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Course Overview

Welcome

Introductions & Expectations

Course Objective

Given personnel issues, address concerns or correct problems utilizing various
Coast Guard Human Resource Systems in accordance with appropriate Coast
Guard policies.

Ground Rules

Cell Phones

Food & Drink

Breaks

Being on time for class discussion

Web Usage

Please Refrain from Working during Presentations



Class Agenda

Day 1

e Welcome & Overview

e Direct Access vs JUMPS
o Recents
o JUMPS Segment Analysis
o Pay Processing Shortcuts
o Job Data

Day 2

e Service Contracts and Separations
o Reenlistments
o Extensions/Re-Extensions
o Release from Active Duty
o DD-214

e Advancements

Day 3

e Pay Entitlements
o Basic Allowance for Housing (BAH)
o Discount Meal Rate/Refund Missed Meals
o Career Sea Pay/Premium

e Corrections, Deletions and Stops

e PCS — Departing and Reporting

e Bonuses



Day 4

e Reserves
o Inactive Duty for Training (IDT)
o Active Duty Orders
o Title 14 Mobilization vs Title 10 Recall
o Reserve Member Balances
e Reports
o Payroll Verification Report
o ADHOC

Day 5

e Payments and Debts
e Travel
e Final Exam, Survey and Certificates






PPC Web Overview

Introduction There are many resources available on the PPC web page.
http://www.uscg.mil/ppc/

Obijective The objective of this section is to provide quick reference for
navigation of the PPC Topeka web page.

Basic The following page will appear at initial navigation. Quick links are
Navigation shown across the top of the page. On the left side of the page are
other pay and personnel links.

Contact Us | Fregquently Asked Guestions

United States Coast Guard I

U.5. Depariment of Homeland Sacurity

Search Current Unit | |

USCGE Home ! About Us | OurOrganizaion | Cur hissions | DeingBusiness | Join Us

PPC Home

U. 8. Coast Guard Pay & Personnel Center

We are the premier military pay & personnel resource, providing unsurpassed service
to our nation's guardians

Welcome Aboard

PPC Branches

-

ET;;EHI:E(?SA%:} » Direct Access || Forms|| Advancements|| Customer Service || Fay Info || Procedures|| Retirees || Separafions || Travel
Latest Rates Benefits ¥ Direct Access, Pay, and, Personnel News Updates
» SPO and Pay News ¥ Travel & WEB-TPAX News Updates
PPC News Updates 4 » Travel and TPAX News
R T » 2015 Pa},r Tables P Reserve Mews
Tutorials & Training » Direct Access/Global Pay

» BAH » All Hands
Manuals & Messages » » ALSPOs

» Evacuation Travel

Forms & Worksheets » Title 14 Reserve Ords.
- » IRS Form W-2 Issuance B
Online Help Systems ’ » Payrall Processing Sched.

Mare Pay and Personnel

Announcements
Links Funeral Honors Request

May 2015 Servicewide Exam Advancement

Contact the Petty Officer of the iy
gg:gact PPC Customer Watch (OOD) Cell Phone: Eligibility List Posted
T85-224-3315 The May 215 SWE Advancement List is now
PPC Open Market available on the PPC ADV CGPortzl page.
Solicitations Contacting PPC

June End-Month Payroll Processing Complete

Contact PPC Web Content | Retirees and Annuitants (Visit the RAS web “Payslips” for 01 July pay day posted in Direct
Manager page for W) Access. Report any discrepancies through the P3A
Offire (Admin} tn the SP0). Tf SB0e rannat addrace

Continued on next page


http://www.uscg.mil/ppc/

PPC Web Overview, Continued

PPC Branches  Below is a list of some of the information available on each PPC
Branch web page.

Advancements, Evaluations, Service Validation and Personnel

Data Corrections (ADV)

e Advancement Lists, Newsletters and Information

e SWE Eligibility Information

e SWE, Supplemental & Striker Advancement Information

e Enlisted Employee Review Information

e Statements of Creditable Service and Sea Service
(SOCS/SOCSS)

¢ Reserve Retirement Point Adjustments

e Estimated Earnings

Customer Service
e Submit Trouble Tickets

Military Accounts Support (MAS)

e Pay Tables and Information

e Payroll Processing Schedule

e News/Updates on Pay and Entitlements

Procedures and Development (P&D)
e Course Materials

e |ssues and Solutions

e On-line Tutorials & Presentations

e Directives, Publications and Guides

Retiree & Annuitant Services (RAS)

¢ Retirement Requests & Processing

e Survivor Benefit Plan (SBP) Information
e Global Pay Self Service for Retirees

Separations (SEP)
e Separation Processing & Payment Information
e Duplicate W-2’s

Travel (TVL)
e Latest and greatest Travel info
e Travel tutorials and references

Continued on next page



PPC Web Overview, Continued

Navigating to
the P&D Page

From the PPC home page, click on the Procedures link at the top of
the page or choose Procedures & Development from the PPC
Branches list.

United States Coast Guard
U.S. Department of Homeland Security

Contact Us | Frequently Asked Questions

I

Search Current Unit | |

USCG Home i

About Us i

Our Missions |

PPC Home

Welcome Aboard

U. 8. Coast Guard Pay & Personnel Center

PPC Branches

-

Advancements,

Frequently Asked
Questions (FAQs)

Evaluations and Service

, | Validation (ADV)

lio ava sha nramiar sallitary pay & personnel resource, providing unsurpassed service
5

cements|| Customer Service || Pay Info || B s || Retirees || Separations || Travel|

Latest Rates Benefits

Customer Service (CCB)

nel Mews Updates

PPC News Updates

-

Military Pay Accts. Support
(MAS)

F Travel & WEB-TPAX News Updates

Tutorials & Training

Procedures &

Manuals & Messages

Development (PD)

* Reserve News

* All Hands

Forms & Worksheets

Retirees & Annuitants
(RAS)

Online Help Systems

-

Separations (SEP)

More Pay and Personnel
Links

* Annocuncements

Bd.

Contact PPC Customer
Care

785-224-3315

PPC Open Market
Solicitations

Contacting PPC

Contact PPC Web Content
Manager

Travel (TVL) m

Contact the Petty Officer of the
Watch (O0OD) Cell Phone:

Retirees and Annuitants (Visit the RAS web
page for detailed contact information. )

Announcements

May 2015 Servicewide Exam Advancement
Eligibility List Posted

The May 215 SWE Advancement List is now
available on the PPC ADV CGPortal paoe.

June End-Month Payroll Processing Complete

“Payslips" for 01 July pay day posted in Direct
Access. Report any discrepancies through the P&A
Offica {Admin tn the S00. 1f S00c rannot address

P&D Page

All of the latest and greatest information can be found on the
Procedures and Development page. Click on the Email Updates link to
receive PPC email updates. From the Quicklinks, click on the Direct
Access Knowledge Base link.

United States Coast Guard
U5, Department of Homeland Security

Contact Us | Frequently Asked Questions

I

Sesrch Current Unit | |

USGGE Home i

About Us i

Cur Missions |

PPC Procedures and [Learning] Development (P&D) Branch

Quicklinks

| Home || Direct Acc ireci r Care || Pay Info|| Retirees || Separations || Travel|
Direct Accessl Knowledge Base || Payroll Processing Calendar

Email Updates =

Continued on next page


http://www.uscg.mil/ppc/gp/Whats_New.htm
http://www.uscg.mil/ppc/gp/Whats_New.htm

PPC Web Overview, Continued

DA Knowledge  The Direct Access Knowledge Base is broken down into four
Base categories for searching.

Description

Displays a table of contents.

Displays an alphabetical list of all topics.

Displays a glossary of terms.

oo o
o | S
o
HIE
O

-Search-

Allows to search by keyword(s).

B What's New? =

B How to Use the Knowledge Base

B PPC News Updates

B Closed Defects

B Open Defects

B> Command Self Service

> Member Self Service

> Absences

B> Advancements and Designators

B> Accessions

> Disciplinary Actions

> Payroll Deductions

B> Payroll Earnings

> Payroll Processing (PPC)

> Personal Data Changes

B> Pter)son Profile (Comps, Awards,
etc

> PCS Transfer

B> Public Health Service

> Reenlistment or Extension
> Reports

]

U. S. Coast Guard
Direct Access f

Updated 30 March,2015

This page provides an overview of what has been recently changed or revised. The months below provide a rolling list of
updates that have occurred over the last year. Also be sure to read PPC News Updates for the latest updates to pay and
personnel administration.

* Logon address: https://portal.direct-access.us/
« How to Use the Knowledge Base (A quick introduction to the features)
* Navigation Guides and Demos (Getting around in MyPortalDirect)

Known Issues v
A

10

Continued on next page



PPC Web Overview, Continued

P&D News The News tab on the P&D page displays all Training Announcements
and PPC News Feeds.

PPC Procedures and [Learning] Development (P&D) Branch
Email Updates.

Quicklinks

| Home || Direct Access|| Forms|| Direcfives || Customer Care || Pay Info|| Retirees || Separations || Travel|

Direct Access] Knowledge Base | Payroll Processing Calendar

¥ DA and Reserve Management Virtual Traini n {09 Feb)

» PPC Global Pay Virtual Training

» Pay & Personnel News Updates

P&D Course The Course Materials tab displays all Recorded Virtual Training
Materials sessions available for download.

SPO Technician (Global Pay Virtual Training)

SPO Auditor (Global Pay Virtual Training)

Reserve Member and Command (Global Pay Virtual Training)
Self Service Member Global Pay Virtual Training

Self Service Command Global Pay Virtual Training

Continued on next page
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PPC Web Overview, Continued

P&D Issues &  The Issues & Solutions tab displays recent Best Practices, Known
Solutions Issues and Solutions.

MNews | Course Matenals Issues & Solutions E-Learning | Notices | YN Development | Library |

Best Practices, Issues, and Solutions:

The following are tips, tricks, and general knowledge items for SPOs.

Addresses

Do not use special characters (e.g. &, &, fi, 4, M, U, etc.). Direct Access is the data source for other information systems which
cannot use special characters.

BAH-Transit Rate for Single Members Reporting From Accession Points and OHA Payable Areas

The Coast Guard Pay Manual, Figure 3-19 & Section 3.G.5, provides that BAH-Transit shall be paid to members without dependents
in an enroute status when:

(&) the member's old permanent duty station is an OHA (versus BAH) eligible locale; or
(b) the member is a non-prior service member in the accession pipeline.

The Entering BAH-TR User Guide, contains the procedures for crediting BAH-Transit. The inclusive period of BAH-Transit eligibility is
the date of departure PCS through the day prior to reporting PCS. For single members, it is the responsibility of the SPO for the
member's new PDS (the Reporting SPO) to enter the transaction to record BAH-Transit.

P&D The E-Learning tab is the most useful tab on the P&D page. This is

E-Learning where all of the knowledge base entries, user guides and tutorials for
each topic are found, broken down by user role. Several of the user
roles have Reserve Specific topics listed out separately.

News | Course Matenals | ssues & Solutions | -Learning Notices evelopment |

Direct Access/Global Pay User Guides, Tutorials and Webinar Recordings

Review the list of DA 9.1 Known Issues before submitting a trouble ticket for a Direct Access/Global Pay problem. Mote: CGPortal
link. Use this link if vou don't have access to the portal. It is similar but not updated as often.

+ Self Service

» Self Service Commands

¥ Servicing Personnel Office (SPO)

» District Reserve Force Readiness Branch (DXR)

¥ Public Health Service

e e
.

¥ More e-Learning Links

Continued on next page
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PPC Web Overview, Continued

Sample of Below is a sample of Reserve Specific Self-Service topics. The dates
Reserve represent the latest update to the entry, guide or tutorial.
Specific Topics

Mew Reserve Specific Self-Service User Guides:

TOPIC NAME KNOWLEDGE PROCEDURE VIDED
BASE ENTRY GUIDE (PDF) TUTORIAL

Self Service - All Duty Report De041014 121102014
Self Service - Annual Screening Questionnnaire 120472014 oev0&E2014

Self Service - Inactive Duty for Training (10T} 031252015 12112014
Self Service - Monigomery Gl Bill-SR 121772014 DRD42014 121102014
Seif Service - My Reserve Orders Requests OEvO4r2014 12112014
Seif Service - My Reserve Point Statement OEvO4r2014 12112014
Self Service - Withdraw or Edit IDT Request OEvO4r2014

P&D Notices The Notices tab displays all announcements, newsletters and
procedural updates.

Announcements

Direct Access/Global Pay -- In Production (ALSPO H/14)
PPC E-Learning Resources

Newsletters
The Retiree Mewslettar, Issue April 2015 (PDF)
Daily Pay & Parsonnel Mews Updatas
March 2015 Travel eMewsletter (PDF)
Winter 2015 Advancements and Evaluations News (PDF)

Procedural Updates

Inactive Duty for Training (IDT) Subsistence Allowance
1 May Meal Rate Changes and Refund for Missed Meals

Enlisted High Year Tenure Policy Changes Implementad
Policy and Procedures for Prior Service Accessions (ALSPO Bf13) (PDF)

Motice of Overpayment Change [ALCGPSC 155/14)

Direct Access Global Payroll Implementation

Submitting Trouble Tickets With Supperting Documentation or Images (PDF)

Payroll Processing Schedule for Calendar Year 2015 (ALSPO Af15) (FDF)

Continued on next page
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PPC Web Overview, continued

P&D YN The YN Development tab displays Yeoman specific information.
Development

Course Materials

Yeoman Professional Development
[ » Resources

.

» What is Professional Development?
* Yeoman Mission Statement

» Yeoman Guiding Princples

P&D Library The Library tab displays Directives, Publications and Guides.

| Course Matenals | I Solutions | E-Learning | Notices | YN Development | Library

Directives, Publications and Guides

PPC Issued:
» E-Mail ALSPO Messages
+ Direct Access Online Manual
+ Personnel and Pay Procedures Manual (3PM), PPCINST M1000.2 (series)

» Coast Guard Servicing Personnel Office (SPO) Manual, PPCINST M5231.3 (series)
» Web-TPAX Users Online Manual

Commandant Issued:
* LS. Coast Guard Directives System {links te all Commandant issusd directives)

* Pay Manual
» Personnel Manual

The Personnel Manual is canceled and is replaced by 12 new Manuals or Instructions, loosely aligned with the existing
chapters in the Personnel Manual. This change improves download speeds, reduces bandwidth usage, and more importantly,
allows the Office of Military Policy to promulgate updates in @ more timely fashion.

14



Direct Access and JUMPS

Introduction

Reference

Objective

Direct Access

Various programs work together to facilitate proper payment of military
payroll to active and reserve members of the Coast Guard and NOAA. This
chapter discusses the background and processes involved as well as an
overview of each program.

(a) Coast Guard Servicing Personnel Office Manual PPCINST M5231.3,
Part IX

Given access to JUMPS, identify common fields related to all segment types
and various segments found in all member records in accordance with
reference (a).

Direct Access is a database program which enables document submission.
The advanced functionality of Direct Access facilitates the implementation of
all human resource management into one database. January 1, 2015, Direct
Access replaced JUMPS as the Pay System.

JUMPS The Joint Uniform Military Pay System (JUMPS) was the automated pay
system for Coast Guard regular and reserve members and the National
Oceanic and Atmospheric Administration (NOAA) officers. It was turned off
12/31/2014 and replaced by Direct Access. It still houses historical data prior
to 1/1/15.

Contents This chapter contains the following topics.

Topic See Page
RECENTS 3

JUMPS Segment Analysis 7



http://www.uscg.mil/ppc/SPOMAN/SPOMANPart09.pdf
http://www.uscg.mil/ppc/SPOMAN/SPOMANPart09.pdf




RECENTS

Introduction The RECENTS file contains a chronological listing of all transactions that
have processed in JUMPS. Access the RECENTS file by typing “REC” at
any point in a members JUMPS record.

Reference (a) Coast Guard Servicing Personnel Office Manual PPCINST M5231.3,
Part IX

SEGMENT 00 After entering an EMPLID, SEGMENT 00 — Page 1 will appear. Type
“REC” at the bottom of the page.

SSN 123-45-6789 EMPLID 1234567 KI1B8XXX 01/04/2013 ONLINE PAY MASTER
FIRST-NAME MI LAST-NAME RANK P-G MB-TY SEX OFF-SOR P-CH
ERROL M FLYNN ¥YN1 E6 J-AEZ M 0
PERMANENT UNIT 79-47400 LATEST COMPUTE CYCLE DATE 20121220
REPORTING UNIT 79-47400-00 LEAVE STATUS DATE 20130101
COST CENTER 00000 EXPECTED AD TERMINATION DATE 20270131
DATE REPORTED PERM UNIT 20110901 EFFECTIVE AD TERM DATE 99999999
IN/OUT CONUS INDICATOR I SEPARATION FLAG 0
PAY ENTRY BASE DATE 19950829 EXPECTED LOSS DATE 20270131
PEBD VERIFIED EFFECTIVE LOSS DATE 99999999
ACTIVE DUTY BASE DATE 19970115 BAH CODE L
EFF DATE PAY AND ALLOWANCES 19890829 BAH DEPENDENT DATA 01
CMA DATE 19950829 CUMULATIVE SEA TIME 020803
EXTENSION AGREEMENT DATE 99999999 SEA POINTS START DATE 20090202
SEPARATION DATE FOR EXTEN 20081217 SEA PAY RETRO FLAG 0
DT INITIAL ENTRY MIL SRVC 19950710 CFTRR CD SEA SAVE FLAG
YEAR TO DATE FICA $0.00

E ALLOTMENT AMOUNT $0.00 IMPLEMENTATION DATE 999999
TOTAL CAREER DEF TSP $11769.04 PREV LAST NAME ABBREVIATION

TOTAL CAREER NON-DEF TSP $0.00 CSB ELIGIBILITY E CSB ELECTION N
MODL ID MKEO MODL DATE 20020715

QU ARE IN THE ONLINE PAY MASTER. PLEASE ENTER A COMMAND, OR TYPE 'HELP'.
iﬁiﬁ

Continued on next page



RECENTS, Continued

RECENTS

RECENTS file Page 1 will appear. The first EXPANDED RECENTS file
viewable is identified as Form L63C on Page 47.

the oldest page in the RECENTS file, type page “46”.

In this example, to view

RECENT-FILE INQUIRY PAGE 1

SSN: 123/45/6789 TODAY IS 01/04/2013 TIME 07:01:52

DIST/OPFAC/RU PAT PAT-DATE FORM EFF-DATE VARIABLE INFORMATION PAGE
79 47400 53 PPS 121215 L63C 12DECl12 P 1212121 47
79 47400 53 PPS 121215 L63C 12DEC12 R 12DEC12 ATIO03 48
79 47400 53 PPS 121212 L63C 12DECl11 P 1212111 49
79 47400 53 PPS 121212 L63C 12DECl11 R 12DEC1l1 AIO1 50
79 47400 53 PPS 121129 L63C 12NOV27 P 1211271 51
79 47400 53 PPS 121129 L63C 12NOV27 R 12NOV27 SLO2 52
79 47400 53 PPS 121125 L63C 12NOV23 P 1211231 53
79 47400 53 PPS 121125 L63C 12NOV23 R 12NOV23 AIO1 54
79 47400 53 PPS 121121 L63C 12NOV14 P 1211141 55
79 47400 53 PPS 121121 L63C 12NOV14 R 12NOV14 AIO3 56
79 47400 53 PPS 121102 L6DA 12NOV07 P 57
79 47400 53 PPS 121102 L6DA 12NOV07 R 58
79 47400 53 PPS 121106 L63C 120CT26 P 1210261 59
79 47400 53 PPS 121106 L63C 120CT26 R 120CT26 AIO1 60
79 47400 53 PPS 121022 L63C 120CT17 P 1210171 61
79 47400 53 PPS 121022 L63C 120CT17 R 120CT17 SLO2 62
ER PAGE NUMBER OR 'END' OR PRESS ENTER/GO TO CONTINUE

RECENTS -

Page 46

This is the earliest dated document in the RECENTS file, the member’s
original enlistment contract. Type “1” to return to Page 1 of the RECENTS

file.

77
77

SSN: 123/45/6789
DIST/OPFAC/RU PAT
66104 39 299
66104 39 299

ENTER PAGE NUMBER

PAT-DATE
950830
950830

RECENT-FILE INQUIRY
IS 01/04/2013
EFF-DATE
95AUG29 P SR
95AUG29 R SR

TODAY
FORM
L61A
L61A

OR 'END'

OR

PAGE
TIME 07:01:52

VARIABLE INFORMATION

4YRS.
4YRS.

46

PAGE
767
768

PRESS ENTER/GO TO CONTINUE

Continued on next page




RECENTS, continued

RECENTS -

Page 1

To view a document in Expanded Recents, type the page number at the

bottom of the screen. In this example, type “51”.

SSN: 123/45/6789

DIST/OPFAC/RU
79 47400 53
79 47400 53
79 47400 53
79 47400 53
79 47400 53
79 47400 53
79 47400 53
79 47400 53
79 47400 53
79 47400 53

PAT
PPS
PPS
PPS
PPS
PPS
PPS
PPS
PPS
PPS
PPS

ENTER PAGE NUMBER

RECENT-FILE INQUIRY

TODAY

PAT-DATE FORM

121215
121215
120808
120808
120808
120808
120808
120808
120721
120721

L63C
L63C
L67A
L67A
L67A
L67A
L67A
L67A
L63C
L63C

IS 01/04
EFF-DATE
12DEC12
12DEC12
12JUL13
12JUL13
12JUL13
12JUL13
12JUL12
12JUL12
12JUL11
12JUL11

OR 'END'’

/2013

2566
2566
2563
2563
2565
2565

eI B IR I o Y B« B L

o

PAGE

TIME 07:11:21
VARIABLE INFORMATION

1212121
12DEC12

P607
P607
P606
P606
P625
P625

1207111
12JUL11
PRESS ENTER/GO TO CONTINUE

AIO3

AI1lO0

PAGE
47
48
49
50
52
53
54
55
56







JUMPS Segment Analysis

Introduction

The Joint Uniform Military Pay System (JUMPS) was the database that
contained all necessary information to properly pay active and reserve
members of the Coast Guard and NOAA. Databases are made up of various
fields that relate to each other. In JUMPS, these fields are referred to as
segments.

Fixed Data The fixed data area (Segment 00) consists of three pages of data and applies
to every automated pay account. It contains biographical information for
every member (name, dates, location), information which must be maintained
throughout the member's entire career (cumulative sea duty and
entitlement/deduction flags), and last compute date. Specific field data can be
found in Chapter 4 of reference (a).

Pay Segments  Chapter 4 of reference (a) contains a detailed analysis of all pay segments.

Segment 00, Segment 00, Page 1 contains biographical information for each member as

Page 1 seen below.

SSN 123-45-6789 EMPLID 1234567 KI1B8XXX 05/27/2015 08:22 ONLINE PAY MASTER
FIRST-NAME MI LAST-NAME RANK P-G MB-TY SEX OFF-SOR P-CH
MICKEY T MOUSE YN1 E6 J-AEZ M 0
PERMANENT UNIT 79-47400 LATEST COMPUTE CYCLE DATE 20141220
REPORTING UNIT 79-47400-00 LEAVE STATUS DATE 20150101
COST CENTER 00000 EXPECTED AD TERMINATION DATE 20270131
DATE REPORTED PERM UNIT 20110901 EFFECTIVE AD TERM DATE 99999999
IN/OUT CONUS INDICATOR I SEPARATION FLAG 0
PAY ENTRY BASE DATE 19950829 EXPECTED LOSS DATE 20270131
PEBD VERIFIED EFFECTIVE LOSS DATE 99999999
ACTIVE DUTY BASE DATE 19970115 BAH CODE L
EFF DATE PAY AND ALLOWANCES 19890829 BAH DEPENDENT DATA 01
CMA DATE 19950829 CUMULATIVE SEA TIME 020803
EXTENSION AGREEMENT DATE 99999999 SEA POINTS START DATE 20090202
SEPARATION DATE FOR EXTEN 20081217 SEA PAY RETRO FLAG 0
DT INITIAL ENTRY MIL SRVC 19950710 CFTRR CD SEA SAVE FLAG
YEAR TO DATE FICA $0.00

E ALLOTMENT AMOUNT $0.00 IMPLEMENTATION DATE 999999
TOTAL CAREER DEF TSP $11769.04 PREV LAST NAME ABBREVIATION

TOTAL CAREER NON-DEF TSP $0.00 CSB ELIGIBILITY E CSB ELECTION N
MODL ID MKEO MODL DATE 20020715
YOU ARE IN THE ONLINE PAY MASTER. PLEASE ENTER A COMMAND, OR TYPE 'HELP'.

Continued on next page




JUMPS Segment Analysis, Continued

Startand Stop ~ The Start and Stop Dates indicate the specific dates the segment was
Dates effective.

SEG HIST COMPUTE OBJECT AMOUNT

01 999999 3 1105 $3539.40
EFFDTE TIME DTPROC SLC PAT DTPREP DIST RU FORM ENT ACTION

START 20120101 9999 20120104 1 LPC 20120104 00 00

STOP 99999999 9999 99999999

DUTY STOP DT D-TYPE PG-1 PG-2 TCSTORDER DUTY SITE A-ST RAN
$0.00
<-—=-==———- DAFIS ACCOUNTING STRING------------ > <----PURPOSE OF DUTY---->
SEG HIST COMPUTE OBJECT AMOUNT
01 201201 4 1105 $3483.60
EFFDTE TIME DTPROC SLC PAT DTPREP DIST RU FORM ENT ACTION
START 20110829 9999 20110720 1 AUP 20110720 L

STOP 20111231 9999 20120104 1 LPC 20120104 00 00

DUTY STOP DT D-TYPE PG-1 PG-2 TCSTORDER DUTY SITE A-ST RAN
$0.00

<-=—===———=-—- DAFIS ACCOUNTING STRING----------- > <----PURPOSE OF DUTY---->
Personnel This field indicates the method in which the segment was opened or closed.
Action The most common PATS are listed in the table below. For a complete listing
Transmittal of PAT codes and their meaning, see Chapter 4 of Reference (a).
(PAT)

PAT Meaning

AUP | Automatic Update

COM | Compute

LPC | Legislative Pay Change

MBR | Direct Access Self-Service

PPS | Pay & Personnel System (DA input other than the mbr)




Viewing Pay Processing Shortcuts

Introduction This section provides the procedures for viewing the Pay Processing
Shortcuts in Direct Access. SPO users should use the following links to
audit and verify pay transactions submitted on members. Review the
Terminology in the DA Knowledge Base before proceeding.

Pay Processing  See below.

Shortcuts Pay Processing Shortcuts = E
Pagelet L —
Pay Calculstion Results Element Azsignment By Payes
(U=ed to view all earnings, (U=zed to show pay elements like allotments,
deductions and accumulators.) dental deductions, loans, debis, FSA, etc.)

One Time (Positive Input)
(Replacement for Pay Adjustments. Anytime PPC
manually credits/debits pay, it will be documented here.)

Contents
Topic See Page
Pay Calculation Results 11
Element Assignment by Payee (EABP) 23
One Time Positive Input (OTPI) 25



http://www.uscg.mil/ppc/gp/PayrollProcessing/GP_Definitions.htm?rhsearch=accumulator&rhsyns=%20
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Pay Calculation Results

Introduction This section provides the procedures for viewing the Pay Calculation

Results in Direct Access.

Procedures See below.

Step

Action

1

Select Pay Calculation Results from the Pay Processing Shortcuts pagelet.
Pay Processing Shortcuts

}

Pay Calculaticn Results Element Assignment By Paves
One Time (Positive Input)

2 | Enter the Empl ID and click Search.
Results by Calendar Group
Enter any information you have and click Search. Leave fields blank for a list of all values.
" Find an Existi I".-I'.-'
Maximum number of rows to return (up to 300): |300
Empl 1D: | begins with ~ |1234567 |
Empl Record: = W
Calendar Group ID:| begins with w | @,
Name: begins with ||
Search Clear | Basic Search @',3] Save Search Criteria
3

Select the appropriate Calendar Group. Use the Payment Date to determine
which calendar to choose. For example, the 1/15/2015 Payment Date would cover
the period of 1/1/2015-1/15/2015 and the 1/30/2015 Payment Date would cover
the period of 1/16/2015-1/31/2015.

Search Results
Wiew All First [4] 150f5 [»] Last
Empl I Empl Record Payment Date| Calendar Group 1D Name

12345670 CI1J'3D.fgm5 C115011 Zack Maorris
|123¢55?g 01152015 C115010 Zack Marris I
12345670 1205172014 (C1141241 Zack Maorris
12345670 12152014 C114120 Zack Morris
12345670 12/01/2014 |CGBALCOMNY Zack Morris

Continued on next page
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Pay Calculation Results, continued

Procedures,
continued
Step Action
4 | The Calendar Group Results tab will display. Click on the Earnings and

Deductions tab.

T e e e -l Eamnings and Deductions || Accumulators | Supporiing Elemenis |

Zack Morris EMP ID: 1234567 Empl Record: 0

Calendar Group ID: C115010 201501 On-Cycle AD Mid Month

Segment Information by Calendar

2 First Kl 420f2 11 | ast

Segment Segment Calculate Segment Version Revision .

SLELARLD Begin Date  End Date Action Number  Mumber Number >egment Detail
CGABS TK .
Segment Letall
2015MO1M 01/01/2015 01152015  Calculate 1 1 1/ Segment Detail
CG ACT .
Segment Letail
2015M01M 01/01/2015 01152015 | Calculate 1 1 1/ Segment Detail

Additional Result Pages

Posifive Input - Absence Positive Input - Payroll Generated Posifive Input
Absence Data Retro Calculation Deltas

[ch Retumio Search | 1] PreviousinList o | NextinList | [=] Notify |

Calendar Group Results | Earnings and Deductions | Accumulators | Supporting Elements

Click the Right Arrow button to get to the Calendar ID that says CG ACT/CG
RSV 2015M01M (mid-month) or CG ACT/RSV 2015MO01E (end-month). ACT
stands for Active Duty. RSV stands for Reserve. 2015M01M stands for the year
2015, the month of January (M01), mid-month (M) paycheck. For example, end-
month November would read 2015M11E.

