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PPC SPO Manual
Part Ill — General Transactions
Chapter 1 — Manage Competencies

Overview

Introduction Competencies is a term used to describe a person’s skills, training, achievements,
honors and awards. In the Coast Guard, we use the Competencies module to

record information about our personnel.

Inthischapter  The following topics are covered in this chapter

Topic See Section
Honors and Awards I-1-A
Competency Codes 11-1-B
Education and Degree Information 1-1-C
Languages I1-1-D
Licenses & Certificates 1-1-E
Memberships I-1-F
Test Results 1-1-G
Training I-1-H

queries are available:

The following competency reports are available:
Accomplishment (Awards, Educations, ASVAB, etc.)
Competency/Qualifications Report

Personnel Data Information File Report

Training by Department Query

members in paygrade E7, E8 or E9)

o Add or Update a Accomplishment Query by Department
o Add or Update a Competency Query by Department

Reports and Queries: See PPC SPO Manual, Part X (Error Feedback, Reports
and Queries), Chapter 3 (Reports and Queries). The following reports and

Senior Enlisted Academy Course Completion Query (Shows all

You can also use these queries to find member competency information:



http://www.uscg.mil/ppc/spoman/SPOMANPART10.pdf�
http://www.uscg.mil/ppc/spoman/SPOMANPART10.pdf�
http://www.uscg.mil/ppc/ps/member_competencies/accomplishment_(awards,_education,_etc.)_report.htm�
http://www.uscg.mil/ppc/ps/member_competencies/competency_qualifications_report.htm�
http://www.uscg.mil/ppc/ps/member_competencies/personnel_data_information_file_report.htm�
http://www.uscg.mil/ppc/ps/etr/run_the_training_by_department_query.htm�
http://www.uscg.mil/ppc/ps/training_administration_system/senior_enlisted_academy_course_completion_query.htm�
http://www.uscg.mil/ppc/ps/global_workforce_inquiry_solution/find_skills_acomps.html�
http://www.uscg.mil/ppc/ps/global_workforce_inquiry_solution/find_skills_comps.html�
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General Transactions

Section A — Honors and Awards

Overview

Introduction This section provides the procedures for viewing and updating a member’s
honors and awards data.

Discussion The Person Profile is used to store data about decorations, medals, ribbons
and uniform devices awarded to or earned by a military member.

Reference Please refer to the Medals and Awards Manual, COMDTINST M1650.25(series)
for policy guidance.

Inthissection  The following topics are covered in this section.

Topic See Page
Honors and Awards Individual 1-1-A-3
Honors and Awards Corrections, Updates and Deletions 1-1-A-11
Honors and Awards Multiple I-1-A-17

Awards CH-2 l-1-A-1
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General Transactions

Honors and Awards (Individual)

I ntroduction

Process

Portal
Navigation

This section provides the procedures for entering or updating a member's
Honors and Awards information in the system.

Individual USCG awards are maintained in the Person Profile of Direct
Access. Information about a member’s ribbons, medals and other honors is
stored here. The Servicing Personnel Offices enter and maintain this
information. The information is available to the member via self service.

Update a member's awards upon receipt of a copy of the award or completed
CG-1650.

If the Honor or Award Code is not present, contact COMDT CG-1221 at
(202)475-5384 to initiate the process of having it added to the database. After
the new code is approved, PPC will be notified to update the award table in
DA. After the update is completed you can complete the transaction.

Frequently used links for adding awards are located in the Portal pagelet for
Awards. These pagelet links allow a user to quickly navigate to pages without
going through a lengthy menu.

Awards Program =

did an Honor or Aweard Define Mass Update

Create Mass Updates Delete Mass Updates

Eeport Mass Updates Inbound File Interfaces

1. Add an Honor or Award: This link takes the user to the Person Profile
screen. Honors and Awards are recorded on the Person Profile screen.

Continued on next page
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General Transactions

Honors and Awards (Individual), Continued

Portal Link/
Menu Path for
Viewing or
Adding an
Award

L ocating the

When you want to view a member’s honors and awards or when information
about a member’s award is received and ready to be entered into Direct
Access, navigate to the following page:

Portal Link: Add an Honor or Award

Menu path: Main Menu > Workforce Development > Profile Management >
Profiles > Person Profiles

Direct Access also remembers recently used pages. If you have used the
Person Profile page recently, you can go to Favorites > Recently Used >
Person Profiles.

Use the Search record to pull up the member’s Person Profile using the

Member member’s EMPLID or name.
Person Profiles
Enter any information you have and click Search. Leave fields blank for a list of all values.
) Add & Mew Value

Waxirnurn nurmber of rowes to return (up to 2003 (300

Empl ID: heging with = ||

Profile Type: heging with - (&}

Hame: hegins with -

Last Hame: hedins with -

Alternate Character Hame: begins with -

[T Include History Correct History  [[] Case Sensitive

Search Clear  Basic Search Save Search Criteria

If the search returns more than one record, be sure to select the correct
member’s record that has “PERSON” in the Profile Type column.

| |PERSOM < l MR GAR rhlank)
Note: If a member has both a Person Profile and an Awards Coordinator
Profile, then that member is a PHS officer who is or has been assigned to the
Coast Guard for duty. Please coordinate with the member and PHS to ensure
that the member’s awards are properly approved and recorded.

Continued on next page
I-1-A-4 CH-2 Awards



General Transactions

Honors and Awards (Individual), Continued

Viewing 1. Select the “Qualifications” tab.
HonorS and Favarites Main Menu > Workforce Qevelopment » Profile Managermnent > F‘roﬁles » Person Profies
Awards
Person Profile
Empl D: # Morgan
Profile Type: FERSOM Ferson
*Profile Status: Active hd
*Description: Morgan
Profile Actions: =Select Action= - ® e S
Competencies Responsibilities Qualifications G Education NVQ
Projects Worn Rank Mobility

~ Competencies (Requires Approval)

There are currently no Competencies for this profile. Please add one if required.

Add Mew Cornpetencies

Competencies Responsibilities Qualifications Education HYQ
Projects Worn Rank Mobility
Save
&\ Returnto Search | |45 PreviousinList | |45 NextinList | [ Addt |

2. Alist of the member’s current honors and awards will display. If a member has more
than five honors or awards, they won’t all display unless you click “View All.”
~* Honors and Awards {Approval Mot 1

Required) | ivd Kl 150111 O

10 Honor and Award View History

CGAF Armed Forces Service Medal El
CGEWOTS Global War Terror Service hedl i
CGHC CG Achieverment hedal El
CGMB 23 Meritorious Unit Comim Ribbo m
CGML G Rifle Marksrman Ribbion EI
Add Mew Honars and Awards

Continued on next page
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General Transactions

Honors and Awards (Individual), Continued

Viewing 3. Check to see if the member already has an award of the same type. This icon indicates

Honors and that there are multiple entries for the award type:

Awar ds B

(Cont’d) Note: Clicking this icon will access the award in “view only” mode. Always

use the link in the Honar and Award column to access the award if you want to make
changes.
e:-llﬂir:::i? and Awards (Approval Not e emrergon ke
[1] Honor and Award View History
CGAF Armed Forces Service hedal m
CEEWATS Global War Terror Senice Med EI
CGHC CG Achievernent Medal E
ZGMB G heritarious Lnit Comim Ribbo il
CGML CG Rifle Marksman Ribhon E
G CG Pistol Sharpshooter Ribbon m
CGMT CG Mearitarious Team Comim Ribbo EI
CGMA CG Comdt Lir of Comim Rikbhbon E
CGNH Mational Defense Service WMedal m
CGRUC CG Presidential Unit Citation EI
CGEU CG Port Secutity Insignia E
Add Mew Honors and Awards
Continued on next page
I-1-A-6 CH-2 Awards
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Honors and Awards (Individual), Continued

AddingaNew, 1. Toaddanew honor or award to the member’s profile, click “+ Add New Honors and

Unique Honor Awards.” The “Add new Honors and Awards” page appears.
or Award Person Profile
Add New Honors and Awards
Empl ID: Margan
Profile Type: FERSOM Ferson

Add itern details. Select OK to apply changes and return. Select Cancel to return. Select Apply and Add to
continue adding additional iterns.
Dot

*Honor and Award: a =

*lssue Date: 0551362011 El

*Status: Active v

From Date: li 1]

To Date: |

Grantor: @
0K Cancel Apply and Add Another

2. Enter the data about the award:

a. Honor and Award (Required): Enter the Award Code or, if the Award Code is
unknown, search for the award by clicking the magnifying glass. Users may
enter part of the title of the award in the Description field and click “Look Up”
and/or use Content Group Type to filter the search. The magnifying glass will
bring up the menu options.

Content Type: HOM

Content kem ID: hegins with |

Content Group Type: begins with - | Q
Content Group: hegins with - | aQ,
Description: heging with - |

Loak Lp Clear Cancel | Basic Lookup

Continued on next page
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General Transactions

Honors and Awards (Individual), Continued

Adding a New, Content Group Type allows you to narrow your search to the class of honor, i.e.,
Unique Honor medal/ribbon/award; pin/badge/insignia; or recognition

or Award
(cont’d)
Look Up Content Group Type

Content Type: HOM
Conmtemt Group Type: begins with - |

Description: hegins with |

: Look Up Clear Cancel :ElasicLonkug

Search Results
e 100 First [[] 1-2 et= ] Last

Content Group Type Description
MOL/RBMNAWD MedaliFibbonifvward
FIMBDGIAMNEG FiniBadagelnsiania
RECOGMITION Fecognition

b. Issue Date (Required): Enter the date the award was granted to the member.

Status (Required): This field defaults to “Active.” Do NOT change this field.

From Date (Optional): If the award is for a specific period of time, enter the

beginning date for that time frame. If the From Date is completed, the To Date

must be completed as well.

e. ToDate(Optional): If the award is for a specific period of time, enter the
ending date for that time frame. The To Date must not be before the From

oo

Date.

f.  Grantor (Optional): The agency or organization granting the award.
st ‘Find | View Al {
*Honor and Award: CGHC Qa CG Achievement Medal
*Issue Date: 09/27/2011 E
*Status: Active -

From Date: 01012011 [3]
tro Date: lo4i01/2011 ] ToDate mast be >= From Date
Grantor: TEST

3. Click “OK” to save the record.
4. Click “Save” at the bottom of the Person Profile page to commit the changes.

Continued on next page
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General Transactions

Honors and Awards (Individual), Continued

Adding an Many awards can be granted to a member multiple times. In these cases, the
Additional procedure to add the award to a member’s Person Profile is slightly different.

Award of the  To add another instance of the same award, follow these steps:
Same Type

1. Toadd a new award that the member has previously, click on the existing award record.
CiEmB CG Meritarious Unit Comm Ribbo

2. Click on the “+” in the upper right-hand corner of the record.
Person Profile

Update Honors and Awards

Empl ID: Morgan

Profile Type: FEREOMN Farzon
Lindate item details, then select QK 1o apply changes and return. Select Cancel to return without any changes.

Wiew & First &N 4 of 1 8 |5zt
Honor and Award: COML CO Rifle Marksman Ribhon gt | =]

*lssue Date: 10/1852008 5]

*Status: Active -

From Date: ]

To Date: [l

Grantor: PSI313 @
oK Cancel

Continued on next page
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General Transactions

Honors and Awards (Individual), Continued

Adding an 3. A new award record is created with the current date populated in the Issue Date
Additional field. Also, the record will say “1 of x” in the upper right corner of the record.
Award of the Person Profile
Same Type Update Honors and Awards
(contmued) Empl ID: Margan

Profile Type: PERSOM Person

Lpdate item details, then select Ok to apply changes and return. Select Cancel to return without any changes.

Honor and Award: E5ME G Meritorious Unit Comm Ribbo =]
*lgsue Date: nar 32011 Eﬂ
*Status: Active -
From Date: E‘j
To Date: E‘j
Grantor: DG @,
Ok Cancel

4. Enter the data in the same manner as “Adding a New, Unique Honor or Award.”

5. Click “OK” to save.
6. Upon returning to the Qualifications tab, the multiple records icon will be there.

=13

7. Click “Save” at the bottom of the Person Profile page to commit the changes.

I1-1-A-10 CH-2 Awards
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Honors & Awards Corrections, Updates and Deletions

Introduction This section provides the procedures for:

e Making a correction to an honor or award entry
e Making an update to an honor or award entry

e Deleting a Single Award

e Deleting One Award of Many

Making a 1. From the Qualifications tab, select the award to be updated or corrected. If the member
Correction has received the award multiple times, be sure to select the correct award record.

2. Change/correct the appropriate fields.
3. Click “OK” to save.

4. Click “Save” at the bottom of the Person Profile page to commit the changes.

Making an 1. From the Qualifications tab, select the award to be updated or corrected. If
Update the member has received the award multiple times, be sure to select the
correct award record.
2. Add a row by clicking the “+” sign.
3. Update the appropriate field.
4. Click “OK” to save.

5. Click “Save” at the bottom of the Person Profile page to commit the
changes.

Continued on next page
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General Transactions

Honors & Awards Corrections, Updates and Deletions,

Continued

Deleting a 1.

Single Award

2.

3.

To delete an award that a member has received only once, click the trash can on the row
of that award.

CGME CG Meritorious Unit Corrm Ribko @ m

Click “OK” to confirm the deletion.
" Delete Confirmation

Delete current’selected rows fram this page? The delete will occur when the
transaction is saved.

(0] Cancel

Click “Save” at the bottom of the Person Profile page to commit the changes.

Deleting One 1.

Award of Many

2.

To delete one award of multiple awards of the same type, select the award.
CEMT CG Meritorious Tearn Cormm Ribho B m l

Scroll through the records using the arrows to find the correct record to delete.

Honor and Award: CGMT G Meritorious Tear Cornrm Ribbo 0E|
YIssue Date: D&M 472008 El

*Status: Active -

From Date: El

To Date: [ E

Grantor: CGHO 06102 &

Continued on next page

-1-A-12
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General Transactions

Honors & Awards Corrections, Updates and Deletions,
Continued

Deleting One

Award of Many A user can also “View All” records.

(continued) v iew Al First B0 1 of 3 I Last
Honor and Award: CGMT ZG Meritorious Team Comm Ribho 0E|
1ssue Date: 0542008 [5
*Status: Active -
From Date: E
To Date: e
Grantor: CGHQ CG-102 &

Continued on next page
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General Transactions

Honors & Awards Corrections, Updates and Deletions,

Continued
Deleting One 3. Once the correct record has been located, click the “-* button in the upper right-hand
Award of Many corner of the record.
(continued) Find | igw 1 First B 4-3 of 3 1 Last
Honor and Award: CEMT Ci3 Meritorious Team Comm Ribbo 0E|
‘ssue Date: 08 42008 [#]
+Status: Active -
From Date: E‘J
To Date: &)
Grantor: CGHG CG-102 %
Honor and Award: CGMT CG Meritorious Tearm Comm Rihm"IEI
*lssue Date: 10/ 52007 [
“Status: Autive -
From Date: E‘J
To Date: E‘J
Grantor: CGHG ¥
Honor and Award: CEMT Ci3 Meritorious Team Comm Ribbo oEl
‘lssue Date: o7 ziz007 =
+Status: Active -
From Date: EJ
To Date: &)
Grantor: %
Continued on next page
l-1-A-14 CH-2 Awards



General Transactions

Honors & Awards Corrections, Updates and Deletions,
Continued

Deleting One 4. Click “OK” to confirm the deletion.

Award of Many ' Delete Confirmation K |

(continued)

Delete current'selected rovws from this page? The delete will occurswhen the
transaction is saved.

8] 4 Cancel

5.

6. Click “Save” at the bottom of the Person Profile page to commit the changes.

Deleting All This process is the same as deleting only one instance of an award type. Each

Recordsfor an  record must be deleted individually using the steps outlined in the “Deleting

Award Type One Award of Many” section. To prevent unintentional deletions of awards,
the trash can functionality for multiple awards of one type has been disabled.

Awards CH-2 1-1-A-15
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General Transactions

Honors and Awards Multiple

The Hono
or all men

award is I} pjaage see E-Mail ALSPO J/11, Honors and Awards

awards. Tf ) jac Update Process, for the new procedures.
PeopleSof

Update Pending. or some

ata:

Procedure

&w \ LAAN"A L4 ] /
roster of personnel authorizéd the award. The roster shall

3 Transmit the roster gaaward citation/authorization to PPC
Customer Care Vig

User Role HELP

for this isle: lam a Command. SPO ar AD supportuser -

Cayefory: PERSONNEL ACTION - "
Type: TRAINING AND PERFORMANCE DATA - | "
Reason: HONORS AND AWARDS i

Follow the instructions at
http://cgweb.ppc.uscg.mil/ccb/attachment.asp#guide to'sttach the
spreadsheet and award citation/authorization to the troublexticket.
4 PPC (ID) will perform the mass update and inform the SPOW\
the update is completed.
N\

AN

Awards CH-2 -1-A-17
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Manage Competencies

Section B — Competency Codes

Overview

Introduction This section provides the procedures for updating a member’s competency
codes.

Inthissection  The following topics are covered in this section.

Update Pending

Please see E-Mail ALSPO B/12, Direct Access Technology Refresh - Person
Profile, for new procedures.

The procedures in this section may still be used for viewing data, but any data
updates must be processed as described in the ALSPO.

Competency Codes l-1-8-1



Manage Competencies

About Competency Codes

Reference

Competency
Dictionary

Background

Update Pending

Please see E-Mail ALSPO B/12, Direct Access Technology Refresh - Person
Profile, for new procedures.

The procedures in this section may still be used for viewing data, but any data
updates must be processed as described in the ALSPO.

The Competency Dictionary, a complete listing of Coast Guard competency
codes is available for download. (The links below will open an Excel
spreadsheet, which you can save to your local directory. If you do choose to
save the file, remember to check back here periodically for updates. The
revision date is listed in the first cell of the spreadsheet.

Competency Dictionary is available at:

e http://www.uscg.mil/ppc/da/CompetencyDictionary.xls or via the CG Portal,
o https://cgportal.uscg.mil/lotus/mypoc?uri=dm:fdb6a6004098cf7885d3973b01f2374b&verb=view

This section provides a brief introduction to the makeup of competency
codes. The initial setup of the DA competency codes table took the original
two-character PMIS/JUMPS code and added a two or three-character prefix.
Competency codes are divided by type for easier location and assignment.

Type Description Short Description
ATON Aids to Navigation ATON
AVI Aviation Aviation
BOAT Boat Operations Boat Ops
C4IT Cmd/Ctrl/Comms/Computers & IT | C4IT
CMDS Command and Staff Cmd&Staff
COMP Comptrollership Comptroller
ENGI Engineering Engineer
HLTH Health Services Health Svc
HR Human Resources HR
. INAC Inacti.ve Inactive
remove OBCS INTEL Intelligence Intel
during the LE Law Enforcement LE
transition to the LEGAL Legal Legal
new Officer - -
Specialty Codes MARSAF | Marine Safety Marine Saf
system. OBC Officer Billet Code OBC
OPSAFL Operations Afloat OPS Afloat
OPSASH Operations Ashore OPS Ashore
WEPS Weapons Weapons
Continued on next page
l-1-B-2 Competency Codes
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Manage Competencies

About Competency Codes, Continued

Rating Specific
Four/Five
Character
Codes

Five-Char acter
Codes

Normally rating specific codes can only be assigned to personnel in the specific
occupational specialty. However, due to the recent establishment of new ratings and
mergers of others they can be assigned to personnel that are not part of the particular
rating (e.g. Some of the old TC codes are now applicable to the OS rating). The
prefix is always the rating. (Examples : BM01 and M ST02)

The first two or three characters (always alphabetical) are the enlisted occupational
specialty (rating) the last two (numeric or alphanumeric) are the original code from
the old Enlisted Quals manual and PMIS/JUMPS. So BMOL1 decodes as Boatswain’s
Mate (BM) — Code 01 — Heavy Construction.

There are two types of 5-character codes:

1. The rating specific ones (described above) where the rating is three-letters

2. The Special Series codes. Special Series. Can be assigned to anyone meeting the
qualifications. Not limited to specific ratings.

The five-character codes are made up by assigning a three-letter abbreviation for the
category (Aids to Navigation = ATN, Commercial Vessel Safety = CVS, etc.) and

adding the original two-letter Special Series qualification code.
Category PeopleSoft Prefix
Aids to Navigation ATN
Command, Control, & Communication CccC
Damage Control DAM
Marine Environment MAR
Commercial Vessel Safety CVS
Miscellaneous MIS
Operations OPS
Personnel PER
Mobilization Billet Codes MOB
Underway Officer of the Deck 00D
Boat Coxswain CXN
Aviation AVI

For example, these codes from the old Enlisted Quals manual:

Per sonnel

JA Career Info Specialist(ClS) & Unit Career

Counsel or

JB Drug and Al cohol Abuse Representative (D&A Rep)

JC I nstructor

JF Recrui ter

Show up like this in PeopleSoft:

PERJA Career infornation Speciali st
PERJB Drug & Al cohol Abuse Represent
PERJC I nstructor Know edge

PERJF Recruiter Know edge

Continued on next page
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Manage Competencies

About Competency Codes, Continued

Officer
Specialty Codes

The Future Force Office (CG-1B1) is currently working with the Office of
Workforce Forecasting (CG-12A) and the Personnel Service Center (PPC) on
a series of pilot programs to develop best practices before assigning Officer
Specialty Codes (OSC) to officers in DA.

The pilots require officers to review their Employee Summary Sheets (ESS),
a Coast Guard Business Intelligence (CGBI) tool recently detailed in
ALCOAST 154/09, which summarizes Officer Competencies, Specialties,
Assignment History, Education, etc. Pilot Program participants compare their
ESS data with the requirements in the Officer Specialty Templates to assess
the accuracy of their assigned OSC. This will lead to the development of best
practices to assign and validate OSC to the remainder of the Officer Corps.

The lessons learned and recommendations from the recently completed Phase
One Pilot involving the Assignment Officers (AO) in PSC-OPM-2 have been
incorporated in the Business Rules for upcoming phases of the Pilot Program.
Subsequent phases will include the remaining officers in PSC-OPM and RPM
(3RD QTR FY09) as well as a final phase at a Sector (Late 3RD QTR FY09).

Once all Pilot Program feedback is analyzed, OSC will be assigned to the
remainder of the Officer Corps and a separate ALCOAST will be released
providing a detailed process for officers to validate their OSC. Officers will
have the opportunity to request a review if they believe an incorrect OSC was
assigned. Officers are encouraged to review their ESS per the guidance in
ALCOAST 154/09 in preparation for the service-wide OSC validation
initiative. We envision an annual OSC validation process conducted much
like the OER Review process.

Due to the strategic intent of the Pilot Programs discussed above, ALL
OFFICERS must refrain from engaging with SPO or ADMIN staffs to update
legacy OBC or add new OSC data to their individual records at this time.

SEVERAL RECORDS HAVE RECENTLY BEEN ANNOTATED TO
SHOW THE NEW OSC AND THOSE NOT AUTHORIZED WILL BE
REMOVED BY CG-1B1. THIS IS NECESSARY TO ENSURE THE DATA
INTEGRITY OF THE OSMS.

l-1-B-4
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Manage Competencies

Competencies Individual

I ntrodud

Please see E-Mail ALSPO B/12, Direct Access Technology Refresh - Person
Profile, for new procedures.

The procedures in this section may still be used for viewing data, but any data
updates must be processed as described in the ALSPO.

Update Pending —

Process

Procedure

Update a member's Competencies upon receipt of:

e Competency Code Assignment Letter from Unit Commanding
Officer

e Other form/correspondence authorizing assignment or removal of a
Competency Code.

Follow the steps below to access, enter and/or modify Competencies.

Step

Action

1

Select menu items in the following order.
Enterprise Menu > Develop Workforce > Manage Competencies (GBL) > Use > Competencies

2

Enter the employee ID in the Emplid field or the members SSN in the Social Security
Number field and check the "Correct History" box at the bottom of the page. Then, press

the button. See Search Tips for help on locating a member.

Note: When choosing a member from the search results, please be sure you are choosing
the person you actually want to change data on. Verify the employee ID or national 1D
before making any changes. Also, since one member can have multiple records if they're
both a Regular or Reserve Member and an Auxiliary Member or Civilian Employee, please
be sure you are selecting the correct Employee Classification.

Competency

Thefirst page of three pages that makes up Competencies, the Competency

Assignment Page  Assignment page, for the member you selected is displayed.

|J{' CnmpetencvAssignment\.I Competency Rating Competency Verification

A listing of the member’s current competencies is located on the left side of this
page. Using the right side of this page, you can add additional competencies by

searching and selecting them, then moving them to the Assigned Competencies

section using the left arrow button.

©

Note: The Career Planning link and Populate from Job Button should not be
clicked. No functionality is attached to either of these items.

Continued on next page
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Manage Competencies

Competencies Individual, Continued

Searchingfor a  Follow these steps to search for the competency you want to add.

Competency See Search Tips for help on performing searches.
Step Action
1 Click the drop-down arrow under Type in the "Search by" area.

Choose a type to search. Examples of Competency types are listed below. The
drop-down menu lists the Short Description.

