroneous transactions
results in over/under payments for the members involved and exposes you to possible
disciplinary action.

3 | Mark the Correct History checkbox (you may have to scroll the page down slightly
to access the checkbox.

4 Click the button to continue.

5 | The Employee Entitlements page will display. This page has two sections, which are
accessed using the links at the bottom of the page.

Employee Entitlement Summary

Employee Entitlement Detail

Select the Employee Entitlement Summary section if it is not already displayed (The
current selection will have no underline).

Emplovee Entitlement Summary | Emplovee Entitlerment Detail

Continued on next page
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Stopping an Entitlement, Continued

Procedure
(cont’d)

Step Action

6 The Entitlements Summary section will display. It lists all the entitlements the
member is currently receiving and those, which have been stopped (use the View All
link, which will be active if there are more than 5 entitlements, to display all of the
member’s entitlements).

Scan the list of entitlements for an existing entitlement row of the same type you
want to stop.

Click the WI button adjacent to it. The Employee Entitlement Detail screen will
appear.

7 The entitlements page will show the most recent row. Enter the Stop Date
(MM/DD/YYYY) for the entitlement.

Start Stop

StartDate o0 geq SO Date Time/Seq

‘Earnings Type Description

With Dep; MBR and

1 IIZITH a1 996 @ 9959 I @ 24501 BAH-L Cep not assianed govt

girs

Completion of the Supporting Details and Approval are not required when stopping
entitlements.

Click the CESD button to save the transaction.
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Correcting an Entitlement

Introduction This section provides the procedure for making a correction to an existing
entitlement transaction.

Bef(_)reyou You cannot correct an entitlement’s start date. You must delete the

begin transaction (see Deleting an Entitlement) and resubmit it using the correct
start date.

Procedure Follow these steps to correct an entitlement.

Step Action

1 | Select menu items in the following order:
Enterprise Menu > Compensate Employees > Maintain Entitlements > Use >
Employee Entitlements

2 | The Employee Entitlements Find an Existing Value page will display. Enter the
member’s Employee ID number in the EmplID field or enter their Social Security
Number (without any hyphens or spaces) in the SSN # field.

Warning: Do not attempt to locate the member in the system by searching based
on name, department, job code, etc. This practice is expressly prohibited. You must
have the member’s Employee ID or SSN to enter any transaction in the system.
Selecting the wrong person from the search listing and entering erroneous transactions
results in over/under payments for the members involved and exposes you to possible
disciplinary action.

3 | Mark the Correct History checkbox (you may have to scroll the page down slightly to
access the checkbox.

4 | Click the button to continue.

5 | The Employee Entitlements page will display. This page has two sections, which are
accessed using the links at the bottom of the page.

Employee Entitlement Summary

Employee Entitlement Detail

Select the Employee Entitlement Summary section if it is not already displayed (The
current selection will have no underline).

Emploves Entitternent Surmmary | Ernplovee Entitlernent Detail

Continued on next page
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Correcting an Entitlement, Continued

Procedure
(cont’d)

Step Action

6 The Entitlements Summary section will display. It lists all the entitlements the
member is currently receiving and those, which have been stopped (use the View All
link, which will be active if there are more than 5 entitlements, to display all of the
member’s entitlements).

Scan the list of entitlements for an existing entitlement row of the same type you
want to correct.

Click the nnue| button adjacent to it. The Employee Entitlement Detail screen will
appear.

7 The entitlements page will show the most recent row. Correct the stop date, earnings
type code or supporting details as necessary.

Reminder: An entitlement’s start date cannot be corrected. You must delete the
original transaction and reenter it using the correct start date, or you’ll receive this
error message.

8 Click @22 the button to save the transaction.
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Deleting an Entitlement

Introduction This section provides the procedure for deleting an entitlement transaction.
Procedure Follow these steps to delete an entitlement.
Step Action

1 | Select menu items in the following order:
Enterprise Menu > Compensate Employees > Maintain Entitlements > Use >
Employee Entitlements

2 | The Employee Entitlements Find an Existing Value page will display. Enter the
member’s Employee ID number in the EmplID field or enter their Social Security
Number (without any hyphens or spaces) in the SSN # field.

3 | Mark the Correct History checkbox (you may have to scroll the page down slightly to
access the checkbox.

Click the button to continue.

The Employee Entitlements page will display. This page has two sections, which are
accessed using the links at the bottom of the page.

Employee Entitlement Summary

Employee Entitlement Detail

Select the Employee Entitlement Summary section if it is not already displayed (The
current selection will have no underline).

Emploves Entitternent Surmmary | Ernplovee Entitlernent Detail

6 | The Entitlements Summary section will display. It lists all the entitlements the member
is currently receiving and those, which have been stopped (use the View All link, which
will be active if there are more than 5 entitlements, to display all of the member’s
entitlements).

Scan the list of entitlements for an existing entitlement row of the same type you want
to delete.

Click the "¢ button adjacent to it. The Employee Ent Detail screen will appear.

Continued on next page
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Deleting an Entitlement, Continued

Procedure
(cont’d)

Step Action

7 The entitlements page will show the most recent row. Click on the =1 button
located in the row to be deleted.

Manual
. i Stop . . . Approval .
Start Date Time/Seq Stop Date Time/Seq Earnings Type Description Status 2&1;6'] Earning Process Type l’
1[ozezonaif 2502 [oaniizo03 B 2503 FsAT ;ﬁg”“'f':ns;pg::%”wT A = [+] =]
2[02116rz000 [ 9999 [03r@iz000 il ag9a  FaT ;ﬁ;"“‘f’:nsc‘:pg::"aznom A T Gorversion = =]

8 Click the ®#+2 button to save the transaction.
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Part Il, Pay Entitlements

Chapter 5, Subsistence Allowance

Overview

Introduction This chapter provides the procedures for Basic Allowance for Subsistence
(BAS) and Refund of Discount Meal Rate for Missed M eals for members
unable to eat meals normally furnished at a government dining facility.

Note: Please refer to Chapter 12, Temporary Duty (TDY) Entitlements, if
submitting this transaction in conjunction with a TDY assignment.

Contents This chapter contains the following topics:
Topic See Page
Basic Allowance for Subsistence 5-A
Refund of Discount Meal Rate for Missed Meals 5-B

11-5-1 CH-1
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Coast Guard Servicing Personnel Office Manual
Part Il, Pay Entitlements
Chapter 5, Subsistence Allowance
Section A, Basic Allowance for Subsistence

Overview

Introduction  This section provides the procedures for Basic Allowance for Subsistence
(BAYS) for enlisted personnel and commuted rations entitlement for cadets at
the Coast Guard Academy.

Topics The following topics are covered in this section

Topic See Page
Guiding Principles 11-5-A-3
Starting BAS 11-5-A-5
Stopping BAS 11-5-A-9
Correcting BAS I1-5-A-11
Deleting BAS 11-5-A-13
BAS Multiple Entry 11-5-A-15
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Subsistence Allowances

Guiding Principles

Introduction  This section provides the guiding principles for Basic Allowance for
Subsistence.

Reference The following references provide additional information about BAS.

(a) Personnel and Pay Procedures Manual, PPCINST
M1000.2(series), Chap 2

(b) U.S. Coast Guard Pay Manual, COMDTINST
M7220.29(series), Chap 3.A

Before you If you are not familiar with the employee entitlement basic navigation
begin instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

Note: Please refer to Chapter 12, Temporary Duty (TDY) Entitlements, if
submitting this transaction in conjunction with a TDY assignment.

Auto-stop Enlisted BAS/minus discount meal rate stops automatically on the day prior
upon PCS to PCS departure. Do not enter a Stop Enlisted BAS transaction when a
departure member departs PCS. The system will not reflect the BAS stop until the PCS
(discount meal departing transaction is approved. JUMPS will pay Enlisted BAS during the
rate period the member en route PCS. See Chapter 4, Pay Entitlements

deductions) Automatically Stopped Upon Departing, in Part IV, PCS Transfer, of this
manual for more information.

Enlisted BAS-II  Transactions to start Enlisted BAS-11 (see 3.A.3.c. of reference (a)) will be
input by PPC (mas) upon receipt of authorization from Commandant

(CG-1222).
Internal BAS starts require review and approval by a PAO/CGHRSUP role user. The
controls approver cannot be the same user that originated the transaction.

Continued on next page
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Subsistence Allowances

Guiding Principles, continued

Supporting An enlisted member entitled to basic pay is also entitled to BAS except as

documentation indicated in paragraphs 3.A.3.a.(1) through 3.A.3.a.(7) of reference (a). No
supporting documentation, beyond that which is required to support
entitlement to basic pay (e.g. Enlistment Contract or Reserve Orders) is
required.

e The PCS Departing Worksheet, CG-2000 is the supporting document for
starting enlisted BAS upon graduation from basic military training.

e The PCS Reporting Worksheet, CG-2005 is the supporting document for
determining entitlement to Enlisted BAS or Enlisted BAS/minus discount
meal rate (BASDMR) in conjunction with PCS reporting.

e JUMPS will debit Enlisted BAS during periods of non-entitlement, as
indicated in paragraphs 3.A.3.a.(3), 3.A.3.a.(4), and 3.A.3.a.(7), when the
appropriate leave, disciplinary or general absence transaction is processed.
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Starting BAS

Introduction This section provides the procedure for starting Basic Allowance for
Subsistence.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new BAS entitlement.

Step Action
1 | Click the insert row - button shown below.

A new blank row appears...

)

2 | Enter the Start Date. The current date is automatically displayed. Use the calendar

button B to select the desired date. You can also click & drag_over the date field to
select the date and then type the start date in MM/DD/YYY'Y format. When submitting
a Subsistence Start transaction in conjunction with a PCS Reporting, the Start Date
must be the day after the member reports aboard.

3 | Leave the Stop Date blank for active duty members and RC members on AD for 140
or more days ADT or more than 181 days ADOT. BASDMR will automatically stop
upon PCS. If this is a temporary entitlement, you may enter the stop date.

Continued on next page
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Starting BAS, cContinued

Procedure (continued)

Action

4 Enter the Earnings Type code if known or use the QJ to search and select from a

listing of available earning types.

Earnings L Use When
Description
Type
Discount Meal Rate See reference (a), Figure 3-2,
BASDMR (DMR) Rules 1 through 4
Cadet is authorized to mess
CADETC Cadet COMRATS separately (USCGA SPO Only)
. See reference (a), Figure 3-2,
ENLBAS Enlisted BAS Rules 4 through 6

5 | Description is pre-filled. Ensure the proper entitlement is shown, repeat step 4 to
select the correct type if necessary.

6 | Approval Statusis pre-filled. The transaction will remain in a pending (P) status until

it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval status is set to “A”.

7 | Manual Row Switch. (CGHRSUP role users only) Select this field only when

entitlement.

necessary to override pay edits.
Caution: Overriding pay edits may result in errors and possible overpayment of

Continued on next page

[1-5-A-6

CH-1

Basic Allowance for Subsistence



Subsistence Allowances

Starting BAS, cContinued

Procedure (continued)

Step Action

The M button is only displayed when the BASDMR earnings type is used. Please

refer to Chapter 12, Temporary Duty (TDY) Entitlements, if submitting this transaction
in conjunction with a TDY assignment.

9 Click the button and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.

Click the button to return to the Entitlement Detail view.

10 | click the button. The transaction will be routed, via the workilist, to the
approving official.

11 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part 11, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Stopping BAS

Introduction  This section provides the procedure for stopping Basic Allowance for

Subsistence.

Reminder, BASDMR stops automatically on the day prior to PCS departure. Do not
PCSauto-stop enter a PeopleSoft Stop BAS transaction when a member departs PCS. The

system will not reflect the BAS stop until the PCS departing endorsement is
approved and saved.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a stop BAS transaction.

Step Action

1 In the |Bcenect History] modle, find the row to stop. The stop date will be blank as shown

below:
-

2 Enter the Stop Date for the entitlement by using the calendar button E 1o select the
desired date. You can also click & drag over the date field then Type the stop date in
MM/DD/YYYY format. The stop date can be future dated.

3 Stop Time s pre-filled by the system and must not be changed.

4 Approval Statusis pre-filled. The status will automatically change from Pending (P)
to Approved (A) upon saving.

5 Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Business rule edits will not be turned off when this is
selected.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

6 | ool po Not Use. The detail is automatically set when the earnings type for BAS is
selected and the entitlement is saved.

7 Ml Not Used. Stopping payment of BAS does not require audit and approval.

3 Click the 252 pytton (located at the bottom left of the screen) to approve and
transmit the entry.
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Correcting BAS

Introduction  This section provides the procedure for correcting Basic Allowance for
Subsistence.

Discussion Only the stop date may be corrected. To change the effective start date or an
incorrect earnings type, you must delete the entire row (see the next section
for the procedure to delete BAS) and then start a new BAS entitlement.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Follow these steps to
correct an incorrect Stop date.

Step Action

1 In the |Ecenest History] mode, find the BAS row to correct.

Click & drag over the Stop Date field to change its value. Dates must be typed in

MM/DD/YYYY format. You may also use calendar buttons £l to modify dates and
the magnifying glass @ to change the earning type.

2 Click the & =) button located at the bottom left of the screen.
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Deleting BAS

Introduction  This section provides the procedure for deleting Basic Allowance for
Subsistence.

Discussion The total Basic Allowance for Subsistence entitlement will be recouped when
using this feature.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a deletion of a BAS transaction.

Step Action

1 In the |Ecarect History] mode, find the BAS row to delete.

Click on the =1 button located in the row to be deleted.

Click the B save) button located at the bottom left of the screen.
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BAS (Multiple Entry)

Introduction This section provides the procedure for BAS (Multiple Entry). Refer to E-
Mail ALSPO B/11 for access to this component.

Beforeyou The Mange Multiple Entitlements component can be used to create
begin transactions to start an entitlement, stop an entitlement, or start AND stop an
entitlement for multiple personnel.

Note (1): Any corrections or deletions must be made using the individual
employee entitlements transaction. You cannot correct or delete
any entries using the multiple entitlements transactions.

Note (2): Do not click "save" more than once. If you are unsure about the
status of the data entry, open a new window and path to the
individual employee entitlements listing for one of the people
on your multiple transaction list. If you have already saved the
multiple transaction the entry will be reflected in the member's
individual employee entitlements. You cannot make any
changes to the multiple transaction data entry after it has been
saved (See note (1) above).

Continued on next page
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BAS (Multiple Entry), Continued

Procedure Follow these steps to enter a new BAS (Multiple Entry) entitlement.

Step Action

1 | Select Menu items in the following order.
Enterprise Menu > Compensate Employees > Maintain Entitlements > Use > Manage
Multiple Entitlements

The Multiple Entitlement Panel appears as shown below. You can click in the Officer

Block to removethe Check mark asthisisfor enlisted only.
f’ Multiple Entitlerments \I_

Earnings Code: I_ Q]  start Date: I Edl Stop Date: I Edl
Earnings I [,

Type:

Department: [2JSC5 Q) | Ql ¥ Enlisted ' Active
W officer ¥ Reserve

¥ Include Parent and Sub Departments

Refresh List | Select All | Unselect All |

2 | Type “BAS” in the Earnings Code field or use the magnifying glass QJ to search and
select the Basic Allowance for Subsistence Earnings Code. Enter the Earnings Type
code (BASDMR or ENLBAS)

=

3 | Enter the Start Date. The current date is automatically displayed. Use the calendar

button B to select the desired date. You can also click & drag_over the date field to
select the date then type the start date in MM/DD/YYYY format. Leave the Start
Date blank if using the multiple entry component to stop BAS.

4 | The Stop Date may be left blank to pay continuous BAS (Multiple Entry). If thisis a
temporary entitlement, you may enter the stop date. If you wish to stop the entitlement
at a later date, recreated it per these instructions but leave the Start Date blank.

Continued on next page
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BAS (Multiple Entry), Continued

Step Action

5 | Complete the “Selection Criteria” fields as outlined below.

Department: [AUSCG & | @) W Enisted ' actve
I officer ¥ Reserve

¥ Include Parent and Sub Departments

Field Description/Instructions
Department | There are 2 lookup boxes located next to Department...

Leavethefirst box set to AUSCG (Active Duty USCG) as
shown below.

Department: [AUSCG Q) | Q|

Type the Department Code in the 2" block shown below or use the
QJ to search and select from a listing of available codes.

Department: [AUSCG @ | Q)

Enlisted A checkmark M indicates enlisted personnel will be included in the
selection. Click on the box to remove enlisted personnel, if desired.
A blank box I indicates enlisted personnel have been removed
from the selection criteria.

Active Always leave this item checked.

Officer A checkmark M indicates officers will be included in the selection.
Click on the box to remove officers. A blank box ™ indicates
officers have been removed from the selection criteria.

Reserve A checkmark M indicates reserve personnel will be included in the
selection. Click on the box to remove reserve personnel, if desired.
A blank box I indicates reserve personnel have been removed
from the selection criteria.

Include A checkmark ¥ indicates sub departments will be included in the
Parent and selection. Click on the box to remove sub departments, if desired.
Sub A blank box I indicates sub departments been removed from the

Departments | selection criteria.

6 | Click the ="t | hytton. A listing of personnel meeting the criteria in the previous
step appears in the table below.

Find

FSelemed blame g::;trimion (rilas:siﬁcatiun g?:;: Department | “EmplID EE:;I ’7’7
| 1 - |Elunger,DaIe E. |F'ER82 Regular |W2 |003388 ||10964D4 g|lﬂ_||E|
Note: Clicking on this button in later steps will undo all changes.

Continued on next page
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BAS (Multiple Entry), Continued

Step Action

7 Select Entries to be Processed:

Click the %41 | hytton. Each row in the table will run through a series of internal

edits and all that pass will receive a check mark as shown below.
Find < [ 101 [ =

Empl
Short Empl Salary .
selected|Name Description |Classification |Grade Department | *EmpliD :Erd

q 1o |E|unger,Da|e E |FER82 Regular |W2 |003388 Mg||u_||]z|
A check mark in the Selected Column indicates that the entitlement will be generated
and placed in the member’s history file upon saving.

8 | Removal of Entries From Being Processed:

Review the list and click the M box to remove appropriate entries. A blank box r

indicates that an entry will not be generated upon saving. The =1 button can be used
to remove an entire row and gain the same effect.

The _Unestestal | b ion can be used to remove all entries if desired.

9 | Add Entries to Be Processed:
Click the button in any row to add a blank row.

Type the member’s employee identification number in the EmplID block shown below
or use the magnifying glass QJ to search and select individuals from a list.

Empl
Short Empl Salary a
Selected [Name Description | Classification |Grade Department | “EmpliD EE:'
1| {M% |BungerDaleE. PERS?  |Regular w2 |o033ss (109640 [o =]
[ m & ==

Click on the empty box located in the Selected column so an entry will be generated
upon saving.

Note: Carefully review your work one last time to ensure there are no mistakes before
saving.

10 | Click the"®2=) pytton.
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Part Il, Pay Entitlements
Chapter 5, Subsistence Allowance

Section B, Refund of Discount Meal Rate for Missed Meals

Overview

Introduction  This section provides the procedures for Refund of Discount M eal Rate
(DMR) for missed meals. This entitlement is paid to enlisted members when

assigned duties or dining facility exigencies prevent government furnished
meals from being provided.

Note: Please refer to Chapter 12, Temporary Duty (TDY) Entitlements, if
submitting this transaction in conjunction with a TDY assignment.

Topics The following topics are covered in this section
Topic See Page
Guiding Principles I1-5-B-3
Refund of DMR I1-5-B-7
Corrections II-5-B-11
Deletions I1-5-B-13
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Guiding Principles

Introduction

Reference

Discussion

Before you
begin

Timing

This section provides the guiding principles for Refund of DMR.

The following references provide additional information about Refund of
DMR.

(a) U.S. Coast Guard Pay Manual, COMDTINST
M7220.29(series), Chap 3.A.5.1, and Figure 3-4

(b) Personnel and Pay Procedures Manual, PPCINST
M1000.2(series), Chap 7-B

Per reference (a), if a member is assigned to an Essential Station Messing
(ESM) or Essential Unit Messing (EUM) status, and assigned duties or dining
facility exigencies prevent government furnished meals from being provided,
discount meal rate charges will be credited back to the member for affected
meals. Reference (b) provides the procedure for the unit to notify the SPO
when a member is entitled to a refund of DMR.

Do not enter a Refund of DMR transaction with any dates that overlap PCS
orders, regular leave, emergency leave, or sick leave dates or for any date the
member does not have a BAS-DMR entitlement in effect.

The effective date for ALL Refund DMR for Missed Meals transactions is the
last day of the month. The system will automatically enter the date in the
transaction Start and Stop date fields when the “DMRRMM” Earnings Type
code is selected. For this reason you cannot enter multiple DMRRMM
Earnings Type transactions for the same month. We recommend that you only
input this transaction monthly, at the end of the month. Alternatively, you
could input the transaction upon receipt of the information from the unit and
submit a correction type transaction if the member becomes entitled to
another refund of DMR credit later in the same month.

Continued on next page
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Guiding Principles, continued

Internal BAS starts require review and approval by a PAO/CGHRSUP role user. The
controls approver cannot be the same user that originated the transaction.
Supporting Per reference (b), the member’s unit shall forward a certification of missed

documentation  meals memo to the SPO monthly. Retain the memo in section 3 of the SPO
PDR for 3 years/
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Refund of DMR

Introduction This section provides the procedure for entering a Refund of DMR for

missed meals.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new Refund of DMR entitlement.

Step

Action

)

Click the button shown below.

A new blank row appears...

Enter the Start Date. The current date is automatically displayed. Use the calendar
button 2 to select the desired date.

The Stop Date may be left blank. This field will automatically update to equal the Start
Date.

Enter the Earnings Type code “DMRRMM” or use the Ql to search and select from a
listing of available earning types.

Note: Upon moving to the Earnings Type code, the Start Date and Stop Date will
automatically change to reflect the last day of the month.

ol

Description is pre-filled. Ensure the proper entitlement is shown.

(o))

Approval Statusis pre-filled. The transaction will remain in a pending (P) status until
it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval status is set to “A”.

Continued on next page
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Refund of DMR, Continued

Procedur e (continued)
Step Action
7 Manual Row Switch (CGHRSUP role users only) Select this field only when

necessary to override pay edits.
Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Click the Ml button to bring up the
Supporting Data screen below: Leave

Do not include the number of meals missed or
the dates when a member was on sick leave,
regular leave paternity leave, maternity
leave, or emergency leave. The leave
transaction (Vacation Request),  will
automatically credit missed meals for
members who take leave. Submitting this
transaction with dates overlapping a leave
period will result in overpayment.

Enter 3 digits (i.e. 003) for the Number of Breakfast meals missed during the month.
Leave blank if none were missed.

Enter 3 digits (i.e. 003) for the Number of Dinners missed during the month. Leave
blank if none were missed.

Enter 3 digits (i.e. 003) for the Number of Suppers missed during the month. Leave
blank if none were missed.

Begin Date: Enter the date of the first day for which Refund of DMR is being credited.

End Date: Enter the date of the last day for which Refund of DMR is being credited.
May be left blank if entering transaction for a member who is TDY for more than 30

days. However, you must enter the end date on the final Refund DMR transaction for
the TDY period.

Note: The Begin and End date fields are not part of the transaction (P603) that is
passed to JUMPS for processing.

Click the button when finished.

Continued on next page
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Refund of DMR, Continued

Procedur e (continued)
Step Action
9 Click the button and enter the Approving Official’s Employee | D number in

the Approver EmplID field of the Supporting Data section.

Click the button to return to the Entitlement Detail view.

10 Click the button. The transaction will be routed, via the worklist, to the
approving official.

11 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an

Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Corrections

Introduction This section provides the procedure for correcting a Refund of Discount Meal
Rate transaction.

Discussion Only the Detail (number of missed meals by type, Begin date and End date)
may be corrected.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a correction of a Refund of DMR transaction.

Step Action

Click the 22! button to bring up the Supporting Data screen.

2 Enter 3 digits (i.e. 003) for the Number of Breakfast meals missed during the month.
Leave blank if none were missed.

Enter 3 digits (i.e. 003) for the Number of Dinnersmissed during the month. Leave
blank if none were missed.

Enter 3 digits (i.e. 003) for the Number of Suppersmissed during the month. Leave
blank if none were missed.

Note: Setting the number of meals to “0”
will “undo” any erroneous credit. This is
preferable to deleting a transaction.
Deleting this type of transaction causes
JUMPS to put the member in an overpaid
status if any other BAS changes process
during the same month.

Click the button when finished.

Continued on next page
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Corrections, Continued

Procedur e (continued)

Step Action

3 Click the 8 save) button (located at the bottom left of the screen) to approve and
transmit the correction.
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Deletions

Introduction This section provides the procedure for deleting a Refund of Discount Meal
Rate transaction.

Beforeyou Setting the number of meals to “0” on the detail panel (see corrections on the

begin previous page) will “undo” any erroneous credit.

This is preferable to deleting a transaction. Deleting this type of transaction
causes JUMPS to put the member in an overpaid status if any other BAS
changes process during the same month.

Discussion The total Refund of DMR entitlement will be recouped when using this
procedure. See the block above and consider simply correcting the original
transaction instead of deleting it. Deletions submitted during the same month
as any other BAS entitlement changes may result in the DMR being deducted
from the member’s account twice.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a deletion of a Refund of DMR transaction.

Step Action

1 Find the Refund of DMR row to delete.

Click on the =1 button located in the row to be deleted.

2 Click the "= button located at the bottom left of the screen.

Refund of Discount Meal Rate for Missed Meals CH-1 11-5-B-11
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Coast Guard Servicing Personnel Office Manual
Part Il, Pay Entitlements
Chapter 7, Career Sea Pay / Time

Overview

Introduction  This section provides the procedures for Career Sea Pay (CSP). This
entitlement is paid to all members in pay-grades E-1 through O-6. Eligible
members must be permanently or temporarily assigned for duty to a vessel,
ship-based staff (including a mobile unit) or ship-based aviation unit pursuant
to orders issued by competent authority and the vessels/units primary mission
must be accomplished underway.

This section also provides the procedures for Career Sea Pay Premium
(CSPP). CSPP is paid to enlisted members, E4 through E9, and officers who
are entitled to CSP, and have served 36 consecutive months of sea duty. The
entitlement begins on 37" consecutive month.

Topics The following topics are covered in this section
Topic See Page
Guiding Principles I1-7-3
Starting CSP 11-7-5
Stopping CSP 11-7-9
Correcting CSP II-7-11
Deleting CSP 1I-7-13
CSP Multiple Entry 1I-7-15
Starting Career Sea Pay Premium (CSPP) 11-7-21
Correcting CSPP 11-7-25
Deleting CSPP 11-7-27
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Guiding Principles

I ntroduction

Reference

Before you
begin

Auto-stop
upon PCS
departure

This section provides the guiding principles for Career Sea Pay.

The following reference provides additional information about CSP.

e U.S. Coast Guard Pay Manual, COMDTINST
M7220.29(series), Chap 4.B

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

Note: Please refer to Chapter 12, Temporary Duty (TDY) Entitlements, if
submitting this transaction in conjunction with a TDY assignment.

The system will automatically stop Career Sea Pay Premium, if running,
when Career Sea Pay/Time is stopped.

Authorized units are listed under the Unit File Inquiry (L4) option of
JUMPS Online Inquiry.

CSP stops automatically on the date of PCS departure. Do not enter a Stop

CSP transaction when a member departs PCS. The system will not reflect the

CSP stop until it is resynchronized with PMIS/JUMPS.

Note: Stop Hardship Duty Pay the day before a member becomes entitled
Career Sea Pay, if applicable.

to

Career Sea Pay / Time CH-1
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Starting CSP

Introduction This section provides the procedure for starting Career Sea Pay.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new CSP entitlement.

Step

Action

In the Enciuse History) mode, click the button shown below.

A new blank row appears...

)

Enter the Start Date. The current date is automatically displayed. Use the calendar

button B to select the desired date. You can also click & drag_over the date field to
select the date then type the start date in MM/DD/YYY'Y format.

The Stop Date may be left blank to pay continuous CSP. If this is a temporary
entitlement, you may enter the stop date. Leave the stop date blank for active duty
members and RC members on AD for 140 or more days ADT or more than 181 days
(ADOT). CSP will automatically stop upon RELAD or PCS.

Enter the Earnings Type in the code (CSPAY) or use the QJ to search and select from a
listing of available earning types.

Description is pre-filled. Ensure the proper entitlement is shown, repeat step 4 to select
the correct type if necessary.

Continued on next page
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Starting CSP, Continued

Procedure (continued)

Step

Action

6

Approval Statusis pre-filled. The transaction will remain in a pending (P) status until it
is opened and saved by a CGHRSUP role user. The approver cannot be the same person
who entered the transaction. A transaction is not completed and transmitted to JUMPS
for processing until the approval status is set to “A”.

Manual Row Switch. (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Click the M button to bring up the Supporting Data screen:

Click the X/ next to the Department field and select the unit assigned for Career Sea Pay
entitlement (if not already displayed). The level of sea pay will be based on the Department ID.

Note: Follow the procedures in “TDY Entitlements” (Chapter 12 of this Part) to start,
stop, or change sea pay involving TDY periods.

Continued on next page
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Starting CSP, Continued

Procedure (continued)

Step Action
10 | Click the button. This will update the ATU, OPFAC, and CSP Level Code.
11 | Click the button and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.

Click the button to return to the Entitlement Detail view.

10 Click the button. The transaction will be routed, via the worklist, to the
approving official.

11 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an

Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.

Career Sea Pay / Time CH-1
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Stopping CSP

Introduction This section provides the procedure for stopping Career Sea Pay.

Reminder, CSP stops automatically on the day prior to PCS departure. Do not enter a
PCSauto-stop PeopleSoft Stop CSP transaction when a member departs PCS. The system
will not reflect the CSP stop until it is resynchronized with JUMPS.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a stop CSP transaction.

Step Action
1 In the |Btonest History) mode, find the row to stop. The stop date will be blank as shown
below:
[

2 Enter the Stop Date for the entitlement by using the calendar button B 15 select the
desired date. You can also click & drag over the date field then Type the stop date in
MM/DD/YYYY format. The stop date can be future dated.

3 Approval Statusis pre-filled.

4 Manual Row Switch. (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Business rule edits will not be turned off when this is
selected.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

5 M Do Not Use. The detail is automatically set when the earnings type for CSP is
selected and the entitlement is saved.

6 e 5o not used. Stop payment of CSP does not require audit and approval.

\‘

Earnings Process Type Not Required. Disregard this field

8 Click the @59 pytton (located at the bottom left of the screen) to approve and
transmit the entry.
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Correcting CSP

Introduction This section provides the procedure for correcting Career Sea Pay.

Discussion Only the Department ID on the Supporting Data (Detail button) and the stop
date may be corrected. To change the effective start date or an incorrect
earnings type, you must delete the entire row (see the next section for the
procedure to delete CSP) and then start a new CSP entitlement.

Procedure Follow these steps to correct an incorrect Stop date.

Step Action
1 In the |EiCarest History] mode, find the CSP row to correct.
e Click & drag over the Stop Date field to change its value. Dates must be typed in
MM/DD/YYYY format. You may also use calendar button E! to modify the date
e Click the Detail button to lookup the correct department ID.

2 Click the & save) button located at the bottom left of the screen.
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Deleting CSP

Introduction  This section provides the procedure for deleting Career Sea Pay.

Discussion The total Career Sea Pay entitlement will be recouped when using this
feature.
Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a deletion of a CSP transaction.

Step Action
1 In the |BCanest History) mode, find the Career Sea Pay row to delete.
Click on the =1 button located in the row to be deleted.
2 Click the 222 pytton located at the bottom left of the screen.
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CSP Multiple Entry

Introduction

Before you
begin

This section provides the procedure for CSP Multiple Entry. ). Refer to E-
Mail ALSPO B/11 for access to this component.

The Mange Multiple Entitlements component can be used to create
transactions to start an entitlement, stop an entitlement, or start AND stop an
entitlement for multiple personnel.

Note (1): Any corrections or deletions must be made using the individual
employee entitlements transaction. You cannot correct or delete
any entries using the multiple entitlements transactions.

Note (2): Do not click "save" more than once. If you are unsure about the
status of the data entry, open a new window and path to the
individual employee entitlements listing for one of the people
on your multiple transaction list. If you have already saved the
multiple transaction the entry will be reflected in the member's
individual employee entitlements. You cannot make any
changes to the multiple transaction data entry after it has been
saved (See note (1) above).

Stop Hardship Duty Pay the day before a member becomes entitled to
Career Sea Pay, if applicable. Career Sea Pay/Time automatically stops the
day of PCS departure. Career Sea Pay Premium, if running, will
automatically stop when Career Sea Pay/Time is stopped.

Do not submit an entry to change the level of entitlement for personnel
performing the mission of a mobile unit. They are entitled to Level 1 Sea
Pay regardless of temporary assignment.

Authorized units are listed under the Unit File Inquiry (L4) option of
JUMPS Online Inquiry.

Warning: Corrections and deletions cannot be accomplished using the
multiple entry process. Mistakes will require extensive single entry rework.
Please double check your work before saving!

Continued on next page
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CSP Multiple Entry, continued

Procedure Follow these steps to enter a new CSP (Multiple Entry) entitlement.
Step Action
1 Select Menu items in the following order.
Enterprise Menu > Compensate Employees > Maintain Entitlements > Use > Manage M ultiple
Entitlements

Multiple Entitterments

The Multiple Entitlement Panel appears as shown below.

Earnings Code: ||—ﬂ Start Date: I EJ|  Stop Date: I ]
Earnings | Q)

Type:

Department: [2USCG/Q | a W Enfisted M Active
I officer ¥ Reserve

¥ Include Parent and Sub Departments

Refresh List | gelectall | Unselect All_|

2 Type “CSP” in the Earnings Code field shown below or use the magnifying glass Ql 1o
search and select the Career Sea Pay Earnings Code.

e

Enter or select “CSPAY” in the Earnings Type field.

Note: Be sure to select the proper earnings type.

Continued on next page
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CSP Multiple Entry, continued

Procedure (continued)

Step

Action

3

Enter the Start Date. Use the calendar button E to select the desired date. You can
also click & drag over the date field to select the date then type the start date in
MM/DD/YYYY format. Leave the Start Date blank if using the multiple entry

component to stop CSP.

The Stop Date may be left blank to pay continuous BAS (Multiple Entry). If this is a
temporary entitlement, you may enter the stop date. If you wish to stop the entitlement
at a later date, recreated it per these instructions but leave the Start Date blank.

Complete the “Selection Criteria” fields as outlined on the next page.

Department: [2USCG Q| | oY, ' Enlisted
I officer

¥ Include Parent and Sub Departments

V¥ Active
¥ Reserve

Continued on next page
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CSP Multiple Entry, continued

Procedure (continued)

Step

Action

5

Field

Description/I nstructions

Department

There are 2 lookup boxes located next to Department...

Leavethefirst box set to AUSCG (Active Duty USCG) as shown
below.

Department: [AUSCG Q) | Ql

Type the Department Code in the 2™ block shown below or use the
QJ to search and select from a listing of available codes.

pepartment: [sUSCG Q| | =y

Enlisted

A checkmark M indicates enlisted personnel will be included in the
selection. Click on the box to remove enlisted personnel, if desired.
A blank box [ indicates enlisted personnel have been removed
from the selection criteria.

Active

Always leave this item checked.

Officer

A checkmark ¥ indicates officers will be included in the selection.

Click on the box to remove officers, if desired. A blank box -
indicates officers have been removed from the selection criteria.

Reserve

A checkmark M indicates reserve personnel will be included in the
selection. Click on the box to remove reserve personnel, if desired.
A blank box I indicates reserve personnel have been removed from
the selection criteria.

Include
Parent and
Sub
Departments

A checkmark M indicates sub departments will be included in the
selection. Click on the box to remove sub departments, if desired. A
blank box [ indicates sub departments been removed from the
selection criteria.

Continued on next page
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CSP Multiple Entry, continued

Procedure (continued)

Step Action

6 Click the =" | button. A listing of personnel meeting the criteria in the previous
step appears in the table below.

Empl
Short Empl Salary
Eelected[Name Description |Classification |Grade Department | “EmplID Eg:'

| 1 ] |Elunger,DaIe E. |F’ER82 Regular |W2 |003388 ||10964D4 ﬂ|lﬂ_||E|
Note: Clicking on this button in later steps will undo all changes.
7 Select Entries to be Processed:

Click the __5==t#1_| button. Each row in the table will run through a series of internal

edits and all that pass will receive a check mark as shown below.
Find  |= @ 1051 [ 5

Empl
Short Empl Salary .
selected [Name Description |Classification |Grade Department | “EmpliD ﬁ;:‘

10 i |E|unger,Da|e E. |F’ER82 Regular |w2 |DD3388 [tossens g||n_||E|
check mark in the Selected Column indicates that the entitlement will be generated
and placed in the member’s history file upon saving.

8 Removal of Entries From Being Processed:

Review the list and click the ¥ box to remove appropriate entries. A blank box r
indicates that an entry will not be generated upon saving. The =l button can be used to
remove an entire row and gain the same effect.

The Ml button can be used to remove all entries if desired.

9 Add Entries to Be Processed:
Click the ™= button in any row to add a blank row.

Type the member’s employee identification number in the EmplI D block shown below
or use the magnifying glass QJ to search and select individuals from a list.

Find |= [ 1zer2 M =|

Empl
Short Empl Salary )
Selected |Name Description |Classification Grade Department | “EmpliD Eg:'
1| {M |BungerDale E PERSZ  |Regular wz  |ooszss  ([1oosecill (o =]
2l O Qo =]

Click on the empty box located in the Selected column so an entry will be generated
upon saving.

Note: Carefully review your work one last time to ensure there are no mistakes before
saving.

10 | Click the === pbutton.
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Starting Career Sea Pay Premium (CSPP)

Introduction This section provides the procedures for Career Sea Pay
Premium (CSPP). This entitlement is paid to enlisted members in
pay-grades E-4 through E-9 and for officers that are entitled to
Career Sea Pay that have served 36 consecutive months of sea duty.
Career Sea Pay Premium begins on the 37™ consecutive month and
is payable for each subsequent consecutive month of sea duty.

Before you To manually stop CSPP, stop Career Sea Pay/Time. Career Sea Pay Premium

begin stops automatically when Career Sea Pay/Time is stopped. If a manual stop is
entered, JUMPS will automatically stop Career Sea Pay/Time as well; however
Direct Access will not enter a stop date in the Career Sea Pay row.

Units authorized Sea Pay are listed under the Unit File Inquiry (L4) option
of JUMPS Online Inquiry.

Auto-stop CSPP stops automatically on the day of PCS departure. Do not enter a Stop
upon PCS CSPP transaction when a member departs PCS. The system will not reflect
departure the CSPP stop until it is resynchronized with PMIS/JUMPS.

Continued on next page
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Starting Career Sea Pay Premium (CSPP), continued

Introduction This section provides the procedure for starting Career Sea Pay Premium.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these steps
to enter a new CSPP entitlement.

Step Action

1 In the @Include Hi=ztory

mode, click the button to insert a new blank row to work in.

2 Enter the Start Date. The current date is automatically displayed. Use the calendar
button B to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYY'Y format.

w

The Stop Date should be left blank. CSPP stops automatically when CSP is stopped.

N

Enter the Earnings Type in the code “CSR” or use the QJ to search and select from a
listing of available earning types.

5 Description is pre-filled. Ensure the proper entitlement is shown, repeat step 4 to
select the correct type if necessary.

6 Approval Statusis pre-filled. The transaction will remain in a pending (P) status until
it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval status is set to “A”.

7 Manual Row Switch. (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Continued on next page
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Starting Career Sea Pay Premium (CSPP), continued

Procedure (continued)

Step Action

8 oetail Do Not Use. The detail is automatically set when the earnings type for CSPP is
selected and the entitlement is saved.

9 Click the button and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.

Click the button to return to the Entitlement Detail view.

10 | Click the button. The transaction will be routed, via the worklist, to the
approving official.

11 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part 11, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Correcting CSPP

Introduction  This section provides the procedure for correcting Career Sea Pay
Premium.

Discussion Only the stop date may be corrected. To change the effective start date or an
incorrect earnings type, you must delete the entire row (see the next section
for the procedure to delete CSPP) and then start a new CSPP entitlement.

Procedure Follow these steps to correct an incorrect Stop date.

Step Action

1 In the Bcomsthistor) mode, find the CSPP row to correct.

Click & drag over the Stop Date field to change its value. Dates must be typed in
MM/DD/YYYY format. You may also use calendar buttons &l to modify dates and the

magnifying glass Q1o change the earning type.

2 Click the 222 button located at the bottom left of the screen.
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Deleting CSPP

Introduction  This section provides the procedure for deleting Career Sea Pay Premium.

Discussion The total Career Sea Pay Premium entitlement will be recouped when using
this feature.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a deletion of a CSPP transaction.

Step Action

1 | In the [BCenecttiston] mode, find the CSPP row to delete.

Click on the =1 button located in the row to be deleted.

2 Click the 222 yutton located at the bottom left of the screen.

Career Sea Pay / Time CH-1 1-7-27



Pay Entitlements

This page left blank intentionally.

I1-7-28 CH-1 Career Sea Pay / Time



Coast Guard Servicing Personnel Office Manual

Part Il, Pay Entitlements

Chapter 8, Clothing and Uniform Allowances

Overview

Introduction

In thischapter

This chapter provides for payment of clothing and uniform allowances.

Topic See Section
Officer Uniform Allowance 11-8-A
Small Store Checkage 11-8-B
Supplemental Clothing Monetary Allowance (CMA) 11-8-C
Maternity Uniform Allowance 11-8-D
Civilian Clothing Monetary Allowance 11-8-E

Contents
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Coast Guard Servicing Personnel Office Manual
Part Il, Pay Entitlements
Chapter 8, Clothing and Uniform Allowances

Section A, Officer Uniform Allowance

Overview

Introduction This guide provides the procedures for Officer Uniform Allowance.