" Calendar Group Resulis Accumulators || Supporting Elements |

Zack Morris EMP 1D: 1234567 Empl Record: 0
Calendar Group ID: C115010 201501 Cn-Cycle AD Mid Month
enda ormatio »
alendar 1D: CG ABS TK 2015MO1M Pay Group: UsSCG
Segment Number: 1 Version: 1 Revision: 1
Gross Result Value: 0.005 usD Net Result Value: 0.005 usD
Eamings & Deductions Customize | Find | view A1 | BV | 3 Fist 1 qopq 1) Lost
_wils " Co " Retro A |( Deduction Arrears | User Fields |
_F;epr:erll Element Name Amount Description Instance &“@: AELT &'?: £ Resolution Details
0.0000005 0 Resolution Details

[GrReturnto Search | 1] Previous in List | (| Nextin List | || Notify |

Calendar Group Results | Earnings and Deductions | Accumulators | Supporting Elements

12
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Pay Calculation Results, continued

Procedures,
continued

Step

Action

6

Once the correct Calendar ID is identified, click the View All link.

Calendar Group Results Eamings and Deductions Accumulators Supporting Elements

Zack Morris EMP 1D: 1234567 Empl Record: 0

Calendar Group ID: C115010 201501 On-Cycle AD Mid Month

enda ormatio d First M 2 072

alendar ID: CG ACT 2015M01M Pay Group: USCG
Segment Number: 1 Version: 1 Revision: 1
(Gross Result Value: 3,211.855 usp Net Result Value: 2779155 uUsD

Eamings & Deductions Customize | Find View anl| 1 | 7
Co Retro Adj Deduction Arears | User Fields
E;ep:em Element Name Amount Description Instance &“@: Begin &": £ Resolution Details
Eamings BAH 1183.500000@ Basic Allowance for Housing 0/01/01/2015 |D1/15/2015 |Resclufion Details
Eamings BAS 183.96000053] Basic Allow for Subsistence 0/01/01/2015 | 01/15/2015 |Resolution Details
Eamings BASIC PAY 1682.4000000] Basic Pay 0/01/01/2015 | 01/15/2015 |Resolution Details
Eamings CLOTHING 19.49000057] Clothing Allowance 0/01/01/2015 | 01152015 |Resolution Details
Eamings CONUS COLA 17.500000%] | Conus COLA 0/01/01/2015 |01/15/2015 |Resolution Details

All of the Earnings will be listed first in alphabetical order. See field/description
table below.

Eamings & Deductions # r U 1480718 L Last
Deduction Arrears || User Fields
Amount  Description instance  She=Begin - SieeEnd  pogqiution Details I
Eamings BAH 1183.50000053] Basic Allowance for Housing 0/01/01/2015 01115/2015 Resolution Details ~
Eamings BAS 133.96000057] Basic Allow for Subsistence 0/01/01/2015 01152015 Resolution Details
Eamings BASIC PAY 1682.4000005F] Basic Pay 0/01/01/2015 (01152015 |Resolution Details
Earnings CLOTHING 19.4900005] Clothing Allowance 0/01/01/2015 |D1M15/2015 |Resolution Details
Eamings CONUS COLA 17.5000005F] | Conus COLA 0/01/01/2015 |0115/2015 Resolution Details
Eamings FSA 125.DODDOD@ Family Separation Allowance 1/01/01/2015 |01/15/2015 Resolufion Details
Field Description
Element Type Earning or Deduction
Element Name Abbreviated name for element
Amount Represents 15 days of pay for that element
Description Description of element
Instance Will show a number if it is listed in Element Assignment by
Payee (EABP)
Slice Begin Date | First day of pay period
Slice End Date Last day of pay period
Resolution Details | Shows additional information for some elements (i.e. Lump
Sum Leave Sale will show the amount of days sold)

Continued on next page

13



Pay Calculation Results, continued

Procedures,
continued

Step

Action

8

All of the deductions will be listed in alphabetical order below the earnings. The
same field/descriptions apply.

‘Element Resulis Components Retro Adjustments Dreduction Ammesrs User Figlds E’]
.E;EF:EM Element Name Amount Description Instance g::’: BRI 5"‘: = Resolution Details
Deduction | AFRH 02500003 /med Forces Retiement 0(01/01/2015 |01/15/2015 | Resolution Details
Deduction  FSGLI 250000033 | F2miy Servicemembers G D 01/01/2015 | 01/152015 | Resolution Details
Deduction  |FWT 21130000057 FIT Withholding 0/01/01/2015 | 01/15/2015 |Resolution Details
Deduction Ma DOMNATION 2.50000057 Mutual Assistance Donation 10101205 (01152015 |Besolution Details
Deduction  MEDICARE EE 243900005 Medicare Tax 1010172015 | 0141572015 | Resolution Details
Deduction MEDICARE ER 2439000057 ER Medicars Tax 1010172015 | 01/15/205 | Resolution Details
Deduction  |QASDI EE 104.31000053 | OASDI Tax 1/01/0172015 | 01/15/2015 | Resolution Details
Deduction  |QASDIER 104.31000057 ER CASDI Tax 1010172015 | 01/15/2M5 | Resolution Details
Deduction | SGLI 1400000053 ﬁ;”iwmem“rs Gl 0|01/01/2015 | 01/15/2015 | Resolution Details
Deduction TRICARE DEP 5.65000057 Tricars Dependent Dental 1101012015 0111572015 | Resclution Details
Deduction | TSGLI 0.50000057 | Traumatic SGLI 0010172015 | 01/15/215 | Resolution Details
Deduction TSP BASIC B7. 3}}}}33 Thrift Savings Plan Basic Pay 001012015 (011152015 | Resclution Details

If the member has a Retro Adjustment, it will appear as a DELTA in the Element
Results tab as seen below. For more details, click the Retro Adjustments tab.

= ]
Customize | Find | view s | BV | % risi Kl 1230123 I Lost

Co | Retro Adiustment Deduction Arears | User Fields

$;eprgent Element Name Amount Description Instance [5):;?: Begin Slito: L Resolution Details
Eamings BAH 152400000057 Basic Allowance for Housing 001162015 |01/31/2015 Resolution Details FS
Eamings BAS 183.96000057] Basic Allow for Subsistence 0/01/16/2015 |01/31/2015 Resolution Deiails
Eamings BASIC PAY 1652.400000(57] Basic Pay 001162015 |01/31/2015 Resolution Details
Eamings CLOTHING 19.480000@ Clothing Allowance 0/01/16/2015 |01/31/2015 |Resolution Details
Eamings DELTA BAH 0.000000[5F] | Retro Delta BAH 0/01/16/2015 |01/31/2015 Resolution Details
Earnings DELTA OCOMNUS 0.000000[F] Retro Delta OUTCONUS 0/01/16/2015 |01/31/2015 Resolution Details
Eamings DELTA CHA 0.000000F] Retro Delta OHA 0|01/16/2015 | 01/31/2015 |Resolution Details

This particular scenario involved a member who was station in the U.K., living in
government quarters and paying BAH-Diff for child support. The member moved
out into the economy and became eligible for OHA. Shortly after, the member got
married. The member’s spouse and children are residing in Hawaii. This made the
member eligible to receive dual OUTCONUS COLA rows, one for with
dependents at the Hawaii rate, and one for without dependents at the Great Britain
rate.

14
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Pay Calculation Results, continued

Procedures,
continued
Step Action
10 | Any retroactive amounts will appear in the Calculation Adjustment column.
Additional information can be found using the Adjustment Detail links. See chart
below regarding amounts.
Element Results Components | D " Deduction Amrears User Fields @
_I?;ep!ent Element Name Amount .Ca_lculatio:-: Ba:_;e Un?t Detail R ion Details
Eamings BAH 1524.0000005] Resolution Details
Eamings BAS 1839600005 Resolution Details
Eamings BASIC PAY 1682.400000 5] Resolution Details
Eamings CLOTHING 19.430000 5] Resolution Details
Eamings DELTA BAH 0.000000GZf  2706.300000 Adiustment Detail Resolution Details
Eamnings DELTA QCONUS 0.000000 5] 995.310000 Adiustment Detail Resolution Details
Eamings DELTA OHA 0.000000GZf 2466.540000 Adiustment Detail Resolution Details
Eamings OCONUS COLA 524 2000005 Resolution Details
Eamings OCONUS COLA 409.51000053) Resolution Details
Eamings CHA 1187.780000 5] Resolution Details
Deduction ADVANCE PYBK 151.9700005]) Resolution Details
Deduction AFRH 0.25000053] Resolution Details
Deduction FSGLI 2 5000005 7.500000 Adiustment Detail Resolution Details
Element Type Positive Amount Negative Amount
Earnings Amount paid to member Amt deducted from member
(ex. DELTA BAH 1376.00) | (ex. DELTA BAH -1376.00)
Deductions Amt deducted from member Amount paid to member
(ex. FSGLI 7.50) (ex. FSGLI -7.50)

Continued on next page

15



Pay Calculation Results, continued

Procedures,
continued

Step

Action

10
(cont)

Another Retro example:

This was the result of the SPO deleting the member’s OCONUS COLA row. The
system calculated an overpayment of $3849.68. Click on the Adjustment Detail
link for additional information.

Element Results | Components Deduction Aears | User Fields

S Element Name Amount ~ Caloulation  Base Unit Adi Detail ion Details
Eamings BAS 183.9600005F] Resolution Details
Eamings BASIC PAY 2279.4000000] Resolufion Details
Eamings CLOTHING 19.4900005] Resolution Details
Eamings DELTA BAS 0.0000000] 0.010000 Adjustment Detail Resolution Details
Eamnings DELTA OCONUS 3840 680000%F | -3849.680000 Adiustment Detail Resolution Details
Deduction AFRH 0.2500005F] Resolution Details
Deduction ASS0C DUES 1.0000005] Resolution Details
Deduction FSGLI 3.2500005F Resolution Details
Deduction FWT 370.6300005F Resolution Details

Click View All to see all the Calendars affected.

Results by Calendar Group

Delta Details

Empl 1D: Name: Empl Record: a

Calendar Group 1D: C115050 Description: 201505 On-Cycle AD Mid Month

Calendar 1D: CG ACT 201 SMOSM Pay Group: USCGE

Element: DELTA QCONUS Element: Retro Delta QUTCONUS

Segment Number: 1 Instance: ]

Source Calendar ID  Period ID Source Element 'S‘flm:t Currency Amount Delta Base Delta Unit Delta

CGACT 2014M12E A14M12PRD2 OCONUS COLA 1/UsSD -4D7.91000005F] 0.000000 5] 0.000000
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Pay Calculation Results, continued

Procedures,
continued
Step Action
10 | The Source Calendar ID identifies ALL the calendars affected by the retro

(cont)

deduction. When the SPO deleted the OCONUS COLA row, the system went

back and took back all the money that was paid for OCONUS COLA in

December-April. The totals amount from adding all of the calendars together will

ICG ACT 2014M12E

ICG ACT 2014M12M

ICG ACT 2015MD1E

ICG ACT 2015MOTM

ICG ACT 2015MD2E

ICG ACT 2015MO2M

ICG ACT 2015MO3E

ICG ACT 2015MO3M

ICG ACT 2015MD4E

ICG ACT 2015MO4M

A14M12PRD2

A14M12PRD1

A15MO1PRD2

ATSMO1PRD1

A15MOZPRD2

AT5MOZPRD1

A15MO3PRD2

ATSMOZPRD1

A1SMO4PRD2

A13MO4PRD1

Source Element

OCONUS COLA

OCONUS COLA

OCONUS COLA

OCOMNUS COLA

OCONUS COLA

OCOMNUS COLA

OCONUS COLA

OCOMNUS COLA

OGONUS COLA

OGONUS COLA

Segment
HNumber

Currency

usp

usoD

usp

usD

usD

usD

usD

usD

usD

usD

3| View1 | B | # Fre B g q00700 T Loet

-407.9100000F]
-382.4200000F
-407.91000005]
-382.42000053
-331.43000053
-382.42000053
-407.91000053
-382.4200005
-382.42000053

-382.42000052

Base Delta
0.00000053
0.00000053
0.00000053]
0.000000%]
0.000000%]
0.00000053
0.00000053
0.00000053
0.000000%3

0.000000%3

Unit Delta

0.000000

0.000000

0.000000

0.000000

0.000000

0.000000

0.000000

0.000000

0.000000

0.000000

Continued on next page
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Pay Calculation Results, continued

Procedures,
continued
Step Action
11 | The Deduction Arrears tab is mostly used to identify Reserve members who

haven’t drilled (earned/received pay) in a while and their SGLI premiums are still
being deducted. It can also be used to show members that had SGLI Arrears and
are paying it back.

Example 1: Member did not drill this pay period, SGLI and TSGLI premiums
were deducted and added to arrears.

| Eamings & Deductions Customize | Find | Vview A1 | B | 3 st B 42012 1 st

Element Results | Components | Refro Adjustments User Fields
.'E;ep':e“‘ Element Name Amount A’“"“?‘a::r: Payback Amount “’""#{'}‘;“n‘i":g Resolution Details
Deduction | SGLI 0.000000F] 14.000000 14.000000) Resolution Details
Deduction TSGLI D.DODDOD@ 0.500000 0.500000§ Resolution Details

Example 2: Member drilled, $56 was deducted for this month and last month’s
SGLI premiums and $2 was deducted for this month and last month’s TSGLI. The
Payback Amount represents the amount that was in arrears from the previous

month when the member didn’t drill.
% Fist 1 1440f14 1 Last|

sy
| &

Customize | Find | View 5 | E1

Element Resulis Col Retro Adj Deduction Amears User Fields
.E;ep’ge“‘ Element Name Amount Amount Hot Payback Amount  AMCRNEAIEd e iution Details
Eamings CLOTHING RSV 1?.320000@ Resolution Details
Eamings IDT COMRATS 4.900000@ Resolution Details
Eamings IDT DRILL 146.860000@ Resolution Details
Deduction FWT 19.790000] Resolution Details
Deduction MEDICARE EE 426000057 Resolution Details
Deduction MEDICARE ER 4 260000 Resolution Details
Deduction OASDI EE 18.2100007F Resolution Details
Deduction QASDIER 18.2100005] Resolution Details
Deduction ROTH BASIC 14.690000] Resolution Details
Deduction SGLI 56.0000005g] 28.DODDODI Resolution Details
Deduction SWT 2.0000005g] Resolution Details
Deduction TSGL 2.0000005=] 1.DODDODI Resolution Details

18
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Pay Calculation Results, continued

Procedures,
continued

Step Action
12 | The Accumulators tab represents “buckets” of cumulative values. Ensure the
correct Calendar ID is still displayed and then click View All.

Calendar Group Results || Eamings and Deductions | @A TEGVERN - Supporting Elements

Zack Morris EMP ID: 1234567 Empl Record: 0
Calendar Group ID: C115010 201501 On-Cycle AD Mid Month
Calendar Information Find First & 2 of2 12 |25t
Calendar ID: Pay Group: USCG
Segment Number: 1 Version: 1 Revision: 1
Gross Result Value: 3,211.855] usb Net Result Value: 3 779 1553 usD

ize | Find | view 2l | B | B First B 50761 I Last

G o

Period Element Name Amount Description From Through
Segment CG AC DEBT DE 1659.500000) In-Service Debt Disposable Pay  (01/01/2015 | 01/15/2015
Segment CG AC FINE DE 1325.1500005F] Fine Available Pay for Deduct 010172018 | D1AS/2015
Segment gﬁL’%CD%AR” 1252.200000] Child / Spouse Support DE 01/04/2015 | D1/15/2015
Segment et 125220000055 Creditor Gamishment DE 01012015 | D1ME2015
Segment {I_DIEZBVJ:FCD-IFEAX 2??9.150000@ Tax Levy Disposable Earnings 01/01/2015 01152015

13 | Clicking View All will display all accumulators for the member. Accumulators are
broken down into several different Periods: Segments, Calendar Periods, Month
to Date, Year to Date and Custom Periods. See below for examples of each one.

The below group of Segments shows the amounts of Disposable/Available Pay as
well as Disposable Earnings in case the member ever incurred an In-Service Debt,
Fine, Child/Spouse Support, Garnishment or Tax Levy against their pay. These
amounts represent what the system could deduct a percentage from to pay off
these items. For example, if this member had an In-Service Debt, the system
would take 15% of $1659.50.

Segment:

Period Element Name Amount  Description From Through
Segment CG AC DEBT DE 1659.500000',@ In-Service Debt Disposable Pay 01/0172015 011572015
Segment CG AC FINE DE 1325.150000@ Fine Available Pay for Deduct 01/01/2015 01152015
Segment CG AC GARN CHLD DE 1252.200000@ Child / Spouse Support DE 01/0172015 011572015
Segment CG AC GARN CRED DE 1252.200000@ Creditor Garnishment DE 01/0172015 01152015
Segment CG AC TAX LEVY DE 2779.150000/F] Tax Levy Disposable Eamings 01/01/2015 01/15/2015

Continued on next page
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Pay Calculation Results, continued

Procedures,
continued
Step Action
13 | The next group of Segments represent the Net and Gross Pay, Federal

(cont)

Withholding Taxes, Medicare deductions and OASDI (Social Security)
deductions. For Medicare and OASDI, EE represents what the member contributes
and ER represents what the employer contributes.

Period Element Name Amount Description From Through

Segment FWT GRS N 0.0000003F] FWT Gross Customer 01/01/2015 D1/15/2015
Segment FWT GRS N 1699.9000005] FWT Gross Customer 01/01/2015 D1/M15/2015
Segment FWT GRS TOT 1632.6000005] | FWT Taxable Gross Total 01/01/2015 D1/15/2015
Segment FWT PRE TAX N 573000005 FWT Before-Tax Customer 01/01/2015 D1/15/2015
Segment MED EE GRS N 1682.4000005z] Medicare/EE Gross Customer 01/01/2015 01152015
Segment MED ER GRS N 1632.400000;] Medicare/ER Gross Customer 01/012015 0152015
Segment MEDEE FULL AMT 2439000053 Total Medicare/EE Amount 01/01/2015 011572015
Segment NET 2779.15000057] Net 01/01/2015 D1/15/2015
Segment OASEE GRS N 1682.4000005F] CASDIEE Gross Customer 01/01/2015 D1/15/2015
Segment OASERGRS N 1682.4000005] | OASDIER Gross Customer 01/01/2015 D1/15/2015
Segment TOTAL DEDUCTION N 92.7000005F] Total Deductions Mot Maintain 01/01/2015 011572015
Segment TOTAL DEDUCTIONS 92.7000005F] Total Deductions 01/01/2015 D1/M15/2015
Segment TOTAL EARNINGS 3211.85000057] Gross Pay 01/01/2015 01152015
Segment TOTAL EARNINGS N 3211.850000%z Gross Pay Not Maintained 01/01/2015 D1i15/2015
Segment TOTAL TAXES 340.000000%F) Total Taxes 01/01/2015 011572015

The Calendar Periods show the Estimated Advance Pay if a member were to
request it along with the FIT (Federal Income Tax) Withholding.

Period Element Name Amount Description From Through
Calendar Period CG AC EST ADVANCE 1252 190000( Estimated Advance Pay MM62015 013172015
Calendar Period FWT_PTDA 211.2000005F | FIT Withholding 0116/2015 01/31/2015

20
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Pay Calculation Results, continued

Procedures,
continued
Step Action
13 | The Month to Date periods show member-specific monthly accumulators.

(cont)

Period

Month to Date

Month to Date

Month to Date

Month to Date

Month to Date

Month to Date

Month to Date

Month to Date

Month to Date

Ivonth to Date

Month to Date

Element Name
AFRH_MTDA

CG AC FSGLIMTD
CG AC SGLIMTD

CG AC TSGLIMTD
FSGLI_MTDA
MA DONATION_MTDA

SGLI_MTDA

TOTAL ALLOTMENTS

TRICARE DEP_MTDA

TSGLI_MTDA

TSP BASIC_MTDA

Amount Description
0.500000%Z] Armed Forces Retirement Home
5.000000%F | FSGLI MTD for PP Formula
28.00000057] SGLI MTD for PP Formula

1.0000005Z  TSGLI MTD for PP Formula
S.DODDOD;-'jEl Family Servicemembers Grp Life
5.00000053] Mutual Assistance Donation

23.0000005F] Servicemembers Group Life Ins

5.0000005Z)  Month to Date Allotments Total

11.300000;'33 Tricare Dependent Dental

1.00000053] | Traumatic SGLI

134.600000;@ Thrift Savings Plan Basic Pay

From

01/01/2015

01/01/2015

01/01/2015

01/01/2015

01/01/2015

01/01/2015

01/01/2015

01/01/2015

01/01/2015

01/01/2015

01/01/2015

Through

01/31/2015
01/31/2015
01/31/2015

01/31/2015

01/31/2015

0173172015

0173172015

0173172015

01/31/2015

017312015

0173172015

The Year to Date periods provide the yearly totals for all accumulators.

Period

Year to Date

Year to Date

Year to Date

Year to Date

Year to Date

Element Name

TOT DEDUCTIONS YTD

TOT EARNINGS YTD
TOTAL NET YTD

TOTAL TAXES YTD

TSP BASIC_YTDA

Amount Description

18540000053 Total Deductions YTD

6423.690000;@ Total Eamings YTD

5552280000/ | Total Net YTD

630.0100000] Total Taxes YTD

134.6ODDOD§'.—_|Z| Thrift Savings Plan Basic Pay

From

01/01/2015

01/01/2015

01/01/2015

01/01/2015

01/01/2015

Through

1213172015

121312015

1213172015

121312015

121312015

The Custom Periods show unique accumulators including the member’s current
leave balance. It will also show if a member has sold any leave within their
military career. Disregard the From Date, it has no value.

Period

Element Name

Amount Description

From

Through

Custom Period

CG AC LEAVE SOLD

60.0000005F] Sold Leave Accumulator

01/01/2004

Custom Period

Custom Period

Custom Period

Custom Period

Custom Period

CG AC MEDICAR PRMM

CG AC MGIB BAL
CG AC OASDI PRMM
EXEMPT LEAVE_BAL

FWT AC PRMM

24 4000005 MEDICARE Previous Month

1200.0000005F MGIB Basic Balance

104.3100005Z] | OASDI Previous Month
39.0000005F] Tax Exempt Leave Balance

211.300000/F FWT Previous Month Value
=

01/01/2004

01/01/2004

01/01/2004

01/01/2004

01/01/2004

Custom Period

LEAVE ENT_BAL

50.5000005F] Leave Entitlement

01/01/2004
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Element Assignment by Payee (EABP)

Introduction

the Instance number when doing Pay Corrections.

This section provides the procedures for viewing the Element Assignment
by Payee (EABP) in Direct Access. Only PPC has the ability to input
elements into EABP. The system will automatically build EABP rows
based on SPO Action Requests. SPO users must look here first to obtain

Procedures See below.
Step Action
1 | Select the Element Assignment by Payee link from the Pay Processing Shortcuts
pagelet.
Pay Processing Shortcuts

Pay Calculaticn Results I Element Assignment By F'a',reel

One Time (Positive Input)

Enter the Empl ID and hit Search.

Element Assignment By Payee

Enter any information you have and click Search. Leave fields blank for a list of all values.

Maximum number of rows to return (up to 300). |300

Empl 1D: begins with I123-‘-1-55? I
Empl Record:

Name: begins with ||

Last Name: begins with v ||

Second Last Name: begins with ||
Alternate Character Name:| pegins with |

Middle Name: begins with ||
Business Unit: begins with v ||
Department Set ID: begins with || @,
Department: begins with v || @,

[|case Sensitive

| Search Clear | Basic Search E;[.E] Save Search Criteria

Continued on next page
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Element Assignment by Payee (EABP), Continued

Procedures,
continued
Step Action
3 | All Action Requests will be displayed for the member along with their Begin and

End Dates. The Instance number represents what sequence the transactions were
submitted.

Element Assignment By Payee
Zack Morris ID: 1234567 Empl Record: o]

Category:
Entry Type: Element Name:
As of Date: Select with Matching Cm.eriaj

Clear

&Assignments Customize | Find | B | 3 Fist 0 17017 O Loat

Element Name Description P";‘ﬁi‘: Begin Date  End Date Active Instance
MA DONATION |Mutual Assistance Donation 999 07/01/2007 o 1
MA LOAN Mutual Assistance Loan 999 06/01/2012  D1/31/2014 o 1
TRICARE DEP |Tricare Dependent Dental 999/ 01/01/2014 | 12/31/2014 i 1
TRICARE DEP | Tricare Dependent Dental 999 01/01/2015 v 2
HARDSHIP PAY Hardship Duty Pay - Location 999/ 06/01/2014 | 12M672014 i 1
ESA Family Separation Allowance 999 071232013 + 1
DOCONUS COLA OutConus COLA 999 10/01/2014 | 12152014 i 1
Add New Assignment Deduction Recipients
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One Time Positive Input (OTPI)

Introduction This section provides the procedures for viewing the One Time Positive

Input (OTPI) in Direct Access. Even though the name specifies “Positive
Input”, the amount can also be a negative number. Any time PPC
manually credits or debits pay, it will be documented here (see steps 9-11).

Procedures See below.

Step

Action

1

Select the One Time (Positive Input) link from the Pay Processing Shortcuts
pagelet.

Pay Processing Shortcuts

Pay Calculation Results Element Assignment By Payes

I One Time {(Positive Inr:uut‘.-!

Enter the Empl ID, then click Search.
One Time (Positive Input)

Enter any information you have and click Search. Leave fields blank for a list of all values.

" Find an Existing Value Rz Rz 1

Maximum number of rows to return (up to 300): lﬁ
Empl 1D: | begins with v [[1234567 |
Empl Record: | = e
Pay Group:  |begins with || @
Calendar ID: |begins with || @,
Name: begins with ||

[|case Sensitive

Search Clear |Basic Search @',3] Save Search Criteria

This member has 2 different Calendar IDs listed in OTPI. Select each one to see
additional information.

Search Results

View All First [4] 1-2of2 [»] Last
Empl ID Empl Record Pay Group Calendar ID Hame

12345670 USCG  |A14M12PRDA#H IMajor Payne
12345670 USCG |CGACT 2014M12EMajor Payne

Continued on next page
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One Time Positive Input (OTPI), Continued

Procedures,
continued

Step Action
4 The first Calendar ID shows items that were converted from the 8.0 system as
well as some prior period tax information.

One Time {POSitiVE Input)
Employee ID: 1234567 Name: Major Payne Empl Record: 0 m
Pay Group: USCG Description: USCG Active Duty Pay Entity: USCG
Calendar ID: Begin Date: End Date:
Eamnings and Deductions Customize | Find | View 21l | B | 3 First E 45075 I ast
m Mszin Components || Source
Entry Type Element Name Element Description Instance  Action Type
Eamings CG ABS BAL Absence Balance Conversion 1 Add
Eamings CG MGIB BASI CONV MGIB BASIC BAL 1 Add
Eamings CG SGLI BAL Convert SGLI Arrears Balances 1 Add
Eamings CG PP FEDTAX Prior Period Federal Tax 1 Add
Earnings CG PP FICTAX Prior Period FICA Tax SS+Medi 1 Add
5 The second Calendar ID shows the Lump Sum Leave Sale when the member
separated. Click on the Expand All icon to see more information.
One Time (POSitiVE Input)
Employee |D: 1234567 Name: Major Payne Empl Record: m
Pay Group: USCG Description: USCG Active Duty Pay Entity: USCG

Calendar ID: CG ACT 2014M12E Begin Date: 12162014 End Date: 1213112014

This Calendar is finalized. Any changes will be considered during retro processing.

- Customize | Find | View A1 | B | 7 Firet B g op0 O (gt
CISEO ( Main Components | Source

Entry Type Element Name: Element Description Instance Action Type

Earnings LUMPSUM LEAV Lump Sum Leave 1 Add

The expansion displays all fields. Click on the Details icon (l% ).

— - = okt
Eamings and Deductions Customize | Find | View Al | BV | #1 First K1 4071 D (ost

Element

Entry Type Element Name Description Instance Action Type Unit Rate Amount Currency Code Details Updated By User Last Update Date/Time  Batch Code

gamings | -IMPSUM | ump sum Leave 1/Add =i = v DWA\"ANS 1212002014 11:07-09PM

Continued on next page
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One Time Positive Input (OTPI), Continued

Procedures,
continued

Step Action
7 The Positive Input — Details page will display. Scroll down to view more details.

One Time (Positive Input)

Positive Input - Details

Employee ID: 1234567 Name: Major Payne Empl Record: 000

Pay Group: UsSCG Description: USCG Active Duty

Calendar ID: CG ACT 2014M12E Begin Date: 121612014 End Date: 1213172014
Element: LUMPSUM LEAY Element Name: |ump Sum Leave Instance: 001

+ Specify Values OR Elements

Unit Value: Unit Element:

Rate Value: Rate Element:

Base Value: Base Element:

Percent Value: Percent Element: Currency
Amount Value: Amount Element:

Begin Date: End Date:

~ Absence Dates

Absence Begin Date: Absence End Date:
Period Begin Date: Period End Date:
w Other Data

Batch Code: Description of Pl:

8 This tells you specific information about the OTPI. In this example, it shows

how much leave the system sold to the separating member. Click OK to go back
to the previous screen.

« Other Data

Batch Code: Description of PI:
~ Supporting &Element Overrides

Business Unit: WARCG

Required Fields

*Lump Sum Leave Type: \anual Calculation

Leave Days Sold: 35.500000
Forwarded Separation

Leave:

OK Cancel | Refresh |

Continued on next page
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One Time Positive Input (OTPI), Continued

Procedures,
continued

Step
9

Action

10

Here’s an example of a Pay Adjustment submitted by PPC in OTPI. This shows

a Retro Delta BAH. If the notepad shows lines =), that means there are notes

available to view. Click on the Notepad to view the notes regarding this pay
adjustment.

One Time (Positive Input)

Employee ID: 1234567 MName:

Screech Powers Empl Record: 0
Pay Group: UsSCG Description: USCG Active Duty Pay Entity: UscG
Calendar ID: CG ACT 2015MO3E Begin Date: 03M&2015 End Date:

033172015

This Calendar is finalized. Any changes will be considered during retro processing.

Customize | Find | View 41 | B | 78 Fist © qof1 O Lot
m Main Components Source

—
*Entry Type Element Name Element Description L=

Instance Type

Esmings | |[DELTA BAH @, |[Retro Delta BAH @, |

1| [Add v] | E| =

[} Save | [P RetumtoSesrch | |t] Previousinlist |/ | Nestinlist | [Z] Nofify |22 Refresh |

[ChAad :| | UpdateiDisplzy :|

Clicking the Notepad will open a new window. Click on the Subject to view the
details.