Type Description Short Cabegory Tyve
Description | s - 3

ATON Aids to ATON e

Navigation g Ops
AVI Aviation Aviation ;;:cmi""
BOAT Boat Operations Boat Ops v
caIT Cmd/Ctrl/Comms | C4IT

/

Computers & IT
CMDS Command and Cmd&Staff

Staff
COMP Comptrollership Comptroller
ENGI Engineering Engineer
HLTH Health Services Health Svc
HR Human Resources | HR Do not add, edit or remove

. n OBCs during the transition

INAC Inactive Inactive to the new Officer
INTEL Intelligence Intel Specialty Codes system.
LE Law Enforcement | LE iiﬁeg{f fr:es Xf,gﬁty
LEGAL Legal Legal Competency Codes
MARSAF | Marine Safety Marine Saf section of this chapter
OBC Officer Billet OBC

Code
OPSAFL Operations Afloat | OPS Afloat
OPSASH Operations OPS Ashore

Ashore
WEPS Weapons Weapons

Note: Refer to the Competency Dictionary to determine the type for the
Competency you want to add.

Continued on next page
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Manage Competencies

Competencies Individual, Continued

Step Action
2 The system will display the first ten available source competencies. Click the
"View xx" link to show additional (up to 300) competencies.
Category Tpe......
Searchby: | v | ENESIVIE ~
View10  First (] 1270127
“ompetencies [ Last
Description
[] BuoyDeck Rigger
[] Buoy Deck Supenisor
3 To quickly find a particular competency on the list displayed, press Ctrl+F on the
keyboard or choose Edit > Find (on This Page)... from the Internet Explorer menu
bar at the top of the window.
4 The Find dialog box will box will display.
5 Provide some search criteria and click Find Next.

A Find HE

Fitd what; Ifoicer in Charge, Afloat

™ Match whole ward orly S‘Ijedlon(—-— ﬂl
r tatch case Up & Down

[T oOfficerin Charge, Ashore (&)

E

The search will stop at each matching text string on the page. Click the Find Next
button to continue searching. Click the Cancel button when you locate the
competency.

Officer in Charge, Afloalfilay

Use the next row arrow ¥ to display the next 300 competencies and repeat this
step until you locate the competency you want to add.

Category Type
Searchby: | Knowledge » v
View10  First Kl 301-600 of 984
0 Last
Descri
[] Mobu

Use the arrow to view

D [] 08VIn{ and search the next 300
- competencies,

[] OPTra

[] SmallH -

Continued on next page
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Competencies Individual, Continued

Assigning the Follow these steps to assign the competency to the member.
Competency

Step Action
1 Click the Check Box next to the competency title to select it.
[ Officerin Charge, Ashore(dh)
el Oiicer in Charge eI
2

Click the Add button @ between the assigned and source competencies tables.

3 The selected competency will now be displayed in the member’s assigned competencies.
4 After a competency is assigned it must be rated and the correct date must be entered.
Click the "Competency Rating" tab at the top of the window to proceed.
Competency Assignment { Competency Rating \‘ Competency Verification
Notice, the *Proficiency column is blank in the new competency you added in the
previous procedure. See next topic for more instructions.
Deleting/ The Competency Rating page is also used to delete or edit a competency.
Updating a e Use the (=] button to delete a competency, or
Competency

e Change the date and proficiency fields on an existing competency.

Continued on next page
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Competencies Individual, Continued

Rating the

Follow these steps to rate the competency. The Interest Level column is not

Competency used in this procedure.

Step

Action

1

The system will default to the current date. Enter the correct effective date by
deleting the current date and typing in the correct date or by clicking on Elicon and
choosing a date.

Guidelines:

¢ Do not enter the current date for an effective date unless the member
received the competency on the same day that the record is being entered into
Direct Access.

e Do not use a date in the future.

e When correcting a membersrecordsto include competenciesthat are
"lnactive’, you must enter the date the competency was originally
issued. The effective date should be the date the competency was assigned
to the member, e.g. the date the member’s CO certified the member as
qualified to hold the competency or the date the member
graduated/completed the course of instruction.

Note: You may encounter this error message when you attempt to save edits to
effective date fields if you change the date of a competency using a date that
precedes the competency below it.

The inserted EffDt is not within the range of effective dates in the prior and
subsequent rows. (15,47) The effective date in a row must fit into the sequence of
other effective dates in the same scroll. It should be before the effective date of
the row above it, and after the effective date of the row below it.

If you encounter this error you will need to delete all the newer competencies and
add them back in the order they were earned by the member.

N

Click on the drop-down arrow in the *Proficiency column of the new competency

w

Choose "Good" from the list of options. The other options are not used at this time.

N

Click the "Competency Verification" tab at the top of the window to proceed.

Continued on next page
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Competencies Individual, Continued

Verifying the The final page in the Competency section is Competency Verification. Click
Competency on the Competency Verification tab to access the page.
Notice the Verified By column is blank for the competency you added in the
previous procedure. Follow these steps to verify the competency.
Step Action
1 Click the drop-down arrow in Verified Column in the new competency row and

select an option from the list.
Competency Assignment Competency Rating {Cnmpetency\feriﬂcatiun \_

Refer to the table below for guidance:

Option Use When...

NVQ (DO NOT USE) National Vocational Qualification recognized
Authority competency.

On The Job Competency was received through OJT. This includes PQS/JQR
Training earned Competencies. This value shall be used when a

competency is documented by the completion of Personnel
Qualifications Standards (PQS) or Job Qualification
Requirements (JQR) or other recognized On-The-Job training
program.

By Test Competency was received by formal training, culminating in a
written, oral, or practical examination. This value shall be used
when a competency achieved through official Coast Guard or
commercial training.

External Competency was assigned automatically from another
Interface application (TMT). Do not use this for manual entries.

The system will auto fill this field with the year from the Effective Date field.
Complete the Year Acquired if different from the effective date: Enter the year
corresponding to the year the competency was initially earned, this will usually
be the current year.

Complete the Year Last Used: This field is used to capture currency. Enter the
Year the Competency was last used. If this is the initial competency entry, enter
the current year. If this is a review and update of member competencies, enter the
last year the member used the competency or the current year if use is on-going.

4

(Optional)

Complete the Yearsof Experience: This field is optional. If desired enter the
cumulative years of experience using/demonstrating the competency.

Continued on next page
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Competencies Individual, Continued

Verifying the Competency (con’t)

Step

Action

5

Carefully review the data you have entered before saving this transaction. Be

absolutely sure that all the data is correct and that you have not made any

typographical errors. Be sure you entered the correct employee ID number when
you began this transaction. If you have any questions or concerns, cancel the

transaction and ask for help. Otherwise, proceed to the final step.

Click the Bs=ve) pytton to save your work.

Example of a completed Competency Verification Tab:

Home = Develop Workforce = Manage Competencies (GBL) = Use = Competencies

| Competency Evaluation  Compelency Assignment ) Competency Rating | Competency Verication 'y

Joseph Guardian Employee ID: 1234567
ICompetency Verification View Al First (4] 4 o4 [B] Last
Evaluation IDIType: 01 Approved
Assigned Competencies View All First [4] 4 o4 [ Last
T Effective 2 Year Year Last Years of
T aihoN Date Vet Acquired Used Experience
test 04/22/2010 |[Oihe Job Training 2 v | [2010  [z010 |
@save) (QURetumnto Search ) (45 Nextin List) (15 Previous inList) z ) { @l include History) ([# Comest History

Competency Evaluation | Competency Assignment | Competency Rating | Competency Verification

Competency Codes
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Competencies Multiple

Introduction Competencies Multiple allows the user to update more than one member’s
competency data when more than one member assigned to the same sub-
depnartment receives the same comnetencv on the same date However the

Update Pending

Please see E-Mail ALSPO B/12, Direct Access Technology Refresh - Person
Profile, for new procedures.

Correctiof
and Deletil The procedures in this section may still be used for viewing data, but any data
updates must be processed as described in the ALSPO.

Process Update a member's Competencies upon receipt of:

e Competency Code Assignment Letter from Unit Commanding Officer
e Other form/correspondence authorizing assignment or removal of a

Competency Code.
Beforeyou Refer to the Competency Dictionary to locate the code for the Competency
begin you want to add.
Menu Path Select menu items in the following order.

Enterprise Menu > Develop Workforce > Manage Competencies (GBL) > Use >
Competencies Muultiple

The Competencies Multiple Page will display. There are two sections on this page to
complete. The Competency to Administer section and the Selection Criteria.

Continued on next page
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Manage Competencies

Competencies Multiple, continued

Completingthe Follow these steps to complete the Competency to Administer section.

Competency to
Administer
Section
Step Action
1 If you know the competency code, enter it and skip to Step 5 below.

{ Competencies Multiple
’Competency:l QJ

*Effective Date:|1 01222008 [ Verified By: | On the Job Training LI
*Proficiency: IB_Q Good

If you do not know the competency code click on the & icon next to the * Competency
field to open the Lookup Competency page.

*Competency: I Q

2 Click the drop-down arrow and choose a category to search by.
Lookup Competency

Search By |Cumpetency ;l

Competency:

o Use the Competency category if you know at least part of the code you are looking
for (the old PMIS code for example).
o Use the Description category if you know the title of the code.

' |Description
Shart Deseription

Continued on next page
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Competencies Multiple, continued

Completing the Competency to Administer Section (continued)

Step Action
3 Sear ch by Competency: Enter the % character followed by the two-character PMIS

Qualification Code in Competency field. See Search Tips for more info on wildcard
searches.

Lookup Competency

Search By: |Cumpetency j

CDmpetency:I%EU

Advanced Lookun
Sear ch by Description: Enter all or part of the competency title in the Description field.
Lookup Competency

Search By, |Description =l

Description: [Facilinf

Advanced Lookup
Click the button.
The search results will display in the lower part of the window.

Search Results

1-2 of 2
Facility InspectioniSurey Teg MAREY Knowledge
Facility Inspectar (FFY MAREL kKrnowledge
4 If the code you are looking for is displayed, click on the description link to go back to the

Competencies Multiple page. Otherwise, try your search again using different categories
and criteria. Using the % character at the beginning of your search string will show all
items containing that string.

Lookup Competency

Search By. |Description |

Description:|%lnspector

Advanced Lookup

Search Results

1-T of 7

Assistant Hull Inspector (HE CWVSFA knowledge

Assistant Machinery Inspector  CWSFB knowledge

Facility Inspectar (FF MAREL knowledge

If the code you are looking for is displayed, click on the description link to go back
to the Competencies Multiple page.

Continued on next page
l-1-B-14 Competency Codes
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Competencies Multiple, continued

Completing the Competency to Administer Section (con’t)

Step Action

5 Complete the Effective Date field. The field defaults to the current date, you must
change it by deleting the date and entering the correct date or by clicking on the
icon and choosing a date.

Note: The effective date should be the date the competency was assigned to the

member, e.g. the date the member's CO certified the member as qualified to hold

the competency or the date the member graduated/completed the course of

instruction.

6 Complete the Verified By field. Click on the drop-down arrow and choose one of
the following:

Option Use When...

On The Competency was received through OJT. This includes PQS/JQR
Job earned Competencies. This value shall be used when a competency
Training | is documented by the completion of Personnel Qualifications
Standards (PQS) or Job Qualification Requirements (JQR) or other
recognized On-The-Job training program.

By Test Competency was received by formal training, culminating in a
written, oral, or practical examination. This value shall be used
when a competency achieved through official Coast Guard or
commercial training.

External | Competency was assigned automatically from another application
Interface | (TMT). Do not use this for manual entries.

7 Complete the Proficiency field. Enter a value of "3" and choose Good by clicking
on the 4 and completing the Lookup Proficiency search. Good/3 is the only value
used at this time,

Continued on next page
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Competencies Multiple, continued

Completingthe The Selection Criteria section allows you to pick the department number and

Selection

personnel to assign the competency to, by following the steps below.

Criteria Section

Step

Action

1

Enter the sub department number in Department field. If you do not know the department
ID number, click the @l icon of the blank row to display the Lookup Department search
page. Enter partial search criteria. Click L ookup to display possible matches. From the
Search Results list, you can choose a specific row of data. A single click on any item
listed in the Department column retrieves the page.

v i v ()
‘Dept SetlD:  [AUSCG @]  *Department: | Q| ' Enlisted ' Active

¥ officer ¥ Reserve

Employee Class: I ~] SalaryPIanIGrade:l g| Ql

SelectAll | Unselect Al |
Note: If the department you choose has sub departments, you will have to repeat this
procedure for each sub department.

Select the status of personnel you would like to include by checking the boxes next to
Enlisted, Active, Officer and Reserve as appropriate. Default is set to check all four-
check boxes. Click the Refresh button to display a listing of personnel. If all four-check
boxes are selected, all persons assigned to the department are returned in the search,
including civilian personnel.

e To obtain only a listing of active duty officers and enlisted members, keep the
four check boxes selected. Using the drop down list box, select an Employee
Class of Regular, and click on the Refresh button.

e The four check boxes (Enlisted, Officer, Active, and Reserve) can be unchecked
to modify the selection of members within a Department that will be displayed
and therefore selected to receive the Training. For example, if you wanted only
active duty enlisted, select only the Enlisted and Active check boxes. However,
once one of the four check boxes is checked off, the Employee Class and Sal Plan
/ Grade cannot be used.

e This search can be drilled down through the selection of a specific Employee
Class and/or Sal Plan/ Grade. For example, if a listing of only SELRES members
was desired, the four check boxes would remain checked, using the drop down
list box select an Employee Class of SEL RES and after pressing the REFRESH
button, a listing of only SELRES members would be displayed.

e Salary Plan must be completed in order to use Salary Grade.

e Normally the first 5 members will be displayed. If you want the names of all
members displayed, click on View 5 and it will change to View All.

e To search for a particular member, select FIND and enter the member’s name in
the explorer user prompt.

Continued on next page
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Competencies Multiple, continued

Completing the Selection Criteria Section (con’t)

Step

Action

3

After the selection criteria are selected, press the Refresh button to fill the member
list with the results of the search. Any time the selection criteria are changed, the
refresh button should be pressed.

Press the Select All button to have all the members in the results section selected to
receive the award. The Unsdect All button will reverse this action. Check the box
next to individual names to select only those members to receive the competency.

Carefully review the data you have entered before saving this transaction. Be
absolutely sure that all the data is correct and that you have not made any
typographical errors. Be sure you entered the correct employee 1D number when you
began this transaction. If you have any questions or concerns, cancel the transaction
and ask for help. Otherwise, proceed to the final step.

Click 'Bs=v2) at the bottom of the page to commit the selected members’ competency
information to the database. If the save completes satisfactorily, the list of members
will be erased. If the save was unsuccessful, error messages will appear and the
selection results will remain displayed.

Competency Codes n-1-B-17
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Correcting, Updating or Deleting Competencies

I ntroduction This section provides the procedures for corrections, updates and deletions to
Update Pending

Please see E-Mail ALSPO B/12, Direct Access Technology Refresh - Person
Proced profile, for new procedures.

The procedures in this section may still be used for viewing data, but any data
updates must be processed as described in the ALSPO.

7T 7 T 7

e Use the =1 button to delete a competency, or
e Change the date and proficiency fields on an existing competency.

I-1-B-18 Competency Codes
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Section C — Education and Degree Information

Overview

Introg

Please see E-Mail ALSPO B/12, Direct Access Technology Refresh - Person el
Profile, for new procedures.

The procedures in this section may still be used for viewing data, but any data
updates must be processed as described in the ALSPO.

Update Pending

Reference

Process

In this section

Refer 10 the following directives Tor additional information about recording
degree and education information.

(a) Performance, Training and Education Manual, COMDTINST M1500.10(series)
(b) Personnel and Pay Procedures Manual (4-C-2), PPCINST M1000.2(series)

When a member completes a course of study (degree, GED, etc.), the member
provides documentation (transcript, certificate, etc.) to the unit administration
officer/Education Services Officer. If the unit is administratively capable they
enter the data in PeopleSoft otherwise, a copy is forwarded to the SPO/HRS
for input into Direct Access. If the Degree Code is not present, contact PPC
Customer Care to initiate the process of having it added to the database. After
the new code is added, you can then complete the transaction.

The following topics are covered in this section.

Topic See Page
Adding Education/Degree Information 1-1-C-2
Correcting or Deleting Education/Degree Information 111-1-C-5

The Professional Education and Training Page:

Home > Develop Workforce = Manage Competencies (GBL) = Use = Education

f Professional Ed. and Training
Employee 1D
Professional Education
Country: usa @ United States *! Qualifying =
| Accredited
*Degree: ﬂ
Average i
2] [7] Graduated
Date Acquired &l ek
Major Code: ﬂ Major:
School Code: & schook
Educator:
State: Q) Minority Institution

* = ys rederal

Credit Hours: Hours Type: -

Education and Degree Information l-1-c-1
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Adding Education/Degree Information

I ntroduction

Confusion

between

Update Pending

Please see E-Mail ALSPO B/12, Direct Access Technology Refresh - Person
Profile, for new procedures.

The procedures in this section may still be used for viewing data, but any data
updates must be processed as described in the ALSPO.

degree or education level, even after the SPO has updated the information

educationlevel  following the procedure in this section. This is because the Personal Data

at time of
accession and

current

education leve

Procedure

component (Self-Service > Employee > View > Personal I nformation)
displays the member’s Highest Education Level, at time of accession into the
Coast Guard, not the current education level as displayed in the Manage
Competencies, Education component. Member’s may view their current
education accomplishments using the CG Member Information component
(Self-Service > Employee > View > Member Info Additional). Education
accomplishments are displayed on the Education History tab (the most recent
entry will be at the bottom of the list, click the “View All” link to display).

Follow the steps below to access, enter and/or modify Education/Degree.

Step

Action

1

Select menu items in the following order.
Enterprise Menu > Develop Workforce > Manage Competencies (GBL) > Use > Education

Enter the employee ID in the EmplID field or the member’s SSN in the National
ID field and press the Sear ch button. If you do not know the EmplID or SSN
provide some search criteria, such as the member’s last name and department
number in the appropriate fields and perform a search. See Search Tips for help
using the employee lookup.

Note: When choosing a member from the search results, please be sure you are
choosing the person you actually want to change data on. Verify the employee ID
or national 1D before making any changes. Also, since one member can have
multiple records if they're both a Regular or Reserve Member and an Auxiliary
Member or Civilian Employee, please be sure you are selecting the correct
Employee Classification.

Continued on next page
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Adding Education/Degree Information, Continued

Procedure (cont’d)

Step

Action

3

The Education page will display. Click on the Professional Ed. and Training tab to
record/update degree(s).

The Professional Ed. and Training tab will display. If you are entering the data as
part of an accession, the page will open with a blank row displayed. You may enter
data in this row. If you are entering additional degrees or viewing existing results the
page will display the row of data.

You can view the remaining rows by clicking on the links at the top of the table.

|-=: lII 1-8 of 11 u ﬂ

If a blank row is not displayed, click (+1to insert an additional row.

Field Description / I nstructions

Country Defaults to USA. To change, click on Al and enter search criteria in the
Lookup Country search dialog box. Valid values are pre-defined in the
Table.

*Degree Enter the Degree and Major (Example: M EE for Masters in Electrical

(completion | Engineering) or select it from a listing that will be displayed by clicking

of this field | on & and performing a Lookup in the Degree Table search dialog box.

in required) | From the Search Results list, you can choose a specific row of data. A
single click on any column in that row will take you back to the Education
page with the Degree Field filled in.

Date Enter the date the degree was acquired.

Acquired

Average Enter the Grade Point Average (optional).

Grade

Graduated Click this checkbox on to show the employee has graduated.

Major Code | Enter a Major Code or select it from a listing that will be displayed by
clicking on &) and entering search criteria in the Major Code search dialog
box. Valid values are pre-defined in the Table.

Major Display only. If Major Code is entered will display Major.

School Code | Not Used / Leave Blank

School Not Used / Leave Blank

Educator Not Used / Leave Blank

State Not Used / Leave Blank

Minority Not Used / Leave Blank

Qualifying Not Used / Leave Blank

Accredited Not Used / Leave Blank

Credit Hours | Not Used / Leave Blank

Hours Type | Not Used / Leave Blank

Continued on next page
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Adding Education/Degree Information, Continued

Procedure (cont’d) (continued)

Step Action

5 Carefully review the data you have entered before saving this transaction. Be
absolutely sure that all the data is correct and that you have not made any
typographical errors. Be sure you entered the correct employee 1D number when
you began this transaction. If you have any questions or concerns, cancel the
transaction and ask for help.

Click 'B==ve)at the bottom of the page to save your work.

6 Report completion of the data update to the member and provide the following
information:

“Member’s may view their current education accomplishments using the CG
Member Information component in Direct Access (Self-Service > Employee >
View > Member Info Additional).

Education accomplishments are displayed on the Education History tab (the most
recent entry will be at the bottom of the list, click the “View All” link to display).”

Member’s view of education accomplishments (note the most recent entry is at the bottom of the list):
Home = Self Sewvice = Emplovee = View = Member Info Additional

/ Competencies ' Training History | ( Review History

Education History

Employee 10:

Professional Education

Country: USA United States
Degree: AAS Associate of Applied Science
Average Grade:
Date Acquired ¥ Graduated
Major Code: | Major: Information Systems
School Code: School: San Jacinto Call
Educator:
State: TX Texas I~ Minority Institution

» E= s rederal

Country: USA United States
Degree: BCP Bachelor Computer Programming
Average Grade:
Date Acquired 05/12/2009 7 Graduated
Major Code: C Major: Computer Engineer Technology
School Code: School:
Educator:
State: [ Minority Institution

» = s Federal
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Correcting or Deleting Degree Information

I ntroduction

Correcting
Degree
Information

This section provides the procedure for correcting an entry or deleting an
erroneous entry.

Follow the procedure for Adding Education/Degree Information to access the
member’s record. All fields may be corrected as necessary.

Deleting Degree

Information

Step

Click

Click]

WIN| -

Click]

Update Pending

Please see E-Mail ALSPO B/12, Direct Access Technology Refresh - Person
Profile, for new procedures.

The procedures in this section may still be used for viewing data, but any data

updates must be processed as described in the ALSPO.

Education and Degree Information lI-1-C-5
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Section D - Languages

Over\lin\nl

I ntrody

Update Pending

Please see E-Mail ALSPO B/12, Direct Access Technology Refresh - Person
Profile, for new procedures.

The procedures in this section may still be used for viewing data, but any data
updates must be processed as described in the ALSPO.

Process

DO 110U eT1tel_ paelelise L dalluaye FTONCIENICY 1T E5L (DL F 1) resultsSTiel €.
The Educational Service Officer (ESO) with Direct Access Role CGFTESO,
uses the Foreign L anguage Test Results menu item to enter DLPT test results.
This will automatically update the member's Certifications and Languages,
and is a prerequisite for entering entitlement to Foreign Language Proficiency
Pay (FLPP).

Procedure Follow these steps to view a member's language skill.

Step

Action

1

Select menu items in the following order:
Enterprise Menu > Develop Workforce > Manage Competencies (GBL) > Use > Languages

Enter the member's employee ID number and click Search or press enter.

Note: When choosing a member from the search results, please be sure you are
choosing the person you actually want to change data on. Verify the employee 1D
or national 1D before making any changes. Also, since one member can have
multiple records if they're both a Regular or Reserve Member and an Auxiliary
Member or Civilian Employee, please be sure you are selecting the correct
Employee Classification.

The Languages page displays. A blank row will be displayed if the member does
not have any foreign language skills on file.

Home = Develop Waorkforce = Manage Competencies (GBL) = Use = Languages Mew Window

{ Languages

View All First 1or1 [F] Last
*Language Linquist Interpreter Teacher Speak Read Write Evaluation Date

=

Y O O o | | vl Bl [+ =]

Bsave)  (CiRetumn to Search)

Languages I-1-D-1
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Section E - Licenses & Certificates

Overview

Update Pending

Introducti¢ Please see E-Mail ALSPO B/12, Direct Access Technology Refresh - Person
Profile, for new procedures.

The procedures in this section may still be used for viewing data, but any data
updates must be processed as described in the ALSPO.

Process Members will forward copies of licenses and certificates to the SPO for data
entry. Specific licenses and certificates to be recorded have not been defined
yet. Additional guidance will be promulgated via ALCOAST, ALCGOFF,
ALCGENL or email ALSPO messages. No additional Licenses &
Certification codes will be created until such guidance is published.

Do not enter Defense L anguage Proficiency Test (DL PT) resultsor
Foreign L anquage Certifications here. The Educational Service Officer
(ESO) with Direct Access Role: CGFTESO, uses the Foreign L anguage Test
Results menu item to enter DLPT test results. This will automatically update
the member's Certifications and Languages, and is a prerequisite for entering
entitlement to Foreign Language Proficiency Pay (FLPP).

Inthissection  The following topics are covered in this section

Topic See Page
Adding Licenses & Certificates I-1-e-1
Correcting and Deleting Licenses & Certificates 1-1-E-5

Licenses and Certificates n-1-e-1
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Adding Licenses & Certificates

I ntroduct

Procedur

Step

Update Pending —

Please see E-Mail ALSPO B/12, Direct Access Technology Refresh - Person

Profile, for new procedures.

