Creating a Standard Remark Entry for Orders

Purpose

Definition

Discussion

User Role

Procedure

This document provides the procedure creating a standard remark for use on
Coast Guard travel/separation orders.

Oder Note is a term used in Direct-Access to classify remarks entries on the
Standard Travel Order form.

Order notes are maintained in the “Contract Clause” table in Direct-Access.
Once added to the table, order notes can be included on any travel or
separation order by the assignment officer, separation authority, or the
yeoman at the Servicing Personnel Office (SPO).

You must have the appropriate access level (user role) to access the Contract
Clause table setup. Users with the CGASGN — Coast Guard Assignment
Officer Role can create and maintain entries in the Contract Clause table.

Follow these steps add a new order note:

Step Action
1 Access the Contract Clause Setup Menu

Home = Develop Workforce = Recruit Workforce (GBL) = Setup = Contract Clause Table

Contract Clause Table

Find an Existing Value

Contract Clause:l

Description: |

[T Case Sensitive
™ Include History ™ Correct Histary

[ Search | | Clear | Basic Search

Add a New Value —<«um—

2 Click the “Add a New Value” link

Continued on next page




Creating a Standard Remark Entry for Orders, Continued

Procedure (continued)

Step

Action

3

Assign a unique code (3 character alpha/numeric) to the new entry
and click the Add button.

Home = Develop Waorkforce = Recruit Warkforce (GBL) = Setup = Contract Clause Table

Contract Clause Table

Add a New Value

Contract Clause: [PPM]

Add

Find an Existing WValue

The Contract Clause data entry form will display:

Home = Develop Workforce = Recruit Workforce (GBL) = Setup = Contract Clause Table

Contract Clause Table

Contract Clause: PFM
Contract Clause

First [4] 10f1 [] Last

*Status: | Active j' ==

072372008

*Effective Date:

*Description:

——

Short Description:

Long Description:

Comment:

ol

=

B save [BAdd) | E] UpdatedDisplay) | Ellinclude History) (B Correst History |

Continued on next page




Creating a Standard Remark Entry for Orders, Continued

Procedure (continued)

Step Action
5 Complete the data entry:

Field Entry

Effective Date | Defaults to current date. If you do not change
this date the new order note will only be
available to add to orders that are created on or
after this date. The standard convention for
these types of effective date fields is to enter
“01/01/1901”. This will make the order note
available to be added to any order issued prior
to the new entry being created.

Status Defaults to “Active”. Do not change.

Note: In the event you no longer want this
remark to be available, change the status to
inactive. See the Changes/Correction section of
this document for more information.
Description Spell out (in the limited space that is available)
the purpose of the new note. Enter a
meaningful description. For assignment system
notes, begin the description with ASGN. For
training system notes, begin the description
with TRNG. For Reserve Orders, begin the
description with RSV. For Separation order,
begin the description with SEP.

Short Enter the code you created in step 3.
Description

Long Enter the purpose of the new note.
Description

Comment Enter the text of the order note. This is the

actual remark that will be printed on orders.

Continued on next page



Creating a Standard Remark Entry for Orders, Continued

Procedure (continued)

Step Action
6 Review your work:
Home = Develop Workforce = Recruit Worlkforce (GBL) = Setup » Contract Clause Table
{ Contract Clause Table
Contract Clause: FPM
Contract Clause
*Effective Date: IU'”U”"QU" *Status: I-‘\Cﬂ“'e =l
*Description: |Persona|ly Frocured Move
Short Description: IPPM
Long Description: Ftandard Sep Order Remark for member using Personally Procured Move Prog.
Comment: In order to expedite the processing of Personally Procured Move (PPIM) =
claim for retiring and separating USCG personnel, please submit an
Online EFT application
(hitps:ifwww fincen.uscg.mil/secure/enrollment_form him) after the effective
date of your retirement or separation.
B save BbAdd) (] Update/Display) | 2l Include History) ([BG

Press the Save button

Continued on next page




Creating a Standard Remark Entry for Orders, Continued

Testing

Procedure

The new order note is now available to be added to a travel or separation

order. You should test your new entry to ensure it appears correctly and
legibly on a standard travel order form.

Follow these steps to add the remark to a separation order (Note: This is an
abbreviated procedure for users who are familiar with accessing travel and
separation orders).