E Notepad

¥ Instructions

 Selection Criteria

*Pay Group: USCG

*Calendar ID: CG ACT 2015M03

*Employee 1D: 1234567

*Empl Record: 0

Notes From: @ Through: E‘.]

Search | Add a Mew Note |

Existing Notes Cusiomize | Find | E
Fay Employee  Empl ;
Group Calendar ID o Record Subject Created

CGACT - D3M12015

USCG  opismpze (1234567 |0 Overpaid BAH 237PM
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One Time Positive Input (OTPI), Continued

Procedures,
continued

Step Action

11 | The Note Text explains what caused this pay adjustment.

=| Selected Note

} Instructions

Selected Performance Note
Applications

Pay Group: UsScGe Created: 03112015 2:37TPM

Calendar ID: GG ACT 2015M03E Creator: Principal Belding

Employee 1D: 1234567 Last Update:

Empl Record: 0 by:

Subject: IOverpﬁid BAH

Note Text: Mbr was mamied on 1/31/2013. When the SPO input the BAH transaction for 1/31/2015, GP cakulated and paid BAH at the with =

[dependent rate for the whole pay period (end month January). Submitting OTPI to collect amount overpaid: $109.50.

| Save

Return to Note Selection Page
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Job Data

Introduction This section provides the procedures for viewing Job Data in Direct
Access. Job provides a snapshot of a member’s entire Coast Guard career.

Procedures See below.

Step Action

1 Select Job Data from the HR Data Shortcuts pagelet.

HR Data Shortcuts =
Personal Information

Dependent Information Search by S5HM

Email A&ddres=s Ldd Employment Imstance

2 Enter the member’s Empl ID. Always check the Include History Box when

viewing Job. Then click Search.

Job Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value
Maximum number of rows to return {up to 300} lﬁ
Empl 1D: [begins with w][1234567 |
Empl Record: = s
Name: beging with ||
Last Name: begins with ~||
Second Last Name: begins with ||
Alternate Character Name: | begins with » |
Middle Name: begins with ||
Business Unit: begins with ||
Department Set ID: begins with ~|| @,
Department: begins with || @,
[ correct History [ case sensitive
Clear  |Basic Search i._;F' Save Search Criteria

Continued on next page
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Job Data, continued

Procedures,
continued
Step Action
3 This member has a total of 34 rows spanning their entire Coast Guard career. The

top portion will explain what happened. This one shows the Pay Increase that
everyone gets on the first of January each year. The middle information shows
the Position the member is currently filling as well as their status and department
ID. The Date Created field shows when the Job Row was actually built. The last
two fields only apply to Reservists.

Job Information Job Labor Payroll Salary Plan Compensation
Courtney Cox__ Empl ID: 1234587
Employee Empl Record: i
Military Service:
‘Work Location Find ,:im[l 1.,-[34“@
*Effective Date: pimizms  |H GoToRow | [+][=]
Effective Sequence: I_D =Action: [Pay Rate Change ~]
HR Status: Active Reason: [Cost-of Living Adjustment v
Payroll Status: Active *Job Indicator: [Primary Job |
Current D
Position Number: [ooi7ess @, CUSTOMER CARE - DUTY
Use Position Data
Position Entry Date: ]
Position Management Record
*Regulatory Region: o & Active Duty
Company: ACG Active CG
*Business Unit: S Erlistsd CG
*Department: [porres @ PPC CUSTOMER CARE BR
Department Entry Date: (09012011 |
*Location: ksoooi @, CG PPC
Establishment ID: sce @ Active CG | Date Created: 010112015 |
Last Start Date: Da/28/1995
Expected Job End Date: | [
o —————————————————
Reserve Class Code: ’7“_&
Component Category: ,7';11

Other examples of Job Rows: Longevity Increase

*Effective Date: D&/28/2013 £ GoToRow | [+](=]
Effective Sequence: ’—D *Action: Pay Rate Change v
HR Status: Active Reason: LAdjustment .
Payroll Status: Active *Job Indicator: [Primary Job v

First Kl 20734 O | ot

*Effective Date:
Effective Sequence:
HR Status:

Payroll Status:

D9/01/2011 Ex

Other examples of Job Rows: PCS Transfer

*Action:

Reason:

*Job Indicator:

Eind First Kl 60734 O Lot
GoToRow | [+][=]

Transfer “
Permanent Change of Station o
[Primary Job |
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Job Data, continued

Procedures,
continued

Step

Action

3 Other examples of Job Rows: Advancement

Work Location

(cont)

*Effective Date: [pemizomm | | GoToRow | [+][=]
Effective Sequence: [0 *Action: Promeotion e
HR Status: Active Reason: | Mormal Career Progression N
Payroll Status: Acfive *Job Indicator: [Primary Job v

Find First Kl 100724 O ass

‘Work Location

*Effective Date:
Effective Sequence:
HR Status:

Payroll Status:

D&/29/1995 [l
@

Active

Active

Other examples of Job Rows: Original Hire

*Action:
Reason:

*Job Indicator:

Eind Fist K 240724 1 (o
| GoToRow| [+][=]

Hire: b
Mew Position LY
[Primary Job |

Rehire example of Job Rows: Member Discharged from AD on 11/15/2013,

then Rehired into the Reserves on the same day. The Effective Sequence
establishes the timing.

*Effective Date: [1in52013 | | GoToRow | [+][=]
Effective Sequence: |—1 *Action: Rehire hd
HR Status: Active Reason: Rehire hd
Payroll Status: Active *Job Indicator: [Primary Job v|
*Effective Date: [1in52013 | | GoToRow | [+][=]
Effective Sequence: I—U *Action: Termination [
HR Status: Inactive Reason: Discharge e
Payroll Status: Terminated *Job Indicator: [Primary Job v

Work Location
*Effective Date:
Effective Sequence:
HR Status:

Payroll Status:

peioizo1s  x [H
0
Inactive

Retired With Pay

Separaion examples of Job Rows: Member Retired 6/1/15

*Action:
Reason:

*Job Indicator:

Find First 1) 10f27 O Last

| GoToRow | [#][]
Retirement with Pay [
Retirement With Py N
leSiement
[Primary Job v

Work Location
*Effective Date:
Effective Sequence:
HR Status:

Payroll Status:

ertezots )
o
Active
Active

Separation examples of Job Rows: Member RELAD on 6/18/15

*Action:

Reason:

*Job Indicator:

| GoToRow | [+][=]
Transfer v
Relad ~
[Primary Job v

Continued on next page
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Job Data, continued

Procedures,
continued
Step Action
3 Separation examples of Job Rows: Member Discharged on 6/30/15
 Work Location

(cont)

*Effective Date:

D7/01/2015 El

Find First L 10F30 DI Last

| GoToRow | [#][=]
Effective Sequence: I—U *Action: Termination ~
HR Status: Inactive Reason: Discharge v
Payroll Status: Terminated *Job Indicator: [Primary Job v

*Effective Date:

Reserve examples of Job Rows: ADT-AT from 5/4-5/15/15

Find First K1 109 O g'
psneRos &  GoToRow | [+](=]
Effective Sequence: [0 *Action: Transfer v
HR Status: Active Reason: | Reserve Order End “
Payroll Status: Active «lob Indicator: [Secondary Job v

DS/04/2015 [l

Work Location Find mn 20,3 0 Last
*Effective Date:

| GoToRow | [+| (=]
Effective Sequence: [ @ *Action: Transter v,
HR Status: Active Reason: Reserve Order Begin “
Payroll Status: Active *Job Indicator: [ Secondary Job v

*Effective Date:

10/01/2014 B

Reserve examples of Job Rows: ADOS orders began 10/01/2014

Find it Kl 20135 O Laet

| GoToRow | [+] (=]
Effective Sequence: [ *Action: Transfer w
HR Status: Active Reason: Reserve Order Begin hd
Payroll Status: Active *Job Indicator: Primary Job v

Continued on next page



Job Data, continued

Procedures,
continued

Step

Action

4 | The top portion will remain for the rest of the tabs. The Job code shows the
current rank of the member and the Entry Date shows when they made that rate.
The Empl Class will say AD for Active Duty members, SELRES for drilling
Reservists, and IRR for members in the Individual Ready Reserve.

Job Labor

Payroll Salary Plan Compensation

Effective Date: 010172015 | GoTo Row
Effective Sequence: [1] Action: Pay Rate Change
HR Status: Active Reason: Cost-of Living Adjustment
Payroll Status: Active Job Indicator: Primary Job Current m
*Job Code: 436093 £ First Class Yeoman
Entry Date: [
Supervisor Level: ’7 @,
Supervisor 1D: ,7 @,
Reports To: ’7 Qa
*RegularTemporary: *FulliPart:
Empl Class: AD v *Officer Code: MNone v
*Regular Shift: NIA v Shift Rate: ]
*Classified Ind: Shift Factor: ]
Standard Hours
Standard Hours: 240.00 Work Period: M 2, Monthly
FTE: 1.0000300

[] Adds to FTE Actual Count?

|| Encumbrance Override

Contract Number:

Confract Number

[ &

Continued on next page
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Job Data, continued

Procedures,
continued
Step Action
5 The Labor Agreement will list Reserve or Active Enlisted or Officer.

The Employee Category and Employee Subcategory will display Reserve specific
information. The Employee Category also ties directly with the Regulatory
Region and Business Unit on the first tab. This will explain specifically what kind
of officer the member is (active/reserve, permanent/temporary, etc.).

The most important part of this tab is the Assigned Seniority Dates. Click on the
View All link to see all of the dates.

Work Location Job Information '. d -" Payrall Salary Plan Compensation

F Current i’l
Bargaining Unit: Ii‘ .
Labor Agreement: |ENL , Active Component Enlistedl
Labor Agreement Entry  |12/282000 |}
Dt:

En:lployee Category:

Employee Subcategory: [ A,
Employee Subcategory 2: Ii':.
Position Management Record
Union Code: Ii‘ 3,
Union Seniority Date: '73
Works Council 1D:
Labor Facility ID: =
Entry Date: [ m
O Stop Wage Progression
O Pay Union Fee

O Exempt from Layoff Reason: @,
Seniority Date Control Value Labor Seniority Date Owerride Owerride Reason
ACTIVE DUTY BASE DATE [oinsneer |E v ]
AD PAY SCALE DATE
DEP DATE |® = ]
CMA DATE [(EEREEE i ]
CURRENT AD DATE [05Msm@002 E v ]
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Job Data, continued

Procedures,
continued
Step Action
6 | Here’s where a member’s service dates can be verified. Most of them are set at
the time of Accession, others will change when contracts are approved.
d Customize | Find | View 5 B E First L4 1-16 of 16 na Last
Seniority Date Control Value Labor Seniority Date Orverride Override Reason
ACTIVE DUTY BASE DATE ptasnger = 7 [ ] ~
AD PAY SCALE DATE
DEP DATE [ = = [
CMA DATE M EEE i ]
CURRENT AD DATE [psAsezonz @ 7 [ ]
DIEMS DATE prrongas @ 7 [
EXPECTED AD TERM DATE pimizozr W 7 [ ]
EXPECTED LOSS DATE pimizozr M i [
JOB FAMILY ENTRY DATE GEE 7 [
MIL OBLIGATION COMPL DATE pemizooa |E 7 ]
PAY ALLOWANGE DATE [pemangas @ 7 [ ]
POINT START DATE [p2m2z00s | 7 [
PAY BASE DATE [pezangss [ 7 ]
DATE OF RANK 438093 pemizolc @ [
ROTATION DATE prmizois @ 7 [ N
Recalculate Seniority Dates

Continued on next page
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Job Data, continued

Procedures,
continued
Step Action
7 The Payroll tab will display a member’s current pay group. All Active Duty

members and Reservists on Active Duty will be put in the USCG Active Duty
pay group. If a Reservist is on Title 10 orders, the Eligibility Group will populate
with RSVTITLEL0. Reservists not on Active Duty are in the USCG RSV (USCG
Reservist). NOAA members show up as NOAA Active Duty. PHS members will
be put in the PHS Active Duty pay group once they go live in January.

Work Location || Job Information || Job Labor Salary Plan | Compensation
Courtney Cox__ Empl ID: 1234567
Employes Empl Record: o]
Military Service:

Payroll Information Find Fr=t - 10f34 O past
Effective Date: D1/D1/2015 { GoToRow |
Effective Sequence: 1] Action: Pay Rate Change
HR Status: Active Reason: Cost-of Living Adjustment
Payroll Status: Active Job Indicator: Primary Job

Current B

Payroll System: Global Payroll
Global Payroll
Pay Group: UsCG @, USCE Active Duty
.

¥ Use Pay Group Eligibility Holiday Schedule: CGWIDE @, oG Wids Holiday Stheduls

M use Pay Group Rate Type Eligibility Group: 3

M use Pay Group As Of Date Exchange Rate Type: @,

Use Rate As Of: | el
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Job Data, continued

Procedures,
continued
Step Action
8 The Salary Plan shows whether the member is Enlisted or Officer, their Pay

Grade and Step (years). The Grade Entry Date shows the date they were
Advanced to their current rank. The Step Entry Date shows the date of their last
longevity.

Work Location || Job Information || Job Labor | Payroll gompensalim

Courtney Cox Empl ID: 1234567

Employee Empl Record: o

Effective Date: 0170172015 i GoTo Row |
Effective Sequence: (1] Action: Pay Rate Change
HR Status: Active Reason: Cost-of Living Adjustment
Payroll Status: Active Job Indicator: Primary Job
Cumrent D
Rank: Y Rank Entry Date: | |5
Worn Rank: l— "k
Worn Rank Type: | v
Skill Grade: [ |
Salary Admin Plan: [Ene @,
Grade: [Es @y Grade Entry Date:  |[06/01/2010 |5}
Step: [l @ Step Entry Date: 0872872013 |50

includes Wage Progression Rule

The Compensation tab shows the member’s monthly Basic Pay rate.
Work Location | Job Information || Job Labor | Payroll || Salary Plan

Courtney Cox Empl ID: 1234567
Employee Empl Record: D
Military Service:
Compensation Find First T ora O Last
Effective Date: D015 [ GoToRow!
Effective Sequence: 1] Action: Pay Rate Change
HR Status: Active Reason: Cost-of Living Adjustment
Payroll Status: Active Job Indicator: Primary Job

Curmrent m
Compensation Rate: 1,862.1053 W% *Frequency: I—S% Semimonthl

} Comparative Information
» Pay Rates

| Default Pay Components | Contract Change Prorate Option

Gustomize | Find | B | 7 First I g 071 I

FESS  Controls || Changes || Comversion

*Rate Code Seq Comp Rate Currency Frequency Points Percent Rate Code Group
1|[BAsIC @, o | 372420000005 ([usD (@ M @, I #][=]
| Calculste Compensation |
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Service Contracts and Separations

Introduction This chapter covers the basics on service contracts and separations. It is
designed to guide record technicians through selected portions of the new
Reenlistments, Extension and Separations. This is not intended to imply one
section is more important than any other. Items have been selected based on
input from previous surveys, PPC Customer Care trouble tickets, and payroll
errors.

Obijective Given a member whose contract expiration of enlistment is close, process
transactions based on the member’s desire in accordance with appropriate
Coast Guard directives.

Contents This chapter contains the following topics.
Topic See Page

Reenlistment Contract 3
Extensions/Re-extensions 7
Release from Active Duty (RELAD) 11
Certificate of Release or Discharge from Active Duty 17
(DD-214)

Computing and Verifying Leave 19







Reenlistment Contract

Introduction

Limitation

References

Information
you need to
know about
this transaction

Corrections
and Deletions

This section provides the procedure for processing a member's reenlistment.

This procedure can only be used if there has been no break in service.
Members with a break in service of more than 24 hours will need to be
processed as a re-hire under Accessions.

The following references provide guidance in completing the Reenlistment
Contract:
(a) Personnel and Pay Procedures Manual, PPCINST M1000.2 (series)
(b) CG Pay Manual, COMDTINST M7220.29 (series)
(c) Enlisted Accessions, Evaluations, and Advancements,

COMDTINST M1000.2 (series)
(d) PPC — Procedures & Development Web Page - E-Learning Tab

This transaction requires approval by users with the CGHRSUP role (SPO
Supervisor/PAO).

Prior to entering a Reenlistment the member must:

e BeaU.S. citizen, as documented by the member’s Citizenship Status
Changes page.

e Have the minimum required performance mark averages as specified in
Chapter 1.A.5 of the Enlisted Accessions, Evaluations, and Advancements
Manual.

e Be recommended by the Commanding Officer for reenlistment by having
a Career Intentions Worksheet (from enclosure (1) of the Personnel and
Pay Procedures Manual) favorably endorsed.

e Not be in receipt of retirement orders (applies to active duty enlisted
members only). The only exception is for members who need additional
obligated service to carry them over to their approved retirement date, and
are ineligible to extend their enlistment to obtain this additional obligated
service, (i.e., they’ve already extended for the maximum period allowed).

Corrections and Deletions are not allowed on the Reenlistment Contract after
it has been approved and saved.

Note: If the Reenlistment Contract has been saved and any information on
the Reenlistment Contract is incorrect, contact (PPC) Customer Care.

Continued on next page


http://www.uscg.mil/ppc/pd.asp

Reenlistment Contract, Continued

Procedures

Contract
Number

Reserve
Contracts

Oath
Administrator
Information

Approval

See reference (d) for step-by-step instructions on completing a Reenlistment
contract.

Make sure the next sequential contract number is entered when the
Reenlistment contract is created.

When completing a contract on a Reservist, add the following comment:
MEMBER IS ENLISTING IN THE COAST GUARD RESERVE
COMPONENT. Subsequently, the statement should appear on the contract
(8.b/Remarks).

The City/State must be the PLACE OF INITIAL ENLISTMENT (unless
there is a break in service). This is different than the Extension contract.

Name: [Erwin Bach Military Grade: [Dg v

State: M

City: |Detroit

The contract should not be approved without first viewing a signed copy of
the contract.

Continued on next page



Reenlistment Contract, Continued

Printing
Contracts

Select the DD-4/Enlistment/Reenlistment report to generate a printable
version of the reenlistment contract.

Career Management =

Cbligated Service Report Contract Data

DD-4 Enlistment'Feenlistnent

Agresment to Extend/Resxiend

ExtiFexdt withim 20 days Fepaort A0 Gth or 108h %1 Anniversary

Extensions not Executed

Enter the member’s Employee ID and Contract Number or use the lookup
function to search for it. Then click the Create Report button.

DD-4 Enlistment/Reenlistment Form
Employee 1D: 1234567 ), Turner, Tina
Contract Number: 0004 =
Effective Date: 051592015

Create Report







Extensions/Re-extensions

Introduction  This section provides the procedure for entering an Extension of Enlistment.

References The following references provide guidance in completing the Extension/Re-
Extension Transactions:

(a) Personnel and Pay Procedures Manual, PPCINST M1000.2(series)

(b) CG Pay Manual, COMDTINST M7220.29 (series)

(c) Enlisted Accessions, Evaluations, and Advancements,
COMDTINST M1000.2 (series)

(d) PPC — Procedures & Development Web Page - E-Learning Tab

Information This transaction is completed in Direct Access upon receipt of the Career
you need to Intentions Worksheet (CG-2045), complete with both the member and
know about this  command approval signatures. However, this transaction should not be
transaction approved in Direct Access until the SPO receives the signed Agreement to

Extend Enlistment (CG-3301B). Use the contract type of EXT.

The signature date (effective date of the transaction) for regular extensions
will be the date the CG-3301B is signed by the member and person
administering the oath. For prior service OCS candidates who must extend to
meet obligated service requirements, the signature date of this transaction will
be the same as the Enlistment Date on the Enlistment Contract.

The “begin the extension/re-extension” box in DA must be checked to Begin
the Extension after the Agreement to Extend has been submitted and
approved.

Begin Extension/Re-Extension: [

Cancellations If an Extension/Re-Extension needs to be cancelled, submit a trouble ticket to
PPC.

Corrections Corrections and Deletions are not allowed on the Extension/Re-Extension
and Deletions  Contract after it has been approved and saved.

Note: If the Contract has been saved and any information on the Contract is
incorrect, contact (PPC) Customer Care.

Continued on next page
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Extensions/Re-extensions, Continued

Procedure The procedures for completing an Agreement to Extend or a Begin Extension
are contained in reference (d).

Oath The City/State must be the PLACE WHERE THE OATH IS BEING
Administrator ~ ADMINISTERED. This is different than the Reenlistment contract.

Information
Name: |[CWO2 Robin Hood Military Grade: [O2 v
City: [StLouis State: MO
Leave Sale The member’s leave will not sell until the contract has begun (checking the
box).
Approval The contract should not be approved without first viewing a signed copy of

the contract.

Continued on next page



Extensions/Re-extensions, Continued

Printing
Contracts

Select the DD-4/Enlistment/Reenlistment report to generate a printable
version of the reenlistment contract.

Career Management =

Cbligated Service Report Contract Data

DD-4 Enlistment'Feenlistnent

Agresment to Extend/Resxiend

ExtiFexdt withim 20 days Fepaort A0 Gth or 108h %1 Anniversary

Extensions not Executed

Enter the member’s Employee 1D and Contract Number or use the lookup
function to search for it. Then click the Create Report button.

DD-4 Enlistment/Reenlistment Form
Employee 1D: 1234567 ), Turner, Tina
Contract Number: 0004 =
Effective Date: 051592015

Create Report

Continued on next page



Extensions/Re-extensions, Continued

Begin
Extension
Reports

10

There are two reports in DA regarding whether or not a contract has been
executed for an extension or re-extension. For complete instructions, see
reference (d). They can both be found in the Career Management pagelet.

Career Management

Obligated Service Report Contract Data
00-4 Enlistment'Reenlistrment Agreement to ExtendResxdend
ExtPext withim 20 days Report A0 Gth or 10th % Anniversary

Exdtensions not Executed

The Ext/Rext within 30 days Report displays all members whose extension/re-
extension contracts need to be executed in the next 30 days (from today).
CG_EXT_REX WITHIN_ 30DAYS - Extensions 30 days from Begin

Set 1D (Use 00010 for CG): [pooiD |2,

Relation Type: |ce_sro .
Deptid: [oo7442 -,
View Resulis

Download results in © Excel SoresdShest CSV TextFile XMLFile (5 kb)

Wiew &)

| | Empiid | Empi Red | Name | Job Title | contract Nbr | contract Eff Date ] Contract Type| Dept ID] Dept Deser

The Extensions not Executed report allows the user to specify a date range.
CG _EXTREXT NOT_EXECUTED - Extensions Not Executed

Set 1D (Use 00010 for CG): o010 | @,

Relaticn Type: [ce_sPo
Related Deptid: [oo7445 @,
From Date: [p1oizo14 |
Thru Date: [peror2015 G
Wiew Resulis

| Empiid|Empi Red|Name | Job Titie[Dept 1D| Dept Descr | Contract Nbr|Contract Eff Date | Contract Type

We recommend running the Extension not Executed and put a wide range of
years (if never done before). Then once those have been researched and
cleaned up, set a reminder on your calendar to run the 30 day report once a
month.

Note: Do NOT go in and check the box to begin the extension/re-extension
until after you’ve researched each contract to ensure it is still valid!

The member could have reenlisted prior to the extension/re-extension effective
date and the original extension/re-extension will need to be deleted from DA.




Release from Active Duty (RELAD)

Introduction

References

Reminders

Before You
Begin

Procedure

This section provides the procedures for Releasing a Member from Active
Duty if an initial military obligation remains. Within the Separation
Transaction, you may carry forward or sell Leave, Change a Members
Reserve Status, and Declare Location of RELAD.

The following references provide additional information about releasing a
member from active duty.

(@) Military Separations, COMDTINST M1000.4 (series)

(b) Joint Federal Travel Regulations, Volume 1

(c) Personnel and Pay Procedures Manual, PPCINST MI000.2 (series)
(d) Reserve Policy Manual, COMDTINST M1001.28 (series)

(e) PPC — Procedures & Development Web Page - E-Learning Tab

Remember the following details when completing a RELAD:

e A Reservist who is routinely separated at the end of the mobilization
period should receive the MBK separation code. Any Reservist separated
early should receive the LBK separation code.

e Use the RELAD section to change the member's Employee Classification
to "IRR" and Reserve Training/Pay Code to "H" when you RELAD the
member to the IRR.

e When releasing a member from active duty to the IRR use department ID
#002817. The department ID is entered on the member's Order Travel tab.

e Mail records for IRR members to: Commander
(PSC-rpm) Personnel Service Center
US Coast Guard Stop 7200
2703 MARTIN LUTHER KING JR AVE SE
WASHINGTON DC 20593-7200

Normal Expiration of Enlistment separations do not require prior
authorization from PSC-rpm, and will not appear on the airport terminal. For
all Normal Expiration of Enlistment separations, the SPO will start the
Separation Orders.

Detailed procedures are provided in Reference (d).

Continued on next page
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Release from Active Duty (RELAD), Continued

RELAD section

Discharge

12

Make sure the RELAD section is completed for each member. The
information will depend on whether the member is going to the SELRES or
the IRR, so it will not be the same for every RELAD.

RELAD Reason: 61 @
Employee Classification: |IRR @
Reserve Classification: |J @
Labor Agreement: [ENL @
Employee Category:  ||RR @
TRAPAY CAT: Y

DUE TO EXPIRATION OF ENLISTMENT(regular enlisted transferred
to reserve]
Individual Ready Reserve

Prior Svc CG Enl w/in 8 yr obl
Reserve Component Enlisted
Individual Ready Reserve

No Drill Requirement

Even when processing a RELAD, the character of service must be selected
from the Discharge section. If not selected here, it will not populate on the

DD-214.

Type:
Reason:

Character of Service:

Type:
Status:

Bad Conduct
Dishonorable
General

Honorable
Other than Honorable
Uncharacterized (Cape May Only

Continued on next page



Release from Active Duty (RELAD), Continued

Delay En Route  These are the only options for the Delay En Route section:

Academy Graduation Leave
Actual Day of Report
Compensatory Absence
Dateline Adjustment

Formal Training

Hometown Recruiting Leave
Leave INCONUS

Leave OCONUS

Proceed Time

Terminal Leave INCONUS
Terminal Leave OUTCONUS
Travel Time

Enter any time (such as Terminal Leave) that the member will be taking prior
to their Separation Date. Make sure the Terminal Leave
INCONUS/OUTCONUS options are selected. Any regular leave should not
be entered on the Separation orders. Any Administrative Absence and/or
Retirement Processing Point Absence must be documented in the Order
Notes.

NOTE: SPOs MUST manually stop Career Sea Pay, Career Sea Pay Premium
and OUTCONUS COLA upon the member’s departure from the unit on
Terminal Leave (with no intention to return) to prevent overpayments.

Continued on next page
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Release from Active Duty (RELAD), Continued

Leave The Leave Balance shown is from the end of the previous month. The system
will sell all unaccounted for leave up to the Career Maximum. The Total to
Carry Over (Days) field SHOULD ONLY be used for Reservists carrying
their leave forward or Active Duty members leaving the CG and immediately
re-enlisting in another branch of service. Leave sale should not be entered

here.
Separation Details Additional Info Order Information Order Travel Order Notes I @—?——"— m 7 Order Approval
Clark Kent EmplID: 1234567 Empl Record: 0
Trans 1D: 2251406 Order Action: v|
Order Begin Date: 10/02/2014 Order Type: Separation
Order End Date: 10/03/2014 Order Status: Authorized
Leave Balance: Cumulative Sold Leave: 0.000000
Total to Carry Over (Days): | 0.0] Terminal Leave Begin: 09/20/2014
Terminal Leave (Days): 13.0 Terminal Leave End: 10022014
Orders Once the Separation orders are approved, they will be picked up on the Orders
Integration Integration Process around 4-5 days before their Separation date.
Process This will build the termination job row and put the orders in a finished status.

DA Access after  Separation no longer terminates all DA access. Separated members are

Separation assigned the role CG_SS_MBR_SEP for 18 months which allows them to
view their payslips and W2 information. They can also update their contact
info. This is what it looks like when they log in.

United States Coast Guard

U.S. Department of Homeland Security

Enterprise Menu B | Employee

[+ Self Senvice Tasks View
[+ Self Service Home and Mailing Address  View My Payslips
- Change My Password [(ADMRSY)

Phone Numbers

Warrant PDE
My Email Addresses

Continued on next page
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Release from Active Duty (RELAD), Continued

Separation
Reports

Detailed procedures for running each Separation Report are provided in
Reference (d). They are all located in the Separations pagelet.

Separations

Separation Orders

D024 Form

ESeparations Summary Feport

Separation Reguest Exiract

Separation Orders Exdract

Separation Fequests by Statues

Separgtions By AD Term Date

15
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Certificate of Release or Discharge from Active Duty

(DD-214)

Introduction

References

What’s New

Procedure

Form DD-214 provides the member with a concise record of service with the
Armed Forces upon separation or change in military status. This form is also
used to obtain veterans benefits, reemployment rights and unemployment
insurance. Ensure that the DD-214 is distributed as required.

The following references provide guidance in completing the DD-214

(a) DD Form 214 Manual, COMDTINST M1900.4D

(b) PPC — Procedures & Development Web Page - E-Learning Tab

(c) Personnel and Pay Procedures Manual (PPPM), PPCINST M1000.2A,
Chapter 3 - Checklist — Separations Event

(d) ALSPO 1/05 — SPO Newsletter

There have been a few changes made to the DD-214.

e Edits of the PDF are no longer allowed. What is in DA must be the only
version of the DD-214 since it is now electronically transmitted to
DMDC.

e Once the Final button has been checked by a CGHRSUP user, only the
PSC Reissue Branch can make changes to the DD-214.

e Blocks 11, 13, 14 now have continuation blocks.

Reference (a) contains detailed procedures for completion of the
DD-214.

Continued on next page

17


http://www.uscg.mil/ppc/pd.asp

Certificate of Release or Discharge from Active Duty
(DD-214), continued

When does a
Reservist get a
DD-2147?

DD-214
Corrections

18

A DD-214 will be issued when:

Duty Performed DD 214 will be issued

ADT If the period of service was 90
ADOT consecutive days or more.
Full-Time Training Duty

Ordered to AD Upon RELAD regardless of the

e National Emergency declared by length of AD.
the President or Congress

e Intime of war declared by
Congress

Note: Any Reservist separated for cause or for physical disability, will be
issued a DD-214 regardless of the length of time served on AD.

You can obtain a copy of your DD-214 (or any other official military records)
from the National Archives and Records Administration in St Louis, MO at
www.archives.gov. Or from PSC-BOPS-C within six months of separation.