The procedures in this section may still be used for viewing data, but any data
updates must be processed as described in the ALSPO.

1
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Enterprise Menu > Develop Workforce > Manage Competencies (GBL) > Use > Licenses and Certificates.

Tips for help using the employee lookup.

Classification.

Enter the employee ID in the EmplID field and press the LSearch | pytton. If you do
not know the EmplID provide some search criteria, such as the member’s last name
and department number in the appropriate fields and perform a search. See Search

Note: When choosing a member from the search results, please be sure you are
choosing the person you actually want to change data on. Verify the employee ID or
national 1D before making any changes. Also, since one member can have multiple
records if they're both a Regular or Reserve Member and an Auxiliary Member or
Civilian Employee, please be sure you are selecting the correct Employee

this row.

The Licenses and Certificates Component

L Lsg > Licenses and Cerficates

[ License Verilied
™ Renewal in Progress

ps122010 (=)

™ License Verified

T Rondwal in Progress

Country:  [USA & state Q)

The Licenses & Certificates page displays. A blank row will be displayed in the
member does not have any licenses or certifications on file. You may enter data in

Reminder: Foreign Language Skills are
entered via the Foreign Language Test
Results menu and are displayed here. Do
add, edit, or delete Foreign Language data
using this component.

Continued on next page
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Adding Licenses & Certificates, Continued

Procedure (con’t)

Step

Action

4

If a blank row is not displayed, click [(+1to insert an additional row of language
information. Complete the data fields as described below.

Field Description/Instructions

*License/ Press the & to access the Lookup Page. Enter search criteria and

Certif Code click the Lookup push button. Double click on the appropriate

(completion license or certification from the list.

of this field is

required)

Issue Date Enter the date the License or Certification was issued. Click on the
El icon to choose a date.

License # Enter the License or Certification number.

Issued By Enter the organization that issued the License or Certification, i.e.,
Depart of Agriculture, USCG TRACEN Cape May, American Red
Cross, etc.

Expiration If applicable, enter date License or Certification expires. Click on

Date the EJ icon to choose a date.

License If applicable, check this box.

Verified

Renewal in If applicable, check this box.

Progress

Country Defaults to USA. If not USA, click the ‘4l to display the Lookup
Country Table. Enter partial search criteria. Click Search to
display possible matches. From the Search Results list, you can
choose a specific row of data. A single click on any column in that
row retrieves the page.

State Enter the State abbreviation or Click the 4l to display the lookup

for the state. Enter partial search criteria. Click Search to display
possible matches. From the Search Results list, you can choose a
specific row of data. A single click on any column in that row
retrieves the page.

Continued on next page
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Adding Licenses & Certificates, Continued

Procedure (con't)

Step Action

5 Carefully review the data you have entered before saving this transaction. Be
absolutely sure that all the data is correct and that you have not made any
typographical errors. Be sure you entered the correct employee 1D number when
you began this transaction. If you have any questions or concerns, cancel the
transaction and ask for help.

Click Save button at the bottom of the page to save your work.

I-1-E-4 Licenses and Certificates
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Correcting and Deleting Licenses & Certificates

Int Update Pending

Please see E-Mail ALSPO B/12, Direct Access Technology Refresh - Person
Profile, for new procedures.

Col

The procedures in this section may still be used for viewing data, but any data
updates must be processed as described in the ALSPO.

and

ber’s

Deletions Follow this procedure to delete an erroneous entry.

Step Action

Click =lto delete an existing row of information. A warning will be displayed.

Click OK to delete the row or Cancel if you do not want to delete the item.

WIN |-

Click the '&s=v=) hytton to save you work.

Licenses and Certificates
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Section F - Memberships

Overview

I ntroduct

Procedur

Update Pending

Please see E-Mail ALSPO B/12, Direct Access Technology Refresh - Person
Profile, for new procedures.

The procedures in this section may still be used for viewing data, but any data
updates must be processed as described in the ALSPO.

Step Action

1 Select menu items in the following order: Enterprise Menu > Develop Workforce >
Manage competencies (GBL) > Use > Member ships

2 Enter the employee ID number and click Search.

3 Click on the @ icon in the *Organization Description field to lookup a membership
type. If the organization is not listed, the membership cannot be entered. The member
may request, via the chain of command, an organization be added. The member
should submit their request via memo to:

PPC Customer Care, via our web form at http://www.uscg.mil/ppc/ccb
The request should include a brief description of the organization's purpose and how
membership benefits the Coast Guard member's career.

4 Click the L ookup button.

5 Enter the Membership Date.

6 Choose an organization from the search results.

7 Carefully review the data you have entered before saving this transaction. Be
absolutely sure all that all the data is correct and that you have not made any
typographical errors. Be sure you entered the correct employee ID number when you
began this transaction. If you have any questions or concerns, cancel the transaction
and ask for help.

8 Click Save to save your work.

Memberships -1-F-1


http://www.uscg.mil/ppc/ccb/�

General Transactions

This page left blank intentionally.

-1-F-2 Memberships



Manage Competencies

Section G - Test Results

Overview

Introduction This section provides procedures for entering or updating a member's
ASVAB, AFQT, SAT, ACT, GRE, GMAT, LSAT, and BPMC (Basic Pistol
Marksmanship) scores in the system. It also provides the procedure for
entering Defense Language Proficiency Test results.

Inthissection  The following topics are covered in this section.

Topic See Page
Entering Test Results 1-1-G-2
Correcting and Deleting Test Results 11-1-G-6
Foreign Language Test Results 1H-1-G-7

Test Results 1-1-G-1
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Entering Test Results

I ntroduction

What Test
Results should
not be used for

References

Process

This section provides procedures for entering or updating a member's
ASVAB, AFQT, SAT, ACT, GRE, GMAT, LSAT, and BPMC (Basic Pistol
Marksmanship) scores in the system. This includes both the initial capturing
of the test score information as well as updates made as a result of re-testing.
Test results can be entered in the system by SPOs and ESOs.

The Test Results page is also used to display a member's Coast Guard
Institute correspondence course completions and Service wide Exam (SWE)
raw scores.

Do not enter Coast Guard Institute correspondence courses here.
Correspondence course completion data is loaded into the system
automatically. Manually entering correspondence course completions will
result in duplicate entries.

Do not enter Defense L anguage Proficiency Test (DL PT) results here.
Use the Foreign Language Test Results menu item to enter DLPT test results.
This will automatically update the member's Certifications and Languages,
and is a prerequisite for entering entitlement to Foreign Language Proficiency
Pay (FLPP).

Do not change, add or remove SWE scores. The standard score is stored
elsewhere in the system, changing SWE scores in the Test Results page will
only change what the member sees, not the Final Multiple.

Refer to the following directives for additional information about recording
ASVAB information.
e Personnel and Pay Procedures Manual (Chap 4), PPCINST M1000.2(series)
e Performance, Training and Education Manual, COMDTINST
M1500.10(series)
e COMDT COGARD WASHINGTON DC//G-WI// R 2521327 JUN
04/ALCOAST 318-04

An enlisted member's test results are entered into PeopleSoft as part of the
accession process. A member may retake portions of the ASVAB to improve
his or her score. The unit may enter re-test results or forward them to the
servicing personnel office (SPO) if the unit has limited administrative
capabilities.

Continued on next page
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Entering Test Results, continued

Procedure Follow the steps below to view, enter and/or modify test results.
Step Action
1 Select menu items in the following order:

Enterprise Menu > Develop Workforce > Manage Competencies (GBL) > Use > Test Results

Enter the employee ID in the EmplID field or the member’s SSN in the National ID
field and press the button. If you do not know the EmplID or SSN provide
some search criteria, such as the member’s last name and department number in the
appropriate fields and perform a search. See Search Tips for help using the
employee lookup.

The Test Results page displays. If you are entering the data as part of an accession,
the page will open with a blank row displayed. You may enter data in this row. If
you are entering re-test results or viewing existing results the page will display the
first eight rows of data. You can view the remaining rows by clicking on the links
at the top of the table.

View Al |2 [ 1gei11 O 5

If a blank row is not displayed, click (+1 to insert an additional row of language
information.

viewall  First [€] 180710 O Last

*Test Descr Test Date Score Passed HNote

[FaT QJ Amed Forces Qual Test [o7io172004 [ [47.00 |_ *][=]
[A5vA8_AR Q] atthmeti Reasoning [12r182002 ] 5000 _| |
[A8VAB_AS Q| Auto & Shop Infarmation [o7/0112004 ] [60.00 |_' +] =]
AS\.ﬂ_E_I ﬂ Electronics Information D?IDHED_Dd @ 59[]0 1?B _| |:|
[AsvAB_GS Q| General Science [12r1812002 5] [47.00 |_ +][=]
|ASVAB_NC|Q Mechanical Comprehension 07012004 |E5] [g6.00 | 178 [ [=]
[ASVAB_MK Q| Wathematics Knowledge [o7i0172004 [5] [45.00 |_ =+ =]
AsvAB_PC| Q| Paragraph Comprehension 121182002 B3] [56.00 | e [H =]

Note: For a retest of an ASVAB/AFQT, do not add an additional row. Locate the
previous entry, delete the existing date and score, type in the new score and the date
of the retest. To work properly with the Training Administration System (TAS) a
new row for a retest must not be inserted. Six months must elapse from the
previous test score before a member can retest the entire ASVAB/AFQT or
individual sub tests. Retest scores take precedence over scores previously entered,
even if the retest scores are lower than the scores previously entered.

Continued on next page
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Entering Test Results, continued

Procedure (con’t)

Step Action
5 Complete the data fields as described below.
Field Description/Instructions
*Test Click on the ‘&l icon of the blank row to display the Lookup
(*completion | search page. Click L ookup to search for and display test names.
of this field is | From the Search Results list, you can choose a specific row of
required) data. A single click on any column in that row will take you
back to the Test Results page with the Test Name filled in.
Example Test codes:
Code Description Code Description
ACT-COMP ACT Composite Score | GMAT-ANL GLIAT Analytical
AFQT Armed Forces Qual GMATQUAN | GMAT Quantitative
Test GMAT-TTL Reasoning
AJVAR AQ AZVAR Assembling GMAT-VER GMAT Total Score
ARVABR AR Ohjects GMAT Verbal
AIVAR AS AZVAB Arithmetic ORE-ANAL GRE Analytical
ARVAR C3 Reasoning GRE-QUAN GRE Quantitative
A3VAB_EI AZVAR Auto & Shop GRE-VERB GRE Verbal
ABVAR 3 Information L3AT Law School
AJVAR MO AZVAR Coding Speed Admissions Test
ARYABR ME ABVAER Electronics SAT-MATH SAT Math
AJVAE MO Information
ABVAR PC ABVAR General
AJVAR VE Science
AZVAR W ABVAR Mechanical
Comprehension
ABVAR Mathematics
Enowledge
ABVAR Numerical
Operations
AZVAR Paragraph
Comprehension
ABVAR Verbal Abilitsy
ABVAR Word
Enowledge
*Test Date Enter the Date the Test or retest was taken. Click the & jcon to open a
(required) calendar and choose the date.
If you are viewing existing data:
~The date 01/01/1951 will appear if the test date was not available
when the data was originally loaded into the system.
~The date 07/01/2004 will be listed if the score was updated per
ALCOAST 318/04; ASVAB Renorming
*Scor e Enter the score of the Test that was taken.
Passed Click this checkbox to indicate "Passed"
*Note For ASVAB scores, enter the version of the test that was administered
(e. g. "17A™). The Note field is optional for other types of test results.
Continued on next page
n-1-G-4 Test Results
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Entering Test Results, continued

Procedure (con’t)

Step Action

6 Carefully review the data you have entered before saving this transaction. Be
absolutely sure all that all the data is correct and that you have not made any
typographical errors. Be sure you entered the correct employee 1D number when
you began this transaction. If you have any questions or concerns, cancel the
transaction and ask for help.

Click the B==v=) hytton to save you work.

Test Results 111-1-G-5
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Correcting and Deleting Test Results

Introduction This section provides the procedures for correcting and deleting test results.

Corrections Follow the procedure in the Enter Test Results section and correct the fields
as necessary.

Note: Do not edit, add, or remove Coast Guard Institute correspondence
courses or Pay & Personnel Center SWE test results. Notify PPC Customer
Care if errors are present.

Deletions Follow this procedure to delete a test result entered in error. If only the score
or date is incorrect, you can change that data by deleting it and entering the
correct data then clicking save. It is not necessary to delete a test result unless
the member never took that test.

Note: Do not delete CGI Correspondence Course or SWE test scores. Report
any suspected errors to PPC Customer Care.

Step Action

Click =lto delete an existing row of information. A warning will be displayed.

Click OK to delete the row or Cancel if you do not want to delete the test result.

WIN |-

Click the '®s=v2) hytton to save you work.

I-1-G-6 Test Results
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Entering Foreign Language Test Results

Introf

Update Pending

Please see E-Mail ALSPO B/12, Direct Access Technology Refresh - Person
Profile, for new procedures.

The procedures in this section may still be used for viewing data, but any data
updates must be processed as described in the ALSPO.

INULC. TIT UTuUCT TUT v 1riciriver tu o CIIyIUIC TUrrL=rr,il UICIUII

Language/DLPT Test results must be entered following this procedure.
Attempting to enter Foreign Language/DLPT Test results in the Test Results
or Licenses and Certifications menus will not update the appropriate areas of

the system.

Procedure Sign into Direct Access and follow these steps to enter a member’s DLPT

results.

Step

Action

Select menu items in the following order: Enterprise Menu or Direct Access Content
Menu > Develop Workforce > Manage Competencies (GBL) > Use > Foreign
L anguage Test Results

The Foreign Language Test Results screen will display. Enter the member's
Employee ID Number in the EmplID field or the SSN in the Social Security # field
and click the Sear ch button.

Foreign Language Test Results

Find an Existing Value

ErmpliD: 1111111

Ernpl Red Nbr:

Emplayee Classification v
Last Mame

FirstName:

SetiD: AUSCG

Company:

Depariment g
Social Security #

Job Family: ﬂ

Job Code: QJ

: | Search [[ Clear | Basic Search
Note: When choosing a member from the search results, please be sure you are
choosing the person you actually want to change data on. Verify the employee ID or
national ID before making any changes. Also, since one member can have multiple
records if they're both a Regular or Reserve Member and an Auxiliary Member or
Civilian Employee, please be sure you are selecting the correct Employee
Classification.

Continued on next page

Test Results
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Entering Foreign Language Test Results, Continued

Step Action
3 The FLP Test Results page will display.

All the fields will be blank if the member does not have any Foreign Language skills
present in the system (example shown below)

Home * Develop Workforce = Manage Competencies (GEL) = Use = Foreign Language Test Results

{ FLP TestResuts Y
EmpliD: 10! Kell
Current Languages View Al First (4 1 or4 [F] La:
Language Interpreter Linguist E;s:lcie"“ Evaluation Date  Expiration Date
Language: =\

DLPT Score First [4] 411 of 14

Map [¥] Last

DLPT Score Direct Access

Test Score

0 1

0+ 5

1 10

1+ 15

2 20

2+ 25

3 30

3+ 35

4 40

4+ 45

5 50

Test Results View Al First [4] 1 of1 [M Last

Test Date: Score:

Sawve Foreign Language Info

Q1 Return to Search

Continued on next page
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Entering Foreign Language Test Results, Continued

Procedure (continued)

Step Action
3 The Current Languages section will display any language data for a member who has
previous test results entered (example shown below). These fields are READ ONLY.
The Interpreter and Linguist qualification check-boxes will be marked by the system,
based on the test scores entered. The Language and Test Results will not be displayed.
Historical test data is not displayed on this page. Go to Test Resultsto view a
member’s previous test scores.
I.’ FLP Test Resuts Y
EmpliD: a6 Smith,J¢
Current Languages View All First (4] 1014 [ Las
Language Interpreter Linguist IProflc.iency Evaluation Date  Expiration Date
IRussian Linguist 2 06/05/2011 06/05/2012 I
If the member has been tested in more than one language you can use the View All or
arrow links to view the other results
View All Kl 5067 O Last
4 Click the lookup icon in the L anguage field to search for and select a language skill

code.

Language: | 4

Continued on next page

Test Results 11-1-G-9



Manage Competencies

Entering Foreign Language Test Results, Continued

Procedure (continued)

Step Action
5 The Lookup L anguage page will display. From the Sear ch Results, click the
Accomplishment code for the test you are recording
Lookup Language Accomplishment M eaning
Accomplishment: AR Arabic
[Lookup | [ Clear | [Cancel | Basic Lookun BH Bahasa (Indonesian)
CM Mandarin Chinese
Search Results FLPSWED Swedish
o FR French
AR HC Haitian-Creole
BH
o JA Japanese
FLPSWED KO Korean
EE
e PO Portu_guese
i RU Russian
ﬁ SP Spanish
RU TA Tagalog (Phillipines)
sP VI Vietnamese
A
Wl
6 The FLP Test Results page will display again.
The Language field will be filled in with the Accomplishment code selected.
Language: SP 4
The Test Results section will display the test number and description based on the
Accomplishment code selected.
View All First [4] 1202 [ Last
get: 123456 DLPT - Spanish Read Date: ﬂsnmme:
Test: 123457 DLPT - Spanish Write Date: @5core:

Continued on next page
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Entering Foreign Language Test Results, Continued

Procedure (continued)

Step Action

7 Enter the test Date and test Scor e into the Test Results section.

For DL PT-4 tests, ignore the Converted Score and use the L evel score as shown:

LISTENING READING
RATE, NAME DATE COMPEEHENSTICN COMPREHENSION
SSN AND TEST CONVERTED CONVERTED
LANGUAGE TAKEN SCORE LEVEL SCORE LEVEL

-

BM1 M.

HADDOCK I
000-00-0000
SPANTSH 12/29/05 A LC Y. Rc@

For DL PT-5 tests, use the Test Scor e as shown below.

Test D ate Test Retest Upper
Language Type Range Status Taken Score Waiver Range
Spanish Listening  Laower Completed 2006:’08&8@

Multiple

Chaoice
Spanish Feading Laower Campleted B/08/28 @

Multiple

Choice

Utilize the DLTP Score Map to
(DLPT-5) into the Direct Acc

nvert the L evel score (DLPT-4) or the Test Score
Test Score.

Direct Access
Test Score

o u]
o+ 5
1

DLPT Score

@,

2

2+ 25
3 30
3+ 35
4 40
4+ 45
a8 50

8 Enter the test Date and Direct Access Test Stege into the Test Results section.
Note: You cannot enter a “0”. Leaving the score ast#apk results in writing a 0" to the
database.

View Al First [ T2e2 [M] Last

Test: 123456 DLPT - Spanish Read Date\ 08102011 Bl g cora

Test: 123457 DLPT - Spanish Write Date: 08/10/2011 [l gcore: 10

Continued on next page
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Entering Foreign Language Test Results, Continued

Procedure (continued)

Step

Action

Click the _SaveForeian Language Into_| pyytt0n to save the test scores. This will update the
member's Test Results, Languages, and Licenses & Certificationsand permit the
SPO to start Foreign L anguage Proficiency Pay if the member's Commanding Officer
authorizes it.

Note: If you receive an error when attempting to save, it may be due to a missing test
date on the member's Test Results page. Click the Open a New Window link and path
to Enterprise Menu > Develop Workforce > Manage Competencies (GBL) > Use >
Test Results. Review the existing test results entries and ensure each entry has a date.
If a date is missing, enter the test completion date if known. If you do not know the test
completion date use 01/01/1951, this is the default entry when an actual date is not
available. Save any changes to the Test Results page, close the new window and return
to the Foreign Language Test Results page and attempt to save again.

n-1-G-12 Test Results
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Section H - Training

Overview

Introduction This section provides the procedure for updating a member’s record of
professional military training.

I'n this section

Topic See Page

Training Individual 11-1-H-2
Training Multiple I1-1-H-7
Correcting and Deleting Training I1-1-H-12

Training CH-2 l-1-H-1
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Training Individual

I ntroduction

Warning

Reference

This section provides the procedures required for entering or updating a
member's Training information in the system. Only formal military job-
related training (Class "A" & "C" schools for example) is recorded in DA at
this time. Non-Coast Guard Institute correspondence course completions and
Distance Learning Courses for Reserve Component members are recorded in
DA for reserve retirement point credit. Please see Part V11, Reserve Unique
Transactions, Chapter 8, Retirement Points for Correspondence or, Distance
Learning Courses for procedures. Unit training and other individual learning
can be entered in the Training Management Tool.

Most unit training required to be in DA will be automatically uploaded from
the Training Management Tool (TMT). A complete list of competencies and
courses currently being loaded into DA is available on the AOPS/TMT Web
Site http://aops.osc.uscg.mil/(CGWEB/CGSWS I11 only link).

Do not over type existing cour se completions! If you intend to record a new
course or training completion, click the [+ first to insert a new row to work
in.

Do not enter Coast Guard I nstitute correspondence cour ses here.
Correspondence course completion data is loaded into the system
automatically. Manually entering correspondence course completions will
result in duplicate entries. However, non-Coast Guard Institute
correspondence course completions and Distance Learning Courses for
Reserve Component members are recorded in DA for reserve retirement point
credit. Please see Part VI, Reserve Unique Transactions, Chapter 8,
Retirement Points for Correspondence or, Distance Learning Courses for
procedures

Refer to the following directives for additional information about recording
training information.

(a) Performance, Training and Education Manual, COMDTINST M1500.10(series)
(b) Personnel and Pay Procedures Manual (4-C-2), PPCINST M1000.2(series)

Continued on next page
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Manage Competencies

Training Individual, Continued

Process

Update a member's training history upon receipt of a Career Development
Worksheet (CG-2030) or course completion roster from the member's unit.
Some training information is automatically populated from the Training
Administration System (TAS). The procedure documented here is for training
information that has to be input manually or needs to be corrected due to
cancellations or no-shows.

e If training is scheduled from TAS, an "enrollment" record is created
for the member. This record appears as part of the member's training
summary. When either the TRACEN (or other USCG site hosting the
training) or TQC (in the cases of DOD or Commercial site) updates
the session -- changing from Active to Complete -- any enrollment
record associated with the class is updated to complete
"automatically". In addition, if the course has any competencies or
accomplishments associated with it, the member would
"automatically" receive those as well.

e The SPO will not have to take any action unless the attendance field is
not correct, i.e. member did not actually complete the course. Then the
SPO can update from complete to incomplete, no-show or canceled.

If a Course Code is not present, contact PPC Customer Care to initiate the
process of having it added to the database. After the new code is added, you
can complete the transaction. Only formal military job-related training (Class
"A" & "C" schools for example) is recorded at this time. Enter non-Class "A"
or "C" School training, like: National Response Plan; National Incident
Management System (NIMS); Incident Command System Courses in the
Training Management Tool (TMT) in accordance with COMDTINST 5270.2
available at http://aops.osc.uscg.mil.

Note: Do not attempt to edit, add, change, or remove Coast Guard
Correspondence Course status or completion data. Report any
discrepancies noted to your ESO for investigation.

Non-Coast Guard Institute correspondence course completions and Distance
Learning Courses for Reserve Component members are recorded in DA for
reserve retirement point credit. Please see Part VII, Reserve Unique
Transactions, Chapter 8, Retirement Points for Correspondence or, Distance
Learning Courses for procedures.

Continued on next page
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Training Individual, Continued

Procedure Follow these steps to view, enter and/or modify training information.
Step Action
1 Select menu items in the following order:

Enterprise Menu > Develop Workforce > Manage Competencies (GBL) > Use > Training

2 Enter the employee ID in the EmplID field or the member’s SSN in the National
ID field and press the button. If you do not know the EmplID or SSN
provide some search criteria, such as the member’s last name and department
number in the appropriate fields and perform a search. See Search Tips for help
using the employee lookup.

3 The Training page displays. If the member does not have any previous training
history, the page will open with a blank row displayed. You may enter data in this
row. If you are entering or viewing existing results the page will display the first
few rows of data. You can view the remaining rows by clicking on the links at the
top of the table.

viewall |2 [ 1s0r11 O 5

Continued on next page
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Training Individual, Continued

Procedure (con’t)

Step

Action

4

If a blank row is not displayed, click (+1to insert an additional row of Training
information.

Reminder: Do not over type existing cour se completions! If you intend to
record a new course or training completion, click the [*1 first to insert a new row to
work in.

Complete the data fields for the Cour se Infor mation as described below.

Field Description/I nstructions

*Course Code | Enter the Course Code. If you do not know the code, click & of

(completion of | the blank row to display the Lookup Course Code page.

this field is Complete the description field with the % character followed by

required) part or all of the course title. Click L ookup to display possible
matches. From the Search Results list, you can choose a specific
row of data. A single click on any column in that row retrieves
the page.

CourseTitle | Will default based on the value in the course code field.

Internal /

External

Facility Not applicable. If displayed, the data was automatically

L anguage populated from the Training Administration System (TAS).

Session #

Min Not applicable. If displayed, the data was automatically

M ax populated from the Training Administration System (TAS),
otherwise will display a "0".

# Enrolled Not applicable. If displayed, the data was automatically

# Waiting populated from the Training Administration System (TAS).

Start Date Enter the Start Date of the training, i.e., CLCVN date.