Topics The following topics are covered in this section

Topic See Page

Guiding Principles 11-8-A-3
Starting Officer Uniform Allowance 11-8-A-5
Correcting Officer Uniform Allowance 11-8-A-9
Deleting Officer Uniform Allowance I1-8-A-11
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Guiding Principles

Introduction

Reference

Before you
begin

Internal
controls

This section provides the guiding principles for Officer Uniform Allowance.

The following reference provides the entitlement policy for Officer Uniform
Allowance.

(a) U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series), Chap 3
0 Section 3.I. — Clothing Allowance for Regular Officers
0 Section 3.K. — Uniform Allowances for Reserve Officers
= 3.K.2 — Initial Uniform Allowance
= 3.K.3. - Additional Active duty Uniform Allowance

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

Note: Do NOT prepare this entry on Active Duty Academy, Officer
Candidate School graduates, or on Active Duty Warrant Officers.
JUMPS is programmed to pay officer uniform allowance for these
officers upon commissioning.

If the officer is entitled to two officer uniform allowances, two separate
transactions must be prepared with different effective dates (a day apart).

Do not submit this transaction until the member is established as an officer.
This transaction is used in conjunction with the Officer Uniform Allowance

Claim Worksheet (CG-5100), which is available via the PPC web site at
http://www.uscg.mil/ppc/forms/.

Officer Uniform Allowance payments require review and approval by a
PAO/CGHRSUP role user. The approver cannot be the same user that
originated the transaction.

Continued on next page
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Guiding Principles, continued

Supporting The Officer Uniform Allowance Claim Worksheet, CG-5102 is the

documentation  supporting document for payment of Officer Uniform Allowance. File the
completed worksheet in section 3 of the SPO PDR for 3 years and forward a
copy to PSC (psd-mr) for inclusion in the e[PDR.
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Starting Officer Uniform Allowance

Introduction This section provides the procedure for starting Officer Uniform Allowance.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new Officer Uniform Allowance entitlement.

Step Action

1 | Navigate to an existing CM6- Officer Initial Uniform Allow earnings code row or insert
a new CM6 earnings code, if one is not present.

2 | Enter the Start Date. The current date is automatically displayed. Use the calendar

button 2 to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYY'Y format.

Note: Do not use the 31% day of the month as the start date. For reserve officers
ordered to active duty, use a start date one day later than the reporting endorsement
(L68B in Recents) containing nature duty code “R”. If entitled to two separate
allowances, submit two different entries one day apart.

3 | The Stop Date should be left blank it will auto-fill upon saving the transaction.

Continued on next page
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Starting Officer Uniform Allowance, Continued

Procedur e (continued)

Step Action

4 Enter the Earnings Type in the code if known or use the QJ to search and select from
a listing of available earning types.

Earning Description
Type
CODEB Initial uniform allowance for reservists only. The officer has NOT already

received the initial uniform allowance and meets the entitlement requirements:

0 Section 3.K. — Uniform Allowances for Reserve Officers, 3.K.2 —
Initial Uniform Allowance

CODEC Initial uniform allowance for reservists only. Upon appointment or transfer from

another Reserve component of the Armed Forces where a different uniform

was required. See reference (a), Section 3.K.2.a.(4).

CODED Initial uniform allowance for all regular officers and for those reserve officers

who have recently graduated from OCS and are currently on active duty for a

period in excess of 139 days. An officer is entitled to an initial uniform

allowance upon first appointment as an officer (temporary or regular) or as a

permanent warrant officer.

Note: Normally paid automatically by JUMPS upon commissioning, no SPO
data entry required.

CODEE Additional active duty uniform allowance for reserves only. See reference (a),
Section 3.K.3.a. and 3.K.3.b.

S | Click the M button. The following screen appears.
Supporting Data

1061291 CMB 08131999  CODED

Eligibility Date: || E

6 | Enter the Eligibility Date in MM/DD/YYYY format or use the calendar button Bl o
select the date. This date will be the date of commissioning for temporary and regular
officers and reservists meeting the requirements shown in the Pay Manual and Uniform
Allowance Claim Worksheet (CG PPC-5100).

Continued on next page
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Starting Officer Uniform Allowance, Continued

Procedur e (continued)

Step Action

7 Click the OK button to return to the entitlement row

8 | Review the Start Date and Earnings Type Description for accuracy.

Note | Approval Statusis pre-filled. The transaction will remain in a pending (P) status until
it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval status is set to “A”.

9 | Click the button and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.

Click the button to return to the Entitlement Detail view.

10 Click the button. The transaction will be routed, via the worklist, to the
approving official.

11 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part 11, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.

Continued on next page
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Starting Officer Uniform Allowance, Continued

Overriding Manual Row Switch. (CGHRSUP role users only) Select this field only
system edits when necessary to override pay edits.

(not Caution: Overriding pay edits may result in errors and possible overpayment
recommended)  f entitlement.
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Correcting Officer Uniform Allowance

Introduction

Discussion

Procedure

This section provides the procedure for correcting Officer Uniform
Allowance.

Only the Eligibility Date field on the Entitlement Detail panel may be

corrected. Delete and resubmit the transaction to change any other fields.

Access the entitlement row and:

1. Click the Detail button

2. Enter the correct eligibility date.
3. Click the OK button.

4. Click Save

The corrected transaction will be approved and transmitted.

Officer Uniform Allowance CH-1
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Deleting Officer Uniform Allowance

Introduction This section provides the procedure for deleting Officer Uniform
Allowance.
Discussion The total Officer Uniform Allowance entitlement will be recouped when

using this feature.

Procedure Access the officer’s entitlements detail page. Then, follow these steps to enter
a deletion of an Officer Uniform Allowance transaction.

Step Action

1 In the |EiCarest History] mode, find the Officer Uniform Allowance row to delete.

Click on the =1 button located in the row to be deleted.

2 Click the =22 pytton located at the bottom left of the screen.

Officer Uniform Allowance CH-1 11-8-A-11
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Section B, Small Store Checkage

Overview

Introduction This section provides the procedure for entering the Small Store Checkage

transaction.
Procedure Start Direct Access, sign-in and follow these steps to access Small Store
Checkage.
Step Action
1 | From the Enterprise Menu, select these items:

Compensate Employees > Maintain Entitlements > Use > Small Store Checkage

22 >

A search page will appear (example below). Enter the member’s Employee ID number
or other search criteria (SSN for example).

-

Select the input mode by checking the Include History box located at the bottom of the
search screen. This mode will include a list of previously submitted transactions.

Click the _Search_ button and select the member you want to input a Small Store
Checkage for from the search results.

Note: 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 D or
SSN before making any changes.

Continued on next page



Overview, Continued

Procedur e (continued)

Step Action

5 | The following screen appears:

& Home & Worklist

Home = Co Ernplovees = Maintain Payrall Data (US) = Use > Small Store Checkage g Wi o

Emp 1234KR7 Qailor 1nhn R Empl Rcd Nbr: 0
Dept: 003397 HREIC 8FP FNT DEBT EmplClass: Regular
AT KR Sal PlanfGrade: ENL  ET
Location: KS0001 CGHREIC
Position: 00012048 SEP/ENT & SYCS TEAM LEADER

j< [ 101 B -

‘Start Date Description Aot

1 [ 14052002 )] Small Store Checkage [100.00 =

Dallar

B save)l G Retun te Search & Include History | |[B Correct History

Note: If no previous Small Store Checkage transactions have been submitted or you are
not in the “Include History” mode (See step 3) the page will load with a row showing
the current date in the Start Date field and the Dollar Amount field will be blank as
shown in the example below:

Dollar

Ao
1 |11 62002 EJ| Small Store Check

& s=ave)] [CLReturn to Search) (45 HextinList Al Include History ] | [# Correct History

*Start Date Description

6 | Ifthis is the first Small Store Checkage for this member, enter the Dollar Amount.
If history rows exist, click the [*I button to enter a new checkage. The Start Date will
default to the current date, enter the Dollar Amount.

7 Click the ‘Es==+] button.

Note: Only one entry per day is allowed per member.

Corrections/ This transaction cannot not be corrected or deleted. Refunds for erroneous
Deletions entries and credits for returned merchandise can be input via the Compensate

Employees > Maintain Payroll Data (US) > Use > Pay Adjustments menu.
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Section C, Enlisted Supplementary Clothing Allowance

Overview

Introduction  This section provides the procedures for Enlisted Supplementary Clothing
Allowance. This entitlement is paid to enlisted members who are assigned to
duty where they are required to have special items or quantities of individual
uniform clothing not normally required for the majority of enlisted members.
This allowance is in addition to any other clothing monetary allowance.

Topics The following topics are covered in this section
Topic See Page
Guiding Principles I1-8-C-3
Entering Enlisted Supplementary Clothing Allowance I1-8-C-5
Deleting Enlisted Supplementary Clothing Allowance I1-8-C-7
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Guiding Principles

I ntroduction

Reference

Before you
begin

Payment policy

Internal
controls

Supporting
documentation

This section provides the guiding principles for Enlisted Supplementary
Clothing Allowance.

The following reference provides the policy for payment of Enlisted
Supplementary Clothing Allowance.

(a) U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series), Section
3-J-6

(b) Enlisted Supplementary Clothing Allowances Table of Rules,
http://www.uscg.mil/ppc/mas/suppcma.asp

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

The allowance is payable only once during an assignment to such duty. The
allowance is not payable upon reassignment to the same type of duty during a
period of continuous active duty, unless three or more years have elapsed
between such assignments.

Enlisted Supplementary Clothing Allowance transactions require review and
approval by a PAO/CGHRSUP role user. The approver cannot be the same
user that originated the transaction.

The Enlisted Supplementary Clothing Allowance Worksheet, CG-5155A is
the supporting document for payment of this allowance. File the completed
worksheet in section 3 of the SPO PDR for 3 years and forward a copy to
PSC (psd-mr) for inclusion in the eIPDR.

Enlisted Supplementary Clothing Allowance CH-1 [1-8-C-3
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Entering Enlisted Supplementary Clothing Allowance

Introduction This section provides the procedure for starting Enlisted Supplementary Clothing
Allowance.
Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these steps
to enter a new Supplementary Clothing Allowance entitlement.

Step Action

1 If necessary, click the insert row button *Ishown below to create a new entry.

2 Enter the Start Date. The current date is automatically displayed. Use the calendar
button 2 to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYY'Y format.

3 The Stop Date may be left.

4 Enter the Earnings Type in the code if known or use the R to search and select from
a listing of available earning types.

5 Description is pre-filled. Ensure the proper entitlement is shown, repeat step 4 to
select the correct type if necessary.

Note | Approval Statusis pre-filled. The transaction will remain in a pending (P) status until
it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval status is set to “A”.

6

Click the button and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.

Click the button to return to the Entitlement Detail view.

Continued on next page
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Entering Enlisted Supplementary Clothing Allowance,
Continued

Procedur e (continued)
Step Action
7 Click the button. The transaction will be routed, via the worklist, to the

approving official.

8 The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part I, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Deleting Enlisted Supplementary Clothing Allowance

Introduction  This section provides the procedure for deleting Enlisted Supplementary

Clothing Allowance.

Discussion The total Enlisted Supplementary Clothing Allowance entitlement will be

recouped when using this feature.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a deletion of a Supplemental CMA transaction.

Step Action
1 In the EECanest History) mode, find the Enlisted Supplementary Clothing Allowance row to
delete.
Click on the =1 button located in the row to be deleted.
2 Click the 22 bytton located at the bottom left of the screen.

Enlisted Supplementary Clothing Allowance CH-1 [1-8-C-7
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Section D, Maternity Uniform Allowance
Overview

Introduction  This section provides the procedures for Maternity Uniform Allowance.

Topics The following topics are covered in this section
Topic See Page
Guiding Principles 11-8-D-3
Starting Maternity Uniform Allowance 11-8-D-5
Deleting Maternity Uniform Allowance 11-8-D-9
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Guiding Principles

I ntroduction

Reference

Palicy guidance

Before you
begin

Internal
controls

This section provides the guiding principles for Maternity Uniform
Allowance.

The following references provide additional information about Maternity
Uniform Allowance.

(a) U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series),
Section 3-J-6

(b) Enlisted Supplementary Clothing Allowances Table of Rules,
http://www.uscg.mil/ppc/mas/suppcma.asp

Reference (a) authorizes Supplementary Clothing Allowance to enlisted
members who are assigned to duty where they are required to have special
items or quantities of individual uniform clothing not normally required for
the majority of enlisted members. This supplementary allowance is in
addition to any other clothing monetary allowance.

3 Y ears between payments:

Note the provisions of reference (b), Note 6 to Rule 8:
e “Subsequent payment will not be authorized for more than one
pregnancy within 3 years of the date of approval of earlier payments.”

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

Enlisted Supplementary Clothing Allowance transactions require review and
approval by a PAO/CGHRSUP role user. The approver cannot be the same
user that originated the transaction.

Continued on next page
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Guiding Principles, continued

Supporting The Enlisted Supplementary Clothing Allowance Worksheet, CG-5155A is

documentation  the supporting document for payment of this allowance. File the completed
worksheet in section 3 of the SPO PDR for 3 years and forward a copy to
PSC (psd-mr) for inclusion in the eIPDR.

JUMPS effect This transaction creates a P603 transaction, which updates Segment 43.
Element code 16 of the P603 will show “08”, which is the rule code number
from reference (b).
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Starting Maternity Uniform Allowance

Introduction This section provides the procedure for starting Mater nity Uniform
Allowance.
Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new Maternity Uniform Allowance entitlement.

Step Action

1 | Navigate to the member’s Employee Entitlements page and create a new entitlement
row using the “CM2 — Maternity Uniform” Earnings Code.

O

2 The Start Date will auto-fill with the current date. It should not be changed; future
dating or back dating of this transaction is not permitted.

Note: If a previous entitlement row is present, be aware that only one payment is
allowed within a three year period.

3 Leave the Stop Date blank. It will auto-fill with the current date/start date upon saving
the transaction.

Continued on next page
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Starting Maternity Uniform Allowance, Continued

Procedur e (continued)

Step Action

4 Enter the Earnings Type in the code “MIRNTY” or use the R/ to search and select
from a listing of available earning types.

5 Description is pre-filled with “Start Maternity Supplementary Clothing Allowance”.
Ensure the proper entitlement is shown, repeat the previous steps to select the correct
type if necessary.

Note | Approval Statusis pre-filled. The transaction will remain in a pending (P) status until
it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval status is set to “A”.

6 Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Continued on next page
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Starting Maternity Uniform Allowance, Continued

Procedur e (continued)
Step Action
7 Click the button and enter the Approving Official’s Employee | D number in

the Approver EmplID field of the Supporting Data section.

Click the button to return to the Entitlement Detail view.

8 Click the button. The transaction will be routed, via the worklist, to the
approving official.

9 The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Deleting Maternity Uniform Allowance

Introduction  This section provides the procedure for deleting M ater nity Uniform
Allowance.

Discussion The total Maternity Uniform Allowance entitlement will be recouped when
using this feature.

Procedure Follow these steps to enter a deletion of a Maternity Uniform Allowance
transaction.
Step Action
1 | In the |EcomestHistory) mode, find the Maternity Uniform Allowance
row to delete.
Click on the =1 button located in the row to be deleted.
2 Click the B save] button located at the bottom left of the screen.

Maternity Uniform Allowance CH-1 11-8-D-9



Pay Entitlements

This page left blank intentionally.

11-8-D-10 CH-1 Maternity Uniform Allowance



Coast Guard Servicing Personnel Office Manual
Part Il, Pay Entitlements
Chapter 8, Clothing and Uniform Allowances

Section E, Civilian Clothing Monetary Allowance

Overview
Introduction This section provides the procedures for Civilian Clothing M onetary
Allowance. This entitlement may be paid to officers assigned to a permanent
duty station outside the United States when required to wear civilian clothing
in the performance of official duties and to enlisted members when they are
assigned to duty requiring the wearing of civilian clothing.
Topics The following topics are covered in this section
Topic See Page
Guiding Principles 11-8-E-3
Starting Civilian Clothing Monetary Allowance 11-8-E-5
Correcting Civilian Clothing Monetary Allowance 11-8-E-7
Deleting Civilian Clothing Monetary Allowance 11-8-E-9
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Guiding Principles

Introduction This section provides the guiding principles for Civilian Clothing Monetary
Allowance.
Reference The following references provide additional information about Civilian

Clothing Monetary Allowance.

(@) U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series),
Section:
a. 3-1-3 and 4, Regular Officers
b. 3-J-5, Enlisted Members
(b) Civilian Clothing Allowance Table of Rules,
http://www.uscg.mil/ppc/mas/cca.asp

Before you If you are not familiar with the employee entitlement basic navigation
begin instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

Internal Enlisted Supplementary Clothing Allowance transactions require review and
controls approval by a PAO/CGHRSUP role user. The approver cannot be the same
user that originated the transaction.

Supporting The Civilian Clothing Allowance Worksheet, CG-5150 or a memo from

documentation  Commandant (CG-1222) is the supporting document for payment of this
allowance. File the completed worksheet or memo in section 3 of the SPO
PDR for 3 years and forward a copy to PSC (psd-mr) for inclusion in the
elPDR.
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Starting Civilian Clothing Monetary Allowance

Introduction This section provides the procedure for starting Civilian Clothing Monetary
Allowance.
Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new Civilian Clothing Monetary Allowance entitlement.

Step

Action

Navigate to the member’s entitlements page and insert a “CM3-Civilian Clothing
Maint. Allowance” Earnings Code if necessary, or insert a new blank row in an
existing CM3 Earnings Code section.

Enter the Start Date. The current date is automatically displayed. Use the calendar

button EZ to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYY'Y format.

The Stop Date should be left blank (system will fill in with the same date as the start
date upon saving).

Enter the Earnings Type in the code if known or use the R/ to search and select from
a listing of available earning types.

Reminder: Some Earnings Type codes require the assignment of a Competency Code
before the member is eligible to receive Civilian Clothing Monetary Allowance.

Earnings Type Description
CIVCON Special Continuing Civilian CMA (SCCMA-CIV)
CIVINI Special Initial Civilian CMA (SICMA-CIV)
CIVPAR Partial Initial Civilian CMA (PART-SICMA-CIV)
CIVTDY Special TDY Civilian CMA (STDYCMA-CIV)

Description is pre-filled. Ensure the proper entitlement is shown, repeat step 4 to
select the correct type if necessary.

Note

Approval Statusis pre-filled. The transaction will remain in a pending (P) status until
it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval status is set to “A”.

Continued on next page
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Starting Civilian Clothing Monetary Allowance, Continued

Procedur e (continued)

Step | Action

6 Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

7| Click the 22 putton to bring up the Supporting Data screen below:

Supporting Data

1080807 CM3 0872372002 CHWCOM

Dollar Amount; Ib-UU

Enter the Dollar Amount of Civilian Clothing Monetary Allowance.
(Amounts are listed in reference (b) )

Click the button when finished.

8 Click the button and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.

Click the button to return to the Entitlement Detail view.

9 Click the button. The transaction will be routed, via the worklist, to the
approving official.

10 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part 11, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Correcting Civilian Clothing Monetary Allowance

Introduction  This section provides the procedure for correcting Civilian Clothing
Monetary Allowance.

Procedure Only the amount (in the detail section) may be corrected. If the earnings type
code is incorrect, delete and resubmit this transaction.

Step Action
1 In the Bicerestristory] mode, find the Civilian Clothing Monetary
Allowance row to correct.

2 Click the 2= button to bring up the Supporting Data screen below:

Supperting Data

1080807 CM3 08232002 CIWCON
Dollar Amount; Ib-”u

Enter the Dollar Amount of Civilian Clothing Monetary Allowance.

Click the button when finished.
3 Click the "2 pytton located at the bottom left of the screen.
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Deleting Civilian Clothing Monetary Allowance

Introduction  This section provides the procedure for deleting Civilian Clothing Monetary

Allowance.

Discussion The total Civilian Clothing Monetary Allowance entitlement will be recouped

when using this feature.

Procedure Follow these steps to enter a deletion of a Civilian Clothing Monetary

Allowance transaction.

Step

Action

1 | In the [Ecorectistorl mode, find the Civilian Clothing Monetary
Allowance row to delete.

Click on the =1 button located in the row to be deleted.

2 | Click the "®===! pytton located at the bottom left of the screen.

Civilian Clothing Monetary Allowance

CH-1
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Section E, Civilian Clothing Monetary Allowance

Overview
Introduction This section provides the procedures for Civilian Clothing M onetary
Allowance. This entitlement may be paid to officers assigned to a permanent
duty station outside the United States when required to wear civilian clothing
in the performance of official duties and to enlisted members when they are
assigned to duty requiring the wearing of civilian clothing.
Topics The following topics are covered in this section
Topic See Page
Guiding Principles 11-8-E-3
Starting Civilian Clothing Monetary Allowance 11-8-E-5
Correcting Civilian Clothing Monetary Allowance 11-8-E-7
Deleting Civilian Clothing Monetary Allowance 11-8-E-9
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Guiding Principles

Introduction This section provides the guiding principles for Civilian Clothing Monetary
Allowance.
Reference The following references provide additional information about Civilian

Clothing Monetary Allowance.

(@) U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series),
Section:
a. 3-1-3 and 4, Regular Officers
b. 3-J-5, Enlisted Members
(b) Civilian Clothing Allowance Table of Rules,
http://www.uscg.mil/ppc/mas/cca.asp

Before you If you are not familiar with the employee entitlement basic navigation
begin instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

Internal Enlisted Supplementary Clothing Allowance transactions require review and
controls approval by a PAO/CGHRSUP role user. The approver cannot be the same
user that originated the transaction.

Supporting The Civilian Clothing Allowance Worksheet, CG-5150 or a memo from

documentation  Commandant (CG-1222) is the supporting document for payment of this
allowance. File the completed worksheet or memo in section 3 of the SPO
PDR for 3 years and forward a copy to PSC (psd-mr) for inclusion in the
elPDR.
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Starting Civilian Clothing Monetary Allowance

Introduction This section provides the procedure for starting Civilian Clothing Monetary
Allowance.
Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new Civilian Clothing Monetary Allowance entitlement.

Step

Action

Navigate to the member’s entitlements page and insert a “CM3-Civilian Clothing
Maint. Allowance” Earnings Code if necessary, or insert a new blank row in an
existing CM3 Earnings Code section.

Enter the Start Date. The current date is automatically displayed. Use the calendar

button EZ to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYY'Y format.

The Stop Date should be left blank (system will fill in with the same date as the start
date upon saving).

Enter the Earnings Type in the code if known or use the R/ to search and select from
a listing of available earning types.

Reminder: Some Earnings Type codes require the assignment of a Competency Code
before the member is eligible to receive Civilian Clothing Monetary Allowance.

Earnings Type Description
CIVCON Special Continuing Civilian CMA (SCCMA-CIV)
CIVINI Special Initial Civilian CMA (SICMA-CIV)
CIVPAR Partial Initial Civilian CMA (PART-SICMA-CIV)
CIVTDY Special TDY Civilian CMA (STDYCMA-CIV)

Description is pre-filled. Ensure the proper entitlement is shown, repeat step 4 to
select the correct type if necessary.

Note

Approval Statusis pre-filled. The transaction will remain in a pending (P) status until
it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval status is set to “A”.

Continued on next page
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Starting Civilian Clothing Monetary Allowance, Continued

Procedur e (continued)

Step | Action

6 Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

7| Click the 22 putton to bring up the Supporting Data screen below:

Supporting Data

1080807 CM3 0872372002 CHWCOM

Dollar Amount; Ib-UU

Enter the Dollar Amount of Civilian Clothing Monetary Allowance.
(Amounts are listed in reference (b) )

Click the button when finished.

8 Click the button and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.

Click the button to return to the Entitlement Detail view.

9 Click the button. The transaction will be routed, via the worklist, to the
approving official.

10 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part 11, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.

1I-8-E-6 CH-1 Civilian Clothing Monetary Allowance



Pay Entitlements

Correcting Civilian Clothing Monetary Allowance

Introduction  This section provides the procedure for correcting Civilian Clothing
Monetary Allowance.

Procedure Only the amount (in the detail section) may be corrected. If the earnings type
code is incorrect, delete and resubmit this transaction.

Step Action
1 In the Bicerestristory] mode, find the Civilian Clothing Monetary
Allowance row to correct.

2 Click the 2= button to bring up the Supporting Data screen below:

Supperting Data

1080807 CM3 08232002 CIWCON
Dollar Amount; Ib-”u

Enter the Dollar Amount of Civilian Clothing Monetary Allowance.

Click the button when finished.
3 Click the "2 pytton located at the bottom left of the screen.

Civilian Clothing Monetary Allowance CH-1 11-8-E-7



Pay Entitlements

This page left blank intentionally.

1I-8-E-8 CH-1 Civilian Clothing Monetary Allowance



Pay Entitlements

Deleting Civilian Clothing Monetary Allowance

Introduction  This section provides the procedure for deleting Civilian Clothing Monetary

Allowance.

Discussion The total Civilian Clothing Monetary Allowance entitlement will be recouped

when using this feature.

Procedure Follow these steps to enter a deletion of a Civilian Clothing Monetary

Allowance transaction.

Step

Action

1 | In the [Ecorectistorl mode, find the Civilian Clothing Monetary
Allowance row to delete.

Click on the =1 button located in the row to be deleted.

2 | Click the "®===! pytton located at the bottom left of the screen.

Civilian Clothing Monetary Allowance

CH-1

[1-8-E-9



Pay Entitlements

This page left blank intentionally.

II-8-E-10 CH-1 Civilian Clothing Monetary Allowance



PPC SPO Manual
Part Il, Pay Entitlements

Chapter 9, Cost of Living Allowance (CONUS & OUTCONUS)

Chapter Overview

In thischapter
Topic See Section
CONUS COLA 11-9-A
OUTCONUS COLA With Dependents 11-9-B
OUTCONUS COLA Without Dependents 11-9-C
Fractional OUTCONUS COLA 11-9-D
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Coast Guard Servicing Personnel Office Manual
Part Il, Pay Entitlements

Chapter 9, Cost of Living Allowance (CONUS &
OUTCONUYS)

Section A, CONUS COLA

Overview

Introduction This section provides the procedures for Cost of Living Allowance (CONUS
COLA). This entitlement is paid to members entitled to a CONUS high cost
area. It is also payable to unaccompanied member’s OCONUS, if their
primary dependent resides in a CONUS high cost area. A member assigned
to CONUS duty must get approval from COMDT (CG-1222), when equitable
due to duty location or other circumstances, to receive CONUS COLA based
on the primary dependent’s residence.

Topics The following topics are covered in this section
Topic See Page
Guiding Principles 11-9-A-3
Starting CONUS COLA 11-9-A-5
Stopping CONUS COLA 11-9-A-9
Correcting CONUS COLA 11-9-A-11
Deleting CONUS COLA 11-9-A-13
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Guiding Principles

I ntroduction

Reference

Before you
begin

Review and
Approval

Reserve
component
members

Auto-stop
upon PCS
departure

This section provides the guiding principles for CONUS COLA.

The following references provide additional information about CONUS
COLA.

(a) Joint Federal Travel Regulations, Volume 1, Chapter 8
(b) Personnel and Pay Procedures Manual, PPCINST M1000.2

(series)
(c) Personnel Manual, COMDTINST M1000.6 (series)

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

CONUS COLA entries can be initiated by a user with CGHRS role. Review
and approval by a CGHRSUP role user is required.

See JFTR, para U8038, for entitlement to CCOLA for Reserve Component
members on active duty. Understand that involuntary active duty under Title
14 recall orders does not meet the definition of a DOD Contingency
operation.

CONUS COLA stops automatically on the day prior to PCS departure. Do
not enter a Stop CONUS COLA transaction when a member departs PCS.
The system will not reflect the CONUS COLA stop until it is resynchronized
with PMIS/JUMPS.

Complete a CONUS COLA entry on all INCONUS PCS reporting
transactions. If a member is receiving two COLA entitlements (i.e.,
OCONUS COLA without dependents and CONUS COLA with dependents),
manually stop CONUS COLA at the old unit and enter a start for the new
permanent duty assignment. CONUS COLA/Time will automatically stop
the day before arriving PCS (except as noted above). An entry is required
when dependency changes to “with” or “without” dependents.

Continued on next page
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Guiding Principles, continued

Supporting The PCS Reporting Worksheet, CG-2005, is the supporting documentation
documentation  for this allowance. Payment at the with dependent rate requires properly
completed dependency documentation (CG-2020, CG-2025) on file.

11-9-A-4 CH-1 Cost of Living Allowance (CONUS and OCONUS)
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Starting CONUS COLA

Introduction This section provides the procedure for starting CONUS COLA.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new CONUS COLA entitlement.

Step

Action

In the ol tistory) mode, click the button shown below.

A new blank row appears...

=)

Enter the Start Date. The current date is automatically displayed. Use the calendar

button E! to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYY'Y format.

Enter the Stop Date only if this is a temporary entitlement. You must enter a stop date
if this entry is for a Reserve Component (RC) member on AD for 140 to 180 days.
Leave the stop date blank for active duty members and RC members on AD for 140 or
more days ADT or more than 181 days (ADOT). CCOLA will automatically stop upon
RELAD or PCS.

Enter the Earnings Type in the code for CONUS COLA With Dependents or CONUS

COLA Without Dependents or use the QJ to search and select from a listing of
available earning types.

Continued on next page
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Starting CONUS COLA, continued

Procedur e (continued)
Step Action
5 | Description is pre-filled. Ensure the proper entitlement is shown, repeat the previous

step to select the correct type if necessary.

6 | Approval Statusis pre-filled. The transaction will remain in a pending (P) status until
it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval status is set to “A”.

7 | Manual Row Switch (CGHRSUP role users only). Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

8 | Click the M button to bring up the Supporting Data screen below:

Supporting Data
10g0807 IcC 07f03/2002  COLAWD
Postal Code: |945D'I
Enter the zip code at which CONUS COLA is payable (the permanent duty station or
dependent’s locale, as applicable.
Click the button when finished.
9 | Click the button and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.
Click the button to return to the Entitlement Detail view.
Continued on next page
11-9-A-6 CH-1 Cost of Living Allowance (CONUS and OCONUS)
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Starting CONUS COLA, continued

Procedur e (continued)
Step Action
10 Click the button. The transaction will be routed, via the worklist, to the

approving official.

11 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.

Cost of Living Allowance (CONUS and OCONUS) CH-1 11-9-A-7
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Stopping CONUS COLA

Introduction This section provides the procedure for stopping CONUS COLA.

Reminder,

CONUS COLA stops automatically on the day prior to PCS departure. Do

PCSauto-stop not enter a PeopleSoft Stop CONUS COLA transaction when a member

departs PCS. The system will not reflect the CONUS COLA stop until it is
resynchronized with JUMPS.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a stop CONUS COLA transaction.

Step

Action

In the [EECoresthistory) mode, find the row to stop. The stop date will be blank as shown
below:

[

Enter the Stop Date for the entitlement by using the calendar button B4l 40 select the
desired date. You can also click & drag over the date field then Type the stop date
in MM/DD/YYYY format. The stop date can be future dated.

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Business rule edits will not be turned off when this
is selected.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

M Do not use when stopping CONUS COLA, see Correcting CONUS COLA on
the following page if changes to the detail screen are needed.

Click the &= pytton (located at the bottom left of the screen) to approve and
transmit the entry.

Cost of Living Allowance (CONUS and OCONUS) CH-1 11-9-A-9
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Correcting CONUS COLA

Introduction  This section provides the procedure for correcting CONUS COLA.

Discussion Only the stop date may and Detail (ZIP/Postal Code) be corrected. To change

the effective start date or an incorrect earnings type, you must delete the
entire row (see the next section for the procedure to delete CONUS COLA)
and then start a new CONUS COLA entitlement.

Procedure Follow these steps to correct an incorrect Stop date.
Step Action
1 In the |EiCarest History] mode, find the CONUS COLA row to correct.

Click & drag over the Stop Date field to change its value. Dates must be typed in

MM/DD/YYYY format. You may also use calendar buttons B o modify dates and
the magnifying glass @ to change the earning type.
Or,

Click the Ml button to bring up the Supporting Data screen:

Supporting Data

1080807 ICC 07/02/2002 COLAWD

Postal Code: |5?‘450'I

Enter the zip code at which CONUS COLA is payable (the permanent duty station or
dependent’s locale, as applicable.

Click the button when finished.

Click the CED button located at the bottom left of the screen.

Cost of Living Allowance (CONUS and OCONUS) CH-1 11-9-A-11
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Deleting CONUS COLA

Introduction  This section provides the procedure for deleting CONUS COLA.

Discussion The total CONUS COLA entitlement will be recouped when using this
feature.
Procedure Follow these steps to enter a deletion of a CONUS COLA transaction.
Step Action

1 In the |EiCarest History] mode, find the CONUS COLA row to delete.

Click on the =1 button located in the row to be deleted.

2 Click the "2=2v=) button located at the bottom left of the screen.

Cost of Living Allowance (CONUS and OCONUS) CH-1 11-9-A-13
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Part Il, Pay Entitlements

Chapter 9, Cost of Living Allowance (CONUS & OUTCONUS)

Section B, OUTCONUS COLA with Dependents

Overview

Introduction This section provides the procedures for OUTCONUS COLA with
Dependents. Members with dependents assigned OUTCONUS are entitled to
COLA (see par. U9210 JFTR for entitlement for member married to member
couples) regardless of Government mess availability at the PDS (including

vessel).
Topics The following topics are covered in this section

Topic See Page
Guiding Principles 11-9-B-3
Starting OUTCONUS COLA with Dependents 11-9-B-5
Stopping OUTCONUS COLA with Dependents 11-9-B-9
Correcting OUTCONUS COLA with Dependents 11-9-B-11
Deleting OUTCONUS COLA with Dependents 11-9-B-13
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Guiding Principles

Introduction

Reference

Before you
begin

Reserve
Component
members

Auto-stop upon
PCSdeparture

Manual stop
upon departure
on terminal
leave

This section provides the guiding principles for OUTCONUS COLA with
Dependents.

The following references provide additional information about OUTCONUS
COLA with Dependents.

(a) Coast Guard Personnel Manual, COMDTINST
M1000.6(series), Section 4.H.9.b. Command Sponsorship

of Dependents
(b) Joint Federal Travel Regulations (JETR), Chapter 9

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

Please see JFTR U9145, COLA for an RC member, for information on
payment of OUTCONUS COLA to a Reserve Component member on active
duty.

OUTCONUS COLA with Dependents stops automatically on the day prior to
PCS departure. Do not enter a Stop OUTCONUS COLA with Dependents
transaction when a member departs PCS. The system will not reflect the
OUTCONUS COLA with Dependents stop until the departing endorsement
on orders transaction is approved and saved.

Timely submission of this entry is important since significant pay impact may
result for the member. OUTCONUS COLA is automatically shutdown the
day prior to PCS departure.

Entitlement to OUTCONUS COLA ends on the date the member departs the
OUTCONUS unit on terminal leave. The SPO will create a separate stop
transaction in Direct Access to stop the entitlement.

Continued on next page

OUTCONUS COLA with Dependents

CH-1 [1-9-B-3


http://www.uscg.mil/directives/cim/1000-1999/CIM_1000_6A.pdf�
http://www.uscg.mil/directives/cim/1000-1999/CIM_1000_6A.pdf�
http://www.uscg.mil/directives/cim/1000-1999/CIM_1000_6A.pdf�
http://www.defensetravel.dod.mil/site/travelreg.cfm�

Pay Entitlements

Guiding Principles, continued

Review and OUTCONUS COLA entries can be initiated by a user with CGHRS role.
Approval Review and approval by a CGHRSUP role user is required.
Supporting The PCS Reporting Worksheet, CG-2005 or the Reserve Travel Order, is

documentation  the supporting documentation for this allowance. Payment at the with
dependent rate requires properly completed dependency documentation
(CG-2020, CG-2025) and overseas entry approval for command sponsored
dependents in accordance with reference (a).

[1-9-B-4 CH-1 OUTCONUS COLA with Dependents
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Starting OUTCONUS COLA with Dependents

Introduction This section provides the procedure for starting OUTCONUS COLA with

Dependents.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new OUTCONUS COLA with Dependents entitlement.

Step Action

1 | Inthe Bty 1ode, click the 1 button shown below.

O
A new blank row appears...
—

2 | Enter the Start Date. The current date is automatically displayed. Use the calendar
button 2 to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYY'Y format.

Note: See Reference (b), U9105, for guidance on determining the correct date to start
OUTCONUS COLA with dependents.

3 | The Stop Date may be left blank to pay continuous OUTCONUS COLA with
Dependents. If this is a temporary entitlement, you may enter the stop date. Leave the
stop date blank for active duty members and RC members on AD for 140 or more days ADT or
more than 181 days (ADOT). OCOLA will automatically stop upon RELAD or PCS.

Continued on next page
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Starting OUTCONUS COLA with Dependents, Continued

Procedur e (continued)
Step Action
4 Enter the Earnings Type in the code if known or use the @l to search and select from a

listing of available earning types.

Per reference (b), par U9130, the Earnings Type Code is based on the number of
command-sponsor ed dependents (maximum of 6) at the PDS (See reference (b), par.
U9210, for authorization for member-married-to-member couples if applicable).

Description is pre-filled. Ensure the proper entitlement is shown, repeat step 6 to
select the correct type if necessary.

Approval Statusis pre-filled. The transaction will remain in a pending (P) status until
it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval status is set to “A”.

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Continued on next page
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Starting OUTCONUS COLA with Dependents, Continued

Procedur e (continued)
Step Action

8 | Click the 251 button to bring up the Supporting Data screen below:
Click the magnifying glass Q! to select the locality of the member’s PDS or other
location where OUTCONUS COLA with Dependents entitlement is payable.
The number of dependents is automatically displayed based on the earnings type
selected. If it is not correct, repeat step 4.
Click the button when finished.

9

Click the button and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.

Click the button to return to the Entitlement Detail view.

Continued on next page
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Starting OUTCONUS COLA with Dependents, Continued

Procedur e (continued)
Step Action
10 Click the button. The transaction will be routed, via the worklist, to the

approving official.

11 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.

[1-9-B-8 CH-1 OUTCONUS COLA with Dependents
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Stopping OUTCONUS COLA with Dependents

Introduction This section provides the procedure for stopping OUTCONUS COL A with

Dependents.

Reminder, PCS OUTCONUS COLA stops automatically on the day prior to PCS departure.

auto-stop

Do not enter a stop OUTCONUS COLA transaction when a member departs
PCS. Continuation of OUTCONUS CLOA beyond the the PCS departure
date must be approved by Commandant (CG-1222) and will be entered by
PPC (mas) if authorized.

Manual stop Entitlement to OUTCONUS COLA ends on the date the member departs the
upon departure  OUTCONUS unit on terminal leave. The SPO will create a separate stop

on terminal transaction in Direct Access to stop the entitlement.
leave
Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a stop OUTCONUS COLA with Dependents transaction.

Step

Action

e

In the (Ecorectristoy) mode, find the row to stop. The stop date will be blank as shown:

Enter the Stop Date for the entitlement by using the calendar button B to select the
desired date. You can also click and drag over the date field then Type the stop date
in MM/DD/YYYY format. The stop date can be future dated. See reference (b), par.
U9105, for guidance on the determining the correct date to stop OUTCONUS COLA
with dependents.

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Business rule edits will not be turned off when this is
selected.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Continued on next page
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Stopping OUTCONUS COLA with Dependents, Continued

Procedur e (continued)

Step Action

4 Click the "®==) button (located at the bottom left of the screen) to approve and
transmit the entry. (The approval and detail buttons are not used in this procedure).

[1-9-B-10 CH-1 OUTCONUS COLA with Dependents
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Correcting OUTCONUS COLA with Dependents

Introduction This section provides the procedure for correcting OUTCONUS COLA
with Dependents.

Discussion Only the stop date and the locality code may be corrected. To change the
effective start date or an incorrect earnings type, you must delete the entire
row (see the next section for the procedure to delete OUTCONUS COLA
with Dependents) and then start a new OUTCONUS COLA with Dependents
entitlement.

Procedure Follow these steps to correct an incorrect stop date or locality code.

Step Action
1 In the (B tomestistory) mode, find the OUTCONUS COLA with Dependents row to
correct. Enter the correct
e stop date or (See Stopping OUTCONUS COLA procedure step 2)
e Jocality code (See Starting OUTCONUS COLA procedure step 8)

2 Click the "2 button located at the bottom left of the screen.

OUTCONUS COLA with Dependents CH-1 11-9-B-11
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Deleting OUTCONUS COLA with Dependents

Introduction This section provides the procedure for deleting OUTCONUS COLA with
Dependents.

Discussion The total OUTCONUS COLA with Dependents entitlement will be recouped
when using this feature.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a deletion of an OUTCONUS COLA with Dependents

transaction.
Step Action
1 In the (B tomestistory) mode, find the OUTCONUS COLA with Dependents row to

delete.

Click on the =1 button located in the row to be deleted.
2 Click the =52 bytton located at the bottom left of the screen.

OUTCONUS COLA with Dependents CH-1 11-9-B-13
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Part Il, Pay Entitlements

Chapter 9, Cost of Living Allowance (CONUS & OUTCONUS)
Section C, OUTCONUS COLA without Dependents

Overview

Introduction This section provides the procedures for full or partial OUTCONUS COLA
without Dependents. See the references in the Guiding Principles section for

specific rules concerning this entitlement.

Topics The following topics are covered in this section
Topic See Page
Guiding Principles 11-9-C-3
Starting OUTCONUS COLA without Dependents I1-9-C-5
Stopping OUTCONUS COLA without Dependents 11-9-C-9
Correcting OUTCONUS COLA without Dependents 11-9-C-11
Deleting OUTCONUS COLA without Dependents 11-9-C-13
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Guiding Principles

Introduction

Reference

Before you
begin

Reserve
Component
members

Auto-stop upon
PCSdeparture

Manual stop
upon departure
on terminal
leave

This section provides the guiding principles for OUTCONUS COLA
without Dependents.

The following references provide additional information about OUTCONUS
COLA without Dependents.