If your DD-214 contains incorrect data, you should bring it to the attention of
your command and submit documentation to Personnel Services Command,
Business Operations Staff Capability (PSC-BOPS-C). They can also be
contacted at: ARL-DG-M-CGPSC-BOPS-C@uscg.mil

If approved, PSC will issue a DD-214 Reissue.



http://www.archives.gov/
mailto:ARL-DG-M-CGPSC-BOPS-C@uscg.mil

Computing and Verifying Leave

Military Effective Ol February 1980, leave is credited at the rate of 2 1/2 days for
Assignments each full calendar month on active service and as outlined below for
and fractional parts of a calendar month served.

Authorized

Absences,

1. Intermediate Date to End of Month. This table shows the leave

EA?(')\(/I)E g'NST earned from the date of enlistment, first extension of enlistment,
@- A-1§a) reenlistment or entry on active duty to the end of the same month.
Date of Month Entered on Active Duty, 31-Day Month
I-7 2.5 days
8-13 2.0 days
14-19 1.5 days
20-25 1.0 days
26-3I 0.5 days
Date of Month Entered on Active Duty, 30-Day Month, Including
February
I-6 2.5 days
7-12 2.0 days
13-18 1.5 days
19-24 1.0 days
25-30 0.5 days
2. Beginning of Month to Separation Date. This table shows the leave
earned from beginning of month to date of separation.
Date of Month of Separation
I-6 0.5 days
7-12 1.0 days
13-18 1.5 days
19-24 2.0 days
25-3I 2.5 days
Summary In this section, we discussed how to process Service Contracts and

Separations in Direct Access using the references.
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Advancements

Introduction

Objective

Reference

SWE
Announcement

This section provides an overview of the Coast Guard Enlisted Advancement
process. The following topics will be discussed:

e Service-wide Examination (SWE) Announcement
e Eligibility Requirements/Deadlines

¢ Personnel Data Extract (PDE)

e SWE

o Eligibility List/Profile letters

e Supplemental Advancements

PPC (ADV) is the main point of contact for any questions concerning the
SWE process. Any inquiries can be sent directly to PPC-DG-ADV.

The objective is to provide an understanding of the Enlisted Advancement
process.

(a) Enlisted Accessions, Evaluations and Advancements, COMDTINST M1000.2

CG PSC will issue an ALCGENL to announce the SWE cycle. This very
important message identifies the requirements and responsibilities to
participate in the SWE process.

You should read this message in its entirety.

All eligibility requirements to compete in the SWE must be met by 1 February
or 1August preceding the exam. Some examples of eligibility requirement
changes that are outlined in an ALCGENL are:

e End of Course Test (EOCT) changes/waivers
e SWE waivers, and
e Correspondence Course requirements.

Continued on next page
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Advancements, Continued

SWE

Eligibility
Requirements

PDE’s

Lo oK

22

The SWE is held twice each year. May for advancement to E-5 through E-9,
and again in November for advancement to E-5 and E-6.

Eligibility requirements are contained in References (a), and the ALCGENL.
Advancement Eligibility requirements for competing in the SWE process are
contained in:

Enlisted Accessions, Evaluations and Advancements COMDTINST M1000.2

A link to the MAY 2015 SWE announcement message (ALCGENL 013/15),
is provided as an example for review.

PPC (ADV) has created a reference tool as a quick review of eligibility
requirements in a single spreadsheet. Remember, this is a tool and is not
official policy. Review the actual policies and procedures outlined in the
references.

May 2015 PPC(ADV) SWE Eligibility Criteria

The Personnel Data Extract (PDE) is viewable in Direct Access. It is the
member’s responsibility to review and validate the PDE!

The PDE extracts data from DA record and determines eligibility for the
SWE. All the eligibility criteria and deadlines for the SWE are outlined in the
ALCGENL. Members should review their PDE immediately when available
and bring any discrepancies to the command. The PDE can be viewed in DA
by selecting SWE PDE link from the Self Service Employee pagelet.
Detailed information for verification can be found at:

PPC Procedures and Development web page, E-Learning tab

Failure to review and correct your PDE could result in ineligibility to
participate in the SWE or could incorrectly identify final multiple and
placement on the Advancement Eligibility List.

Continued on next page
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Advancements, Continued

PDE’s
(continued)

Sample PDE — NOT Eligible:

PERSONAL DATA EXTRACT FOR FS1 MAY 2015

(Cand Status: Mot Eligible

Rate, Name: FS2 Bunny, Buggs EmpliD: 7654321
Perm Unit: 111111 CG STA VACATION - DISNEY WORLD, FL OPEAC: 22-34567
Exam Board: 222222 BASE TOPEKA - TOPEKA, KS OPFAC: 53-47400

As of 04/02/2015 you are not qualified for advancement due to the following reason(s):

Points Start Date (PSD): 04/23/2011 Award Points up to SED: 1
SWE Eligibility Date (SED): 02/01/2015 EER Points up to SED: 31.8400
Terminal Eligibility Date (TED): 01/01/2016 Time in Serviceupto TED: Yr: 16 Mo: 08 pa: 27
Active Duty Base Date (ADBD): 04/05/1999 Time in Ratingup to TED: Yr: 04 Mo: 07 pa: 00
Date of Rank in Rating (DOR): 08/01/2011 Sea Time for Points up to SED: Yr: 1T Mo: 2
Evaluations Creditable Awards

Competency Total

Type Points  Rating il Description Issue Date
10/31/2014 CON U CG Good Conduct ’ 05/01/2014
10/31/2014 LEAD 22 Medal
10/31/2014 MIL ]
10/31/2014 PERF 24
10/31/2014 PROF 19

-- SWE-CRNT-REC-No CRNT CO REC for this SWE -- CO-RECOMMEND-Last EER Wrong Grade
or NO REC - EVALUATIONS-Low Marks Average On EERs -- COURSES2-Missing either EPME-6
or LAMS -- COURSEVRSN-FS1 RAT 0151-6 or -7 NOT Done -- COMPETENCIES-No "FS1" Rating
Competency

The member must verify all data on this PDE. If errors are found, note them on a printed copy of this
form and inform your admin personnel. It is the member's responsibility to ensure that incorrect or
missing data is updated in Direct Access prior to the PDE verification deadline date for each SWE.

it en this form and will ensure correction is made prior to the PDE correction deadline date.

Certification: | have reviewed my PDE for accuracy. If any data is missing or incorrect, | have so noted

Signature: Date:
After signing,_give this form to your unit admin personnel. 03/12/2015

Continued on next page
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Advancements, Continued

PDE’s
(continued)

24

sample PDE — Eligible:

PERSONAL DATA EXTRACT FOR FS1 NOV 2014

Rate, Name: FS2 Sam, Yosemite EmpliD: 1234567
Perm Unit: 111111 CG STA VACATION - DISNEY WORLD, FL OPFAC: 11-23456
Exam Board: 222222 BASE TOPEKA - TOPEKA, KS OPFAC: 53-47400

Cand Status: Eligible

Points Start Date (PSD): 08/05/2004 Award Points up to SED: 3

SWE Eligibility Date (SED): 08/01/2014 EER Points up to SED: 41.1800

Terminal Eligibility Date (TED): 07/01/2015 Time in Serviceup to TED: Yr: 10 Mo: 10 pa: 26

Active Duty Base Date (ADBD): 08/05/2004 Timein Ratingupto TED: Yr: 05  Mo: 07 pa: 00

Date of Rank in Rating (DOR): 12/01/2009 Sea Time for Points up to SED: Yr: 2 Mo: 5
Evaluations Creditable Awards

Competency Total

Type Points  Rating il Description Issue Date
04/30/2014 CON S CG Comdt Ltr of Comm 06/01/2012
04/30/2014 LEAD 36 Ribbon
04/30/2014 MIL 1 ﬁGdGFUd Conduct 1 08/05/2011
04/30/2014 PERF 46 cce;::’ lboro
04/30/2014 PROF 43 Ribpon T oreemm 03/08/2010
10/31/2013 CON S '

YOUR FS1 SERVICE WIDE EXAM WILL BE MAILED TO THE EXAM BOARD DEPTID: 222222 - | =
BASE TOPEKA LOCATED AT 444 SE QUINCY ST, TOPEKA, KS

IF YOU WILL NOT BE AT THE EXAM UNIT LISTED ABOVE ON THE SCHEDULED SWE DATE LI

The member must verify all data on this PDE. If errors are found, note them on a printed copy of this
form and inform your admin personnel. It is the member's responsibility to ensure that incorrect or
missing data is updated in Direct Access prior to the PDE verification deadline date for each SWE.

Certification: | have reviewed my PDE for accuracy. If any data is missing or incorrect, | have so noted
it on this form and will ensure correction is made prior to the PDE correction deadline date.

Signature: Date:

After signing, give this form to your unit admin personnel. 05/12/2015

Continued on next page




Advancements, Continued

Profile Letter/
Eligibility List

The Profile Letter and the SWE Eligibility List are created upon completion
of the exam cycle. All creditable points are calculated into a final multiple
which determines placement on the SWE Eligibility List, and the Profile
Letter breaks down the final multiple into separate categories.

For further information concerning calculation of final multiple, refer to
Reference (a).

The PDE can be viewed in DA by selecting SWE Profile Letter link from
the Self Service Employee pagelet. Detailed information for verification can
be found at:

PPC Procedures and Development web page, E-Learning tab

{ SWE Exam Profile Y_
PROFILE LETTER FOR THE FS1 NOV 2014 SWE

Fs2 Sam, Yosemite 1234567 USCG
Perm Unit: 111111 CG STA VACATION OPFAC: 0123456

The profile below lists the section references, which show the exam section titles or the qualification
sections for your rating in the COMDTINST M1414 (series). The profile also gives your percentage of
answers correct and your rank order among other candidates who took the same form of the F51 exam.
The total test percentage is not an average of the individual section percentages since the sections are
unequal in length.

SECTION TITLES OR QUAL REFERENCES % ANSWERS CORRECT
1 NUTRITION 4167
2 MENU PLANNING 42 86
3 SAFETY & SANITATION 19.23
4 ADMIN & INVENTORY MANAGEMENT 31.82
5  PROCUREMENT 17.39
6  FOOD PREPARATION 3929
7  EPME-E6 56.00
TOTAL TEST 34.67 % RANK 42  OF 48
The Final Multiple Points which will determine your placement on the eligibility list are:
SERVICEWIDE EXAM: 39.05 TIR PRESENT PAYGRADE: 10.00
PERFORMANCE FACTOR (MARKS): 41.1800 MEDALS/AWARDS: 3.00
TIME IN SERVICE: 10.8300 CREDITABLE SEA POINTS: 4.83
SURF DUTY POINTS: 0.000
TOTAL FINAL MULTIPLE:

Continued on next page
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Advancements, Continued

Maximum
Final Multiple
Points

Supplemental
Advancements

Advancement
of “A” School
Graduates

Summary

26

SWE Evaluations Awards
TIS TIG Sea Duty/Surfman

Total Possible Final Multiple Points: 200.

Coast Guard Enlisted Accessions, Advancements, and Evaluations
COMDTINST M1000.2

In addition to the SWE process, members may be eligible for advancement via
the CG Supplemental Advancement (SA) process. Coast Guard Personnel
Command (EPM) will announce annually via ALCOAST, all eligibility
requirements and procedures for the SA process. The current ALCOAST can
be reviewed on PPC Advancements \Web Page

All eligibility requirements for advancement via the SA process are the same
as for the SWE with the following exceptions:

e May be placed on the SA Eligibility List at any time upon completion of
eligibility requirements, and

e It requires command to submit a request via Coast Guard Message System
(CGMS) recommending placement on SA list.

Advancement of “A” School Graduates to E-3 or E-4 is Not automatic!

¢ Not all members who graduate A School are advanced to the next pay grade
due to not meeting the Time in Grade requirement (6 months as
E2 or E3).

e Members must initiate advancement by submitting a request via the chain of
command.

e Verify member’s advancement by reviewing the Payslip!

In this section we have outlined the Enlisted Advancements process using the
SWE and various other authorized programs.



http://www.uscg.mil/directives/cim/1000-1999/CIM_1000_2.pdf
http://www.uscg.mil/directives/cim/1000-1999/CIM_1000_2.pdf
http://cgweb.ppc.uscg.mil/adv/
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Pay Entitlements

Introduction This chapter covers the basics for selected pay entitlements. This is not
intended to imply one pay entitlement is more important than any other.
The entitlements selected were based on input from previous surveys,
Customer Care and MAS.

Objective Given a member entitled to Pay and Allowances, adjust allowances in
accordance with appropriate Coast Guard directives.

Contents
Topic See Page
Basic Allowance for Housing (BAH) 3
Starting Discount Meal Rate (DMR) 9
Refund Missed Meals (RMM) 13
Career Sea Pay/Premium 21







Basic Allowance for Housing (BAH)

Introduction

References

Discussion

Procedure

Who Gets It?

Variables

This section discusses starting and changing Basic Allowance for Housing
(BAH). This entitlement is payable to members on active duty and will vary
according to the grade in which serving or appointed for basic pay purposes,
dependency status, and the permanent duty station (PDS) assigned. This
allowance is authorized for members both “with” and “without” dependents.
Applicable BAH rates are available at this web site:

e http://www.defensetravel.dod.mil/site/perdiemCalc.cfm

The following references provide additional information about Basic
Allowance for Housing:

(@) U.S. Coast Guard Pay Manual, COMDTINST M7220.29 (series)
(b) Personnel and Pay Procedures Manual, PPCINST M1000.2 (series)
(c) PPC — Procedures & Development Web Page — E-Learning Tab

Timely submission of this entry is important since it may result in a
significant pay impact for the member.

Members departing on terminal leave may be entitled to BAH at their last
permanent duty station rate during terminal leave. Public/Private Venture
(PPV) housing is not Government-owned or leased housing. Members
electing to occupy PPV housing are entitled to BAH at the with dependents
rate (BAH-L) or without dependents rate (BAH-G) as appropriate.

Detailed procedures are provided in reference (c).

Paid to members on active duty.
Varies according to:

» Pay grade serving or appointed
*  Dependency status

*  Permanent duty station assigned

There are many variables in processing BAH:

« Assignment/vacating government/PPV quarters

*  Spouse in service

»  Conjunction with PCS assignment

Review the specific details for each change completed.

Continued on next page
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Basic Allowance for Housing (BAH), Continued

DA Input Scenario: E-7 got married on 5/1/15, needs BAH changed to with dependents.

Click on the Housing Allowance link from the Active & Reserve Pay
Shortcuts pagelet.

Active & Reserve Pay Shortcuts =

Direct Deposit Proxy - Submit Absence Request
Wioluntary Deductions SGLI + FSGLI

Maintain Tax Data USA | Housing Allowance |

Dependent Information Cost of Living Allowance

ACIE MGIB Enrcliments

Sea Time Balances \iew Payslips (ADRSW)

Met Distribution Pay Calendar Results

Click the plus button to add a new row.

mom FSH | MIA&

Angelica Pickles EMP 1D: 1234567 Empl Record: [u]
Find | View All First K3 1 of 4 1 | et
Effective D1/01/2015 | Delete
Date: -
Status: Active il Approved: Grand Fathered
Approver: 7E54321 Deville, Lillian
Approved at: 01015 3:19AM
BAH Change |COLALPC w
Fois G A Description:  WIO dependents: Mbr not in govt girs
BAHZip: (92136 CAD38 BAH Type: BAH Without Dependents
Military Rank: E7 BAH Rate: 2157.0000
Fair Rent: BAH Entitle: 2137.0000 Override Flag B
Temeson o
.
*Dep/Ben Mame  Relation  Birth EAH Elig In A Service 50% Supp Last Approval
1 @ [H|[=]

Continued on next page



Basic Allowance for Housing (BAH), Continued

DA Input,
continued

Update the Effective Date, BAH Change, BAH Qtr Status and Dep/Ben fields before saving.
The BAH Rate will populate upon saving. Every BAH transaction generates a note in the

Notepad.

BAH OHA FSH MIHA

EMP 10 1234567 Empl Record: 0

Find | view All Fir=t LI 1 of2 I 1

Status: Active h Approved: [ | || Grand Fathered

Approver:
Approved af:
H Change [ Married hd
BAH E_tf L @ Description: With dependents; Mbr and deps not assigned govt qirs
BAH Zip: 52136 CAD3E BAH Type: BAH With Dependents
ilitary Rank: E7 BAH Rate: 2490 0000
air Rent: BAH Entitle: 2499.0000 ["] override Flag

Customize | Find | B | 38 First E 1051 C

Relation BAH Elig In A Service 50% Supp Last Approval
Finster.Chuckie  |Spouse  O3/25(980 | DS/D1/2015 O 3_5‘3’;?‘;2”15 ==

F Instructions
Selected Performance Note

Applications
Emplid: 1234567 Created: 05M32015 9:58AM
Record: 0 Creator: Lillian DeVille
Effective Date: 2015-05-01 Updated: 05132015 9:53AM
by: 7664321

Wiew Update History

Subject: BAH Calculation

Note Text: Perform by 7654321 on 2015-05-13-09.58.19.000000.
Dty Zip Code is 92136,
MHA is CAD38.

BAH Type Code is WITH.

Effective Date 2015-05-01.

Grade is EV.

Performing a Locality Based BAH Rate lookup using the MHA

The BAH Rate is 249900,

BAH ProtectediGrandfather rules entitle the member to the greater of current BAH Entitlement 0.00
or the BAH Rate just calculated 2499.00.

Continued on next page



Basic Allowance for Housing (BAH), Continued

BAH-RC This is what should be started for a Reservist on Active Duty Orders less
than 31 days. The Effective Date should be the first day of the Orders. The
BAH Change should be Reserve/Recall Orders. The BAH Qtr Status
should be either W for with dependents or X for without dependents. The
BAH Zip should ALWAYS be 99999 for orders less than 31 days. If the
with dependents rate is selected, at least one dependent must be selected in
the BAH Dependent Beneficiaries section.

mom. FSH || MIHA

Captain America EMP 1D: 2222222 Empl Record: 0
Eind | View Al First &} 10f1 3 Last

Effective  [03/04/2015 1 | Delete | [+
Date: -
Status: Approved: ¥l || Grand Fathered

Approver: TE54321 Stark, Tony

Approved at: 05/04/15 3:22PM
BAH Change] Reserve/Recall Orders v R
BAH Q" W% Description: Reservist or recalled retiree with deps, or paying child support, on AD for
Status: N

. FEEr] = 31 days & not assigned govi girs

BAH Zip: BAH Type:  BAH RC/T With Dependents
Military Rank:ES BAH Rate: B85 2000
Fair Rent: BAH Entitle: 3392000 [l override Flag

Gustomize | Find | B | 7% Fit T q0r1

*Dep/Ben Mame Relation Birth BAH Elig In A Service 50% Supp Last Approval
103 |@ |widow, Black Spouse  |12/09/1982 |12/13/2014 o Eg‘fgjggﬁ‘ (=

Here’s the system-generated note for this BAH-RC row.

} Instructions

Selected Performance Note
Applications

Emplid: 2222222 Created: 05/04/2015 9:58AM

Record: a Creator: Tony Stark

Effective Date: 2015-05-04 Updated: 05/04/2015 9:58AM
by: TB54321

View Update History

Subject: BAH Calculation

Note Text: Perform by 7654321 on 2015-05-04-09.58.19.000000.
Duty Zip Code is 99999
MHA is .

BAH Type Code is TW.

Effective Date 2015-05-D4.

Grade is E5.

Performing a Non-Locality Based BAH Rate. Mot using the MHA.

The BAH Rateis 880.20.

BAH Protected/Grandfather rules entitle the member to the greater of current BAH Entitlement 0.00
or the BAH Rate just calculated 339.20.

Continued on next page



Basic Allowance for Housing (BAH), Continued

BAH for
Reservists on
AD Orders for
31 days or
greater

BAH RC/T
Chart

The BAH row for a Reservist on Active Duty Orders for 31 days or greater
will look exactly the same as an Active Duty member’s BAH row. Once
their orders end, they will be taken out of the Active Duty pay group.
Their BAH row will remain Active, but will not pay because the member
is put back into the Reserve pay group. THERE IS NO NEED TO
CHANGE THE BAH ROW TO INACTIVE!! Once the member comes
back on Active Duty orders, a new BAH row should be added with the
correct effective date (start date of the orders) and the correct BAH Qtr
Status and zip code.

A list of all BAH RC and BAH T rates can be found on the Defense
Travel Management Office web page at:

http://www.defensetravel.dod.mil/site/pdcFiles.cfm?dir=/Allowances/Non
-Locality BAH/



http://www.defensetravel.dod.mil/site/pdcFiles.cfm?dir=/Allowances/Non-Locality_BAH/
http://www.defensetravel.dod.mil/site/pdcFiles.cfm?dir=/Allowances/Non-Locality_BAH/




Starting Discount Meal Rate (DMR)

Introduction

Who’s Eligible? Members must be:
* On active duty

This section provides the procedures for starting Discount Meal Rate
(DMR) in Direct Access.

» Permanently or Temporarily assigned to a unit with an
Appropriated Fund (APF) dining facility
+ Entitled to Basic Allowance for Subsistence (BAS) minus DMR

Procedures See below.
Step Action
1 | Select the Meal Rate link from the Payroll Requests pagelet located on the

Requests tab.

My Page Self Senvice [ Requests ]

Self Service Requests
Submit an Absence Reguest

Submit & Delegation Request

Submit & Drill Reguest

Wiew My Absence Reguesiz

“iew My Reguests (all ivpes)

Payroll Requests

Wiew My Reguests
Civilian Clothing Allowance

Officer Uniform Allowance

Foreign Language Pay

Family Separation Allowance

Advance Liguidation Schedule

Mesal Rate

Hostile Fire Pay

Career Sea Time Override

Hardship Duty Pa

Responsibility Pay Override

Approved Absence Corrections

Absence Reguest

Suppl Clothing Allowance
Diving Duty Pay
Hazardous Duty Pay

Advance Pay
SDapP

Cadet ICA
Combat Tax Exclusion

Career Sea Pay Premium

Pay Comections
Career Sea Pay on TDY

Cadet COMRATS

5 =

Continued on next page



Starting Discount Meal Rate (DMR), Continued

Procedures,
continued

Step Action
2 | Enter the Empl ID and click the Add button.
Add Action Request

Add a New Value

Empl ID: [1234567 )
Empl Record: 0j@,

3 | The Action Request - Submit Meal Rate page will display.
Action Request

Submit Meal Rate Request
Yosemite Sam

This Action Request is used to:

= Start a Discount Meal Rate (DMR.) deduction on an enlisted member assigned (permanently or TDY) to a unit with Essential Unit
Messing (EUM) or Essential Station Messing (ESM).

» Pay Commuted Rafions to a Cadet on leave, hospitalized, in a travel status, or whose galley is closed.

» Refund Discount Meal Rate to an enlisted member assigned to an EUM/ESM unit whose assigned duties or dining facility
exigencies prevent Government meals from being provided. For members TDY from an EUM/ESM to a unit without a galley, a
separate Action Request should be submitted for each TDY period.

= Pay Fractional COLA to a member without dependents who is receiving Partial COLA and whose duties prevent Government
meals from being provided.

1. Choose a Meal Type.
2. Enter a Begin Daie.
= (Cadet Comuted Rations: Date entitlement begins.
= Discount Meal Rate: Date deduction begins. (Remember, DMR is not deducted during TDY travel days.)
= Discount Meal Rate Refund: First day government meals are missed.
= Fractional COLA Meal Rate: First day government meals are missed.
3. Enter an End Date.
= Cadet Comuted Rations: Date entitiement ends.
= Discount Meal Rate: Leave blank except in cases of TDY, where the End Date is the last day of DMR checkage.
(Remember, DMR is not deducted during TDY travel days.)
= Discount Meal Rate Refund: Last day government meals are missed.
= Fractional COLA Meal Rate: Last day government meals are missed.

4. For Discount Meal Rate Refund & Fractional COLA Meal Rate, enter the # of breakfast, lunch, and dinner meals the member is
to be refunded. For members TDY from an EUM/ESM to a unit without a galley, the member should be refunded the same
number of breakfast, lunch, and dinner meals.

5. Click Details.

6. Enter Comment(s) and submit for approval.

The Printed instructions on this page outline eligibility criteria and specific
guidance for completing the transaction.

Continued on next page
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Starting Discount Meal Rate (DMR), Continued

Procedures,
continued

Step

Action

4

Enter the following information:

e Meal Type: Click the Meal Type drop-down and select Discount Meal Rate.

e Begin Date: Enter the effective date the DMR is to begin.

e End Date: Enter an End Date (if known), or leave blank if DMR eligibility

will continue for an extended period of time.

Discount Meal Rate
10/01/2014 |[H]

Meal Type:
Begin Date:
End Date:

# Breakfast Meals: |

I Get Details I

# Lunch Meals:

# Dinner Meals: |

Click the Get Details button.

5 | The Request Information section will be updated:
e Amount: Identifies the actual amount will be calculated by payroll.
e Pay Period Start: Identifies the first payment will be calculated for the
October 2014 Mid Month pay period.
Request Information
Amount: Calculated by Payroll
Pay Period Start: 201410 On-Cycle AD Mid Month
Comment: Please Approve
I Submltl Resubmit Withdraw
Enter any comments for the SPO Auditor and click the Submit button.
6 | The Request Status has been updated to Pending and has been forwarded to the

SPO Auditors for approval.

< | Request Status:Pending
Approvers

Pending

@ Multiple Approvers
CGHRSUP for User's SPO

< Comments
Friz Frelong at 10/01/14 - 9:45 AM

Please Approve

(® View/Hide Comments

11
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Refund Missed Meals (RMM)

Introduction

Who’s Eligible?

Before you
Begin

This section provides the procedures for Refunding Missed Meals (RMM)
in Direct Access.

Members must be:

e On active duty

e Enlisted member assigned to an EUM/ESM unit when Govt meals are
not provided

e Separate Action Request should be submitted for each TDY period

Do not future data a start/stop for a Meal Rate Request beyond the current
open payroll calendar. Example: End-Month March Calendar is open = do
not enter a start/end date beyond 31 March; Mid-Month April Calendar is
open = do not enter a start/end date beyond 15 April. For long periods of
Meal Rate refunds, the SPO will need to either submit the transaction per
pay calendar, or one time for the entire month during the end-month
Calendar.

Do not submit a Meal Rate Request for periods of leave. Doing so will
duplicate reimbursement and cause an overpayment to the member. The
leave transaction will automatically reimburse missed meals for the leave
period.

Continued on next page
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Refund Missed Meals (RMM), Continued

Procedures See below.
Step Action
1 | Select the Meal Rate link from the Payroll Requests pagelet located on the

Requests tab.

My Page Self Senvice [ Requests ]

Self Service Requests
Submit an Absence Reguest

Submit & Delegation Request

Submit & Drill Reguest

Wiew My Absence Reguesiz

“iew My Reguests (all ivpes)

=

Payroll Requests

Wiew My Requests

Civilian Clothing Allowance

Officer Uniform Allowance

Foreign Language Pay

Family Separation Allowance

Advance Liguidation Schedule

Mesal Rate

Hostile Fire Pay

Career Sea Time Override

Hardship Duty Pa

Responsibility Pay Override

Approved Absence Corrections

Absence Reguest

Suppl Clothing Allowance
Diving Duty Pay
Hazardous Duty Pay

Advance Pay
SDapP

Cadet ICA
Combat Tax Exclusion

Career Sea Pay Premium

Pay Comections
Career Sea Pay on TDY

Cadet COMRATS

5 =

Enter the Empl ID and click the Add button.

Add Action Request

Add a New Value

Empl 1D: 1234567

Empl Record:| /@,

Add

14
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Refund Missed Meals (RMM), Continued

Procedures,
continued
Step Action
3 | The Action Request - Submit Meal Rate page will display.

Action Request
Submit Meal Rate Request

Yosemite Sam

This Action Request is used to:

+ Start a Discount Meal Rate (DMR) deduction on an enlisted member assigned (permanently or TDY') to a unit with Essential Unit
Ilessing (EUM) or Essential Station Messing (ESM).

+ Refund Discount Meal Rate to an enlisted member assigned to an EUM/ESM unit whose assigned duties or dining facility
exigencies prevent Government meals from being provided. For members TDY from an EUM/ESM to a unit without a galley, a

meals from being provided.

1. Choose a Meal Type.
2. Enter a Begin Date.
= (Cadet Comuted Rations: Date entitliement begins.
= Discount Meal Rate: Date deduction begins. (Remember, DMR is not deducted during TDY travel days.)
= Discount Meal Rate Refund: First day government meals are missed.
= Fractional COLA Meal Rate: First day government meals are missed.
3. Enter an End Date.
= (Cadet Comuted Rations: Date entitlernent ends.
= Discount Meal Rate: Leave blank except in cases of TDY, where the End Date is the last day of DMR checkage.
(Remember, DMR is not deducted during TDY travel days.)
= Discount Meal Rate Refund: Last day government meals are missed.
= Fractional COLA Meal Rate: Last day government meals are missed.

4. For Discount Meal Rate Refund & Fractional COLA Meal Rate, enter the # of brealfast, lunch, and dinner meals the member is
to be refunded. For members TDY from an EUM/ESM to a unit without 2 galley, the member should be refunded the same
number of breakfast, lunch, and dinner meals.

5. Click Details.

6. Enter Comment(s) and submit for approval.

separate Action Request should be submitted for each TDY period.
~ Pay rracional GO %fo 3 MEMDEr WINGOUT QEPENTEnts Who IS TECETVING Parial COLA and WHOSE GUIES Prevent overnment

The Printed instructions on this page outline eligibility criteria and specific
guidance for completing the transaction.

Enter the following information:

e Meal Type: Click the Meal Type drop-down and select Discount Meal Rate
Refund.

e Begin Date: Enter the first day government meals are missed.

e End Date: Enter the last day government meals are missed.

e # of Breakfast, Lunch and Dinner Meals: Enter the total number of each
meal the member is to receive a refund.

Request Details

Meal Type: Discount Meal Rate Refund o # Lunch Meals: 12
Begin Date: 110172014 [ # Dinner Meals: |12
# Breakfast Meals: |12

I Get Details I

Click the Get Details button.

