
Combat Tax Exclusion 

   
Purpose This guide provides the procedures for Starting, Stopping, Deleting and 

Approving Combat Tax Exclusion transactions in Direct Access. 

   
Before you 

begin 
Review the Combat Tax Exclusion Knowable Base entry to learn about this 

entitlement. The entry provides; references, entitlement rules, effective date 

guidance, and more.  

 

Combat Tax Exclusion (CTE) was initially programmed as an auto-stop with 

a PCS departure, but is now a manual process that must be performed by the 

SPO. 

 

NOTE: All retroactive start or stop entries in a finalized pay calendar must be 

followed up with a Customer Care Ticket requesting manual adjustments to 

the member’s tax balances. 

  
Contents The following topics will be covered. 

Topic See Page 

Starting Combat Tax Exclusion (CTE) 2 

Stopping Combat Tax Exclusion 6 

Deleting Combat Tax Exclusion 10 

Review and Approval 13 

  

   

  

http://www.uscg.mil/ppc/gp/earnings/Combat_Tax_Exclusion.htm


Starting Combat Tax Exclusion (CTE) 

   
Introduction This section provides the procedures for starting Combat Tax Exclusion 

(CTE) in Direct Access. 

  
Procedures See below. 

 

Step Action 

1 Select the Combat Tax Exclusion link from the Payroll Requests pagelet 

located on the Requests tab. 

 
 

2 Enter the Empl ID and then click Add. 

 
 

 

 Continued on next page 

  



Starting Combat Tax Exclusion (CTE), Continued 

  
Procedures, 

continued 
 

 

Step Action 

3 The Submit Combat Tax Exclusion Action Request will display. Read the 

instructions before proceeding. Click Get Details to view the most current Global 

Payroll Tax Exclusion Zone data for this payee (if any). 

 
 

4 Select Add New Request from the Action drop-down list. 

  
 

 

 Continued on next page 

  



Starting Combat Tax Exclusion (CTE), Continued 

  
Procedures, 

continued 
 

 

Step Action 

5 Enter the Begin Date. For Global Payroll purposes, the Begin Date must be the 

first day of the month. 

 
 

6 If entering CTE for a known period - enter the End Date. For Global Payroll 

purposes, the End Date must be the last day of the month. Leave the End Date 

field blank for continuous entitlement.  

 
 

7 Pick the Geographic Code from the drop-down list. 

 
 

Note: The Geographic area selected must be an authorized area per the DoD 

FMR or interim updates from COMDT (CG-1322). 
 

 Continued on next page  



Starting Combat Tax Exclusion (CTE), Continued 

  
Procedures, 

continued 
 

 

Step Action 

8 Enter any Comments, then click Submit.  

 
 

9 The transaction is now Pending and has been routed to the SPO tree for approval. 

 
 

  

   

  



Stopping Combat Tax Exclusion 

   
Introduction This section provides the procedures for stopping Combat Tax Exclusion 

(CTE) in Direct Access. This was initially programmed as an auto-stop 

with a PCS departure, but is now a manual process that must be performed 

by the SPO.  

  
Procedures See below. 

 

Step Action 

1 Select the Combat Tax Exclusion link from the Payroll Requests pagelet 

located on the Requests tab. 

 
 

2 Enter the Empl ID and then click Add. 

 
 

 

 Continued on next page 



Stopping Combat Tax Exclusion, Continued 

  
Procedures, 

continued 
 

 

Step Action 

3 The Action Request page will display. Click Get Details to view the most current 

Global Payroll Tax Exclusion Zone data for this payee.  

 
 

This will populate the Request Information section. 

 
 

4 Select Update Request End Date from the Action drop-down list. 

  
 

 

 Continued on next page 



Stopping Combat Tax Exclusion, Continued 

  
Procedures, 

continued 
 

 

Step Action 

5 Enter the Begin Date. This must be the same as the Begin Date shown in the 

Request information section but in the MM/DD/YYYY format (e. g. “2016-06-

01” is entered in the Begin Date field as “06/01/2016”).

 
 

6 Enter the End Date. For Global Payroll purposes, the End Date must be the last 

day of the month. 

  
 

7 Select the Geographic Code (which also must be the same as the original 

request). 

 
 

 

 Continued on next page  



Stopping Combat Tax Exclusion, Continued 

  
Procedures, 

continued 
 

 

Step Action 

8 Enter any Comments, then click Submit.  

 
 

9 The transaction is now Pending and has been routed to the SPO tree for approval. 

 
 

  

    

  



Deleting Combat Tax Exclusion 

   
Introduction This section provides the procedures for deleting Combat Tax Exclusion 

(CTE) in Direct Access. 

  
Procedures See below. 

 

Step Action 

1 Select the Combat Tax Exclusion link from the Payroll Requests pagelet 

located on the Requests tab. 

 
 

2 Enter the Empl ID and then click Add. 

 
 

 

 Continued on next page 

  



Deleting Combat Tax Exclusion, Continued 

  
Procedures, 

continued 
 

 

Step Action 

3 Click Get Details to view the most current Global Payroll Tax Exclusion Zone 

data for this payee. 

 
 

This will populate the Request Information section. 

 
 

4 Select Delete Existing Request from the Action drop-down list. 

  
 

 Continued on next page 

  



Deleting Combat Tax Exclusion, Continued 

  
Procedures, 

continued 
 

 

Step Action 

5 Enter the Begin Date. This must be the same as the Begin Date shown in the 

Request information section but in the MM/DD/YYYY format (e. g. “2016-06-

01” is entered in the Begin Date field as “06/01/2016”). 

 
 

6 Select the Geographic Code (which also must be the same as the original 

request). 

 
 

7 Enter any Comments, then click Submit.  

 
 

8 The transaction is now Pending and has been routed to the SPO tree for approval. 

 
 

 

  



Review and Approval 

   
Introduction This section provides the procedure for the SPO Auditor (CGHRSUP) to 

review and approve a pending Start, Stop, or Delete CTE transaction. 

   
Procedure Follow these steps to access the pending transaction. 

 

Step Action 

1 To view transactions awaiting approval, click Requests from the Direct Access 

Portal Home page.  

  
 

2 Click on the View My Requests (all types) link.  

 
 

  

 Continued on next page 

  



Review and Approval, Continued 

  
Procedure, 

continued 
 

 

Step Action 

3 Select Requests I am Approver For. Change the Transaction Name to Tax 

Exclusion Zone to narrow the list to only display Tax Exclusion approval 

requests. Leave the Transaction Status as Pending. The Submission Dates can 

also be used to filter requests. Click Populate Grid.  

 
 

4 Click on the Approve/Deny link to view the transaction.   

 
 

  

 Continued on next page 

  



Review and Approval, Continued 

  
Procedure, 

continued 
 

 

Step Action 

5 The Action Request will open on an additional tab. Review the transaction 

details. Click the Approve button to approve the transaction or click the Deny 

button (comments are required) to remove the transaction from all of the SPO 

Supervisor’s Action Requests. 

 
 

  

 Continued on next page 

  



Review and Approval, Continued 

  
Procedure, 

continued 
 

 

Step Action 

6 If approved, this will display. 

 
 

If denied, this will display. 

 
 

  

   

 