(a) Joint Federal Travel Regulations (JETR), Chapter 9

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

Please see JFTR U9145, COLA for an RC member, for information on
payment of OUTCONUS COLA to a Reserve Component member on active
duty.

OUTCONUS COLA without Dependents stops automatically on the day
prior to PCS departure. Do not enter a Stop OUTCONUS COLA without
Dependents transaction when a member departs PCS. The system will not
reflect the OUTCONUS COLA without Dependents stop until the departing
endorsement on orders transaction is approved and saved.

Entitlement to OUTCONUS COLA ends on the date the member departs the
OUTCONUS unit on terminal leave. The SPO will create a separate stop
transaction in Direct Access to stop the entitlement.

Continued on next page
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Guiding Principles, continued

Review and OUTCONUS COLA entries can be initiated by a user with CGHRS role.
Approval Review and approval by a CGHRSUP role user is required.
Supporting The PCS Reporting Worksheet, CG-2005 or the Reserve Travel Order, is

documentation  the supporting documentation for this allowance.
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Starting OUTCONUS COLA without Dependents

Introduction This section provides the procedure for starting OUTCONUS COLA

without Dependents.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new OUTCONUS COLA without Dependents entitlement.

Step

Action

=)

In the Bimbeetisien) 10 de click the [+ button shown below.

O

A new blank row appears...

Enter the Start Date. The current date is automatically displayed. Use the calendar

button E to select the desired date. You can also click and drag over the date field to
select the date then type the start date in MM/DD/YYYY format.

Note: See Reference (b), U9105, for guidance on determining the correct date to start
OUTCONUS COLA without dependents.

The Stop Date may be left blank to pay continuous OUTCONUS COLA without
Dependents. If this is a temporary entitlement, you may enter the stop date. Leave the

stop date blank for active duty members and RC members on AD for 140 or more days ADT
or more than 181 days (ADOT). OCOLA will automatically stop upon RELAD or PCS.

Enter the Earnings Type code if known or use the & to search and select from a
listing of available earning types.

See reference (a), par. U9115 COLA for a Member Without Dependent, for
guidance on selecting the correct earnings code.

Continued on next page
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Starting OUTCONUS COLA without Dependents, Continued

Procedur e (continued)

Step

Action

Description is pre-filled. Ensure the proper entitlement is shown, repeat step 6 to
select the correct type if necessary.

Approval Statusis pre-filled. The transaction will remain in a pending (P) status until
it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval status is set to “A”.

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Click the M button to bring up the Supporting Data screen below:

Click the magnifying glass Q to select the locality code of the member’s PDS for
OUTCONUS COLA without Dependents entitlement.

Click the button when finished.

Continued on next page
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Starting OUTCONUS COLA without Dependents, Continued

Procedur e (continued)
Step Action
9 Click the button and enter the Approving Official’s Employee | D number in

the Approver EmplID field of the Supporting Data section.

Click the button to return to the Entitlement Detail view.

10 Click the button. The transaction will be routed, via the worklist, to the
approving official.

11 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.

OUTCONUS COLA Without Dependents CH-1 [1-9-C-7
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Stopping OUTCONUS COLA without Dependents

Introduction This section provides the procedure for stopping OUTCONUS COLA

without Dependents.

Reminder, PCS OUTCONUS COLA without Dependents stops automatically on the day prior

auto-stop

to PCS departure.

Manual stop Entitlement to OUTCONUS COLA ends on the date the member departs the
upon departure  OUTCONUS unit on terminal leave. The SPO will create a separate stop

on terminal transaction in Direct Access to stop the entitlement.
leave
Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a stop OUTCONUS COLA without Dependents transaction.

Step

Action

In the Bcorectistor) mode, find the row to stop. The stop date will be blank as shown:

-

Enter the Stop Date for the entitlement by using the calendar button 5 to select the
desired date. You can also click & drag over the date field then Type the stop date in
MM/DD/YYYY format. The stop date can be future dated. See reference (a), par.
U9105, for guidance on the determining the correct date to stop OUTCONUS COLA
without dependents.

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Business rule edits will not be turned off when this is
selected.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Continued on next page
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Stopping OUTCONUS COLA without Dependents, Continued

Procedur e (continued)

Step Action

S) Click the @& putton (located at the bottom left of the screen) to approve and
transmit the entry. (The approval and detail buttons are not used in this procedure)

[1-9-C-10 CH-1 OUTCONUS COLA Without Dependents
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Correcting OUTCONUS COLA without Dependents

Introduction This section provides the procedure for correcting OUTCONUS COLA
without Dependents.

Discussion Only the stop date and locality code may be corrected. To change the
effective start date or an incorrect earnings type, you must delete the entire
row (see the next section for the procedure to delete OUTCONUS COLA
without Dependents) and then start a new OUTCONUS COLA without
Dependents entitlement.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to correct an incorrect Stop date.

Step Action
1 In the B CorestHistory] mode, find the OUTCONUS COLA without Dependents row to
correct. Enter the correct
e stop date or (See Stopping OUTCONUS COLA procedure step 2)
e locality code (See Starting OUTCONUS COLA procedure step 9)

Click & drag over the Stop Date field to change its value. Dates must be typed in
MM/DD/YYYY format. You may also use calendar buttons Bl to modify dates and
the magnifying glass € to change the earning type.

Click the B save button located at the bottom left of the screen.

OUTCONUS COLA Without Dependents CH-1 11-9-C-11
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Deleting OUTCONUS COLA without Dependents

Introduction This section provides the procedure for deleting OUTCONUS COLA
without Dependents.

Discussion The total OUTCONUS COLA without Dependents entitlement will be
recouped when using this feature.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a deletion of an OUTCONUS COLA without Dependents

transaction.
Step Action
1 In the B Coresthistory] mode, find the OUTCONUS COLA without Dependents row to

delete.

Click on the =1 button located in the row to be deleted.
2 Click the "2 button located at the bottom left of the screen.

OUTCONUS COLA Without Dependents CH-1 11-9-C-13



Pay Entitlements

This page left blank intentionally

[1-9-C-14 CH-1 OUTCONUS COLA Without Dependents



Coast Guard Servicing Personnel Office Manual
Part Il, Pay Entitlements
Chapter 9, Cost of Living Allowance (CONUS & OUTCONUS)
Section D, Fractional OUTCONUS COLA

Overview

Introduction This section provides the procedures for Fractional OUTCONUS COLA.
This entitlement is paid to members without dependents on duty at a PDS
where a Government mess is available, and whose duty, as distinguished from
a travel status, requires the member's absence from the PDS (including a ship

or other fleet unit having an assigned homeport outside CONUS) during one
or more meals.

Topics The following topics are covered in this section
Topic See Page
Guiding Principles 11-9-D-3
Entering Fractional OUTCONUS COLA 11-9-D-5
Correcting Fractional OUTCONUS COLA 11-9-D-7
Deleting Fractional OUTCONUS COLA 11-9-D-9
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Guiding Principles

Introduction

Reference

Before you
begin

Timing

Internal
controls

Supporting
documentation

This section provides the guiding principles for Fractional OUTCONUS
COLA.

The following references provide additional information about Fractional
OUTCONUS COLA.

(a) Joint Federal Travel Regulations (JETR), Chapter 9 (U9125)
(b) Personnel and Pay Procedures Manual, PPCINST
M1000.2(series), Chap 7-B

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

The effective date for ALL Fractional OUTCONUS COLA transactions is the
last day of the month. The system will automatically enter the date in the
transaction Start and Stop date fields when the Fractional OUTCONUS
COLA Earnings Type code is selected. For this reason you cannot enter
multiple Fractional OUTCONUS COLA Earnings Type transactions for the
same month. We recommend that you only input this transaction monthly, at
the end of the month. Alternatively, you could input the transaction upon
receipt of the information from the unit and submit a correction type
transaction if the member becomes entitled to another Fractional
OUTCONUS COLA credit later in the same month.

BAS starts require review and approval by a PAO/CGHRSUP role user. The
approver cannot be the same user that originated the transaction.

Per reference (b), the member’s unit shall forward a certification of missed
meals memo to the SPO monthly. Retain the memo in section 3 of the SPO
PDR for 3 years/

Fractional OUTCONUS COLA CH-1 11-9-D-3
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Entering Fractional OUTCONUS COLA

Introduction This section provides the procedure for starting Fractional OUTCONUS

COLA.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new Fractional OUTCONUS COLA entitlement.

Step Action
1

=)

In the ok History) mode, click the button shown below.

A new blank row appears...

Enter the Start Date. The effective date for ALL Fractional OUTCONUS COLA
transactions is the last day of the month. The system will automatically enter the date
in the transaction Start and Stop date fields.

Enter the Earnings Type code — OCOLAF, or use the Ql to search and select from
a listing of available earning types.

Description is pre-filled. Ensure the proper entitlement is shown, repeat step 6 to
select the correct type if necessary.

Approval Statusis pre-filled. The transaction will remain in a pending (P) status
until it is opened and saved by a CGHRSUP role user. The approver cannot be the
same person who entered the transaction. A transaction is not completed and
transmitted to JUMPS for processing until the approval status is set to “A”.

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Continued on next page
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Entering Fractional OUTCONUS COLA, continued

Procedur e (continued)

Step Action

7 Click the M button to bring up the Supporting Data screen below:

Supporting Data

1234567 ocu 103142002 OCOLAF

Locality Code: | =X

Number of Breakfast: I
Humber of Dinners: I
Humber of Suppers: I

Click the magnifying glass QJ next to the Locality Code and select the code where
the member was stationed for the Fractional OUTCONUS COLA entitlement.

¢ Enter the number of breakfast meals authorized during the month.
¢ Enter the number of Dinners authorized during the month.
¢ Enter the number of Suppers authorized during the month.

Click the button when finished.

9 Click the button and enter the Approving Official’s Employee | D number
in the Approver EmplID field of the Supporting Data section.

Click the button to return to the Entitlement Detail view.

10 Click the button. The transaction will be routed, via the worklist, to the
approving official.

11 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Correcting Fractional OUTCONUS COLA

Introduction This section provides the procedure for correcting Fractional OUTCONUS
COLA.

Discussion Only the locality code and number of breakfast, lunch or supper meals may be
corrected. To change the effective start date or an incorrect earnings type,
you must delete the entire row (see the next section for the procedure to delete
Fractional OUTCONUS COLA) and then start a new Fractional
OUTCONUS COLA entitlement.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to correct the supporting data panal.

Step Action
1 In the |EiCarest History] mode, find the Fractional OUTCONUS COLA s row to correct.
Enter the correct

e locality code and/or number of missed meals(See Entering Fractional
OUTCONUS COLA procedure step 7)

Click the B save) button located at the bottom left of the screen.

Fractional OUTCONUS COLA CH-1 11-9-D-7
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Deleting Fractional OUTCONUS COLA

Introduction  This section provides the procedure for deleting Fractional OUTCONUS
COLA.

Discussion The total Fractional OUTCONUS COLA entitlement will be recouped when
using this feature.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a deletion of a Fractional OUTCONUS COLA transaction.

Step Action
1 In the | canest Histary] mode, find the Fractional OUTCONUS COLA row to delete.

Click on the =1 button located in the row to be deleted.

2 Click the 222 button located at the bottom left of the screen.

Fractional OUTCONUS COLA CH-1 [1-9-D-9
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Coast Guard Servicing Personnel Office Manual
Part Il, Pay Entitlements

Chapter 11, Special and Incentive Pays

Overview
In thischapter
Topic See Section

Aviation Career Incentive Pay (ACIP) II-11-A
Aviation Crew / Non-Crew Hazardous Duty Incentive Pay 1I-11-B
Combat SGLI Allowance (Individual and Multiple) 1I-11-C
Combat Tax Exclusion (Individual and Multiple) II-11-D
Diving Duty Pay II-11-E
Family Separation Allowance (Individual and Multiple) II-11-F
Flight Deck Hazardous Duty Incentive Pay 1I-11-G
Foreign language Proficiency Pay 1I-11-H
Hardship Duty Pay I-11-1

Hazardous Duty Incentive Pay for High Pressure Chamber II-11-J
Hazardous Duty Incentive Pay for Visit, Board, Search and II-11-K
Seizure (HDIP-VBSS) Boarding Team Members

Imminent Danger (Hostile Fire) Pay II-11-L

Personal Money Allowance II-11-M
Responsibility Pay II-11-N
Special Duty Assignment Pay (SDAP) 1I-11-O

Pay Entitlements CH-1 1I-11-i (Reverse blank)
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Deleting ACIP

Introduction This section provides the procedure for deleting Aviation Career Incentive
Pay.

Discussion The total Aviation Career Incentive Pay entitlement will be recouped when

using this feature.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a deletion of an ACIP transaction.

ESACIP Transactions submitted to Establish an Officer as an Aviator (Earnings Type
EarningsType  ESACIP) cannot be deleted. Only corrections may be made to these
EntriesCannot  transactions. See the corrections procedure on the previous page. Notify PPC
be Deleted Customer Care of any erroneous ESACIP submissions. They will
coordination with PPC (ID) to have the transaction removed from the system.

Step Action
1 In |EiConectHisto] mode, find the Aviation Career Incentive Pay row to delete.
2 Ensure the Earnings Type code is not “ESACIP”. Transactions with this earnings

type can only be corrected. They cannot be deleted.

Click on the =1 button located in the row to be deleted.

w

4 Click the "==! hutton located at the bottom left of the screen.

Note: The total Aviation Career Incentive Pay entitlement will be recouped when
using this feature.

Aviation Career Incentive Pay (ACIP) CH-1 11-11-A-19
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Coast Guard Servicing Personnel Office Manual

Part Il, Pay Entitlements

Chapter 11, Special and Incentive Pay

Section C, Combat Servicemembers’ Group Life Insurance

Allowance
Overview
Introduction This section provides the procedures for Combat SGLI Allowance. This
entitlement provides an allowance to members for the cost of the maximum
SGLI coverage (Currently $400,000) plus the cost of Traumatic SGLI
(Currently $1) for duty served during any part of a month serving in
Operations Enduring Freedom or Iraqi Freedom Theaters or serving outside
the U.S. on orders in support of Operations Enduring Freedom or Iraqi
Freedom.
Topics The following topics are covered in this guide
Topic See Page
Guiding Principles 1I-11-C-3
Starting Combat SGLI Allowance 1I-11- C-7
Stopping Combat SGLI Allowance II-11- C-11
Correcting Combat SGLI Allowance II-11- C-13
Deleting Combat SGLI Allowance II-11- C-15
Starting Combat SGLI Allowance (Multiple Entry) II-11- C-17
Stopping Combat SGLI Allowance Multiple Entry II-11- C-21
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Guiding Principles

Introduction

References

Before you
begin

Entitlement

Overview

Internal
controls

This section provides the guiding principles for Combat SGLI Allowance.

The following references provide additional information about Combat SGLI
Allowance and/or related entitlements, such as Combat Tax Exclusion.

(a) National Defense Authorization Act for Fiscal Year 2008 (Public Law
110-181)

(b) Coast Guard Pay Manual, COMDTINST M7220.29(series),
Sec. 8-G-2

(c) Personnel and Pay Procedures Manual, PPCINST M1000.2(series),
Sec. 8-B

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

Per references (a) and (b), members entitled to Income Tax Exclusion for
Duty serving in Operations Enduring Freedom or Iraqi Freedom Theaters or
serving outside the U.S. on orders in support of Operations Enduring
Freedom or Iraqi Freedom and shall receive an allowance equal to the amount
of the cost for the maximum SGLI coverage plus the cost of Traumatic SGLI
coverage. Family SGLI coverage costs are not included.

Combat SGLI Allowance transactions require review and approval by a
PAO/CGHRSUP role user. The approver cannot be the same user that
originated the transaction.

Continued on next page
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Guiding Principles, continued

Connection A member must be entitled to Income Tax Exclusion for Duty in Operations
with Combat Enduring Freedom or Iraqi Freedom Theaters or be serving outside the U.S.
Tax Exclusion o orders in support of Operations Enduring Freedom or Iraqi Freedom in
order to be eligible for Combat SGLI Allowance. Policies and procedures for
entitlement to Combat Tax Exclusion can be found in references (b) and (c).
Combat SGLI Allowance can be recorded as a one-time entitlement
(allowance for a single month only) or as a continuous entitlement (allowance
will continue until submission of a stop transaction). Entriesfor entitlement
to Combat SGL| and Combat Tax Exclusion must match. For example:
e [f a member is entitled to Combat Tax Exclusion for one month only, then
the entry for Combat SGLI must also be for one month only.
e [f a member is entitled to Combat Tax Exclusion continuously, then the
entry for Combat SGLI must also be for a continuous entitlement and a stop
transaction must be entered when the stop Combat Tax Exclusion is entered.

Note: If the member is entitled to Combat SGLI Allowance due to serving
outside the U.S. on orders in support of Operations Enduring Freedom or
Iraqi Freedom, but not entitled to Combat Tax Exclusion, the Combat SGLI
Allowance entitlement must be entered by a SPO Supervisor (CGHRSUP
Role User) using the “Manual Row Switch” checkbox to override edits and
allow the transaction to save.

Connection Members with SGLI coverage elections of $0 (declined), or any other amount
with SGLI and  less than the current $400,000 maximum, who become entitled to Combat
Family SGLI SGLI Allowance, will temporarily have their SGLI coverage increased to
Elections $400,000 for the duration of the entitlement to Combat SGLI Allowance.

The member’s previous SGLI coverage resumes the first day of the month
following the month the member’s entitlement to Combat SGLI Allowance
ends, unless the member submits a new SGLI or SGLI Family election during
the time they are entitled to Combat SGLI allowance. If a member submits a
new SGLI election or SGLI Family election, while entitled to Combat SGLI
Allowance, the new elections will override any elections the member had in
place prior to receipt of Combat SGLI allowance.

Continued on next page
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Guiding Principles, continued

Connection
with SGLI and
Family SGLI
Elections
(cont.)

Supporting
documentation

JUMPS will open a new Segment 32 to increase the member’s SGLI coverage
to $400,000 when a start Combat SGLI Allowance transaction processes.

The temporary increase is effective the first day of the month in which the
member is entitled to Combat SGLI and ends the last day of the month the
entitlement to Combat SGLI stops. The letter “S” will appear in the “Combat
Code” field of any Segment 32 opened by JUMPS to record a temporary
SGLI coverage increase.

Temporary SGLI coverage changes, made in JUMPS, due to receipt of
Combat SGLI allowance will not appear in the member’s SGLI elections in
DA (Compensate Employees > Administer Base Benefits > Lifeand AD/D
Benefits).

When starting Combat SGLI Allowance SPOs shall also:

e Review member’s current SGLI Election and Certificate (form SGLV-
8286) for accuracy and completeness. If no SGLV-8286 form is on file,
provide the member with a blank form with instructions to complete and
return to the SPO as soon as possible.

e Inform married members, who have previously declined SGLI coverage, or
have coverage at the $50,000 level, that Family SGLI coverage is available
while they are receiving Combat SGLI Allowance. The member must
submit a SGLI Family Coverage Election (form SGLV-8286A) and
SGLV-8286 form, with a coverage level of at least $100,000, if they desire
coverage under the SGLI Family program. Premiums for SGLI and SGLI
Family coverage will be deducted from the member’s pay and will continue
after entitlement to Combat SGLI Allowance ends.

e Compare SGLV-8286 (and SGLV-8286A, if applicable) with LES to
confirm correct deductions are (or were) in effect.

A memo, message or e-mail from the commander of the deployable unit
stating the date the unit, or the member in the case of an individual, entered
and/or departed the combat zone or location outside the U.S. on orders in
support of Operations Enduring Freedom or Iraqi Freedom is the supporting
documentation for payment of this allowance.

Continued on next page
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Guiding Principles, continued

Timing If starting this entitlement in conjunction with a PCS reporting event, please
make sure the PCS Departing Endorsement (L68C-111) has processed
through a compute cycle - mid or end month, prior to submitting Tax
Exclusion, Hostile Fire or Combat SGLI starts. If the PCS Departing
Endorsement processes after an entitlement start the auto-stop process will
close the pay entitlement segments.

This page left blank intentionally.
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Starting Combat SGLI Allowance

Introduction This section provides the procedure for starting Combat SGLI Allowance.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new Combat SGLI Allowance entitlement.

Step Action

1 | Review the member’s Entitlement Summary page to see if the member has a previous
or current entry for Combat SGLI Allowance entitlement.

If a Combat SGLI Allowance Entry | Then...

IS...
Present Click the button
Not present Click any  to insert a new entitlement.

Enter code “CSA” in the entitlement block
in the new row.

Then, click the button

2 | If this is the first Combat SGLI Allowance entry for this member, go to step 3.

If this is not the first Combat SGLI Allowance entry for this member, click the
button to begin a new transaction.

=)

Continued on next page
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Starting Combat SGLI Allowance, Continued

Procedur e (continued)

Step Action

3 | Enter the Start Date. The current date is automatically displayed. Use the calendar

button B to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYYY format.

Notes: (1) The system will automatically change the Start Date to the 1* of the month
upon successfully saving this transaction.

(2) The Start date must be for the same month as the entry for Combat Tax Exclusion
(CT1).

4 Stop Date. Leave blank.

A Stop Date is not required if you are entering Combat SGLI One Month Only (see
next step for selecting the Earnings Type). The system will automatically enter the last
day of the month in this field when you successfully save the transaction.

See the instructions in the following section for stopping Combat SGLI Continuous.
Never future date or “estimate” the stop date.

5 | Enter the Earnings Type code or use the Al to search and select from a listing of
available earning types.

e [f a member is entitled to Combat Tax Exclusion for one month only, then the entry
for Combat SGLI must also be for one month only. Use code CSIMTH.

e [f a member is entitled to Combat Tax Exclusion continuously, then the entry for
Combat SGLI must also be for a continuous entitlement, use code CSCONT. A stop
transaction must be entered when the stop Combat Tax Exclusion is entered.

Note: Transactions to start Combat Tax Exclusion must be entered in the system
before entering transactions to start Combat SGLI Allowance.

Continued on next page
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Starting Combat SGLI Allowance, Continued

Procedur e (continued)

Step Action

6 | Description is pre-filled. Ensure the proper entitlement is shown, repeat step 5 to
select the correct type if necessary.

7 | Approval Statusis pre-filled. The transaction will remain in a pending (P) status until
it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval status is set to “A”.

8 | Manual Row Switch (SPO Supervisors/CGHRSUP role users only) Select this
checkbox only when necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Note: If the member is entitled to Combat SGLI Allowance due to serving outside the
U.S. on orders in support of Operations Enduring Freedom or Iraqi Freedom, but not
entitled to Combat Tax Exclusion, the Combat SGLI Allowance entitlement must be
entered by an SPO Supervisor (CGHRSUP Role User) using the “Manual Row Switch”
checkbox to override edits and allow the transaction to save.

9 | Click the button and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.

Click the button to return to the Entitlement Detail view.

10 | Click the button. The transaction will be routed, via the worklist, to the
approving official.

11 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.

Combat Servicemembers’ Group Life Insurance Allowance CH-1 11-11-C-9
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Stopping Combat SGLI Allowance

Introduction This section provides the procedure for stopping Continuous Combat SGLI
Allowance (Earnings Type “CSCONT”).

Beforeyou Continuous Combat SGLI Allowance must be stopped before stopping
begin Combat Tax Exclusion.

Continuous Combat SGLI Allowance automatically stops the last day of the
month of PCS departure. Do not enter a stop Continuous Combat SGLI
Allowance if the member is departing PCS during a month in which they are
entitled to Combat SGLI Allowance.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a stop Combat SGLI Allowance transaction.

Step Action

1 Find the row to stop. The stop date will be blank as shown below:

q

2 Enter the Stop Date for the entitlement by using the calendar button B {0 select the
desired date. You can also click & drag over the date field then Type the stop date in
MM/DD/YYYY format.

3 Click the "2 putton (located at the bottom left of the screen) to approve and
transmit the entry.

Combat Servicemembers’ Group Life Insurance Allowance CH-1 11-11-C-11
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Correcting Combat SGLI Allowance

Introduction This section provides the procedure for correcting Combat SGLI Allowance.

Discussion Only the stop date may be corrected. To change the effective start date or an
incorrect earnings type, you must delete the entire row (see the next section
for the procedure to delete Combat SGLI Allowance) and then start a new
Combat SGLI Allowance entitlement.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to correct an incorrect Stop date.

Step Action

1 Find the Combat SGLI Allowance row to correct.

Click & drag over the Stop Date field to change its value. Dates must be typed in
MM/DD/YYYY format. You may also use calendar buttons Bl 4o modify dates and

the magnifying glass Q to change the earning type.

2| Click the "Bs2vel

button located at the bottom left of the screen.

Combat Servicemembers’ Group Life Insurance Allowance CH-1 11-11-C-13
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Deleting Combat SGLI Allowance

Introduction This section provides the procedure for deleting Combat SGLI Allowance.

Discussion The total Combat SGLI Allowance entitlement will be recouped when using

this feature.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a deletion of a Combat SGLI Allowance transaction.

Step Action
1 Find the Combat SGLI Allowance row to delete.
Click on the =1 button located in the row to be deleted.
2 Click the #2229 bytton located at the bottom left of the screen.

Combat Servicemembers’ Group Life Insurance Allowance CH-1 11-11-C-15
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Starting Combat SGLI Allowance (Multiple Entry)

Introduction This section provides the procedure for starting Combat SGLI Allowance
(Multiple Entry). Refer to E-Mail ALSPO B/11 for access to this component.

Beforeyou You will not be able to save this transaction unless all members you select to
begin receive Combat SGLI Allowance also have a Combat Tax Exclusion entry for
the same month.

Procedure Follow these steps to enter a new Combat SGLI Allowance (Multiple Entry)
entitlement.

Step Action

1 Select Menu items in the following order: Enterprise Menu > Compensate Employees
> Maintain Entitlements > Use > Manage Multiple Entitlements

The Multiple Entitlement Panel appears as shown below.
J." Multiple Entitlernents ".I_

Earnings Code: || =Y Start Date: I By Stop Date: I B4
Earnings I =Y

Twpe:

Department: [FUSCG Q) | k=] ¥ Enlisted ¥ Active
I Officer ¥ Reserve

I Include Parent and Sub Departmemts

Refresh List I Selact All | Unselect All |

2 | Type “CSA” in the Earnings Code field shown below or use the magnifying glass Q)
to search and select the Combat SGLI Allowance Earnings Code.

Continued on next page
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Starting Combat SGLI Allowance (Multiple Entry), Continued

Procedur e (continued)

Step Action

3 Enter the Earnings Type Code.

e [f the members are entitled to Combat Tax Exclusion for one month only, then the
entry for Combat SGLI must also be for one month only. Use code CSIMTH.
e [f the members are entitled to Combat Tax Exclusion continuously, then the entry

for Combat SGLI Allowance must also be for a continuous entitlement, use code
CSCONT.

Note: Transactions to start Combat Tax Exclusion must be entered in the system
before entering transactions to start Combat SGLI Allowance.

4 Enter the Start Date. The current date is automatically displayed. Use the calendar

button B to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYY'Y format. The Start Date
must be the same asthe start date for Combat Tax Exclusion, usually the first
day of the month in which the entitlement begins.

5 Stop Date. Leave blank.

A Stop Date is not required if you are entering Combat SGLI One Month Only. The
system will automatically enter the last day of the month in this field when you
successfully save the transaction.

See the instructions in the following section for stopping Combat SGLI Continuous.
Never “estimate” the stop date.

Continued on next page
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Starting Combat SGLI Allowance (Multiple Entry), Continued

Procedur e (continued)
| Step | Action
Step Action
6 | Complete the “Selection Criteria” fields as outlined below.
Department: [AUSCG Q) | q W Enisted M Active
¥ officer ¥ Reserve

¥ Include Parent and Sub Departments

Field Description/Instructions
Department | There are 2 lookup boxes located next to Department...
Leave the first box set to AUSCG (Active USCG Units) as shown
below.

Department: [AUSCG Q) | " Q)

Type the Department Code in the 2™ block shown above or use the

QJ to search and select from a listing of available codes.

Enlisted A checkmark M indicates enlisted personnel will be included in the
selection. Click on the box to remove enlisted personnel, if desired.
A blank box ™ indicates enlisted personnel were removed from the
selection criteria.

Active A checkmark M indicates active duty personnel will be included in
the selection. Click on the box to remove active duty personnel if
desired.

Officer A checkmark M indicates officers will be included in the selection.

Click on the box to remove officers, if desired. A blank box r
indicates officers were removed from the selection criteria.

Reserve A checkmark M indicates reserve personnel will be included in the
selection. Click on the box to remove reserve personnel if desired. A
blank box [ indicates reserve personnel were removed from the
selection criteria. Reserve personnel are not entitled to Combat SGLI
Allowance unless they are on active duty.

Include A checkmark M indicates sub departments will be included in the
Parent and selection. Click on the box to remove sub departments if desired. A
Sub blank box [ indicates sub departments were removed from the

Departments | selection criteria.

Continued on next page
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Starting Combat SGLI Allowance (Multiple Entry), Continued

Step | Action

! Click the Ml button. A listing of personnel meeting the criteria in the
previous step appears in the table below.

Find  |= [ 1064 [ 5|
Empl
Short Emplovee Salary N
FSEIEmEd Name Description | Classification |Grade Departrment | “EmpliD ﬁg:’
| 1‘ r |Coastie, Joe ‘PERSE ‘Regular ‘wz ‘ununnu “|1111111 Qo “E

Note: Clicking on this button in later steps will undo all changes.

8 | Select Entriesto be Processed:

Mark the Checkbox in the Selected column for each person you want to create a
transaction on, or you can also click the L sekstl | putton. Each row in the table will
run through a series of internal edits and all that pass will receive a check mark as
shown below:

Empl
Short Employee Salary .
Selected Name Description |Classification | Grade Department | *EmpliD Eﬁrﬂ
T | Coastie, Joe PERSZ  |Regular w2 (ogoooo | @|[o =1

A check mark in the Selected Column indicates that the entitlement will be generated
and placed in the members’ entitlements upon saving.

9 Removal of Entries From Being Processed:
Review the list and click the ™ box to remove appropriate entries.

e A blank box ™ indicates that an entry will not be generated upon saving.

e The =1 button can be used to remove an entire row and gain the same effect.
e The Ml button can be used to remove all entries if desired.

10 | Add Entriesto Be Processed:
Click the - button in any row to add a blank row.
Type the member’s employee identification number in the EmplID block shown

below or use the magnifying glass QJ to search and select individuals from a list.
Eind |= III 12 of 2 II' =|

Short Employee Salary

Selected |Name Description |Classification |Grade

Department

=1

=1

Click on the empty box located in the Selected column so an entry will be generated
upon saving.

Note: Carefully review your work one last time to ensure there are no mistakes before
saving.

Coastie, Joe FERS2 Regular W2 aooooo

q

11 | Click the "@=*= pytton.
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Stopping Combat SGLI Allowance Multiple Entry

Introduction This section provides the procedure for stopping Combat SGLI Allowance

(Multiple Entry). Transactions to stop Combat SGLI Allowance must be
entered in the system before entering transactions to stop Combat Tax
Exclusion. Refer to E-Mail ALSPO B/11 for access to this component.

Reminder, PCS Combat SGLI Allowance stops automatically on the day prior to PCS
auto-stop departure. Do not enter a Stop Combat SGLI Allowance transaction when a

member departs PCS. The system will not reflect the Combat SGLI
Allowance (Multiple Entry) stop until the departing endorsement on orders
transaction is approved and saved.

Procedure Follow these steps to enter a stop Combat SGLI Allowance (Multiple Entry)
transaction.
Step Action
1 Select Menu items in the following order: Enterprise Menu > Compensate Employees

> Maintain Entitlements > Use > Manage M ultiple Entitlements

The Multiple Entitlement Panel appears as shown below.
J.( Multiple Entitlements ".I_

Earnings Code: || =Y Start Date: I B Stop Date: I ]
Earnings I =Y

Type:

Department: [2USCG Q] | al I Enlisted 7 Active
¥ officer ¥ Reserve

M Include Parent and Sub Departments

Refresh List I Select All | Unselect All |

Type “CSA” in the Earnings Code field shown below or use the magnifying glass 4
to search and select the Combat SGLI Allowance Earnings Code.

Continued on next page
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Stopping Combat SGLI Allowance Multiple Entry, Continued

Procedure (continued)

Step

Action

Enter the Earnings Type Code CSCONT.

Start Date. Leave blank.

Stop Date. Enter the date to stop the entitlement.

oo~ |w

Complete the “Selection Criteria” fields as outlined below.

Field

Description/Instructions

Department

There are 2 lookup boxes located next to Department...
Leave the first box set to AUSCG (Active USCG Units) as
shown below.

Department: [AUSCG Q) | Ql
Type the Department Code in the 2™ block shown above or use

the A to search and select from a listing of available codes.

Enlisted

A checkmark M indicates enlisted personnel will be included in
the selection. Click on the box to remove enlisted personnel, if
desired. A blank box "' indicates enlisted personnel were
removed from the selection criteria.

Active

A checkmark W indicates active duty personnel will be
included in the selection. Click on the box to remove active
duty personnel if desired.

Officer

A checkmark W indicates officers will be included in the
selection. Click on the box to remove officers, if desired. A
blank box [ indicates officers were removed from the selection
criteria.

Reserve

A checkmark M indicates reserve personnel will be included in
the selection. Click on the box to remove reserve personnel if
desired. A blank box ™' indicates reserve personnel were
removed from the selection criteria. Reserve personnel are not
entitled to Combat SGLI Allowance unless they are on active
duty.

Include
Parent and
Sub

Departments

A checkmark M indicates sub departments will be included in
the selection. Click on the box to remove sub departments if
desired. A blank box ™ indicates sub departments were
removed from the selection criteria.

Continued on next page
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Stopping Combat SGLI Allowance Multiple Entry, Continued

Step | Action

7 Click the =T button. A listing of personnel meeting the criteria in the
previous step appears in the table below.

Eind = [ 1051 [ =
Empl
Short Employee  |Salary
’759“3519“ Name Description |Classification |Grade |PePartment “EmpliD Nhrd
| 1| | Coastie, Joe |F'ER82 Regular |w2 |nunuuu || i J“ ‘-‘E

Note: Clicking on this button in later steps will undo all changes.

8 | Select Entriesto be Processed:

Mark the Checkbox in the Selected column for each person you want to create a
transaction on, or you can also click the __seieetdl | bytton. Each row in the table will
run through a series of internal edits and all that pass will receive a check mark as
shown below.

Empl
Department | *EmpliD Rcd
Hbr

Coastie, Joe PERS2 Regular \Afh:]ununnn |h111111 Q ID =
A check mark in the Selected Column indicates that the entitlement transaction will be
generated for the member(s) upon saving.

Short Employee Salary

Selected \Name Description |Classification |Grade

9 Removal of Entries From Being Processed:
Review the list and click the ™ box to remove appropriate entries. A blank box r

indicates that an entry will not be generated upon saving. The (=T putton can be used
to remove an entire row and gain the same effect.

The Ml button can be used to remove all entries if desired.

10 | Add Entriesto Be Processed:
Click the - button in any row to add a blank row.
Type the member’s employee identification number in the EmplID block shown

below or use the magnifying glass QJ to search and select individuals from a list.
Find |= [ 1202 [ |

Empl
Short Employee Salary .
Selected Name Description | Classification |Grade Department | *Empll ﬁgrd
1| iF | Coastie, Joe PERSZ  |Reqular w2 (oooooo |[fr |0 =]
1 O aJifo =]

Click on the empty box located in the Selected column so an entry will be generated
upon saving.

Note: Carefully review your work one last time to ensure there are no mistakes before
saving.

11 | Click the "2 pytton.
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Coast Guard Servicing Personnel Office Manual

Overview

| ntroduction

Topics

Part Il, Pay Entitlements
Chapter 11, Special and Incentive Pay

Section D, Combat Tax Exclusion

This section provides the procedures for Combat Tax Exclusion. This
entitlement excludes members of the armed forces from paying Federal
Income taxes and State Income taxes (if applicable) for duty served during
any part of a month for Active Service in a Combat Zone or Qualified

Hazardous Duty Area.

The following topics are covered in this section

Topic See Page
Guiding Principles 11-11-D-3
Starting Combat Tax Exclusion (Single Entry) 11-11-D-5
Stopping Combat Tax Exclusion (Single Entry) 11-11-D-9
Correcting Combat Tax Exclusion 11-11-D-11
Deleting Combat Tax Exclusion 11-11-D-13
Starting Combat Tax Exclusion (Multiple Entry) 11-11-D-15
Stopping Combat Tax Exclusion (Multiple Entry) 11-11-D-21
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Guiding Principles

I ntroduction

Reference

Before you
begin

Under standing
Earnings Types

This section provides the guiding principles for Combat Tax Exclusion.

The following references provide additional information about Combat Tax
Exclusion.

(@) U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series),
Section 8-G

(b) DoD Financial Management Regulation, Volume 7a: Military Pay
Policy and Procedures - Active Duty And Reserve Pay, Chap 44, Par
440103.A - Combat Zone Defined and Figure 44-2 Combat Zone Tax
Relief Areas for list of authorized areas

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

There are two Earnings Type codes which can be used with this transaction. If
the member is entitled to Combat Tax Exclusion for more than one month,
use the “CTECON” Earnings Type code. If the member is entitled to Combat
Tax Exclusion for one calendar month, use the “CTXMO” Earnings Type
Code.

Note: The “CTECON” Earnings Type code can be used with a stop date. If
entering the transaction retroactively and the entitlement (start and stop dates)
spans more than one calendar month, you should use the “CTECON” code
and enter both the start and stop dates.
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Guiding Principles, continued

Internal Combat SGLI Allowance transactions require review and approval by a
controls PAO/CGHRSUP role user. The approver cannot be the same user that
originated the transaction.

Supporting A memo, message or e-mail from the commander of the deployable unit

documentation  stating the date the unit, or the member in the case of an individual, entered
and/or departed the combat zone is the supporting documentation for payment
of this allowance.
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Starting Combat Tax Exclusion (Single Entry)

Introduction This section provides the procedure for starting Combat Tax Exclusion.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new Combat Tax Exclusion entitlement.

Step Action

1 Review the member’s Entitlement Summary page to see if the member has a
previous or current entry for Combat Tax Exclusion.

If aCombat Tax Exclusion Then...
Entry is...
Present Click the button
Not present Click any to insert a new entitlement.
Enter code “CT1” in the entitlement block in
the new row
Then, click the button

2 If this is the first Combat Tax Exclusion entry for this member (in DA) go to step 3.

If this is not the first Combat SGLI Allowance entry for this member (in DA) click
the button to begin a new transaction.
) O

Continued on next page

Combat Tax Exclusion CH-1 11-11-D-5



Pay Entitlements

Starting Combat Tax Exclusion (Single Entry), Continued

Procedur e (continued)

Step

Action

Enter the Start Date. The current date is automatically displayed. Use the calendar

button 2 to select the desired date. You can also click & drag_over the date field
to select the date then type the start date in MM/DD/YYYY format.

Note: Upon selecting the Earnings Type code, (See instructions for the Earnings
Type Code on the following page.) the system will change the date to the first day
of the month entered.

Stop Date. Leave blank.

A Stop Date is not required if you are entering Combat Tax for One Month Only
(see next step for selecting the Earnings Type). The system will automatically enter
the last day of the month in this field when you successfully save the transaction.

See the instructions in the following section for stopping Combat SGLI
Continuous. Never future date or “estimate” the stop date. However, if you are
entering this transaction retroactively using the Continuous Earnings Type
(CTECON) for an entitlement that spans more than one month AND you know the
actual date the entitlement ended, you may enter the stop date at this time.

Note: Upon saving, the system will set the stop date to the last day of the month of
the start date if the “CTX1MO” Earnings Type is selected in the next step.

Enter the Earnings Type code or use the R/ to search and select from a listing of
available earning types.

e If a member is entitled to Combat Tax Exclusion for one month only, then the
entry for Combat SGLI must also be for one month only. Use code CTX1MO.

e If a member is entitled to Combat Tax Exclusion continuously, then the entry for
Combat SGLI must also be for a continuous entitlement, use code CTECON.

Note: Transactions to start Combat Tax Exclusion must be entered in the system
before entering transactions to start Combat SGLI Allowance.

Continued on next page
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Starting Combat Tax Exclusion (Single Entry), continued

Procedur e (continued)

Step Action
6 Click the button and enter the two-letter country code for the Combat Tax
Exclusion zone.

You can use the lookup button -- QJ to search for codes as shown below:

(Note see DOD PAYMAN, Chap 44, Par 440103.A - Combat Zone Defined and
Figure 44-2 Combat Zone Tax Relief Areas for list of authorized areas).

7 Approval Statusis pre-filled. The transaction will remain in a pending (P) status
until it is opened and saved by a CGHRSUP role user. The approver cannot be the
same person who entered the transaction. A transaction is not completed and
transmitted to JUMPS for processing until the approval status is set to “A”.

Continued on next page
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Starting Combat Tax Exclusion (Single Entry), Continued

Procedur e (continued)

Step Action

8 Manual Row Switch. (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution! Overriding pay edits may result in errors and possible overpayment of
entitlement.

9 Click the button and enter the Approving Official’s Employee ID number
in the Approver EmplID field of the Supporting Data section.

Click the button to return to the Entitlement Detail view.

10 Click the button. The transaction will be routed, via the worklist, to the
approving official.

Several reminders/warnings will appear upon saving, you must also enter Combat
SGLI Allowance and, if applicable, Imminent Danger-Hostile Fire Pay.

11 The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part 11, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Stopping Combat Tax Exclusion (Single Entry)

Introduction  This section provides the procedure for stopping Combat Tax Exclusion.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a stop Combat Tax Exclusion transaction.

Step Action
1 | Find the row to stop. The stop date will be blank as shown below:

2 | Enter the Stop Date for the entitlement by using the calendar button

B o select the desired date. You can also click & drag over the
date field then Type the stop date in MM/DD/YYYY format. The
stop date can be future dated. However, you should never enter an
estimated stop date as correction transactions will be required if the
actual stop date is different.

3 | Click the === hytton (located at the bottom left of the screen) to
approve and transmit the entry.