Continued on next page
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Refund Missed Meals (RMM), Continued

Procedures,
continued

Step Action
5 | The Request Information section will be updated:
e Amount: Identifies the actual amount will be calculated by payroll.
e Pay Period Start: Identifies the first payment will be calculated for the
October 2014 Mid Month pay period.

e bttt
Amount: $121.8

Pay Period Start: 201411 On-Cycle AD Mid Month

Comment:

Resubmit| | Withdraw

Enter any comments for the SPO Auditor and click the Submit button.
6 | The Request Status has been updated to Pending and has been forwarded to the
SPO Auditors for approval.

— |Request Status:Pending

Approvers

Pending

G) Multiple Approvers
CEHRSUP for User's SPO

Reviewing Follow the steps below to review previously submitted RMM requests.
Previous RMM
Requests

Step Action

1 | Click on One Time Positive Input from the Pay Processing Shortcuts pagelet.

Pay Processing Shortcuts

Pay Calculation Results Element Assignment By Payee
One Time (Positive Input)

Continued on next page
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Refund Missed Meals (RMM), Continued

Reviewing
Previous RMM
Requests,
continued

Step Action
2 | Enter the member’s Empl ID and hit Search.
One Time (Positive Input)

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Maximum number of rows to returmn (up to 300): |3DD

EmplID:  [begins with_v|[1234567 |
Empl Record:[= v |
Pay Group: | begins with || @,
Calendar ID: [begins with || @,
Name: begins with ||
[l case Sensitive

Search Clear :Elasic Search @_ Save Search Criteria

3 A list of all of the member’s OTPIs will be listed. Click on the link for the
appropriate month to see what was entered.

Search Results

View All First [4] 1-70f7 [»] Lasy
Empi ID |Empl Record Pay Group Calendar 1D Name
12345670 USCG [A14M12PRD1#51 |Harry Potter
12345670 USCG CG ACT 2005MOD1MI-Harry Potter
12345670 USCG CG ACT 20015MODZ2MMIHarry Potter
12345670 USCG CGACT 2015M03MIHarry Potter
123456710 USCG CG ACT 20015MD4MI-Harry Potter
12345670 USCG CG ACT 2015MO5E |Harry Potter
123456710 LISCG CGACT 2015MO05MIHarry Potter

Continued on next page
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Refund Missed Meals (RMM), Continued

Reviewing
Previous RMM
Requests,
continued

Step

Action

4

This is the OTPI for Mid-Month April. The Element will show up as DMR
Refund. Click on the expand all to see more information.

m Main Companents || Source

[-/save | [ctRetumtoSearth ] PreviousinList 4] Mextinlist | [<]Motiy i3 Refresh [ hAdd [ Updats/Dispiay

One Time (Positive Input)

Employee ID: 1234567 Mame: Harry Potter Empl Record: 0 m
Pay Group: USCG Description: USCG Active Duty Pay Entity: UsSCG
Calendar ID: CG ACT 2015M0D4M Begin Date: 04/01/2015 End Date: 04/15/2015

This Calendar is finalized. Any changes will be considered during retro processing.
Eamings and Deductions

Customize | Find | View A1l | B | 3 Fist B g or1 O Last

S—
Entry Type Element Name Element Description Instance Action Type
Earnings DMR REFUND DMR Refund 1 Add

Click on the Details icon.

One Time (Positive Input)

Employee ID: 1234567 Name: Harry Potter Empl Record: 0 m
Pay Group: Uscs Description: USCG Active Duty Pay Entity: USCG
Calendar ID: CG ACT 2015M04M Begin Date: 04/01/2015 End Date: 041152015

This Calendar is finalized. Any changes will be considered during retro processing.

Customize | Find | View 20 | B | B st B q o O (aet
Element - g = . Updated By
Entry Type Name Element Description Instance Action Type Unit Rate Amount Currency Code Details et Last Update Date/Time  Batch Code
Eamings DMR REFUND |DMR Refund 1/Add = & |usD 4 05/07/2015 10:15:09AM

18
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Refund Missed Meals (RMM), Continued

Reviewing
Previous RMM
Requests,
continued

Step

Action

6

The Positive Input — Details screen will display, scroll to the bottom to see the
number of meals entered.
One Time (Positive Input)

Positive Input - Details

Employee ID: 1234567 Name: Harry Potter Empl Record: 000
Pay Group: Usco Description: USCG Active Duty

Calendar 1D: CG ACT 2015M04M Begin Date: 04/01/2015 End Date: 04/15/2015)
Element: DMR REFUND Element Name: DMR Refund Instance: 001
w Specify Values OR Elements

Unit Value: Unit Element:

Rate Value: Rate Element:

Base Value: Base Element:

Percent Value: Percent Element: Currency
Amount Value: Amount Element: uso
Begin Date: End Date:
+ Absence Dates

Absence Begin Date: Absence End Date:

Period Begin Date: Period End Date:
w Other Data

Batch Code: Description of Pl

w Supporting &Element Overrides
Business Unit:
Number of Meals

#Breakfast - DMR Refund: 29000000
#Lunches - DMR Refund: 29.000000
#Dinners - DMR Refund: 20000000

OK | Cancel | Refresh |

Repeat steps 3-6 to review additional OTPI rows.

19
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Career Sea Pay/Premium

Introduction

References

Information
you need to
know about this
transaction

Career Sea Pay

Career Sea Pay
on TDY

This section discusses stopping Career Sea Pay (CSP) and Career Sea Pay
Premium (CSPP). It is payable to members on active duty assigned to an
eligible billet and will vary according to the grade, unit assigned (class of
vessel), and number of years of sea service. This allowance is authorized for
both officers and enlisted personnel. For a list of rates, see the link below.

e http://www.uscqg.mil/ppc/rates.asp

(a) Coast Guard Pay Manual, COMDTINST M7220.29 (series)

(b) Personnel and Pay Procedures Manual, PPCINST M1000.2 (series)
(c) Title 10 USC 305a

(d) PPC — Procedures & Development Web Page — E-Learning Tab

There are three levels of Career Sea Pay. For permanently assigned members,

the career sea pay-eligible unit to which assigned determines the appropriate

level of pay. For those assigned TDY, entitlement will depend on one of two

scenarios:

e A member assigned permanently to a career sea pay-eligible unit will
continue to draw Career Sea Pay at their permanent unit.

e A member assigned permanently to a non-career sea pay-eligible unit will
earn Level 1 Career Sea Pay regardless of the unit assigned TDY.

Career Sea Pay now starts automatically for members that report to a
Career Sea Pay eligible vessel.

It stills need to be manually started when members go TDY to a Career
Sea Pay eligible vessel.

Career Sea Pay stills need to be manually started when members go TDY
to a Career Sea Pay eligible vessel. Details instructions are included in
reference (d).

Continued on next page
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Career Sea Pay/Premium, Continued

Sea Time
Balances

22

To see a member’s cumulative sea time, click the Sea Time Balances link
from the Active & Reserve Pay Shortcuts pagelet.

Active & Reserve Pay Shortcuts B e

Direct Deposit Prooy - Submit Absence Reguest
“oluntary Deductions SGLI+ FSGL
Maintain Tax Data LISA Housing Allowsnce
Dependent Information Giost of Living Allowanoe
ACIP MGIB Enrollments
| Sea Time Balances Wiew Payslips (ADMRSW)
et Distribution Pay Calendar Results

" Adjust Sea Time

Captain Hook EMP 1D: 12345687 Empl Record: 0

Find | View All First B0 4 of 4 13 [ast

ears Months Days
Last Calculated: DsM52015 Sea Time For Pay: I 16 1 16 I
Rated Sea Time: 1] 0 0
Sea Time Since Last Adv: 0 1] 0
Adv Eligibility Sea Time: 1] 0 0
Surf Time 0 0 0
Comment: Sea Time Accrual of 15 days. Processed on 2015-05-12-14.11.12.000000.
Last Updated: 7654321 05215 2:11PM
| Sea Time Neutral Transactions Customize | Find [ "B | 7% First B q0f1 O Lot
Begin Date End Date Description
1(05/15/2015
[ Save | [OF Retumto Sesrch | |[=] Matify | .| UpdateDisplay | =] include History | [ Gomect Histary |

Continued on next page



Career Sea Pay/Premium, Continued

Career Sea Pay Eligibility for Career Sea Pay Premium (CSPP) is often calculated with

Premium

Example

incorrect start date. PPC (mas) has an excellent tool on their web page to
validate your calculations located at:
http://www.uscg.mil/ppc/mas/CareerSeaPayPremium.xIs

Reference (b) outlines the criteria and specifications regarding Career Sea Pay
Premium. Reference (c) explains how to compute the start date for Career Sea
Pay Premium.

e \When does it start?

e How much does it pay?

e \WWho is entitled to it?

Member stationed on CGC BOUTWELL from 15 July 2012 to 25 May 2014.
Member reported PCS on back-to-back sea duty units to the CGC
ROANOKE ISLAND 4 June 2014. When should his Career Sea Pay
Premium begin?

Since the member received back-to-back PCS orders to career sea pay eligible
units, the inclusive time en-route between the units is considered NEUTRAL
TIME under the provisions of reference (b). You must verify inclusive dates
of Sea Pay by researching SEG 07 and SEG 69 in JUMPS.

SEG HIST COMPUTE OBJECT AMOUNT
07 999999 3 11308 $405.00
EFFDTE TIME DTPROC SLC PAT DTPREP DIST RU FORM ENT ACTION
START 20140604 9999 20140606 O PPS 20140605 79 00 67 P607
STOP 99999999 9999 99999999 O
GRANDFATHER FLAG DISTRICT/OPFAC CSP LEVEL FLAG
17 13446 1
SEG HIST COMPUTE OBJECT AMOUNT
07 201407 4 11308 $535.00
EFFDTE TIME DTPROC SLC PAT DTPREP DIST RU FORM ENT ACTION
START 20120715 9999 20120723 0 PPS 20120723 33 00 67 P607
STOP 20140525 9999 20140719 1 PPS 20140719 79 00 68
GRANDFATHER FLAG DISTRICT/OPFAC CSP LEVEL FLAG
21 11405 3

Continued on next page
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Career Sea Pay/Premium, Continued

Example
(continued)

Computations:

CGC BOUTWELL

RPT - 07/15/12
DPT - 05/25/14

14 05 25
120715

0110 10
+ 01

0110 11 (CSD)

Sea Duty Base Date 1207 23

(plus 3 years)
CSPP Start Date

+ 03 00 00
1507 23

CGC ROANOKE ISLAND
14 06 04
(Prior Sea Duty) - 0110 11
Sea Duty Base Dt 12 07 23

RPT- 06/04/14

Using the PPC (mas) CSPP calculator, we can verify the calculations. Using
the start date of 23 July 2015 the calculator validates the start date identifying
member now has 03 00 01 total consecutive sea duty, and confirms the data
with “Correct Start Date”.

Directions

Start / Stop Dates
(MM/DDIYYYY)

Sea Time for Period

Cumulative Time

Must Equal

(3 Yrs, 0 Mos, 1 Day)

Stop Date is...

Enter the "Start Date" for the
FIRST period of Sea Duty.

2012-07-15

Years Months Days

Years

Months Days

3 0 1 .
Enter the "Stop Date” for the FarTis
i 2014-05-25 1 10 11 1 10 11
FIRST period of Sea Duty.
Enter the "Start Date” for the IR - ORI I - N, z
SECOND period of Sea Duty. -06- ears onths ays ears onths ays
3 0 1 Correct Start Date
Enter the "Stop Date” for the TR q q o [ % 7 ] },
SECOND period of Sea Duty. R N

Keep Adding Time

Additional
Factors to
Consider

24

There are several additional factors when computing time for CSP or CSPP.
Some examples are:

e TDY to or away from PDS.
e Deductable Time (UA, Confinement, Civil Arrest, Misconduct).
e Determination of NEUTRAL TIME (maximum duration).

Complete rules and examples concerning entitlement and payment of CSP
and CSPP are contained in references (b) and (c).




CHAPTER NOTES:
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Corrections, Deletions and Stops

Introduction

Reference

Which Pay
Entitlements?

When to use?

This section provides the details for correcting, deleting and stopping
specific entitlements using the Pay Corrections Action Request in Direct
Access.

(a) PPC — Procedures & Development Web Page - E-Learning Tab

The following pay entitlements can all be corrected, deleted or stopped
using the same procedures:

* Crew Flight Pay

» Career Sea Pay Premium

+ Discount Meal Rate

» Diving Duty Pay

» Family Separation Allowance

* Flight Deck Hazardous Duty Pay

» Foreign Language Proficiency Pay
» Hardship Duty Pay — Location

* HDIP Visit Board Search & Seizure
* Hostile Fire/Imminent Danger Pay
* Non-crew Flight Pay

» Special Duty Assignment Pay

See table below.

Use If Comments
Correction | One of the pay entitlements Other fields, such as a code associated with
was submitted and approved an entitlement, cannot be corrected. Those
with an incorrect date. will need to be deleted and re-added.
Deletion | One of the pay entitlements If deleting (cancelling) due to an incorrect
was erroneously submitted and | code or other value be sure to input the
approved (member was not new transaction in the same pay cycle.
entitled). Cancelling an instance of a pay element
will retroactively reverse all amounts
paid or deducted in prior finalized
calendars!
Stop Sometimes entitlements need Examples:
to be manually stopped. » Member departs unit on terminal leave.
» Member is no longer eligible for the
special pay or allowance.
» Entitlement was started witha TDY
assignment which has ended.

Continued on next page
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Corrections, Deletions and Stops, Continued

Before you Before making a correction, deletion or stop, the Instance Number of the
begin entitlement must be identified. See steps below.
Step Action
1 Select Element Assignment by Payee from the Pay Processing Shortcut pagelet.

Pay Processing Shortcuts

Pay Caloulation Resulis Element Assignment By Payes

Cine Time (Positive Inpuf)

2 Locate the entitlement you need to correct/delete/stop and locate the instance
number.

Element Assignment By Payee

Spongebob Squarepants ID: 1234567 Empl Record: 0

Category:

Entry Type: Element Name:
As of Date: " Select with Matching Criteria.

Clear

Customize | Find | B | # First £ 15075 T [5et

Recipient

Element Name Description P"(ﬁ‘e‘: BeginDate  End Date Active Instance

MA DONATION | Mutual Assistance Donation 999/ 06/01/1994 v 1
SAVINGS Savings 999/ 10/01/1998 v 1
CSEAPAY PREM Career Sea Pay Premium 999 090172013 ¥ 1
QCONUS COLA | OutConus COLA 999/ 10/01/2014 v 1
DMR Discount Meal Rate 990 01/01/2014 o 1

Continued on next page



Corrections, Deletions and Stops, Continued

Procedures

Follow the steps below to make a correction, deletion or stop.

Step

Action

1 Select the Pay Corrections link from the Payroll Requests pagelet.

My Page  Seif Service

Payroll Requests

View My Requests

Civilian Clothing Allowance

Officer Uniform Allowance

Foreign Langusge Pay

Family Separation Allowance

Advance Liquidation Schedule

Measal Rate

Hostile Fire Pay
Career Sea Time Overmride

Hardship Duty Pay

Responsibility Pay Overmide

Approved Absence Corrections

Requests |

Absence Request
Suppl Clothing Alowance

Dl'ﬂ!g &a.! ps!

Hazardous Duty Pay

Advance Pay
SDAP
Cadet ICA

Combat Tax Exclusion

Career Sea Pay Premium

Pay Corrections
Career Sea Pay on TDY

Cadet COMRATS

2

2 Enter the Empl ID and click Add.

Add Action Request

Add a Mew Walue

Empl ID:

| 1234567

|

Empl R&c-:-rd:| 0|,

Add

Continued on next page



Corrections, Deletions and Stops, Continued

Procedures,
continued
Step Action
3 Use the Pay element lookup to select the entitlement you are

correcting/deleting/stopping. Choose YES in the Cancel drop-down if the
member was NEVER entitled to the pay element. This will cancel the pay
element and uncheck the Active box in EABP. Cancelling an instance of a pay
element will retroactively reverse all amounts paid or deducted in prior
finalized calendars. Enter the instance number identified in the EABP row.

If correcting the date, enter the New Begin Date and New End Date. Leave the
New End Date blank if unknown. To stop the entitlement, enter the New End

Date. Then click the Get Details button.
\IAction Request

Submit Pay Correction
Squarepants, Spongebob

1. Choose the Pay Element and Instance to comrect. View a member's pay elements and instance numbers using the Element
Assignment by Payee link on the home page.

2. Press Get Details button. If no resulis appear, the Pay Element - Instance # combination is invalid and will net be able to be
submitted.

3. Enter a new Begin Date and/or End Date. Choose ™es" in the Cancel dropdown if member was NEVER entitled to the pay
element. This will cancel the pay element and uncheck the Active box in EABP. Note: Cancelling an instance of a pay element
will retroactively reverse all amounts paid or deducted in prior finalized calendars.

4. If an amount andfor a supporting value must be comected, stop or cancel the pay element and create a new request with the
comect information.

5. Press Submit.

Pay Element:

CSEAPAY PREM
Instance #: 1
New Begin Date: ]
New End Date:  [12/02/2014 [
I Get Details I

Clicking the Get Details button will populate the Request information.
Enter specific comments explaining why you’re making the change in the
Comment field. Then click Submit.

Current Begin| 09/01/2013
Date:
Current End Date:

Amount:| $100

Active?:| YES

Comment: Stopping Career Sea Pay Premium due to Separation.

Resubmit| | Withdraw

Continued on next page



Corrections, Deletions and Stops, Continued

Procedures,
continued
Step Action
5 The transaction is now pending and has been routed to the SPO tree for

approval.

~ Request Status|Pending () View/Hide Comments

Pending

@ Multiple Approvers
CGHRSUP for User's SPO

— Comments

Patrick Star at 12/01/14 - 3:53 PM
Stopping Career Sea Pay Premium due to Separation.

Inserting a See Reference (a) for detailed instructions.
BAH row with

an earlier

effective date

CONUS COLA If CONUS COLA is started with the wrong zip code, follow these steps to

Changes

correct:

1. Delete the incorrect CONUS COLA row.

2. Approve the deletion.

3. Add anew CONUS COLA row with the correct zip code.

4. Approve the new row.
THIS MUST BE DONE WITHIN THE SAME PAY PERIOD TO
PREVENT DEBTS!!
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Permanent Change of Station (PCS)

Introduction

Contents

Direct Access was built with Auto Stop and Start features. Once a PCS
Departing and/or Reporting endorsement has processed, there are several
entitlement transactions that no longer need to be submitted. For No Cost
Orders (Extensions, Fleet ups and Interoffice Transfers), entitlements will
continue to run and will no longer stop and need to be re-submitted.

Topic See Page
PCS Departing/Reporting 3
PCS Departure Auto Stops 7
PCS Reporting Auto Stops 9
Eligibility Based Entitlements That Auto Start 11
BAH During PCS 13







PCS Departing/Reporting

Introduction

Objective

References

Procedures

Airport
Terminal

Direct Access has functionality built into the PCS Departing and Reporting
actions that affect various pay entitlements.

Given a PCS scenario, identify and verify Military Pay automatic starts and
stops associated with a PCS transfer utilizing various Coast Guard Human
Resource Systems in accordance with appropriate Coast Guard policies.

(@) U.S. Coast Guard Pay Manual, COMDTINST M7220.29 (series)

(b) Military Assignments and Authorized Absences, COMDTINST M1000.8
(series)

(c) JTR, Volume I, Uniformed Services, Chapter 5

(d) PPC — Procedures and Development webpage - E-Learning Tab

Detailed procedures are provided in reference (d).

Use Department ID to search for Departing/Reporting PCS orders using the

Airport Terminal in DA.

Dept Run

Department; 007448 A

Relation Type: |HRS v| FromDate: [07/12/2014 [ Action: 1
order status| ] ToDate:  [08312014 (5| ReasoncCode: [ A

Old%l Action Reason

Empl ID Name Rank  Status Duty Type Tvpe Code

Continued on next page



http://www.uscg.mil/ppc/pd.asp

PCS Departing/Reporting, Continued

Direct Access

Input Access.

The following is an example of the departing/reporting endorsement in Direct

e The departure day from the permanent duty station is a day of duty.
e The member’s Actual Date to depart can only be entered on the actual day or
later.

*Seq Nbr: "1 Travel Type: Trvi Approval: ==
Estimated Date: Department: 000249 @, CG STAPORT ARANSAS
ActuaiDate: [ Location: [Tx0018 @, CG STAPORT ARANSAS
Nature of Duty: Position Number: (00002542 9,  ENG/TACTICAL BCM
Posn Job Code: 420005 Third Class Machinery Technici
Other Location: | |_Route for Approvay
*SeqNbr: | 99 Travel Type: Report ™1 1rvi Approvat: [ [=
Estimated Date: |29/03/2014 Department: 000018 CG STA MICHIGAN CITY
Actual Date: | By Location: INOOO1 CG STA MICHIGAN CITY
Nature of Duty: Duty 2 Position Number: (00016538 ENGITACTICAL BCM
Posn Job Code: 420005 Third Class Machinery Technici
Other Location: | ' Route for Approval

= Delay En route ]

Begin Date End Date Delay En route Days
1/(08/16/2014 () |08/26/2014 B |Leave INCONUS | 11 [+ [=]
2 (082712014 [ |os/30/2014 B [Proceed Time | 4= =
3 (083172014 [@) |09/03/2014 F |Travel Time | 4 [+] [-]

+ Dependents Authorized for Travel

Continued on next page



PCS Departing/Reporting, Continued

PCS Orders

Departing
Endorsement

Reporting

Endorsement

Reserve
Accession PCS

We will discuss several topics concerning PCS orders, such as:
e Completing/Approving Orders
e Interoffice Transfer — What is it?

e Fleet-Up — What is it?

e Extensions

There are several items to remember when a PCS Departing Endorsement

processes:

e Your DA Access is automatically changed to Self-Service Only. This is
critical if you have any kind of supervisor authority, because you won’t be
able to do your job if this is turned off early.

e Separation no longer terminates all access. Separated members get
CG_SS _MBR_SEP for 18 months.

e Auto-Stops and Starts

e OHA/O’CONUS COLA

When processing PCS Reporting Endorsements remember:
e BAH Effect for members with and without dependents
e Auto-Stops and Starts

e New DA User Roles

Tracen Cape May completes all Reserve accessions and assigns them to
Tracen Cape May IRR as first duty station. Upon completion of recruit
training, Tracen Cape May will PCS Reserve members to their drilling unit or
additional Training Center as appropriate. SPOs will have to look for Reserve
members on the Airport Terminal and remember to report them in to their
new unit.







PCS Departure Auto Stops

Introduction

The following table shows what entitlements will automatically stop when

a PCS Departing endorsement is approved.

Table See below.

Entitlement Auto Stops Note
BAH-Partial (BAH codes D or F, Day prior to See BAH During PCS section.
single type gov’t qtrs.) departure
BAH-Differential Day prior to See BAH During PCS section.

departure
Career Sea Pay Day of departure | Direct Access stops automatic
payment
Career Sea Pay Premium Day of departure EABP Stop Date is
automatically entered into the
system.
Combat Tax Exclusion Last day of the Direct Access will

departing month

automatically restore previous
tax status.

Crew & Non Crew Flight Pay

Day of departure

EABP Stop Date is
automatically entered into the
system.

Diving Duty Pay

Day of departure

EABP Stop Date is
automatically entered into the
system. If the member is
assigned from one diving unit to
another diving unit, see figure
4-6 of the CG Pay Manual
concerning entitlement while
enroute.

Discount Meal Rate

Day prior to
departure

EABP Stop Date is
automatically entered into the
system.

Family Separation Housing

Day prior to
departure

System will build an Inactive
FSH row effective the date of
departure.

Flight Deck Hazardous Duty Pay

Day of departure

EABP Stop Date is
automatically entered into the
system.

Foreign Language Proficiency
Pay

Day prior to
departure

EABP Stop Date is
automatically entered into the
system.

Hardship Duty Pay Location

Day of departure

EABP Stop Date is
automatically entered into the
system.

Continued on next page



PCS Departure Auto Stops, Continued

Table,
continued

Entitlement

Auto Stops

Note

HDIP (Visit, Board, Search, &
Seizure)

Day of departure

EABP Stop Date is
automatically entered into the
system.

Hostile Fire/Imminent Danger
Pay

Day of departure

EABP Stop Date is
automatically entered into the
system.

Personal Money Allowance

Day of departure

Direct Access will
automatically restore previous
tax status.

OCONUS COLA(With &
Without Dependents) and
OCONUS COLA Partial

Day prior to
departure

If member is assigned to a new
unit in close proximity, see para
U9110, JFTR concerning
entitlement to OCONUS COLA
while enroute.

Overseas Housing Allowance
With & Without Dependents

Day prior to
departure

System will build an Inactive
OHA row effective the date of
departure. SPO must input
transaction to pay BAH-
Transit.

Responsibility Pay

Day of departure

Must be manually stopped by
SPO if officer is relieved from
duty as Commanding Officer
prior to the date of PCS
departure (see section 4.D.4 of
CG Pay Manual. The
“Responsibility Pay Override”
Payroll Request is used for this
purpose.

SGLI Combat Allowance

Last day of the
departing month

Direct Access will terminate
Benefit row.

Special Duty Assignment Pay

Day prior to
departure

EABP Stop Date is
automatically entered into the
system.




PCS Reporting Auto Stops

Introduction The following table shows what entitlements will automatically stop when
a PCS Reporting endorsement is approved.

Table See below.
Earning Auto Stops
All BAH Codes With & Without System will automatically build an Inactive
Dependents BAH row that stops the BAH Transit
effective the Report Date. The SPO must
change the status to Active and update
the BAH Qtr Status and Zip Code for the
new permanent duty station.
CONUS COLA With & Without Day prior to reporting less Travel Time
Dependents (ref: U80014, JFTR)
Family Separation Allowance (FSA-R Day prior to reporting less Travel Time,
and FSA-T) Proceed Time, and Compensatory Absence
(ref: Figure 3-26, CG Pay Manual)
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Eligibility Based Entitlements That Auto Start

Introduction

Direct Access based on eligibility.

The following table shows what entitlements will automatically start in

Table See below.

Entitlement

Auto Starts Based On

Note

BAH Without dependents

Departing endorsement

System will automatically
start BAH G or H code for
all members in barracks or
shipboard berthing, except
the SPO will have to
manually start BAH
Transit for those assigned
to department ID:

o 006150 (Cape May)

e 004750 (OCS)

e 004311 (CADET)

Career Sea Pay Department
Enlisted BAS Member Status
High Priority Unit Pay Department
Officer BAS Member Status
Personal Money Allowance Position
Responsibility Pay Position

11
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BAH During PCS

Introduction

The following table shows what happens to BAH during PCS.

BAH Table See below.
Prior Duty BAH When the Departing When the Reporting
Station Description Endorsement Processes Endorsement Processes
BAH Qtrs

Status

GorH Without BAH will continue to run System will build an
dependents or | based on old PDS zip code. Inactive row effective the
Spouse in Report Date. SPO must
service (no change the status to
other Active and update the
dependents) BAH Qtr Status and Zip

Code.

LorT With BAH will continue to run System will build an
dependents based on old PDS zip code. Inactive row effective the
and/or based Report Date. SPO must
on payment of change the status to
child support Active and update the

BAH Qtr Status and Zip
Code.

DorF Without System will automatically System will build an
dependents or | stop BAH code D or F Inactive row effective the
spouse in effective day prior to Report Date to stop
service, departure and will start BAH | payment of BAH code G
assigned CG | code G or H (or BAH code V | or H. SPO must change
or DOD if OCONUS) effective day of | the status to Active and
owned single | departure. Except the SPO | update the BAH Qtr
quarters will have to manually start | Status and Zip Code.

BAH Transit for those
assigned to department ID:
o 006150 (Cape May)
e 004750 (OCS)
e (004311 (CADET)

A, B, Cor E | With SPO must manually start System will build an
dependents BAH code L or T effective Inactive row effective the
assigned CG | the day member vacated Report Date to stop
or DOD Gov’t Qtrs. payment of BAH code L
owned or or T. SPO must change
leased family the status to Active and
gtrs update the BAH Qtr

Status and Zip Code.

Continued on next page
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BAH During PCS, Continued

BAH Table,
continued
Prior Duty BAH When the Departing When the Reporting
Station Description Endorsement Processes Endorsement Processes
BAH Qtrs

Status

lorK With System will stop BAH code | | System will build an
dependents or K effective day prior to Inactive row effective the
assigned CG | departure and automatically | Report Date to stop
or DOD start BAH code L based on payment of BAH code L.
owned old PDS zip code effective SPO must change the
quarters; day of departure. status to Active and
check pay for update the BAH Qtr
rent Status and Zip Code.

PorQ BAH-Diff for | System will stop BAH codes | System will build an
child support | P or Q effective day prior to | Inactive row effective the
on or after 5 departure and will start BAH | Report Date to stop
Dec 1991 code T (if INCONUS) based | payment of BAH code T
assigned CG | on old PDS zip code or BAH | or U. SPO must change
or DOD code U (if OCONUS). the status to Active and
owned or update the BAH Qtr
leased single Status and Zip Code.
quarters

14
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Bonuses

Introduction

Objective

References

Contents

Bonus programs are designed as incentives to attract and retain qualified
personnel in critical ratings and at critical tenure points in member’s careers.
There are three basic active duty programs (enlistment, reenlistment, and
career status), and three reserve programs (enlistment, prior service, and
affiliation). We will also briefly discuss the two Critical Skills Bonuses

(Retention and Training).

Given a bonus eligible member, address bonus entitlements utilizing various
Coast Guard Human Resource Systems in accordance with appropriate Coast

Guard policies.

(@) Military Bonus Programs, COMDTINST M7220.2

(b) Weight/Physical Fitness Standards for Coasts Guard Military Personnel,

COMDTINST M1020.8 (series)
(c) ALCOAST 190/01
(d) CG Pay Manual, COMDTINST M7220.29 (series)

This chapter contains the following topics.

Topic See Page
Active Duty Enlistment Bonus (EB) 3
Active Duty Selective Reenlistment Bonus (SRB) 5
Career Status Bonus (CSB) 7
Selected Reserve (SELRES) Enlisted Bonus Programs 15
Critical Skills Bonus Programs 17
Thrift Savings Plan and Combat Tax Exclusion 19







Active Duty Enlistment Bonus (EB)

Description

Accessing the
bonus

Accessing the
bonus

The Enlistment Bonus (EB) program is an incentive to attract qualified
personnel to critical skills or ratings to help meet the Coast Guard’s recruiting
needs. This program only applies to new enlistments.

