
Loading OHA Rate Data 
 
The rates are stored here…. 
 
http://www.defensetravel.dod.mil/site/pdcFiles.cfm?dir=/Allowances/Appendix_K_OHA_Tables/ 
 
 
OHA rate data will be delivered by Topeka in a standard format. When you receive the data file, store in a 
convenient directory. 
 
Log into Direct Access, and navigate to: 
 
Main Menu / Global Payroll and Absence Mgmt / USCG Payroll Interfaces / Inbound File Interfaces. 
 
Enter an existing run control id, or create a new one. 
 

 
 
 
On the Inbound Interface page, enter any character for File Handle, then click the Add Attachment button. 
 



 
In the File Attachment popup, click on the Browse button and navigate to the directory where you stored 
your OHA data file. 
 

 
 



 
 
 
Select your OHA data file, and click on the Open button. 
 
 
 
 
 
 



 
On the Inbount Interface page, click on the Run button: 
 

 
 
 
On the Process Scheduler Request page, check the OHA Data Load box, and click on the OK button. 
 

 



 
The Process List page will appear. Clicking the Refresh button will allow you to follow the progress of 
your data load. 
 

 
 
When the Run Status value changes to Success, your data load is complete. 
 

 