Combat Tax Exclusion CH-1 11-11-D-9



Pay Entitlements

This page left blank intentionally.

11-11-D-10 CH-1 Combat Tax Exclusion



Pay Entitlements

Correcting Combat Tax Exclusion

Introduction  This section provides the procedure for correcting Combat Tax Exclusion.

Discussion The stop date may only be corrected on the Detail (Country Code) and on
CTECON Earnings Type code transactions. To change the effective start date
or an incorrect earnings type, you must delete the entire row (see the next
section for the procedure to delete Combat Tax Exclusion) and then start a
new Combat Tax Exclusion entitlement.

Procedure Follow these steps to correct an incorrect Stop date.

Step Action

1 In the |Eiconect History] mode, find the Combat Tax Exclusion row to correct.

Click & drag over the Stop Date field to change its value. Dates must be typed in
MM/DD/YYYY format. You may also use calendar buttons B to modify dates and

the magnifying glass Q1o change the earning type.

Or

Click the button and enter the two-letter country code for the Combat Tax
Exclusion zone.

(Note see DOD PAYMAN, Chap 44, Par 440103.A - Combat Zone Defined and
Figure 44-2 Combat Zone Tax Relief Areas for list of authorized areas).

2 Click the "2222) hytton located at the bottom left of the screen.
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Deleting Combat Tax Exclusion

Introduction  This section provides the procedure for deleting Combat Tax Exclusion.

Discussion The total Combat Tax Exclusion entitlement will be recouped when using this
feature.
Procedure Follow these steps to enter a deletion of a Combat Tax Exclusion transaction.
Step Action
1 In the |Bicanest History) modle, find the Combat Tax Exclusion row to delete.

Click on the (=1 button located in the row to be deleted.

2 Click the "®22% pytton located at the bottom left of the screen.
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Starting Combat Tax Exclusion (Multiple Entry)

Introduction This section provides the procedure for starting Combat Tax Exclusion
(Multiple Entry). Refer to E-Mail ALSPO B/11 for access to this component.

Auto-stop Combat Tax Exclusion (Multiple Entry) stops automatically on the day prior

upon PCS to PCS departure. Do not enter a Combat Tax Exclusion (Multiple Entry)

departure transaction when a member departs PCS. The system will not reflect the
Combat Tax Exclusion (Multiple Entry) stop until it is resynchronized with
PMIS/JUMPS.

Procedure Follow these steps to enter a new Combat Tax Exclusion (Multiple Entry)
entitlement.

Step Action

1 Select Menu items in the following order: Home > Compensate Employees >
Maintain Entitlements > Use > Manage Multiple Entitlements

The Multiple Entitlement Panel appears as shown below.

¢ Multiple Entitterments

Earnings Code: ||_ Ql Start Date: I Ei stopDate: I [Ei]
Earnings I Ql

Type:

Department: [sUSCG Q) | Q) V' Enlisted P Active
' officer ¥ Reserve

¥ Include Parent and Sub Departments

Refresh List | SelectAll | Unselectall |

2 Type “CT1” in the Earnings Code field shown below or use the magnifying glass ]
to search and select the Combat Tax Exclusion Earnings Code.

mmmm)=arnings Code: Iﬁ Q)  start Date: I EJ Stop Date: I (2]
*Earnings I =Y

Type:

Note: Be sure to select the proper earnings type. The Stop Date will default to the
current date if left blank and “CT1IMTH?” is selected.

Continued on next page
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Starting Combat Tax Exclusion (Multiple Entry), Continued

Procedure (continued)

Step | Action

3 Enter the Start Date. The current date is automatically displayed. Use the calendar

button B to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYYY format. Use thefirst day of
the month in which the entitlement begins.

4 If this Combat Tax Exclusion is for one-month only, leave the Stop Date blank. The

system will automatically enter the last day of the month (using the month of the start
date entered in the previous step) upon selecting the “CTX1MO” Earnings Code (see
step 5).

If this Combat Tax Exclusion is for more than one month, the Stop Date may be left
blank to pay continuous Combat Tax Exclusion. If this is a temporary entitlement,
you may enter the stop date if the actual date to stop the entitlement is known. (Please
refer to the instructions for Individual Combat Tax Exclusion entries for additional
details on Earnings Codes and dates).

S Enter the Earnings Type code or use the X! to search and select from a listing of
available earning types.

If the members are entitled to Combat Tax Exclusion for one month only, then use
code CTX1MO. (Note: Start date will be 1% day of the month and the stop date will
be the last day of the month.)

If the members are entitled to Combat Tax Exclusion continuously, then use code
CTECON. Start date will be first day of the month. The stop date may be left blank
or the last day of a subsequent month may be entered if entering this transaction
retroactively to the actual stop date.

Continued on next page
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Starting Combat Tax Exclusion (Multiple Entry), Continued

Procedur e (continued)

Step Action
6 Complete the “Selection Criteria” fields as outlined below.
Department: [AUSCG Q| | = | Enlisted W Active
¥ oOfficer ¥ Reserve

¥ Include Parent and Sub Departments

Field Description/Instructions
Department | There are 2 lookup boxes located next to Department...

Leavethefirst box set to AUSCG (Active Duty USCG) as
shown below.

Department: [AUSCG Q] | ' 4

Type the Department Code in the 2" block or use the Ql 1o
search and select from a listing of available codes.
Enlisted A checkmark ™ indicates enlisted personnel will be included
in the selection. Click on the box to remove enlisted
personnel, if desired. A blank box I indicates enlisted
personnel have been removed from the selection criteria.
Active Always leave this item checked.
Officer A checkmark ™ indicates officers will be included in the
selection. Click on the box to remove officers, if desired. A
blank box I indicates officers have been removed from the
selection criteria.
Reserve A checkmark M indicates reserve personnel will be included
in the selection. Click on the box to remove reserve personnel,
if desired. A blank box I indicates reserve personnel have
been removed from the selection criteria. Only Reservists on
Active Duty can be entitled to Combat Tax Exclusion.
Include A checkmark ™ indicates sub departments will be included in
Parent & the selection. Click on the box to remove sub departments, if
Sub desired. A blank box ™ indicates sub departments been
Departments | removed from the selection criteria.

Continued on next page
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Starting Combat Tax Exclusion (Multiple Entry), Continued

Procedur e (continued)

Step Action

7| Click the _F"="1st | hytton. A listing of personnel meeting the criteria in the
previous step appears in the table below.

Find |= [{ 1461 [ 3|
Empl
Short Employee Salary
’759'9'3‘9" Narne Description |Classification |Grade |DEPartment | “EmpliD Nhf

Coastle Joe PER82 Regular ‘DDDDDD || 11 J“ ‘-‘EI

Note. Cllcklng on this button in later steps will undo all changes.
8 | Select Entries to be Processed:

Click the __241_| putton. Each row will in the table will run through a series of
internal edits and all that pass will receive a check mark as shown below.

Empl
Short Employee Salary .
Selected |Name Description |Classification |Grade Department | “EmpliD :En?
) M | Coastie, Joe PERSZ  |Regular w2 |ooooon  (fim Qo =N

check mark in the Selected Column indicates that the entitlement will be generated
and placed in the member’s history file upon saving.
9 | Removal of Entries From Being Processed:

Review the list and click the M box to remove appropriate entries. A blank box r
indicates that an entry will not be generated upon saving. The =] button can be used
to remove an entire row and gain the same effect.

The _Umselestal | b o can be used to remove all entries if desired.

Continued on next page
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Starting Combat Tax Exclusion (Multiple Entry), Continued

Procedur e (continued)

Step

Action

10

Add Entries to Be Processed:
Click the = button in any row to add a blank row.

Type the member’s employee identification number in the EmplID block shown

below or use the magnifying glass QJ to search and select individuals from a list.
Find |= [ 4z 02 (M =|

Empl
Short Employee Salary .
Selected |Name Description |Classification |Grade Department "EmgiiD EE?
1| (M} | Coastie, Joe PERS2Z Regular Wz 000000 hit all[o [=]
) ] 5]

Click on the empty box located in the Selected column so an entry will be generated
upon saving.

Note: Carefully review your work one last time to ensure there are no mistakes
before saving.

11

Click the 2522 pytton.
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Stopping Combat Tax Exclusion (Multiple Entry)

Introduction  This section provides the procedure for stopping Combat Tax Exclusion
(Multiple Entry). Refer to E-Mail ALSPO B/11 for access to this component.

Reminder, Combat Tax Exclusion stops automatically on the last day of the month of

PCSauto-stop PCS departure. Do not enter a Stop Combat Tax Exclusion (Multiple Entry)
transaction when a member departs PCS. The system will not reflect the
Combat Tax Exclusion until the PCS Departing Endorsement on Orders
Transaction is approved and saved.

Procedure Follow these steps to enter a stop Combat Tax Exclusion (Multiple Entry)
transaction.

Step Action

1 Select Menu items in the following order: Home > Compensate Employees >
Maintain Entitlements > Use > M anage Multiple Entitlements

The Multiple Entitlement Panel appears as shown below.

‘./ multiple Entitlerments \'._

Earnings Code: || =Y Start Date: I E) Stop Date: I B
Earnings I =Y

Twvpe:

Department: [2UsCG Q) | (=] ¥ Enlisted ¥ Active
[V Officer [ Reserve

¥ Include Parent and Sub Departments

Refresh List | Select All I Unselect All I

2 Type “CTI” in the Earnings Code field shown below or use the magnifying glass
Q/ to search and select the Combat Tax Exclusion code.

Multiple Entitlerments ‘.I_

Earnings Code: ICT1 Q)  start Date: I EJ  stop Date: I B

Earnings ICTECOT\ ﬂ Commhbat Tax Exclusion Continuous Until Further Qrders
Type:

Continued on next page
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Stopping Combat Tax Exclusion (Multiple Entry), Continued

Procedur e (continued)

Step Action
3 Enter the Ear nings Type Code CTECON.
4 Start Date. Leave blank.
S Stop Date. Enter the date to stop the entitlement.
6

Complete the “Selection Criteria” fields as outlined below.

Field Description/I nstructions
Department There are 2 lookup boxes located next to Department...
Leave the first box set to AUSCG (Active USCG Units) as
shown below.

Department: [AUSCG Q] | I Q

Type the Department Code in the 2™ block shown above or

use the A to search and select from a listing of available
codes.

Enlisted A checkmark ™ indicates enlisted personnel will be
included in the selection. Click on the box to remove
enlisted personnel, if desired. A blank box I indicates
enlisted personnel were removed from the selection criteria.
Active A checkmark ¥ indicates active duty personnel will be
included in the selection. Click on the box to remove active
duty personnel if desired.

Officer A checkmark M indicates officers will be included in the
selection. Click on the box to remove officers, if desired. A
blank box [ indicates officers were removed from the
selection criteria.

Reserve A checkmark ™ indicates reserve personnel will be included
in the selection. Click on the box to remove reserve
personnel if desired.

A blank box [ indicates reserve personnel were removed
from the selection criteria.

Include A checkmark M indicates sub departments will be included
Parent and in the selection. Click on the box to remove sub departments
Sub if desired. A blank box ™ indicates sub departments were

Departments | removed from the selection criteria.

Continued on next page
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Stopping Combat Tax Exclusion (Multiple Entry), Continued

Procedur e (continued)

Step Action
7 Click the —="*="U' | 1y 1tton. A listing of personnel meeting the criteria in the
previous step appears in the table below.
Find |= [ 1069 [ =|
Short Employee Salary . Empl
Selected Name Description |Classification Grade Department *EmpliD Nh:’
‘ 1 | | Coastie, Joe ‘F‘ERSE ‘Regular ‘WE ‘DDDDDD | it J“_|-|E|
Note: Clicking on this button in later steps will undo all changes.
8 Select Entries to be Processed:

Mark the Checkbox in the Selected column for each person you want to create a
transaction on, or you can also click the __seleetl | hytton. Each row in the table
will run through a series of internal edits and all that pass will receive a check mark
as shown below.

Empl
Short Employee Salary .
Selected Name Description |Classification | Grade Department | *EmpliD ﬁz:’
Coastie, Joe PERS2 Regular Wi 0ooooo ||1111111 =Y |n =1

A check mark in the Selected Column indicates that the entitlement transaction will
be generated for the member(s) upon saving.

Continued on next page
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Stopping Combat Tax Exclusion (Multiple Entry), Continued

Procedure (continued)

Step Action

9 Removal of Entries From Being Processed:
Review the list and click the ¥ box to remove appropriate entries. A blank box ™

indicates that an entry will not be generated upon saving. The (=Tputton can be
used to remove an entire row and gain the same effect.

The U=t | btton can be used to remove all entries if desired.

10 Add Entries to Be Processed:
Click the I button in any row to add a blank row.
Type the member’s employee identification number in the EmplID block shown

below or use the magnifying glass QJ to search and select individuals from a list.
Find |= [ 1zarz [ =|

Empl
Short Employee Salary .
Selected Name Description | Classification Grlang Department | “Empll Egrd
1) (M | Coastie, Joe PERSZ  |Regular w2 |oooooo [ all[o =1
2l O Qo =]

Click on the empty box located in the Selected column so an entry will be generated
upon saving.

Note: Carefully review your work one last time to ensure there are no mistakes
before saving.

n Click the "=52v) pution.
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Coast Guard Servicing Personnel Office Manual
Part Il, Pay Entitlements
Chapter 11, Special and Incentive Pays
Section E, Diving Duty Pay

Overview

Introduction This guide provides the procedures for Diving Duty Pay. This entitlement is
paid to members who are entitled to basic pay and are:

(1) assigned by orders to diving duty;

(2) required to maintain proficiency as a diver by frequent and regular
dives; and

(3) actually performing diving duty.

Topics The following topics are covered in this guide
Topic See Page
Guiding Principles II-11-E-3
Starting Diving Duty Pay II-11-E-5
Stopping Diving Duty Pay 1I-11-E-9
Correcting Diving Duty Pay II-11-E-11
Deleting Diving Duty Pay II-11-E-13




Pay Entitlements

I-11-E-2 CH-1 Diving Duty Pay



Pay Entitlements

Guiding Principles

Introduction This section provides the guiding principles for Diving Duty Pay.

References The following references provide additional information about Diving Duty
Pay.

(a) Coast Guard Diving Policies & Procedures, Volume I,
COMDTINST M3150.1 (series)

(b) U.S. Coast Guard Pay Manual, COMDTINST M7220.29
(series), Section 4-G

Beforeyou If you are not familiar with the employee entitlement basic navigation
begin instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

Auto-stop upon  Diving Duty Pay stops automatically on the member’s Diving Qualification

Diving Lapse Date.

Qualification

L apse Date « A new start Diving Duty pay transaction isrequired for each period of
gualification.

e Per reference (a), 3.B.6.a., this is normally every six-months for members
on diving duty orders.

o No member shall be entitled to receive diving pay after diving qualification
has lapsed. Upon re-qualification, payments will not be made for the period
of lapsed qualification.

Auto-stop upon  Diving Duty Pay stops automatically on the day of PCS departure. Do not

PCSdeparture enter a Stop Diving Duty Pay transaction when a member departs PCS. The
system will not reflect the Diving Duty Pay stop until the Departing
Endorsement on Orders transaction is approved and saved.

Note: If a member is reassigned PCS and takes leave enroute, diving duty
pay will continue to accrue up to 30 days if the member has otherwise met the
requirements for diving duty pay.

Diving Duty Pay CH-1 I-11-E-3
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Supporting The qualification and designation letters described in chapter 2 of reference (a)
documentation  constitute the Diving Orders and serve as supporting documentation for diving
duty pay.

TDY orders serve as supporting documentation for diving duty pay for divers
assigned TDY to a diving unit for less than 30 days for the sole purpose of
performing diving duties are supporting documentation for diving duty pay on a
per diem basis for the period the dives were conducted.

TDY orders serve as supporting documentation for diving duty pay for students
under instruction in training courses longer than five weeks who are entitled to
dive pay upon successful completion of the pool phase of SCUBA training.

Internal Diving duty pay transactions require review and approval by a
controls PAO/CGHRSUP role user. The approver cannot be the same user that
originated the transaction.
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Starting Diving Duty Pay

Introduction This section provides the procedure for starting Diving Duty Pay.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new Diving Duty Pay entitlement.

Step

Action

If the member has previously had an entitlement to Diving Duty Pay you will need to
insert a new row, click the button shown below.

O

A new blank row appears...

=)

2 | Enter the Start Date. The current date is automatically displayed. Use the calendar
button B! to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYY'Y format.

3 | The Stop Date may be left blank to pay continuous Diving Duty Pay (through

member’s Diving Qualification Lapse Date (as entered on the Detail/Supporting Data
page, see step 8) or the date the member departs on PCS orders). If this is a temporary
entitlement, you may enter the stop date.

Continued on next page
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Starting Diving Duty Pay, Continued

Step Action

4 Enter the Earnings Type in the code if known or use the Q) to search and select from a

listing of available earning types.

Earnings Code Earnings Description
~Type
DDP ENL-D Enlisted 1st Class Diver
DDP ENL-E Enlisted 2nd Class Diver
DDP ENL-F Enlisted Scuba Diver
DDP ENL-G Enlisted Medical Deep-Sea Diving Tech
DDP ENL-H Enlisted Diving Duty @ School under Inst (See note below)
DDP ENL-I Enlisted Master Diver
DDP OFF-A Officer - Ship Salvage/Basic Diving Officer
DDP OFF-B Officer Scuba Diver
DDP OFF-C Officer Diving Duty @ School under Inst (See note below)

Note: The Enlisted and Officer Diving Duty at School Under Instruction codes (ENL-H
and OFF-C) are only used for students under instruction in training courses longer than
five weeks who are entitled to dive pay upon successful completion of the pool phase
of SCUBA training (SCUBA Diver (DV) (A-422-0023)/Course Code: 240900). For
these members, diving duty pay will commence upon reporting to a diving unit or
returning to a diving unit from initial training.

5 | Description is pre-filled. Ensure the proper entitlement is shown, repeat step 4 to select
the correct type if necessary.

6 | Approval Statusis pre-filled. The transaction will remain in a pending (P) status until it
is opened and saved by a CGHRSUP role user. The approver cannot be the same person
who entered the transaction. A transaction is not completed and transmitted to JUMPS
for processing until the approval status is set to “A”.

7 | Manual Row Switch (CGHRSUP role users only) Select this field only when necessary
to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Continued on next page
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Starting Diving Duty Pay, Continued

Procedure (continued)

Step Action

8 | Click the M button and enter the member’s Diving Qualification Lapse Date.

9 | Click the button and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.

Click the button to return to the Entitlement Detail view.

10 Click the button. The transaction will be routed, via the worklist, to the
approving official.

11 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and Data
Entry, of this manual for the review and approval procedure.
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Stopping Diving Duty Pay

Introduction This section provides the procedure for stopping Diving Duty Pay.

Reminder, PCS Do not enter a Stop Diving Duty Pay transaction when a member departs

auto-stop PCS. The system will not reflect the Diving Duty Pay stop until the Departing
Endorsement on Orders transaction is approved and saved.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a stop Diving Duty Pay transaction.

Step Action
1 In the |Bcarest History] mode, find the row to stop. The stop date will be blank as shown:

>

Enter the Stop Date for the entitlement by using the calendar button EJ 15 select the
desired date. You can also click & drag over the date field and type the stop date in
MM/DD/YYYY format. The stop date can be future dated.

Approval Statusis pre-filled. The status will automatically change from Pending (P)
to Approved (A) upon saving.

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Business rule edits will not be turned off when this is
selected.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Click the WESD) button (located at the bottom left of the screen) to approve and
transmit the entry.
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Correcting Diving Duty Pay

Introduction This section provides the procedure for correcting Diving Duty Pay.

Discussion Only the stop date may be corrected. To change the effective start date or an
incorrect earnings type, you must delete the entire row (see the next section
for the procedure to delete Diving Duty Pay) and then start a new Diving
Duty Pay entitlement.

Procedure Follow these steps to correct an incorrect Stop date.

Step Action
1 In the |E#Conest History) mode, find the Diving Duty Pay row to correct.

Click & drag over the Stop Date field to change its value. Dates must be typed in
MM/DD/YYYY format. You may also use calendar buttons Bl ¢ modify dates and
the magnifying glass Q to change the earning type.

Click the & save button located at the bottom left of the screen.
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Deleting Diving Duty Pay

Introduction This section provides the procedure for deleting Diving Duty Pay.

Discussion The total Diving Duty Pay entitlement will be recouped when using this
feature.
Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a deletion of a Diving Duty Pay transaction.

Step Action
1 In the |E#Conest History) mode, find the Diving Duty Pay row to delete.

Click on the EI button located in the row to be deleted.
Click the & sove button located at the bottom left of the screen.
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Coast Guard Servicing Personnel Office Manual
Part Il, Pay Entitlements
Chapter 11, Special and Incentive Pays

Section F, Family Separation Allowance

Overview

Introduction  This section provides the procedures for Family Separ ation
Allowance (FSA). This entitlement is paid to active duty members
with dependents that are separated from their family members due
to shipboard duty, temporary additional duty, or assignment to
restricted duty.

Topics The following topics are covered in this section.

Topic See Page
Guiding Principles II-11-F-3
Family Separation Housing (FSH) Allowance II-11-F-5
Starting FSA II-11-F-7
Stopping FSA II-11-F-9
Correcting FSA II-11-F-11
Deleting FSA I1-11-F-13
Starting FSA (Multiple Entry) II-11-F-15
Stopping FSA (Multiple Entry) II-11-F-19
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Guiding Principles

I ntroduction

References

Before you
begin

Auto-stop
upon PCS
departure

This section provides the guiding principles for Family Separation
Allowance (FSA).

The following references provide additional information about FSA.

(a) U.S. Coast Guard Pay Manual, COMDTINST
M7220.29(series), Section 3-H

(b) Personnel and Pay Procedures Manual, PPCINST
M1000.2(series), Chap 7-B

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

e Multiple entry capability is available for this entitlement. The instructions
on preparing multiple entries for entire units and/or sub departments are
included in this guide.

e FSA-R starts on the date the member departed from the permanent duty
station or first day of authorized travel time, whichever, is later. Before
preparing an entry to start FSA-R, however, you must wait until the
Permanent Change of Station reporting entry has processed in JUMPS;
otherwise, the reporting entry will terminate FSA entitlement.

¢ FSA stops automatically on the day prior to reporting to a new permanent
duty station (PDS), less any leave, proceed time or compensatory absence.
Do not enter a Stop FSA transaction when a member departs PCS. The
system will not reflect the FSA stop until the PCS Reporting Endorsement
on Orders transaction is approved and saved.

FSA (Single/Multiple Entry) stops automatically on the day prior to PCS
departure. Do not enter a Stop FSA transaction when a member departs PCS.

Continued on next page
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Guiding Principles, continued

No entitlement
for members
authorized with
dependent BAH
or BAH-DIFF
based solely on
the payment of
child support

Continuous
period of FSA
entitlement /
Interim FSA

Internal
controls

Supporting
documentation

As stated in section 3.H.1 of the Coast Guard Pay Manual, members who are
authorized a housing allowance based solely on the payment of child support
are not entitled to FSA.

As stated in section 3.H.3.b of the Coast Guard Pay Manual, Continuous FSA
is payable to a member who performs the same type of FSA duty within 30
days (e.g., a member who qualifies for FSA-S, who within 30 days deploys
for an other qualifying period of FSA-S, is entitled to continuous FSA). The
interim period starts the day after the initial deployment and ends the day
prior to redeployment.

JUMPS is programmed to recognize Interim Entitlement. Enter periods of
continuous FSA entitlement as separate transactions with the actual
deployment start and stop dates. If the start date of the second (or subsequent)
transaction is within 30 days of the stop date of the first (or previous)
transaction, JUMPS will automatically pay Interim FSA for the interim
period.

FSA transactions require review and approval by a PAO/CGHRSUP role
user. The approver cannot be the same user that originated the transaction.

CG-2035, Family Separation Allowance Worksheet, is the supporting
document for a FSA transaction. File the completed worksheet in section 3 of
the SPO PDR for 3 years.

II-11-F-4
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Family Separation Housing (FSH) Allowance

Introduction This section provides the procedure for payment of Family Separation
Housing (FSH) Allowance.

Discussion FSH transactions are not supported in Direct Access at this time. Only PPC
(MAS) can input these types of transactions. However, SPOs must input the
BAH transaction to start the member’s BAH entitlement and notify PPC
(MAS) to start the FSH entitlement.

Proceduresfor ~ For members who are entitled to Family Separation Housing (See PAYMAN,

Family Section 3-G-14, entitlement rules), use the following procedure:
Separ ation
Housing (FSH)

Step Action

1 The member must complete a CG-2005, PCS Reporting Worksheet, to start FSH.

2 The unit will endorse the CG-2005, PCS Reporting Worksheet, and forward to the
SPO.

3 Upon Receipt of the CG-2005, PCS Reporting Worksheet, the SPO will:

1. Submit a BAH transaction on the member to start BAH W/dependents using the
zip code of the member’s dependents.

2. Endorse and forward the CG-2005, PCS Reporting Worksheet, to PPC (MAS),
via fax to (785) 339-3760.

4 PPC (MAS) will start the member’s FSH entitlement in a monthly amount equal to
the BAH or OHA payable (for the PDS) to a member without dependents in the same
pay grade.
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Starting FSA

Introduction This section provides the procedure for starting Family Separation
Allowance.
Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new FSA entitlement.

Step

Action

-1 11202008 Bl oo | i noon Ql P [ Detail =]

3 i .
In the & incue History mode, click the button shown below.

*Earnings Code: F3A ﬂ Family Separation Allowance

view Al |2 [ 1081 [ 5

al Stop . . Approval . .
*Start Date Time/Seq Stop Date Time/Seq *Earnings Type Description Status gl:u“'"rtch Detail Earning Process Type
[panezoos [ 2512 [oomemoos [ 2513 FeaT Family Separation r Detail =

Allowance, Category T

A new blank row will appear...

*Earnings Code: FSA g Family Separation Allowance

N a 0] o i
Start Date Time/Seq Stop Date Time/Seq Earnings Type Description

- Family Separation .
2 |4 gz006 B 2512 |0510812005 El 2813 FsAT Alowsnee, Category T ™ [~ Detail =1

Enter the Start Date. The current date is automatically displayed. Use the calendar

button 2 to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYY'Y format.
Note: Read the Continuous period of FSA entitlement / Interim FSA block on page 3

The Stop Date may be left blank to pay continuous FSA. If this is a temporary
entitlement, you may enter the stop date.
Note: Read the Continuous period of FSA entitlement / Interim FSA block on page 3

Enter the Earnings Type code “FSA” or use the R/ to search and select from a listing
of available earning types.

Description is pre-filled. Ensure the proper entitlement is shown; repeat the previous
step to select the correct type if necessary.

Continued on next page
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Starting FSA, Continued

Procedur e (continued)

Step Action

6 | Approval Statusis pre-filled. The transaction will remain in a pending (P) status until
it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval status is set to “A”.

7 | Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

8 | Click the button and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.

Click the button to return to the Entitlement Detail view.

9 Click the button. The transaction will be routed, via the worklist, to the
approving official.

10 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Stopping FSA

Introduction  This section provides the procedure for stopping Family Separ ation

Allowance,

Reminder, FSA stops automatically on the day prior to reporting to a new permanent
PCSauto-stop duty station (PDS), less any leave, proceed time or compensatory absence. Do

not enter a Stop FSA transaction when a member departs PCS. The system
will not reflect the FSA stop until the PCS Reporting Endorsement on Orders
transaction is approved and saved.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a stop FSA transaction.

Step | Action
1 In the |Bitonect History] mode, find the row to stop. The stop date will be blank as shown:
*Earnings Code: lm% Family Separation Allowance lll
*Start Date ?i‘ranrt: Stop Date ?itr':"; *Earnings Type Description gfa':[l?al aﬂ;:;ual Detail Approve Earning Process Type
Switch
1 DFWQWIFSNT Q ;ﬁm:ri?%rgng A I MI Approve | | Conversion ==
2[raoirz00t ) [eg0 | [oorzzaonz B [6asa | [FawT @ (AN EPIRCT 4 W Deta| pprove | [Goversion =+ =]
2 Enter the Stop Date for the entitlement by using the calendar button Bl 15 select the
desired date. You can also click & drag over the date field and type the stop date in
MM/DD/YYYY format. The stop date can be future dated.
Note: Read the Continuous period of FSA entitlement / Interim FSA block on page 3
3 Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Business rule edits will not be turned off when this is
selected.
Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.
4

Click the & seve) button (located at the bottom left of the screen) to approve and
transmit the entry.
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Correcting FSA

Introduction  This section provides the procedure for correcting Family Separation
Allowance.

Discussion Only the stop date may be corrected. To change the effective start date or an
incorrect earnings type, you must delete the entire row (see the next section
for the procedure to delete FSA) and then start a new FSA entitlement.

Note: JUMPS is programmed to recognize Interim Entitlement. Enter periods
of continuous FSA entitlement as separate transactions with the actual
deployment start and stop dates. If the start date of the second (or subsequent)
transaction is within 30 days of the stop date of the first (or previous)
transaction, JUMPS will automatically pay Interim FSA for the interim
period.

Procedure Follow these steps to correct an incorrect Stop date.

Step Action
1 In the B cenest Histery) mode, find the FSA row to correct.

Click & drag over the Stop Date field to change its value. Dates must be typed in
MM/DD/YYYY format. You may also use calendar buttons Bl ¢ modify dates and
the magnifying glass 4 to change the earning type.

2 Click the & save button located at the bottom left of the screen.

Family Separation Allowance CH-1 -11-F-11
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Deleting FSA

I ntroduction

Discussion

Procedure

This section provides the procedure for deleting Family Separation
Allowance.

The total FSA entitlement will be recouped when using this feature.

Note: JUMPS is programmed to recognize Interim Entitlement. Enter periods
of continuous FSA entitlement as separate transactions with the actual
deployment start and stop dates. If the start date of the second (or subsequent)
transaction is within 30 days of the stop date of the first (or previous)
transaction, JUMPS will automatically pay Interim FSA for the interim
period.

Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a deletion of an FSA transaction.

Step

Action

1 In the B canest Histerr) mode, find the FSA row to delete.

Click on the =1 button located in the row to be deleted.

2| Click the Bs2vel

button located at the bottom left of the screen.
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Starting FSA (Multiple Entry)

Introduction This section provides the procedure for starting FSA (Multiple Entry). Refer
to E-Mail ALSPO B/11 for access to this component.

Procedure Follow these steps to enter a new FSA (Multiple Entry) entitlement.
Step Action
1 Select Menu items in the following order: Home > Compensate Employees >

Maintain Entitlements > Use > Manage M ultiple Entitlements

The Multiple Entitlement Panel appears as shown below.
f Multiple Entitlements \L

Earnings Code: ||_ Q|  start Date: I EJ  Stop Date: I B
Earnings I Ql

Type:

Department: [AUSCG Q] | =Y I Enlisted W Active
¥ officer ¥ Reserve

¥ Include Parent and Sub Departments

Refresh List | Select All | Unselect All |

2 Type “FSA” in the Earnings Code field shown below or use the magnifying glass
QJ to search and select the Family Separation Allowance Earnings Code.

-Earnings Code: IFSA Q)  start Date: || EJ Stop Date: I (e
*Earnings I Q

Twne:

Note: Be sure to select the proper earnings type.

3 Enter the Start Date. The current date is automatically displayed. Use the calendar
button B to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYY'Y format.

4 The Stop Date may be left blank to pay continuous FSA (Multiple Entry). If this is
a temporary entitlement, you may enter the stop date.

Continued on next page
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Starting FSA (Multiple Entry), continued

Procedur e (continued)
Step Action
5 Complete the “Selection Criteria” fields as outlined below.
Department: |AUSCG Q] | Q) ¥ Enlisted M Active

¥ officer ¥ Reserve

¥ Include Parent and Sub Departments

Field Description/I nstructions
Department | There are 2 lookup boxes located next to Department...

Leavethefirst box set to AUSCG (Active Duty USCG) as
shown below.

Department: [AUSCG Q] | ' Q)

Type the Department Code in the 2™ block or use the Ql 1o
search and select from a listing of available codes.
Enlisted A checkmark M indicates enlisted personnel will be included in
the selection. Click on the box to remove enlisted personnel, if
desired. A blank box [ indicates enlisted personnel have been
removed from the selection criteria.
Active Always leave this item checked.
Officer A checkmark M indicates officers will be included in the
selection. Click on the box to remove officers, if desired. A
blank box [ indicates officers have been removed from the
selection criteria.
Reserve A checkmark M indicates reserve personnel will be included in
the selection. Click on the box to remove reserve personnel, if
desired. A blank box I indicates reserve personnel have been
removed from the selection criteria. Only Reservists on Active
Duty can be entitled to Combat Tax Exclusion.

Include A checkmark M indicates sub departments will be included in

Parent & the selection. Click on the box to remove sub departments, if
Sub desired. A blank box [ indicates sub departments been

Departments | removed from the selection criteria.

Continued on next page
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Starting FSA (Multiple Entry), continued

Procedur e (continued)

Step Action

6 Click the """ | hutton. A listing of personnel meeting the criteria in the
previous step appears in the table below.

Find = (4] 10t 1 [M] 5
Empl
Short Employee Salary .
Selected |Name Description |Classification Grade Department | *EmpliD Eﬁ?

|1| r ‘Coastie,.loe |PER52 ‘Regular ‘WE |uuuuuu “|1111111 g“u ‘|E|

Note: Clicking on this button in later steps will undo all changes.
7 Select Entriesto be Processed:

Click the __%#=*_| button. Each row will in the table will run through a series of
internal edits and all that pass will receive a check mark as shown below.

Empl
Short Employee Salary .
Selected \Name Description |Classification Grade Department | "EmpllD Eﬁ?
q Coastie, Joe PERSZ  |Regular w2 (oooooo | @ |fo [=]1

A check mark in the Selected Column indicates that the entitlement will be
generated and placed in the member’s history file upon saving.

Continued on next page
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Starting FSA (Multiple Entry), continued

Procedur e (continued)

Step Action
8 Removal of Entries From Being Processed:

Review the list and click the ¥ box to remove appropriate entries. A blank box r
indicates that an entry will not be generated upon saving. The =! button can be used
to remove an entire row and gain the same effect.

he _UmeetAl | 1 iton can be used to remove all entries if desired.
9 Add Entriesto Be Processed:
Click the = button in any row to add a blank row.

Type the member’s employee identification number in the EmplID block shown

below or use the magnifying glass QJ to search and select individuals from a list.
Find |= [

[ ] Empl
Selected Name Shurt_ . Emplu_yee_ Salary Department | *EmpliD

Description |Classification |Grade Nhr

1| iM% | Coastie, Joe FERSZ  |Regular w2 |oooooo h111111 J|| [=]
| Qe |=|=]

O
Click on the empty box located in the Selected column so an entry will be generated
upon saving.

Note: Carefully review your work one last time to ensure there are no mistakes
before saving.

10 Click the 22 pytton.
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Stopping FSA (Multiple Entry)

Introduction  This section provides the procedure for stopping FSA (Multiple Entry).

Refer to E-Mail ALSPO B/11 for access to this component.

Reminder, FSA (Multiple Entry) stops automatically on the day prior to PCS departure.
PCSauto-stop Do not enter a PeopleSoft Stop FSA (Multiple Entry) transaction when a
member departs PCS. The system will not reflect the FSA (Multiple Entry)

stop until it is resynchronized with JUMPS.

Procedure Follow these steps to enter a stop FSA (Multiple Entry) transaction.
Step Action
1 Select Menu items in the following order: Home > Compensate Employees >

Maintain Entitlements > Use > Manage Multiple Entitlements

The Multiple Entitlement Panel appears as shown below.

f multiple Entitiements “-._

Earnings Code: || =Y Start Date: I EiJ Stop Date: I B
Earnings I =Y

Type:
Department: |AUSCG k=] | =Y [ Enlisted [V Active
[¥ oOfficer [ Reserve
[+ Include Parent and Sub Departmems
Refresh List | Select All | Unselect All |

Continued on next page
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Pay Entitlements

Stopping FSA (Multiple Entry), Continued

Procedur e (continued)

Step Action

2 Type “FSA” in the Earnings Code field shown below or use the magnifying glass
QJ to search and select the Family Separation Allowance Earnings Code.

-Earnings Code: IFSA Q)  start Date: || EJ Stop Date: I B
*Earnings I Q)

Type:

3 Enter the Earnings Type Code FSA-R (for members on restricted duty where
their dependents can’t join them), FSA-S (for members on a ship for longer than
30 days), or FSA-T (for members on TDY for more than 30 days).

Note: For more information about the different Earnings Types, see the Pay
Manual, Section 3-H.

4 Start Date - Leave blank.

S Stop Date - Enter the date to stop the entitlement.

Continued on next page
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Stopping FSA (Multiple Entry), Continued

Procedur e (continued)

Step

Action

Complete the “Selection Criteria” fields as outlined below.

Department: [AUSCG Q] | (Y, ¥ Enlisted M Active

¥ Include Parent and Sub Departments

¥ officer M Reserve

Field

Description/Instructions

Department

There are 2 lookup boxes located next to Department...
L eavethefirst box set to AUSCG (Active USCG Units) as
shown below.

Department: [AUSCG Q] | I 4

Type the Department Code in the 2" block shown above or use the
QJ (o search and select from a listing of available codes.

Enlisted

A checkmark M indicates enlisted personnel will be included in
the selection. Click on the box to remove enlisted personnel, if
desired. A blank box [ indicates enlisted personnel were removed
from the selection criteria.

Active

A checkmark M indicates active duty personnel will be included
in the selection. Click on the box to remove active duty personnel
if desired.

Officer

A checkmark M indicates officers will be included in the
selection. Click on the box to remove officers, if desired. A blank

box I indicates officers were removed from the selection criteria.

Reserve

A checkmark M indicates reserve personnel will be included in the
selection. Click on the box to remove reserve personnel if desired.
A blank box I indicates reserve personnel were removed from
the selection criteria.

Include
Parent and
Sub
Departments

A checkmark M indicates sub departments will be included in the
selection. Click on the box to remove sub departments if desired.

A blank box I indicates sub departments were removed from the
selection criteria.

Continued on next page
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Stopping FSA (Multiple Entry), Continued

Procedur e (continued)
Step Action
7 Click the [ e | button. A listing of personnel meeting the criteria in the

previous step appears in the table below.

Eind = [ 1051 [ =
Empl
Short Employee Salary .
’7 Selected ’Narma— Description | Classification |Grade Department "EmpilD Mh'r:l
‘ Coastie, Joe F'ER82 Regular |W2 |DDDDDD || 111111 J“ ‘-‘EI

Note. Clicking on this button in later steps will undo all changes.

8 Select Entriesto be Processed:
Mark the Checkbox in the Selected column for each person you want to create a
transaction on, or you can also click the __seletl | hytton. Each row in the table
will run through a series of internal edits and all that pass will receive a check mark
as shown below.

Selected |Hame ggggriptiun Emzml;tiun g?:g Department | *EmpliD EE?I
mmmm)> (|7 | Coastie, Joe PERS2  |Regular w2 |oooooo | @0 [=]

A check mark in the Selected Column indicates that the entitlement transaction will
be generated for the member(s) upon saving.

9 Removal of Entries From Being Processed:

Review the list and click the M box to remove appropriate entries. A blank box r

indicates that an entry will not be generated upon saving. The =l putton can be
used to remove an entire row and gain the same effect.

L lect All . . .
e | Unselecta | button can be used to remove all entries if desired.

Continued on next page
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Stopping FSA (Multiple Entry), Continued

Procedur e (continued)
Step Action
10 Add Entriesto Be Processed:

Click the - button in any row to add a blank row.
Type the member’s employee identification number in the EmplID block shown

below or use the magnifying glass QJ to search and select individuals from a list.

Find |= M 12062 [ =
Empl
Short Employee Salary .
Selected |[Hame Description | Classification | Gr Department | *Empll Eﬁd
] g
1) M | Coastie, Joe PERSZ  |Regular w2  |oooooo [t all[o =]
3 C Al =]

Click on the empty box located in the Selected column so an entry will be generated

upon saving.

Note: Carefully review your work one last time to ensure there are no mistakes

before saving.

11

Click the & sove button.
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Coast Guard Servicing Personnel Office Manual

Part Il, Pay Entitlements

Chapter 11, Special and Incentive Pays

Section G, Flight Deck Hazardous Duty Incentive Pay

Overview

I ntroduction

Topics

This section provides the procedures for Flight Deck Hazar dous Duty
Incentive Pay. This entitlement is paid to members assigned to duty
involving frequent and regular participation in flight operations on the flight

deck of a ship which aircraft are launched.

The following topics are covered in this section

Topic See Page
Guiding Principles II-11-G-3
Starting Flight Deck Hazardous Duty Incentive Pay II-11-G-5
Deleting Flight Deck Hazardous Duty Incentive Pay 1I-11-G-7
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Pay Entitlements

Guiding Principles

I ntroduction

Reference

Before you
begin

Internal
controls

Supporting
documentation

This section provides the guiding principles for Flight Deck Hazardous Duty
Incentive Pay.

The following reference provides additional information about Flight Deck
Hazardous Duty Incentive Pay.

(a) U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series),
Section 5-C

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3, Employee Entitlements, Basic
Navigation.

Submit this transaction each month a member is entitled to Flight Deck
Hazardous Duty Incentive Pay. Do not submit more than one entry per
month.

The effective date must be during the month the member earns Flight Deck
Hazardous Duty Incentive Pay. The stop date must be within the same month
of entitlement.

FDHDIP transactions require review and approval by a PAO/CGHRSUP role
user. The approver cannot be the same user that originated the transaction.

Per section 5-C-2-a-(2) of reference (a), the Commanding Officer of the cutter
shall designate members for FDHDIP positions in writing. A copy of the
designation is supporting documentation for this transaction.

Flight Deck Hazardous Duty Incentive Pay CH-1 1-11-G-3
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Starting Flight Deck Hazardous Duty Incentive Pay

Introduction This section provides the procedure for starting Flight Deck Hazardous Duty

Incentive Pay.