In the Active & Reserve Pay Shortcuts Pagelet click on the MGIB Enrollments
link.

Active & Reserve Pay Shortcuis ==

Direct Deposit Procoy - Submit Absence Request
‘Woluntary Deductions SGELI+ FSGEL

Maintain Tax Data LISA Housing Allowance

Dependent Information Cost of Living Allowsance

ACIP MGIE Enroliments

Ses Time Balances ‘Wiew Payslios (ADIREW

Met Distribution Pay Calendar Resuits

Type in the Emplid and select Search.
Simple Benefit

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows. to retum {up o 3007 |3-3-3-

Empl ID: [begins with_w[|1234567 |

Benefit Record Numhber: | = v| |

Name: | begins with ||

Last Name: [begins with ||

Business Unit: begins with ||

Department Set 1D: begins with || @,
Department: | begins with || @,
Organizational Relationship:| = w| | ot

Alternate Character Mame: | begins with ||

U include History Ll correct History [l case Sensitive

l Search l Clear - |Basic Search |g'.:' Save Search Critena







Active Duty Selective Reenlistment Bonus (SRB)

Introduction The Active Duty Selective Reenlistment Bonus (SRB) program is an
incentive to members possessing highly desired skills or who are in eligible
ratings at specific points in their career.

Terminology The following table clarifies the terms that have caused some confusion in the
past.

Term Definition

Within 3 months prior to EOE | Current EOE minus 3 months plus 1 day.

Within 3 months after EOE The date of separation plus 3 months.

Agree to Extend (P154) or An agreement to Extend/Re-Extend (CG-

Agree to Re-Extend (P159) 3301B) has been signed, but has not gone
into effect.

Begin Extension/Re-extension | The date the extension begins (the

(P198 or P199) member is now serving in the period

obligated by the extension, box has been
checked in DA).

Common Members may not extend more than 3 months early solely for the purpose of
Errors SRB entitlement.

If a member is required to extend for obligated service (i.e. transfer, school,
etc.), they may extend for a qualifying period as desired for SRB
entitlement...subject to the restrictions governed by Commandant policy.

Common Commanding Officers are authorized to effect early discharge and reenlist

Errors members within 3 months of their 6th and 10th anniversary dates (not to be
confused with normal EQE)...for the purposes of qualifying for a Zone A or
Zone B SRB (respectively).

SRB Message ~ An ALCOAST will be released providing the most recent rates eligible for an
SRB, the multiple for each rate by zone, and any special rules that may apply.







Career Status Bonus (CSB)

Introduction

Election
Process

In 1999, Congress passed Public Law 106-65, part of which authorized the
Career Status Bonus (CSB). With the passing of this law, members initially
entering a uniformed service on or after 1 August 1986 who were initially
under the REDUX retired pay system, were placed under the High-3 retired
pay system. These members have the option, upon completion of 15 years of
active duty, to receive a $30,000 CSB, and return to the REDUX retired pay
system.

When qualifying members reach 14 years and six months of active duty, PPC
e-mails a cover letter and appropriate forms to the member’s Commanding
Officer, providing specific instructions for completion. To elect CSB,
members must complete the enclosed CG-2426 prior to completion of 15
years of active duty. Failure to complete the required form constitutes the
member’s election to remain in the High-3 retired pay system.

Continued on next page



Career Status Bonus (CSB), Continued

CSB
Retirement
Multiplier
Charts

Multipliers for Members who first become a member of a Uniformed Service
on or before 21 July 1986 or for Members who first became a member of a
uniformed service after 31 July 1986, but did not elect the 15 Year Career
Status Bonus (REDUX) Plan.

Yrs. Mos. % Yrs. Mos. % Yrs. Mos | % Yrs. Mos | %

20 0 50 23 0 57.50 | 26 0 65 29 0 72.50
1 50.20 1 57.70 1 65.20 1 72.70
2 50.43 2 57.93 2 65.43 2 72.93
3 50.63 3 58.13 3 65.63 3 73.13
4 50.83 4 58.33 4 65.83 4 73.33
5 51.05 5 58.55 5 66.05 5 73.55
6 51.25 6 58.75 6 66.25 6 73.75
7 51.45 7 58.95 7 66.45 7 73.95
8 51.68 8 59.18 8 66.68 8 74.18
9 51.88 9 59.38 9 66.88 9 74.38
10 52.08 10 59.58 10 67.08 10 74.58
11 52.30 11 59.80 11 67.30 11 74.80

Multipliers for Members who first became a member of a Uniformed Service on
or After 1 August 1986 and did elect to receive the 15 Year Career Status
Bonus (REDUX) Plan.

Yrs. Mos. % Yrs. Mos. % Yrs. Mos | % Yrs. Mos | %

20 0 40 23 0 50.50 | 26 0 61 29 0 71.50
1 40.29 1 50.79 1 61.29 1 71.79
2 40.58 2 51.08 2 61.58 2 72.08
3 40.88 3 51.38 3 61.88 3 72.38
4 41.17 4 51.67 4 62.17 4 72.67
5 41.46 5 51.96 5 62.46 5 72.96
6 41.75 6 52.25 6 62.75 6 73.25
7 42.04 7 52.54 7 63.04 7 73.54
8 42.34 8 52.84 8 63.34 8 73.84
9 42.63 9 53.13 9 63.63 9 74.13
10 42.92 10 53.42 10 63.92 10 74.42
11 43.21 11 53.71 11 64.21 11 74.71

Continued on next page



Career Status Bonus (CSB), continued

Accessing the
bonus

Accessing the
bonus

In the Active & Reserve Pay Shortcuts Pagelet click on the MGIB Enrollments
link.

Active & Reserve Pay Shortcuis ==

Direct Deposit Procoy - Submit Absence Request
‘Woluntary Deductions SGELI+ FSGEL

Maintain Tax Data LISA Housing Allowance

Dependent Information Cost of Living Allowsance

ACIP MGIE Enroliments

Ses Time Balances ‘Wiew Payslios (ADIREW

Met Distribution Pay Calendar Resuits

Type in the Emplid and select Search.
Simple Benefit

Enter any information yvou have and click Search. Leave fislds blank for a list of all values.

Find an Existing Value

Maximum number of rows o retumn {up o 3007: |3G-3-

Empl 1D: [begins with v [[1234567 ]

Benefit Record Number: = o |

MName: |t:egins with V||

Last Name: [begins with w||

Business Unit: begins with ||

Department et 1D: begins with w || @,
Department: | begins with || @,
Organizational Relationship:| = v o

Alternate Character Name: | begins with s ||

L include History Ll correct Hizstory [l case Sensitive

l Search l Clear  |Basic Search |._;,1.31 Save Search Criteria

Continued on next page



Career Status Bonus (CSB), Continued

Accessing the
bonus,

The Career Status Bonus shows up as Plan Type A5. All other bonuses show
up as A6. The Coverage Begin Date will identify when the member’s bonus

continued took effect. The Benefit Plan identifies the specific type of bonus (SELRES
affiliation, critical skills, etc.)
Simple Benefits
Daddy Warbucks Employes ID: 1234567 Benefit Record: ]
n Type Find | View All First & 1of 1 L {act
Plan Type: AS Career Status Bonus HE
Find | View All First K1 1 oF 1 :
Coverage Begin Date: ] *Deduction Begin Date: 11252014 [pY «, [+][=]
Coverage Election
® Elect O waive O Terminate % “Election Date: [11/252014 |5
Benefit Program: ACG CGMOAA Active Deduction Prog
Benefit Plan: [|CSE| 'Y, Career Status Bonus ]
[ Save | | Return to Search | |[=]Matify | |3 Refresh | ] UpdsteiDisplay | + Inciude History 1 D&JﬂeﬂtHishnry |
Procedures The following procedures identify how to access the bonus payment.
Step Action

1 From the Pay Processing Shortcuts Pagelet, click on the One Time (Positive Input)
or OTPI.

Pay Processing Shortcuts

Pay —alculation Results Slement Assignment By Payves

izine Time (Positive Input

10
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Career Status Bonus (CSB), Continued

Procedures,
continued

Step Action
2 Enter the Empl ID and hit Search.

One Time (Positive Input)

Enter any information you have and click Search. Leave fislds blank for a list of all values.

Find an Exizting Value Add a Mew Value

Maximum number of rows to return {up to 300} |3,3.3.
Empl 1D: begins with s 1234567

Empl Record:[= /] |7
Pay Group: | begins with ||

Calendar ID: | begins with || '-;]'J
Name: |t:-e-gin5 with V“

|:| Case Sensitive

Search Clear .Elasin: Search E@ Save Search Criteria

3 Click on the CG ACT Calendar.

Search Results

View All First 4] 1-20f2 [p]| Last
Empl ID Empl Record Pay Group Calendar |0 Mame

1234567 O LUSCGE Al4M12PED1#5E1 Daddy Warbuc

1234567 D USCG G ACT 2015MESMDaddy Warbuc

Continued on next page
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Career Status Bonus (CSB), Continued

Procedures,
continued

Step Action

4 Locate the bonus. Click on the Expand All icon to see the bonus amount.

Now click on the Notepad to see any notes PPC entered for this bonus payment.
One Time (Positive Inpuft)

Employee ID: 1234587 Name: Daddy Warbucks Empl Record: 0
Pay Group: UsSCG Description: USCG Active Duty Pay Entity: UsSCG
Calendar ID: CG ACT 2013M05M Begin Date: 05172015 End Date: 05132015

" Earnings and Deductions Customize | Find | view 21 | B | 28 Fist B g ore O ot
Entry Type Element Name E\-nem Description Instance  Action Type

Earnings CSB [Cﬂr\erﬂbﬂtus Bonus ] 1| Add

[ Save | |[Ch RetumtoSearch | |1] Fremushl_is\_ |4 | Mestinlist | |=] Matify |3 Refesh ||[ChAdd | | 7 Update/Display |

Customize | Find | View 2| B | # i

. . . Updated
Entry Type Name Description Instance  Action Type Unit Rate Amount | Currency Code Details User 7 Last Update DateiTime  Batch Code

Eamings CsB  Coreersiats 1 Add 5] 30000.00] USD OlE 42872015 10:26:56AM

5 The Notepad will open in a new window. Click on the link for additional
information.

¢ Instructions
- Selection Criteria

*Pay Group: UsSCG
*Calendar 1D: CG ACT 2015M05
*Employee 1D: 1234557
*Empl Record: 0
Motes From: "7 [E Throwgh: Ii E]
. Search | | AddaMNewNote

' Existing Motes Customize | Find | |E
Pay .

Employee Empl
e Calendar 1D o = rd Subject Created

CGACT D4282015
UsCG 201 SMOSM 1234587 0 CSB Payment 10-2EAM

Continued on next page




Career Status Bonus (CSB), Continued

Procedures,
continued
Step Action
6 If the member chooses to receive their CSB in installments, it will be explained
here.
Selected Note

F Instructions

Selected Performance Mote

Return to Mote Selection Page

Pay Group: USCG Created: 04/28/2015 10:26AM
Calendar ID: GG ACT 2015MO5M Creator: PPC Employee
Employee |1D: 1234557 Last Update:

Empl Record: 0 by:

Subject: fCSEI Payment

Mote Text: lSingle payment A
| Save

13
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Selected Reserve (SELRES) Enlisted Bonus Programs

Introduction

Payment
Method

The Selected Reserve (SELRES) Enlisted Bonus Programs are incentives to
encourage the recruitment, proficiency, and retention of members in designated
ratings, billets, or units in the SELRES.

Initial payment is 50% of the bonus, with the remaining balance paid one year
after the qualifying date (on the 6 anniversary for affiliation bonus).

Subsequent payments must be requested by the member via the chain of
command. Satisfactory participation is required. The governing authority
provides specific guidance on requesting this payment.

15
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Critical Skills Bonus Programs

Introduction

Critical Skills
Retention
Bonus (CSRB)

Critical Skills
Training Bonus
(CSTB)

There are two types of Critical Skills Bonuses. The Critical Skills Retention
Bonus (CSRB) is used as an incentive to encourage the retention of officers
and enlisted members in designated critical skills. The Critical Skills
Training Bonus (CSTB) authorizes incentive payments to non-rated members
in the field who affiliate with critical ratings by attending Class “A” school or
enrolling in a Striker Program. The CSTB is similar to an Enlistment Bonus
(EB), but is intended for current active duty members rather than recruits.

As the needs of the service dictate, Commandant will convene a panel to
identify enlisted, chief warrant officer, and officer skills that should be
designated as critical. Those results will be forwarded to the Secretary of
Homeland Security, who shall notify Congress at least 90 days in advance of
any CSRB offerings. Such notification shall include the necessity for the
bonus, the amount and method of payment, and anticipated results.

Designed to fill the entry level gap, the CSTB offers non-rated personnel a
second opportunity for a bonus to affiliate with a critical rate. To qualify for
a CSTB, a member must:

e (Graduate from the Class “A” school,
e Receive a designator or advance to PO3, and
e Agree to obligate a minimum of 4 years active service upon graduation.

17
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Thrift Savings Plan and Combat Tax Exclusion

Introduction

Thrift Savings
Plan

Combat Tax
Exclusion

Summary

Various aspects of a member’s pay and personnel file affect bonus payments.
Three key issues are the weight program, participation in the Thrift Savings
Plan, and presence in a Combat Tax Exclusion zone.

Thrift Savings Plan (TSP) elections are recorded in Direct Access. Bonus
contributions are in whole percentages up to 100%. Make sure the member
is aware of their bonus election before payment is made.

Members serving in a Combat Tax Exclusion zone may earn a bonus. Any
such bonus is tax exempt. If the original bonus is taxable, all installments are
taxable, even if the member is in a Combat Tax Exclusion zone during receipt
of an installment. Taxability is based on the member’s location at the time
the bonus was earned, not paid.

In this section, we discussed the various Coast Guard Bonus Programs.
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Reserves

Introduction

Objective

References

Contents

This section discusses the Policy and Procedures for various Reserve
transactions.

Given Direct Access User Roles, perform record maintenance for Reserve
members in accordance with Coast Guard policies.

(a) Reserve Policy Manual, COMDTINST M1001.28(series)
(b) Coast Guard Pay Manual, COMDTINST M7220.29(series)
(c) Military Assignments and Authorized Absences, COMDTINST M1000.8
(d) Personnel and Pay Procedures Manual, PPCINST M1000.2(series)
(e) PPC Procedures and Development web page, E-Learning tab
(f) ALCOAST 070/15 - IDT Subsistence Allowance
(g) ALCOAST 519/11 — Special Leave Accrual (SLA) Program
(h) Coast Guard Manpower Mobilization and Support Plan,
COMDTINST M3061.1

This section contains the following topics.

Topic See Page
Inactive Duty for Training 3
Reserve Active Duty Orders 9
Title 14 - Mobilization 19
Title 10 Recall 21
Reserve Member Balances 23
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Inactive Duty for Training

Introduction

Procedures

Discussion

Inactive Duty for Training (IDT) is scheduled and performed in
accordance with Reference (a).

Complete detailed instruction for IDT Drills are contained in Reference
(e). This includes the procedures for specific processing/editing/
resubmission of IDTs as well as the following:

e Denying IDT Drills

e Cancelling IDT Dirills

e Viewing IDT Pay Calculations

Reserve supervisors with CGRSVDRL or CGSSCMD access role may
schedule or edit a drill up to and including the drill date. After the drill
date, only the supervisor or SPO may schedule, edit, unexcused or cancel a
drill. Reservists and supervisors may also schedule drills for future dates.
Before scheduling a drill, verify that the drill date does not conflict/overlap
with any Reserve Active Duty Orders, or previously scheduled IDTs.

Commands should run the View Member Drills report. The report
identifies:

e |IDTs Previously entered into Direct Access

e Identifies the Drill Status for all IDTs

When scheduling a drill the status will default to Scheduled, and will auto
check the Approved checkbox.

If a Reservist changes a drill date after it has been approved (authorized),
the approver can deny or cancel the request. The member can then
resubmit a new IDT request.

After the drill status has been changed to “completed” by the unit, the SPO
must Approve the IDT for pay and allowances.

Continued on next page



Inactive Duty for Training, Continued

IDT Process

The following table explains the stages of the IDT process and the
responsible party for each stage.

Stage | Who Does It What Happens
1 Member Enters drill using Submit a Drill Request under
DA Self Service Requests.

2 Supervisor/ Reviews member’s request and authorizes
Command (approves) drill using “View My Requests”

under DA Self Service Requests.

3 Member Performs drills as scheduled or withdraw

scheduled requests.

4 Supervisor/ Approves drills after verification that the
Command member performed as scheduled by updating

status to Completed or can Deny drill as
submitted, returning request to the submitter.
Note: Supervisor/Command must hold Reserve
Self Service Command (CGSSCMD) or
Reserve Drills (CGRSVDRL) roles to
view/enter/approve IDT drills.

5 Servicing Upon notification from the command that the
Personnel member performed IDT, approves orders for
Office pay.

Supervisor

The following items can be scheduled in Direct Access:
Inactive Duty for Training (IDT)

Additional Training Period (ATP)

Readiness Management Period (RMP)
Funeral Honors Duty (FHD)

Continued on next page



Inactive Duty for Training, Continued

IDT Meal
Eligibility

Reserve
Reports

Meal Eligibility is outlined in Reference (f).

If And Then
Reserve Arrives same day, not remaining | Authorized Lunch
Member not | overnight
authorized | Works past 1800 hours Authorized Lunch
lodging and Dinner
Reserve Arrives night before for 1 paid Authorized Breakfast
Member multiple IDT drill the next day and Lunch
authorized | Arrives on day of 1% drill for paid | 1% Day Authorized
lodging multiple IDT drill and remains Lunch and Dinner,

overnight between drills and 2" Day

Authorized Breakfast
and Lunch

Arrives night before for 2 paid
multiple IDT drills

1% Day Authorized
All Meals, and 2™
Day Authorized
Breakfast and Lunch

There are two reports available concerning Reserve Orders in Direct
Access. Both reports can be downloaded in several formats for sorting:

e View Member Drills — Identifies all members IDTs entered into Direct
Access for the current calendar year.

Approved

Drill Status/

Definition

Scheduled/N

Scheduled/Not Approved by Command

Scheduled/Y

Scheduled/Approved by Command

Completed/N

IDT Completed/Forwarded to SPO for action

Completed/Y

IDT Completed/Approved by SPO for pay/allowances

e Member All Duty Report — Identifies all members’ IDT and Active

Duty Orders entered into Direct Access by fiscal year.

[M‘,fPaue Self Service  Requests

B
CG_ALL_DUTY_SS_RPT - Self Service All Duty Report

Fiscal Year: [ 2015

View Results

[ | EmplRecord | Name | BeginDate | EndDate | DrilType | DutyPumose | DutyPurpose? | Description | Dl Status

Continued on next page




Inactive Duty for Training, Continued

Member

Self Service Member — IDT Submission. Select the Submit a Drill

Submitted IDT ~ Request from the Requests Tab.

[ My Page Self Service [ Requestsl

Self Service Requests

Submit an Absence Reguest \iew My Absence Requesis
Submit & Delegation Request View My Reguests (all types)

Submit a Drill Request |

Completed IDT — Member Request

Action Request
Schedule Drills

Weasley, Ronald

1. Select the Drill Date.

2. Enter Start/End Time for the drill in the format HH24:MIFTHHZ24:M| {e.g. For a drill starting at 08:15am and ending at 04:45pm, Enter
0&:15M6:45)

Select the Drill Type from the drop down list.

Select Meal Eligibility for IDT-Multiple, ATP-Multiple or IDT-Single + ATP-Single Drill Types only. Leave blank for all other drill types.
Enter Department only if the drill is to be performed at another depariment.

Select Duty Purpose 1 for all Drill Types.

Select Duty Purpose 2 for IDT-Mulfiple, ATP-Multiple or IDT-Single + ATP-Single Drill Types only.

Select Pay Code : "Mo-Pay" for Points only drills; "Half” for 1 days pay; "Full” for 2 days pay.

Click "Get Details" button to request information on Paid IDT Cap and # of Completed Drills

0. Look up and select Approver; Enter any Comments and click “Submit”.

=W~

Drill Date: DE2D01S [ Department: loooesc @
StartEnd Time: (07:30116:30 Duty Purpose 1: | Personnel Supgert -
Drill Type: [1DT - Muttiple | Duty Purpose 2: | Personnel Support v
Meal Eligibility:  [Lunch ™ Pay Code: Ful v

Get Details

Paid IDT Cap: 43
# of Paid Drills: 32

Request Approvers
Approven: TE54321 Albus Dumbledaore
Comment: | |
Submit | Resubmit Withdraw |

Continued on next page




Inactive Duty for Training, Continued

Command
Submitted IDT

Self Service Command IDT Submission — Select the IDT Drills link from
the Reserve Administration pagelet.

Reserve Administration
Member Training Rating
Annual Screening Cuestionnairs Resenve Member Balances
Member Status Change Training Status
Wiew Member Drills Officers Less than 50 Points
Reserve Orders MGIE Enrollments
Paid 10T with no HR Txn R-CRSP Report
RSV Crder Discrepancies

Self Service Command - Completed IDT Request

Set ID: [boo10 |&,

Department: (000450 @, CG PAY AND PERSONNEL CENTER High Priority Unit Flag

Drifl Date: (067202015 |5

Load Members | Search

m Payroll
Empl ID E;:“:nl g MName 'C‘:l’;"n’:y E:yinmg :::::rl'l‘lnrm ml’“ Drill Type Start Time End Time  Drill Status Approved? gll:xnmﬂ E:x‘m N ;:r“’“"
I1 1234567 |2, [0 @, Weasley.Ronald gg| A 48 16 1DT - Multiple ~| [730AM | [¢30PM Scheduled ~v] [0 [AP @ [P @ =+ =]
Payroll Tab
5 First Kl 1051 I (st
Empl ID Name Pay Code g';‘;LE"g‘h"“" SDAP FLP Code | Proficiency
111234567 Weasley,Ronald JFul | [Lunch M @, @l @ [+ [=]







Reserve Active Duty Orders

Introduction This guide provides the procedures to issue all Reserve Active Duty
Orders. Terms used throughout this guide will include Active Duty for
Training (ADT), which includes IADT, ADT-AT and ADT-OTD orders,
and Active Duty for Other Than Training (ADOT), which includes
ADOS-AC, ADOS-RC, Medical Hold (MEDHOLD), Active Duty Health
Care (ADHC) and involuntary recall orders in Direct Access.

Extended Active Duty and Medical hold Orders are authorized by PSC and
entered in Direct Access by the SPO using the Reserve Orders link.

Active Duty This diagram shows the different categories of Reserve Active Duty.
Orders Please see reference (a), for a complete explanation of each duty type.
Definitions and
Type ' —i
‘}‘v‘e’;ﬁ.ﬂt Active L\ky|
U cremmrm - 1 = F 1 = = A 3
[ | 3 | Active Dusy for
ad | | (naomclza'z:).l ‘ ot oS “';Z,"o;';'"‘"’
Armu.:(f;;;mm e ADOS
( intial Acove Ouey || ' RC Funced
For Trasning (1ADT) AC Funded
{‘-O'.nev Tramning Cl.t/._ f <180 days )

(OTD) >181 days

Resarve Program
Admenis ator

voluntary AD
AKA Tide 10

Continued on next page



Reserve Active Duty Orders, Continued

Obligated
Service

Leave

Basic
Allowance for
Housing (BAH)
Policy

10

This transaction authorizes a new Active Duty period. In cases where a
Reserve enlisted member does not have sufficient Reserve obligated
service to cover the new period of Active Duty authorized, the member
must either voluntarily extend, reenlist, or be involuntarily retained as
appropriate, to ensure sufficient obligated service. In cases where a
Reserve officer does not have sufficient Reserve obligated service to cover
the new period of Active Duty authorized, contact CGPSC (rpm). It will
be necessary for CGPSC (rpm) to submit an Officer Personnel Change
Form in Direct Access to update the officer’s Reserve obligation.

When a Reserve member’s period of Active Duty of 30 or more
consecutive days ends, they may sell, use or carry over leave earned while
on Active Duty. See Reference (g) for complete details.

Leave earned on Active Duty served in support of a national defense
contingency operation is not subject to the 60-day career limitation for
selling accrued leave.

Leave earned on consecutive Active Duty periods (other than in support of
a national defense contingency operation), the total of which is not in
excess of 365 days combined, is not subject to the 60-day career limitation
for selling accrued leave.

Reservists being released from Active Duty, without immediate reentry
onto Active Duty within 24 hours, are allowed to carry a leave balance
forward for use or payment at a later time.

Refer to Section 3.G.11 of reference (b), for policy on BAH entitlements
for Reserve Component members on Active Duty Orders.

BAH entitlement must be started for each period of Active Duty using the
Housing Allowance link, located in the Active & Reserve Pay Shortcuts
pagelet on the Direct Access portal.

Continued on next page



Reserve Active Duty Orders, Continued

BAH and
Extensions to
Orders

BAH
Extensions —
Example 1

Reserve members called or ordered to Active Duty for 30 days or less are
entitled to Basic Allowance for Housing — Reserve Component (BAH-
RC), except as provided in section 3.G.11.a, b, or c, of reference (b).

If the member receives an order modification or extension of assignment
(amendment), and the amount of Active Duty remaining to be served as of
the date the member is notified of the modification to the order is 31 days
or more, the member becomes entitled to BAH. BAH would start on the
date of the notification of the modification using the Place Entered Active
Duty (PLEAD) as the locality for the amount.

Do not add periods of Active Duty previously served to obtain the 31 day
requirement. Only the number of days Active Duty remaining on the date
of the amendment can be counted.

In this example, a Reserve member is ordered to 30 days ADOS, and on
day 16 has duty period increased by 15 days in addition to the initial 30
days for a total period of 45 days. The member would remain entitled to
BAH-RC since as of the date of the amendment (day 16 of the initial
period of duty), the prospective duration of the amended tour of duty was
29 days.

30+15-16=29
p . L
Number of days \ dlrj?)s/ppe:rtilz\)lde remaining
initially order to AD. Number of daye

Number of completed as of
days added the date of the
amendment.

This member would not qualify for BAH and would continue to receive
BAH-RC because the prospective remaining duty period is not 31 or more
days.

To process this amendment, in Direct Access, the user would enter the
new end date in the Travel Tab and change the estimated date on the Seq
Nbr 98 and 99 rows of the Reserve Orders.

Continued on next page
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Reserve Active Duty Orders, Continued

BAH and
Extensions -
Example 2

SPO’s Role in
Processing
Reserve AD
Orders

12

In this example, a Reserve member is ordered to 30 days ADOS, and on
day 14 has their duty period increased by 15 days in addition to the initial
30 days for a total period of 45 days. The prospective remaining duty
period would be 31 days and effective the date of the amendment, the
member's BAH entitlement would be locality-based (vice BAH-RC) using
the Place Entered Active Duty (PLEAD) as the locality for the amount.

30 +15- 31
Number of days SL?SPe;rti'(\)/g remaining
initially order to AD. y p .
Number of days

Number of completed as of
days added the date of the
amendment.

To process this amendment in Direct Access, the user must end the current
orders on the 13" day (the day prior to the day the amendment was
authorized), and issue a new order for the remaining 31 days.

There are three separate procedures in processing Reserve Active Duty

Orders:

* Pre Authorization - Audit/Edit Orders En route for Authorization

» Post Authorization - Processing Authorized orders to a Ready Status

* Travel Endorsements - Processing Departing/Reporting Travel
Endorsements/starting applicable entitlements

Continued on next page



Reserve Active Duty Orders, Continued

Order Status

Status Meaning Description
Proposed Initial order creation Initial order request created
by member, command or
SPO.

Authorized | Authorized by DXR Indicates financial and
command authority.
TONO/LOA is established.
Order now appears in
Airport Terminal.

Ready Travel details approved Order is ready for member
by SPO supervisor to depart/report for duty,

leave approved.

En Route Depart/report approved Member has departed home
by SPO supervisor unit. Actual depart date

entered, departing pay
entitlements established
and/or stopped. Will be in
En route status until
reported home.

Finished Stops automatically upon | Order execution completed.
end date or when the end | All actual dates completed
date is adjusted by the and approved. No more
SPO and approved. changes allowed to order.

Pay entitlements
stopped/started.

Cancelled | Cancel approval by SPO | Order cancelled. Pay

supervisor or DXR

entitlements cancelled. No
more changes to order
allowed. TONO still active
unless cancelled with order
action.

Continued on next page
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Reserve Active Duty Orders, Continued

Verifying Prior
Active Duty

Before you
begin

Procedures

14

Per reference (a), Reservists shall not perform any type of Active Duty
(except ADT-AT) if it will result in the member accumulating 16 years or
more of combined active service, unless authorized. Reservists shall not
perform any type of Active Duty (except ADT-AT) if it will result in the
member accumulating 18 years or more but less than 20 years of combined
active service, unless authorized.

Requests for waiver shall be submitted to the Personnel Service Center
(PSC). Procedures for submitting waiver requests are available online at
http://www.uscg.mil/RPM/RPM1/1618REQUEST.ASP.

Years of combined active service are calculated in accordance with
Appendix (c) of reference (d), by combining all prior Active Duty days,
including prior service in an Active component, ADT and ADOT.
Affiliation Points and points earned by performing Inactive Duty or by
completion of correspondence courses are not used when calculating
combined active service.

From the Reserve Administration pagelet, click the Reserve Member
Balance link, to access the member’s points statement. Add up all
previous Active Duty points including any recent Active Duty and the
points for the number of days (1 point per day) of the proposed new Active
Duty period.

If the total is equal to or more than 5840 (16 years) the member shall not
perform any type of Active Duty except ADT-AT without prior approval
from Commander (CG PSC-RPM). If the total is equal to or more than
6570 (18 years) the member shall not perform any type of Active Duty
except ADT-AT without prior approval from Commander (PSC-RPM).

Prior to creating any Active Duty orders, use the All Duty Report to ensure
the orders will not overlap dates with any previously submitted orders or
IDTs for the member.

Complete details for completing Reserve Active Duty Orders can be found
in reference (e).

Continued on next page
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Reserve Active Duty Orders, Continued

Timeliness of
Endorsements

Sequence
Numbers

It cannot be over emphasized the importance for the commands to notify
the SPO and the SPOs to process endorsements to orders timely. Many
Issues with non-payment of pay and allowances can be attributed to

timeliness.