Start Time Not applicable. If displayed, the data was automatically
populated from the Training Administration System (TAS).

End Time Enter the End Date of the training (course Completion date).

End Date

School Name | Not applicable.

School Code

Continued on next page
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Manage Competencies

Training Individual, continued

Procedure (con’t)

Step Action
4 Complete the data fields for the Student Information as described below.
(con’t) Field Description/Instructions
Prerequisites Not applicable. If displayed, the data was automatically
Met populated from the Training Administration System (TAS).
Date Needed
*Attendance If blank, enter the Attendance status (normally will select
(required field) | Completed) or select it from the drop-down list box. Valid
values are pre-defined in the Table. May be pre-filled from the
Training Administration System (TAS).
Status Date Will default to today's date. There is no need to update this
field.
Training If blank, enter the Training Reason or select it from the drop-
Reason down list box. Valid values are pre-defined in the Table. If pre-
filled, the data was automatically populated from the Training
Administration System (TAS).
Waitlist Dt Not applicable. If displayed, the data was automatically
populated from the Training Administration System (TAS).
Business Unit Defaults from Employee's Job Record, normally "AUSCG".
Department If not preset by TAS, enter the Department where the training
was completed.
Grade If applicable, enter the Grade or select it from the drop-down
list box.
Letter Code Not applicable.
Letter Date Not applicable.
3) Click 'Bs=v=) at the bottom of the page to save your work.
WARNING:. Do not over type existing course completions! If you
intend to record a new course or training completion, click the +]
first to insert a new row to work in. If you did not begin by entering a
new row, exit the application. Do not save your changes!’
ll-1-H-6 CH-2 Training




Manage Competencies

Training Multiple

Introduction The Training Multiple allows the user to update the records for some or all
members assigned to the same sub department that complete the same
training course on the same date. The Training Multiple functionality can
only be used to add training data, it cannot be used to delete or change
training data previously entered.

Do not enter Coast Guard Institute correspondence cour ses here.
Correspondence course completion data is loaded into the system
automatically. Manually entering correspondence course completions will
result in duplicate entries.

Non-Coast Guard Institute correspondence course completions and Distance
Learning Courses for Reserve Component members are recorded in DA for
reserve retirement point credit. Please see Part VII, Reserve Unique
Transactions, Chapter 8, Retirement Points for Correspondence or, Distance
Learning Courses for procedures.

Corrections/ You cannot correct or delete multiple training entries. If you make an error,
Deletions you will need to correct the records using the Training Individual process.

Reference Refer to the following directives for additional information about recording
training information.
(a) Performance, Training and Education Manual, COMDTINST M1500.10(series)
(b) Personnel and Pay Procedures Manual (4-C-2), PPCINST M1000.2(series)

Continued on next page
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Manage Competencies

Training Multiple, Continued

Process

Menu Path

Update a member's training history upon receipt of a Career Development
Worksheet (CG-2030) or course completion roster from the member's unit.
Some training information is automatically populated from the Training
Administration System (TAS). The procedure documented here is for training
information that has to be input manually or needs to be corrected due to
cancellations or no-shows.

e |[f training is scheduled from TAS, an "enrollment” record is created
for the member. This record appears as part of the member's training
summary. When either the TRACEN (or other USCG site hosting the
training) or TQC (in the cases of DOD or Commercial site) updates
the session -- changing from Active to Complete -- any enrollment
record associated with the class is updated to complete
"automatically". In addition, if the course has any competencies or
accomplishments associated with it, the member would
"automatically"” receive those as well.

e The SPO will not have to take any action unless the attendance field is
not correct, i.e. member did not actually complete the course. Then the
SPO can update from complete to incomplete, no-show or canceled.

If a Course Code is not present, contact PPC Customer Care to initiate the
process of having it added to the database. After the new code is added, you
can complete the transaction.

Only formal military job-related training (Class "A" & "C" schools for
example) is recorded at this time. Unit training and individual learning can be
entered in the Training Management Tool.

Most unit training required to be in DA will be automatically uploaded from
the Training Management Tool (TMT). A complete list of competencies and
courses currently being loaded into DA is available on the AOPS/TMT Web
Site http://aops.osc.uscg.mil/aops.shtml(CGWEB/CGSWS i1 only link).

Select menu items in the following order.

Enterprise Menu > Develop Workforce > Manage Competencies (GBL) >
Use > Training Multiple

The Training Multiple Page will display. There are two sections on this page
to complete, the Cour se I nformation section and the Selection Criteria.

Continued on next page
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Manage Competencies

Training Multiple, Continued

Completing the
Course

Refer to the Field/Description table below to complete the Course
Information section.

Information
Section
Field Description/I nstructions
*Course Code | Enter the Course Code. If you do not know the code, click @l of the blank

(required field)

row to display the Lookup Course Code page. Complete the description
field with the % character followed by part or all of the course title. Click
Lookup to display possible matches. From the Search Results list, you can
choose a specific row of data. A single click on any column in that row
retrieves the page.

{ Training Multiple
*Course Code: I Q) Session # I
*Start/ *End Date: | B | |m£m:|m *Attendance: [EAWIRE
Start/End Enter the dates the training started and ended. Click the Elicon to look up
Date the date if necessary. If training started and ended on the same date, the date
entered would be the same date for both.
Session # Enter the session number (may be left blank).
Internal / Set to External (default).
External
Attendance Selected Completed (default).

Continued on next page
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Manage Competencies

Training Multiple, Continued

Completingthe The Selection Criteria section allows you to pick the department number and

Selection personnel to assign the training course completion to.
Criteria Section
Follow these steps to complete the Selections Criteria section.
Step Action

1 Enter the sub department number in Department field. If you do not know the department ID
number, click the @l icon of the blank row to display the Lookup Department search page.
Enter partial search criteria. Click L ookup to display possible matches. From the Search
Results list, you can choose a specific row of data. A single click on any item listed in the
Department column retrieves the page.

‘DeptSetiD: [AUSCGR)  ‘Department: [ Q) :; E:gi‘?d :; :i':em
Employee Class: l—;l sal PIanIGrade:l—g |_g
Note: If the department you choose has sub departments, you will have to repeat this
procedure for each sub department.

2 Select the status of personnel you would like to include by checking the boxes next to
Enlisted, Active, Officer and Reserve as appropriate. Default is set to check all four-check
boxes. Click the Refresh button to display a listing of personnel. If all four-check boxes are
selected, all persons assigned to the department are returned in the search, including civilian
personnel.

e To obtain only a listing of active duty officers and enlisted members, keep the four
check boxes selected. Using the drop down list box, select an Employee Class of
Regular, and click on the Refresh button.

e The four check boxes (Enlisted, Officer, Active, and Reserve) can be unchecked to
modify the selection of members within a Department that will be displayed and
therefore selected to receive the Training. For example, if you wanted only active
duty enlisted, select only the Enlisted and Active check boxes. However, once one of
the four check boxes is checked off, the Employee Class and Sal Plan / Grade cannot
be used.

e This search can be drilled down through the selection of a specific Employee Class
and/or Sal Plan/ Grade. For example, if a listing of only SELRES members was
desired, the four check boxes would remain checked, using the drop down list box
select an Employee Class of SEL RES and after pressing the REFRESH button, a
listing of only SELRES members would be displayed.

e Salary Plan must be completed in order to use Salary Grade.

o Normally the first 5 members will be displayed. If you want the names of all
members displayed, click on View 5 and it will change to View All.

e To search for a particular member, select FIND and enter the member’s name in the
explorer user prompt.

Continued on next page
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Manage Competencies

Training Multiple, Continued

Completing the Selection Criteria Section (con’t)

Step Action

3 | After the selection criteria are selected, press the Refresh button to fill the member
list with the results of the search. Any time the selection criteria are changed, the
refresh button should be pressed.
4 Press the Select All button to have all the members in the results section selected to
receive the award. The Unselect All button will reverse this action. Check the box
next to individual names to select only those members to receive the training course
completion.
5 Carefully review the data you have entered before saving this transaction. Be
absolutely sure that all the data is correct and that you have not made any
typographical errors. Be sure you entered the correct employee 1D number when you
began this transaction. If you have any questions or concerns, cancel the transaction
and ask for help. Otherwise, proceed to the final step.
6 Click ===l at the bottom of the page to commit the selected members’ training
information to the database. If the save completes satisfactorily, the list of members
will be erased. If the save was unsuccessful, error messages will appear and the
selection results will remain displayed.
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Correcting and Deleting Training

Introduction This section provides the procedure for correcting and deleting training data.

Corrections Follow the procedure in the Training Individual section to access the
member’s file and correct the fields as necessary.

Deletions Follow these steps to delete an erroneous entry.
Step Action
1 Click =lto delete an existing row of information. A warning will be displayed.
2 Click OK to delete the row or Cancel if you do not want to delete the course history.
3 Click the 'Es=2v2) hytton to save you work.
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PPC SPO Manual
Part Ill — General Transactions

Chapter 2 — Employee Review

Overview
Introduction This section provides detailed directions for entering an Employee Review for
an Enlisted Member.
Y ou can save your work at anytime during this process. The review does not
have to be completed before you can saveit. Frequent saves prevent the loss
of datain the event of computer problems. After the review is saved, you can
exit the system and return later to complete.
Reference Coast Guard Personnel Manual COMDTINST M1000.6(series)
Contents This chapter contains the following topics.
Topic See Page
Entering an Employee Review for an Enlisted Member 11-2-3
Printing the Members Counseling Report 1-2-13
Changing the Advancement Recommendation in the [1-2-17
Enlisted Employee Review
Employee Review Summary (Commands) [11-2-19
Employee Review Summary (Members) 1-2-23
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Genera Transactions

Entering an Employee Review for an Enlisted Member

Procedures Log into Direct Access and follow these procedures to complete an Employee
Review.

Step Action
1 Select from the home menu bar Develop Workforce, Plan Careers, Use, and
Employee Review.

Enter an employee ID number and press the Enter button. Or perform a search and
select from the available list. Since an employee may have multiple records,
reflecting various stages in their career (e.g., military, civilian, and reservist), it is
important to select the correct record.

Employee Review | Develop Workforce > Plan Careers
Find an Existing \| > Use > Employee Review

EmpliD: |1 234567 ‘\\

. ﬁf—nter Employee ID number in
Empi Red Nor || the EmplID field.

Mame: |

Last Mame: I %
SetiD: |-“~USC'3 Enter S5N in the Mational ID

Department: | field.
Mational 1D 123456789
Job Family; I—
Job Code I—

Cﬂ_mpa""’- Click “Search” after entering
Search Employee |ID number or SSH.

When choosing a member from the search results, please be sureyou are
choosing the per son you actually want to change data on. Verify the employee | D
or national 1D before making any changes. Also, since one member can have
multiplerecordsif they'reboth a Regular or Reserve Member and an Auxiliary
Member or Civilian Employee, please be sureyou are selecting the correct
Employee Classification.

Continued on next page
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Genera Transactions

Entering an Employee Review for an Enlisted Member,

Continued

Procedures (con't)

Step Action

2 On the employee review page, enter the evaluation period end date in the effective
datefield. Choose the effective date carefully, asit can not be updated easily later on
(If you change the dates you start thereview process over and you will lose any

date and to dates are 7/31/02 or prior.
Page Defaults to the 1

data you have entered). Leavethefrom datefield blank. Enter the evaluation
period end datein theto datefield. (The effective date and to date fields must be
thesame.) Leavethe next review datefield blank. Select areview type from the
drop-down menu. Enter therating scale. Thisisthe set of dimensionsto be
evaluated for the member's pay grade. Select areview rating of E1 through E9 or
ASCH for Class"A" School students. Do not use CPO, PO, NR, unless the effective

Employee Review Tab(Enter the period end date in

oty » Plan Carsars -.ﬂthe Effective date field and the
e e, 1.0 date field.

{ Empleme Review

Employes Mamea Employes iy, 1238507 Empl Ficds; 0

"Effective Date: 05200z [ FRevieve Type: Regular

FromiTo Date: E] Joseatizo0z 5 gext Reviev Date: )
Bursiniss Unil: ALISCG AU, 5. Coast Guard Units C|iCk the REVi ew Type N
o cios rrscon | TOP-dOWN arrow and

: select the appropriate
Rating Scabs; '?1 Firsgd Clags PO Review type . _/1
Ratitwy Modek: EVAL Enlisted Paformance Evgl

below to select a Rating.

Enter the appropriate rate (E1, E2, E3, efc_.)
or click on the magnifying glass to the right of
the Rating Scale field and follow the steps

Continued on next page
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Genera Transactions

Entering an Employee Review for an Enlisted Member,
Continued

Procedures (con't)

Step Action
2
(con’t) | | Herels the drop-down menu for review | Hereis a samplelookup of arating
type: scale:
Review Type: Reqgular v[ Lookup Rating Scale
g?]vnn; mné t ‘ Rating Scale: [E%
Cancurrent Description: |
Detach RO [Lookup | [ Clear | [Cancel | Basic Lookup
Discipling
termo Search Results
Probation 18 618
Reduction
! El Seamnan Recruit Review
Res ADSw Q Seaman Apprentice Review
SWE E3
Special E"
TAD = 32 =
Transfer —_ ET Chiel Pty 21 Reviaw
Wahed L EE Senigr Chist PO Raviaw
E Maglar Chiaf PO R
Note: The following Review Types are '
not used with Enlisted Employee See the Changing the Advancement
Reviews. Recommendation for use of the
e Concurrent CHANGE .
e Detach RO OF CO RECOMMENDATION option.
e Memo
e Specia

To be sure that you have entered the correct effective and to dates for aregular
(annual or semi-annual) employee review.

e Click the Exceptionstab after entering the dates, review type and rating scale.
e Click the Validate Employee Review button. If you get the warning message:

“The nonth of the effective date nust match the date in
Revi ew Scal e Periods Table (CG REVWPRD TBL) for

RATI NG_SCALE=E5, and Enpl C ass=B, and Grade=E5 Month
must be=04 or 107,

Y ou should go back to the employee review tab and check your dates and the rating
scal e selection before proceeding.

Continued on next page
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Genera Transactions

Entering an Employee Review for an Enlisted Member,
Continued

Procedures (con't)

Step
3

Action
Click the Reviewerstab. Select from the drop-down menu either supervisor, mark/rpt
(marking official), or approved (fina approval authority) for the evaluation type.

e Enter the employee ID of the reviewer (in most cases thisis your employee ID.
However, if you are entering the data on behalf of someone else, i. e. "by proxy",
then enter that person’'semployee D). The competencies listed on this page are
based on the rating scale entered on the employee review page. The factor weight
should be left blank.

¢ Rating box, enter the mark that you want to assign to each competency (e.g., 6) or
click the lookup key to review the available choices. Use the numeric valuesto rate
all competencies on the list, except for the conduct and advancement
recommendation.

e Conduct competency, use satisfactory or unsatisfactory (S or U).

e Advancement recommendation competency, use recommended or not
recommended (R or N). A message will display indicating the alpha characters will
not compute for the rating average, click OK. (If you enter an unsatisfactory or not
recommended mark (U or N), enter reviewer comments.

Continued on next page
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Entering an Employee Review for an Enlisted Member,
Continued

Procedures (con't)

Step Action
3

(con’t) They are not used in this procedure.

AClick on the Reviewers Tab ]
Empioyes Fewew |~ Fevewtrs | m Epaong

Employes Mam, =

f Click on the Evaluﬁtiﬁn

Type drop-down arrow | -
| and select the Evaluation

o 1234567 Empi Rz 0

Enter the Employee ID
of the reviewer or use
the magnifying glass to
lookup Reviewers |1D

*Evaluation Type: | Susenisor Reviewer D [1234567 ' Q) ractorweight: | =1
Compelency Deseripiion ‘[:‘;‘"9"' Rating Shori Desc

EPLIC Directing Others IU—(erImnl'uﬂ‘ﬂn B
EPL3 |.T— Q) Supesior =
gf FOr each competency, enter the [F1 Abave g B
g rating numeric or alpha value, or T [F xcesar =
g Click on magnifying glass to 100KUD T Fay awwe s =
«| available Rating choices. T ) exesert =
«| Reminder: Youcan save your = [l xcesent B
o work at any time. The review does l\FE;Q| — =
¢ not have to be completed before T e ecaen o
¢| youcan save it Frequent saves 1 Above g -
¢ Preventthe loss of dafa inthe event o o0 —
Fp\{fcomputer problems. ) Excesert -
EPP4C TTEing Resources [ 5 A above mag =
EPFSC Salety o [5 <] Abova g =
SRS samina [ Click on the Note button to view full &
e wemeet description of competency and enter =
EPPINC Health an =]
e - cnmmen_ts_. The_se comments replace -
S Loty the Administrative Remarks CG-3307. -
EPPGH4C Respecting T = =
EPPOS Human Relations [ Al exesent E
EFPQEC Adapabiity [ [ alecesen =)
EPCONC Condist F Flajsar B
ECRC1A Recommengaticn for Agvancemsnt [ R mac s =

(Note: Entirelist of competencies NOT shown)

Warning: Do not click the add [ILI] /remove [EI] rowsicons on the reviews tab.

Continued on next page
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Entering an Employee Review for an Enlisted Member,
Continued

Procedures (con't)

Step Action
3 Toreview a competency description or enter reviewer comments:
(con't) | Pressthe yellow noteicon along the right margin. Review the full description of the
competency. To enter competency-specific comments for this member, type them
into the comment box. The comment box takes the place of Administrative Remarks
(CG-3307). Review the screenshot below for examples of other comments that are
entered on this page. Press OK when you complete each comment.

Description: |PEC TING OTHERS s |
escription: The effectrveness of this member in mfluencing and guading others in the completion of tashs,

1

__ 2 Had difficults in dimecting and influencing others effectively. Did not imstill confidence in subordinated and
-:uih%:s Etd not ranage difficult situations. [d not establish and rosintain standards of quality or guantdsr for work
P]’D TLCE

3

" 4 Guided and reviewed work of others to ensure that high work standards were maintained. FKept selfand other
motivated towards cormoletion of work. A leader who influenced and earned the respect of others.

_3

f_‘n Achl.e?ed superior nsult-t inspite of umntlcl.pated mnd.ltu:ms or d.ﬂ’!ﬁcult sﬂaaun:ns Derru:nmtrated ablht}rtu

&
) RSN SRS T T, N SRR, F S S, | B G 5 TR, - SRR, S N S, W T _l

2l
Enter comments here.
Comment:
o This comment box fekes the place of the Administrative Remarks (CG-3307).
Expect to enter comments for marks of 1, 2, 7, unsatisfactory conduct (U), not
recommended for advancement (), and for all E6 and above (future leadership
poteniial).
H
Ok | | Cancel |
Note:
You will receive this warning when entering an alpha code for
e the Conduct and Recommended/MNot Recommended for Adv
T competency. Click OK. You can safely ignore this warning.
EFPQZC 3 W aming - Mon-numenc ratings cannol be aveagsd [1020,15] =
o O A 5
EEPOAC 1 functionalily vwith the: rating scake. =
EFPQSC ! =
EFPGQED ! - - =
EFCONG Conduct 0 [ a) sat =
ECRC1A Recommandalion for Advancemeant 0 F O Roc Adv =)

Continued on next page
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Entering an Employee Review for an Enlisted Member,
Continued

Procedures (con't)

Step Action
4 Click the Commentstab. In the comment box, enter comments for othersin the rating
chain. These comments will be deleted once the evaluation is saved as "final".

A Click on the Comments Tab |

|_Employes Review . Reviewars ¢ comments | Eweapiions

Employesa Mame Employes o 1234567 Ermpt Roié: o
Effiective Date: 0573152002 Nigcsct Fweiosass Dis
; AUBCG AUBCG Al
Pyl ss2 Enter comments you may want
Job Code: 436083 T

to forward to your Supervisor,
Approving Official, etc..

Co . These comenents are faratemsl routing use only. Comments enenad hene II
) wall niod be gaved i the nal Empioyae Ravewy,

Evaluation Type:  Supenssonianager

Feeneswer [D: 1234567 Hajgh: SURBTY

Do ol @nbér cormments heng for Ratings a1, 2, 7, Mor L. Erder (ho$@
comrmens under Me Revewers lalipage. See previous instruction an
arering Adrministrative Remarks (CG-3307) comements

2
=) Save qhhlnlnﬂullhl ﬂﬁlllr:hll
Empioye e Revw | Reviewsars | Comments | Excaptions
Continued on next page
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Entering an Employee Review for an Enlisted Member,
Continued

Procedures (con't)

Step Action
5 Click the Exceptionstab. Pressthe Validate Employee Review button. Thiswill
generate alist of exceptions, including errors found on the employee review. Read
each exception, find the error (if applicable), and correct it. (For our screenshot, we
created an exception message indicating a mismatch selecting the rating scale. To
correct this type of error, you must go back to the employee review page, correct the
scale, then re-enter the employee review.) After corrections are made, click the
Validate Employee Review button again. Review thelist of exceptions again. If an
exception is corrected, it will not reappear on the list.
Note: If you are entering an employee review with an effective date of 7/31/02 or
earlier you may ignore the exception message pertaining to a mismatch between the
member's pay grade and rating scale.
Once you are satisfied with the exceptions, enter the employee ID for the next person
in the rating chain (the next person to review the employee review). If you are not the
approving official, press the Submit button to route the employee review to the next
person.
Click on the Exceptions Tab
Emploves Review | Bendewers | Commenis ¢ Esoaplions | Enter Ynur Endnrser's i
Employes Mame Employae Employee |D or use the
lookup to locate their
N Employee |ID number.
Effective Date: 0531720032
Business Lini: ALBCHANBCE Wamber Counzelipg Repoit
dok Code: 430063 YN Last Membar who updated ‘L
Finsip:
Seq. Moo Comp—_
, {Click Validate Employee Review. 16 Efalustion Typp setio A
A list of exceptions (discrepancies) — [T5=
2er| will appear. Review the exceptions  |weefrzcamorf,
and make any necessary changes.  [[" "]
After changes have been made, I i
“# click on Validate Employee Review [/t (prosenasgeacis
again. Repeat until exceptions are i '
corrected.
™ 1 Fralu)
il Feview | Besierwars | Commens | Exceplions
After exceptions are Refer to the next section of this guide for
corrected, click Save. instructions on the Member Counseling
Report before clicking Submit or
checking the Final box.
Continued on next page
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Entering an Employee Review for an Enlisted Member,
Continued

Procedure (con't)

Step
6

Action
When the review has been completed by the entire rating chain, the approving official
or his’her representative must:

1) create the member counseling report, then
2) click thefinal checkbox, and
3) press the Submit button.

Note: Leavethe Endorser Emplid box blank when using the Final checkbox. The
Endorser Emplid box is only used to route the employee review to the next person’s
worklist (and notify them viaemail). If you enter an ID and submit the review as
final, the person will get an email but won't be able to access the review because it has
already been submitted to PSC. If you are finalizing and submitting an employee
review on behalf of someone else (e. g. By proxy), then enter the approving official's
ID on the Reviewerstab in the Reviewer I D box (see step 3 above).

The review will undergo quality assurance processing at PSC (ADV). Once PSC
(ADV) completesits processing, usualy within 30 days, the review will become
available to the member through the PeopleSoft self-service menu and to the
command through the Command self-service menu.

Note: The employee review isrouted to the endorser's work list. To access your
work list, select from the home menu bar People Tools, Worklist, Use, and Worklist.
For additional information on using the worklist, see the Using Worklist topic.

Y ou can now print the members Counseling Report

Employee Review -2-11
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Genera Transactions

Printing the Members Counseling Report

Introduction This section provides the procedure for printing the member counseling report.

The member should be given the original counseling receipt. He/she will use
this asthe basis for an appeal. The appeal period begins on the date the
member signs the form.

Commands are not required to keep a copy of the counseling receipt since the
appeal processisdriven by the member and the marks will be captured in the
system. Also, please remember that a data error should not be confused with

the appeal process.

If the member reviews the receipt, signs off, and then notices that the marks
entered in the system are not the same as the counseling receipt, he/she should
approach the command so the data can be corrected. The appeal period does
not apply in this case.

Procedures The counseling report is accessed from the exceptions tab of the employee
review.

Jonas, Adaw Employes ;2017050 Empl Rcd#: 0

Effective Date: 06302002 Enter the Endorser Emplict Last Update Timestamp:

Business Unit:  AUSCGAUSCE | EERCELE| = Mermber Counzeling Reporl
Job Code: 410090 BMCM Last Member who updated
Review:

Validate Empioyes Review | — Submit_|
Sen. No. Competency Short Description  Description
A mismatch has been defecied between the member's grade and the rating
1 scale seleciad. The Review Scale Periods Table (CG_REVW_PRD_TBL)
does not have an entry far RATING_SCALE=CPO and Empl Class=B and
Grade=EQ
Al marks with Rating Model of EVAL must have the Evaluation Type setfo A
{Approved Official). Evaluation Type=R, REVIEWER_ID=1 044628

B save) (Ciretunto Search) (2 Retesh |

Create amember counseling report by clicking the link (upper right-hand
corner). Thiswill open anew window for the report.

Continued on next page

Employee Review 1-2-13



Genera Transactions

Printing the Members Counseling Report, Continued

Procedures (con't)

Step

Action
1

Select the language for the report from the drop-down list. Enter the employee ID
number for the member being evaluated. Pressthe Run button.