Step Action
1 Access the order by clicking the Orders link in the separations
component;
Home = Administer Workforce = Administer Workforce (GBL) = Use =
fm\ ‘Separation Pay  Leave Disposition  Reserve Status | Separation Approval |
Hame: ) 1D: EmplRed#: 0O
T‘,‘pe:IE_ Retirement Retirement Date: 10/01/2008 Departure Date: 09/20/2006 EI
SPD: [RED Sufficient service for retirement E“ﬁ;*;‘ii‘;:"em REz QA E:{\‘lrg;:z;?rReen\lalmemﬂueIn
‘Aumonzanon:rﬂ ENLISTED - AT OWN REQUEST UPON COMPLETION OF 20 OR MORE YEARS ACTIVE SERVICE
[14 USC 355]
Entitlements Ord!M
B save]l (CLRetumn to Search fi 113 Hext tab A Include History ) | [# Correct History,
Separation | Separation Pay | Leave Disposition | Reserve Status | Separation Approval
2 The travel order will open in new window. Click the
OrderNotes | hytton (near the bottom of the page) to access the
Order Notes dialog.
3 The Order Notes data entry form will display.

Home = Administer Workforce = Administer Worldorce (GBL) = Use » Separation Orders

Order Notes

EmpliD: s
Red
Nbr:
Sequence; 1134138
Order Notes Bl il
Add Delete
*Order +*gequence Number:
Note
M =
Print ¥ L

Continued on next page



Creating a Standard Remark Entry for Orders, Continued

Procedure (continued)

Step Action

4 Enter the code for your new order note in the *Order Note field or
click the lookup button to search for your new note by the
description.
5 Enter the number for the order in which you want the new note to
appear in the *Sequence Number field (01 if there is only one
note).
6 Review your entry (make sure the Print checkbox is marked) and
click the OK button to continue.

Home = Administer Workforce = Administer Worlforce (GBL) = Use = Separation Orders

Order Notes

EmpliD: Empl
Red

Nbr:

Sequence:

Order Notes [= [ 1081 [M] =

i

*Order *sequence Number:
Note

In order to expedite the processing of Personally Procured Move (PP} i’
IPF'H 01
= g |_| claim for retiring and separating USCG personnel, please submit an

g e [

Online EFT application
Print ¥ P AP L R L R

7 Click the “Email Printable Order” button.

Continued on next page



Creating a Standard Remark Entry for Orders, Continued

Procedure (continued)

Step

Action

8

Access your e-mail. Open the message containing the order and

open the attachment. Review the order note entry as it appears on
the standard travel order.

Departnent ot STANDARD TRAVEL ORDER
Homeland Sscurity

U.E. Cocast Guard 3+ 1134138

Direct Acceass oK
Parisd of Trawvel: O5/21/2007 05/31/2007 plaplkst Crders: Retirement With Pay RWP

For Madical Trawal: Remain Owvernight (RON)

[u] daye at

Primary Mode of Travel: Car Govt., Credit Card Holder

Commercial Carrier (0wn =xpense, subj to reimbursement)
Gevernnant Procured Transpertatisn

X huthorized Private Cwned Conveyance (POC) 30

Direct Accsse Centrally Scheduled Trainings

Report Tot

Haturs Duty Traty Type Pren Te Taviait
0023223 PSC AT HOME RET MEERS Ssparation 05/31/2007 N
53 71237 TOPEKA ES TSA | ] £ Fopition:
Por Dism Rats (sotimatedls TOPEKL
Zuthorized Rental Car: Upgrads: Ledging: 455 MeIE:  $30
Quarters:
Meszing: to:
Puth. Local Travel (taxi, bus, eto.):
Rooounting:
Trwrsl Crdes B Agancy Beg ipprop  Lia  Fuod LrlPg Bla ok Ctr  cbd ol Ertimats
P 51 10 8R....... 78 04 $3,600.00
gshipment: ESRC

Vs

Renarks/Conmenta/Additional Inatructions

In order to expedite the processing of Perscnally Procured Mowe (PPM) claim for
retiring and separating USCCE personnel, please submit an Cmline EFT application

_ihttps://www. fincen. uscg.mil/eecure/enrollment_form.htm) after the sffective date of
“your retirsment or ssparaticon.
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Creating a Standard Remark Entry for Orders, Continued

Corrections / |

f you need to change or update your order note access the Contract Clause

Changes setup menu and follow these steps:

Home = Develop Workiorce = Recruit Workforce (GBL) = Setup = Contract Clause Table

Contract Clause Table

Find an Existing Value

Contract Clause:l

Description: |

[T Case Sensitive
™ Include History [~ Correct History

| Search | | Clear | Basic Search

Add a Mew Value

1.
2.
3.

Enter the Note’s code in the Contract Clause field

Click the Search button

Insert a row with a new effective date when entering or changing data.
This will maintain the history of the clause

Edit the fields as desired and click the Save button.