Procedure Follow the steps in Chapter 3, Employee Entitlements Basic Navigation, to

access the member’s entitlements detail page. Then, follow these steps to
enter a new Flight Deck Hazardous Duty Incentive Pay entitlement.

Step Action

1 If necessary insert a new row to work in.

2 Enter the Start Date. The current date is automatically displayed. Use the calendar
button 2! to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYY'Y format.

3 The Start Time is pre-filled by the system and must not be changed.

4 The Stop Date may be left blank to pay continuous Flight Deck Hazardous Duty
Incentive Pay. If this is a temporary entitlement, you may enter the stop date.

S Stop Time is pre-filled by the system and must not be changed.

6 Enter the Earnings Type code if known, or use the QJ to search and select from a
listing of available earning types.

7 Description is pre-filled. Ensure the proper entitlement is shown, repeat step 6 to
select the correct type if necessary.

8 Approval Statusis pre-filled. The transaction will remain in a pending (P) status
until it is opened and saved by a CGHRSUP role user. The approver cannot be the
same person who entered the transaction. A transaction is not completed and
transmitted to JUMPS for processing until the approval status is set to “A”.

9 Manual Row Switch (CGHRSUP role users only) Select this field only when

necessary to override pay edits.
Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Continued on next page
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Starting Flight Deck Hazardous Duty Incentive Pay, Continued

Procedur e (continued)
Step Action
10 M Not used. The detail is automatically set when the earnings type for Flight Deck
Hazardous Duty Incentive Pay is selected and the entitlement is saved.
11 | Click the button and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.
Click the button to return to the Entitlement Detail view.
12 Click the button. The transaction will be routed, via the worklist, to the
approving official.
13 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part 11, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Deleting Flight Deck Hazardous Duty Incentive Pay

Introduction This section provides the procedure for deleting Flight Deck Hazardous Duty
Incentive Pay.

Discussion The total Special Duty Assignment Pay entitlement will be recouped when
using this feature.

Procedure Follow the steps in Chapter 3, Employee Entitlements Basic Navigation, to
access the member’s entitlements detail page. Then, follow these steps to
enter a deletion of a Flight Deck Hazardous Duty Incentive Pay transaction.

Step Action

1 In the BfCarest History) mode, find the Flight Deck Hazardous Duty Incentive Pay row
to delete.

Click on the =1 button located in the row to be deleted.

Click the CESD button located at the bottom left of the screen.
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Coast Guard Servicing Personnel Office Manual
Part Il, Pay Entitlements
Chapter 11, Special and Incentive Pays
Section H, Foreign Language Proficiency Pay

Overview

Introduction This section provides the procedures for Foreign Language Proficiency Pay
(FLPP). This entitlement is paid to enlisted members entitled to basic pay
and performing duties designated as requiring special skills.

Topics The following topics are covered in this section

Topic See Page
Guiding Principles II-11-H-3
Entering Foreign Language Test Results II-11-H-5
Starting FLPP II-11-H-11
Stopping FLPP II-11-H-15
Correcting FLPP II-11-H-17
Deleting FLPP 1I-11-H-19
JUMPS Effect 1I-11-H-21
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Guiding Principles

Introduction

References

Before you
begin

Auto-stop upon
PCSdeparture

Internal
controls

Supporting
documentation

This section provides the guiding principles for Foreign Language
Proficiency Pay (FL PP).

The following references provide additional information about FLPP.

(a) U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series), Section
4-K

(b) Performance Education and Training Manual, COMDTINST
1500.10(series), Section 9-B.

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3 of this part (Employee
Entitlement Navigation and Data Entry).

FLPP stops automatically on the day prior to PCS departure. Do not enter a
Stop FLPP transaction when a member departs PCS. The system will not
reflect the FLPP stop until the departing endorsement on orders transaction is
approved and saved.

FLPP start transactions require review and approval by a PAO/CGHRSUP
role user. The approver cannot be the same user that originated the
transaction.

Per section Figure 4-8 of reference (a), the Commanding Officer of the unit
shall designate members for Interpreter or Linguist positions in writing. A
copy of the designation is supporting documentation for this transaction.
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Entering Foreign Language Test Results

Introduction This section provides the procedure for the unit Educational Services
Officer (ESO) to enter a member's Defense Language Proficiency Test
(DLPT) results in the system. Entering DLPT test results will automatically
add/update the member's language skills and certifications in the system.

Procedure Sign into Direct Access and follow these steps to enter a member’s DLPT
results.

Step Action

1 Select menu items in the following order: Enterprise Menu > Develop Workforce >
Manage Competencies (GBL) > Use > Foreign Language Test Results

2 The Foreign Language Test Results screen will display. Enter the member's
Employee ID Number in the EmplID field or the SSN in the Social Security # field
and click the Sear ch button.

Note: 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
national 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.

Continued on next page
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Entering Foreign Language Test Results, Continued

Step Action
3 The FLP Test Results page will display.
All the fields will be blank if the member does not have any Foreign Language skills
resent in the system (example shown below)
[ FLF Testmasuts
EmpliD: 2222222 Smith, James A
Current Languages Wiew All First [4] 1ot 1 (] Last
Language Interpreter Linguist BEvaluation Date Expiration Date
Language: || g
DLPT Score First [4] 111 of 11
[P] Last
DLPT Score Diroct Access
o u}
o+ a
1 10
1+ 15
2 20
2+ 28
3 an
3+ 35
4 40
4+ 45
& an
Test Results Wiee All First (4] 1 of 1 [#] Last
Test: Date: Eillscore:
Save Foreigh Language Info |
) Return to Search
4 The Current Languages section will display any language data for a member who has

previous test results entered (example shown below). These fields are READ ONLY.
The Interpreter and Linguist qualification check-boxes will be marked by the system,
based on the test scores entered. The Language and Test Results will not be displayed.
Historical test data is not displayed on this page. Go to Test Resultsto view a
member’s previous test scores.

{ FLP TestResuts

EmpliD: 1111111 Daoe, Jahn A
Current Languages First (41 106 1 [F] Last
Language Interpreter Linguist Evaluation Date  Expiration Date
Spanish 05/31/2006 0sf31/z2007

Click the lookup icon in the L anguage field to search for and select a language skill
code.

Language: || Q|

Continued on next page
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Entering Foreign Language Test Results, Continued

Procedure (continued)

Step

Action

5 The L ookup Language page will display. From the Sear ch Results, click the
Accomplishment code for the test you are recording

Lookup Language

Accomplishment:

| Lookup | | Clear | | Cancel | Basic Lookun

Search Results

Accomplishment

AR
BH

[
=

_|_|
=
o

SWED

“EEEREBRERR

1-12 of 12

Accomplishment M eaning

AR Arabic

BH Bahasa (Indonesian)
CM Mandarin Chinese
FLPSWED Swedish

FR French

HC Haitian-Creole

JA Japanese

KO Korean

PO Portuguese

RU Russian

SP Spanish

TA Tagalog (Phillipines)
VI Vietnamese

6 The FLP Test Results page will display again.

The L anguage field will be filled in with the Accomplishment code selected.

Language: SP

Ql

The Test Results section will display the test number and description based on the
Accomplishment code selected.

Continued on next page

Foreign Language Proficiency Pay

CH-1

1-11-H-7



Pay Entitlements

Entering Foreign Language Test Results, Continued

Procedure (continued)

Step Action
7 Enter the test Date and test Scor e into the Test Results section.
For DLPT-4 tests, ignore the Converted Score and use the L evel score as shown:
For DLPT-5 tests, use the Test Score as shown below.
Test D ate Test Retest Upper
Language Type Range Status Taken Score Waiver Range
Spanish Listening  Lower Completed  2008/05825 [ 1+
Multiple
Choice
Spanish Reading Lower Completed 20060828 1 1
Multiple
Choice
Utilize the DLTP Score Map to convert the L evel score (DLPT-4) or the Test Score
(DLPT-5) into the Direct Access Test Score.
DLPT Score First [4] 111 0f 11
8 Enter the test Date and Direct Access Test Score into the Test Results section.
Note: You cannot enter a “0”. Leaving the score as blank results in writing a "0" to the
database.
Continued on next page
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Entering Foreign Language Test Results, Continued

Procedure (continued)

Step

Action

9

Click the button to save the test scores. This will update the
member's Test Results, Languages, and Licenses & Certifications and permit the
SPO to start Foreign Language Proficiency Pay if the member's Commanding Officer
authorizes it and the member is at an authorized unit/position.

Note: If you receive an error when attempting to save, it may be due to a missing test
date on the member's Test Results page. Click the Open a New Window link and path
to Enterprise Menu > Develop Workforce > Manage Competencies (GBL) > Use >
Test Results. Review the existing test results entries and ensure each entry has a date.
If a date is missing, enter the test completion date if known. If you do not know the test
completion date use 01/01/1951, this is the default entry when an actual date is not
available. Save any changes to the Test Results page, close the new window and return
to the Foreign Language Test Results page and attempt to save again.
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Starting FLPP

Introduction This section provides the procedure for starting Foreign L anguage

Proficiency Pay.

Procedure Follow the steps in Chapter 3 of this part (Employee Entitlement Navigation

and Data Entry) to access the member’s entitlements detail page. Then,
follow these steps to enter a new FLPP entitlement.

Step Action
1 In the B inolute History) mode, click the button shown below.
“Earnings Code: |FLF’ Ql Foreign Language Profiency Pay
N al Stop . . . Approval _ _
Start Date Time/Seq Stop Date Time/Seq Earnings Type Description Status ;Ti:ch Detail Approve Earning Process Type
[orrz7izo0s ) 250 [oeraizons|E) aser  FLPR ;furzicg‘gn'-;';ga“fge A r Ml Approve =1
A new blank row appears...
*Earnings Code: lﬁﬂ Foreign Language Profiency Pay
*Start Date Tir?leISeq Stop Date ﬁr‘:l':arSeq *Earnings Type Description gzmlusval Row Detail Approwe Earning Process Type
Switc

> 1 [1ingzos ) oo | Blowo [ @ F I Detail] Apprave | =
2[ot2ri2008 [ 2508 [oerisiaooe il seer  FLPP e T Detail] ssprove] =]

2 Enter the Start Date. The current date is automatically displayed. Use the calendar
button 2 to select the desired date. You can also click & drag over the date field to
select the date and type the start date in MM/DD/YYY'Y format.

3 The Stop Date may be left blank to pay continuous FLPP. If this is a temporary
entitlement, you may enter the stop date.

4 Enter the Earnings Type Description code “FLP” or use the QJ to search and select
from a listing of available earning types.

5 Description is pre-filled. Ensure the proper entitlement is shown, repeat step 4 to
select the correct type if necessary.

6 Approval Statusis pre-filled. The transaction will remain in a pending (P) status
until it is opened and saved by a CGHRSUP role user. The approver cannot be the
same person who entered the transaction. A transaction is not completed and
transmitted to JUMPS for processing until the approval status is set to “A”.

Continued on next page
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Starting FLPP, continued

Procedure (continued)

Step

Action

7

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Click the Ml button to access the Supporting Data input page.

1. Click the Lookup Icon next to the Accomplishment field and select the language skill
from the available list of accomplishments. If no matching values are found, the member
does not have an approved/eligible Test Results for FLP.

2. Click the drop-down menu next to the FLP Proficiency Code field and select the pay
level.

Warning: Selecting the wrong FLP Proficiency Code will result in incorrect payment to
the member. If a member is qualified as a Linguist, they are also qualified as an
Interpreter. However, if the member is not assigned to a Linguist position (billet) they
cannot be paid the higher FLPP rate for a Linguist qualification. The Interpreter FLP
proficiency code must be selected when the member is eligible for FLPP for assignment
as a unit collateral duty interpreter, even if the member is a qualified Linguist. Linguist
designations are listed in an annual ALCOAST authorizing Interpreters and Linguists. Do
not select the Linguist FLP Proficiency Code option if the member is not assigned to a
position listed in the ALCOAST.

Continued on next page
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Starting FLPP, continued

Procedure (continued)

Step Action

9 Click the button and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.

Click the button to return to the Entitlement Detail view.

10 | Click the button. The transaction will be routed, via the worklist, to the
approving official.

11 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part 11, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Stopping FLPP

Introduction  This section provides the procedure for stopping Foreign Language
Proficiency Pay.

Reminder, FLPP stops automatically on the day prior to PCS departure. Do not enter a

PCSauto-stop Direct Access Stop FLPP transaction when a member departs PCS. The
system will not reflect the FLPP stop until the departing endorsement on PCS
orders transaction is approved and saved.

Procedure Follow the steps in Chapter 3 of this part (Employee Entitlement Navigation
and Data Entry) to access the member’s entitlements detail page. Then,
follow these steps to stop a FLPP transaction.

Step Action
1 In the |Bcanest History] mode, find the row to stop. The stop date will be blank as shown:

Entitlements

“Earnings Code: FLP ﬂ Foreign Language Profiency Pay -H
Manual
» al Stop N _ . Approval . R
'Start Date Time/Seq Stop Date Time/Seq Earnings Type Description Status Q:;Dh Detail Approve Earning Process Type
Fareign Language
1 W| Bl oo FLpe Frotcianer P A I Detai] Approve =]
Foreign Language ¥
20172772006 [ 2508 [oenisoo0e [ sas7  FLPP Proiciency Fay A r Deta\ll Approve =1

2 Enter the Stop Date for the entitlement by using the calendar button B to select the
desired date. You can also click & drag over the date field and type the stop date in
MM/DD/YYYY format. The stop date can be future dated.

3 | Click the =s2vel

transmit the entry.

button (located at the bottom left of the screen) to approve and
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Correcting FLPP

Introduction  This section provides the procedure for correcting Foreign L anguage
Proficiency Pay.

Discussion Only the stop date may be corrected. To change the effective start date or an
incorrect earnings type, you must delete the entire row and then start a new
FLPP entitlement.

Procedure Follow these steps to correct an incorrect Stop date.
Step Action
1 In the |EConest History) mode, find the Foreign Language Proficiency Pay row to
correct.

Click & drag over the Stop Date field to change its value. Dates must be typed in
MM/DD/YYYY format. You may also use calendar buttons Bl ¢ modify dates and

the magnifying glass Qo change the earning type.
2 Click the & save) button located at the bottom left of the screen.
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Deleting FLPP

Introduction  This section provides the procedure for deleting Foreign Language
Proficiency Pay.

Discussion The total Foreign Language Proficiency Pay entitlement will be recouped
when using this feature.

Procedure Follow the steps in Chapter 3 of this part (Employee Entitlement Navigation
and Data Entry) to access the member’s entitlements detail page. Then,
follow these steps to delete a FLPP transaction.

Step Action
1 In the |Btanest History) mode, find the Foreign Language Proficiency Pay row to delete.

Click on the =1 button located in the row to be deleted.
2| Click the 'B52ve)

button located at the bottom left of the screen.
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JUMPS Effect

Introduction

Start FLPP

Stop FLPP

Pay segment

This section describes the transactions created and segments modified in
JUMPS when a Start or Stop FLPP entitlement row is saved in Direct Access.

Creating and saving a new FLPP entitlement row generates a P607
transaction with the following variable data element:

Code Element Description
71 | 2 Character Alpha- | FLP JUMPS Code (the code used to look up
Numeric Code the amount in the pay table)
72 | 8 Alpha Characters | FLP Language Indicator
73 | YYYYMMDD FLP Lapse Date (the expiration of the
member's certification)

The transaction effective date/time is derived from the Direct Access Start
Date/Time fields.

Completing the Stop Date field of an FLPP entitlement row in Direct Access
will generate a P625 transaction with the following variable data element
when the transaction is saved:
Code Element Description

71 Foreign Language Proficiency Pay

The transaction effective date/time is derived from the Direct Access Stop
Date/Time fields.

Segment 14 is updated by the FLPP transaction. The segment contains
information on a member's entitlement to Foreign Language Proficiency Pay.
Example:

Continued on next page
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JUMPS Effect, continued

Segment 14 This table describes fields unique to Segment 14. Please see Part IX, JUMPS,
datafields for descriptions of fields common to all segments.
OBJECT Object Code: The only object codes in use right now are 11900,

11950,11901,11951,11902 and 11952. The other object codes
may be used at a later date

Officer Enlisted Proficiency | Category
11900 11950 Interim
11901 11951 Interpreter
11902 11952 Linguist
11903 11953
11904 11954
11905 11955
11906 11956
11907 11957
11908 11958
AMOUNT Monthly rate from pay tables.
LAPSE DT Date member’s language proficiency exam certification
expires. Normally 1-year after the date the exam was
administered.

LANGUAGE | Two letter abbreviation describing the foreign language the
member is certified in.

Examples (not all inclusive):

SP — Spanish

RU — Russian

FLP RATE Alpha-numeric code describing the FLP pay proficiency
level:

Interim — 1F, Interpreter — 2F and Linguist — 3F
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Part Il, Pay Entitlements
Chapter 11, Special and Incentive Pays
Section |, Hardship Duty Pay

Overview

Introduction This section provides the procedures for Hardship Duty Pay. This
entitlement is paid monthly to members entitled to basic pay and performing
duty designated by the Secretary of Defense as Hardship Duty.

Topics The following topics are covered in this section
Topic See Page
Guiding Principles 11-11-1-3
Starting Hardship Duty Pay II-11-1-5
Stopping Hardship Duty Pay II-11-1-7
Correcting Hardship Duty Pay 1I-11-1-9
Deleting Hardship Duty Pay II-11-1-11
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Guiding Principles

Introduction

References

L ocations and
Rates

Before you
begin

Auto-stop upon
PCSdeparture

Internal
controls

Supporting
documentation

This section provides the guiding principles for Hardship Duty Pay.

The following references provide additional information about Hardship Duty
Pay.

(a) U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series),
Section 4-A

(b) DOD Financial Management Regulations, Volume 7a: Military Pay
Policy and Procedures - Active Duty and Reserve Pay, Chap 17

See reference (b), for a list of HDP locations and rates.

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3 of this part (Employee
Entitlement Navigation and Data Entry).

Note: Do not pay Hardship Duty Pay when a member is entitled to Career Sea
Pay.

Hardship Duty Pay stops automatically on the day of PCS departure. Do not
stop a Hardship Duty Pay transaction when a member departs PCS.

Hardship Duty Pay start transactions require review and approval by a
PAO/CGHRSUP role user. The approver cannot be the same user that
originated the transaction.

Per Figure 4-1 of reference (a), PCS or TDY orders are required for this
entitlement.

Hardship Duty Pay
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Starting Hardship Duty Pay

Introduction This section provides the procedure for starting Hardship Duty Pay.

Procedure Follow the steps in Chapter 3 of this part (Employee Entitlement Navigation

and Data Entry) to access the member’s entitlements detail page. Then,
follow these steps to enter a new Hardship Duty Pay entitlement.

Step

Action

ﬂpmzrznnz Ed [ooat | ) oo | =Y F [ |Detail] Approve || = [+ =]

H I .
In the 7 LEEDLT mode, click the button shown below.

*Earnings Code: |HDP =Y Hardship Duty Pay - Location

Manual

Start Stop Approval o

*Start Date Stop Date *Earnings Type Description W Detail Approve Earning Process Type

Switch

1 [rziovizoot ) [eves | [ozzzzovz ] [sess | [HoFLOC ﬂﬁ;g:ig‘np DutyPay- ®  Detai| Agprove (D=1

A new blank row appears...
*Eamnings Code: | ey Hardship Duty Pay - Location

a
Time/Seq Time/Seq

Manual

Start Stop Approval

*Start Date Time StopDate “Earnings Type Description Row  Detail Approve Earning Process Type

Stats - coiten

Time

2[12i0172001 B [osee | [02722r2002 [ [esee | JAoPLOC g[‘jggﬁgf Duty Pay- @ |Detail [approve | [Corwersion ===

Enter the Start Date. The current date is automatically displayed. Use the calendar

button 2 to select the desired date. You can also click & drag over the date field to
select the date and type the start date in MM/DD/YYY'Y format.

The Start Time is pre-filled by the system and must not be changed.

AW

The Stop Date may be left blank to pay continuous Hardship Duty Pay. Ifthisisa
temporary entitlement, you may enter the stop date.

62

Stop Time s pre-filled by the system and must not be changed.

»

Enter the Earnings Type code “HDP” or use the Q to search and select from a
listing of available earning types.

Description is pre-filled. Ensure the proper entitlement is shown, repeat step 6 to
select the correct type if necessary.

Approval Statusis pre-filled. The transaction will remain in a pending (P) status
until it is opened and saved by a CGHRSUP role user. The approver cannot be the
same person who entered the transaction. A transaction is not completed and
transmitted to JUMPS for processing until the approval status is set to “A”.

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Continued on next page
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Starting Hardship Duty Pay, Continued

Procedur e (continued)

Step Action

10 Click the MI button to bring up the Supporting Data screen below:

Supporting Data

1080807 HOP  08r23i2002  HDPLOC .
See reference (b), Figure
17-1 for a list of HDP
Foreign Country || =Y locations and rates.
Dollar Amount: I':'-':”:'
| Ok || Cancel |

Click the magnifying glass QJ next to the Foreign Country and select the country
where the member stationed for Hardship Duty Pay Location entitlement. (Although
not a * foreign country” , certain locations in the State of Alaska are eligible for
HDP-L.)

Enter the amount of Hardship Duty Pay Location shown in the Pay Manual in the
Dollar Amount field.

Click the button when finished.

11 Click the button and enter the Approving Official’s Employee | D number
in the Approver EmplID field of the Supporting Data section.

Click the button to return to the Entitlement Detail view.

12 Click the button. The transaction will be routed, via the worklist, to the
approving official.

13 The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Stopping Hardship Duty Pay

Introduction  This section provides the procedure for stopping Hardship Duty Pay.

Reminder, Hardship Duty Pay stops automatically on the day of PCS departure. Do not

PCSauto-stop enter a PeopleSoft Stop Hardship Duty Pay transaction when a member
departs PCS.

Procedure Follow the steps in Chapter 3 of this part (Employee Entitlement Navigation

and Data Entry) to access the member’s entitlements detail page. Then,
follow these steps to stop a Hardship Duty Pay transaction.

Step

Action

In the!EBCanest History) mode, find the row to stop. The stop date will be blank as shown:

*Earnings Code: |HOF =Y Hardship Duty Pay- Location

rt
Time Stop Date

1 |Dﬂ [ |24UD IHDPLOC =Y anc::tsigl;p DutyPay- [  Detail Appmve“Conversion =l =]
2[izorizo07 | [es0a | [ozizzzons ) [a9ag | rorLoe | [arshbDubPay- W |Detail [pprave | [Conversion = =]

*Start Date

Stop *Earnings Type Description Status Row Detail Approve Earning Process Type

Time

Enter the Stop Date for the entitlement by using the calendar button B 5 select the
desired date. You can also click & drag over the date field then Type the stop date
in MM/DD/YYYY format. The stop date can be future dated.

Stop Time s pre-filled by the system and must not be changed.

AW

Approval Statusis pre-filled. The status will automatically change from Pending
(P) to Approved (A) upon saving.

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Business rule edits will not be turned off when this
is selected.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

M Do Not Use. The detail is automatically set when the earnings type for
Hardship Duty Pay is selected and the entitlement is saved.

eerove 56 ot used. Payment of Hardship Duty Pay does not require audit and
approval.

(oe]

Earnings Process Typeis not required. Disregard this field.

©

Click the WESD) button (located at the bottom left of the screen) to approve and
transmit the entry.
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Correcting Hardship Duty Pay

Introduction  This section provides the procedure for correcting Har dship Duty Pay.

Discussion Only the stop date may be corrected. To change the effective start date or an
incorrect earnings type, you must delete the entire row (see the next section
for the procedure to delete Hardship Duty Pay) and then start a new Hardship
Duty Pay entitlement.

Procedure Follow these steps to correct an incorrect Stop date.

Step Action

1 In the |BiCarest History) mode, find the Hardship Duty Pay row to correct.

Click & drag over the Stop Date field to change its value. Dates must be typed in
MM/DD/YYYY format. You may also use calendar buttons Bl ¢o modify dates and

the magnifying glass Ql to change the earning type.

2| Click the "Bsavel

button located at the bottom left of the screen.
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Deleting Hardship Duty Pay

Introduction  This section provides the procedure for deleting Har dship Duty Pay.

Discussion The total Hardship Duty Pay entitlement will be recouped when using this
feature.
Procedure Follow the steps in Chapter 3 of this part (Employee Entitlement Navigation

and Data Entry) to access the member’s entitlements detail page. Then,
follow these steps to enter a deletion of a Hardship Duty Pay transaction.

Step Action

1 In the [BiCarestHistory) mode, find the Hardship Duty Pay row to delete.

Click on the =1 button located in the row to be deleted.

Click the CESD button located at the bottom left of the screen.
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Coast Guard Servicing Personnel Office Manual
Part Il, Pay Entitlements
Chapter 11, Special and Incentive Pays
Section J, High Pressure Chamber Hazardous Duty

Incentive Pay

Overview

Introduction  This section provides the procedures for High Pressure Chamber
Hazar dous Duty I ncentive Pay (High Pressure Chamber HDIP). This
entitlement is payable to members who serve inside a high-pressure chamber
as a qualified inside instructor-observer. Payments are made on a monthly
basis. The member must re-qualify by making at least one hyperbaric
chamber dive during the calendar month to qualify for payment that month.

Topics The following topics are covered in this section
Topic See Page
Guiding Principles 11-11-J-3
Starting High Pressure Chamber HDIP 11-11-J-5
Stopping High Pressure Chamber HDIP 1-11-J-7
Correcting High Pressure Chamber HDIP 11-11-J-9
Deleting High Pressure Chamber HDIP 11-11-J-11




Pay Entitlements

This page left blank intentionally.

1-11-J-2 CH-1 High Pressure Chamber HDIP



Pay Entitlements

Guiding Principles

Introduction  This section provides the guiding principles for High Pressure Chamber
Hazardous Duty Incentive Pay.

Reference The following reference provides additional information about High Pressure
Chamber Hazardous Duty Incentive Pay.

(@) U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series), Section
5-D

(b) Coast Guard Diving Policies & Procedures, Volume 1,
COMDTINST M3150.1 (series)

Before you If you are not familiar with the employee entitlement basic navigation
begin instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

Submit an entry for each month that a member qualifies for High Pressure
Chamber Hazardous Duty Incentive Pay. A member entitled to High Pressure
Chamber Hazardous Duty Incentive Pay along with Diving Duty Pay is not
authorized to draw an additional hazardous duty incentive pay for the same

period.
Auto-stop High Pressure Chamber HDIP stops automatically on the day of PCS
upon PCS departure. Do not stop a High Pressure Chamber HDIP transaction when a
departure member departs PCS. The system will not reflect the High Pressure Chamber

HDIP stop until it is resynchronized with JUMPS.

Supporting The qualification and designation letters described in chapter 2 of reference (b)
documentation  constitute the Diving Orders and serve as supporting documentation for High
Pressure Chamber Duty Incentive Pay.

Internal Diving duty pay transactions require review and approval by a
controls PAO/CGHRSUP role user. The approver cannot be the same user that
originated the transaction.

High Pressure Chamber HDIP CH-1 11-11-3-3
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Starting High Pressure Chamber HDIP

Introduction This section provides the procedure for starting High Pressure Chamber

HDIP.

Procedure Follow the steps in Chapter 3 of this part (Employee Entitlement Navigation

and Data Entry) to access the member’s entitlements detail page. Then,
follow these steps to enter a new High Pressure Chamber HDIP entitlement.

Step

Action

In the 'Ehretetiston] o4 click the =] button shown below.

*Earnings Code: |HPC & High Pressure Ghamber

Manual
Start S_tup ‘Earnings Type Description Anproval Row  Detail Approve Earning Process Type
Time/Seq Status Switch

Start Date Time/Seq

Stop Date

1 framiizoo 6 [pese [ozamonaEl fasss | [echa QJpEEresRe W Detai| Approve | [Conversion -
A new blank row appears...

*Earnings Code: |HF'C q) High Pressure Chamber

Manual
S_tnp *Earnings Type Description Appraval Row Detail Approve Earning Process Type
Time Status Switch

Start

*Start Date Time Stop Date

B> 1 2272002 B fooor | | 63 [z2a00 | [Hpcrme | @) HishvPressure A m  Detai] Approve | [Conversion ==

21270172001 &) [ovss | [2r2272002 [ [a998 | [HPCHMB gg‘hg;r:npbr:rsagli A @ Detail approve | [Conversion =+ [=]

2

Enter the Start Date. The current date is automatically displayed. Use the calendar

button &/ to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYYY format.

The Start Timeis pre-filled by the system and must not be changed.

The Stop Date may be left blank to pay continuous High Pressure Chamber HDIP. If
this is a temporary entitlement, you may enter the stop date.

Note: If the member is entitled through the end of the month, the last day of the
month must be entered.

(63}

Stop Time is pre-filled by the system and must not be changed.

Enter the Earnings Type code “HPC” or use the QJ to search and select from a
listing of available earning types.

Description is pre-filled. Ensure the proper entitlement is shown, repeat step 6 to
select the correct type if necessary.

Approval Statusis pre-filled. The transaction will remain in a pending (P) status
until it is opened and saved by a CGHRSUP role user. The approver cannot be the
same person who entered the transaction. A transaction is not completed and
transmitted to JUMPS for processing until the approval status is set to “A”.

Continued on next page
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Starting High Pressure Chamber HDIP, continued

Procedur e (continued)

Step Action

9 Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

10 | Click the button and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.

Click the button to return to the Entitlement Detail view.

1 Click the button. The transaction will be routed, via the worklist, to the
approving official.

12 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part 11, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Stopping High Pressure Chamber HDIP

Introduction  This section provides the procedure for stopping High Pressure Chamber

HDIP.

Reminder, High Pressure Chamber HDIP stops automatically on the day of PCS
PCSauto-stop departure. Do not enter a PeopleSoft Stop High Pressure Chamber HDIP

transaction when a member departs PCS. The system will not reflect the High
Pressure Chamber HDIP stop until it is resynchronized with JUMPS.

Procedure Follow the steps in Chapter 3 of this part (Employee Entitlement Navigation

and Data Entry) to access the member’s entitlements detail page. Then,
follow these steps to stop a High Pressure Chamber HDIP transaction.

Step

Action

In the |EicorectHistory] mode, find the row to stop. The stop date will be blank as shown:

*Earnings Code: IHPC J High Pressure Chamber

Manual
Start Stop _ . Approval . _
Tirme Stop Date Time ‘Earnings Type Description Status Row Detail Approve Earning Process Type

Switch
1 o (6] [z2a00 | [Hpcme | @ HiehPressure A @ Detail approve | [Comversion ===

2 [zimirzont | [a3as | [var2zi2007 (5] [5s65 | [Hecrme @) TEEress e A @ |Detail Approve | [Conversion ===

*Start Date

Enter the Stop Date for the entitlement by using the calendar button B 10 select the
desired date. You can also click & drag over the date field and type the stop date in
MM/DD/YYYY format. The stop date can be future dated.

Note: If the member is entitled through the end of the month, the last day of the
month must be entered.

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Business rule edits will not be turned off when this is

selected.
Caution: Overriding pay edits may result in errors and possible overpayment of

entitlement.

MI Do Not Use. The detail is automatically set when the earnings type for High
Pressure Chamber HDIP is selected and the entitlement is saved.

Ml is not used. Stopping payment of High Pressure Chamber HDIP does not
require audit and approval.

Click the & sove button (located at the bottom left of the screen) to approve and
transmit the entry.
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Correcting High Pressure Chamber HDIP

Introduction  This section provides the procedure for correcting High Pressure Chamber

HDIP.

Discussion Only the stop date may be corrected. To change the effective start date or an

incorrect earnings type, you must delete the entire row (see the next section
for the procedure to delete High Pressure Chamber HDIP) and then start a
new High Pressure Chamber HDIP entitlement.

Procedure Follow these steps to correct an incorrect Stop date.
Step Action
1 In the |E#Corect History) modle, find the High Pressure Chamber HDIP.

Click & drag over the Stop Date field to change its value. Dates must be typed in

MM/DD/YYYY format. You may also use calendar buttons Bl to modify dates and
the magnifying glass & to change the earning type.

Click the EESD button located at the bottom left of the screen.
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Deleting High Pressure Chamber HDIP

Introduction  This section provides the procedure for deleting High Pressure Chamber
HDIP.

Discussion The total High Pressure Chamber HDIP entitlement will be recouped when
using this feature.

Procedure Follow the steps in Chapter 3 of this part (Employee Entitlement Navigation
and Data Entry) to access the member’s entitlements detail page. Then,
follow these steps to delete a High Pressure Chamber HDIP transaction.

Step Action

1 In the |E#Correst History) mode, find the High Pressure Chamber HDIP row to delete.

Click on the =1 button located in the row to be deleted.

Click the & save) button located at the bottom left of the screen.
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Coast Guard Servicing Personnel Office Manual
Part Il, Pay Entitlements
Chapter 11, Special and Incentive Pays

Section K, Hazardous Duty Incentive Pay for Visit, Board,
Search and Seizure (HDIP-VBSS) Boarding Team Members

Overview

Introduction This section provides procedures for Hazardous Duty Incentive Pay for Visit,
Board, Search and Seizure (HDIP-VBSS) Boarding Teams.

Topic See Page
Guiding Principles II-11-K-3
Starting HDIP-BVSS II-11-K-5
Deleting HDIP-VBSS 11-11-K-7
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Pay Entitlements

Guiding Principles

Introduction This section provides the guiding principles for Hazardous Duty Incentive
Pay for Visit, Board, Search and Seizure (HDIP-VBSS) Boarding Teams.

Discussion Hazardous Duty Incentive Pay (HDIP-VBSS) is paid to designated Coast
Guard and Coast Guard Reserve Members who meet certain requirements.

Reference The following reference provides the policy for payment of Hazardous Duty
Incentive Pay for Visit, Board, Search and Seizure (HDIP-VBSS) Boarding
Teams.

(a) Coast Guard Pay Manual, COMDTINST M7220.29(series),
Section 5-E

Beforeyou If you are not familiar with the employee entitlement basic navigation

begin instructions, they can be found in Chapter 3, Employee Entitlements, Basic
Navigation.

Eligibility Per reference (a), members who qualify and receive HDIP for flight deck

Requirements duties may not receive another HDIP (including —VBSS) for the same
period. Boarding Team Members must be assigned to an authorized HDIP-
VBSS eligible billet, and complete a minimum of three operational boarding
evolutions.

HDIP-VBSSis HDIP-VBSS is a monthly entitlement. A new entry is required for each

aMonthly month the member is qualified to receive HDIP-VBSS.

Entitlement

Internal HDIP-VBSS transactions require review and approval by a PAO/CGHRSUP

controls role user. The approver cannot be the same user that originated the
transaction.

Continued on next page
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Guiding Principles, continued

Supporting Per section 5-E-C of reference (a), the Commanding Officer shall designate
documentation  members for HDIP-VBSS positions in writing. A copy of the designation is
supporting documentation for this transaction.
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Starting HDIP-BVSS

Introduction This section provides the procedure for starting HDIP-VBSS

Procedure Follow the steps in Chapter 3, Employee Entitlements Basic Navigation, to
access the member’s entitlements detail page. Then, follow these steps to start
HDIP-VBSS.
Step Action
1 | Follow the menu path: Enterprise Menu>Compensate Employees>Maintain

Entitlements>Use>Employee Entitlements.
Enter the member’s Employee ID then click

If an HDIP-VBSSrow existsin the Summary Panel:

Click the button adjacent to Visit, Board, Search & Seizure. The Employee
Entitlement Detail screen will appear. (Go to Step 5)

If an HDIP-VBSS row doesn’t exist in the Summary Panel...

Click a &1 button to the right of any entitlement. A blank entitlement line will appear
below whichever line is selected.

Next, type “VBS” in the look-up box or use the magnifying glass to search for
and select the Visit, Board, Search and Seizure earning code. You can also click the
button to see a listing.

To minimize your search results, Select Incentive Pay from the Entitlement Category

drop-down menu.
Then click on the button.

Select the Earnings Code VBS

Search Results

1-5 of 5
arnings Code Description Entitlement Category
o Awiation Career Incentive Pay Incentive

[E Awigtion Crew & Mon-Crew HDIP [hcentive

[n] Flight Dieck Hazardous Doty Pay [ncentive

High Pressure Chamber Incentive

*isit, Board, Search & Seizure Incentive

=

O

l
T

T
B
9]

-
m
]

Continued on next page
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Starting HDIP-BVSS, continued

Procedur e (continued)
Step Action
S | Click . Enter the Start date. Lookup and enter "VBSS" for the Earnings Type
Description

Entitlements

*Earnings Code: |VBS ﬂ Viisit, Board, Search & Seizure

Start Stop _ i Approval . _
, !
'Start Date Time/Seq Stop Date Time/Seq Earnings Type Description Status gnwnch Detail Approve Earning Process Type
1 |11113r2008 0000 | £ nooo I Q) P I Detail| Approve E|

The Stop Date will automatically populate.

Note

Approval Statusis pre-filled. The transaction will remain in a pending (P) status until
it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval status is set to “A”.

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

\'

Detail. Not used.

Click the button and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.

Click the button to return to the Entitlement Detail view.

Click the button. The transaction will be routed, via the worklist, to the
approving official.

10

The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part 11, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.

[1-11-K-6
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Deleting HDIP-VBSS

Introduction This section provides the procedure to delete a HDIP-VBSS entitlement row.

Procedure Follow the steps in Chapter 3, Employee Entitlements Basic Navigation, to
access the member’s entitlements detail page. Then, follow these steps to
enter a deletion of an HDIP-VBSS transaction.

Step Action
1 In the mode, find the Hazardous Duty Incentive Pay row to delete.
Click on the button located in the row to be deleted.
2 Click the button located at the bottom left of the screen.

HDIP for VBSS CH-1 11-11-K-7
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Coast Guard Servicing Personnel Office Manual

Part Il, Pay Entitlements

Chapter 11, Special and Incentive Pays

Section L, Imminent Danger — Hostile Fire Pay

Overview

I ntroduction

Topics

This section provides the procedures for Imminent Danger —Hostile Fire
Pay. This entitlement is paid to members on official duty in a designated
area, subject to hostile fire or explosion of hostile mines, or to members
killed, injured, or wounded by hostile fire, or any other hostile action.

The following topics are covered in this section.

Topic See Page
Guiding Principles II-11-L-3
Starting Imminent Danger — Hostile Fire Pay II-11-L-5
Stopping Imminent Danger — Hostile Fire Pay II-11-L-9
Correcting Imminent Danger — Hostile Fire Pay II-11-L-11
Deleting Imminent Danger — Hostile Fire Pay II-11-L-13
Starting Imminent Danger — Hostile Fire Pay (Multiple Entry) | 1I-11-L-15
Stopping Imminent Danger — Hostile Fire Pay (Multiple Entry) | 1I-11-L-21
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Pay Entitlements

Guiding Principles

I ntroduction

Reference

Beforeyou
begin

Auto-stop
upon PCS
departure

Internal
controls

This section provides the guiding principles for Imminent Danger — Hostile
Fire Pay.

The following reference provides additional information about Imminent
Danger — Hostile Fire Pay.

(a) U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series),
Section 4-H

(b) DoD Financial Management Regulation, Volume 7a: Military Pay
Policy and Procedures - Active Duty And Reserve Pay, Chap 10,
Figure 10-1 Designated Hostile Fire or Imminent Danger Pay Areas

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

Imminent Danger — Hostile Fire Pay stops automatically on the day prior to
PCS departure. Do not enter a Stop Imminent Danger — Hostile Fire Pay
transaction when a member departs PCS. The system will not reflect the
Imminent Danger — Hostile Fire Pay stop until the PCS Departing
Endorsement on Orders is approved and saved.

Combat SGLI Allowance transactions require review and approval by a
PAO/CGHRSUP role user. The approver cannot be the same user that
originated the transaction.

Continued on next page
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Pay Entitlements

Guiding Principles, continued

Supporting TDY or PCS orders to a unit located in one of the the designated IDP areas
documentation listed in reference (b) are the supporting documentation for payment of
special pay — duty subject to hostile fire or imminent danger.

For members not under orders on official duty in one of the designated IDP
areas listed in reference (b), a memo, message or e-mail from the commander
of the deployable unit or aircraft stating the date the unit, or the member in
the case of an individual, entered and/or departed area is the supporting
documentation for payment of special pay — duty subject to hostile fire or
imminent danger.
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Starting Imminent Danger — Hostile Fire Pay

Introduction This section provides the procedure for starting |mminent Danger — Hostile
Fire Pay.
Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new Imminent Danger — Hostile Fire Pay entitlement.

Step Action

1 In the A nchue History) mode, click the button shown below.

O
A new blank row appears...
=)

2 Enter the Start Date. The current date is automatically displayed. Use the calendar
button B to select the desired date. The user can also click & drag over the date field
to select the date then type the start date in MM/DD/YYY'Y format.

Note: The start date changes to the first day of the month upon selection of the
Earnings Type code..

3 The Stop Date may be left blank to pay continuous Imminent Danger — Hostile Fire
Pay (Earnings Code — HFCONT) (See Stopping Hostile Fire Pay, later in this section).
If using the “This Month Only” (HFIMTH) Earnings Code, leave the Stop Date
blank. The system will automatically complete the field with the last day of the month
upon saving the transaction.

Continued on next page
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Starting Imminent Danger — Hostile Fire Pay, Continued

Procedur e (continued)

Step Action

4 Enter the Earnings Type code if known or use the Qlto search and select from a
listing of available earning types.

5 Description is pre-filled. Ensure the proper entitlement is shown, repeat step 6 to
select the correct type if necessary.

6 Approval Statusis pre-filled. The transaction will remain in a pending (P) status
until it is opened and saved by a CGHRSUP role user. The approver cannot be the
same person who entered the transaction. A transaction is not completed and
transmitted to JUMPS for processing until the approval status is set to “A”.

7 | Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and a possible overpayment of
entitlement.