User ID Name

Mickey
1) 1234567 Mo

2 1234567 Mickey
Mouse
Mickey

3| 1234567 | yhiise

Mickey

4 1234567 Mouse

Approval

Datetime Modified Approval Type

Status
WIS g e
?gfl?gé;; Approved Reserve Travel Details
?g’gg?g;ﬁd Approved Reserve Travel Detailz

03/0972015 2:20:06PM  Approved

Customize | Find | View A1l |
Travel
Seq Nbr

Authorize Order

s Fist M 47077 U

Comments

The approval is
=et for SEQ_MNO=99.

=]
<MNo Comments>

ADT-AT Orders were for period 3/16/2015 — 3/27/2015.

|

Do NOT add or delete Seq Nbr rows in the Travel Orders section of the
orders. Reserve AD orders are not to be used in lieu of Temporary Duty
Orders (TDY). Direct Access is designed to only process Seq Nbr 1, 2, 98
and 99 rows. Inserting rows for multiple stops will cause the system to
interpret the addition as if the member is completing orders and will stop
pay and allowances.

*Saq Mbr:

Estimated Date:
Actual Date:
Nature of Duty:

Other Location:

I

Estimated Date:
Actual Date:
Nature of Duty:

Other Location:

88| Travel Type: Depart

Travel Type: Depant Trvl Approval: Agproved
Estimated Date: [03M&2015 Department: ooo111
Actual Date: 02M8/2015 Location: FLOOT1
Mature of Duty: Training Position Mumber: [00046741

Posn Job Code: 410082
Other Location: |GG STA ELIZABETH CITY
*SeqMbr: | 2 I Travel Type: Report Trvl Approval: Approved
Estimated Date: [021&2015 Department: 000111
Actual Date: DaMa2015 Location: FLOOT1
Mature of Duty: Training Position Number:

Pasn Job Code:
Other Location: |GG STA ELIZABETH CITY

Trvl Approval: Approved

03/27r2015 Department: 000111
03/27r2015 Lacation: FLOO11
Training Position Mumber:

Posn Job Code:
CiG 5TA ELIZABETH CITY

*Saq Nbr: | 00| | Travel Type: Report Trvl Approval: Approved

032712015 Department: 000111
03272015 Location: FLOG11
Tiraining Position Mumber: [00D46741

Posn Job Code: 410092
CG STA ELIZABETH CITY

b aia Find [Miew1 First ™ 1404 W 1301

4

Station Vacation
Station Vacation
SR EMLISTED RES ADVISOR (SERA)

Chief Boatswain's Mate

Route for Approval

Station Vacation
Station Vacation

Raoute for Approval

Station Vacation
Station Vacation

Route for Approval

Station Vacation

Station Vacation
SR EMLISTED RES ADVISOR (SERA)
Chief Boatswain's Mate

Route for Approval

Continued on next page
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Reserve Active Duty Orders, Continued

Approval Type

BAH

16

When routing orders via the chain of command, ensure that the Approval
Type is set to Recommend Orders when forwarding to anyone other than
the District (DXR). If forwarding to District (DXR), set the Approval
Type to Authorize Order.

Route for Approval

Approval Type:

Amend Order

User ID: Authorize Crder
Dept of A ) Cancel Order |
SEE)'D pproving Departing Endorsement FES & DEVBR

S . ‘ aments
omment. Recommend Crder
eporting endorsement

Travel Details Approval

Submit

BAH must be started for every Active Duty Order using the Housing
Allowance link. Never change the Status to Inactive. The Reserve Order
End row in Job will remove the member from the Active Duty pay group
and put them back in the Reserve pay group.

OHA FSH MIHA

Mickey Mouse EMP 1D: 1234567 Empl Record: 0
BAH Enfitlements Find | View Al First K 4 oF1 D ast
[ | +
Effective 5 £ [memElelCieam| E
Approved: & Grand Fathered

Status: ALLIVE
Inactive

Approver:
BAH Changel Reserve/Recall Orders v | Approved at: 05/04/15 3:22PM

BAHGQIr W @ Description: Reservist or recalled retiree with deps, or paying child support, on AD for
Status: = 31 days & not assigned govt girs

BAH Zip: eleizieie] BAH Type:  BAH RC/T With Dependents

Military Rank:E5 BAH Rate: 3352000

Fair Rent: BAH Entitle: 339.2000 Override Flag

For Active Duty Orders less than 31 days, the BAH Qtr Status should be
either W for with dependents or X for without dependents. The BAH Zip
should ALWAYS be 99999 for orders less than 31 days.

Continued on next page




Reserve Active Duty Orders, Continued

Reserve Orders
Discrepancies

There is a report in the Reserve Administration pagelet that identifies
Reserve Order Discrepancies. Click on the link to continue.

Reserve Administration =
IOT Drillz bdember Training Rating

Annual Screening Questionnaire Reserve Member Balances

Member Status Change Training Status

Wiew Member Drills Resenve Orders

MGIE Enroliments | RS Order jis:re:anciesl

The report immediately generates in Char Value order, but it can be
downloaded and sorted in Excel.

CG_RSV_ORD_DISCREPANCIES- RSV Order Discrepancies

Download results in § Excel SpreadSheet CSV Texi File XML File (410 kb))

Wiew All First [ 1-100 0f 1711 [»] Last
Char Value D Empl Record Eff Date Sequence | TransID Order Status Begin Date End Date

1 Authorized Orders With Begin Date Past Not E, F 0 0] A 06/09/2015 06/15/2015

2 Authorized Orders With Begin Date Past Not E, F 0 1] A 04/26/2015 05/08/2015

3 Authorized Orders With Begin Date Past Not E, F 0 1] A 08/08/2015 06/12/2015

4 Authorized Orders With Begin Date Past Not E, F 0 0| R 06/09/2015 06/13/2015

5 Authorized Orders With Begin Date Past Not E, F 0 0| A 04/19/2015 04/30/2015

Here’s a sample of the report.

1 |RSV Order Discrepancies
2 Char Value 1D Trans ID Begin Date End Date
3 |Authorized Orders With Begin Date Past Not E, F 1234567 2273959 6/9/2015  6/15/2015
4 |Orders In P, AR Status with Actual Dates Not Pendi 1234567 2266977 8/17/2015 8/29/2015
5 |Authorized Orders With Begin Date Past Not E, F 1234567 2261259 4/26/2015 5/8/2015
6 |Unfinished Orders With End Date Past 1234567 2261259 41262015 5/8/2015
7 |Finished Order With No ROE in Job 1234567 2026879 332014 2{12/2015
8 |Authorized Orders With Begin Date Past NotE, F 1234567 2270355 6/8/2015  &/12/2015
9 |Authorized Orders With Begin Date Past NotE, F 1234567 2267789 6/9/2015  &/13/2015
10 |Reserve Orders pending approval greater than 1 mon 1234567 2261992 4/2/2015 4/2/2015
11 |Authorized Orders With Begin Date Past Not E, F 1234567 2267367  4/19/2015  4/30/2015
12 |Unfinished Orders With End Date Past 1234567 2267367 4/19/2015 4/30/2015
13 |Authorized Orders With Begin Date Past Mot E, F 1234567 2270724 6/7/2015 6/19/2015
14 | XFR/ROE Job Row With No Associated Order End Dt 1234567 ]
15 |Authorized Orders With Begin Date Past Mot E, F 1234567 2274525 6/8/2015 6/13/2015
16 |Reserve Orders pending approval greater than 1 mon 1234567 2263976 8/3/2015  8/14/2015
17 | XFR/ROE Job Row With No Associated Order End Dt 1234567 ]
Key:

Letter Status Letter Status

A Approved P Proposed

E En Route R Ready

F Finished

Continued on next page
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Reserve Active Duty Orders, Continued

Bad Timing
Example

18

Here’s an example of when a member started Title 10 on 3/23/15, but the
SPO did not report them in (complete sequence 1 & 2 rows on the orders)
until 4/15/15. This member did not start receiving pay until end month

Job Information Job Labor Payroll Salary Plan Compensation
___________________________ Empl ID: 1234567
Empl Record: 0
*Effective Date: EEEE | GoToRow | [+][=]
Effective Sequence: I_U *Action: [Transfer v|
HR Status: Active Reason: [Reserve Order Begin v|
Payroll Status: Active »Job Indicator: [Primary Job v|
Current ]
Position Number: ’WQ

Position Entry Date:

Use Position Data

11012013 |

ADMIN/PERS SUPPORT

Position Management Record

*Regulatory Region: ’Rsviq Reservists

Company: ACG Active CG

“Business Unit: Encce & Enlisted CG

*Department: ECY SEC HAMPTON RD ADMIN/PERS DIV

Department Entry Date: 11/01/2013 [

“Location: [vap2rz R SECTOR HAMPTON ROADS

Establishment ID: uscc @ Active CG I Date Created:  04/15/2015 I




Title 14 - Mobilization

Introduction

Background

Required
Statement for
Title 14 Orders

Procedures

Orders

Under the authority of 14 USC 712, the Secretary of Homeland Security
may, with or without the consent of the member affected, order to active
duty an organized training unit during a serious natural or manmade
disaster, accident, or catastrophe. The active duty must be for no more than
60 days in any four month period and no more than 120 days in any two
year period

Any duty served under Title 14 satisfies on a day-for-day basis the annual
ADT requirement outlined in reference (a).

“If you have any questions regarding your employment / reemployment
rights, you may call 1-800-336-4590 (National Committee for Employer
Support Of the Guard and Reserve), check online at www.esgr.org or the
CG Legal Fact Sheet about The Servicemembers’ Civil Relief Act (SCRA)
at www.uscg.mil/legal/la/Legal_Assistance SCRA_Guide.asp .

Complete detailed procedures for completing Reserve Active Duty Orders
are contained in Reference (e).

Completion of the Contingency tab on the Reserve Active Duty Orders is
required.

—

Operational 1D: 0000027 .00 DEEPWATER HORIZON RESPONSE Major Disaster Event
DEEPWATER HORIZON RESPOMSE N10036

Contingency Start Date: 0412372010

Authority:
Contingency End Date:
Reference Authority: P 0222252 MAY 10
Notification Date: 05/04/2010
1607 Eligibility Code: | w
1607 Eligibility Date: El

19
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Title 10 Recall

Introduction

Background

Procedures

Title 10 U.S. Code Sections 12301 through 12304 contains various
authorities for recall of military personnel. The President may, with or
without the consent of the member affected, order to active duty for no
more than 24 consecutive months in a 5 year period.

The largest recall in recent history was in connection with 9/11/2001 under
10 U.S.C. 12302.

Title 10 U.S.C. 12302, Ready Reserve:

(a) In time of national emergency declared by the President after January
1, 1953, or when otherwise authorized by law, an authority designated by
the Secretary concerned may, without the consent of the persons
concerned, order any unit, and any member not assigned to a unit
organized to serve as a unit, in the Ready Reserve under the jurisdiction of
that Secretary to active duty for not more than 24 consecutive months.

(b) To achieve fair treatment as between members in the Ready Reserve
who are being considered for recall to duty without their consent,
consideration shall be given to—

(1) the length and nature of previous service, to assure such sharing of
exposure to hazards as the national security and military requirements will
reasonably allow;

(2) family responsibilities; and

(3) employment necessary to maintain the national health, safety, or
interest.

The Secretary of Defense shall prescribe such policies and procedures as
considered necessary to carry out this subsection. Those policies and
procedures shall be reported on at least once a year to the Committee on
Armed Services of the Senate and the Committee on Armed Services of
the House of Representatives.

(c) Not more than 1,000,000 members of the Ready Reserve may be on
active duty, without their consent, under this section at any one time.

Complete detailed instructions for completing Reserve Active Duty Orders
are contained in Reference (e).

21



22



Reserve Member Balances

Introduction

Background

Procedures

How do
Reservists earn
points?

The Reserve Member Balances is one of the most important documents
for a Reservist. The document lists all Reserve Retirement Points earned
that have been entered into DA during each Anniversary Year (AY).

Complete detailed information for creditable retirement points is located
in Reference (a).

The Member Balances identifies:

e Total qualifying years of military service for retirement eligibility

e Total retirement points during a member’s career to determine the
retired pay multiplier.

A minimum of 50 retirement points must be earned each AY to qualify as
a Satisfactory Year. A Reservist must accumulate 20 Satisfactory Years
of service for Reserve Retirement eligibility. Retired Reserve members
begin receiving retirement pay upon reaching age 60.

A complete detailed description of the Reserve Member Balances
document is available in Reference (e).

The Reservists earn points for:
* Membership Points: 15 per year
» Active Duty: 1 point per day performed
* IDT/ATP Dirills: 1 point for each
* Drill (1 -Single / 2 — Multiple)
» Readiness Management Period (RMP)
* Funeral Honors Duty (FHD)
» Correspondence Courses (CG or Non-CG)
A complete list is available at:
» CG Correspondence Courses (CG Institute):
o http://uscg.mil/hg/cgl/cgi/reservist/reserve points.pdf
» Non-CG Correspondence Courses (CG-131):
http://www.uscg.mil/hg/cgl/cg131/cg-1311/rrp_ebdl.asp

Continued on next page
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Reserve Member Balances, continued

Retired Pay Computation of Reserve Retired Pay multiplier:

Multiplier  Total creditable Retirement Points + 360 X 2.5% = Retired Pay Multiplier
Example 1:
7,184 + 360 = 19.955 or 19.96
19.96 X 2.5% (.025) = .4988
RETIRED PAY MULTIPLIER =49.88%
$4897.80 (Base Pay E7 over 28) X 49.88% = $2443.46
Example 2: 75 Points per year X 28 years

2100 + 360 = 5.8333 or 5.83
5.83 X 2.5% (.125) = .1458

RETIRED PAY MULTIPLIER = 14.58%

$4897.80 (Base Pay E7 over 28) X 14.58% = $714.26
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Reserve Member Balances, continued

Corrections

Any Reserve duty performed with or without pay can be verified by
reviewing the My Reserve Points and My Reserve Drills in Direct Access.

If you are missing any Reserve duty, your SPO should be the first point of
contact to verify if documentation has been submitted into DA.

Correspondence Course Points:

e Coast Guard correspondence course retirement points are automatically
entered into DA by the CG Institute. If you are not credited with course
retirement points, you should contact the CG Institute. Your unit
Educational Services Officer (ESO) will have contact information.

¢ Non-Coast Guard correspondence course point corrections are forwarded
to your Servicing Personnel Office (SPO) for entry into DA. You will
need an official course completion letter or other documents displaying a
completion date, along with the amount of retirement points it is worth.

Prior Military Service: All corrections to prior military service must be
submitted to PPC (ADV). Copies of Official documentation of prior
service must be forwarded for correction. Some examples of
documentation include:

e DD214s for any Active Duty performed
e Prior Service Retirement Points Statements
e NGB-22s (National Guard)

Requests for corrections should be forwarded via your command to:
Commanding Officer (ADV)

Coast Guard Pay & Personnel Center

444 SE Quincy Street

Topeka, KS 66683-3591

Complete details for submission for correction can be found at:
http://www.uscg.mil/ppc/adv.asp
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Reports

Overview

Introduction

References

Contents

The reports and query functionality of Direct Access was used in the past as
the source of research data to interpret and audit member pay records. The
integration of HR and payroll data within the new Direct Access has changed
the way in which that same data is now retrieved. Most standard reports are
now found within specific pagelets or have been designated within actual HR

events and payroll functionality.

(@) PPC — Procedures & Development Web Page - E-Learning Tab

(b) Direct Access Knowledge Base

Topic See Page
ADHOC 3
Payroll Verification Report 5
Scenarios for Payroll Verification Report 9
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ADHOC

Introduction

Procedure

Example

This section provides the procedure for requesting ADHOC reports from PPC
Topeka.

If you are not able to locate a report or query in Direct Access that meets your
needs, or if you need data from another system, managed by PPC, you may
submit a request for an ADHOC report. Follow these steps to submit a
request:

Step Action

1. | Go to the PPC Customer Care web page at
http://www.uscg.mil/ppc/cchb/.

2. | Select the "I am a Command, SPO or ADMIN support user”
option from the User Role for This Issue list.

3. | Select "PERSONNEL ACTION" from the Category section of the
online Trouble-Ticket form.

4. | Select the "HR DATA REQUEST" option in the Type section of
the form.

5. | Select the "ADHOC REPORT" option in the Reason section of the
form or email CCB direct at PPC-DG-CustomerCare@uscg.mil

6. | Enter a complete description the query in the "requirements for the
ADHOC report request:" section of the form or in the body of your
e-mail message.

Please provide a list of all personnel attached to
the USCGC Example (WLB-X12), OPFAC 18-12345, from 1
May 2013 through 30 April 2014. We need to determine
eligibility for a Unit Commendation. Provide results
in MS Excel format with the following columns:

e Name (Last, First, M)

e Rate/Rank

e Current Unit (ID and Description)
e Report Date

e Depart Date

Point of contact YNC John Doe, (123) 555-4567.
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Payroll Verification Report

Introduction This section provides the procedures for running the Payroll Verification

Report in Direct Access. The Payroll Verification Report identifies the
difference in pay from one pay period to the next. The SPO should run this
report at the beginning of EACH pay calendar cycle.

Example: End month April payroll finalized on 22 April. Run the Payroll
Verification Report on 23 April to compare the current calendar (mid-
MAY) with the previous calendar (end-APR).

Procedures See below.
Step Action
1 Select the Payroll Verification by SPO link from the Active & Reserve Pay

Reports pagelet.
Active & Reserve Pay Reports

zlobal Payvroll Action Requests

Payroll Verfication by SPO

Payrol “Verification By EMPLID Abhzence Takes

Retroactive Job Actions Report Allotment Awdit Report

2 Enter the Set ID (00010) for CG.
CG_GP_SPO_ED_COMPARE_RPT - SPO Payroll Verification Rpt
Set ID (Use 00010 for CG):
SPO DeptlD (Required): @,
Current Calendar Run 1D: | @,
Previous Calendar Run ID: | @,
View Results
3 Enter the SPO DeptID or use the lookup to search for it.

CG_GP_SPO_ED_COMPARE_RPT - SPO Payroll Verification Rpt

Set 1D (Use 00010 for CG): 00010 QJ

SPO DeptlD (Required): ||]3@¢-13 QJ|

Current Calendar Run ID: | @,

Previous Calendar Run ID: | @,
View Results

Continued on next page
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Payroll Verification Report, Continued

Procedures,
continued

Step Action
4 Enter the Current Calendar Run ID or use the lookup to select it.
CG_GP_SPO_ED_COMPARE_RPT - SPO Payroll Verification Rpt

Set ID (Use 00010 for CG): (00010 QJ

SPO DeptlD (Required): 036413 QJ

Current Calendar Run 1D: ||c115|:|5|:|. QJl
Previous Calendar Run ID: | 3@,
Wiew Results

5 Enter the Previous Calendar Run ID or use the lookup to select it. Then click
View Results.
CG_GP_SPO_ED_COMPARE_RPT - SPO Payroll Verification Rpt

Set ID (Use 00010 for CG): 00010 QJ

SPO DeptlD (Required): 026413 QJ

Current Calendar Run 1D: |c115|:|5|} QJ
Previous Calendar Run ID:|(3115|:|41 QJl
Wiew Results

6 Once the results display, download them into an Excel spreadsheet by clicking

the link.
Download results in :| Excel SpreadSheetI CSv TextFile XMLFile (120 kb)
iew All
Curr Prd
_ |Emp - Dept Job . Pay |Elmnt]
Emplid Red Last Name |First Name D Dept Name Code Title Group| Type Name CaIIDRun
GG PAY AND USCE
1 1234567 0|Bauer Jack DOD450|PERSONNEL  |201397|PERS2 DD |FWT C115050
RSV
CENTER
CG PAY AND USCG
2 |12345687| 0|Bauer Jack D0D450|PERSONNEL 201397 |PERS2 DD |MEDICARE EE |C115050
RSV
CENTER
GG PAY AND p—
3 [1234567| 0|Bauer Jack D0D450|PERSONNEL  |201897|PERS2 DD |MEDICARE ER |C115050
RSV
CENTER
CG PAY AND USCG
4 1234567 0|Bauer Jack D0D450|PERSONNEL  |201397|PERS2 DD |oAsDiEE C115050
RSV
CENTER
CG PAY AND —
5 [1234567| 0|Bauer Jack D0D450|PERSONNEL  |201897|PERS2 DD |ocAsDIER C115050
CENTER B

Continued on next page



Payroll Verification Report, Continued

Procedures,
continued
Step Action
7 The results display in EMPLID order, but can be sorted as needed. Most of the

fields are self-explanatory. For the Element Type, DD stands for a Deduction
and ER stands for Earnings.

Printing tips

Here are some tips for printing this report from Excel since it contains so

much data:

Hide any unnecessary columns.

Format cells to only display two decimals.

Show gridlines.

Make margins smaller.

Abbreviate if possible.

Set the print area to only cover the cells with data.

Change orientation to Landscape.

On the Page Layout tab, change the Width and Height to 1 page.







Scenarios for Payroll Verification Report

Introduction

The following examples show actual scenarios from PPC’s Payroll

Verification Report.

Scenario 1 This Reserve member received retro pay for drills and has a difference in
pay since they did not drill during the current pay period. This can be
verified in the Payroll Calculation Results. Any time a retro
earning/deduction occurs, it will start with the word DELTA.

Curr Prev |(Prev Prev (Prev
Curr Prd |Prev Prd Prd Prd Prd

Pay Elmnt Gross ||Curr Prd |[Prd Rsit|Adj (Prd Cal |Gross |Net Rsit (Adj

Group Type |[Mame Curr P Net Pay |Amt Amt |Run ID |Pay Pay (At Amt  |Difference

USCG RSV DD FWT C115050 0.00 0.00 0.00 0.00 C115041 90895 7O0V.66 10275 0.00 -102.75

USCG RSV DD MEDICARE EE  C115050 0.00 0.00 0.00 0.00 C115041 90895 70V.66 13.18 0.00 -13.18]

USCG RSV DD MEDICARE ER  C115050 0.00 0.00 0.00 0.00 C115041 90895 70V.66 13.18 0.00 -13.18]

USCG RSV DD OASDI EE C115050 0.00 0.00 0.00 0.00 C115041 90895 70V66 56.36 0.00 -56.36|

USCG RSV DD OASDI ER C115050 0.00 0.00 0.00 0.00 C115041 90895 70V66 56.36 0.00 -56.36|

USCG RSV DD SGLI C115050 0.00 0.00 0.00 0.00 C115041 90895 7O07V.66 0.00 28.00 28.00|

USCG RSV DD TSGLI C115050 0.00 0.00 0.00 0.00 C115041 90895 7O07V.66 0.00 1.00 1.00

USCG RSV ER DELTAIDT C115050 0.00 0.00 0.00 0.00 C115041 90895 707.66 0.00 90895 908.95|

Close up of the last 2 columns:

Prev

Prd

Adj

Amt (Difference

0.00 -102.75
0.00 1218 These are the taxes deducted from the retro drill pay.
0.00 -13.18
0.00 -56.36 This represents the SGLI and TSGLI premiums
0.00 -56.36 subtracted from the retro drill pay. (FSGLI, SGLI and
28.00 28.00 TSGLI show a positive value when they are deducted

1.00 1.00 } and a negative value when there is a balance.)

908.95 908.95

/

This represents the retro drill pay
found in the Pay Calculation Results.

Continued on next page




Scenarios for Payroll Verification Report, Continued

Scenario 2 This member received a Longevity increase. This can be verified by
checking Job Data and the Payroll Calculation Results.
Curr Curr Prev |Prev Prev |Prev
Prd Curr Prd |Prev Prd Prd Prd Prd
Elmnt Gross Curr Prd |Prd Rsit|Ad] (Prd Cal |Gross |[Net Rslt (Ad]
Type |[[Name Curr Prd||Pay Net Pay [Amt Amt (Run ID |Pay (Pay Amt (Amt ||Difference
DD FWT C115050 3116.00 2296.16 18535 0.00 C115041 306607 225756 177.86 0.00 749
DD MEDICARE EE  C115050 3116.00 2296.16 31.67 0.00 C115041 3066.07 2257.56 3093 0.00 074
DD MEDICARE ER  C115050 3116.00 2296.16 31.67 0.00 C115041 3066.07 2257.56 3093 0.00 0.74
DD QASDI EE C115050 3116.00 2296.16 13538 0.00 C115041 3066.07 225756 13228 0.00 3.10
B8] COASDI ER C115050 3116.00 2296.16 135638 0.00 C115041 306607 2257 56 13228 0.00 310
ER BASIC PAY C115050 3116.00 2296.16 2183.55 0.00 C115041 3066.07 2257.56 1696.92 0.00 486.63
ER BASIC PAY C115050 3116.00 2296.16 2183.55 0.00 C115041 3066.07 225756 43671 0.00 174684
Scenario 3 This member increased their Savings Allotment. This can be verified in
Voluntary Deductions.
Curr Curr Prev |[Prev Prev |[Prev
Prd Curr Prd |Prev Prd Prd Prd Prd
Elmnt Gross Curr Prd [Prd Rslt]|Ad] (Prd Cal |Gross |Net Rsit (Adj
Type [Name Curr Prd|Pay Net Pay |Amt Amt |Run ID (Pay Pay Amt |Amt |Difference
B8] SAVINGS C115060 2786455 1812.07 3760 0.00 C115041 278654 182466 2500 0.00 12.50
Scenario 4 This member ordered something from the Uniform Distribution Center
(UDC). This can be verified in One Time Positive Input. If a member has a
negative amount for SMALL STORES, it means they returned something
to UDC and received a credit.
Curr curr Prev Prev Prev Prev
Prd Curr Prd |Prev Prd Prd Prd Prd
Elmnt Gross Curr Prd [Prd Rslt]|Ad] (Prd Cal |Gross |Net Rslt (Ad]
Type |Name Curr Prd|Pay Net Pay | Amt Amt (Run ID |Pay [Pay [Amt [Amt |Difference
DD SMALL STORES C115050 3159.69 2484 44 86.51 0.00 C115041 0.00 0.00 0.00 0.00 86.51
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Scenarios for Payroll Verification Report, Continued

Scenario 5 This member is preparing to PCS and requested Advance Pay. This can be
verified in the Advance Pay section of the Payroll Requests pagelet.
Curr Curr Prev |Prev Prev |Prev
Prd Curr Prd |Prev Prd Prd Prd Prd
Elmnt Gross Curr Prd |Prd RsitjAd] |Prd Cal |Gross [Net Rslt Adj
Type |Name Curr Prd||Pay Net Pay [Amt Amt (Run ID |Pay (Pay Amt  (Amt ||Difference
ER ADVANCE PAY C115050 370635 2716.75 1000.00 0.00 C115041 0.00 0.00 0.00 0.00 100000

Scenario 6 This member received Advance Pay in the previous pay period and has
Advance Payback deducted in the current pay period. The Advance Pay
can be verified in the Advance Pay section of the Payroll Requests pagelet.
The Advance Payback remaining balance can be verified in the
Accumulators tab of the Pay Calculation Results.

Curr Curr Prev |[Prev [Prev (Prev

Prd Curr Prd [Prev Prd Prd Prd Prd
Elmnt Gross (Curr Prd [Prd Rslt{Adj |Prd Cal |Gross |Net Rsit || Adj
Type [Name Curr Prd|Pay Net Pay |Amt Amt |Run ID (Pay Pay Amt |Amt |Difference
DD ADVANCE PYBK C118050  2629.85 2210.04 41.67 0.00 C115041 0.00 0.00 0.00 0.00 41.67
ER ADVANCE PAY C115050 0.00 0.00 0.00 0.00 C115041 3629.84 2608.19 1000.00  0.00 -1000.00

Continued on next page
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Scenarios for Payroll Verification Report, Continued

Scenario 7 This member was discharged on the 4" of May, sold leave and received
Separation Pay. The lump sum leave and Separation Pay can be verified
using One Time Positive Input (OTPI) and the Resolution Details from
the Earnings and Deductions tab of the Pay Calculation Results.

Curr Curr Prev [|[Prev Prev |(Prev
Prd Curr Prd |Prev Prd Prd Prd Prd

Elmnt Gross | Curr Prd||Prd Rsitf{Ad] |Prd Cal |(Gross |Net Rsit Adj

Type |Name Curr Prd|Pay Net Pay ||Amt Amt |(Run ID (Pay |Pay Amt  (Amt |[Difference
DD AFRH C115050 14303.71 995987 0.50 0.00 C115041 185224 1539.66 025 0.00 0.25
DD ASSOC DUES  C115050 0.00 0.00 0.00 0.00 C115041 185224 1539.86 1.00  0.00 -1.00)
DD FWT C115050 14303.71 9959.87 349825 0.00 C115041 1852.24  1539.86 150.28 0.00 334797
DD MEDICARE EE  C1150580 14303.71 9959.87 3.55 0.00 C115041 1852.24 1539.86 17.78  0.00 -14.23
DD MEDICARE ER  C115050 14303.71 9959.87 3.55 0.00 C115041 1852.24 1539.86 17.78 0.00 -14.23
DD OASDI EE C115050 14303.71 995987 1520 0.00 C115041 185224 1539.86 76.000 0.00 -60.80
DD OASDI ER C115050 14303.71 995987 1520 0.00/C115041 185224 1539.86 76.00 0.00 -60_80
DD SGL C115050 14303.71 9959.87 28.00 0.00 C115041 1852.24 1539.86 14.00 0.00 14.00
DD SWT C115050 14303.71 9959.87 797.34 0.00 C115041 1852.24 1539.86 5257 0.00 T44.77
DD TSGLI C115050 14303.71 995987 1.00 0.00 C115041 185224 1539.66 050 0.00 0.50
ER BAH C115050 14303.71 995987 84 60 0.00/C115041 185224 1539.86 423.00 0.00 -338.40
ER BAS C115050 14303.71 9959.87 36.79 0.00 C115041 1852.24 1539.86 183.96 0.00 14717
ER BASIC PAY C115050 14303.71 9959.87 24516 0.00 C115041 1852.24 1539.86 1225.80  0.00 -980.64
ER CLOTHING C115050  14303.71 9959 87 3.90 0.00 C115041 1852.24 1539.86 1948  0.00 -15.58
ER LUMPSUM LEAV C115050 14303.71 995987 93978 0.00 C115041 0.00 0.00 0.00 0.00 93978
ER SEP PAY C115050 14303.71 995987 12993.48 0.00 C115041 0.00 0.00 0.00 0.00 12993 .48

Continued on next page
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Scenarios for Payroll Verification Report, Continued

Scenario 7,
continued

One Time Positive Input:

One Time (Positive Input)

Employee ID: 2888888 Mame: Luke Skywalker Empl Record: 0 m

Pay Group: UsCG Description: USCG Active Duty Pay Entity: UsSCG

Calendar ID: CG ACT 2015M05M Begin Date: D5/01/2015 End Date: 051512015

= 4 0
Action || ) Source

*Entry Type Element Name Unit Rate Amount g:;r:ncy Details

LUMPSUM LE/@, =] W usD @ v B &=

SEPPAY  [@, =] M usD @ v I I

Earnings and Deductions tab:

Eamings LUMPSUM LEAY 694.EZDDDD,_] Lump Sum Leave | 105012015 05/03/2015] Besolution Details

Eamings SEF PAY 12993.48EIEICIEI,_] Separation pay 105012015  05/03/201 5] Besolution Details

Scenario 8 This member was Discharged from the Reserve component on 3/23/15 and
was immediately Rehired as an Active Duty member on 3/24/15. The SPO

changed his previous BAH row to Inactive which caused the system to
take back all BAH paid from that BAH row (-$2042.40). Then the SPO
added a new BAH row effective 3/25/15 which caused a credit of

$2815.20.