After entering the Employee ID
number(s), click Run.

Werber Counsenng Receipl |

Begor Manages  Process Monbor Run

anguage: | PRI ~ |

Eniter an Ernplid or Enfer Board
Brd Type Cd:  ADFes Ind:Sequence:
Flush

l— Q) |_ Q) l_gl Execute I

Report Request Parameters

123?? 4 Employee Name

Enter the Employee ID number. If you do
not know the Employee ID number, click on
he magnifying glass to perform a search or
refer to the instructions above to locate the

dditional Employee ID numbe

en choosing a member from the search results, please be sureyou are
choosing the per son you actually want to change data on. Verify the employee I D
or national 1D before making any changes. Also, since one member can have
multiplerecordsif they're both a Regular or Reserve Member and an Auxiliary

Member or Civilian Employee, please be sureyou are selecting the correct
Employee Classification.

Continued on next page
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Printing the Members Counseling Report, Continued

Procedures (con't)

Step Action
2 When the Process Scheduler Request page appears, set the parameters as follows:
1. Click the Server Name drop-down menu and select the PSUNX server.
2. Click the Type drop-down menu and select Web.
Click the Format drop-down menu and select PDF.
3. Press OK when finished.
Main Menu > Develop Workforce = Plan Careers > Report =
Process Scheduler Request
User ID: 2017213 Run Control ID: REPORT
Server Name: PSUNX T Run Date: 11/10/2010 B
Recurrence: ™ Run Time: 112117
Time Zone: - Resetto Current Date/Time ‘
Select Description Process Hame Process Type *Type *Format
[¥]  Employee Review Receipt CGEERCPT SOR Report web ~ [ -
[0k ] [Cancer]
Note: Leave the Recurrence and Time Zone fields blank.

3 The Process Monitor will open.

Reminder: Once the member counseling report is sent, the approving officia or
his/her representative will click the final checkbox and press the Submit button on the
exceptions page.

4 Click the Process Monitor link in the upper right-hand corner of the Process
Scheduler Request page.

5 The Process Monitor page will display. Click the Refresh button periodically until the
Run Status shows "Success' and the Details link is active. It could take some time for
the status to change if you are running alarge report or the system is heavily loaded.

6 Click the Details link. The Process Detail Page will display. Click the View

Loa/Trace link.

Continued on next page
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Printing the Members Counseling Report, Continued

Procedur es (continued)

Step Action

7 The Report Log Viewer page will open in anew window. Access your report by
clicking the link with the report name and number in it (In the example below,
cgeercpt_6657102.pdf isthelink to the report).

% Report/Log Viewer

Instance: 6657102 Type:

Name: CGEERCPT Run Cnil ID:
Status: Success Submitted By:
Server: PSUNX Recurrence:

Employee Review Receipt

Message Log 1323 bytes 2010-10-01

Trace File 0 bytes 2010-10-01
cageercpt 6657102.PDF 3752 bytes 2010-10-01

Accessingand Y ou can also access the most recent counseling report of a member by

Printing the following the path: Home>Develop Workforce>Plan Careers>Report>

Counseling Member Counseling Report.
Report from

theMenuPath 6 Run Control 1D Entry Page will appear.

If you have used this process before, enter your initiasin the Run Control 1D
block and click the- ! button.

If thisisthefirst timeyou have used this process, click the Add a New
Valuelink.

1. Enter your initiasin the Run
Control ID block.
2. Click the button.
Refer to Step 1 (above) to compl ete the procedure.
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Changing the Advancement Recommendation in the Enlisted
Employee Review

I ntroduction

Procedure

Additional
Information

The following procedures are used when a Commanding Officer is only
changing the advancement recommendation on an existing EER.

When changing the CO Advancement Recommendation:

e The Approving Official initiates anew EER in Direct Access and selects
change of CO RECOMMENDATION (CORC) astherating scale. This
creates an abbreviated EER with only the new recommendation.

e The Approving Official then makes the new advancement recommendation
and enters comments in the comments area explaining the reason(s) for the
change.

@It iscritical that the approving official makesthe change using
their own login access and clicks the submit button, thus putting their
electronic 1D on the change and allowing for verification of the
legitimacy of the change. Both the new and the original EER remain in
thembr’srecord sothereisacomplete EER history.

e An approving official experiencing connectivity difficulty should contact
PSC (adv) by the best means available for assistance.

e All changes made using this procedure will be reviewed by PSC (adv) to
determine the impact on the members advancement eligibility and standing
on any advancement eligibility list.

e A member receiving a change to not recommended will be declared
ineligible for any upcoming SWE and will have their name removed from
any applicable advancement eligibility list.

¢ A changeto recommended, designed to allow the member to participate in
SWE competition must be completed prior to that SWE's eligibility
deadline date. No backdating of changes will be allowed after that date has
passed.

e For supplemental advancements, the change to recommended must be
completed and viewable in Direct Access before forwarding the request for
member to be placed on the Supplemental Advancement List.

Employee Review -2-17
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Employee Review Summary (Commands)

Introduction The Enlisted Employee Review module provides commands with the ability
to view an enlisted member's employee review history. This application
replaces form CG-3306.

The Enlisted Employee Review Summary is limited to authorized personnel
with - Command Users access.

Additional This procedureis for viewing Employee Reviews on an individual basis. The

Information Personnel at A Department query, accessed viathe Airport Terminal,
provides alisting of all personnel and positions at a department. After the
roster runs you can add additional details to the information already displayed
by selecting the Orders In/Out or Last Review Dates checkboxes.

™ Orders InfQut
M Last Review Dates

Remember, to click the Refresh Summary button to view the newest
employee review.

Procedure Log into Direct Access and follow these procedures to view a members EER.
The data fields on the employee review page are self-explanatory.

Step Action

1 Select menu items in the following order:
Home > Develop Workforce > Plan Careers> Inguire > Employee Review
Summary

Haorme = Develop Warkforce = Plan Carears = Inguira

w2 Adminlster Training (GBL) W Use
3 Career Management & Inquire Hrrivais and Departures
&2 Manage Competencies Airport Term Detalls
{GBL)

| = Plan Careers

2 Plan Successions (GBEL)

LEI'I"II'.Il oyee Beview Summarn

Continued on next page
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Genera Transactions

Employee Review Summary (Commands), Continued

Procedur e (continued)

Step Action
2 Enter the member’s employee ID number in the Emplid field and click the search
button. Use the X icon to open a search page if you do not know the employee ID
number. See Employee I D Search Tipsfor more information.
The Job Codefiled will default to" 4""' (Enlisted) and cannot be changed.
@When choosing a member from the search results, please be sureyou are
choosing the person you actually want to change data on. Verify the employee I D
or national 1D before making any changes. Also, since one member can have
multiplerecordsif they're both a Regular or Reserve Member and an Auxiliary
Member or Civilian Employee, please be sureyou are selecting the correct
Employee Classification.
3 The Employee Review Page will display.
EmpliD;
EmplRed 0 Regular YH1 EG
Nbi:
Poaition: " Refrash Summary |
Deptip: 003338 HRSIC VRP TEAM
First (4] 4ot 1 [B] Last
Erlisted Marks | OFR Summery  AsofDale | =54
Rank EffDate  Type ;’5‘.’: E::': ‘;E:‘ g‘:m Lead Prof Pert Ml Con Rec
OGM3Z002 0 ] o 0
Click the [Egtehaunman. | by tton. Thiswill update the display to show the most
recent evaluation on file.
The Enlisted Marks tab shows the dates of the evaluations along with the type and
advancement recommendations. The most recent evaluation is displayed first. Click
[Rank  Ef Date Type ;T:: 2:; m1 :::“ Lesad Frof Pert Lo Con Rec
i‘r‘N'I 113002001 Regular A7 34 40 12 AGEBES46 GEEGAE TTEEA46 (1] g
:YN‘I 083172001 Regular 35 30 38 10 4655555 555555 GE35435 55 =1
%P2 DEF32000  Advncrmnd 32 32 339 10 4545455 S55557 TEB5456 55 =]
i il N4INFNN0_ Radilar 33 3m 41 10 AR45455 ASARA5H TRTR45R it} =
The OER Summary tab is not applicable to enlisted personnel. The As of Date tab
shows the date the database was last updated
Continued on next page
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Employee Review Summary (Commands), Continued

PrintingaEER Click the B2

link at the top of the table to display all rows. Click the

Internet Expl orer Printer = Icon on the tool bar at the top of the window, or

choose File > Print from the menu bar to print the page.

Savinga Copy  If you are on Coast Guard Standard Workstation 111, or have Adobe Acrobat®
(full version) installed on your computer you can print the page to a PDF file.

The file can then be printed, saved or sent, viaemail, to another person. To

create a PDF file choose File > Print from the menu bar and set the printer to
Acrobat PDF Writer. Click the OK button on the print dialog box. PDF
Writer will prompt you for afile aname and the location to save the PDF file

to.
Print
— Pririter
Narmne: M crobat PO iter Properties |

Status: Ready
Type: Acrobat POFw riter

Where:  LPT1:
Caomment; [ Frint to file
— Print range Copies
Al Murnber of copies: m

€ Pages from: I'I b |1

) Selection @I-- [ Collate

— Frint frames

€ fos [ Bid ot an serest

£ Mnlythe selected frame

%) Al frames individuzaly

I Print table of links

Ok I Cancel

™ Frirt all linked documents

Employee Review
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Employee Review Summary (Members)

Introduction The Employee Review Summary provides members with the ability to view

their enlisted marks history. Officers will be able to view an OER summary.
This application replaces form CG-3306.

Procedure Log into Direct Access and follow these steps to view your employee

reviews. The data fields on the employee review page are self-explanatory.

Step Action
1 Enter your Operator 1D and Password in the appropriate fields and click the Sign In
button.
2 Select menu itemsin the following order:
Home > Self-Service > Employee > View > Employee Review Summary
3 The Employee Review Page will display.

Empdin:
Empl Red 0 Regular W1 EG
Mbi:
Cowition: " Refresh Summan |
DeptiD: 003386 HREIC VRP TEAM

Employes Review Summary vigw Al First (4] 40 [ Lag

| Enlistest Marks | (GER Summery , AsofDale | =

Lead Prof Perf Mil
Sum Sum Sum Sam

0E/03rz002 a oo oo

Click the LRSI | by 1400, This will update the display to show the most
recent evaluation on file.

The Enlisted Marks tab shows the dates of the evaluations along with the type and
advancement recommendati ons. The most recent evaluation is displayed first. Click

Rank  Eff Date Type Lead Prof Pert Il Con Rec

Lead Prof Perf Mil

Fank Ef Date Type

Sum Sum Sum Sun Lead Fao Pt - o Foc
[P 1173002001 Regular A7 34 40 12 46EESAE GEEGAE TTEE446 6B g
[v11 057312001 Reguiar 35 30 36 10 4655555 555655 BR35455 55 =)
KLF] 0E/3152000  Advncmnd d2 32 39 10 4545455 555557 TEES45E 55 2
W2 MARINNN_ Radniar 3z 3m 41 1N ARdK4RS ARRRAR TRTRASR AR

The OER Summary tab is not applicable to enlisted personnel. The As of Date tab
shows the date the database was last updated.

Printing

Click the Bi=E18 |ink at the top of the table to display al rows. Click the

Internet Expl orer Printer =¥ Icon on the tool bar at the top of the window, or
choose File > Print from the menu bar to print the page.

Continued on next page
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Employee Review Summary (Members), Continued

Saving a copy If you are on Coast Guard Standard Workstation 111, or have Adobe Acrobat®
(full version) installed on your computer you can print the page to a PDF file.
The file can then be printed, saved or sent, viaemail, to another person. To
create a PDF file choose File > Print from the menu bar and set the printer to
Acrobat PDF Writer. Click the OK button on the print dialog box. PDF Writer
will prompt you for afile aname and the location to save the PDF file to.

Print HE
— Printer
Properties |

Mame: o crobat POFW iker

Statuz Ready
Type: Acrobat PDFw riter

Wherer  LPT1:
Comment: ™ Frint to file
— Print range Copies
& Mumber af copies: I'I 3:

" Pages from: I1 o I1

£ Selection @I " Collate

— Print frames

) Az |aid out o scieen

) Wrlythe selected frame

& Al frames individualy

™ Frint all inked documents [ Print table of links

ak I Cahicel
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PPC SPO Manual
Part Il, General Transactions

Chapter 3, Advancements

Overview

Introduction The objective of this section isto provide a concise, user friendly job aid for
the user at the Servicing Personnel Office (SPO) to complete an advancement
in rating add/remove a designator, or enter achangein rating, or reduction
event in PeopleSoft. The CWO Appointment procedure is proved for users at
CGPC (OPM) only.

The only advancements input by the Servicing Personnel Office (SPO) are:

(a) non-rated advancement;

(b) advancement of a member with a designator to E-4;

(c) advancement after a reduction

(d) adjust Overseas Housing Allowance upon pay grade changes

(e) adjust Inadequate Quarters Rental Charge upon pay grade
changes

SPOs shall not attempt to usethistransaction for any other purpose.

References The following references contain information about advancements,
reductions, designators and rating changes.

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

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

c. Personnel Manual, COMDTINST M1000.6 (series)

d. Enlisted Qualifications Codes Manual, COMDTINST M1414.9 (series)
e. Training and Education Manual, COMDTINST M1500.10 (series)

Contents This chapter contains the following topics.
Topic See Page
Advancement/Change in Rating/Adding a Designator [1-3-3
Reduction/Removal of Designator [11-3-9
CWO Appointment (CGPC only) [11-3-13
School/Recruit Training Advancements I11-3-19

Continued on next page



General Transactions

Overview, Continu

ed

Refer to thistable to determine responsibility for preparing advancement/promotion action.

Transaction/Responsibility

Advancement / Promotion| Advancement / Discharge | Officer OHA Cancel
Reason Promotion/ (P203) Uniform (P609) or Payment
Designator (H301, Allowance | Inadequat of SRB
P555) Claim eQuarters | (P602) if
(LeeB) Rental applicable
(P607) if
applicable
Resumption of N/A. Discharge/ Servicing | N/A Servicing
Enlisted/CWO status upon |Accession required. Personnel Personnel
termination as atemporary |See: DA Guide for Office Office
officer. Accessions
MARTP (Reserve Officer) [N/A. Accession Servicing | Servicing
A ppoi ntment required. Personnel | Personnel
See: DA Guide for Office Office (See
Accessions Note 1)
Officer Promotion CGPC (opm/rpm) N/A System Servicing
Generated | Personnel
Office
CWO Appointment (Active CGPC (opm) System System Servicing
Duty) Generated | Generated | Personnel
Office
CWO Appointment CGPC (rpm) System Servicing
(Reserve) Generated | Personnel
Office (See
Note 1)
Enlisted SWE, Striker or  |CGPC/PSC (ADV) Servicing N/A
Supplemental Advancement Personnel
(authorized by EPAA or Office
HRAA)
Change in Rating CGPC/PSC N/A Servicing
(authorized by EPAA or Personnel
HRAA) Office
Changein Rating (enlisted [TRACEN Personnel Servicing
member attending OCS or [Office (See Note 2) Personnel
rated member graduating Office
“A” school)
Non-Rated Advancement  [Servicing Personnel Servicing N/A
Office (See Note 2) Personnel
Office

Continued on next page
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General Transactions

Overview, Continued

Refer to thistable to determine responsibility for preparing advancement/promotion action,

continued.

Advancement of amember [Servicing Personnel

with adesignator to E4 Office (See Note 2)
See:
Advancement/Add a
Designator Overview

Advancement after Servicing Personnel

reduction Office

Assignment of Designator |PSC (ADV)

as aresult being added to
Striker advancement
eigibility list

Assignment of Designator
as aresult of graduation
from Class“A” school

TRACEN Personnel
Office

Removal of Designator

Servicing Personnel
Office

See:
Reduction/Remove
Designator Section
Overview

Reserve Training Rating

Servicing Personnel
Office
See: Member Training

Rating

Reduction (non
disciplinary)

(e. 9. Reduced to E5 to
attend Class “A” school)

Servicing Personnel
Office (See Note 2)

onsibility

Servicing N/A

Personnel

Office

Servicing N/A

Personnel

Office

N/A Servicing
Personnel
Office

N/A N/A

Servicing Servicing

Personnel Personnel

Office Office

Notes: (1)The servicing Personnel Office submits the Officer Uniform Allowance Claim

through Direct-Access once the Reserve Officer meets the requirements of section

3.K.2.a, CG Pay Manua (the applicable claim codeis“B”, not “D”).
(2) These transactions are submitted through Direct-A ccess using the Advance/Promote
One Member Page, for individuals. Or the Boards process for Training Center Personnel Offices.

Advancements
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General Transactions

Advancement/Change in Rating/Adding a Designator

I ntroduction

Advance/
Promote One
M ember

This section provides the procedures to advance a member, change a
members rating or add a designator in Direct-Access.

The only advancements input by the SPO/HRS using this procedure
are

¢ non-rated advancement;
e advancement of a member with a designator to E-4;
e advancement after a reduction

The SPO/HRS must al so:

e cancel a Selective Reenlistment Bonus (SRB)

e adjust Overseas Housing Allowance upon pay grade changes

e adjust Inadequate Quarters Rental Charge upon pay grade changes

When to use: The Advance/Promote One Member page is used to complete
the necessary transactions on a member for:

¢ Advancement.
¢ Adding adesignator.
e Change in rating.

When not to use: This page should not be used for:

e Resumption of Enlisted/Warrant status upon termination as a temporary
officer. Officers authorized to resume their permanent grade or rate must be
discharge and re-accessed (rehired at their permanent grade or rate. Follow
procedures in Chapter 8 (Discharge to Enlistment/Accession) of the DA
Guide for Accessions
(http://www.uscg.mil/hag/cgl/psc/guides/accessi ons.pdf).

e Members who are being advanced by the Enlisted Personnel Advancement
Authorizations (EPAA) or Headquarters Reserve Advancement
Authorizations (HRAA).

e Members advanced upon graduation from Recruit Training or Class ‘A’
school. Use the Maintain Boards and Panels page to advance multiple
members of the same class or company as the same time. (However, the
Advance/Promote One Member page may be used to advance individual
graduates if necessary). See Section E, School-Based Advancements for
procedures.

e Cadet Graduation. See the Accessions Overview for procedures.

Continued on next page
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General Transactions

Advancement/Change in Rating/Adding a Designator, Continued

Pay and
Personne
System
Updates

Other
Transactions
which may be
required.

Direct Access: The Advance/Promote 1 Member Page insertsanew row in
the member’ s job data page (Administer Workforce > Administer Workforce
(GBL) > Use > Job Data) and updates the Job Data on the Career Information
Tab of the CG Member Information Page (Develop Workforce > Plan Careers
> Use > CG Member Info).

JUMPS:. The Advance/Promote 1 Member Page generates a JUMPS P555
transaction with one of the following element codes:

e 01 -- if the Advance To radio button was selected.

e 34 -- if the Changein Rating radio button is selected.

e 45 -- if the Add Designator radio button was selected.

e Updates information on page 1 (General Information) of the PMIS screens
in the PMIS Data Base.

e Setsfixed data fields on segment 00 of the pay filein JUMPS.

e Updates segments 01, 58 and any other pay and allowances segments that
have to be changed due to advancement.

VERY IMPORTANT: If member isreceiving SRB, Overseas Housing
Allowance (OHA) at the time of advancement, then an OHA transaction must
be done to change the OHA status. Also, if member isin inadequate quarters,
an Inadequate Quarters transaction must be completed to show the new renta
charge for Inadequate Quarters.

The following transactions may also be required when a member’s pay grade
changes:

Cancel Selective Reenlistment Bonus (SRB): This transaction must be used
if the member is currently receiving a Sel ective Reenlistment Bonus and, due
to achangein rating, the bonus must be cancelled or suspended.

Overseas Housing Allowance: If member is receiving Overseas Housing
Allowance (OHA) at the time of advancement/reduction, then an OHA
transaction must also be completed to show a change in the member’s OHA
status.

I nadequate Quarters Rental Charge: If the member isin inadequate
guarters, then an Inadequate Quarters transaction must be completed to show
the new rental charge for Inadequate Quarters

Continued on next page
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General Transactions

Advancement/Change in Rating/Adding a Designator, Continued

Procedure Start Direct-Access, sign in and follow these steps to

¢ Advance a member
e Add adesignator
e Changein Rating

Reminder: The only advancementsinput by the SPO/HRS using this
procedure are:

e non-rated advancement;
e advancement of a member with a designator to E-4;
e advancement after a reduction

Action
Select menu itemsin the following order to access the Advance/Promote 1 Member

page:

Develop Workforce > Career Management > Use > Adv/Promote One M ember

A search page will appear. Enter the member's employee ID number or other search
criteriaand click the Search button to select the member you wish to display.

Note: When choosing a member from the sear ch results, please be sureyou are
choosing the per son you actually want to change data on. Verify the employee I D
or national 1D before making any changes. Also, since one member can have
multiplerecordsif they'reboth a Regular or Reserve Member and an Auxiliary
Member or Civilian Employee, please be sureyou are selecting the correct
Employee Classification.

The Advance/Promote 1 Member page will display. Verify the member’s employee ID
and name to ensure you have selected the correct record from the search results.
Ensure the Current Job Code and description match the member’ s pay grade/rating.

Complete the Pay System Transaction field by selecting the ADV,Red,Chgin
Rate,Promo radio button.

Continued on next page
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General Transactions

Advancement/Change in Rating/Adding a Designator, Continued

Procedur e (continued)

Step
5

Action
When advancing a member, select the Advanced To action field:
| f Then select

Advancing the member or advancing/Advanced To radio

the member AND adding a button. (Element Code 01)

Designator at the sametime.

Adding a Designator Add Designator radio
button. (Element Code 45)

Complete the Select Job Info fields as follows:

Field
Job Code

Q)

Action
Key in the 6-digit job code for the new rate/rank or click the lookup button
(magnifying glass icon) to search for and select the new job code.

If member is being advanced, then enter the rate the member is being advanced to
(Example: If member is a SA and is being advanced to SN, then enter 415096).

If member is being advanced and adding a designator then enter the new rate
with designator (Example: Enter 410096 for SNBM if member is being
advanced from SA).

If adding a designator enter the assigned designator (i.e., if member is a SN and is
being assigned a BM designator, then Job Code 410096 for SNBM would be
entered).

Designators may be assigned to:
E-3 personnel above the servicewide cutoff.
E-2/E-3 non-advancing personnel completing class “A” training.
E-2/E-3 personnel previously reduced to pay grade E-1.

Note: Do not assign designators to rated personnel.

Date of
Rank/Effdt

]

Enter the date the advancement or designator assignment is effective. Use
MM/DD/YYYY format or click the lookup button (calendar page icon) to select a
date.

Note: Per 5.C.28.C of the Personnel Manual, COMDTINST M1000.6 (series), a
member may not be advanced retroactively, advancements are considered
retroactive after 30 days have elapsed since the requested date of advancement.

Sal Admin
Plan/Salary

No action required. These fields will be populated by the system based on
the Job Code you selected.

Grade

Continued on next page
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General Transactions

Advancement/Change in Rating/Adding a Designator, Continued

Procedur es (continued)

Step Action
5 | When Changing a membersrating, complete the Action Reason field by selecting
(con’'t)| the Changein Rating radio button.

Complete the Select Job Info fields as follows:

Job Code Key in the 6-digit job code for the new rating or click the lookup

Q button (magnifying glassicon) to search for and select the new job
code.

Date of Enter the date the change in rating is effective. Use MM/DD/YYYY

Rank/Effdt format or click the lookup button (calendar page icon) to select a

date.

Sal Admin Plan No action required. These fields will be populated by the system

Salary Grade  |based on the Job Code you sel ected.

6 | Click the Save button to complete the transaction.

Deleting an Access to this pageis limited to users at PSC. If you need to reverse a
Advance/ transaction after you have saved the "Advance/Promote One Member" page,
Promote One contact PSC (ADV) branch, viae-mail to: psc-dg-ADV @uscg.mil, or by

Member phone at (785) 339-3400.
Transaction
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General Transactions

Reduction/Removal of Designator

I ntroduction

Advance/
Promote One
Member

Pay and
Personnel
Systems
Updates

This section provides the procedures to Reduce a member or Remove a
Designator in Direct-Access.

When to use: The advance/Promote One Member page is used to complete
the necessary transactions on a member for:

e Reduction in rate (use the Disciplinary Action page for reductions awarded
astheresult of NJP or Courts-Martial), or
e Removal of Designator

When not to use:

Resumption of Enlisted/Warrant status upon termination as atemporary
officer. Officers authorized to resume their permanent grade or rate must be
discharge and re-accessed (rehired at their permanent grade or rate. Follow
procedures in Chapter 8 (Discharge to Enlistment/Accession) of the DA
Guide for Accessions

Direct Access: The Advance/Promote 1 Member Page insertsanew row in
the member’ s job data page (Administer Workforce > Administer Workforce
(GBL) > Use > Job Data) and updates the Job Data on the Career Information
Tab of the CG Member Information Page (Develop Workforce > Plan Careers
> Use > CG Member Info).