Continued on next page
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Starting Imminent Danger — Hostile Fire Pay, Continued

Procedur e (continued)

Step Action

Click the M button to bring up the Supporting Data screen below:
Supporting Data

HF 07012010 HF1IMTH

Foreign Country: | B Q] Djibout

Dollar Amount: !___

| 0k | |cancel |

e Enter the Foreign Country code. Use the magnifying glass QJ to search and select
the code. The user must use a code for a country or region where Imminent Danger
— Hostile Fire Pay is authorized, not all codes on the lookup listing are valid for this
entitlement. Use “PG” for members serving aboard cutters deployed to the Persian
Gulf.

e The Dollar Amount field is not used and is inaccessible.

e Click the button when finished.

9 Click the button and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.

Click the button to return to the Entitlement Detail view.

10 Click the button. The transaction will be routed, via the worklist, to the
approving official.

Several reminders/warnings will appear upon saving, you must also enter Combat
SGLI Allowance and, if applicable, Imminent Danger-Hostile Fire Pay.

11 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.

Imminent Danger — Hostile Fire Pay CH-1 -11-L-7
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Stopping Imminent Danger — Hostile Fire Pay

Introduction  This section provides the procedure for stopping Imminent Danger — Hostile
Fire Pay.

Reminder, Imminent Danger — Hostile Fire Pay stops automatically on the day prior to

PCSauto-stop PCS departure. Do not enter a DA Stop Imminent Danger — Hostile Fire Pay
transaction when a member departs PCS. The system will not reflect the
Imminent Danger — Hostile Fire Pay stop until the departing PCS
Endorsement on Orders transaction is approved.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a stop Imminent Danger — Hostile Fire Pay transaction.

Step Action

1 | In the BiComect History] mode, find the row to stop. The stop date will be blank as shown:

-

2 | Enter the Stop Date for the entitlement by using the calendar button B to select the
desired date.

3 | Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Business rule edits will not be turned off when this is
selected. Caution: Overriding pay edits may result in errors and a possible
overpayment of entitlements.

M Do Not Use. The detail is automatically set when the earnings type for Imminent
Danger — Hostile Fire Pay is selected and the entitlement is saved.

5 | Awerove] is not used. Stopping payment of Imminent Danger — Hostile Fire Pay does not
require audit and approval.

6 | Click the ®=) button (located at the bottom left of the screen) to approve and transmit
the entry.

Imminent Danger — Hostile Fire Pay CH-1 1-11-L-9
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Correcting Imminent Danger — Hostile Fire Pay

Introduction This section provides the procedure for correcting Imminent Danger — Hostile
Fire Pay.

Discussion Only the stop date may be corrected and the Foreign Country code on the
supporting data (detail) panel may be corrected. . To change the effective
start date or an incorrect earnings type, the user must delete the entire row
(see the next section for the procedure to delete Imminent Danger — Hostile
Fire Pay) and then start a new Imminent Danger — Hostile Fire Pay

entitlement.
Procedure Follow these steps to correct an incorrect Stop date.
Step Action
1 In the |Bitorest History) mode, find the Imminent Danger — Hostile Fire Pay row to

correct.

Correct the stop date or Foreign Country code as necessary.

Click the D button located at the bottom left of the screen.

Imminent Danger — Hostile Fire Pay CH-1 -11-L-11
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Deleting Imminent Danger — Hostile Fire Pay

Introduction  This section provides the procedure for deleting Imminent Danger —Hostile
Fire Pay.

Discussion The total Imminent Danger — Hostile Fire Pay entitlement will be recouped
when using this feature.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a deletion of an Imminent Danger — Hostile Fire Pay

transaction.
Step Action
1 In the |EfComestHistory| mode, find the Imminent Danger — Hostile Fire Pay row to

delete.

Click on the =1 button located in the row to be deleted.

2 Click the B s=ve) putton located at the bottom left of the screen.

Imminent Danger — Hostile Fire Pay CH-1 1-11-L-13
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Starting Imminent Danger — Hostile Fire Pay (Multiple Entry)

Introduction This section provides the procedure for starting Imminent Danger — Hostile
Fire Pay (Multiple Entry). Refer to E-Mail ALSPO B/11 for access to this
component.

Procedure Follow these steps to enter a new Imminent Danger — Hostile Fire Pay

(Multiple Entry) entitlement.

Step

Action

Select Menu items in the following order: Enterprise Menu > Compensate
Employees > Maintain Entitlements > Use > Manage M ultiple Entitlements

The Multiple Entitlement Panel appears as shown below.

{ Multiple Entitlements Y

Earnings Code: ||_ Q|  start Date: | EJ  Stop Date: | B
Earnings I Q

Type:

Department: |AUSCG@ | al ¥ Enlisted V¥ Active
¥ Officer V¥ Reserve

¥ Include Parent and Sub Departments

Refresh List | Select Al | Unselect All |

Type “HF” in the Earnings Code field shown below or use the magnifying glass Q
to search and select the Imminent Danger - Hostile Fire Pay Earnings Code.

Enter the Earnings Type Code:

e If the members are entitled to Imminent Danger — Hostile Fire Pay for one month
only, then use code HF1MTH.

o [f the members are entitled to Imminent Danger — Hostile Fire Pay continuous, then
use code HFCONT.

Continued on next page
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Starting Imminent Danger — Hostile Fire Pay (Multiple Entry),

Continued
Procedur e (continued)
Step Action
4 | Enter the Foreign Country code. Use the magnifying glass Q/ to search & select the

code. You must use a code for a country or region where Imm. Danger — Hostile Fire
Pay is authorized, not all codes on the lookup listing are valid for this entitlement. Use
“PG” for members serving aboard cutters deployed to the Persian Gulf.

Enter the Start Date. The current date is automatically displayed. Use the calendar

button B to select the desired date. The user can also click & drag over the date field
to select the date then type the start date in MM/DD/YYY'Y format. Use the first day
of the month in which the entitlement is to begin (e.g. 03/01/10 for any date in Mar
10).

The Stop Date may be left blank to pay continuous Imminent Danger — Hostile Fire
Pay (Multiple Entry). If this is a temporary entitlement, you may enter the stop date.

Continued on next page
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Starting Imminent Danger — Hostile Fire Pay (Multiple Entry),

Continued

Procedur e (continued)
Step Action
7 | Complete the “Selection Criteria” fields as outlined below.
Department: [AUSCG Q| | Q@ W Eniisted ! active
¥ officer ¥ Reserve
p Include Parent and Sub Departments
Field Description/Instructions
Department | There are 2 lookup boxes located next to Department...
Leave the first box set to AUSCG (Active USCG Units) as shown
below. l.
Department: [AUSCG Q | Q)
Type the Department Code in the 2™ block or use the QJ to search
and select from a listing of available codes.

Enlisted A checkmark M indicates enlisted personnel will be included in the
selection. Click on the box to remove enlisted personnel, if desired.
A blank box [ indicates enlisted personnel have been removed
from the selection criteria.

Active A checkmark M indicates Active Duty personnel will be included
in the selection.

Officer A checkmark M indicates officers will be included in the selection.
Click on the box to remove officers, if desired. A blank box -
indicates officers have been removed from the selection criteria.

Reserve A checkmark M indicates reserve personnel will be included in the
selection. Click on the box to remove reserve personnel, if desired.
A blank box I indicates reserve personnel have been removed
from the selection criteria.

Include A checkmark M indicates sub departments will be included in the

Parent and | selection. Click on the box to remove sub departments, if desired.
Sub A blank box [ indicates sub departments been removed from the
Department | selection criteria.
S

Continued on next page
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Starting Imminent Danger — Hostile Fire Pay (Multiple Entry),

Continued
Procedur e (continued)
Step Action
8 Click the T button. A listing of personnel meeting the criteria in the
previous step appears in the table below.
Find |= [ 11 D =|
Empl
FSelemed Name ggg:ﬂpﬂﬂn E::glst:yrl::‘;‘tmn g?;g Department |*EmpliD Nh:l ’7’7
‘ 1 ‘ Coasne Inoe PER82 Regular ‘WE ‘DDDDDD “ 1111 J“_‘-‘E
Note: Cllcklng on this button in later steps will undo all changes.
9 Select Entries to be Processed:

ﬁ M | Coastie, Joe PERS2  |Regular w2 |oooooo (i @i |[+] [=]

Click the __sedtAl | putton, Each row in the table will run through a series of

internal edits and all that pass will receive a check mark as shown below.

Empl
Department | *EmpliD Rcd
Hbr

Short Employee Salary

Selected |Name Description |Classification |Grade

A check mark in the Selected Column indicates that the entitlement will be
generated and placed in the member’s history file upon saving.

10

Removal of Entries From Being Processed:

Review the list and click the ™ box to remove appropriate entries. A blank box

I indicates that an entry will not be generated upon saving. The =lputton can
be used to remove an entire row and gain the same effect.

The Ml button can be used to remove all entries if desired.

Continued on next page
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Starting Imminent Danger — Hostile Fire Pay (Multiple Entry),

Continued

Procedur e (continued)

Step Action

11 Add Entries to Be Processed:
Click the = button in any row to add a blank row.

Type the member’s employee identification number in the EmplID block shown
below or use the magnifying glass QJ to search and select individuals from a list.

Selected |Name Short  |[Employee  |Salary

Description |Classification |Grade

1| M | Coastie, Joe PERS2 Regular iz

=
=]
Click on the empty box located in the Selected column so an entry will be
generated upon saving.

Note: Carefully review your work one last time to ensure there are no mistakes
before saving.

12 Click the EESD button.

Imminent Danger — Hostile Fire Pay CH-1 1-11-L-19
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Stopping Imminent Danger — Hostile Fire Pay (Multiple Entry)

Introduction  This section provides the procedure for stopping Imminent Danger — Hostile
Fire Pay (Multiple Entry). Refer to E-Mail ALSPO B/11 for access to this
component.

Reminder, Imminent Danger — Hostile Fire Pay stops automatically on the last day of

PCSauto-stop the month of PCS departure. Do not enter a Stop Imminent Danger — Hostile
Fire Pay (Multiple Entry) transaction when a member departs PCS. The
system will not reflect the Imminent Danger — Hostile Fire Pay stop until the
PCS Departing Endorsement on Orders transaction is approved and saved.

Procedure Follow these steps to enter a stop Imminent Danger — Hostile Fire Pay
(Multiple Entry) transaction.

Step Action

1 Select Menu items in the following order: Enterprise Menu > Compensate
Employees > Maintain Entitlements > Use > Manage Multiple Entitlements

The Multiple Entitlement Panel appears as shown below.
{ Multiple Entitlernents ™

Earnings Code: || =Y Start Date: I B Stop Date: I Bl
Earnings I 4

Twpe:

Department: [rUscG Q) | (=] ' Enlisted ¥ Active
V¥ Officer ¥ Reserve

M Include Parent and Sub Departmemts

Refresh List I Select All | Unselect All |

2 Type “HF” in the Earnings Code field shown below or use the magnifying glass
Q/ to search and select the Hostile Fire Imminent Danger Pay Earnings code.
Multiple Entitlerments ‘.I_

Earnings Code: IHF Q)  start Date: I EJ  stop Date: I B

Earnings IHFCONT ﬂ Imminent Danger Hostile Fire Pay - Continuous until further
Type: arders

3 Enter the Earnings Type Code HFCONT.

4 Start Date - Leave blank.

5 Stop Date - Enter the date to stop the entitlement.

Continued on next page
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Stopping Imminent Danger — Hostile Fire Pay (Multiple Entry),

Continued

Procedure (continued)
Step Action
6 Complete the “Selection Criteria” fields as outlined below.
Department: [USCG Q] | @ Enlisted P Active
¥ officer ¥ Reserve
¥ Include Parent and Sub Departments
Field Description/I nstructions

Department | There are 2 lookup boxes located next to Department...
Leave the first box set to AUSCG (Active USCG Units) as
shown below.

Department: [AUSCG @ | I Q)

Type the Department Code in the 2™ block shown above or use

the Q to search and select from a listing of available codes.
Enlisted A checkmark M indicates enlisted personnel will be included in
the selection. Click on the box to remove enlisted personnel, if
desired. A blank box I indicates enlisted personnel were
removed from the selection criteria.
Active A checkmark M indicates active duty personnel will be
included in the selection. Click on the box to remove active
duty personnel if desired.
Officer A checkmark M indicates officers will be included in the
selection. Click on the box to remove officers, if desired. A
blank box ™ indicates officers were removed from the
selection criteria.
Reserve A checkmark M indicates reserve personnel will be included in
the selection. Click on the box to remove reserve personnel if
desired.
A blank box I indicates reserve personnel were removed from
the selection criteria.
Include A checkmark M indicates sub departments will be included in
Parentand | the selection. Click on the box to remove sub departments if
Sub desired. A blank box I indicates sub departments were
Departments . ..

removed from the selection criteria.

Continued on next page
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Stopping Imminent Danger — Hostile Fire Pay (Multiple Entry),

Continued
Procedur e (continued)
Step Action
7 Click the —F™"" | bytton. A listing of personnel meeting the criteria in the

previous step appears in the table below.

Find  |= [ 104 [ =
Short Employee Salary K
FSEIEdEd Name Description |Classification | Grade Department | *EmpliD ngrd
| 1 | M |Coaste, Joe |PERS2 |Regu|ar |w2 |uuuuou ||h111111 g“u “E

Note: Clicking on this button in later steps will undo all changes.

Select Entriesto be Processed:
Mark the Checkbox in the Selected column for each person you want to create a

transaction on, or you can also click the __ssletdl | button. Each row in the table
will run through a series of internal edits, and all that pass will receive a check mark
as shown below.

Empl
Short Employee Salary .
Selected |Name Description |Classification | Grade Department *EmpliD Eﬁ?
Coastie, Joe PERS2 Regular Wiz 000000 |h111111 Q ID =]

A check mark in the Selected Column indicates that the entitlement transaction will
be generated for the member(s) upon saving.

Continued on next page
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Stopping Imminent Danger — Hostile Fire Pay (Multiple Entry),

Continued

Procedur e (continued)

Step Action

9 Removal of Entries From Being Processed:
Review the list and click the ™ box to remove appropriate entries. A blank box r

indicates that an entry will not be generated upon saving. The =l putton can be
used to remove an entire row and gain the same effect.

The M button can be used to remove all entries if desired.

10 Add Entriesto Be Processed:
Click the - button in any row to add a blank row.
Type the member’s employee identification number in the EmplID block shown

below or use the magnifying glass QJ to search and select individuals from a list.
Find  |= [ 12002 [M] =

Short Employee Salary
Description | Classification |Grade

Nbr
1| iV | Coastie, Joe PERS2  |Regular w2 |oooooo (oot @ [o [=]
2l MO a|fo =]

Click on the empty box located in the Selected column so an entry will be generated
upon saving.

Note: Carefully review your work one last time to ensure there are no mistakes
before saving.

11 Click the Es2vel

Selected |[Hame Department | "EmpliD Rcd

button.
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Part Il, Pay Entitlements
Chapter 11, Special and Incentive Pays

Section M — Personal Money Allowance
Overview

Introduction This section provides the procedures for Personal Money Allowance. This

entitlement is paid to members entitled to basic pay while serving in the grade
of Vice Admiral or above and as the Master Chief Petty Officer of the Coast

Guard.
Topics The following topics are covered in this section
Topic See Page
Guiding Principles II-11-M-3

Starting Personal Money Allowance 1I-11-M-5
Stopping Personal Money Allowance 1I-11-M-9
Correcting Personal Money Allowance II-11-M-11
Deleting Personal Money Allowance II-11-M-13
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Guiding Principles

I ntroduction

Reference

Beforeyou
begin

Auto-stop
upon PCS
departure

Internal
controls

Supporting
documentation

This section provides the guiding principles for Personal M oney Allowance.

The following reference provides additional information about Personal
Money Allowance.

(a) U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series), Section
3-L

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3 of this part (Employee
Entitlement Navigation and Data Entry).

Personal Money Allowance stops automatically on the day of PCS departure.
Do not enter a Stop Personal Money Allowance transaction when a member
departs PCS. The system will not reflect the Personal Money Allowance stop
until the PCS departing endorsement or separation has been approved.

Responsibilty Pay start transactions require review and approval by a
PAO/CGHRSUP role user. The approver cannot be the same user that
originated the transaction.

PCS or TDY orders a required for this entitlement.

1-11-M-4
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Starting Personal Money Allowance

Introduction This section provides the procedure for starting Personal M oney Allowance.

Procedure Follow the steps in Chapter 3 of this part (Employee Entitlement Navigation

and Data Entry) to access the entitlements detail page. Then, follow these
steps to enter a new Personal Money Allowance entitlement.

Step

Action

=)

H i .
In the Z2[EVREER mode, click the button shown below.

*Earnings Code: P& ﬂ Persanal Monetary Allowance

iewal < [ qerq [P 5|

Manual
Row  Detail Approve Earning Process Type
Switch

[ramtizon 6 [oss  [oozamooz ) [ees | [pwa @ Fereonalioner W Detai] Anprove | [Conversion El

A new blank row appears...

. Start Approval
Start Date Stop Date Status

Time/Seq Earnings Type Description

Stop
Time/Seq

Enter the Start Date. The current date is automatically displayed. Use the calendar

button 2! to select the desired date. The user can also click & drag over the date field
to select the date and type the start date in MM/DD/YYY'Y format.

The Stop Date may be left blank to pay continuous Personal Money Allowance. If
this is a temporary entitlement, you may enter the stop date.

ol

Stop Time s pre-filled by the system and must not be changed.

»

Enter the Earnings Type code “PMA” if known or use the QA to search and select
from a listing of available earning types.

Description is pre-filled. Ensure the proper entitlement is shown, repeat step 6 to
select the correct type if necessary.

Approval Statusis pre-filled. The transaction will remain in a pending (P) status
until it is opened and saved by a CGHRSUP role user. The approver cannot be the
same person who entered the transaction. A transaction is not completed and
transmitted to JUMPS for processing until the approval status is set to “A”.

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayments of
entitlements.

Continued on next page
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Starting Personal Money Allowance, Continued

Procedur e (continued)
Step Action
10 Click the button and enter the Approving Official’s Employee | D number in

the Approver EmplID field of the Supporting Data section.

Click the button to return to the Entitlement Detail view.

11 Click the button. The transaction will be routed, via the worklist, to the
approving official.

12 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.

11-11-M-8 CH-1 Personal Money Allowance
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Stopping Personal Money Allowance

Introduction  This section provides the procedure for stopping Personal M oney

Allowance,

Reminder, Personal Money Allowance stops automatically on the day of PCS departure.
PCSauto-stop Do not enter a Stop Personal Money Allowance transaction when a member

departs PCS. The system will not reflect the Personal Money Allowance stop
until it is resynchronized with JUMPS.

Procedure Follow the steps in Chapter 3 of this part (Employee Entitlement Navigation

and Data Entry) to access the entitlements detail page. Then, follow these
steps to enter a stop Personal Money Allowance transaction.

Step Action
1 In the |[E#Corest History) mode, find the row to stop. The stop date will be blank as shown:
“Earnings Code: [PV [Q Personal Monetary Allowance
*Start Date Tim'; Stop Date “m'; *Earnings Type Description 2{";3;"5' Row  Detail Approve Earning Process Type
Switch
1 Im—@ W PMA Q) iﬁ;i\gﬁlemmey A [l MM'Cnnversmn j El
2[12i112001 (5] o898 | [o2222000 ) [eoge | [pwa (@ FrreomelMoney g = Detail Approve |[Conversion ==

2 Enter the Stop Date for the entitlement by using the calendar button Bl 15 select the
desired date. The user can also click & drag over the date field then Type the stop
date in MM/DD/YYY'Y format. The stop date can be future dated.

3 Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Business rule edits will not be turned off when this is
selected.

Caution: Overriding pay edits may result in errors and possible overpayments of
entitlements.

4 .

Click the B sove) button (located at the bottom left of the screen) to approve and
transmit the entry.

Personal Money Allowance CH-1 1-11-M-9
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Correcting Personal Money Allowance

Introduction  This section provides the procedure for correcting Per sonal M oney
Allowance.

Discussion Only the stop date may be corrected. To change the effective start date or an
incorrect earnings type, you must delete the entire row (see the next section
for the procedure to delete Personal Money Allowance) and then start a new
Personal Money Allowance entitlement.

Procedure Follow these steps to correct an incorrect Stop date.

Step Action
1 In the |Etonest History) mode, find the Personal Money Allowance row to correct.

Click & drag over the Stop Date field to change its value. Dates must be typed in
MM/DD/YYYY format. The user may also use calendar buttons Bl ¢ modify dates
and the magnifying glass @ to change the earning type.

Click the & save button located at the bottom left of the screen.

Personal Money Allowance CH-1 1-11-M-11
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Deleting Personal Money Allowance

Introduction  This section provides the procedure for deleting Per sonal Money Allowance.

Discussion The total Personal Money Allowance entitlement will be recouped when
using this feature.

Procedure Follow the steps in Chapter 3 of this part (Employee Entitlement Navigation
and Data Entry) to access the member’s entitlements detail page. Then,
follow these steps to enter a deletion of a Personal Money Allowance
transaction.

Step Action

1 In the |Etonest History) mode, find the Personal Money Allowance row to delete.

Click on the =1 button located in the row to be deleted.

Click the & sove button located at the bottom left of the screen.

Personal Money Allowance CH-1 [1-11-M-13
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Part Il, Pay Entitlements
Chapter 11, Special and Incentive Pays
Section N - Responsibility Pay

Overview

Introduction  This section provides the procedures for Responsibility Pay. This
entitlement is paid to officers in pay grades O-1 through O-6 who are
assigned and serving as a Commanding Officer of a Coast Guard vessel.

Topics The following topics are covered in this section.
Topic See Page
Guiding Principles II-11-N-3
Starting Responsibility Pay II-11-N- 5
Stopping Responsibility Pay II-11-N-7
Correcting Responsibility Pay II-11-N-9
Deleting Responsibility Pay II-11-N- 11
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Guiding Principles

I ntroduction

Reference

Beforeyou
begin

Auto-stop
upon PCS
departure

Internal
controls

Supporting
documentation

This section provides the guiding principles for Responsibility Pay.

The following reference provides additional information about Responsibility
Pay.

(a) U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series), Section
4-D

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3 of this part (Employee
Entitlement Navigation and Data Entry).

An officer serving as Acting Commanding Officer for periods of less than 30
days is not entitled to Responsibility Pay. Payment for periods over 30 days
requires Commandant (CG-1222) approval.

Responsibility Pay stops automatically on the day prior to PCS departure. Do
not enter a Stop Responsibility Pay transaction when a member departs PCS.
The system will not reflect the Responsibility Pay stop until it is
resynchronized with JUMPS.

Responsibilty Pay start transactions require review and approval by a
PAO/CGHRSUP role user. The approver cannot be the same user that
originated the transaction.

PCS or TDY orders a required for this entitlement.

Responsibility Pay

CH-1

11-11-N-3


http://www.uscg.mil/directives/cim/7000-7999/CIM_7220_29b.pdf�

Pay Entitlements

This page left blank intentionally.

I1-11-N-4 CH-1 Responsibility Pay



Pay Entitlements

Starting Responsibility Pay

Introduction This section provides the procedure for starting Responsibility Pay.

Procedure Follow the steps in Chapter 3 of this part (Employee Entitlement Navigation

and Data Entry) to access the officer’s entitlements detail page. Then, follow
these steps to enter a new Responsibility Pay entitlement.

Step

Action

==

H i .
In the B nolude istory mode, click the button shown below.

A new blank row appears...

N

Enter the Start Date. Pay accrues from date of actual assumption of command.

The Stop Date may be left blank to pay continuous Responsibility Pay. If this is a
temporary entitlement, enter the stop date.

Note: If absent from the vessel for a period of 30 days or more, on TDY, leave, or
hospitalized, the stop date will be the day prior to the day entering such status.

Pay will be stopped on the day of relief from duty as commanding officer.

Enter the Earnings Type code “RP1” or use the  to search and select from a listing
of available earning types.

Description is pre-filled. Ensure the proper entitlement is shown, repeat step 6 to
select the correct type if necessary.

Approval Statusis pre-filled. The transaction will remain in a pending (P) status until
it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval status is set to “A”.

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Continued on next page
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Starting Responsibility Pay, Continued

Procedur e (continued)
Step Action
10 Click the button and enter the Approving Official’s Employee | D number

in the Approver EmplID field of the Supporting Data section.

Click the button to return to the Entitlement Detail view.

11 Click the button. The transaction will be routed, via the worklist, to the
approving official.

12 The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.

[I-11-N-6 CH-1 Responsibility Pay
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Stopping Responsibility Pay

Introduction  This section provides the procedure for stopping Responsibility Pay.

Reminder, Responsibility Pay stops automatically on the day prior to PCS departure. Do
PCSauto-stop not enter a Stop Responsibility Pay transaction when a member departs PCS.

The system will not reflect the Responsibility Pay stop until it is
resynchronized with JUMPS.

Procedure Follow the steps in Chapter 3 of this part (Employee Entitlement Navigation

and Data Entry) to access the entitlements detail page. Then, follow these
steps to enter a stop Responsibility Pay transaction.

Step

Action

In the |Btarest History] mode, find the row to stop. The stop date will be blank as shown:

*Earnings Code:|RF1 =Y Responsibility Pay

Manual

L
Start Stop Row  Detail Approve Earning Process Type
itch

Time Stop Date Time
1 |bm ] 2400 | [RP G Responsihility Pay ~ a F  Detail Approve |[Conversion =] =]
2 [12i0172001 | B [s9gs  [oz22r2002 () (3993 IFP1 QJ Responsibility Pay A ¥ Detaill Approve | [Conversion | =]

*Gtart Date *Earnings Type Description

Enter the Stop Date for the entitlement by using the calendar button E 15 select the
desired date. Stop responsibility pay on the day of relief from duty as commanding
officer.

Note: If absent from the vessel for a period of 30 days or more, on TDY, leave, or
hospitalized, the stop date will be the day prior to the day entering such status.

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Business rule edits will not be turned off when this is
selected.

Caution: Overriding pay edits may result in errors and possible overpayments of
entitlements.

Click the B save) button (located at the bottom left of the screen) to approve and
transmit the entry.

Responsibility Pay CH-1 11-11-N-7
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Correcting Responsibility Pay

Introduction  This section provides the procedure for correcting Responsibility Pay.

Discussion Only the stop date may be corrected. To change the effective start date or an
incorrect earnings type, the user must delete the entire row (see the next
section for the procedure to delete Responsibility Pay) and then start a new
Responsibility Pay entitlement.

Procedure Follow these steps to correct an incorrect Stop date.

Step Action
1 In the |Btanest History) mode, find the Responsibility Pay row to correct.

Click & drag over the Stop Date field to change its value. Dates must be typed in
MM/DD/YYYY format. The user may also use calendar buttons Bl ¢o modify dates
and the magnifying glass 4 to change the earning type.

Click the B save) button located at the bottom left of the screen.

Responsibility Pay CH-1 11-11-N-9



Pay Entitlements

This page left blank intentionally.

11-11-N-10 CH-1 Responsibility Pay



Pay Entitlements

Deleting Responsibility Pay

Introduction  This section provides the procedure for deleting Responsibility Pay.

Discussion The total Responsibility Pay entitlement will be recouped when using this
feature.
Procedure Follow the steps in Chapter 3 of this part (Employee Entitlement Navigation

and Data Entry) to access the member’s entitlements detail page. Then,
follow these steps to delete a Responsibility Pay transaction.

Step Action
1 In the |Btanest History) mode, find the Responsibility Pay row to delete.

Click on the =1 button located in the row to be deleted.
2 Click the & save button located at the bottom left of the screen.

Responsibility Pay CH-1 11-11-N-11
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Coast Guard Servicing Personnel Office Manual

Overview

I ntroduction

Topics

Part Il, Pay Entitlements
Chapter 11, Special and Incentive Pays

Section O - Special Duty Assignment Pay

This section provides the procedures for Special Duty Assignment Pay
(SDAP). This entitlement is paid to enlisted members entitled to basic pay

and performing duties designated as requiring special skills.

The following topics are covered in this section.

Topic See Page
Guiding Principles 11-11-O-3
Starting SDAP 11-11-O-5
Stopping SDAP 1I-11-0-7
Correcting SDAP 1I-11-0-9
Deleting SDAP 11-11-O-11
JUMPS Effect II-11-O-13
FY 2011 SDAP Codes 1I-11-O-15
FY 2010 SDAP Codes 11-11-O-19
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Guiding Principles

Introduction

References

Before you
begin

Annual rate
and code
changes

Auto-stop upon
PCSdeparture

This section provides the guiding principles for Special Duty Assignment
Pay.

The following references provide additional information about SDAP.

(a) Special Duty Assignment Pay, COMDTINST 1430.1P

(b) U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series),
Section 4-1

(c) COMDT COGARD WASHINGTON DC 13163972 AUG
10/ALCOAST 419, CG12, COMDNOTE 1430

(d) E-Mail ALSPO J/10; FY2011 SDAP Codes

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3 of this part (Employee
Entitlement Navigation and Data Entry).

SDAP entitlements and rates change annually. Procedural guidance is
released prior to each fiscal year via ALCOAST and e-mail ALSPO
messages. Refer to these messages before taking any action to start or stop
SDAP.

FY 2011 rates and codes were published in e-mail ALSPO J/10
FY 2010 rates and codes were published in e-mail ALSPO H/09
FY 20009 rates and codes were published in e-mail ALSPO J/08
FY 2008 rates and codes were published in e-mail ALSPO K/07
FY 2007 rates and codes were published in e-mail ALSPO H/06

SDAP stops automatically on the day prior to PCS departure. Do not enter a
Stop SDAP transaction when a member departs PCS. The system will not
reflect the SDAP stop until the departing endorsement on orders transaction is
approved and saved.

Continued on next page
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Guiding Principles, continued

Internal SDAP start transactions require review and approval by a PAO/CGHRSUP

controls role user. The approver cannot be the same user that originated the
transaction.

Supporting References (a) through (c) list the qualification and designation requirements

documentation  receipt of SDAP. A designation letter is the supporting document for SDAP.
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Starting SDAP

Introduction This section provides the procedure for starting Special Duty Assignment
Pay.

Procedurefor  Follow the steps in the Basic Navigation Guide (Chapter 3 of this Part) to
Starting SDAP  access the member’s entitlements detail page. Then, follow these steps to
enter a new SDAP entitlement.

Step | Action

1

H I .
In the B nclude History mode, click the button shown below.

Entitiements

“Earnings Code: [SDA Q) Special Duty Assignment Pay

Manual
Row Detail Approve Earning Process Type

Start Stop
Time StopDate Time

witch
+ [toitrzo01 ) [assa [T130/z001 ) [ssas | [CEceTa | @ 2@t LEDET Boarding ~  Detail #pprove | [Corversion E|
A new blank row appears...

“Start Date *Earnings Type Description Approval
Status 5

m—)>

2 Enter the Start Date. The current date is automatically displayed. Use the calendar

button B! to select the desired date. The user can also click & drag over the date
field to select the date then type the start date in MM/DD/YYY'Y format.

3 The Stop Date may be left blank to pay continuous SDAP. If this is a temporary
entitlement, enter the stop date. Leave the stop date blank for active duty members
and RC members on AD for 140 or more days ADT or more than 181 days (ADOT).
SDAP will automatically stop upon RELAD or PCS.

4 Enter the Earnings Type code “SDA” or use the Q! to search and select from a
listing of available earning types.

Reminder: Some Earnings Type codes require the assignment of a Competency
Code before the member is eligible to receive SDAP.

5 Description is pre-filled. Ensure the proper entitlement is shown, repeat step 4 to
select the correct type if necessary.

6 Approval Statusis pre-filled. The transaction will remain in a pending (P) status
until it is opened and saved by a CGHRSUP role user. The approver cannot be the
same person who entered the transaction. A transaction is not completed and
transmitted to JUMPS for processing until the approval status is set to “A”.

Continued on next page
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Starting SDAP, Continued

Procedurefor Starting SDAP (continued)

Step | Action

10 Click the button and enter the Approving Official’s Employee | D number
in the Approver EmplID field of the Supporting Data section.

Click the button to return to the Entitlement Detail view.

11 Click the button. The transaction will be routed, via the worklist, to the
approving official.

12 The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Stopping SDAP

Introduction This section provides the procedure for stopping Special Duty Assignment
Pay.

Reminder, PCS SDAP stops automatically on the day prior to PCS departure. Do not enter a

auto-stop Direct Access Stop SDAP transaction when a member departs PCS. The
system will not reflect the SDAP stop until the departing endorsement on PCS
orders transaction is approved and saved.

Pr ocet_jurefor Follow the steps in the Basic Navigation Guide (Chapter 3 of this Part) to
Stopping SDAP  access the member’s entitlements detail page. Then, follow these steps to
enter a stop SDAP transaction.

Step | Action

1 In the |BCanest History] mode, find the row to stop. The stop date will be blank as shown:

e

2 Enter the Stop Date for the entitlement by using the calendar button B 6 select the
desired date. The user can also click & drag over the date field and type the stop date
in MM/DD/YYYY format. The stop date can be future dated.

3 Approval Statusis pre-filled.

4 Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Business rule edits will not be turned off when this is
selected.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

5 Click the &2 pytton (located at the bottom left of the screen) to approve and
transmit the entry.

Special Duty Assignment Pay CH-1 11-11-0-7
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Correcting SDAP

Introduction This section provides the procedure for correcting Special Duty
Assignment Pay.

Discussion Only the stop date may be corrected. To change the effective start date or an
incorrect earnings type, you must delete the entire row (see the next section
for the procedure to delete SDAP) and then start a new SDAP entitlement.

Procedurefor  Follow these steps to correct an incorrect Stop date.

correcting
SDAP
Step | Action

1 In the |BiCarest History) mode, find the Special Duty Assignment Pay row to correct.

Click & drag over the Stop Date field to change its value. Dates must be typed in

MM/DD/YYYY format. The user may also use calendar buttons Bl to modify dates
and the magnifying glass @ to change the earning type.

2 Click the "=22*¢) button located at the bottom left of the screen.

Special Duty Assignment Pay CH-1 11-11-0-9
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Deleting SDAP

Introduction This section provides the procedure for deleting Special Duty Assignment
Pay.

Discussion The total Special Duty Assignment Pay entitlement will be recouped when
using this feature.

Pr oc_edurefor Follow the steps in the Basic Navigation Guide (Chapter 3 of this Part) to
deleting SDAP  access the member’s entitlements detail page. Then, follow these steps to
enter a deletion of an SDAP transaction.

Step | Action

1 In the |BCarest History] mode, find the Special Duty Assignment Pay row to delete.

Click on the =1 button located in the row to be deleted.

Click the B save) button located at the bottom left of the screen.

Special Duty Assignment Pay CH-1 1-11-0-11
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JUMPS Effect

Introduction This section describes the transactions created and segments modified in
JUMPS when a Start or Stop SDAP entitlement row is saved in Direct
Access.

Start SDAP Creating and saving a new SDAP entitlement row generates a P607
transaction with the following variable data element:

Code Element DA Field Name/Description

70 | 2 Character Alpha- Earnings Type Code
Numeric Code e SDAP Pay Codes and rates are published
(R3, TS etc.) annually via ALSPO message.
The transaction effective date/time is derived from the Direct Access Start
Date/Time fields.

Stop SDAP Completing the Stop Date field of an SDAP entitlement row in Direct
Access will generate a P625 transaction with the following variable data
element when the transaction is saved:

Code Element DA Field Name/Description
70 Stop Date
The transaction effective date/time is derived from the Direct Access Stop
Date/Time fields.

Pay segment Segment 06 is updated by the SDAP transaction. The segment contains
information on a member's entitlement to Special Duty Assignment Pay.
Example:
SEG HIST COMPUTE OBJECT AMOUNT SDAP-RATE
06 201006 4 11750  $150.00 2D2

EFFDTE TIME DTPROC SLC PAT DTPREP DIST RU FORM
ENT ACTION
START 20100114 9999 20100204 0 PPS 20100203 07 00 67  P607
STOP 20100510 9999 20100527 0 PPS 20100520 07 00 67  P625

Continued on next page
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JUMPS Effect, continued

Segment 06 This table describes fields unique to Segment 06. Please see Part IX of this
datafields manual for descriptions of fields common to all segments.
Field Description
OBJECT Object code. See next page for a listing of SDAP object
codes.

AMOUNT | Monthly rate from pay tables.

SDAP SDAP Rate Code from P607 Element Code 70. See next

RATE page.
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FY 2011 SDAP Codes

SDAP Codes The following codes are valid for FY 2011 SDAP transactions.
Billet/Title Level | Object Code | 72MPS DTAy E:‘C”(;Qgs Note
Academy Company Chief SD1 1175W 2F1 OCSCHF DA description
changed from
“USCGA/OCS
Company Chief”
Cape May Recruit Battalion Commander SD3 11754 1V3 RECBAT
Cape May Recruit Company Commander SDS5 11754 1V5 REC-CC
Cape May Recruit Section Commander SD4 11754 1V4 RECSEC
CGIS Special Agent SD2 11753 102 SPECAG
CGRC Recruiter SD2 11751 1R2 RECPRO
CMC (Level 1) SD1 1175A 1BI CMCLV1
e  Sector
e SILC
e SFLC
e ALC
e RFMC
e CGRC
e CPO Academy
e SELC
CMC (Level 2) SD2 1175A 1B2 CMCLV2
e USCGA
e TRACEN
CMC (Level 3) SD3 1175A 1B3 CMCLV3 “DANTES”
e  Districts removed from
e DOG description.
e  PSC Arlington
e JIATF
o C4IT
CMC (Level 4) SD4 1175A 1B4 CMCLV4
e  VCG/(Future) DCMS
e FORCECOM
e DCO/(Future) OPCOM
CMC (MCPOCG Level 5) SD5 1175A 1B5 CMC-MC
CMC (MCPOCGREF Level 5) SD5 1175A 1B5 CMCRES
D17 ATON SD1 1157B 2C1 D17
Deployable Specialized Forces (DSF) Aerial New code for FY
Gunner SD1 1195D 2K1 DSFAGN 11
DSF Boarding Officer SD1 1175D 1D1 DOGBO DA description
changed from
“DOG Boarding
Officer”
DSF Canine Officer SD1 1175N SD1 CANINE DA description
changed from
“DOG Canine
Handler”
DSF Deployable Team Leader SD2 1175D 1D2 DOGDTL DA description
changed from
“DOG Deployable
Team Leader
Continued on next page
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SDAP Codes (continued)
Billet/Title Level | Object Code | 72MPS DT'L; E:rcnéggs Note
New code for FY
Equal Opportunity Advisor SD1 1195A 2H1 EQOADV 11
New code for FY
11
See “Eligible
criteria
clarifications”
First Class Diver SD1 1175Y 2Gl1 FCLDIV below
Heavy Weather Coxswain SD2 1175R 1W2 COXHWC
Helicopter Rescue Swimmer SD3 11758 1Y3 HELORS
HITRON Aerial Gunner SD2 1175E 1H2 HIRON
Honor Guard Petty Officer SD2 1175H 1J2 HONOR
Independent Duty Food Services Officer SD2 11750 2D2 IDFSO See “Eligible
(FSO) criteria
clarifications”
below
International Training Division - Team SD1 11751 1K1 ITDLDR
Leader
International Training Division - Team SD1 11751 1M1 ITDMBR
Member
New code for FY
Middle East Training Team Leader SD1 1195C 2]1 METTLR 11
New code for FY
Middle East Training Team Member SD1 1195C 2J1 METTMR 11
NCV Pursuit Coxswain (Cutter) SD2 1175V 2E2 COXCUT
NCV Pursuit Coxswain (Station) SD2 1175T 2A2 COXNCV
NCV Pursuit Crewmember (Cutter) SD1 1175V 2E1 NCVCUT
NCV Pursuit Crewmember (Station) SD1 1175T 2A1 NCVPST
NSF Response Member SD1 11757 1X1 NSF-RM
NSF Response Supervisor SD3 11757 1X3 NSF-RS
NSF Response Technician SD2 11757 1X2 NSF-RT
OIC Afloat SD5 11750 1S5 OICAFL
OIC Ashore SD5 11752 1T5 OICASH
Special Mission Training Center High Risk New code for FY
Training Instructor SD1 1175X 2B1 SMTCRI 11
Surfman SD4 11759 1A4 SURFCT
USDAO Defense Attaché Staff SD3 1175G 1F3 DETACH
New code for FY
White House Comms Agency SD2 1195B 212 WHOCMM 11

Continued on next page
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FY 2011 SDAP Codes, continued

Eligibility The information supplements the guidance in paragraph 4 of COMDT
criteria COGARD WASHINGTON DC 1316397 AUG 10/ALCOAST 419, CG12,
clarifications  COMDNOTE 1430:

First Class Diver: SDAP is authorized concurrently with Diving Duty pay.

