Basic Allowance for Subsistence (Multiple Entry)

Overview

Introduction This section provides the procedures for starting, changing, and stopping
Basic Allowance for Subsistence for multiple enlisted members assigned to
the same unit at the same time. This entitlement is limited to members
entitled to basic pay except for enlisted members under the circumstances
outlined in Chapter 3-B of the Pay Manual. This earnings code is also used to
pay Commuted Rations to Cadets.

Reference The following references provide additional information about PCS
entitlements and regulations.

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

e Personnel and Pay Procedures Manual, PSCINST M1000.2
(series), Chap 2)

Discussion Do not use this earnings code to effect TAD/TDY entitlements. When
changing earning types, stop the old earnings type with an effective date
one day prior to submitting the start entry. Basic Allowance for Subsistence
automatically stops the day of reporting PCS.
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http://www.uscg.mil/CCS/CIT/CIM/DIRECTIVES/CIM/CIM_7220_29A.pdf
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Basic Allowance for Subsistence (Multiple Entry)

Procedure Start Direct Access, sign-in and follow these steps to start, stop, correct, or delete
Basic Allowance for Subsistence.

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. You can click in the Officer Block
to remove the Check mark as this is for enlisted only.

" Multiple Entitlernents ‘.I_

Earnings Code: Q Start Date: EJ  stop Date: {Ext]
Earnings Q)
Type:
Department: AUSCG|Q) Q Enlisted Active
[ officer Reserve

Include Parent and Sub Departments

Find  |< [ 10r1 [ =
Empl
Short Employee | Salary .
|7 Selected|Name Description|Classification |Grage |CePartment “EmpliD ﬁ;‘r’
KN | | | (- ol ic3 =
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Basic Allowance for Subsistence (Multiple Entry)

Procedure (cont)

Step

Action

2

Complete the “Entitlement to Administer” fields as outlined below.

Warning! Mistakes will require extensive single entry rework!!

Please Double Check Your Work Before Saving!

Type “BAS” in the Earnings Code field shown below or use the magnifying glass Q/ to search
and select the Basic Allowance for Subsistence Earnings Code.

j." Multiple Entitlements ‘.I_

el Farnings Code: Iﬁ Q)  start Date: I EJ  Stop Date: I B+

Earnings I Q)

Type:

Complete the remaining fields as outlined below.

Field Action
Start Date

Use the calendar button (] to select the desired date or enter the start date in
MMDDYYYY format.

@ Leave this field blank when stopping continuous Basic Allowance
for Subsistence.

Stop Date Use the calendar button B to select the last date of entitlement or enter the stop

date in MMDDYYYY format. This field can be future dated.

® Leave this field blank when entering continuous Basic Allowance for
Subsistence.

Earnings Type | Type in the code if known or use the QJ to search and select from a listing of

available earning types.

@ Be sure to select the proper earnings type..
Earnings Type | Pre-filled. Ensure the proper earnings type is shown.
Description
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Basic Allowance for Subsistence (Multiple Entry)

Procedure (cont)

Step

Action

3

Complete the “Selection Criteria” fields as outlined below.

Department: AUSCG Q) | Q) [#] Enlisted Active

[ officer Razzrve

liclusde Parant and Sub Departmerts

Field Action

Department | There are 2 lookup boxes located next to Department. ..

Leave the first box set to AUSCG (Active Duty USCG) as shown below.
Department: [AUSCG Q) | QJ

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

Department: [AUSCG QJ | 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 r
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 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 r
indicates reserve personnel have been removed from the selection criteria.

Include A checkmark M indicates sub departments will be included in the selection.

Parent and Click on the box to remove sub departments, if desired. A blank box r

Sub indicates sub departments been removed from the selection criteria.

Departments
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Basic Allowance for Subsistence (Multiple Entry)

Procedure (cont)

Step

Action

4

Refresh List .. . o .
Click the button. A listing of personnel meeting the criteria in the previous step

appears in the table below.

Eind = [0 4 of 4 ] =

Empl
Red
Nbr

1| I |FI‘.ahhit,P'eterl ||-|sz Regular ES |uu33&s |Fo-c-aa-am g]“u ||E|

Short Employee Salary
Selected Description Classification Grade

Name Department | "EmpliD

®Clicking on this button in later steps will undo all changes.

Select Entries to be Processed...

Click the ﬂl 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.

Eind 1= (4 1871 orara [B] 5

Empl
“EmpliD Red
Hbr

== 1 Rabbit, Peter, R HE2 Regular 5 o006z [poooooolo F1=1
r v

Short Employes Salary

Selected Hame Description Classification Grade | D eRariment

A check mark in the Selected Column indicates that the entitlement will be generated and placed
in the member’s history file upon saving.

Removal of Entries From Being Processed...

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

Inselect All .. .
The —l button can be used to remove all entries if desired.
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Basic Allowance for Subsistence (Multiple Entry)

Procedure (cont)

Step

7

Action

Add Others Not Listed...

Click the button in any row to add a blank row.

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

Eind (= [0 5o q [E] =
Selected |Name Short Employee  |Salary |, sartment | "EmpiiD Et:lﬁl
Description |Classification |Grade |LoF P -
1 0 |Ftahhit, Peter ) HS2 Reguiar 5  |003388 4o =
2| 1| Qo |F|=]

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

8 Carefully review your work one last time to ensure there are no mistakes before saving.
9 .
Click the RESD button.

End
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