JUMPS: The Advance/Promote 1 Member Page generates a JUMPS P555
transaction with one of the following el ement codes:

e 23 -- if the Reduced To radio button was selected.

e 34 -- if the Changein Rating radio button is selected.

e Updates information on page 1 (General Information) of the PMIS screens
inthe PMIS Data Base.

e Setsfixed data fields on segment 00 of the pay filein JUMPS.

e Updates segments 01, 58 and any other pay and allowances segments that
have to be changed due to advancement.

VERY IMPORTANT: If member isreceiving SRB, Overseas Housing
Allowance (OHA) at the time of advancement, then an OHA transaction must
be done to change the OHA status. Also, if member isin inadequate quarters,
an Inadequate Quarters transaction must be completed to show the new renta
charge for Inadequate Quarters.

Continued on next page
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General Transactions

Reduction/Removal of Designator, Continued

References

Other
Transactions
which may be
required.

The following references contain information about advancements,
reductions, designators and rating changes.

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

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

c. Personnel Manual, COMDTINST M1000.6 (series)

d. Enlisted Qualifications Codes Manual, COMDTINST M1414.9 (series)
e. Training and Education Manual, COMDTINST M1500.10 (series)

The following transactions may also be required when a member’s pay grade
changes:

Overseas Housing Allowance: If member is receiving Overseas Housing
Allowance (OHA) at the time of advancement/reduction, then an OHA
transaction must also be completed to show a change in the member’s OHA
status.

I nadequate Quarters Rental Charge: If the member isin inadequate
guarters, then an Inadequate Quarters transaction must be completed to show
the new rental charge for Inadequate Quarters

Continued on next page
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General Transactions

Reduction/Removal of Designator, Continued

Procedure Log onto Direct Access and follow these steps to reduce a member or remove
adesignator.

Step Action

1 | Select menu itemsin the following order to access the Advance/Promote 1 Member
page: Develop Workforce > Career Management > Use > Adv/Promote One Member
2 | A search page will appear. Enter the member's employee ID number or other search
criteriaand click the Search button to select the member you wish to display.

Note: When choosing a member from the search results, please be sure you are
choosing the person you actually want to change data on. Verify the employee ID or
national ID before making any changes. Also, since one member can have multiple
records if they're both a Regular or Reserve Member and an Auxiliary Member or
Civilian Employee, please be sure you are selecting the correct Employee
Classification.

3 | The Advance/Promote 1 Member page will display. Verify the member’s employee ID
and name to ensure you have selected the correct record from the search results.

Ensure the Current Job Code and description match the member’s pay grade/rating.

4 | Complete the Pay System Transaction field by selecting the ADV,Red,Chgin
Rate,Promo radio button.

Continued on next page

Advancements -3-11



General Transactions

Reduction/Removal of Designator, Continued

Procedur es (continued)

Step Action
5 | When Reducing a member or Removing a Designator, complete the Action Reason
field by selecting the Reduced To radio button for reductions or Changein Rating
radio button for designator removals.
Complete the Select Job Info field as follows:
Field Action

Job Code Key in the 6-digit job code for the new rating or click the lookup

Ql button (magnifying glassicon) to search for and select the new job
code.

Date of Enter the date the change in rating is effective. Use MM/DD/YYYY

Rank/Effdt format or click the lookup button (calendar page icon) to select a date.

Bl

Sal Admin Plan [No action required. These fields will be populated by the system based

Salary Grade  |on the Job Code you selected.

6 | Click the Save button to complete the transaction.

Reversing a Accessto this pageislimited to users at PSC. If you need toreversea
Reduction/ transaction after you have saved the "Advance/Promote One Member” page,
Removal of contact PSC (ADV) branch, viae-mail to: psc-dg-ADV @uscg.mil, or by

Des gnatc_)r phone at (785) 339-3400.
Transaction

[1-3-12 Advancements



General Transactions

CWO Appointment (CGPC only)

Introduction CGPC (opm/rpm) inputs al CWO Appointment transactions to effect
appointment to CWO. This section provides the procedures for CGPC (OPM)
to enter an appointment to CWO in Direct Access. SPO/HRS staffs are not
permitted to enter these transactions.

Advance When to use:
Promote e Chief Warrant Officer Appointment.

a”e b ¢ Reduction in rate (use the Disciplinary Actions page for reductions awarded
ember as the result of NJP or Courts-Martia).

When not to use:

Resumption of Enlisted/Warrant status upon termination as atemporary officer.
Officers authorized to resume their permanent grade or rate must be discharged

and re-accessed (rehired at their permanent grade or rate. Follow proceduresin

Chapter 8 (Discharge to Enlistment/Accession) of the DA Guide for Accessions
(http://www.uscg.mil/hg/cgl/psc/quides/access on.pdf).

References  a. Personnel and Pay Procedures Manual, PSCINST M1000.2 (series)
b. Pay Manual, COMDTINST M7220.29 (series)
c. Personnel Manual, COMDTINST M1000.6 (series)

Other The following transactions may a so be required when a member’ s pay grade

Transactions changes, these are input by the officer's servicing SPO/HRS site.

which may

berequired.  Oyerseas Housing Allowance: If member is receiving Overseas Housing
Allowance (OHA) at the time of appointment, then an OHA transaction must
also be completed to show a change in the member’s OHA status.

Inadequate Quarters Rental Charge: If the member isin inadequate quarters,
then an Inadequate Quarters transaction must be completed to show the new
rental charge for Inadequate Quarters.

Continued on next page
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General Transactions

CWO Appointment (CGPC only), Continued

Other
Transactions
which may be
required.
(continued)

Direct Access
Updates

How JUMPS
is effected by
the Advance/
Promote 1
Member Page

Beforeyou
Begin

Officer Uniform Allowance Claim:

e Active Duty Appointments. An Officer Uniform Allowance Claim is not
required. The allowance will by paid by the system when the appointment
transaction process.

Reserve Appointments: The officer's servicing SPO/HRS site needsto
generate the Officer Uniform Allowance Claim through Direct Access once
the Reserve Officer meets the requirements of section 3.K.2.a, CG Pay
Manual, COMDTINST M7220.29(series). Use Uniform Claim Code B (not

D).

The Advance/Promote 1 Member Page inserts a new row in the member’ s job
data page (Administer Workforce > Administer Workforce (GBL) > Use >
Job Data) and updates the Job Data on the Career Information Tab of the CG
Member Information Page (Develop Workforce > Plan Careers > Use > CG
Member Info).

The Advance/Promote 1 Member Page creates the following JUMPS
transactions:

H300 Appointed Officer From Enlisted Status
P203 Discharged (dated day prior to CWO appointment)

CWO appointments are input by CGPC (OPM) only. Do not use this
procedure to record Resumption of Enlisted/Warrant status upon termination
as atemporary officer. Officers authorized to resume their permanent grade or
rate must be discharge and re-accessed (rehired at their permanent grade or
rate. Follow procedures in Chapter 8 (Discharge to Enlistment/Accession) of
the DA Guide for Accessions

(http://www.uscg.mil/ha/cgl/psc/quides/accessi ons.pdf

Continued on next page
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General Transactions

CWO Appointment (CGPC only), Continued

Procedures Log into Direct Access and follow these steps to promote a member to

Step
1

warrant officer.

Action
Select menu itemsin the following order to access the Advance/Promote 1 Member
page: Develop Workforce > Career Management > Use > Adv/Promote One Member

A search page will appear. Enter the member's employee ID number or other search
criteriaand click the Search button to select the member you wish to display.

Note: When choosing a member from the sear ch results, please be sureyou are
choosing the per son you actually want to change data on. Verify the
employee | D or national I D before making any changes. Also, since one
member can have multiplerecordsif they're both a Regular or Reserve
Member and an Auxiliary Member or Civilian Employee, please be sureyou
are selecting the correct Employee Classification.

The Advance/Promote 1 Member page will display. Verify the member’s employee ID
and name to ensure you have selected the correct record from the search results. Ensure
the Current Job Code and description match the member’s pay grade/rating.

Complete the Pay System Transaction field by selecting the App Com Off from
Enl/Warr radio button.

Continued on next page
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General Transactions

CWO Appointment (CGPC only), Continued

Procedur es (continued)

Step
5

Action

Complete the Select Job Info fields as follows:
Fied Action

Job Code &/ [Key in the 6-digit job code for the new rank or click the lookup button
(magnifying glassicon) to search for and select the new job code..
Date of Enter the date the promotion is effective. Use MM/DD/YYY'Y format
Rank/EffdtE! |or click the lookup button (calendar page icon) to select a date.

Fied Action |
Sal Admin Plan No action required. These fields will be populated by the system based
Salary Grade |on the Job Code you selected.

6 | Complete the Career Information Row as follows (Note: If thisisthe first advancement/
designator transaction for this member completed in PeopleSoft the page will open with
anew blank row). Click the add row button (plus sign) to create a new blank row if
Field Action |
Job Code Key in the 6-digit job code for the new rate/rank or click the lookup
button (magnifying glassicon) to search for and select the new job
code. Use the same code as entered in step 6 above.

Rank Status Click the drop-down arrow and select Perm (meaning Permanent)
from the list.

Promo Stat Select the Promotion Status from the drop-down list

Initial Source L ookup and select the Initial Source code

Yr Grp Enter the year (YYYYY) for the officer’s year group

Commissioned |[Enter the date commissioned (MM/DD/YYYY)

Category L ookup and select the Category code

Source L ookup and select the Source code

Signal Signal number

7 | Click the & === save button to complete the transaction.

Continued on next page
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General Transactions

CWO Appointment (CGPC only), Continued

Deleting an Access to this pageis limited to users at PSC. If you need to reverse a

Advance/ transaction after you have saved the " Advance/Promote One Member" page,
PromoteOne  contact PSC (ADV) branch, viae-mail to: psc-dg-ADV @uscg.mil, or by
Member phone at (785) 339-3400.

Transaction
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General Transactions

School/Recruit Training Advancements

I ntroduction

Pay and
Personne
Systems
Updates

This section will guide you through the process of creating and processing
“A” School and Recruit Training advancement boards in PeopleSoft.

Accessto these pagesislimited to SPO/HRSroleusersat Training

Centers. Thefollowing user roles must be added to the user's account in

addition to the CGHRS role:

e CGCRMGNP - (Base Level Career Management Role);

e CGCRMGBD - (Board User/Promotions Advancements Career
Management Role);

e ASH - (School Based Advancements Career Management Role).

When to use:

The Maintain Boards and Panels pages are used to compl ete the necessary
transactions for a group of members completing Recruit training or a Class
“A” school on the same date and advancing, changing ratings or receiving
designators.

When not to use:

e Memberswho are being advanced by the Enlisted Personnel

e Advancement Authorizations (EPAA) or Headquarters Reserve
e Advancement Authorizations (HRAA).

Direct Access: The Post Board Activities Page inserts a new row in the
member’ s job data page (Administer Workforce > Administer Workforce
(GBL) > Use > Job Data) and updates the Job Data on the Career Information
Tab of the CG Member Information Page (Develop Workforce > Plan Careers
> Use > CG Member Info).

JUMPS: The Post Board Activities Page generates a JUMPS P555
transaction with one of the following el ement codes:

e 01 --if the Advance To drop-down was selected

e 23 -- if the Reduced To drop-down was selcted

e 34 -- if the Change Rating drop-down was selected

e 45 -- if the Add Designator drop-down was selected.

e Updates information on page 1 (General Information) of the PMIS screens
inthe PMIS Data Base.

e Setsfixed data fields on segment 00 of the pay filein JUMPS.
e Updates segments 01, 58 and any other pay and allowances segments that
have to be changed due to advancement.

Continued on next page
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General Transactions

School/Recruit Training Advancements, Continued

Pay and
Personne
Systems
Updates
(continued)

References

Other
Transactions
which may be
required.

Beforeyou
Begin

VERY IMPORTANT: If member isreceiving Overseas Housing
Allowance (OHA) at the time of advancement, then an OHA transaction must
be done to change the OHA status. Also, if member isin inadequate quarters,
an Inadequate Quarters transaction must be completed to show the new rentad
charge for Inadequate Quarters.

The following references contain information about advancements,
reductions, designators and rating changes.

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

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

c. Personnel Manual, COMDTINST M1000.6 (series)

d. Enlisted Qualifications Codes Manual, COMDTINST M1414.9 (series)
e. Training and Education Manual, COMDTINST M1500.10 (series)

The following transactions may also be required when a member’s pay grade
changes.

Overseas housing allowance:

If member isreceiving Overseas Housing Allowance (OHA) at the time of
advancement/reduction, then an OHA transaction must aso be completed to
show a change in the member’s OHA status.

| nadequate Quarters Rental Charge:

If the member isin inadequate quarters, then an Inadequate Quarters
transaction must be completed to show the new rental charge for Inadequate
Quarters

If possible, have the Board Type Code. Recruit Training boards will be
created with the code RECTRN, and in general, “A” School board names
types consist of the rating followed by “_A”. However, if you do not know
the Board Type Code value, you may perform alookup as follows and select
the code from the available list returned.

Continued on next page
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General Transactions

School/Recruit Training Advancements, Continued

Procedure Log into Direct Access and follow these steps to advance a member or add a
designator.

Step Action

1 | Select from the home menu bar Develop Workforce>, Career Management>, Setup>,
and Maintain Boards.

e Alternate path: Select from the home menu bar Develop Workforce>, Career
Management>, Setup>, and Board/Panel Setup Home. Select the Maintain Boards
and Panelslink.

Enter aBoard Type Code, Sequence Number, or Active Duty Reserve Indicator and
press the Search button. Select the Board Type Code from the available list.

Note: For each new class session, you must press the Add a New Valuelink to
generate anew instance of that board type. Enter the Board Type Code or use the
lookup and enter the description %A Schoool % then press Search. Select the correct
A School from the availablelist. Enter Active Duty for the Active Duty Reserve
Indicator. Once al the values are complete, press the Add button. On the new page,
you will enter the data and press the Save button. The Sequence Number is updated
automatically when the pageis saved.

Sample graphic of lookup for Board Type Code:

Home = Deyalnp YWorkios = Caredr Managemen] = Sefup = Maintain Boards:
Lookup Board Type Code
Board Type Code:

Description |'2€..°. SCHOOL%

[Cookup | [ Clear ] [Cancel | Basic Lookup

Search Rasults

-3 w731

Board Type Code Descriptinn
At

i Tach - & School
fuiatio Eiec. Mata - A Schooj

Continued on next page
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General Transactions

School/Recruit Training Advancements, Continued

Procedur e (continued)

Step
2

{ Maintain Boards A GehoollPG SchiSEE

Action

On the "Maintain Boards" page, complete the fields as follows:

e Enter the Graduation Date of the “A” School or Recruit Training Class.

e Set the Statusto 'In-Session'.

e Select 'PROMO' for the Imaging Profile.

e Select 'A School' for the Security Type

e Select 'ASCH' for the Group ID.

e The Cand Job Code should be the primary jobcode of the members who are
completing "A" School or Recruit Training (The most common values will be:
461096 Airman, 432096 Fireman, 415096 Seaman, or 415098 Seaman Recruit).

If graduating personnel have multiple jobcodes for that school session, you should
select the jobcode held by the majority of the class.

e The Promo Jobcode should be the jobcode that class will be advanced to. Use the
magnifying glass to look-up the appropriate jobcode.
e Enter a1l for the Start Sig#. This number does not pertain to "A" School
advancements but it must still be entered for the page to function properly.
Sample graphic:

Brd Type: AT_A  Awiat Electron Tech- ASchool  ADVRes Ind: Aciive Sequence:

Staturs:

Hamn 1o Select: l_

Max Allow Scor e;[

ﬁccmnpi-;lllml:|

Comane Di= ou212003 &)
T

‘Wnaqing Profile; [PROMO

I Best Oual Brd

Min Allow Score:

Proma Job 455085 Q AT3
Conide:

Stant Sig=: 14

Lome SizeCul:

War E2JG Dor: &l

Pop Brd Cand | Cormpite Firal Mustipls

Continued on next page
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General Transactions

School/Recruit Training Advancements, Continued

Procedur e (continued)

3

In order to prepare to automatically populate the board with candidates for
advancement, click the A School/PG Sch/SSS tab. Enter the Course number and
Session Number for the A" School. (Recruit Training Classes must be popul ated
manually until such time as amember’s course session datais availablein
PeopleSoft). Pressthe Save button.

MERISIN BiERgETy A SchoolPG ScSss |

Brd Type CEAT_A  AviatElectron Tech- A School  ADWRes ind: Acie Sedquence:

wComrse:[S0T0T1 Q] AVIONICS TEGHNIGIAN rSession Mw: 0012 &

Return to the "Maintain Boards" page by pressing the Maintain Boards tab. Pressthe
Pop Brd Cand button. Thiswill insert onto the board all the students who have
completed that course and session.

To review the board candidates, select from the home menu bar Develop Workforce>
Career Management>Use>Board Candidates. Look up the board that was created in
Step 2.

Find an Existing Value

Board Tyea Code | S

—
Senuenza Humber Il

Acke Duly Resens Indicalon | Acse Duy X

Descripdon:
Sl Dale

7 Caze Sensitve

[ Bearch | [ Clear | fasic Sesrch

The students who have compl eted the course session used to populate the board in the
previous step should appear as candidates on the board.

| Board Candizate

Brel Type;  AT_A M:IIEU-:"D"TI-H" Status: | ADHES el Aot Seq: 1
A Sehon
BoardPaniel Candidates
| Wb rarmebon "SR PSR, DU, "
Zone | EnpliD Fcai# Rank [Hame Waners | Cand Status | P AD

—— — Fn‘“'.. - — —
vianers ([Selet 3] ommazees {[+]/[=]
ilin =] [eosaras Q[0 om3 | Hill Charles viavers |[Selent ] 1zoaczis |[F]([=]
affin =] [seewaz|Q)|[0 Fu | DavisTracy veaars ([Setect 3] 11marzns |[#]1(=]
alin =] /[osee077 Q[0 |SHoM| AlenDan vianars |[Selet =] jotnazns | [£]|[=]

Continued on next page
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General Transactions

School/Recruit Training Advancements, Continued

Procedur e (continued)

Step Action

4
(con’t)

For “A” School candidates, no action should be required on this page. However, if
you wish to manually add or delete candidates from the list (asis currently required
for Recruit Training Classes), you may do so by pressing the Plus Symbol button.
Thiswill add arow and allow you to enter a candidate’ sinformation. Pressing the
Minus Symbol button will allow you to delete arow. In order for the candidate to be
processed for advancement, the candidate must be saved with a Cand Status of
“Select”. Pressthe Save button when all changes, additions, and deletions are
complete.

When choosing a member from the search results, please be sureyou are
choosing the per son you actually want to change data on. Verify the employee
ID or national ID before making any changes. Also, since one member can have
multiplerecordsif they'reboth a Regular or Reserve Member and an Auxiliary
Member or Civilian Employee, please be sureyou are selecting the correct
Employee Classification.

Select from the home menu bar Develop Workforce>, Career Management>, Use>,
and Post Board Activities. Select the List ID (A-School Advancements), Effective
Date (01/01/2003), and the Active Duty Reserve Indicator (“ Active Duty” or
“Reserve — Active Component” as Appropriate). Press Search and select from the
list returned. (sample of list options shown below)

Sample of Post Board Activities search for board set up in Step 2:

Continued on next page
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General Transactions

School/Recruit Training Advancements, Continued

Procedur e (continued)

Step

6

Action

Thistakes you to the "Post Board Activities' page. In order to bring up your list of
candidates, you must enter a Board Type Code and a Sequence Number. In the above
example, you would enter " AT_" and Sequence Number of " 1" . Pressthe Populate A
School button. Thispullsal selected candidates from the board session. Verify the
jobcode for each member as members receiving designators will require changes to
thisfield.

Enter the Date of Rank (DOR) for the advancement and press the Select All button.
Thiswill populate the Rank/Contract date field for each member. Y ou may override
the DOR at the individual member level simply py typingin anew DOR.

Promo Job Code |Select # "Em[_“' Ll — ITJ:;“" Trams FeanbiConbract Beyin | Comract End [Promote
[essmas AT, |011/2003 [Advancea To =] {[pzoizo0z El r.;
[essmas @) AT_i, 01012003 ([advanced To =] |[D@nizon: B =
[es5085 AT latats2002 [Advanced To =] |[pzni2003 EX =3
[es5085 @y AT_A gt#ti2002 ([Advances To =] 0202002 =] =
[essmes &) AT A o020z ([Advanced To =) |[pzoiEons AT I3
[ezsoes @l AT_A arso12003 ([Advanced To =] |[0zmimons ER [ =
7 | The Promo Job Code will default to the Promo Jobcode entered on the "Maintain
Boards" page from Step 2 above. Y ou may override the Promo Jobcode at the
individual member level simply by typing in a new jobcode.
The Payroll Trans Type will default to "Advanced To" but may be changed, if
necessary. The values are Change in Rating, Reduced To, or Add Designator.
When you are satisfied that all information on the page is correct, press the Save
button. The advancement transaction is created when the page is saved.
8 | Note: If you need to reverse atransaction after you have saved the "Post Board
Activities' page, contact PSC (ADV) branch, via e-mail to: psc-dg-ADV @uscg.mil, or
by phone at (785) 339-3400
9 | To repeat thisfunction, select Return to Search. To perform another function, choose

from the menu. To exit, pressthe Sign Out link located at the top of the page.

For additional information on the processes reviewed above, review the lessons
entitled Maintain the Board, Board Candidates, and Advance/Promote Members
from Board Candidates.

Continued on next page
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General Transactions

School/Recruit Training Advancements, Continued

Deleting a If you need to reverse atransaction after you have saved the "Post Board
Maintain Activities' page, contact PSC (ADV) branch, viae-mail to: psc-dg-
an;l dsand ADV @uscg.mil, or by phone at (785) 339-3400

anels
Transaction
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Coast Guard Servicing Personnel Office Manual

Part Ill, General Transactions

Chapter 4, Dependency, Decedent Affairs, SGLI and Contact

Overview

I ntroduction

Contents

Information

This section provides the procedures for Dependency, Decedent Affairs,

SGLI and Contact Information

This chapter contains the following topics.

Topic See Page
Employee Family Member and Beneficiary Information 111-4-3
Change Emergency Contacts (Non Self-Service) 111-4-19
Elections and Beneficiaries (SGLI & FSGLI Data Entry) 111-4-23
BAH/Dependency Data Form Print Procedures 111-4-33
BAH Dependency Data By Unit (Department) 111-4-37
Employee Address and Home of Record 111-4-45
Employee Marital Status, Address, Phone and Email Change 111-4-49
Emergency Contact Data By Unit (Department) 111-4-53
Print Emergency Contact Information By Employee ID 111-4-59
Recall Roster 111-4-63
Recall Roster By ISC/HRS 111-4-65
Divorce, Annulment or Death of Spouse 111-4-67
Questionable Dependent/PPC Lega Approval 11-4-77
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General Transactions

Employee Family Member and Beneficiary Information

Important Only BAH €dligible dependents, as defined in Chapter 3-D of the U. S. Coast
Policy Change  Guard Pay Manual, COMDTINST M7220.29 (series), need to be listed on
this page. Completion of the CG-2020D, Designation of Beneficiaries form
eliminates the need to enter a member's designation of beneficiaries for:
e Death Gratuity
e Unpaid Pay and Allowances
e Person to Receive Allotment of Pay if Missing or Unable to Transmit
Funds

Family members are not deleted from the member's record when their status
changes. For example, if amember reports a divorce, you would change the
spouse's relationship to "Ex-Spouse” and de-select the BAH Eligible box on
Personal Profile page. Also, it isnot necessary to delete persons from this
page who were previously only added for beneficiary designation purposes.
Only BAH €ligible family members will appear on the printed
BAH/Dependency form.

Introduction This section provides procedures to enter or update a member's beneficiary or
family member (dependent) information in Peopl eSoft.

Family members, and others the member wishes to designate, must be added
using this process before they can be listed as beneficiaries for Dependent
SGLI, Unpaid Pay & Allowances, Death Gratuity, or as a Person to Receive
an Allotment of Pay (if member is missing or unable to transmit funds). See
Elections and Beneficiaries to enter SGLI elections.

For SGLI elections, the beneficiaries’ information may be left blank. SGLI
beneficiary designations are made by the member on form SGLV-8286 and
do not need to be duplicated in PeopleSoft to be valid. In PeopleSoft, we are
primarily concerned with capturing the member's coverage election so the
appropriate payroll transactions can be initiated.

Continued on next page
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General Transactions

Employee Family Member and Beneficiary Information,
Continued

Introduction This processis aso used to add/or change the status of BAH Eligible Family

(con’t) members. Family membersare not deleted from the member'srecord
when their status changes. For example, if amember reports a divorce, you
would change the spouse's relationship to "Ex-Spouse” and de-select the BAH
Eligible box on Personal Profile page (Be sureto stop the member’s FSGLI
deduction aswell if the member is divorced or the member's spouse dies and
the member was participating in the program. Go to Elections and
Beneficiaries, locate the FSGI plan type (25 - Dependent Life), insert anew
row and enter "0" to stop coverage.)

See: Divorce, Annulment or Death of a Spouse for more information and
procedures.