PPC will have to contact the SPO to find out why they made the first BAH
row Inactive and why they added the new BAH row for the 25". They will
then have to research the case and submit offsetting OTPIs to prevent the

member from being overpaid.

Curr Curr Curr | Curr Prev |Prev |[Prev
Curr Prd Prd Prd |Prd Prev Prd Prd Prd Prev
Elmnt Prd Cal |Gross |Net Rsit | Adj Prd Cal |Gross |MNet Rsit Prd Adj
Type (Name Run ID |[Pay Pay [Amt|Ami Run ID |[Pay Pay Amit Amit Difference
ER DELTA BAH C115051 5502.19 5284 20 0.00]2815.204C115050 1859.00| 1641.00 2042 40|-2042 40 -1269.60
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Payments and Debts

Introduction

Objective

References

Contents

This section explains the different types of debts recorded in Direct Access as
well as Special Payments and Cash Deposits.

Identify the source of the debt and the liquidation schedule utilizing various
Coast Guard Human Resource Systems in accordance with appropriate Coast
Guard policies.

(@) CG Pay Manual, COMDTINST M7220.29 (series).

(b) Personnel and Pay Procedures Manual (3PM), PPCINST M1000.2
(series)

(c) United States Code
e 37U.S.C.1007(c)

5U.S.C. 5514

10 U.S.C. 2775

10 U.S.C. 1442

10 U.S.C. 1453

This chapter contains the following topics.

Topic See Page
Overpayments 3
Debt Liguidation — Element Assignment By Payee (EABP) 5
Determining the Remaining Balance for a Debt 9
Advance Pay 11
SGLI Arrears 15
PPC Special Payments and Cash Deposits 17







Overpayments

Debts Due To

Overpayments are a result of:

Overpayments o Errors in submission, or
¢ Delays in processing pay-related transactions, or
e Deletion of any rows in DA.
Notification Notification of Overpayments:
¢ A Notice of Overpayment (NOP) for debts $1,000.00 and over will be sent
to the member.
o All other overpayments will appear in the EABP.
Liguidation See table below.
Schedule
If overpayment is Then collection will be
less than $150 taken during current month if sufficient net pay exists

Note: If sufficient net pay does not exist, then the member will be
advanced the overpayment amount and collection will start the next
month

$150 to $749.99 scheduled for automatic repayment at a rate not to exceed $150 a

month starting the next month

$750 or greater scheduled as 15% available pay if overpayment was through no fault

of the member or $400 per month whichever is greater unless:

¢ 15% of available pay makes repayment less than 5 months,
collection will be set at 5 months

e repayment exceeds 12 months then repayment rate will be 1/12 of
debt, provided it doesn’t exceed available pay

o if 12 equal installments exceed available pay, then repayment will
be amount of available pay

Changing
Liquidation
Schedule

Any changes to the liquidation schedule:
e Requires CO’s approval,

e Must be at least 10% of available pay,
e Requires an “open” EABP.

Continued on next page




Overpayments, Continued

Remission/ What is the major difference between a Remission and a Waiver?
Waivers automatically stop collection.
can be fully refunded.

Remission Criteria for consideration for Remission of Debt include:
Considerations e |njustice,
e Hardship,

e The Member’s Value to the Coast Guard.

Approval e Commandant (CG-1332) for remissions/waivers for debts up to $9,999.
Authority « Defense Office of Hearings and Appeals (DOHA) can approve anything
over $10,000.

Conditions for e Subject to collection when noticed.
Waiver e Must have resulted from an erroneous payment.
e May be waived in part or completely.
e Covers Pay & Allowances, Travel, and Transportation.
e Must be claimed within 5 years of discovery.
e Must be of such a nature it would be unnoticed or undetected by the
member.

o Partially or fully collected debt shall be considered for entire “gross”
amount.

Approval e Collection would be against:
Considerations - Good equity
- Conscience
- Best interest
¢ Erroneous Payment occurred through Administrative error versus:
- Fraud
- Misrepresentation
- Fault
- Lack of Good Faith




Debt Liqui

Debt
Location

Debts in EABP

dation — Element Assignment By Payee (EABP)

Debts can be found by clicking on the Element Assignment By Payee link from
the Pay Processing Shortcuts Pagelet.

Pay Processing Shortcuts

Pay Calculation Rezults Element Azsignment By Payee

Dne Time (Positive Input)

Debts designed to establish collections of:
~Deduction for Child Support ~Tax Levy

~Involuntary Allotment ~Mandatory Support Allotment
~Bankruptcy ~Debts to Other Services

~CGES Debts ~Advances

~Cadet Locker and Exchange

Element Name  Description *Pr%{"';i? Begin Date  End Date Active Instance
GARNISHMENT Garnishment 1/01/0172010 1 [+
COMPANYFEE |Company Fee 1/01/0172010 1 [+
RECIFIENTFEE Recipient Fee 1/01/0172010 1 [+

MA DONATION |Mutual Assistance Donation 899 05/01/2002 El 1 [+ [=]
DEPENDENTS | Support of Dependents 000| 10/01/2014 (0513172015 |[5) 1+ =]
DEPENDENTS | Support of Dependents 899 0E/01/2015 El 2/ [+ [=]
SAVINGS Savings 000| 01/01/2012  [00/30/2014 |[5) 1+ =]
SAVINGS Savings 999 12/01/2014 (0212812015 |[3]) 2+ [=]
SAVINGS Savings 00| 03/01/2015 | 3+ | [=]
TRICARE DEF | Tricare Dependent Dental 99| 01/01/2014 | [12/31/2014 |[5]) 1+ =]
TRICARE DEFP | Tricare Dependent Dental 999 |01/01/2015 El 2/ [+]|[=]
OCONUS COLA | OutConus COLA 999 [ 10/01/2014 |[12/31/2014 5] 1 [+ | [=]
OCONUS COLA OutConus COLA 00| 01/01/2015 | 2|+ [=]
TSP LOAN Thrift Savings Plan - Loan 999 | 04/01/2012 &1 1 [+ | [=]

Continued on next page



Debt Liquidation — Element Assignment By Payee (EABP),

Continued

In-Service
Debts

In-Service
Debts (cont.)

An IN SRVC DEBT is designed to establish or change repayment schedules for
liquidation of overpayments or Collection of Indebtedness.

Types of Debts established by IN SRVC DEBT:

~Miscellaneous CG Debt ~Bad Check to USCG
~Government Travel Card ~ Health and Comfort Items
~Ditty Bag ~TSP Loan

~Charges for Excess Household Goods ~CG Tuition Assistance
~Repayment of Travel Claim/Advance ~Private Property Damage
~Debts to Other Services or Exchange  ~CGES Debt Collection

The IN SRVC DEBT row establishes the begin date, whether it is Active or not,
and the Instance Number.

*Process

Element Name Description Order Begin Date End Date Active Instance
M SRVC DEBT |In-Service Debt 908 |02/01/2015 | |02/01/2015 [5) [ 1+ =]
M SRVC DEBT |in-Service Debt 995 |j03/01/2015  ||03/01/2015 |[5] [+ 20+ [=]

The IN SRVC DEBT link shows the Unique Accumulator for that debt, the
total amount due, the Percent of Deductible Earnings affected, the effect on
taxes, the year the debt originated from, the type of debt and any comments
about the debt.

=
*Unigue Accumulator 2.000000
Balance ID: _
Debt Amount: 1125000000
Percent of DE: 15.000000
*Taxability Effect: | Mo Taxable Gross is Affected A
Debt Originating Year: 2014.000000
Percent of Interest:
Type: | Fayroll Overpayment L
Comments: |GG ACT 2015M0O1M
Suspend Reason: b
Appropriation: hd

Account Number:

Continued on next page



Debt Liquidation — Element Assignment By Payee (EABP),

Continued

Identification of Using the Calendar from the Comments Section on the EABP you can go the

In-Service Debt

Pay Calculation Results and look in the Earnings and Deductions tab to see
what the debt is for.

Calendar Group Results |lE 0Lt b= 500l Accumulators || Supporting Elements

Jerald Honeycutt EMP D: 2222222 Empl Record: 0

Calendar Group ID: C115010 201501 On-Cycle AD Mid Month

Calendar Information Find First Kl 308 7 14
'Calendar ID: CG ACT 2015M0O1M Pay Group: USCG

Segment Number: 1 Version: 1 Revision: 1

Gross Result Value: 2 520 655 usD Net Result Value: 1,971 3553 uso

Eamnings & Deductions Customize | Find | View5 | First L1 447 0f47 12 L ast
" Co |/ Retro Adj |[ Deduction Amrears || User Fields | ¥

_Ilé;epr:em Element Name Amount Description Instance &Kt): Begin g::: End Resolution Details
Eamings BAH 341.500000@ Basic Allowance for Housing 0 01/01/2015 01152015 Resolution Details ~
Eamings BAS 183.960000F Basic Allow for Subsistence 0 01/01/2015 | 01/15/2015 Resolution Details
Eamings BASIC PAY 1475.7000005F Basic Pay 0 01/01/2015 | 01/15/2015 Resolution Details
Eamings CLOTHING 19.4900005F Clothing Allowance 0 01/01/2015 017152015 Resolution Details
[Eamlngs DELTA BAH 1125 DUDDUD@ Retro Delta BAH ] 0/ 01/0172015 017152015 |Resolufion Details

Click on the Retro Adjustments tab to actually see the debt amount. Click on
the Adjustment Detail link to see the breakdown of what the debt is covering,
if there is one.

' Accumulators || Supporting Elements |

Jerald Honeycutt EMP 1D: 2222227 Empl Record: 1]
Calendar Group ID: C115010 201501 On-Cycle AD Mid Month

‘Calendar ID: CG ACT 2015M01TM Pay Group: UsSCG

Segment Number: 1 Version: 1 Revision: 1

Gross Result Value: 2,520,655 usD Net Result Value: 1,971.3650 usD

Eamings & Deductions

Customize | Find | View s | First Kl 147 0f 17 I3 Last

" Element Results | Components

Hmmsnrmls 1 Deduction Arears || User Fields

ﬁf;'"‘ Element Name Amount =~ Calculation  Base Detail Resolution Details
Eamnings BAH 841.5000005T Resolution Details
Eamnings BAS 183.9600005F Resolution Details
Eamnings BASIC PAY 1475.7000005F Resolution Details
Eamings CLOTHING 19.490000@ Resolution Details
Eamings DELTA BAH 1125.00000057  -1125.000000 Resolution Details







Determining the Remaining Balance for a Debt

To identify an
amount owed
for a debt
already
collecting

The Allotment name is IN SERV DEBT. The EABP name is IN SERV
DEBT. The Accumulator in Pay Calculation Results COUNTS UP!

Go to EABP to get the debt amount entered into DA and take note of the
Instance number and Unique Accumulator.

Element Assignment By Payee

Element Detail
Employee ID: 2222222 Empl Record: 0 Name: Jerald Honeycutt

Element Name: |N SRVC DEBT In-Service Debt m
Assignment Process Detail
i Assignment Is Active Currency Code: [USD @, US Dollar

*Process Order:| 999 Recipient Tag: I_Dom

*Begin Date:|02/01/2015 ) End Date: E Previous End Date:

] Allow Batch Update of End Date Updated in Payroll Run

+ Calculation Information

Calculation Rule Amount

Amount: | hd |
Amount Element: @,
Amount Value: =

+ Required Fields
*Unique Accumulato 2.000000
BalancelD§ —
Debt Amount 3664110000

Percent of DE: 15.000000

*Taxability Effect: | No Taxable Gross is Affected ~
*Debt Originating Year: [ 2013.000000

Percent of Interest: 1.000000

Type: | Payroll Overpayment ~
Comments: |J UMPS-11800:2013-07-01

Suspend Reason: W
Appropriation: hd
Account Number:

Continued on next page
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Determining the Remaining Balance for a Debt, Continued

To identify an
amount owed
for a debt
already
collecting

IN SERVICE
DEBT with a
future start
date

10

Go to Pay Calculation Results and click on the most current calendar group.
Click on the Accumulators tab.
Click on Last on the Calendar Information box and hit view all.

Calendar Group Results || Eamings and Deductions Supporting Elements

‘_J_E[gl_t_!__!jl_t_)_!!_z_e_y_ggtt EMP D 2222222 Empl Record: 0
Calendar Group ID: C115080 201506 On-Cycle AD Mid Month
[ Calendar Information Find First £ 1 0f2 O 1ast
Calendar ID: CG ABS TK 2015M06M Pay Group: UscG
Segment Number: 1 Version: 1 Revision: 1
Gross Result Value: 0.00] usp Net Result Value: 0.005] usp

Customize | Find | View 21 | B | 3 First T 43073 0 Last

Scroll to the bottom of the Accumulator Results to the Custom Period area to
the CG AC DEBT DEDUCTS. It will help to expand the page to see which
instance you need if there is more than one debt.

Customize | Find | views | B | 2 st £ 156 056 1 Last

Period Element Name Amount Description From Through User Key 1 E:;rz g:;rs
Custom  [CE aC DeaT 1992.60000057 Joeriee BEOLg4ip1/2008 000000000002

Custom  |CE aC DeaT 881.1400005g [ Senice Deot 01/01/2004 000000000004

Cusiom | oo e MEDICAR 27.00000053 MEDICARE 0110112004

Custo |GG AC OASDIPRMM | 1154500005 o) eV p1m1i2004

Custom  FWT AC PRMM 224 6400005 |, VT Frevous D1/01/2004

ggﬁg’dm LEAVE ENT_BAL 20.00000053 Leave Entilement | 01/01/2004

At this point, since the debt is a Deduction Balance it shows how much has
been collected so far and math must be done to give the member his remaining
balance.

In this example: $3,664.11 - $1,992.60 = $1,671.51 is the balance still owed.

Since this debt hasn’t started collecting, take note of the amount in the EABP
and inform the member of the start date of collection.




Advance Pay

Advances

Advances are recorded in the Pay Calculation results.

) 0
Compenents || Refro Adjusiments | Deducfien Amears || User Fields

Element
Type

Slice Begin  Slice End

Element Name Amount  Description Instance Date Date

Resolution Details

Eamings ADVANCE PAY 1000.000000%z) Advance Payment 1/05/01/2015  |05/15/2015 |Resolufion Defails

Conditions of Entitlement:

e Transfer out of the current unit’s MHA.

e Transfer is within unit’s MHA and authorized HHG shipment.

¢ VVessel has changed homeport.

¢ Reservist ordered to Active Duty 140 or more days.

e Amount not to exceed 1 month of Basic Pay. (ALCOAST 422/12)

Time limits:

o At least 30 days prior to departure.

¢ No more than 90 days prior to departure.

¢ No later than 60 days after reporting to PDS (or return of ship to homeport).

Exceptions to Time limits:
e Greater than 90 days prior to departure in exceptional situations, as deemed
appropriate by the Commanding Officer.

e Up to 180 days after reporting when dependents arrive more than 30 days
after member, and

e 61 — 180 days after reporting, in writing, with justification for request.

Liquidation Schedules:
e Initial liquidation is either 12 or 24 months.
Changes cannot be completed until initial compute cycle has been processed

Calculations will be Basic Pay less:
e Taxes (Federal, State, & FICA) e Dependent Dental Plan Deductions

e SGLI e Garnishments

e Debts e Mandatory Support Allotments

e Forfeitures e Bankruptcy Deductions

e MGIB Deductions o TSP Deductions (Basic Pay Only)

Continued on next page

11




Advance Pay, Continued

Advance
BAH/OHA

Advance Debt
information

12

Advanced BAH or OHA is authorized for advanced payment of rent, security
deposits, and/or initial expenses incident to occupying other than Government
housing, and may be made anytime during a member’s tour. Advanced BAH
and OHA are liquidated over 12 months.

e Maximum Advanced BAH payable is three months.
e Maximum amount of Advanced OHA is not to exceed one year’s
anticipated housing expense or one year’s OHA, whichever is less.

The Allotment name is CG AC ADVANCE. The EABP name is ADVANCE
PYBK. The Accumulator in Pay Calculation Results COUNTS DOWN!

Go to the EABP and to make sure the Advance has been created and take note
of the Instance number, the start date for collection, the monthly payment
amount and the type of Advance (BAH, OHA, PAY). It DOES NOT show
the original Advance amount.

Christopher Columbus 1D: 3333333 Empl Record: ]
Category: @,
Entry Type: Element Name: @,
As of Date: Eﬂ | Select with Iatching Criteria |

Clear

&Assignments

Customize | Find | B | ¥ First © 148 0f18 1 Last
\ \

Active Im\t

*Process
Order

Element Name

Description in Date  End Date

ADVANCE PYBK Liguidation of Advance 999 07/01/2015 [ ] 1[4 =]V
Element Detail
Employee ID: 3333333 Empl Record: 0 Mame: Christopher Columbus
Element Mame: ADVANCE PYBK Liquidation of Advance Instance: 1 m

¥ Assignment Is Active Currency Code: WQ
*Process Order: | 999 Recipient Tag: ’_DQe
*Begin Date: [07/01/2015 | End Date:| | Previous End Date:

[l Allow Batch Update of End Date Updated in Payroll Run

 Calculation Information

Calculation Rule Amount

US Dollar

Amount: [Numeric — \ v]

Amount Element: Q

Amount Value: 53.33g

+ Required Fields

Advance Type: | Pay v|
Advance ID: 1.000000

Continued on next page



Advance Pay, Continued

Advance Debt  To find out the Advance amount owed go to the Pay Calculation Results.

information, Click on the most current Calendar and then click Accumulators tab. Click on
continued Last on the Calendar Information box and hit view all.

Calendar Group Results Earnings and Deductions Supporting Elements

Christopher Columbus EMP ID: 3333333 Empl Record: 1]

Calendar Group 1D: 115060 201506 Cn-Cycle AD Mid Month

" Calendar Information Find First K 2072 I Lost

Calendar ID: CG ACT 2015MOSM Pay Group: Usce

Segment Number: 1 Version: 1 Revision: 1

Gross Result Value: 2706355 uso Net Result Value: 1,716,755 usD

Scroll to the bottom of the Accumulator Results to the Custom Period area to
the CG AC ADVANCE. It will help to expand the page to see which instance
you need if there is more than one debt. This shows the total amount of the
Advance owed.

Accumulators Customize | Find | view5 | B % " First K70 of 70 U Last
Period Element Name Amount  Description From Through User Key 1  User Key 2 g:;r

ustom

beriod CG AC ADVANCE 1000 .DUE}DDD,%.: Advance Balance |01/01/2004 P 000000000001

13



14



SGLI Arrears

SGLI, TSGLI,
and FSGLI
Arrears

Amount Owed

A member is in arrears with SGLI when they fail to drill or fail to prepay for
SGLI while not drilling. To find out the arrears amount go to the Pay
Calculation Results and view the current calendar. Click on the Earnings and
Deductions tab and click on Deduction Arrears tab. This shows the bi-
monthly amount that is added to the arrearage.

| Eamings & Deductions Customize | Find | View5 | BV | # rirst 1 4808 | Loet
Element Results | Components || Refro Adjustments |l I ean e el User Fields

E;e;e"‘ Element Name Amount  AMOUIINOY  payhack Amount | AMCINEANTET g siution Details

Deduction  |FSGLI 00000005 ~ 6.500000 6500000} Resolution Details

Deduction  |SGLI 0.0000005]  14.000000 14000000} Resolution Details

Deducton  |TSGLI 0.000000F5  0.500000 D.SODD% Resolution Details

The Element Names are SGLI_ARR, TSGLI_ARR, and FSGLI_ARR.
Cumulative amounts will display in the Accumulators tab of the most current

calendar.
Accumulator Results User Keys =¥

Period Element Name Amount Description From Through

Custom Period FSGLI_ARR 26.DDDDDDﬂ Family Servicemembers Grp Life 01/0172004

Custom Period SGLI_ARR SE.DDDDDDﬂ Servicememibrers Group Life Ins | 01/0172004

Custom Period TSGLI_ARR = Traumatic SGLI 01/0172004

Positive Amounts = arrears
Negative Amounts = prepayment credit

15
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PPC Special Payments and Cash Deposits

Special
Payments

A Special Payment may be authorized under two circumstances:
¢ Non-receipt of pay, and
e Significant pay shortage.

All criteria below must be met to be eligible:

e Pay shortage is greater than $100,

¢ Pay shortage is 10% or more of member’s total pay,

¢ Pay shortage is not scheduled for the next regular pay,

e Pay shortage is causing a financial hardship, and

e The SPO has submitted supporting documentation for the entitlement.

To see when a Special payment is processed you must go to Pay Calculation
Results in the Pay and Processing Shortcuts Pagelet.

Results by Calendar Group
Enter any information you have and click Search. Leave fields blank for a list ¢

F N
— Ny o ARG Yallls

Maximum number of rows to return (up to 300): |3IIIEI

Empl ID: | begins with || 4444444
Empl Record: = v |
Calendar Group ID:[begins with v/ @,
Name: | begins with ||

Search || Clear 'w @',3] Save Search Criteria
Search Results
View All First [4] 1-170f17 [#] Lasy
Empl ID Empl Record Payment Date Calendar Group 1D Name
44444440 050172015 C©115041 CHELZEA HAMDLER
44444440 D42202015 lDFFEG“IEDd-ED ICHELSEA HAMDLER
44444440 04152015 |S115040 CHELSEA HAMDLER
44444440 D412015 (C115031 CHELZEA HAMDLER
44444440 02122015 |C115020 CHELSEA HAMDLER

Continued on next page
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PPC Special Payments and Cash Deposits, Continued

Cash Deposits ~ Cash deposits are made primarily to liquidate a debt in DA. In order to
process the payment and close the debt, the member must call PPC or submit
a help ticket to make a payment arrangement. An EABP row must exist for a
debt to credit a cash deposit in the system. Other reasons for cash deposits are
SGLI payments for Reservists and the Savings Deposit Program.

) Recipient
Element Mame Description ‘Pr%_crf’i? Begin Date End Date Active Instance
IN SEVC DEBT | In-Service Debt 9949/ | 06/01/2015 ||06/01/2015 Eﬂ [+ 1 ﬂ j
IN SEVC DEBTR In-Service Debt 9949 | 06/01/2015 Eﬂ [+ 2 ﬂ j

Cash Deposits are recorded in the Notepad within the EABP for that specific
debt. Click on the notepad feature to view any notes about the debt.

Element Assignment By Payee
Element Detail
Employee ID: 1234567 Empl Record: i} Name: _.!_i-_a_g_lf__gk_e_l_l_i_rlg_t_gp
Element Name: |N SRVC DEBT In-Service Debt Instance: 1 %
Wi Assignment Is Active Currency Code: [USD @, US Dollar
*Process Order:| 999 Recipient Tag:| 0@,
*Begin Date: [06/01/2015 5] End Date: El Previous End Date:
[ Allow Batch Update of End Date Updated in Payroll Run

Continued on next page
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PPC Special Payments and Cash Deposits, Continued

Cash Deposits
(continued)

This will open up the notepad in a new window and where you will get details

about the debt and any payment put into the system for that debt.

Notepad

*Employee ID: 1234587
*Empl Record: 0
*PIN Number: 13334
*Instance Number: 1
Notes From: @ Through: @
| Search | AddaMNewNote |
[ Existing Motes Customize | Find | E1
Employee Empd PiN Instance A
) Record Mumber  Mumber SIEEE Bi=m=t
05132015
L-35n Eayment c
1234567 [v] 13334 1 Cash Payment Y]
05/042015
1234557 1] 13334 1 ElCA 5124M
0453072015
1234567 1] 13334 1 BASIC PAY 40500

Clicking on the Cash Payment link will provide specific details about the
payment.

» Instructions
| Selected Performance Note

Selected Note

Applications
Employee ID: 1234567 Created: 03/05/2015 4:07PM
Empl Record: 0 Creator: Sandra Dee
PIN Number: 13334 Updated:
T Instance Number: 1 by:
Subject: [PEBT PAYMENT
Note Text: DEBT PAYMENT IN FULL VIA CREDIT CARD 2/5/15 (Eal
Save

19
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Travel

Introduction All Coast Guard members will perform some form of travel during their
career requiring the preparation and submission of claims.

Objective This section provides information to successfully locate references,
navigate through Web TPAX, and see the common errors when submitting
a PCS Claim (DD Form 1351-2).

Tutorials All of the PPC TPAX tutorials can be found at the following links:
http://www.uscg.mil/ppc/multimedia.asp#TPAX
http://www.uscg.mil/ppc/webtpax/index.htm

Important Some important information to remember:
Information e It is Required to submit a travel claim within 3 working days after the
travel is performed.
e In case of an audit, a member is REQUIRED to keep all orders, travel
claims and receipts for 6 years and 3 months.
e It is strongly recommended that members submit an authorization and
have it approved in Web TPAX before travel begins.
e PCS travel claims must still be mailed to Topeka.
e Order Numbers (TONO) and Type of Order must match.
—11 TONOs are:
= Normal (One trip 12 hours or greater — ADT).
— 13 TONO:s are:
Blanket (Repeat travel under same TONO, and orders where submitting
multiple travel claims throughout the duration of the orders).

Continued on next page
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Travel, continued

TDY Incidental Effective 1 October 2014, Incidental expenses have been expanded to

Expenses include CONUS laundry, baggage tips, and ATM fees.
Duty Day Leave the Duty Day at default values.
Date Location R:':::n %‘:;I oL ;:‘;":d Lodging Meals AE% Lodging Taxes Miles
66683 Topeka,
10/1/2012 | DEP | KANSAS cP
10/1/2012 | ARR | 33131 Miami, ™ LOP ca e [ o J[1es00][ 1000 [ 0 ]
FLORDDA
33131 Miami,
10/5/2012 | DEP | FLORDA cP
10/5/2012 | ARR 66683 Topeka, MC NLG [ o ][ 000 J[ 000 |[ 0o ]
KANSAS

Settlements for  Either the “Authorization” or the “initial settlement” must be
Long Term completed identifying the actual inclusive beginning and ending dates
DY for the entire period of the orders.

TPAX allows members to complete a settlement at any time while on long
term Reserve Orders. Members can only submit multiple claims on orders
with “13” type TONOS.

Within TPAX, complete settlements using “L.T.TDY.” There are three
options in TPAX using this function:

L.T. TDY — Beginning (initial settlement)
L.T. TDY — Middle (any settlement between initial and end of orders)
L.T. TDY - Ending (final settlement upon completion of orders)

A complete Tutorial for processing LT TDY settlements is available in
PPC Web at: http://www.uscg.mil/ppc/multimedia.asp#T-PAX

PCS Travel The following blocks show the most common problem areas on PCS
Claim Problem  Travel Claims.
Areas
6 TYPE OF PAYMENT [ as apnlicabie)
TOY M emberEmplayes
FLS Other
Dependentis) OLA,

o Member/Employee: Check if the mbr/employee traveled.

e Dependent(s): Check if dependent(s) traveled with member.

e DLA: Check if want to be reimbursed for DLA.

This box MUST be checked even if member was already given advanced
DLA prior to PCS travel.

Continued on next page
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Travel, continued

PCS Travel
Claim Problem
Areas,
continued

il ﬂPDRESS. 8. NUVIBER AND STREET h. CITY (. STATE | d ZPCODE

& E-MAIL ADDRESS

This block must have member’s current residential address at new PDS. If the
member has not secured a new residence, put the Duty Station’s address and
make note of this in block 29 Remarks.

9. PREVIOUS GOVERNMENT PAYMENT S/
ADVANCES

Remember that this box only represents TRAVEL Advances that member has
received, not Advanced Pay or Advanced BAH.

13. DEPENDENTS® ADDRESS ON RECEIPT OF
ORDERS {Irciude Zip Code)

This block must list dependent(s) residential address at the old PDS vice the
new PDS. Block 13 cannot be the same address as block 6. This shows that
the dependent(s) relocated and can be reimbursed dependent(s) travel
entitlements and DLA with dependents.

Continued on next page



Travel, continued

PCS Travel
Claim Problem
Areas,
continued

Scanning
Documents

L. i}
15. ITINERARY MEAMS! | REASON

8.
a. DATE b. FLACE (Home Office, Base, Acthaly, City and Stake; MODE OF | FOR LODGING FOC
Cily and Country, eic) TRAVEL | STOP cosT MILES

DEP

ARR

DEP

ARR

DEF

ARR

Make sure you fill out all of the appropriate blocks for each leg of travel. The
abbreviations for these boxes can be found on page 2 of the DD Form 1351-2.

16, POC TRAVEL (¥ onel CWNIORERATE PASSENGER

This block must be checked “Own/Operate” for reimbursement of monetary
allowance in lieu of transportation (MALT).

20.a. CLAIMANT SIGNATURE =

This block MUST have member’s original hand written signature in blue
ink. Photo copies (including color copies), electronic signatures, stamped
signatures, and certified to be true copies are not authorized.

As per ALCOAST 235/15, PPC is highly encouraging travelers to use the
“Manage Image” button within WEBTPAX for members to attach
readable scanned .PDF documents/images to be included with ALL TDY
advance requests and TDY settlement claims.

A step-by-step tutorial on the use of “Manage Images” button is available
on the PPC Travel Branch webpage at:
http://www.uscg.mil/ppc/travel/ScannedDocumentsInTPAX.pdf



http://www.uscg.mil/ppc/travel/ScannedDocumentsInTPAX.pdf
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