Independent Duty Food Services Officer (FSO): SDAP is authorized the day
member reports. The member must acquire the FS-17 Competency Code
within one year of their reporting date. If the member has not acquired the
FS-17 Competency Code within one year of their reporting date, SDAP will
be suspended until the FS-17 Competency Code is acquired from the FS
Rating Force Master Chief. See ALCOAST 226/09 for additional
information.
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FY 2010 SDAP Codes

FY 2010 SDAP  The table below lists SDAP codes for FY 2010. These codes are not

Codes available in DA before the end-Month September 2009 update.
Billet/Title Level | Qiect | JUMPS DTAy E:ggggs Note(s)
Cape May Recruit Battalion Commander SD3 | 11754 1V3 RECBAT
Cape May Recruit Company Commander SD5 | 11754 1V5 REC-CC
Cape May Recruit Section Commander SD5 | 11754 1V5 RECSEC
CGIS Special Agent SD2 | 11753 102 SPECAG
CGRC Recruiter SD3 | 11751 1IR3 RECPRO Renamed from “Recruiter-
Production”. Merged with
RECSUP/Recruiting Supervisor
SDAP
CMC (Level 1) SD1 | 1175A 1B1 CMCLV1 | New code for FY 10
e  Sector
e SILC
e SFLC
e ALC
e RFMC
e CGRC
e  CPO Academy/
e SELC
CMC (Level 2) SD2 | 1175A 1B2 CMCLV2 | New code for FY 10
e USCGA
e TRACEN
CMC (Level 3) SD3 | 1175A 1B3 CMCLV3 New code for FY 10
e  Districts
e DOG
e  PSC Arlington
e DANTES
e C4IT
CMC (Level 4) SD4 | 1175A 1B4 CMCLV4 | New code for FY 10
e VCG
e DCO
e DCMS
e FORCECOM
e OPCOM
CMC (MCPOCG Level 5) SD5 | 1175A 1B5 CMC-MC
CMC (MCPOCGREF Level 5) SD5 | 1175A 1BS CMCRES
D17 ATON SD1 | 1157B 2C1 D17
DOG Boarding Officer SD1 | 1175D 1D1 DOGBO New code for FY 10
DOG Canine Officer SD1 | 1175N SD1 CANINE Renamed from “MSR/MSST K-9
Handlers” for FY 10
DOG Deployable Team Leader SD2 | 1175D 1D2 DOGDTL | New code for FY 10
DOG NSF Response Member SD1 | 11757 1X1 NSF-RM Added “DOG” to title
DOG NSF Response Supervisor SD3 | 11757 1X3 NSF-RS Added “DOG” to title
DOG NSF Response Technician SD2 | 11757 1X2 NSF-RT Added “DOG” to title
Heavy Weather Coxswain SD2 | 1175R 1W2 COXHWC
Helicopter Rescue Swimmer SD3 | 11758 1Y3 HELORS
HITRON Aerial Gunner SD1 | 1175E 1H1 HIRON
Honor Guard Petty Officer SD2 | 1175H 1J2 HONOR

Continued on next page
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FY 2010 SDAP Codes (continued)

Object

JUMPS

DA Earnings

Billet/Title Level Code Code Type Code Note(s)
Independent Duty Food Services Officer (FSO) | SD2 11750 2D2 IDFSO
International Training Division - Team Leader SD2 11751 1K2 ITDLDR
International Training Division - Team SD1 11751 1M1 ITDMBR
Member
NCV Pursuit Coxswain (Cutter) SD2 1175V 2E2 COXCUT
NCV Pursuit Coxswain (Station) SD2 1175T 2A2 COXNCV | Added “Station” to title
NCV Pursuit Crewmember (Cutter) SD1 1175V 2E1 NCVCUT
NCV Pursuit Crewmember (Station) SD1 1175T 2A1 NCVPST Added “Station” to title
OIC Afloat SD5 11750 1S5 OICAFL
OIC Ashore SD5 11752 IT5 OICASH
Surfman SD4 11759 1A4 SURFCT
TRATEAM Team Leader SD1 1175F 111 LTMLDR | Removed “PAC & LANT”
from title
USCGA/OCS Company Chief SD1 | 1175W 2F1 OCSCHF
USDAO Defense Attaché Staff SD3 1175G 1F3 DETACH
Continued on next page
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FY 2010 SDAP Codes, continued

Codes The table below lists the FY 2009 SDAP codes that were discontinued and
Discontinued  notes whether the SDAP was stopped or continued under a new
for FY 2010 code/description for FY 2010.

Earn Description/Note I1D SDAP | Object

Type Code | Code
CMCFO CMC (Flag Officer/Area) 1B4 1175A
CMCPSC | CMCPSC (TOPEKA) 1B1 1175A
CMCTR3 | CMC TRACEN Cape May ? 1B2 1175A
CMCTR2 | CMC (TRACEN Yorktown & Petaluma) ? 1B2 1175A
CMCTRI | CMC Coast Guard Recruiting Cmd (CGRC) ? 1B1 1175A
CMCCGA | CMC Coast Guard Academy ¥ 1B2 1175A
CMCIAO | CMC (Dist/MLCS/JAITE/DOG/DANTES) ? 1B3 1175A

CMC (CPO Acad. Chief/CMC Course Chief/Sectors &

CMCCHF | REMCS) @ 1B1 1175A
CMCOS | CMC (MFPU/PATFORSWA) @ 2B1 1175A
LTMMBR | TRATEAM (PAC & Lant) (Boarding Officer) " 111 1175F
LEDETB | LEDET Boarding Officer ) 1D2 1175D
LEDETD | LEDET Deployable Team Leader 1D3 1175D
LEDETG | LEDET Aerial Gunner " 1D1 1175D
MSSTBO | MSST Boarding Officer ) IN1 11751
MSSTTL | MSST Team Leaders ) 1N2 1175J
MSRTTR | MSRT (DAS Troop Leader) " 2G1 1175P
MSRTSL | MSRT (DAS Squad Leader) " 2G1 1175P
MSRTCB | MSRT (CBRNE) " 1G2 1175P
MSRTAG | MSRT (Flight Mech Aerial Gunners) 1G1 1175P
RSINST Recruiting School Staff ") 101 11758
RECSUP | Recruiting Supervisor 1R3 11751

SDAP stopped.

N —

SDAP authorized in FY 10 under new CMC (level 1, 2, 3, or 4) code as appropriate for

the command to which assigned. Data entry required by SPOs to start FY 10 SDAP.

3. SDAP authorized in FY 10 under new DOG SDAP code as appropriate for duty
(Boarding Officer or Deployable Team Leader). Data entry required by SPOs to start
FY10 SDAP.

4. PPC merged RECPRO (Recruiter-Production) and RECSUP (Recruiter-Supervisor) into

single code - RECPRO. Inactivated RECSUP. Changed DA description to CGRC

Recruiter, no SPO action was/is necessary to continue SDAP from FY09 to FY10.
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Coast Guard Servicing Personnel Office Manual
Part I, Pay Entitlements
Chapter 15, SPO Access to “View Members Paycheck” (eLES)
SPO Access to “View Member’s Paycheck” (eLES)

Introduction This chapter provides procedures for Direct Access (DA) users at Servicing
Personnel Offices to view a member’s Leave and Earnings Statement (LES).

Discussion The SPO view duplicates the LES information individuals can access via
Self-Service. SPOs will continue to have access to the LES in JUMPS.
However, access to the DA “View Member’s Paycheck” page will aid SPOs
when counseling members on pay entitlement issues.

Procedure Follow these steps to access the View Member’s Paycheck page:
Step Action
1 Select the following menu items:

Enterprise Menu > Compensate Employees > Maintain Payroll Data (US) > Inquire >
View Members Paycheck

2 The “Find an Existing Value” page will display as shown below:

Note: In some situations the system bypasses this page and will take you directly to the View Members Paycheck
page for the employee ID you were last viewing or updating data on. If this occurs, go to the bottom of the View
Members Paycheck page and click the “Return to Search” button or click the “Inquire” link at the top of the page
(in the menu path).

Enter the member’s employee ID number in the “EmplID” field click the “Search”
button or press the “Enter” key.

Continued on next page
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SPO Access to “View Member’s Paycheck” (eLES), Continued

Procedure (continued)

Step Action

3 The View Members Paycheck page will display. LES data for the current month will
be shown.
4 | To view LES data for a different month, click the Paycheck Selection link.

N

A listing of available months will display, select the link for the month you want to
view. The Paycheck Selection link only lists the current month and the previous 12
months. If you need LES data, older than 12 months, access the LES menu in JUMPS.
5 To view LES Remarks, click the Comments link.

>

The Comments Section provides:

e General statements for all members

e Supporting information regarding:
0 Changes to a member’s pay file
0 Debt Liquidations

Continued on next page
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SPO Access to “View Member’s Paycheck” (eLES), Continued

Procedure (continued)

Step

Action

5

(cont’d)

If the View All, First, Last or Arrow links are active, use them to view additional
lines.

Note: The View Paycheck/el.es page now includes access to the remarks/comments
for the current month and the previous 12 months.

Click either the “OK” or “Cancel” button at the bottom of the Comments section to
return to the View Members Paycheck page.

The top section of the View Members Paycheck page shows the member’s mailing
address, rank/rate, employee ID number, unit assignment, payroll month, pay date,
tax withholding marital status (for tax withholding purposes) and allowances claimed

The Leave section of the View Members Paycheck page includes the following
fields:

Begin = Balance carried over from previous month.

Earned = Leave earned this month.

Used = Leave charged this month.

Balance = Balance at the end of this month.

Sold CP = Leave sold this month.

Lost Prv FY = Number of days leave lost previous fiscal year.
Sold Cumm = Total days leave sold.

SPO Access to “View Members Paycheck” CH-1 11-15-3
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Coast Guard Servicing Personnel Office Manual
Part VI, Separations
Chapter 3, Release from Active Duty (RELAD)

Overview

Introduction  This section provides the procedures for Releasing a Member from Active
Duty (RELAD). Within the Separation Transaction, a SPO may dispose of
leave, set a member’s reserve status, declare location of RELAD on orders
and complete a DD-214.

Topics The following topics are covered in this chapter. Use the other chapters of this
manual for instructions on completing the DD-214 and for accessing the
airport terminal.

Topic See Page
Guiding Principles VI-3-3
The RELAD process VI-3-5
RELAD Procedure VI-3-7
RELAD Approval Procedure VI-3-17
RELAD Corrections and Deletions VI-3-19
Processing Release from Active Duty Separations for Officers VI-3-23
with Reserve Commissions

Release from Active Duty (RELAD) CH-1 VI-3-1
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Separations

Guiding Principles

Introduction

Reference

Separation Pay

Separations for
Active Duty and
EAD Officers

Befor e you begin

This section provides the guiding principles for REL AD.

The following references provide additional information about releasing a

member from active duty.

e Personnel Manual, COMDTINST M1000.6 (series)

e Joint Federal Travel Regulations, Volume 1

e Personnel and Pay Procedures Manual, PPCINST M1000.2
(series)

e Reserve Policy Manual, COMDTINST M1001.28 (series)

e Coast Guard Separation Program Designator Handbook &
ALCOAST 125/10

Separation Pay authorizations are entered in the separation request component
by CGPSC (epm-1)/(opm-2), the separation pay data is carried over into the
separation component with the exception of the Highest Pay Grade Held. This
field must be completed the SPO.

Only CG PSC (opm) is authorized to approve separations for active duty
officers and reserve officers on Extended Active Duty (EAD) contracts.
If the separation is not present in the system the SPO should email
ARL-PF-CGPSC-opm-1-Separations to let them know.

Normal Expiration of Enlistment type separations do not require prior
authorization from CGPSC, and will not appear on the airport terminal.
For all Normal Expiration of Enlistment type separations, the SPO will
start the Separation transaction. After the Save, the Separation Type,
Termination Date and Departur e Date will not be editable. If a mistake
is made with the Separation Type or Termination Date, delete the
transaction and insert a new row.

Travel Order Numbers (TONOs) for Separation Orders are generated
when the separation transaction is saved by the SPO Supervisor
(CGHRSUP Role User). Do not request a separation TONO from PPC
(SES).

Continued on next page
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Separations

Guiding Principles, continued

Beforeyou begin JUMPS’ auto stops of pay entitlements will not be visible in DA until data

(continued) is synchronized. Pay entitlements for a member who is being discharged,
released from active duty (RELAD), or retired will automatically be
stopped by JUMPS on the effective date of separation. Unlike auto-stops
of entitlements in connection with PCS orders, the member’s DA
entitlements page will not show the entitlement stop dates upon saving
and approving the separation transaction. The stop dates will be inserted
after the separation transaction processes through JUMPS and after the
DA/JUMPS Data Resynchronization Process runs (a few days after each
JUMPS update cycle). SPOs do not need to manually stop pay
entitlements for a member who is separating, unless the entitlement is to
stop on a day other than the date of separation or the member will
immediately be performing long-term active duty following RELAD or
discharge (e. g. A Reserve member who is RELAD from an EAD order
and begins duty on another type of long-term orders the next day).

Reservists RELAD transactions are only required for Reservists completing (or being
released from) long-term active duty. Long-term active duty is active duty
for more than 139 days ADT or more than 180 days ADOT. Recalls under
Title 10 U.S.C are also treated as long-term active duty, regardless of the
duration of the recall. Recalls under Title 14 U.S.C. are treated as short-term
active duty. Therefore, no RELAD transaction is required for demobilization
from a recall under Title 14 U.S.C.
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The RELAD process

Introduction

This section provides an overview of how the REL AD process works.

Procedure This table lists the events that take place in connection with a RELAD. This
table is not meant to be all-inclusive; it merely provides an overview of the
process to aid in understanding the events that must take place in order for the
separation transaction to be input.

Stage Trigger Who Does it What Happens

1 Separation Member | Submits Career Intentions Worksheet (CIW) (CG-2045)
authorized
2 | Receipt of CIW | Member’s | Endorses CIW and forwards to Servicing Personnel
Command | Office (SPO).
3 | Receipt of CIW | SPO-Data | Inputs Career Intentions in Direct Access via the
Entry Statement of Intent (SOI) transaction (see Chapter 2 of
Technician | this part). Note: There are additional requirements listed
(CGHRS |in section 3-B of the 3PM that the SPO must complete in
User) connection with a RELAD. Also, see Reserve Status
Transaction on the following page to determine if
submitting one will be necessary PRIOR TO entering the
RELAD.
4 Receipt of SPO-Data | Enters the Reenlistment Eligibility Code*, and SPD
CIW. Entry Code* for enlisted personnel in the separation
Updating and | Technician | transaction and saves. Completes orders, entering delay
saving the (CGHRS | enroute (terminal leave), dependent data, mode of travel,
separation User) etc. Note: The separation transaction must be accessed
transaction. and saved before the user can access the orders.
5 |Completionand| System |Updates departure date on separation transaction to
saving of orders reflect terminal leave. Note: This will not be reflected on
data entry the screen until the separation transaction is updated and
saved.
6 | Completion and | SPO-Data |Finishes the separation transaction, routes to supervisor
saving of orders Entry for approval.
data entry Technician
(CGHRS
User)

*Note: ALCOAST 125/10 (CGWEB/Intranet link) announced revisions to the SPD and RE
codes in the Coast Guard Separation Program Designator Handbook.

Continued on next page
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The RELAD process, Continued

Procedur e (continued)
Stage Trigger Who Does it What Happens
7 Worklist entry SPO- Reviews and approves separation transaction. Prints and
Supervisor | signs orders and DD-214, forwards to member.
(CGHRS
User)
8 Approval and System | Generates JUMPS transaction (L68B).
save by
CGHRSUP

Reserve Status A Reserve Status Transaction (R910) is submitted as part of a RELAD
Transaction transaction. The Reserve Status Transaction is completed via the Reserve
Status tab in the separation component.

If the member has...

Then

NEVER been a Reservist

Complete the Reserve Status Tab prior to creating orders.

Note: Reserve Commission Officers completing EAD contracts
require completion of the Reserve Status entry BEFORE starting
the RELAD. See the special instructions on page 23 of this guide
for more information.

Previously been a Reservist

Complete the Reserve Status Tab Page if the data should change.

Note: For instructions on completing a Reserve Status Transaction that isn’t
part of a RELAD, see Part VII, Chapter 1 of this manual.

If you should need to...

Then...

Delete a RELAD Transaction in which | Delete the Reserve Status Transaction from the

the Reserve Status Transaction was Separation component and save it. Then delete the
done in conjunction with the RELAD RELAD Transaction.
Change Reserve Status Transaction Correct the Reserve Status Transaction and save.

done in conjunction with the RELAD. | There is no need to modify the RELAD.

Change Both the RELAD data and the | Complete both changes and save once. Then route for

Reserve Transaction data.

approval and save.
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RELAD Procedure

Introduction

Before you
begin

Procedure

This section provides the procedure for Releasing a Member from Active
Duty (RELAD).

Only CG PSC (opm) is authorized to initiate separations for active duty
officers and reserve officers on Extended Active Duty (EAD) contracts.

If the separation is not present in the system the SPO should email
ARL-PF-CGPSC-opm-1-Separations to let them know.

The status of a RELAD request/authorization can be viewed in Direct Access
using the Separation Summary module. The separation transaction can also be
accessed from the Airport Terminal once the Separation Transaction has been

started and saved. Click the button on the row with the member’s
orders to access the separation.

For all Normal Expiration of Enlistment type separations, the SPO will start
the Separation transaction. For officer separations (including officers on
EAD), CG PSC (opm) will initiate the separation, therefore the RELAD row
should already be present in the Separations component when you access the
member’s record. If not, contact CG PSC (opm) for assistance. After the
Save, the Separ ation Type, Termination Date and Departure Date will not
be editable. If a mistake is made with the Separation Type or Termination
Date, you will have to Delete the Transaction and insert a new row.

Follow these steps to process a separation transaction. If the Orders Link at
the bottom of the Separation Tab Page is available for selection, then the
Orders do exist. You should proceed directly to the Orders Page to make your
declarations and Save. If the Orders Link is not available for selection, you
must complete the Separations Tab Page and the Reserve Status Page and
Save.

Step

Action

1 Select menu items in the following order:

Enterprise Menu > Administer Workforce > Administer Workforce (GBL) > Use >

Separ ations

N

Enter EmplID with the member’s Employee ID number

3 Click the Sear ch Button.

Continued on next page
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RELAD Procedure, Continued

Procedur e (continued)
Step Action
4 The separation page will open. (This is an example of a completed Separation Tab.)

Home = Administer Workforce = Administer Workforce (GBL) = Use = Separations

{ Separation \'. Separation Pay Leave Disposition Reserve Status Separation Approval

Hame: Sailor, LM ID: 1234567 EmplRed# 0
view Al First (0 4 of1 [F] Last
+
Type: O @ RELAD Termination Date: 071022010 B peparture Date: 06/16/2010 =]
SPD: gk |@ Completion of required active Reenlistment RET @ Eligible for Reenlistment
senice Eligibility:

Reason: bE Q DUE TO FULFILLMENT OF ACTIVE SERVICE OBLIGATION [Reserve Personnel RELAD]

For enlisted only, enter the Reenlistment Eliqgibility code by clicking on the
lookup icon Ql and selecting the applicable code. The list of available codes is tied

to the SPD code.
Note: ALCOAST 125/10 (CGWEB/Intranet link) announced revisions to the SPD
and RE codes in the Coast Guard Separation Program Designator Handbook.

Separation Type, Use “D” for RELAD.

\‘

Enter the SPD separation program designator based on the member’s separation

reason. Click on the Q! to look up the applicable code. Based on the type and SPD
codes entered, additional fields will appear on the page.

Note: ALCOAST 125/10 (CGWEB/Intranet Link) announced revisions to the SPD
and RE codes in the Coast Guard Separation Program Designator Handbook.

The Termination Date is the effective RELAD date. Enter the last day of active
duty for the member.

The Departure Date (a non-editable field) will take into consideration any
terminal leave requested on the member’s orders. However, since the orders must
exist before you enter any terminal leave the Departure Date will not be properly
set until you forward the Separation for Approval or save the Separation Page after
the Terminal Leave has been entered.

10

The Reenlist Eligibility should be filled with “RE1” if the member is eligible to
reenlist.

11

Complete the REL AD Section which will appear when the “D” RELAD is selected
in the TYPE block.

Reason: ﬂ

Enter the Reason or click the R/ button to see a listing. This field will not appear
for officers.

Continued on next page
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RELAD, continued

Procedure (cont’d)

Step Action

12 | Once data entry is completed for the Separation page, click the
13 Earnings Type- If separation pay is authorized this field will be pre-filled with
the earnings type code.

For aRELAD Type*“D” separation on aregular active duty member, the
following codes are valid:

e SO4A Separation Pay Enlisted Full Pay /Satisfactory

¢ S04B  Separation Pay Enlisted Half Pay /Substandard

For aRELAD Type*“D” separation on a extended active duty reservists, the
following codes are valid:

¢ S04C Separation Pay Reserve Enlisted Half Pay/Substandard

¢ S04D Separation Pay Reserve Enlisted Full Pay/Satisfactory

e SO4E Separation Pay Reserve Officer Full Pay/Satisfactory

e S04F Separation Pay Reserve Officer Half Pay/Substandard

e S0O6A Reserve Lump Sum Readjustment Full Pay/Satisfactory

e S06B Reserve Lump Sum Readjustment Half Pay/ Substandard

14 | Highest Pay Grade Held - If an officer or enlisted member is entitled to Severance
Pay Disability (SO1A), enter the highest grade the member satisfactorily held,
otherwise leave blank.

15 | YY/MM of Active Service - This field will be automatically filled, however the
active service time still needs to be verified by the SPO. The data will be used in
the computation of Severance Pay Disability, Reserve and Enlisted Separation Pay.
Notify the separation authority (PSC (epm)/(opm)) is any discrepancy is noted.

16 | Discharge Gratuity - If entitled, enter the amount of Discharge Gratuity will be
pre-filled.

Separation Pay tab

Continued on next page
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RELAD, continued

Procedure (cont’d)

Step Action

17 | You must completethe Reserve Status Tab Page (steps 18 thru 24) prior to
creating Orders. The Employee Classification and Reserve Training/Pay Code must
be set to reflect the member’s reserve status following RELAD and must be
appropriate for the department ID/position number entered on the separation orders
(see step 38 below). Example: If assigning the member to DEPTID 002817 and
position #00062025 (the IRR), the Classification must be “IRR” and the training/pay
code must be “H-No Drill Requirement”.

See “Reserve Status Transaction” on page 6 of this part for more information. Also
see, Processing Release from Active Duty Separations for Officers with Reserve
Commissions on page 23 if applicable.

18 | Click the | ReseneSiaius | (ab and complete the following.

19 | Click the Add a New Row button () to insert a Nnew row.

20 | Select an Employee Classification from the drop-down menu listing. For example,
if the member is transferring to the Individual Ready Reserve, select “IRR”, if the
member will be affiliating with the Selected Reserve and drilling, select “SELRES”.

21 Reserve Training/Pay Code - Enter the Training/Pay Category, or click the Q)
button and the | Laakup | tab for a listing. For example, if the member is transferring to
the IRR, select “H-No drill requirement”, if the member is affiliating with the
SELRES, select “A-Drilling Pay Status”.

22 Reserve Classification - Enter the appropriate classification from the drop-down list.
Most enlisted members completing their initial active duty obligation will be
assigned classification “J- Prior Svc CG Enl w/in 8 yr obl”, officers will be classified
“I=Inact Du Officer w/in 8 yr obl”. Section 1-E-1 of the Reserve Policy Manual
provides a detailed description of each classification.

23 | TRA-PAY-CAT Effdt - Should be one day after the RELAD Date.

24 | Classification Effdt - Should automatically fill to be one day after the RELAD Date
unless an older date exists.

25 Click on the Separ ation tab.

26 | Click B save),

27 You will receive the following warning.
Warning — WorkFlow Reminder (20050, 43)

You saved the Separation Transaction. When you are completely finished
remember to Workflow the Transaction to your Supervisor for Approval.

| oK || Cancel |

Continued on next page
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Separations

RELAD, continued

Procedure (cont’d)

Step Action
28 | Click the OK button to continue.
29 | This Warning will only appear when the “D” RELAD is selected in the TYPE block

l Rules Regarding Reserve Status. (20050,49)

The Reserve Status Page must be completed for all RELAD Transactiens,

Far Active Duty Members RELADing for the first time, Please insert a
new row. A valid Reserve Training Pay Code and Reserve Classification
Code must be entered with Effective Dates that are 1 day after the
Effective RELAD Termination Date.

For Reserve Members RELADing. Please insert a new row. A valid
Reserve Training Pay Code must be entered with an Effective Date that
is1 day after the Effective RELAD Termination Date,

Avalid Reserve Classification and Classification Effective Date must be
present. If not present, one must be entered with an Effective Date that

is1 day after the Effective RELAD Termination Date,

You will enter the information (CGHRSUP employee ID) necessary to workflow the
transaction later in this process. Click the OK button to continue.

30 Click the Orderslink. Entittements  Orders DD214

31 | The member’s orders will open in a new window.

32

Locate the - section.

RetwiPay RWP Retirement With
Pay

Start (Depart) Date: End {Report) Seguence: 1580658

Date:

. uthorizing Official
Transfer Authority: | Coast Guard Personnel Command ame, Rate/Rank):

*Order Status: Apvd 5td Type of Duty:

Action: *Purpose:

33 | Enter the Authorizing Official’s Name and Rate/Rank.

& .
Locate the Htinerary section

35 | Report Date automatically defaults to the last day of duty.

36 | Depart Date should be left blank.

37 | Department - If transferring to the IRR use DEPTID 002817 and position
#00062025. Otherwise, use the drilling Department ID. Click on the Qo lookup.
Note: Be sure to enter the employee class and training/pay code on the Reserve
Status tab, which corresponds with the member’s assignment (see previous page).
38 | Description will pre-fill when Department is selected.

39 | City/State/Country will pre-fill when Department is selected.

Continued on next page
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Separations

RELAD, continued

Procedure  (cont’d)

Step Action

40 | Locate the LB NEERIIEN section.

Note: Leave taken in conjunction with a RELAD/RETIREMENT must be entered in
the Separ ations component (here) and NOT recorded in the Vacation Request page.

41 | Enter the Begin Date in MMDDYYYY format or click the calendar icon to select a
Begin Date. This is the leave date the member is planning on departing his current
unit, normally taken from the CIW.

42 | Enter the End Datein MMDDYYYY format or click the calendar icon ( [&]) to
select an End Date.

43 | Click the Delay Enroute drop-down button to view and select from the list. Select
the type of delay authorized for the date entered. Enter the Travel Time for
Demobilized Reservists as NON-CHARGEABLE ABSENCE.

44 | Add an additional Delay Period by clicking on the LA | putton if necessary (e. g.
When member is taking terminal leave and one portion is OUTCONUS, and one
portion is INCONUS).

45 | Reminder: The ‘End Date” for the last leave period must be one day before the
Discharge date (shown above as the “Estimated Report Date”). If you make an error
you will receive this message:

Review the leave period(s) you entered and correct the end date before continuing.

Continued on next page
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RELAD Procedure, Continued

Procedur e (continued)
Step Action
46 | In the section labeled select or de-select an option.
47 | In the section labeled select or de-select an option.

48 | Scroll down and click on the ~OrderNotes  pytton,
49 | Enter the Order Note ID if known, or click the & button and the | Lookup | tab for a
listing. Order Notes are entries for the remarks block of the CG-5131.

50 | Select the Sequence Number. This number determines the print order.
51 | Deletethe text and enter your own text.
52 | Click the OK button.

53 Click on the Dependents Auth to Travel | tab.

54 | The field Dependents Accompanying M ember will appear.

Dependents auth to travel

EmpliD: 1234587 Brown, Charlie Empl Red#: 0
Sequence: 1650494
Dependents Accompanying Member Find | View All |= ] 1081 [ =|
] I - Marital Marital Student
D Name Relationship | Birthdate Status Status Date Student Status Date
Member's Dependents _

Continued on next page
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Separations

RELAD Procedure, Continued

Procedur e (continued)
Step Action
55 Click the [ Members Dependents | button.

You will see a listing of Dependents for the member.

Member Dependents Find | View All First (4] 12 0r2 [M] Last
" i , Marital Marital Student
Selected Hame Relationship |Birthdate Status Status Date Student Status Date
[} Patty-Brown, Peppermint | Spouse 02/09/1956 Married 08/16/1995
[} Brown, Pigpen Son 03M6/1992

| oK || cancel |

Note: See Chapter 4 (Dependency) of Part III (General Transactions) in this manual
for information on adding dependents.

56 | To Select members authorized to travel on the Travel Orders, click the Selected
option. Once selected, a check mark ™ will appear next to the Dependent’s Name.
57 | Click the button.
58 | The Dependent selected now appears on the Dependents auth to travel screen.
Dependents auth to travel
EmpliD: 1234567 Brawn, Charlie Empl Red#: 0
Sequence: 1519435
Dependents Accompanying Member Find | View All |= [ 1081 [¥] =
. . Student
D |Name Relationship Birthdate ':g':::' St;':::t[;’;te Student Sl:lues“
Date
01 | Brown, Pigpen son 03/16/1992
[ Members Dependents |
59 | Click the OK button.
60 | Click the E3=ve] button.
You will receive the following warning/information message:
Continued on next page
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Separations

RELAD Procedure, Continued

Procedur e (continued)

Step Action

61 | Click the OK button.

62 | To obtain a printable version of the orders, click the Emal Printable Order] bytton. The
system will send a copy of the orders to your ‘Business E-Mail’ address.

63 | Click on the Xl to close the orders window.
The separation transaction window should still be present on the screen. Use the
menus to return to the member’s separation page.

64 | The Departure Date and Termination Date will be filled.
Note: The screen does not yet reflect any terminal leave entered in the orders. This

will update after the remaining separation information is entered and saved.
Termination Date: 05/31/2010 Departure Date: 05/31/2010

65 | At this point, you should complete the DD-214. Click the DD-214 link at the bottom
of the Separations page. See Chapter 6 of this part for instructions.

66 | After completing the DD-214, return to the Separation tab.
67 | Click the _EE3VEDISPOSHON _ 5,

68 | The page will appear. The page provides balances for regular, saved,
and cumulative leave sold as of the system’s last end of month compute cycle.

View All [4] 10f1 [¥] Last

Type: A Discharge Termination Date: 05/31/2010 Departure Date: 05/31/2010

Total Days Leave 00.0
To Sell:

Saved Leave To Sell:

Earned Leave To Sell: Days of Excess Leave:

The Leave Disposition page allows the member to sell any unused leave that may
remain as of the day of separation. These fields may be left blank if the member is
not selling any leave. It also allows the system to debit the member’s pay of any
excess leave previously taken.

Note: It is extremely important to dispose of the member’s entire leave balance.

69 | Enter the amount of Earned L eave to Sall or leave blank.
70 | Enter the amount of Saved L eave to Seall or leave blank.
71 | Enter the Days of Excess L eave or leave blank.

Continued on next page
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RELAD Procedure, Continued

Procedur e (continued)

Step Action
72 Click the _2€paration Approval | .,

73 | Enter the Employee | D number for the CGHRSUP user who will be reviewing and
approving this transaction.

Note: If you are the CGHRS user approving this transaction, see the approval
procedures later in this guide for instructions.

74 | Click the & s=ve] button.

Note: The Departure Date will automatically update to reflect any terminal leave or
other authorized delay entered in the orders. (31 days in this example.)

Termination Date: Departure Date: 05/01/2010

75 | Click the Ok button.
76 | Follow up with approver to ensure the transaction is approved by the date the
member physically departs the unit.
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Separations

RELAD Approval Procedure

Introduction  This section provides the Approval Procedure for Releasing a M ember

from Active Duty (RELAD).

Procedure Access your Worklist and follow these steps to approve the transaction.

Note: You can also access the transaction using the following menu path:
Enterprise Menu > Administer Workforce > Administer Workforce (GBL) >
Use > Separations

The RELAD must be approved by the date the member physically departs the
unit.

Step

Action

Locate the Worklist item in the link column.

Click on the Employee.

Check member’s information for accuracy.

A(WIN|F

Supervisors must decide which action from the Approval Status button to take. The

Selections are:

o Approve- Select to approve.

e Denied — Select to deny (disapprove) the transaction. If desired, a text box is
available to advise why the transaction is denied.

e Pending - This is used when the transaction needs further information. The user
may return and complete the transaction at a later date.

Note: If the Approver selects Denied or Pending, further information is needed.

The transaction can be re-routed to a specific user by entering the Employee ID in

the “Route to” block. When an Employee ID is entered in the route to block the

transaction will appear on their Worklist.

(631

Click the OK button.

If you selected “Approve” in Step 4 you will receive the following warning:

If you want to transmit the separation, click OK.
If you did not intend to approve and transmit the separation, click Cancel.

Remember to go back to the Worklist and check the Marked Worked button.
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Separations

RELAD Corrections and Deletions

Introduction

This section provides the procedures for Corrections and Deletions of the

Release from Active Duty (RELAD) transaction.

Deletionsfor You cannot delete a RELAD transaction for a reserve member who is
Reservists on currently on another set of Active Duty orders. The current orders must be
Active Duty cancelled before a previous RELAD can be deleted.
Procedure Only a CGHRSUP role user (SPO Supervisor/Auditor) can make changes to
an approved separation.
The Separation Type and Effective Date cannot be corrected once the
transaction is saved. When the Separation transaction is in an "Approved"
status, the CGHRSUP role user must be in “Correct History” to make a
change such as selling leave (etc.). Upon saving, the system will create a
correction-type transaction.
Step Action
1 | Select menu items in the following order:
Enterprise Menu > Administer Workforce > Administer Workforce (GBL) > Use >
Separ ations
2 | Enter the EmpllD with the members Employee ID.
3 | Make sure you are in the BSnesttistery] 1y e
4 | Click the Search button.
5 | Select the transaction from the search results.
If the separation | Then...
transaction...
has NOT been | CGHRS/CGHRSUP user can:
approved e Change the Field and Save.
e Route for approval (CGHRS )/Approve (CGHRSUP)
isin an e CGHRSUP User — Make changes and save.
"Approved" status
Normal Expiration | SPO will start the Separation transaction. After the Save, the
of Enlistment type | Separation Type, Termination Date and Departure Date
separations will not be editable. If a mistake is made with the
Separation Type or Termination Date, you will have to
Delete the Transaction and insert a new row.
6 | Open the _2&R3MEhAN (),

Continued on next page
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RELAD Corrections and Deletions, Continued

Procedure (continued)

Step

Action

7

If the separation Type has not been approved, the CGHRS/CGHRSUP user can
simply change the field and save.

If the separation has been approved, only the CGHRSUP role user can change the
field and save.

SPD (CODE) - Contact PSC (epm-1)/(opm-1) to make the change. When the
change is completed the SPO can go into the transaction and finish the Separation.

Effective Date/T ermination Date —

If the separation date needsto Then Contact...
be amended to...
An earlier date PPC SES to make the change.

A later date CG PSC-epm/opm to make the change.

When the change is completed the SPO can go into the transaction and finish the
Separation. If any correction impacts the Effective Date and the separation was
saved, whether approved or not, the SPO must delete the separation and recreate.

If a change in terminal leave impacts the effective date:

¢ And the separation has not been approved; the SPO may change the terminal leave.

¢ And the separation has been approved; the SPO must delete the separation and
recreate.

10

Reenlistment Eligibility - If the separation has not been approved, the
CGHRS/CGHRSUP user can simply change the field and save.

If the separation has been approved, a CGHRSUP user can change the field and save.
CGHRS users will need to route the transaction to a CGHRSUP user for approval.

11

Departure Date - If the separation has not been approved, the SPO may change the
terminal leave. If the separation was approved, the SPO must delete the separation
and recreate. The Departure Date (a non-editable field) will take into consideration
any terminal leave requested on the member’s orders. However, since the orders must
exist before entering any terminal leave; the Departure Date will not be properly set
until forwarded for Approval. Or the user can Save the Separation Page after the
Terminal Leave has been entered.

12

Open the Separation Pay tab.

13

SEP Pay - PSC (epm-1)/(opm-1) must make the change. When the change is
completed, the SPO can go into the transaction and finish the Separation

Continued on next page

VI-3-20

CH-1 Release from Active Duty (RELAD)



Separations

RELAD Corrections and Deletions, Continued

Procedure (cont.)

Step Action

14 | Earning Type - PSC (epm-1)/(opm-1) must make the change. When the change is
completed the SPO can go into the transaction and finish the Separation.

15 | Inregards to correcting/deleting the Highest Pay Grade Held field: If the separation
has not been approved, the CGHRS/CGHRSUP user can simply change the field
and save. If the separation has been approved, only the CGHRS role user can change
the field and save.

16 | Click on the _EeaveDisposiion (,p
Note: Leave taken in conjunction with a RELAD or Retirement must be entered in
the Separations component and NOT recorded in the Vacation Request page.

17 | Enter the Total Days L eave to Sell.

18 | Enter the Earned L eave to Sell.

19 | Enter the Saved L eaveto Sell.

20 | Enter the Days of Excess L eave.

21 | Access the [ ResemeStatus | tqh
Note: If submitting this correction to change a member’s employee classification,
reserve training/pay code or reserve classification due to a change in the member’s
desired reserve status following RELAD (e. g. Member has elected to affiliate with
the SELRES with assignment to a unit instead of transferring to the IRR), be sure to
update the separation orders with the department ID and position number for the
reserve assignment. See Step 37 in the Procedures section (Page 11).

22 | Employee Classification - Enter Correct Classification and save.

23 | Reserve Training/Pay Code - Enter Correct Training/Pay Code and save.

24 | Enter Correct Reserve Classification and save.

25 | TRA-PAY-CAT Effdt - Do nothing. This date will show as the Day After RELAD
Date.

26 | Classification Effdt - Do nothing. This date will show as the Day After RELAD
Date.
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Separations

Processing Release from Active Duty Separations for
Officers with Reserve Commissions

Introduction When a Reserve Commissioned Officer completes their initial active duty

service obligation/Extended Active Duty (EAD) contract and does not desire to
continue on active duty or is not selected for an extension or integration, they
are released from active duty and transferred to the Selected Reserve
(SELRES) to complete their military service obligation.

Procedure When processing these separations (after the separation authority has been

entered by CGPSC(opm-1)), SPOs often encounter this error message:

This error occurs because DA expects a reserve status row to be present with a
reserve Employee Classification (SELRES, IRR, etc.), because the Officer
you are separating is a Reservist. However, in most of these cases, the Officer
has never been a member of the SELRES and no reserve status row exists. If
you should receive this error, follow the following steps to correct the error.

Step Action

1 Exit the separation component, go to the Reserve Member Status page:
Enterprise Menu > Administer Workforce > Administer Workforce (GBL) > Use >
Reserve Member Status

2 Insert new row. The Reserve Tra/Pay Cat effective date must be one day after the
RELAD date.

3 When you enter the Date, you will receive this warning message informing you that
the Employee Class is going to be changed when you save.
This is exactly what you are trying to accomplish. Changing the Employee Class to
a reserve classification will allow you to process the separation.

4 Click OK to dismiss the warning message.

Continued on next page
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Processing Release from Active Duty Separations for
Officers with Reserve Commissions, Continued

Procedur e (continued)

Step Action
5 When transferring the Officer to the IRR use:
e “|RR” for the Employee Classification,
e “H - NoDrill Requirement” for the Reserve/Training Pay Code, and
e “Inact Du Officer w/in 8 yr abl” (Inactive duty Officer within 8 year initial
military obligation) for the Reserve Classification.
Note: For IRR transfers, use department ID #002817 and position #00062025 when
you complete the separation travel order.

If the Officer will be participating in the SELRES following RELAD use:

e “SELRES” for the Employee Classification,

e “A —Drilling Pay Status” for the Reserve/Training Pay Code, and

e “Inact Du Officer w/in 8 yr obl” (Inactive duty Officer within 8 year initial
military obligation) for the Reserve Classification.

6 | Use the Department ID and Position Number to complete the separation travel

order.
If Then
Long Term/Demobilized Reservist | RELAD to previous drilling unit.
All other RELAD Use the Department | D and Position
Number provided by the assignment officer
(CGPSC (rpm)).

Note: All RELAD travel orders MUST be completed with a Position Number
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I ntroduction

Topics

Part VI, Separations

Chapter 4, Discharge

This section provides the procedures for Dischar ging a member from the
Coast Guard, and to terminate an officer’s appointment. Within the
Separation Transaction, the user may initiate payment of Separation Pay,
Dispose of Leave, Change a Members Reserve Status, Declare Location of
RELAD on Orders, and Complete a DD214.

* For instructions on a Discharge to | mmediate Enlistment please use the
Accessions guidance in Part VII1 of thismanual. *

The following topics are covered in this chapter.

Topic See Page
Guiding Principles VI-4-3
Discharge Procedure VI-4-7
Discharge Approval Procedures VI-4-17
Discharge Corrections and Deletions VI-4-19
JUMPS Effect VI-4-23
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Separations

Guiding Principles

I ntroduction

Reference

Authorizing
discharges

Separ ation Pay

This section provides the guiding principles for Dischar ging a member from
the Coast Guard.

The following references provide additional information about Discharges.
e Personnel Manual, COMDTINST M1000.6 (series)

e Joint Federal Travel Regulations, Volume 1

e Personnel and Pay Procedures Manual, PCINSTMI000.2(series)

e Reserve Policy Manual, COMDTINST M1001.28 (series)

e (G Separation Program Designator Handbook & ALCOAST 125/10

Commander (epm-1/opm-1), Coast Guard Personnel Service Center
(CGPSC), must authorize Discharges for active duty officers, officers on
Extended Active Duty (EAD) and enlisted members. Approved discharges
and RELADs will be posted to the Airport Terminal for the member’s unit.
Refer to Chapter 6 of this Part for instructions on completing the DD-214.

Separation Pay authorizations are entered in the separation request component
by CGPSC (epm-1)/(opm-2), the separation pay data is carried over into the
separation component with the exception of the Highest Pay Grade Held. This
field must be completed the SPO.

Continued on next page
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Separations

Guiding Principles, continued

Corrections
and Deletions

Corrections and Deletions are limited to users with the role of CGHRSUP.
If the transaction has been saved but not approved, modifications can be done
to all entries EXCEPT the Termination Date (PPC-SES), SPD Code
(CGPSC-epm/opm), and Separation Type (CGPSC-epm-1/opm-1).
Corrections to these three entries will require contacting PPC-SES or
CGPSC-epm-1/opm-1.

A transaction can be corrected by going directly to the erroneous entry,
entering the correction, and then saving the transaction. This can be done to a
transaction that has been saved; saved and forwarded for approval; and
approved. Corrected transactions that have been routed for approval or have
been previously approved need to be re-routed for approval, unless a
CGHRSUP user/auditor is performing the correction.

For CGHRSUP users, if a transaction is in an approved status when it is
corrected, saving the transaction will create a corrected transaction. If an
approved transaction needs to be deleted, the CGHRSUP user should leave
the approval status set to approved and click the delete button. This will
create a deleted transaction.

Continued on next page
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Separations

Guiding Principles, continued

Process This table lists the events that take place in connection with a Discharge.
This table is not meant to be all-inclusive; it merely provides an overview of
the process to aid in understanding the events that must take place in order for
the separation transaction to be completed.