®Note: If recording a marriage, divorce or death of a spouse, be sure to
update the member's marital status on the Personal Data page.

After the datais entered and saved it can be printed on a BAH/Dependency
Form (CG-2020D). See for more BAH Dependency Form Print Procedure for
more information.

Beforeyou Before adding a BAH Eligible Family Member you should consult Chapter
Begin. 3-D and Figure 3-8, of the Coast Guard Pay Manual, COMDTINST
M7220.29(series) for guidance on dependency approval.

Continued on next page
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General Transactions

Employee Family Member and Beneficiary Information,

Continued

Additional
stepsfor
Reserve
Component
Members

If the member is a Reservist who has completed 20 years satisfactory service,
then the Reservist needs to take the following action:

If the Reservist

Then Reservist may

Action to take

Had no spouse or children
upon completion of 20
years satisfactory service

Elect RCSBP coverage for a
new spouse/ child

Complete Form CG-11221.

Form must be completed within
one year of obtaining a spouse
and/or child. A copy of the CG-
11221 must befiled in the SPO
PDR. Theorigina CG-11221,
along with marriage/ birth
certificate(s), must be sent to PPC
(RAS).

Elected RCSBP coverage

upon completion of 20

years satisfactory service,

then:

¢ Divorced the spouse, or

e The spouse died, and

e Thereservist remarries or
acquires achild

Elect or decline RCSBP
coverage for the new
spouse/child

In all cases of remarriage, the
reservist must complete a new
Form CG-11221 to elect or
decline RCSBP coverage. The
form must be completed within
one year of remarriage, and must
contain the spouse’ s signature.
Section VI of the Form shall be
annotated to reflect a change to
the original 20-year RCSBP
election. A copy of the
CG-11221 must befiled in the
SPO PDR. Theorigina new
CG-11221, divorce/death
certificate, and marriage / birth
certificate(s) must be sent to PPC
(RAS).

Continued on next page
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General Transactions

Employee Family Member and Beneficiary Information,

Continued

Required The following legal supporting documents are required when adding BAH-
Supporting Eligible dependents:

Legal

Documentation , jrth Certificate(s) for dependent child(ren)

e Marriage Certificate (for dependent spouse)

e Any additional documentation which may be required when adding
dependents requiring PPC approval. See Questionable Dependents on page
[11-4-77 for more information and procedures.

Pagesand Tabs Processing family member/beneficiary information consists of one page and

three tabs.

f Marme % Address / Personal Frofile |

The Name tab enables you to record the family member or beneficiary name
and relationship to the member. Y ou must use the Name tab to add
dependent/beneficiary records.

The Address tab enables you to record the family member or beneficiary
address information.

The Personal Profile tab enables you to record BAH €ligibility, birth date
and other personal information about the family member or beneficiary.

Procedure Log into Direct Access and follow these steps to add, remove or change

Step

employee family member and beneficiary information.

Action
Select menu itemsin the following order:
Enterprise Menu > Compensate Employees > Administer Base Benefits > Use

Dependent/Beneficiary

A search page will appear. Enter the member's employee ID number or other search

criteria (see Employee |D Search Tips) and click the - 1 putton to sdlect the
member you wish to display.

@When choosing a member from the sear ch results, please be sure you are choosing the
person you actually want to change data on. Verify the employee ID or national ID before
making any changes. Also, since one member can have multiple recordsif they're both a Regular
or Reserve Member and an Auxiliary Member or Civilian Employee, please be sureyou are
selecting the correct Employee Classification.

Continued on next page
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General Transactions

Employee Family Member and Beneficiary Information,
Continued

Procedure (continued)

Step
3

Action
The Dependent/Beneficiary Name tab will be displayed.
If the member does not have any family members or beneficiaries in the system, the
Name tab will open with a new blank row, as shown below.

Dependent Beneficiaries

“DeperpdentBeneficiany 0o 'U_

“Relationship to Employee: [ = ‘DepEenst Type: ]‘

Format Usinge V54 S United States
Mame: [
Prefie o

First Name; | Micidie: [

Last Name; | St 21

If you are adding a new family member or beneficiary, you may complete the fields as
indicated below.

®Note: If adding a spouse or entering a divor ce be sure to update the member's marital
status on the Personal Data page and update SGLI/FSGL Elections on the Elections and
Beneficiaries page as well.

Continued on next page
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General Transactions

Employee Family Member and Beneficiary Information,
Continued

Procedures (con't)

Step Action
3 If the member aready has family members or beneficiariesin the system, the Name
(con’'t) | tab will display the information on Dependent/Beneficiary ID 01 (the first family
member/beneficiary in the member's record).
Dependent Beneliciaies igwall  First (4] 1016 O Last
‘Dependent Beneficiary ic |11 E1=]
‘Relationship to Emplayec: | SP0USE =l DepBonef Type: [DeviBenst =
Foa mat Using: MQI Unitad Statas
Marme: |
Prafis: j'
First Name: [First Msdide: L
Last Name: [Last Suffio: 4l
1. If the member has more than one family member or beneficiary in the
system the I inks at the top of the window will be active.
RTINS SRS  Click onthe View All link, Next Arrow button,
or the Last I|nk to view addltlonal family members or beneficiaries.
2. Click the (+1to add an additional family member or beneficiary, anew blank
row will be inserted.
Name Tab Data Entry:
Field |Description/Instructions
Dependent/ PeopleSoft pre-populates thisfield. It will automatically increment
Beneficiary ID it by 1 for every new record added.
Relationship | Select arelationship from the drop-down menu. There are several
to Employee pre-defined values to choose from:
If entering a divorce change the Spouse's relationship to
"ExSpouse’
ihdopt |:|'1u|1t|twr 1 Grandchild Miece
Adopt Son Grandfather Other
Aunt Grandmother Other Relative
Brother In Loca Parentis Foommate
|Daughter Legal Guardian Sister
Employes Legal YWard Daughter Son
ExSpouse Legal Ward Son Spouse
Father tather Step Parent
Father-in-Law Mather-in-Law Stepchild
Farmer Spouse Meighbar Truster
Friend MHephew Uncle
Continued on next page
111-4-8
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General Transactions

Employee Family Member and Beneficiary Information,
Continued

Procedures (con't)

Step Action
3

CoUOBNFicid  |Description/ingtructions

P Some categories of dependents require PPC Legal approval:
S See Questionable Dependents for more information and
procedures.

Dependent/Ben Thisfield will automatically be filled in based on the type of

Type relationship you selected above. Y ou can change it if necessary:
select a dependent/beneficiary type from the drop-down menu.
Use:

o Benf --if thisperson is being added solely as a beneficiary
(SGLI, Death Gratuity, etc) and not as a dependent/family
member for BAH purposes.

o Dependent/Benf -- if this person is being added asa BAH
eligible dependent/family member (Including spousesin
member-to-member marriages). Thistype
(Dependent/Ben) will also allow you to use list the person
as abeneficiary for other programs.

O You mug set thisfield to" Dependent/Benf" and (on the
Personal Profiletab) mark the BAH Eligible checkbox and provide
the BAH €ligibledateif adding a BAH €ligible family member.

Continued on next page
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General Transactions

Employee Family Member and Beneficiary Information,
Continued

Procedures (con't)

Step Action
3
CoUOBNFicid  |Description/ingtructions
Name Thisfield will be populated by PeopleSoft after you fill out the

other name fields and save the page. It displays the Last Name,
First Name, and Middle Initial or complete middle name of the
family member/beneficiary.

Prefix Optional. Y ou may choose a prefix (Mr. Mrs, etc.) from the drop-
down menu or leave thisfield blank.

First Name Enter the person's first name
Last Name Enter the person’s last name

Middle Enter the person's middle initia; optionaly, you may enter the
entire middle name if desired.

Suffix If applicable, enter the suffix. Click Ql icon to perform alookup of
valid values.

Name Suffix Description

— 1w
= |-
= |=
m |
o om
=
U U7}
= o
=

[=X

= |
_|
=
pul
_|
=
=

oS 1= |
I
=
=
=]
=

_,
[uE)
T
=
=
=

A

=
_|
=
)
(xl
o
=
']
=
=
=

Continued on next page
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General Transactions

Employee Family Member and Beneficiary Information,
Continued

Procedures (con't)

4 Click the Address tab to view, update or change family member and beneficiary

address information.

DependentBeneficlarnes View sl First [ 05 T3 Lagt

==

Dependent Beneficiary ID: 01 Mame:  LastFirstl

Relationship 1o Employes;  SPOUSE DepBened Type:  DepBens!

¥ Same Add ess Phone as Employes
Courhry: | Liniled Statas
Address 1; |

HAdddress 3¢

Coy:
Coimniy:

State: A Panngyteanis

Pileore: |

[
Address 3 |
|
|

Postal: Ii

If you have just added or changed family member beneficiary information in the
Name tab, the address data for that person will be displayed. If the member has more
than one family member or beneficiary in the system, the links at the top of the
window will be active. ® BEESEREDREEY Click on the View All link, Next
Arrow button, or the Last link to view additional family members or beneficiaries.

Continued on next page
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General Transactions

Employee Family Member and Beneficiary Information,
Continued

Procedures (con't)

4 Address Tab Data Entry:

(con’t) | [=EEfs| Description/I nstructions

Same Click this check box if applicable, the address data will automatically
Address  fill based on the member's address information that is already in the
Phoneas system. The phoneinformation will not fill in, you will have to un-
Employee check the box in order to enter the family member's phone number. If
any of thisinformation isincorrect, it can be updated using one of
these procedures:
o Employee Address and Home of Record

o Employee Home and Mailing Address Change

Un-check the box if the family member's or beneficiary's addressis no
longer the same as the member's.

Address1 Usethesefieldsto enter the street address, P O Box, apartment
Address2 number, etc.

Address 3

City Enter the City

County Not used for U. S. Addresses, enter if necessary for foreign addresses.
State Enter the standard two-letter state abbreviation code. Click the @l icon

to perform alookup of codesif necessary.
Province |Not used for U. S. Addresses, enter if necessary for foreign addresses.

Postal Enter the zip code for U. S, Addresses or postal code for foreign
addresses.
Phone Enter the Home Phone number of the family member/beneficiary.

Continued on next page
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General Transactions

Employee Family Member and Beneficiary Information,
Continued

Procedures (con't)

Step
5

Action
Click the Personal Profiletab. Thistab is used to designate BAH dligibility,
provide Spouse-In-Service information, and record other personal information about
the family member. All fields may be left blank or at the default valuesif you are
only adding the person as a beneficiary and not as a family member/dependent. Be
sure to check the "Spouse-in-Service" block when the member's spouse isin any
branch or component of the military.

Note: The Gender value defaults to Male and the Martial Status defaults to Single,
you may want changes these even in the case of a beneficiary only entry.

If you have just added or changed family member beneficiary information in the
Name and address tabs, the data for that person will be displayed. If the member has
more than one family member or benel‘ici ary in the system, the links at the top of the

window will be active, BEIEEISSAESREIR_ S5 . Click on the View All link, Next
Arrow button, or the Last Ilnk to view addltl onal famny members or beneficiaries.

Dependent Beneficiang LastFirstL w0

Relationship to Employee:  Spousa 8

Birthdate: FECIEE o Brthcountre | & al

' BAH Eligible BAH Eligiility Date: [17/2071985 1] Birth Locatiore |

I Greater Than 50% Suppon

r—— |F-_=male ‘I ™ Spouse In Service | Student [ Disabled [ Smoker
Imarned -I {

‘Marial Status: | -
T | Stutent Status Date: 2]

Marital Status Date: ==

Cccupation: | Medicare Entilled Date: =

Daie of Death: &l FidersiQmers [T Phons Mumgers

Country ‘ational I0 Type  Description Nattional ID :;"'“”'

[usa allpr Q4 Social Security Murnber 123456789 F =1

Continued on next page
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General Transactions

Employee Family Member and Beneficiary Information,
Continued

Procedures (con't)

Step
5
(con't)

Completethefields asindicated below when adding family
member s/dependents.

Field Description/Instructions

Birth date

Birth
Country

State
Province

Birth Location

Action

The family member's/dependent’s date of birth. This field must
be completed if the dependent typeis "Dependent” or
"Depnd/Benf" (BAH Eligible). You can leave thisfield blank if
adding a beneficiary, but will receive a warning message when
you attempt to save the data. Y ou may dismiss the warning and
proceed, the data will be saved.

© If you change a Spouse Birth date entry, you need to check
to seeif thereis aFamily SGLI/Dependent Life Plan Type 25,
and if so, follow the procedure in the Correcting the Date of
Birth for a Spouse guide to create a new Family SGLI election
transaction so that the correct date of birth is transferred to
JUMPS (Segment 32). JUMPS must be updated with the correct
date of birth in order to properly compute FSGLI premium
deductions.

The family member's/dependent’s country of birth. Enter the
standard three-letter country code (e.g. "USA" for United States
of America). Click the &l icon to lookup valid codes if necessary.

The family member's/dependent's state or province (Field |abel
will change depending on the country code entered.) of birth.
Enter the standard two-letter abbreviation. Click the & to lookup
valid codes if necessary.

Enter the birth city.

Continued on next page
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General Transactions

Employee Family Member and Beneficiary Information,

Continued

Procedures (con't)

Step
5
(con't)

Action

Description/Instructions

BAH Eligible

Click this checkbox if the member will be entitled to BAH with
dependents for this family member. Also, click this checkbox
even if the member's spouse, in a member-to-member marriage,
ison active duty. The spouse in service block (see below) must
be checked also.

Before adding a BAH Eligible Family Member consult
Chapter 3-D of the Coast Guard Pay Manual, COMDTINST
M7220.29(series).

If the person you are adding isa BAH eligible family member as
outlined in the Coast Guard Pay Manual, then this box should be
checked.

If not aBAH eligible family member (i.e. a person being added
for Emergency Data/SGL I information only), this box should
not be checked. Exception: Check this block even if the spouse
Is an active duty service member.

If entering a divorce remove the checkmark from this box.

© You must mark the BAH Eligible checkbox, enter the BAH
eigibility date below, and set the Dependent/Ben fidd on the first
tab (Name) to " Dependent/Benf" if adding a BAH dligible family
member.

Divor ces:

If entering a divorce remove the checkmark from this box for the
spouse and any step children.

Children, who are not incapacitated and are over age 21 or
23 (if full time student).
Remove the checkmark from this box.

Continued on next page
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General Transactions

Employee Family Member and Beneficiary Information,

Continued

Procedures (con't)

Step
5
(con’t)

Action

: Description/Instructions

5o

(o]

BAH Eligibility
Date

Greater than 50%
Support

Gender
Marital Status

Some dependents require PPC Legal approval.

See Questionable Dependents for more information and
procedures.

If adding a BAH Eligible Family member, enter the date:

o the member began support (e. g. Child's birth date)
o dependency was approved by PPC (LGL)
o of marriage

Note: If the date of marriage, child's date of birth, or
dependency is prior to the member's accession date, then the date
of accession should be used.

© You must mark the BAH Eligible checkbox, enter the
eligibility date, and set the Dependent/Ben field on thefirst tab
(Name) to " Dependent/Ben” if adding a BAH dligible family
member.

Click this checkbox only when the family member does not

reside with the member and receives more than 50% of their
support from the member.

Choose the family member's gender from the drop-down list.

Chose the family member's marital status from the drop-down
list.

If entering adivorce, mark the spouse's martial status as
"Divorced"

Continued on next page
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General Transactions

Employee Family Member and Beneficiary Information,
Continued

Procedures (con't)

Step
5
(con't)

Action

Field | Description/Instructions

Marital Status
Date

Spouse in
Service/Branch of
Service

Student

Student Status
Date

Disabled

Smoker
Occupation

Medicare Entitled
Date

Riders/Orders
Phone Numbers

National 1D

Enter the date corresponding to the martial status chosen above.
May be left blank when the family member is single.

Note: If adding a spouse, thisisthe date that will be shown as
the Date of Marriage on the BAH Dependency Form

If entering a divorce, enter the date of final dissolution of
marriage.

Spouse in Service. Click the checkbox if thisfamily member is
the member's spouse and is in the service. When you click this
checkbox, a new drop-down menu item will appear from which
to choose the branch of service. Y ou must also enter the spouse's
SSN in the National ID information below. The BAH Eligible
checkbox (above) must also be marked even if the spouseis
on active duty.

Check this box when the family member is achild over age 21
but less than 23 attending school full time and is dependent of the
member of over half of their support.

Enter the date the student status became effective.

Check this box when the family member is an incapacitated child
over age 21

Not used, |leave blank
Not used, leave blank
Not used, |leave blank

Not used

Click thislink to add additional contact phone numbers for the
family member.

This section is used to record the family member's Social
Security Number (SSN). If the member's spouse is in the service,
you must provide an SSN.

Continued on next page
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General Transactions

Employee Family Member and Beneficiary Information,
Continued

Procedures (con't)

Step
5
(con’t)

Action

Description/Instructions

Country Enter USA

National ID Type Enter PR (for "Primary")
Description

National ID Enter the family member's SSN.
Primary ID Check this box

Click the 'B==v=) pytton.

Carefully review the data you have entered before saving this transaction. Be
absolutely sure al that all the datais correct and that you have not made any
typographical errors. Be sure you entered the correct employee ID number when you
began this transaction. If you have any questions or concerns, cancel the transaction
and ask for help.

Click _% | to proceed.

Y ou may now exit the system by signing off or use the menu links to begin another
transaction.
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General Transactions

Change Emergency Contacts (Non Self-Service)

Introduction This section provides the procedures for adding, updating and removing
Emergency Contacts for members who do not have access to Direct-Access
self-service.

Emergency Contacts are persons, the member designates, who are to be
contacted in the event of an emergency. Any person entered as an emergency
contact may be contacted in the event the "Primary” contact cannot be
reached.

Emergency contact information will be printed on the Emergency Contact
Information report. The report can be printed for an individual or for all
members of a unit.

Procedure Log into Direct Access and follow these steps to update Emergency Contact
Information.

Step Action
1 | Select menuitemsin thisorder:
Home>Administer Workforce>Administer Workforce>Use>Emer gency Contact

2 | A search page will appear. Enter the member's employee ID number or other search

criteria (see Employee ID Search Tips) and click the 1 putton to select the
member you wish to display.

@When choosing a member from the search results, please be sureyou are
choosing the person you actually want to change data on. Verify the employee ID
or national 1D before making any changes. Also, since one member can have
multiplerecordsif they're both a Regular or Reserve Member and an Auxiliary
Member or Civilian Employee, please be sureyou are selecting the correct
Employee Classification.

3 | The Employee Emergency Contact page will display. There are two tabs on this page.

1. The Contact Address/Phone tab (displayed first) allows you to enter the Emergency
Contact's name, relationship to the member and address.

Note: Please provide a physical address, not just a P.O. Box number. Personal
notification cannot be made at a P.O. Box, a street address, including any building
or apartment number ismandatory. Useaddresslines2 & 3to provide physical
addressinformation if AddresslinelisaP.O. Box or Route Number.

2. The Other Phone Numbers tab allows you to enter the Emergency Contact's phone
numbers.

Continued on next page
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General Transactions

Change Emergency Contacts (Non Self-Service), Continued

Procedure (continued)

4 | Complete/Update the Contact Address/Phone tab.

Admirister Worklioree = Lse = Emef gency Comact

——————,
{ Contact AddressFrone \COIREr Phona NumBars

Employes o
“Contact Name; [Lastrame, Firsthame, | #1=]
“Redationship to Employee: Spousa ]" ™ Primary Contact
¥ Same Address Phone as Employes
Coumiy: Unied States
— | 23 My = F-f|n||-.‘:|
Address 2; |

Adress 3 |

Cite l—
County; Postak 4
Sharhe; Californda

&) save) (G Rmium be Saarch)
Contact AddresssPhone | Ddher Phone Murmers

Field/Button or Description/Instructions

If the member has more than one Emergency Contact on file,
thislink will be active. Click it (or the arrow buttons) to view
additional Emergency Contacts.

+] If you are adding an additional Emergency Contact, click this
button to insert anew row
= If you are removing a Emergency Contact, click this button to

delete the row. Note: If you delete the only Emergency Contact,
the system will not alow you to save until you add a new one.
At least one Emergency Contact entry is required.

Contact Name Enter the Last Name followed by acomma (,) the first name
followed by a comma and a space then the middle initia or
middle name.

Example:
Smith,John J

Relationship to Click the drop-down menu for alist of relationship types. Click
Employee on arelationship typeto select it.

Continued on next page
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General Transactions

Change Emergency Contacts (Non Self-Service), Continued

Procedure (continued)

Step

4’t Field/Button or Link |Description/Instructions
(con') Primary Contact Check thisbox if thisisthe Primary Emergency Contact for this
(checkbox) member. Only one Primary Contact is permitted.
Same Address/Phone |Check this box if the Emergency Contact and member reside at
as Employee the same address. The remainder of the address information will
(checkbox) automatically befilled in.
Country &/ Defaults to USA. Click the ‘&l to lookup country codes for other

countries if the Emergency Contact does not reside in the USA.

Address(1 through 3) | Enter the physical address of the contact's residence (street,
building number, apartment number, etc..) on these lines.

Note: Please provide a physical address, not just a P. O. Box
number. Personal notifications cannot be made at a P. O.
Box, a street address, including any building or apartment
number is mandatory. Use Addresslines2 & 3to provide
physical addressinformation if AddresslinelisaP. O. Box
or Route Number .

Phone Enter the primary daytime telephone number for the Emergency
Contact. Additional phone number can be entered on the next
tab.

City/Province Thisfield will change from City to Province depending on the

country selected. Enter the city or province Emergency Contact's
mailing address.

County Not required. Enter the county if known
Postal Enter the Zip or Postal code.
State Q& Enter the standard two-letter state abbreviate code. Click the &l

to lookup codes if necessary.

Continued on next page
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General Transactions

Change Emergency Contacts (Non Self-Service), Continued

Procedure (continued)

Action
Click the Other Phones Tab to enter additional phone numbers for this emergency contact
or click the 'Es=vel putton if there are no additional phone numbers or Emergency Contacts
to be added.

Complete/Update the Additional Phone Numbers tab.

Comact Name: SmignJahnJ ;I;E
Felationship 1o Employes; Crhar ™ Primary Contact

“Phane Type Phone

5 E— E=]

If the member has more than one Emergency Contact on file, this
link will be active. Click it (or the arrow buttons) to view
additional Emergency Contacts

[+] If you are adding an additional Emergency Contact, Phone
Number and a blank row is not already displayed, click this button
to insert anew row

=1 If you are removing a Emergency Contact phone, click this button
to delete the row.

Phone Type Click the drop-down menu for alist of phone types. Click on a
(drop-down menu) phone type to select it.

Phone Enter the phone number, area code first.

Click the Contact Address Phone Tab to enter additional Emergency contacts or click the
Bls=v=) putton if there are no additional phone numbers or Emergency Contacts to be

added.

Carefully review the data you have entered before saving this transaction. Be absolutely

sure all that all the datais correct and that you have not made any typographical errors. Be

sure you entered the correct employee ID number when you began this transaction. If you

have any questions or concerns, cancel the transaction and ask for help.

Y ou may now exit the application (sign off) or choose another item from the menu links.
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General Transactions

Elections and Beneficiaries

Introduction This section provides the procedures for entering amember's SGLI and
Dependent SGLI elections. Procedures for entering a member's designation of
Beneficiaries for Death Gratuity, Missing and Unable to Transfer Funds, and
Unpaid Pay and Allowances are also provided.

After the datais entered and saved, PeopleSoft will generate JUMPS
transactions to start or stop deductions from the member's pay for SGLI
premiums.

Dependent data can be printed on a BAH/Dependency report (old CG-
41701A). See for more CG-4170A Print Procedure for more information.

SGLI Coverage SGLI coverageisavailable in $50,000 increments with a minimum coverage
amount of $50,000. The member may elect zero coverage or a coverage level
less than the maximum of $400,000, in increments of $50,000. The following
premiums apply at each coverage level: Coverage Level Monthly Premium

DA/JUMPS Election Code:
M Onthly
Premium
1 July
2008
$50,000 $3.25 5
$100,000 $6.50 A
$150,000 $9.75 F
$200,000 $13.00 K
$250,000 $16.25 P
$300,000 $1950 Q
$350,000 $22.75 R
$400,000 $26.00 S
$0 (Declined) 0 0
$0 (Adml n. StOp) 0 Y (Prc useonly)

Continued on next page
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General Transactions

Elections and Beneficiaries, Continued

| mportant
Policy Change

BeforeYou
Begin:

Effective Dates

The CG-2020D, Designation of Beneficiaries form eliminates the need to
enter amember's designation of beneficiariesfor:

1. Death Gratuity

2. Unpaid Pay and Allowances

3. Personto Receive Allotment of Pay if Missing or Unable to Transmit

Funds

The Elections and Beneficiaries page only needs to be updated when a
member changes his or her Servicemembers' Group Life Insurance (SGLI) or
Family SGLI election (member increases, decreases, reinstates or declines
coverage). If the member ischanging SGLI beneficiaries and not electing
a new coverage amount, no data entry isrequired.

