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Checklists for Accessions

	Introduction
	These checklists are provided to assist the Servicing Personnel Office (SPO) in completing all necessary Direct Access transactions required to complete an accession event on an active duty member or reserve member coming on extended active duty greater than 139 days.


	Before You Begin
	The Job Requisition Number is a required in order to complete an accession in Direct Access (in addition to the member identifying data like date of birth, place of birth, SSN, etc.).  TRACEN Cape May and the Academy will normally use a generic Job Requisition Number for their specific program (e.g. Enlisted recruit training, OCS, etc.).  If you know the Position Number for the billet the member will be assigned to, you can search for the Job Requisition Number when entering Applicant Data.  For field units, who are accessing members at their first duty station, the Position Number will be provided by the CGPC Assignment Officer. 


	Checklist-1
	The data entry technician at the SPO (CGHRS Role User) completes the following items:


	Step
	Action
	See Topic … In online help
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	1
	Enter Applicant Data
	Applicant Data

Also see:

· Diversity Data Overview

· Physical Characteristics/Height Weight Frame Size Measurement
	

	
	Upon saving the Applicant Data page, the system will generate the Applicant ID Number. Write the member’s Applicant ID number in the space below.

	2
	Enter Identification Data
	Citizenship Status Changes
	

	3
	Enter Education
	Education (Degree(s))
	

	4
	Enter Test Results (ASVAB Scores)
	Test Results
	

	5
	Enter Applicant Contract Data
	Applicant Contract Data
	

	6
	Forward package to supervisor (CGHRSUP Role User) to complete the “Hire Applicant” section
	

	Name:
	
	Applicant ID #
	


Continued on next page

Checklists for Accessions, Continued

	Checklist-2
	The supervisor at the SPO (CGHRSUP Role User) completes the following items:


	Step
	Action
	See topic …. in online help
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	1
	Complete the Hire Applicant Process

Warning: If the person you are accessing has ever been a member of the Coast Guard, Coast Guard Reserve, Coast Guard Auxiliary, NOAA Commissioned Officer Corps, or a civilian employee of the U. S. Coast Guard, they already have an Employee ID number. The Hire Applicant process is used only when the applicant does not have an Employee ID number. Please use the Rehire a Former Member process, as described in the Direct-Access online manual, to complete the accession for anyone that has previously been affiliated with the Coast Guard or NOAA Corps.
	Hire Applicant 

(Be aware of the date changes you’ll need to make if the member did not report for duty the same day as accessed into the Coast Guard)
	

	
	Upon Saving the Hire Applicant Page the system will generate the Employee ID Number. Write the member’s Employee ID number in the space below.

	2
	Return package to technician (CGHRS Role User) to complete the remaining checklists.
	

	Name:
	
	Employee ID #
	


	Checklist-3
	The data entry technician at the SPO (CGHRS Role User) completes the following items to finish building the member’s personnel a pay records:


	Step
	Action
	See topic …. in online help
	[image: image3.png]




	1
	Enter Tax Withholding (Federal and State)
	Employee Tax Data Information
	

	2
	Enter Direct-Deposit Information
	Payment Option Election (Non Self-Service)
	

	3
	Enter MGIB Allotment Election
	Start a New Allotment
	

	4
	Enter Family Members/Dependents
	Dependency/Emergency Data Activity Guide
	

	5
	Enter Emergency Contacts
	Change Emergency Contacts (Non Self-Service)
	

	6
	Enter SGLI Election
	Elections and Beneficiaries
	

	7
	Enter Family SGLI Election
	Elections and Beneficiaries
	


Continued on next page

Checklists for Accessions, Continued

	Checklist-3
	(Continued from previous page)


	Step
	Action
	See topic …. in online help
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	9
	Start Entitlements (check applicable entitlements)

· BAH

· BAS

· Bonus (Enlistment)

· CCOLA

· Career Sea Pay

· Officer Uniform Allowance

· Aviation Pay

· Diving Duty Pay

· Hardship Duty Pay Location

· Hazardous Duty Incentive Pay

· FSA/FSH

· SDAP

· OHA/OCOLA

· Imminent Danger/Hostile Fire Pay

· Combat Tax Exclusion

· Advances (BAH/OHA/COLA)

· Saved Pay 
	Employee Entitlements, Basic Navigation


	

	Name:
	
	Employee ID #
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