Stage Trigger Who Does it What Happens

1 Member’s CGPSC (epm-1/opm-1) | Enters authorization in Direct Access
Separation for for Discharges which creates:
Request is Immediate and Priority | 1. Discharge orders.
approved Separ ations 2. E-Mail to member.
3. Separation transaction.
Note: The transaction is ‘built’ by the
system but additional data entry and
approval is required before it is
complete.
2 | Receipt of e-mail Member Submits Career Intentions Worksheet
orders from (CIW) (CG- 2045).
Direct Access
3 Receipt of CIW Member’s Command | Endorses CIW and forwards to
Servicing Personnel Office (SPO).
4 Receipt of CIW SPO-Data Entry Inputs Career Intentions in DA
Technician Statement of Intent (SOI) transaction.
(CGHRS User) Note: There are additional
requirements listed on section 3-B of
the 3PM that the SPO must complete
in connection with a Discharge.
5 Receipt of CIW. SPO-Data Entry Enters the Reenlistment Eligibility
Updating and Technician Code* for enlisted personnel in the
saving the (CGHRS User) separation transaction and saves.
separation Completes Separation orders,
transaction. dependent data, mode of travel, etc.
Note: The separation transaction must
be accessed and saved before the user
can access the orders.

*Note: ALCOAST 125/10 (CGWEB/Intranet link) announced revisions to the SPD and RE

codes in the Coast Guard Separation Program Designator Handbook.

Continued on next page
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Separations

Guiding Principles, continued

Process (continued)

Stage Trigger Who Does it What Happens
6 Completion and System Updates departure date on separation
saving of orders transaction.

Note: This will not be reflected on the
screen until the separation transaction
is updated and saved.

7 Completion and SPO-Data Entry Finishes the separation transaction and
saving of orders Technician DD-214, routes to supervisor for
(CGHRS User) approval.

8 Worklist entry SPO-Supervisor Reviews and approves separation

(CGHSRUP User) transaction.
Prints and signs orders and DD-214,
forwards to member.

9 Approval and System Generates JUMPS transaction to close
save by down member’s pay account.
CGHRSUP
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Discharge Procedure

Introduction

Before you
begin

This section provides the procedure for completing a Discharge. A DD Form
214 must also be completed. See chapter 6 of this part for instructions.

The status of a Discharge request/authorization can be viewed in Direct
Access using the Separation Summary module. See “Viewing Separation
Orders” in the online help for additional details.

The status of a Discharge request/authorization can be viewed in Direct
Access using the Separation Summary module. See “Viewing Separation
Orders” in the online help for additional details. The separation transaction
can also be accessed from the Airport Terminal. Click the button
on the row with the member’s orders and the separation page will open.
See Using the Airport Terminal in the online help for more information.

For all CGPSC (epm/opm) approved separations, a Separation transaction
will be started for you and contain pre-filled values for Separation Type,
Termination Date, Departure Date and SPD Code. If Separation Pay
was authorized, the Earnings Type, YY/MM of Active Service and
Discharge Gratuity will also be pre-filled on the Separation Pay Page. If
the Termination Date needs to be changed, contact PPC (SES). If any of
the other fields listed above needs to be changed, contact CGPSC
(epm-1/opm-1).

The SPO submitting the discharge from the reserve or active duty
component is also responsible for completing the enlistment transaction
for those being immediately accessed into a new component of the Coast
Guard. This shall be accomplished prior to forwarding the SPO record.
For officers who are being discharged from the active duty component of
the Coast Guard to be immediately accessed into the reserve component of
the Coast Guard as an officer or vice versa, the servicing SPO losing the
member MUST submit this transaction.

Continued on next page
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Separations

Discharge Procedure, Continued

Procedure Follow these steps to process a separation transaction.

Step Action
1 | Select menu items in the following order:

Enterprise Menu > Administer Workforce > Administer Workforce (GBL) > Use >

Separ ations

Enter the member’s Employee | D number.

3 | Click the Sear ch button

Note: Verify the employee ID before making any changes.

4 | A separation page will display, use Code “A” for DISCHARGE. Entry will be pre-

filled if separation has CGPSC approval. Code “A” will be used in the following

situations:

e Regular active duty enlisted members who have met their military obligation and
want to be discharged from the active component to be put into the reserve
components. Note: If the member has NOT met his/her military obligation, then
the member should be released from the active duty component and put into the
Coast Guard Reserve component. Use the Release from Active Duty (RELAD)
event for this.

e Reserve members who want to be discharged from the reserve component and be
enlisted into the active duty component of the Coast Guard.

e Regular or reserve members who have met their military obligation and want to be
discharged from the Coast Guard.

e Discharging enlisted members for fraudulent enlistment.

e (anceling an enlistment on an enlisted member.

e Regular active duty officers who will be discharged from the active Coast Guard
component to accept an appointment as an officer in the Coast Guard reserve
component. Note: There may be times when a reserve officer who is on extended
active duty will need to be released from active duty to be put back into a reserve
status. Do not use this transaction for this purpose. Use the Release from Active
Duty (RELAD) event for this.

e Reserve officers who will be discharged from the reserve component to accept an
appointment as an officer in the active duty component of the Coast Guard.

e Regular or reserve officer whose appointment as an officer is being terminated.
Note: Do not use this transaction for enlisted members who are appointed to
Warrant Officer. Use the Warrant Appointment event for this. This transaction is
not required for temporary commissioned officers that are discharged from
warrant status to accept permanent LTJG.

N

Continued on next page
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Separations

Discharge Procedure, Continued

Procedur e (continued)

Step Action

5 | Complete the following in the section.

Home = Administer Workforce = Administer Workforce (GBL) » Use > Separations

[ Separation " Separation Pay Leave Disposition Reserve Status Separation Approval

Name: Ocean, Atlanta ID: 1234567 EmplRcd# 0
view Al First (4] 1or1 [ Last
: +
Type: Discharge Termination Date: Departure Date: 12/07/2009 =]
SPD: gk @ Cempletion of required active Reenlistment RE1 Q] Eligible for Reenlistment
senice Eligibility:
Reason: Expiration of Enlistment -
Type: Honorable hd
Status: Rcmd Reenl but does not desire -

Entitements  Orders DD214
For all CGPSC (epm/opm) approved separations, a Separation transaction will be
started for you and contain pre-filled values for Separation Type, Termination Date,
Departure Date and SPD Code. If Separation Pay was authorized, the Earnings
Type will also be pre-filled on the Separation Pay Page. The above fields will not be
editable.

(o2}

Separation Type, This field is set by CGPSC. “A” is for Discharge.

7 | SPD is the Separation Program Designator. The SPD code is set by CGPSC based on
the member’s separation reason.

Note: ALCOAST 125/10 (CGWEB/Intranet link) announced revisions to the SPD and
RE codes in the Coast Guard Separation Program Designator Handbook.

(o]

Termination Date - Enter the last day of active duty for the member.

9 | The Departure Date is a non-editable field and will not reflect any terminal leave
requested on the member’s orders. Any requested terminal leave is accounted for on a
separate Vacation Request (Leave) transaction.

10 | For enlisted only, enter the Reenlistment Eligibility code by clicking on the lookup

icon @l and selecting the applicable code. The list of available codes is tied to the
SPD code. Thisfield will not appear for officers.

11 Complete the Section:
Reason: Convenience of Government -
Type: Honorable LT
Status: Rcmd Reenl but does not desire |«

12 | Click the dropdown button to view and select a Reason from the list.

Continued on next page
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Separations

Discharge Procedure, Continued

Procedur e (continued)

Step Action

13 | Click the dropdown button to view and select the Type from the list.

14 | Click the dropdown button to view and select a Status from the list.

15 | Once data entry is completed for the Separation page, click on the _SEParalion Fay ¢y,

if the member is entitled to separation pay.

16 | Earnings Type— This field will be pre-filled if separation pay is authorized.

For a Type“A” discharge separation of an enlisted active duty member, the
following codes are valid:

e SOIA Severance Pay Disability

¢ SO3A Discharge Gratuity — Enlisted (Dishonorable/Bad Conduct ONLY)

e SO4A Separation Pay Enlisted Full Pay /Satisfactory

e S04B  Separation Pay Enlisted Half Pay /Substandard

For a Type“A” discharge of an enlisted reservist, these codes are valid:
e SOIA Severance Pay Disability

e S04C  Separation Pay Reserve Enlisted Half Pay/Substandard

¢ S04D Separation Pay Reserve Enlisted Full Pay/Satisfactory

e SO6A Reserve Lump Sum Readjustment Full Pay/Satisfactory

¢ S0O6B Reserve Lump Sum Readjustment Half Pay/Substandard

For aType“A” discharge of areserve officer, the following codes are valid:
¢ SOIA Severance Pay Disability

e SO2A Severance Pay Officer

e SO4E Separation Pay Reserve Officer Full Pay/Satisfactory

e SO4F Separation Pay Reserve Officer Half Pay/Substandard

e SO6A Reserve Lump Sum Readjustment Full Pay/Satisfactory

¢ SO6B Reserve Lump Sum Readjustment Half Pay/Substandard

For aType“A” dischargeof aregular officer, the following codes are valid:
¢ SOIA Severance Pay Disability
e S02A Severance Pay Officer

17 | Highest Pay Grade Held - If an officer or enlisted member is entitled to Severance
Pay Disability (SO1A), enter the highest grade the member satisfactorily held,
otherwise leave blank.

Continued on next page
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Separations

Discharge Procedure, Continued

Procedur e (continued)

Step Action

18 | YY/MM of Active Service - This field will be automatically filled, however SPO’s
still need to verify the active service time. The data will be used in the computation of
Severance Pay Disability, Reserve and Enlisted Separation Pay. Contact CGPSC
(epm-1/opm-1) and PPC (SES) if any discrepancy is noted.

19 | If entitled, the amount of Dischar ge Gratuity will be pre-filled.

20 | Before the transaction can be forwarded to a supervisor for approval, the member’s
Orders must exist. If the Orderslink found on the Separation page is highlighted, an
Orders document does exist and the transaction can be forwarded and saved.

If the Orders Link is NOT highlighted, the Orders do not exist. The separation
transaction must now be saved and Ordersmust be created before approval is
requested. Once saved, access to the Orders Link is allowed. After completion of the
Orders, the separation transaction is ready to be forwarded to the supervisor for
approval. To forward the Discharge for approval, complete the Separation Approval

page.

21 | Click the B s=v=) button.

22 | You will receive the following warning/information page.

23 | Click the button to continue.

24 | Click the Orders link. Entmements@rders DD214

25 | The member’s orders will open in a new window.

26 | Locate the =il gection.

Action: Ret wiPay RWP :;{:;Irement With *Purpose:
Start (Depart) Date: End {Report) Sequence: 1580658
Date:
mm\al
Transfer Authority: Coast Guard Personnel Command Name, RaElIeJ’Rank}' >
: : I

*Order Status: ApvdStd - Type of Duty:

27 | Enter the Authorizing Official’s Name and Rate/Rank.

Continued on next page
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Separations

Discharge Procedure Procedure, Continued

Procedur e (continued)
Step Action
28 | Locate the section.

29 | Enter Begin Datein MMDDYYYY format or click the calendar icon to select a Begin
Date.
Note: Do NOT enter terminal leave. This should be done as a separate transaction.

30 | Enter End Date MMDDYYYY format, or click the calendar icon () to select an
End Date.

31 | Delay Enroute - Click the drop-down button to view and select from the list. Select

the type of delay authorized for the date entered. Enter the Travel Time for
Demobilized Reservists as NON-CHARGEABLE ABSENCE.

32 | In the section labeled | select or de-select an option.

33 | In the section labeled select or de-select an option.

34 | Scroll down and click on the ©rderNotes  hytton,

35 | Enter the Order Note ID if known, or click the ¥ button and the | Lockup | button for a
listing. Order Notes are entries for the remarks block of the CG-5131.

36 | Select the Sequence Number. This number determines the print order.

37 | Delete the text and enter your own text.

38 | Click the OK button.

Continued on next page
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Separations

Discharge Procedure Procedure, Continued

Procedur e (continued)

Step Action

39 Click on the Dependents Auth to Travel |tab.

40 | The field Dependents Accompanying M ember will appear.

<

41 Click the [ Members Dependents | button.
You will see a listing of Dependents for the member.

Note: See Chapter 4 of Part III in this manual for information on adding dependents.

42 | To Select members authorized to travel on the Travel Orders, click the Selected
option. Once selected, a check mark ™ will appear next to the Dependents Name.

Click the button.

Rl &

The Dependent selected now appears on the Dependents auth to travel screen.

45 | Click the Ok button.

46 | Click the & s=v=) button.

Continued on next page
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Separations

Discharge Procedure Procedure, Continued

Procedur e (continued)

Step Action

47 | You will receive the following warning/information message:

48 | Click the OK button.

49 | To obtain a printable version of the orders, click the Ema! Frintable orer] hutton. The
system will send a copy of the orders to your ‘Business E-Mail’ address.

50 | Click on the Xl to close the orders window.
The separation transaction window should still be present on the screen. Use the

menus to return to the member’s separation page. The departure date and termination
date will be filled.

The screen does not yet reflect any terminal leave entered in the orders. This will
update after the remaining separation information is entered and the transaction is
saved.

51 | At this point, you should complete the DD-214. Click the DD-214 link at the bottom
of the Separations page. See the Chapter 6 of this Part for instructions; they are not
included with this guide.

52 | After completing the DD-214, return to the Separ ations page.

53 Click the Leave Disposition tab.

54 | The page provides balances for regular leave, saved leave, and cumulative leave sold
as of the system’s last end of month compute cycle.

The Leave Disposition page allows the member to sell any unused leave that may
remain as of the day of separation. These fields may be left blank if the member is not
selling any leave. It also allows the system to debit the member’s pay of any excess
leave previously taken.

Note: It is extremely important to dispose of the member’s entire leave balance.

55 | Enter the amount of Earned L eave to Sell or leave blank.

Continued on next page
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Separations

Discharge Procedure, Continued

Procedure (continued)

Step Action

56 | Enter the amount of Saved L eave to Sell or leave blank.

57 | Daysof Excess L eave - If member has an excess leave balance on the date of
separation, enter the number of excess leave days.

58 | Click the Sepasinamean tah.

59 | Enter the Employee | D number for the CGHRSUP User who will be reviewing and
approving this transaction.

Note: If you are the CGHRS User approving this transaction, see the approval
procedures on the last page of this guide for instructions.

60 | Click the B s=ve] button.
Note: The Departure Date will automatically update to reflect any terminal leave or
other authorized delay entered in the orders. (31 days in this example).

61 | Click the OK button.

62 | Follow up with approver to ensure the transaction is approved by the separation date.

Discharge CH-1 VI-4-15
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Separations

Discharge Approval Procedures

Introduction This section provides the Approval Procedur e for discharging a member.

Procedure Access your Worklist and follow these steps to approve the transaction.
Note: See the Worklist topic in the online help for additional information on
accessing your Worklist. The Worklist can also be accessed by using the
following menu path:

Enterprise Menu > Administer Workforce > Administer Workforce (GBL) >
Use > Separations

Step Action
1 Locate the Worklist item in the link column.
2 | Click on the Employee.
3 Check member’s information for accuracy.
4 Once in the Separations screen, Supervisors must decide which action from the

Approval Status button to take. The Selections are:

e Approve— Select to approve.

¢ Denied — Select to deny (disapprove) the transaction. If desired, a text box is
available to advise why the transaction is denied.

e Pending - This is used when the transaction needs further information. The user
may return and complete the transaction at a later date.

Note: If the Approver selects Denied or Pending, further information is needed. The

transaction can be re-routed to a specific user by entering the Employee ID in the

“Route to” block. When an Employee ID is entered in the route to block the

transaction will appear on their Worklist.

5 Click on 91,

6 If you selected “Approve” in Step 2 you will receive the following warning:

7 If you want to transmit the separation click OK.
If you did not intend to approve and transmit the separation click Cancel.
8 | Remember to go back to the Worklist and check the Marked Worked button.

Discharge CH-1 VI-4-17
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Separations

Discharge Corrections and Deletions

I ntroduction

This section provides the procedures for Corrections and Deletions of the

Discharge transaction.

Procedure Only a CGHRSUP role user (SPO Supervisor/Auditor) can make changes to
an approved separation.
The Separation Type and Effective Date cannot be corrected once the
transaction is saved. When the Separation transaction is in an "Approved"
status, the CGHRSUP role user must be in “Correct History” to make a
change such as selling leave (etc.). Upon saving, the system will create a
correction-type transaction.
Step Action
1 | Select menu items in the following order:
Enterprise Menu > Administer Workforce > Administer Workforce (GBL) > Use >
Separ ations
2 | Enter the EmplID with the members Employee ID.
3 | Make sure you are in the Boresttiston] o e,
4 | Click the Search button.
5 | Select the transaction from the search results.
If the separation | Then ...
transaction...
has NOT been | CGHRS/CGHRSUP user can:
approved ¢ Change the Field and Save.
e Route for approval (CGHRS )/Approve (CGHRSUP)
is in an e CGHRSUP User — Make changes and save.
"Approved" status
Normal SPO will start the Separation transaction. After the Save, the
Expiration of Separation Type, Termination Date and Departure Date will
Enlistment type | not be editable. If a mistake is made with the Separation Type
separations or Termination Date, you will have to Delete the Transaction
and insert a new row.
6 | Open the 2803000 tq)

Continued on next page
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Separations

Discharge Corrections and Deletions, Continued

Procedur e (continued)

Step

Action

7

If the separation Type has not been approved, the CGHRS/CGHRSUP user can simply
change the field and save.
If the separation has been approved, only the CGHRSUP role user can make changes.

SPD (CODE) - Contact EPM1/OPM1 to make the change. When the change is
completed the SPO can go into the transaction and finish the Separation.

Effective Date/T ermination Date —

If the separation needs | Then contact...
to beamended to ...
An earlier date PPC-SES to make the change.

A later date CG PSC-epm/opm to make the change.

When the change is completed, the SPO can go into the transaction and finish the
Separation. If any correction impacts the Effective Date and the separation was saved,
whether approved or not, the SPO must delete the separation and recreate.

If a change in terminal leave impacts the effective date:
¢ And the separation has not been approved; the SPO may change the terminal leave.

¢ And the separation has been approved; the SPO must delete the separation and
recreate.

10

Reenlistment Eligibility - If the separation has not been approved, the
CGHRS/CGHRSUP user can simply change the field and save.

If the separation has been approved, a CGHRSUP user can change the field and save.
CGHRS users will need to route the transaction to a CGHRSUP user for approval.

11

Departure Date - If the separation has not been approved, the SPO may change the
terminal leave. If the separation was approved, the SPO must delete the separation and
recreate. The Departure Date (a non-editable field) will take into consideration any
terminal leave requested on the member’s orders. However, since the orders must exist
before entering any terminal leave; the Departure Date will not be properly set until
forwarded for Approval. Or the user can save the Separation Page after the Terminal
Leave has been entered.

12

Open the Separation Pay tab.

13

SEP Pay - EPM1/0OPM1 must make the change. When the change is completed, the
SPO can go into the transaction and finish the Separation.

Continued on next page
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Separations

Discharge Corrections and Deletions, Continued

Procedure (continued)

Step Action

14 | Earning Type - EPM1/OPM1 must make the change. When the change is completed,
the SPO can go into the transaction and finish the Separation.
15 | Inregards to correcting/deleting the Highest Pay Grade Held field: If the separation
has not been approved, the CGHRS/CGHRSUP user can simply change the field and
save. If the separation has been approved, only the CGHRSUP role user can change
the field.
16 | Click on the &2V DISPOSION (,p
17 | Enter the Total DaysL eave to Sell.
18 | Enter the Earned L eaveto Sell.
19 | Enter the Saved L eave to Sell.
20 | Enter the Days of Excess L eave.
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Separations

JUMPS Effect

Introduction This section explains the effect of a separation transaction on a member’s pay
entitlements in Direct Access and JUMPS.

JUMPS Auto- Pay entitlements for a member who is being discharged, released from active

StopsareNot  duty (RELAD), or retired, will automatically be stopped by JUMPS on the

Reflected on effective date of separation. Unlike auto-stops of entitlements in connection

Entitlements  with PCS orders, the member’s DA entitlements page will not show the

Page entitlement stop dates upon saving and approving the separation transaction.
The stop dates will be inserted after the separation transaction processes
through JUMPS and after the DA/JUMPS Data Resynchronization Process
runs (a few days after each JUMPS update cycle). SPOs do not need to
manually stop pay entitlements for a member who is separating, unless the
entitlement is to stop on a day other than the date of separation or the member
will immediately be performing long-term active duty following RELAD or
discharge (e. g. A Reserve member who is RELAD from an EAD order and
begins duty on another type of long-term orders the next day). In May 2005,
more than 2000 Stop Pay Entitlement (P625) transactions were rejected by
JUMPS. The transactions were not necessary because the entitlement auto-
stop program had already closed the pay segments.
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Coast Guard Servicing Personnel Office Manual
Part VI, Separations
Chapter 5, Retirement

Overview

Introduction  This section provides the procedures for a Retirement separation.

Topics The following topics are covered in this chapter.
Topic See Page
Guiding Principles VI-5-3
The Retirement process VI-5-5
Retirement Procedure VI-5-7
Retirement Approval Procedure VI-5-15
Retirement Corrections and Deletions VI-5-17
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Separations

Guiding Principles

I ntroduction

Reference

Before you
begin

Separation Pay

This section provides the guiding principles for a Retirement separation
transactions.

The following references provide additional information about retirements.
e Personnel Manual, COMDTINST M1000.6 (series)

e Joint Federal Travel Regulations, Volume 1

e Personnel and Pay Procedures Manual, PSCINST M1000.2(series)

Commander (epm/opm), Coast Guard Personnel Service Center (CGPSC),
must authorize retirements, including retirements for physical disability, for
active duty officers and enlisted members. Approved retirement requests and
authorizations for physical disability retirements will be posted to the Airport
Terminal for the member’s unit.

The status of a retirement request/authorization can be viewed in Direct
Access using the Separation Summary module. See “Viewing Separation
Orders” in Chapter 1 of this volume for additional details.

Contact CGPSC (epm/opm) if the member’s retirement request/authorization
cannot be located in Direct Access. The retirement separation cannot be input
in Direct Access until CGPSC has entered the authorization.

Requests to change retirement date must be sent to CGPSC for approval and
data entry.

Ensure member has sufficient obligated service to meet the retirement date.
The member will need to extend or reenlist if the expiration of current

enlistment is before the effective date of separation (day before retirement
date).

Separation Pay authorizations are entered in the separation request component
by CGPSC (epm-1)/(opm-2), the separation pay data is carried over into the
separation component with the exception of the Highest Pay Grade Held. This
field must be completed the SPO.

Retirement
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Separations

The Retirement process

Introduction

This section provides an overview of how the Retirement process works.

Process This table lists the events that take place in connection with a member’s
voluntary or involuntary retirement. This table is not meant to be all-
inclusive; it merely provides an overview of the process to aid in
understanding the events that must take place in order for the retirement
separation transaction to be input.

Stage Trigger Who Doesit What Happens

1 | Member’s voluntary retirement CGPSC Enters authorization in Direct Access,
request is approved, (epm/opm) | which will create:
involuntary retirement is 1. Retirement orders.
directed, or physical disability 2. Separation transaction.
retirement is directed. (Note: The transaction is ‘built’ by the system but additional
data entry and approval is required before it is complete.)
2 | Receipt of retirement order Member | Submits Career Intentions Worksheet
(unit provides via the Airport (CIW) (CG-2045)
Terminal) Submits Retirement Package to PPC-
RAS.
Note: Download the Retirement Package from
http://www.uscg.mil/ppc/ras/retpack.pdf
3 | Receipt of CIW Member’s | Endorses CIW and forwards to Servicing
Command | Personnel Office (SPO).
4 | Receipt of CIW SPO-Data | Inputs Career Intentions in DA
Entry Statement of Intent (SOI) transaction
Technician | (o fhrs readdionl euremens sl o et 35
(CGHRS) must complete in connection with a disability retirement).
5 | Receipt of CIW SPO-Data | Enters the Reenlistment Eligibility Code
Entry for enlisted personnel; and Retirement
Technician | Authorization Code for officers and
(CGHRS) | enlisted personnel in the retirement
transaction and saves.
(Note: The retirement transaction must be accessed and
saved before the user can access the retirement orders.)
6 | Updating and saving the SPO-Data | Completes retirement orders, entering
separation transaction. Entry delay enroute (terminal leave),
Technician |dependent data, mode of travel, etc.
(CGHRYS)
Continued on next page
Retirement CH-1 VI-5-5



http://www.uscg.mil/ppc/ras/retpack.pdf�

Separations

The Retirement process, Continued

Procedure (cont’d)

Stage Trigger Who Does it What Happens
7 | Completion and saving of System Updates departure date on separation
orders data entry transaction to reflect terminal leave.
Note: This will not be reflected in DA until the
separation transaction is updated and saved.
8 | Completion and saving of SPO-Data | Finishes the separation transaction and
orders data entry Entry DD-214, routes to supervisor for
Technician |approval.
(CGHRYS)
9 | Worklist entry SPO- Reviews and approves separation
Supervisor | transaction.
(CGHSRUP)
Prints and signs orders and DD-214,
forwards to member.

10 | Approval and save of System Generates JUMPS transaction (L68B) to
separation transaction by close down member’s pay account and
CGHRSUP transmit record to the Retired Global Pay

system for establishment of the retired
pay account.
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Separations

Retirement Procedure

Introduction This section provides the procedure for completing a Retirement separation
and retirement orders in Direct Access. A DD Form 214 must also be
completed. See Chapter 6 of this part for instructions.

Procedure Follow these steps to process a retirement separation transaction.

Step Action

1 Select menu items in the following order:
Enterprise Menu > Administer Workforce > Administer Workforce (GBL) > Use >
Separ ations

N

Enter EmplID with the member’s Employee ID number.

3 | Click the Search Button.

Note: When choosing a member from the search results, please be sure it is the
person that actually needs a data change. Verify the employee 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 to
select the correct Employee Classification.

4 The separation transaction can also be accessed from the Airport Terminal. Click the

button on the row with the member’s orders and the separation page will
open. See Using the Airport Terminal in Part IV, Chapter 1 of this manual for more
information.

5 The Separations page will display.

Home = Administer Workforce = Administer Workforce (GBL) = Use = Separations

{ Separation \ Separation Pay Leave Disposition Resene Status Separation Approval

Name: Head BobL. ID: 1234567 Empl Red#: 0

view Al First [4] 1.or1 [®] Last
T
e: 08/31/2009 EE]

Type: Retirement Retirement Date: Departure Dat

SPD: Sufficient senice for retirement  Reenlistment =Y
Eligibilibe:

Note: The orders link will not
be active until you save this

page.

Authorization: =Y

Entittements  Orders 214

6 For enlisted retirements only, enter the Reenlistment Eligibility code by clicking
on the lookup icon @l and selecting the applicable code. The list of available codes is
tied to the SPD code.

7 | Enter the Retirement Authorization code by clicking on the lookup icon and selecting
the applicable code.

Continued on next page
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Retirement Procedure, Continued

Procedure (cont’d)

Step Action

8 | The Reenlistment Eligibility code is not used on Officer Retirements:

Example officer disability retirement:

Home = Administer Workforce = Administer Waorkforce (GBL) = Use > Separations

{ Separation \ Separation Pay Leave Disposition Reserve Status Separation Approval

Mame: Bear, SmokeyT. ID: 1234567 Empl Red#: a
view Al First (4] 1071 (] Last
. +]1=1
Type: Retirement Retirement Date: Departure Date: 10/31/2009
SPD: Disability, permanent

Authorization: H ﬂ Commissioned - By reason of permanent physical disability [10 USC 61]

Entitlements  Orders  DD214

9 Separation Type This field is set by CGPSC. “E” is for Retirement.

10 | SPD is the Separation Program Designator. The SPD code is set by CGPSC based on
the member’s retirement reason. Contact CGPSC if incorrect.

Note: ALCOAST 125/10 (CGWEB/Intranet link) announced revisions to the SPD and
RE codes in the Coast Guard Separation Program Designator Handbook.

11 | The Retirement Date is set by CGPSC based on the member’s request and needs of
the service. Requests to change the retirement date must be sent to CGPSC.

12 | Departure Date s pre-filled by the system. Initially this is the day before the
retirement date. The system will change the departure date to reflect any authorized
delay (e. g. Terminal leave) entered in the orders portion of the transaction after the
orders are saved and the user returns to this page.

13 | Click the Es=v¢) button.
You will receive the following warning/information page:

14 | Click the OK button to continue.
You will enter the information (CGHRSUP employee ID) necessary to workflow the
transaction later in this process.

Continued on next page
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Separations

Retirement Procedure, Continued

Procedure (cont’d)

Step Action

15 | Click the Orderslink. The member’s retirement orders will open in a new window.

16 | Locate the =iiliiil section.  Enter the Authorizing Official’s Name and
Rate/Rank.

Action: et WIPay RWP ;R:;irement\.vith *Purpose:

Start (Depart) Date: Er;ct!e(:Report] Sequence: 1580658

Transfer Authority: | Coast Guard Personnel Command W>
*Order Status: ApvdStd - Type of Duty:

17 | Locate the section.

Note: Permissive orders are not part of the retirement transaction. See section 5-B of
the Personnel and Pay Procedures Manual (PPCINST M1000.2(series)) for
information on preparing permissive orders.

18 | Enter Begin Datein MMDDYYYY format or click the calendar icon to select a Begin
Date. This is the leave date the member is planning on departing his current unit,
normally taken from the CIW.

19 | Enter End Date MMDDYYYY format, or click the calendar icon () to select an
End Date.

20 | Click the Delay Enroute dropdown button to view and select from the list. Select the

type of delay authorized for the date entered.

Continued on next page

Retirement CH-1 VI-5-9



Separations

Retirement Procedure, Continued

Procedure (cont’d)

Step Action

21 | Add an additional Delay Period by clicking on the LA | bytton if necessary (e. g.
When member is taking terminal leave, and one portion is OUTCONUS, and one
portion is INCONUS).

Note: The End Date for the last leave period must be one day before the retirement
date (shown above as the “Estimated Report Date™). If you make an error you will
receive this message:

Review the leave period(s) you entered and correct the end date before continuing.

22 | In the sections labeled | select or de-select an option.

23 | In the sections labeled select or de-select an option.

24 | Scroll down and click on the ~©rderNotes  hytton,

25 Enter the Order Note I D if known, or click the Ql button and the | Lookup [ tab for a
listing. Order Notes are entries for the remarks block of the CG-5131.

26 | Select the Sequence Number. This number determines the print order.

27 | Delete the text and enter your own text. Click the OK button.

28 Click on the Dependents Auth to Travel | tab

Continued on next page
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Separations

Retirement Procedure, Continued

Procedure (cont’d)

Step Action
29 | The field Dependents Accompanying M ember will appear.

Dependents auth to travel

EmpliD: 1234567 Brown, Charlie Empl Red#: 0
Sequence: 1650494
Dependents Accompanying Member Y | [ 1 op1 [B] =
] - Marital Marital Student
D Name Relationship |Birthdate Status Status Date Student Status Date
Member's Dependents

30 Click the [ Members Dependents | button.

You will see a listing of Dependents for the member.
Find | View Al First (1] 1-2.0r2 [ Last

Member Dependents

- - - Marital Marital Student
Selected Name Relationship Birthdate Status Status Date Student Status Date
= Patty-Brown, Peppermint | Spouse 02/09/1956 |Married 08161995
0 Brown, Pigpen Son 03M6/1992

Note: See Chapter 4 (Dependency) of Part III (General Transactions) in this manual
for information on adding dependents.

31 | To Select members authorized to travel on the Travel Orders, click the Selected
option. Once selected, a check mark ™ will appear next to the Dependent’s Name.

32 | Click the button.
33 | The Dependent selected now appears on the Dependents auth to travel screen

Dependents auth to travel

EmpliD: 1234567 Brown, Charlie Empl Rcd#: 0
Sequence: 1518435
Dependents Accompanying Member 4 |= [ 4081 [ =|
] ) Student
. . . Marital Marital
ID Name Relationship Birthdate Status Status Date Student Status
Date
01 | Brown, Pigpen Son 03/16/1992
Members Dependents
34 | Click the OK button.
Continued on next page
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Separations

Retirement Procedure, Continued

Procedure (cont’d)

Step Action

35 | Click the B 5=ve] button.
You will receive the following warning/information message:

36 | Click the OK button.

37 | To obtain a printable version of the orders, click the Emal Frintable oer| hytton. The
system will send a copy of the orders to your ‘Business E-Mail’ address.

38 | Click on the Xl to close the orders window.

The separation transaction window should still be present on the screen. Use the
menus to return to the member’s separation page. The departure date will still be listed
as one day before the retirement date.

39 | The Retirement Date and Departure Date will be filled.

Note: The screen does not yet reflect any terminal leave entered in the orders. This
will update after the remaining separation information is entered and saved.
Retirement Date: 06/01/2010 Departure Date: 05/371/2010

40 | At this point, you should complete the DD-214. Click the DD-214 link at the bottom
of the Separations page. See Chapter 6 of this part for instructions.

41 | After completing the DD-214, return to the Separation tab.

42 Click the Leave Disposition tab.

Continued on next page
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Separations

Retirement Procedure, Continued

Procedure (cont’d)

Step Action
43 | The page will appear.
Leave Disposition viewal [ 1or1 [M] Last
Type: E Retirement Retirement Date: 06/01/2010 Departure Date: 05/31/2010
Total Days Leave 25.0 Saved Leave To Selk:
To Sell:
Earned Leave To Sell: [25.0 Days of Excess Leave:
The Leave Disposition page allows the member to sell any unused leave that may
remain as of the day of separation. These fields may be left blank if the member is not
selling any leave. It also allows the system to debit the member’s pay of any excess
leave previously taken.
Note: It is extremely important to dispose of the member’s entire leave balance.
44 | Enter the amount of Earned L eave to Sell or leave blank.
45 | Enter the amount of Saved L eave to Sell or leave blank.
46 | Enter the Days of Excess L eave or leave blank.
47 Click the Separation Approval tab.
48 | Enter the Employee | D number for the CGHRSUP user who will be reviewing and
approving this transaction.
Note: If you are the CGHRS user approving this transaction, see the approval
procedures on the last page of this guide for instructions.
49 | Click the & s=ve) button. The Departure Date will automatically update to reflect any

terminal leave or other authorized delay you entered in the orders.

Example:
Befor e saving — Departure date is one day before retirement date:
Retirement Date: 06/01/2010 Departure Date: 05/31/2010

After saving — Departure date has changed to reflect the terminal leave (25
days in this example).
Retirement Date: 06/01/2010 Departure Date: 05/06/2010

Retirement CH-1 VI-5-13



Separations

This page left blank intentionally.

VI-5-14 CH-1 Retirement



Separations

Retirement Approval Procedure

Introduction  This section provides the Approval Procedure for a Retirement.

Procedure Access your Worklist and follow these steps to approve the transaction.

Note: See the Worklist topic in the online help for additional information on
accessing your Worklist. You can also access the transaction using the
following menu path:

Enterprise Menu > Administer Workforce > Administer Workforce (GBL) >
Use > Separations

Step Action

1 | Locate the Worklist item in the link column.

2 | Click on the Employee.

3 | Check member’s information for accuracy.

4 | Supervisors must decide which action from the Approval Status button to take. The
Selections are:
o Approve- Select to approve.
e Denied — Select to deny (disapprove) the transaction. If desired, a text box is

available to advise why the transaction is denied.
e Pending - This is used when the transaction needs further information. The user
may return and complete the transaction at a later date.

Note: If the Approver selects Denied or Pending, further information is needed. The
transaction can be re-routed to a specific user by entering the Employee ID in the
“Route to” block. When an Employee ID is entered in the route to block the
transaction will appear on their Worklist.

5 | Click the OK button.

6 | If you selected “Approve” in Step 4 you will receive the following warning:

7 | If you want to transmit the separation, click OK.
If you did not intend to approve and transmit the separation, click Cancel.

8 | Remember to go back to the Worklist and check the Marked Worked button.
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Separations

Retirement Corrections and Deletions

Introduction

This section provides the procedures for Corrections and Deletions of the

Retirement transaction.

Procedure Only a CGHRSUP role user (SPO Supervisor/Auditor) can make changes to
an approved separation.
The Separation Type and Effective Date cannot be corrected once the
transaction is saved. When the Separation transaction is in an "Approved"
status, the CGHRSUP role user must be in “Correct History” to make a
change such as selling leave (etc.). Upon saving, the system will create a
correction-type transaction.
Step Action
1 | Select menu items in the following order:
Enterprise Menu > Administer Workforce > Administer Workforce (GBL) > Use >
Separ ations
2 | Enter the EmplID with the members Employee ID.
3 | Make sure you are in the B Comestbistery) 1 e,
4 | Click the Search button.
5 | Select the transaction from the search results.
If the separation | Then...
transaction...
has NOT been CGHRS/CGHRSUP user can:
approved ¢ Change the Field and Save.
e Route for approval (CGHRS )/Approve (CGHRSUP)
1s in an e CGHRSUP User — Make changes and save.
"Approved" status
Normal Expiration | SPO will start the Separation transaction. After the Save,
of Enlistment type | the Separation Type, Termination Date and Departure
separations Date will not be editable. If a mistake is made with the
Separation Type or Termination Date, you will have to
Delete the Transaction and insert a new row.
6 | Open the _SEPaE0N ¢q},

Continued on next page
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Separations

Retirement Corrections and Deletions, Continued

Procedur e (continued)

Step Action

7 | If the separation Type has not been approved, the CGHRS/CGHRSUP user can
simply change the field and save.
If the separation has been approved, only the CGHRSUP user can make any changes.
8 | SPD (CODE) Contact EPM1/OPM1 to make the change. When the Change is
completed the SPO can go into the transaction and finish the Separation.
9 | Effective Date/Termination Date—

If the separation date needsto be Then Contact...

amended to...

An earlier date PPC SES to make the change.

A later date CG PSC-epm/opm to make the change.

When the change is completed the SPO can go into the transaction and finish the
Separation. If any correction impacts the Effective Date and the separation was saved,
whether approved or not, the SPO must delete the separation and recreate.

If a change in terminal leave impacts the effective date:
¢ And the separation has not been approved; the SPO may change the terminal leave.
¢ And the separation has been approved; the SPO must delete the separation and
recreate.
10 | Reenlistment Eligibility - If the separation has not been approved, the
CGHRS/CGHRSUP user can simply change the field and save.
If the separation has been approved, a CGHRSUP user can change the field and save.
CGHRS users will need to route the transaction to a CGHRSUP user for approval.
11 | Departure Date - If the separation has not been approved, the SPO may change the
terminal leave. If the separation was approved, the SPO must delete the separation
and recreate. The Departure Date (a non-editable field) will take into consideration
any terminal leave requested on the member’s orders. However, since the orders must
exist before entering any terminal leave; the Departure Date will not be properly set
until forwarded for Approval. Or the user can Save the Separation Page after the
Terminal Leave has been entered.

12 Openthe Separation Pay tab.

13 | SEP Pay - EPM1/OPMI1 must make the change. When the change is completed, the
SPO can go into the transaction and finish the Separation

Continued on next page
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Separations

Retirement Corrections and Deletions, Continued

Procedure (cont’d)

Step Action

14 | Earning Type - EPM1/OPM1 must make the change. When the change is completed
the SPO can go into the transaction and finish the Separation.

15 | Highest Pay Grade Held: If the separation has not been approved, the
CGHRS/CGHRSUP user can simply change the field and save. If the separation has
been approved, only the CGHRSUP role user can change the field

16 | Click on the [LEaVe Disposition ¢4},

Note: Leave taken in conjunction with a RELAD or Retirement must be entered in
the Separations component and NOT recorded in the Vacation Request page.

17 | Enter the Total DaysL eaveto Sell.

18 | Enter the Earned L eaveto Sell.

19 | Enter the Saved L eaveto Sell.

20 | Enter the Days of Excess L eave.
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Reserve Unique Transactions

Back-To-Back AD Orders, Continued

Limitations 1. Start a new separation.
(con’t) 2. Put Type, Date and SPD/Reason codes in.
3. Go to Reserve Status tab. Click plus sign for new row. Date it the day
after the RELAD date.
4. Go back to separation tab and click save.
5. Click OK a few times to dismiss all the messages.
6. Click the orders link.
7. Enter the department ID number for the department ID where the

member will be going to on the orders destination section.

8. Save the orders (click OK again a few times to dismiss all the warning
messages)

9. Go back to the separation; click the route/approval tab.

10. Route to approver or select "Approved' if you are the approver.

11. Save.

12. Complete the new reserve orders.

13. Restart pay entitlements (Enterprise Menu > Compensate Employees >
Use > Pay Entitlements), as applicable for the member’s new orders
(BAH, COLA, BAS, etc.).

Reservists who are immediately recalled for further active duty of lessthan 140
ADT days or lessthan 181 ADOT days.
If a Reservist is released from Title 10 orders or other Long-Term AD
orders, then immediately recalled to active duty under a different set of
orders (e.g., Title 14, ADOS-RC, ADT, or ADOS-AC), and the new period
of recall is less than 140 days for ADT order or less than 181 days for
ADOT orders:

1. Complete a Release from Active Duty (RELAD) transaction.

2. Prepare and endorse the new Reserve orders, to record the new

period of active duty.

Continued on next page
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Reserve Unique Transactions

Back-To-Back AD Orders, continued

Createanew Follow these steps to create a new order for a reserve member, who is on
order active duty and is issued new orders for additional active duty with no
break in service and no RELAD is required (read the “Limitations” block
on page 73).
Step Action
1 Log into the system and select the following menu items:

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

Note: Reserve Orders can also be accessed using the Manage Reserve Member
activity guide:

Administer Workforce > Track Global Assignments (GBL) > Use > Manage Reserve Member

Click the “View/Complete Order Info” link at the bottom of the activity guide page
to go to the Reserve Orders Search record.

2 The Reserve Orders Search record will be displayed.

Enter the member’s employee ID number in the EmplID field and click the Search
button.

Continued on next page
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