Before you can enter beneficiary designations (other than SGLI) the
beneficiary must be added to the member's record. See Employee Family
Member and Beneficiary Information for the procedure. For SGLI elections,
the beneficiaries’ information may be left blank. SGLI beneficiary
designations are made by the member on form SGLV-8286 and do not need
to be duplicated in PeopleSoft to be valid. In PeopleSoft, we are primarily
concerned with capturing the member's coverage election so the appropriate
payroll transactions can beinitiated. However, you must enter the
member's spouse as the beneficiary when inputting SGL I-Family
elections. Thisistrue even if the member is declining coverage or
stopping coverage. Themarriage certificateisrequired legal supporting
documentation for SGLI-Family entries.

Y ou cannot "Future Date" or "Back Date" SGLI elections. Always enter the
current date in the Cover age begin date and Deduction begin date fields.
Use the Election Date field to record the date the member made the SGLI
election.

Continued on next page
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General Transactions

Elections and Beneficiaries, Continued

Effective Dates  Elections to reduce or decline SGLI or Family SGLI coverage are effective
(con’t) the first of the month, following the month the data is entered.

Exceptions:
1. If thedataisentered on thefirst day of the month, theniitis
effective for that month.
2. If thedatais entered between 2 and 20 September 2005, then it
is effective 1 September 2005.
Therefore:
¢ An election to reduce or decline SGLI or Family SGLI that is entered on the
second or subsequent day of any month (other than September 2005 but
before the 21st) will be effective on the first on the following month.
Coverage at the new level or no coverage (if the member elected to decline
coverage) isin effect on thefirst of the following month. Corresponding
premium withholding amounts will be effective in the member's mid-month
pay.
Example: A member's SGLI election to reduce coverage from $400K
to $200K isinput on 10 October. The member will be covered at the
$400K level for the month of October and the member will be charged
the full monthly premium for $400K coverage. The cost will be
deducted from the member's mid-month and end-month pay for
October. On 1 November the member's coverage decreases to the new
$200k election. Premiums will be withheld at the rate for the $200K
coverage level from the member's mid-month and end-month
November pay and each month thereafter until anew electionis
submitted.

Continued on next page
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General Transactions

Elections and Beneficiaries, Continued

Effective Dates  Elections to start or increase coverage are effective on the first day of the
(con't) month when the data is entered.

Therefore:

e An election to start or increase SGLI or Family SGLI that is entered on any
day of any month will be effective on the first that month. Coverage at the
new level isin effect on the for the entire month. Corresponding premium
withholding amounts will be effective in the member's pay for that month.
If the datais entered after the payroll processing cutoff for the mid-month
payday, the entire monthly premium amount will be deducted from the
member's end-month pay.

Example: A member's SGLI election to increase coverage from $200K
to $400K isinput on 14 November. The member will be covered at the
$400K level for the month of November and the member will be
charged the full monthly premium for $400K coverage. The cost will
be deducted from the member's end-month pay for November and the
member will be credited with the amount of the deduction for the
$200K premium cost withheld from his/her mid-month November pay.

Continued on next page
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General Transactions

Elections and Beneficiaries, Continued

Procedure Log into Direct Access and follow the procedures below.

Step Action

1 | Select menuitemsin thisorder:
Enterprise/Direct Access Content Menu > Compensate Employees > Administer Base
Benefits > Lifeand AD/D Benefits

2  |A search page will appear. Enter the member's employee ID number or other search

criteria (see Employee ID Search Tips) and click the- 1 button to select the member
you wish to display.

When choosing a member from the sear ch results, please be sureyou are
choosing the per son you actually want to change data on. Verify the employee ID or
national I D before making any changes. Also, since one member can have multiple
recordsif they'reboth a Regular or Reserve Member and an Auxiliary Member or
Civilian Employee, please be sureyou are selecting the correct Employee
Classification.

3 |ThelLifeand AD/D Benefits page will display. There are two tabs on this page.
o Elections
o Beneficiaries
The Elections tab must be completed first and is displayed when the page opens.

Home = Compensale Emglovess = Adminizier Base Benefis = Lss = Life and ADD Benefiis

[ Ereciions \(EETEnEIEEEy

0 Empl Red#: ]

First [0 1 004 [B] Lam

“Coverage Begin Date: (0401172001 B2 ‘Decuction Begin Date;  |14/01/2001 ) ==
Coverage Blection & L © Tesminate Election Date: 0300172001 5]

Benell Plan: K Q 200,000 SGL Coversge Option

]

 Factor X BenBiass | Satary « Flat Amount &
— Annual Benedits Base Rate
Armonmt m Factor:

B Bavee] (DL Reetum b Search | ¥ B inchore History |
El=itions | Bansficiaries
4  [Click the"View All" link at the top of the page to display all the plan types the member
hasonfile.
First 4] 1062 I Last

Continued on next page
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General Transactions

Elections and Beneficiaries, Continued

Procedure (con't)

Step Action
5 Review the plan types the member has on file.
Plan Type | Title |Purpose
20 Life SGLI onthelife of the
member
25 Dependent Life SGLI on thelife of the
Spouse
2A Death Gratuity Benefit Payment of Death Gratuity
when there is no surviving
spouse or children.
2B Member Missing Person to receive an
allotment of fundsif
member is missing or
unable to transmit funds.
2C Unpaid Pay & Allowances |Person(s) to receive unpaid
pay & allowances due the
member at the time of
death.
If the Plan Type you need to changeis not listed, add it by clicking the upper most [+]
button to add new plan type.
+1=] <--Add row button for new plan
[oamiz001 =] <-Add row button for new
— coverage elections within an
existing plan type
A new row will be inserted. The Plan Type will default to an existing plan type, click the
4/ to lookup and change the Plan Type before continuing.
If the Plan Type you need to changeislisted, add a new coverage election by clicking the
(+1in that Plan Type's row.
Note: If you are updated an existing election, and that election has not taken effect yet,
you can make changes to it without first inserting a new row. If the Coverage Begin Date
and Election Date fields are in the future, the election has not taken effect yet and can be
changed.
Continued on next page
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General Transactions

Elections and Beneficiaries, Continued

Procedure (con't)

Step Action
6 Complete the Coverage Election as follows.

Field | Description/Instructions

Smoker Not used, |eave unchecked
Coverage Begin Coverage begin date is required when setting up a new Coverage
Date Election.

For SGLI/Family-SGLI plan types: Enter the current date (today's
date). Y ou cannot "Future Date" or "Back Date" SGLI elections.
Always enter the current date in the Cover age begin date and
Deduction begin date fields.

Other plan types. Enter the date the member made or changed
beneficiary designations.

Enter the date or use the date calendar icon to bring up the date
screen.

Note: The marriage certificateisrequired legal supporting
documentation for SGL1-Family entries. Ensurethe spouse’s
date of birth iscorrectly entered in Employee Family Member and
Beneficiary Information, SGLI-Family premiums are based on the
amount of coverage and the age of the spouse.

Deduction Deduction begin date will be setup based on the new hire date.
Begin Date Future changes will equal the Coverage Begin Date. No changes are
required to thisfield.

Coverage ‘Elect’ isthe default choice and cannot be changed for any plan
Election type.

Continued on next page
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General Transactions

Elections and Beneficiaries, Continued

Procedure (con't)

Step Action
6’ Benefit Plan | Click the & to lookup the Benefit Plan Code. SGLI has codes for
(con't) coverage from $0 (declined) to $400K. Family Member SGLI has
codes for coverage from $0 (declined) to $100K. The other plan
types have only one code each:
Plan Type Benefit Plan
Death Gratuity Benefit 'DTHGRT
Member Missing MBRMIS
Unpaid Pay & UNPP&A
Allowances
Dependent Life (Family- |0 Zero Option Family SGLI
SGLI) 1 $10,000 Family SGLI Coverage
2 $20,000 SGLI Family Coverage
3 $30,000 SGLI Family Coverage
4 $40,000 SGLI Family Coverage
5 $50,000 SGLI Family Coverage
6 $60,000 SGLI Family Coverage
7 $70,000 SGLI Family Coverage
8 $80,000 SGLI Family Coverage
9 $90,000 SGLI Family Coverage
A $100,000 SGLI Family
Coverage
Y - Administrative Stop. Can only
be used by PPC Topeka.
Coverage These areas are not used.
Options
Base Benefits
Continued on next page
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General Transactions

Elections and Beneficiaries, Continued

Procedure (con't)

Step Action

7  |Click the Beneficiaries tab to enter the the member's beneficiary designations for the
coverage you just added.

For SGLI elections (for insurance on the life of the member), the beneficiaries information
may be left blank. SGLI beneficiary designations are made by the member on form
SGLV-8286 and do not need to be duplicated in PeopleSoft to be valid. In PeopleSoft, we
are primarily concerned with capturing the member's coverage election so the appropriate
payroll transactions can be initiated. However, you must enter the member's spouse as
the beneficiary when inputting SGLI-Family elections. Thisistrue even if the
member is declining coverage or stopping cover age.

Note: Before a person can be listed as a beneficiary you must add them using the
Employee Family Member and Beneficiary Information update/change process
Complete the Beneficiary information as follows. Use the +1 and (=] buttons to add or
remove beneficiary data rows.

Description/Instructions

Plan Type PeopleSoft popul ates the plan type from the Elections page.
Click on View All and then use the scroll bar to view additional plan

types.
Coverage PeopleSoft popul ates these fields from the selected coverage.
Begin Date
Effective Date
Benefit Plan
Distribution | Default value is Checked upon entry into the Coast Guard. Thisis used
By Law when no beneficiary is actually selected for the applicable benefit plan.

Appliesto SGL1 only. Members should be cautioned not to use "By
Law" elections for SGLI coverage, naming beneficiaries is aways
preferred.

Beneficiary ID (Click the & for alisting of available beneficiaries. If the beneficiary is
not listed, you will have to add them using the Employee Family
Member and Beneficiary Information update/change process.
Note: You must enter the member's spouse as the beneficiary when
inputting SGL I-Family elections. Thisistrue even if the member is
declining coverage or stopping cover age.

Continued on next page
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General Transactions

Elections and Beneficiaries, Continued

Procedure (con't)

Step Action

7 Field [Description/Instructions

con’t : ,
( ) Percent of Percent of the benefit amount is must equal 100% for all Plan Types

Benefit except Family Member SGLI, it will be blank, and Member Missing, it
can be less than 100%.

Flat Amount |Not used, leave blank.

Payment For SGLI, choose Lump Sum or Equal Payments as indicated on the
Method member's SGLV-8286 form. All other Plan Types are Lump Sum.
Excess Not used, |eave unchecked.

Contingent If this beneficiary is not the primary beneficiary, check thisfield.
Whenever thisfield is checked, you must list a principle beneficiary or
beneficiaries.

Totds PeopleSoft populates based on the sum of the values entered in the
Percent of Benefit field for Primary and Contingent beneficiaries. The
totals must equal 100% in order to save the data

8 |Click === to save your changes.
Carefully review the data you have entered before saving this transaction. Be absolutely
sure all that all the datais correct and that you have not made any typographical errors.
Be sure you entered the correct employee ID number when you began this transaction. If
you have any questions or concerns, cancel the transaction and ask for help.
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General Transactions

BAH/Dependency Data Form Print Procedures

I ntroduction

This section provides the procedure to print a BAH/Dependency/ form. Forms
can be generated for individuals. A report, listing all the members at a unit
and their BAH €ligible family members is also available. See the Print
Dependency Data By Unit topic for more information.

The BAH/Dependency dataform lists amember's BAH eligible dependents
and provides an areafor the member to certify the accuracy of the

information.

DEPARTMENT OF

EPARIMENTOF BAH/DEPENDENCY DATA

LS. COAST GUARD

COMPUTER GENERATED

EMPLID MAME RATERANE, CURRENT DUTY STATION
100000 Smith.John 5. Chief Boatswain's Mate 000000 - CGC UNDERWAY
SERVICING PERSRU WARITAL STATUS DATE OF MARRIAGE

0002689 - G GP CHARLESTON WMarmied 10-JAN-1389

SPOUSE IN SERVICE INFORMATION

DEPENDENCY DATA

NAVE  Smith, Joan T. SOCIAL SECURITY NUMBER:  B55121212
EAHELKEELE DEPENDENT YES  DATE OF BIRTH:  15-AUG-1968  DEPEMDENCY DWTE:  10-JAM-1989 RELATIONZHIP: Spouse

NAWvE  Smith, John A, SOCIAL BECURITY NUVEER: 123456729
! BAH ELKGIELE DEPENDENT YES  DATE OF BIRTH:  22-AUG-1984  DEPEMDENCY DATE:  22-AUG-199  RELATIONZHIP: Son

HAKE  Smith, Jane, 0. SOCIAL SECURITY NUMEER: D8TEE4331
i BAHELKIELE DEPENDENT YES  DATEOF EIRTH:  30-MAY-1008  DEPEMDENCY DATE:  JO-MAY-1902  RELATIONZHIP: Daughter

NANE SOCIAL 2ECURITY NUKMBER:
| BAH ELKGIELE DEPENDENT DATE OF BIRTH: DEFENDENCY DWTE: RELATIONZHIP:

HANE SOCIAL ZECURITY NUKWEER:
+ BAH ELKZIELE DEPENDENT DATE OF EIRTH: DEFENDENCY DATE: RELATIONZHIP:

NEANVE SOCIAL SECURITY MUNMEER:
i BAH ELKEIELE DEPENDENT DATE OF BIRTH: DEPENDENCY DWTE: RELATIONZHIP:

NANVE SOCIAL 2ECURITY NUNBER:
" BAHELKEIELE DEPENDENT DATE OF BIRTH: DEFENDENCY DWTE: RELATIONZHIP:

NEANVE SOCIAL SECURITY MUKMEER:
t BAH ELKEIELE DEPENDENT CATE OF BIRTH: DEFENDENCY DWTE: RELATIONZHIP:

NANE SOCIAL 2ECURITY NUNBER:
¥ BAH ELKGIELE DEPENDENT DATE OF BIRTH: DEFENDENCY DWTE: RELATIONZHIP:

HANVE SOCIAL SBECURITY NUKNEER:
i EBAH ELKGIELE DEPENDENT DATE OF EIRTH: DEFENDENCY DWTE: RELATIONZHIP:

FOR CG PERSONNEL SERVICE CENTER USE ONLY

The dependency status of the following family member(s) has been reviewed by PSC LGL in accordance with the CG Pay Manual,
COMDTINST M7220.20(saries) The family mambens) listad below are approved for BAH eligibility commeancing on the datasis) indicatad:

MNER: DATE MNER: DATE MER: DATE
MBR: DATE NBR: DATE MEBER: DATE
PSC APPROVAL SIGNATURE: DATE:

MEMBER'S CERTIFICATION

By signature balow, | cartify that | am supporting the dependents listed abowe and | will notify my Commanding Oficer/Office in Charge of any
changes in dependency status. | am awara that making false statements on a claim against the U.S. Govemment is punishable by court-martial.
The penalty for willfully making a falsa claim is: A maximum fine of 510,000 or maximum impriscnment of 5 years, or both (LS. Caode, Titke 10,
Section 287). | further certify that | have reviewed all entrizs on this form and by signature below, the information contained hereon is comact.

SIGNATURE OF MEMBER: DATE:

COMPGEN - Previcus editions ars chsclete.

Continued on next page
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General Transactions

BAH/Dependency Data Form Print Procedures, Continued

Beforeyou Y ou need to have the employee ID number of the person you want to generate
Begin the BAH/Dependency Data Report form for available before you attempt to
run this report. The employee ID number isarequired field for this report.
Y ou cannot search for an employee ID number from within the report setup

application.
Procedure Log into Direct Access and follow these steps to print a BAH/Dependency
Dataform.
Step Action

1 Select menu itemsin the following order:

Enterprise Menu > Administer Workforce > Administer Workforce (GBL) >Report >
Generate CG4170A

Note: You can also accessthisreport from the Dependency and Emergency Data
Activity Guide

2 The Run Control 1D Entry Page will appear. Enter arun control 1D or create a new

one.
If you have used this process befor e, enter your initialsin the Run Control 1D block
ar]d Click the ...... S rCh, button'

If thisisthefirst timeyou have used this process, click the Add aNew Value link.
SRR 1. Enter your initidsin the Run

Add a New Value Control 1D block.
Ru:‘:rwl 10 2 Clle the button.

Eind an Existing 'alus

3 The CG-4170 Run page will display.

ome = Administer Worktorce = Administer Worklorce (GEL) > Repor = Generate CG-4170A Hes

s Ce-4170
{ RunCG-4170

Run Control ID: TE3T Beport Manager Process Konitor Run

Languadqge: Eﬂ-ﬂ]ﬁm at

*EmpliD:

1. Enter the Employee ID of the member you want to generate a CG-4170A for in the
EmplID field.

2. Click theﬂl button to begin processing.

Continued on next page
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General Transactions

BAH/Dependency Data Form Print Procedures, Continued

Procedures (con't)

Step
4

Action
The Process Scheduler Request page will display.

User ID: RIETE04E Fum Contral ;. FAE

Server Name: PEUNK | Run Date: narzorzom o)
Recurrence: *| P Time: 12:13:58PMW
Time Tane: = Raset o Current DateTime |

Select  Description Process Name Process Type ‘Type “Farmat

P Cco_a170 CO_4170 SOR Repart =] [for =] ER
In the Server Name field, click the drop-down menu and choose PSUNIX. Change
the*Typefield to "Web". Set the * Format field to "PDF".

Click _°% | to continue. Y ou will be returned to the Process Scheduler Request page.
Click 2 | on the Process Scheduler Request page.

The Run CG-4170 page will display again. A "Process Instance” number will appear
under the Process Monitor link and the Employee ID number will show in the
EMPLID field.

(TR CETI

Run Conirol ID:  RAE [ Repor Manager Process Monitor

Language: |F“U"5h 'i [Frocess instance:11078 |

The process instance i'is added

EE.mm: ||‘||'_|53|3er Q) | The employee ID # is filled in]

Follow the Using Process Scheduler's Web Delivery Option procedure in Part X,
Chapter 2, Reports and Queries, to retrieve the report from the web server.
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General Transactions

BAH Dependency Data By Unit (Department)

I ntroduction

This section provides the procedure for running the BAH/Dependency Data
form. The BAH/Dependency data form lists amember's BAH eligible
dependents and provides an area for the member to certify the accuracy of the

information.

DEPARTMENT OF
HOMELAND SECURITY
U5 COAST GUARD

BAH/DEPENDENCY DATA

COMPUTER GENERATED

EMPLID MAME RATERANK CURRENT DUTY STATICN
100000 SmithJohn 5. Chief Boatswain's Mate 000000 - CGC UNDERWAY
SERVICING PERSRU MARITAL STATUS DATE OF MARRIAGE

000280 - CG GP CHARLESTON Married 10-JAN-1989

SPOUSE IN SERVICE INFORMATION

HAVE  Smith, Joan T,

DEPENDENCY DATA

SOCIAL BECURITY MUNEER:

EEE121212

EAH ELKHELE DEFENDENT YES  DATE OF BIRTH:  15-8UG-1968  DEPENDENCY DRTE:  10-JAN-1989 RELATIONZHIP: Spouse
HANE Smith, John A, SOCIAL SECURITY NUMEER: 123436782
! BAH ELKGELE DEFENDENT YES  DATEOF BIRTH:  22-AUG-1004  DEPENDENCY DATE:  22-AUG-199  RELATIONEZHIP: Son
HANE Smith, Janz, D. SOCIAL SBECURITY NUMEER: D8TE54331
i BAH ELKEIELE DEFENDENT YES  DATE OF RIRTH:  30-MAY-1008  DEPENDENCY DRTE:  30-MAY-1998  RELATIONZHIP: Daughtar
HANE SOCIAL BECURITY MUNEER:
| BAH ELIGIELE DEPENDENT DATE OF BIRTH: DEFERDENCY DATE: RELATIOHZHIP:
HANE SOCIAL BECURITY MUMEER:
+ BAH ELIGIELE DEPENDENT DCATE OF BIRTH: DEFEMDENCY DWTE: RELATIONZHIP:
HANE SOCIAL BECURITY NUMEER:
i BAH ELIGIELE DEPENDENT DATE OF BIRTH: DEFEMDENCY DWTE: RELATIOHZHIP:
HAVE SCOCIAL BECURITY NUNEER:
" BAH ELKGIELE DEPENDENT DATE OF BIRTH: DEFEMDENCY DWTE: RELATIOHZHIP:
HANE SOCIAL BECURITY MUMEER:
! BAH ELIGIELE DEPENDENT DCATE OF BIRTH: DEFEMDENCY DWTE: RELATIONZHIP:
HANE SOCIAL BECURITY NUNEER:
| BAH ELKGIELE DEPENDENT DATE OF BIRTH: DEFEMDENCY DATE: RELATIOHZHIP:
HANE SOCIAL BECURITY NUMEER:
I BAH ELKGIELE DEPENDENT DATE OF BIRTH: DEFEMDENCY DWTE: RELATIOHZHIP:

FOR CG PERSONNEL SERVICE CENTER USE ONLY

The dependency status of the following family memberis) has been reviewed by PSC LGL in accordance with the CG Pay Manual,
COMOTINST M7 220.2%saries) The family membens) listad below are approved for BAH aligibility commencing on the datesi(s) indicated:

MBR: DATE NER: DATE MER: DATE
MBR: DATE NER: DATE MNER: DATE
PSC APPROVAL SIGNATURE: DATE:

MEMBER'S CERTIFICATION

By signature balow, | certify that | am supporting the dependents listed abowa and |'will notify my Commanding Officer/Office in Chamge of any
changes in depandancy status. | am awara that making false statements on a claim against the .S, Govemment is punishable by court-martial.
The penalty for wilfully making a false claim is: A maximum fine of $10,000 or maximum imprisonment of & years, or bath (U5, Code, Titk 10,
Section 287). | further carify that | have reviewad all entrizs on this form and by signature below, the inform ation contained hereon is comact.

SIGNATURE OF MEMEER: DATE:

COMPGEN - Previcus ecitions ars chsclete.

Continued on next page
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General Transactions

BAH Dependency Data By Unit (Department), Continued

Procedure Log into Direct Access and follow these steps to complete this procedure

Step Action

1 Select menu itemsin the following order (note, see the Basic Navigation topic for help
on using menus):

Administer Workforce > Administer Workforce (GBL) > Use
Dependency/Emer gency Data

2 The Dependency/Emergency Data Activity Guide will display. Select the Print a
BAH/Dependency From for a Unit link

Liﬂkﬁ:’ Print a BAH/Dependency Form for a Unit
Use this link to print a BAH/Dependency Form for a particular unit.

3 The Run Control 1D Entry Page will open in anew window..

If you have usedthls process befor e, enter your initials in the Run Control 1D block
and click the === putton.
If thisisthefirst timeyou have used this process, click the Add aNew Valuelink.

L 1. Enter your initialsin the Run

Add a New Value Control 1D block.
vom 2. Click the button.

Fingd an Existing Yalus

Continued on next page
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General Transactions

BAH Dependency Data By Unit (Department), Continued

Procedures (con't)

Step
4

Action
The Run page will display.
Home » Administer Vorkforce » Administer Workforee (GBL) * Repart * CG-4170A by DeptiD
Rim Comtrol ID;  RAE Bepor Manager Process Morilo

Deptiny; (000450 =7

1. Enter the Department 1D of the unit you want to generate formsfor.
e You can use the Ql button to lookup the Department ID if necessary. See Search
Tipsfor help.
Use the Search By Operational Facility Code (OPFAC) or Search Description Option
to locate department I1Ds

Example search by OPFAC

Home = Administer Workforce = Administer Workforce (GE

Lookup DeptiD

Search By: |Operati0na| Facility Code LI
Operational Facility Code:l?'l 108
Cancel | Advanced Lookup

Search Results

Operational Facility Code Department Description

Fii08 0004a3 CG0D EIGHT
71108 002494 D8 PUBLIC AFFAIF
71108 0024495 D& CIIRM STAFF
71108 002496 D& PLANMIMG OFI
71108 002497 D2 OPERATIONS |
Example search by description

Search By |Descripti0n j

Description:l%DB

Cancel | Advanced Lookup

Search Results

EADETAZH STE 004424 CGA
D8 ADMIMN DIVISION (&) 002502 CoA
D8 ATOM&YYY MEGMT BRNCH 002499 CoA
08 BRIDGES (0B 002500 CoA

2. Click the _R"_| hutton to begin processing.

Continued on next page
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General Transactions

BAH Dependency Data By Unit (Department), Continued

Procedures (con't)

Step Action
5 The Process Scheduler Request page will display
Process Scheduler Request
Ubser i RIETEO2E P Comtrad ID: RAE
Server Name: [ . 011282003 1
FUECnele 6! =l rnmme:  [150758
Thve Zome: Iﬁ Rasel i Cuerent DataTime
Select  Descripion Process Maree Process Type Type Foures
¥ COABORPT COASORFT B0R Report [wen =] [cav =] B
6 Select Web from the Process Type drop down menu.
7 Select PDF from the Format drop down menu.
PDF = Adobe Acrobat
8 Click the OK button to launch the process and return to the Process Scheduler Request
page.
9 Click the Process Monitor link in the upper right-hand corner of the Process Scheduler
Request page.
Reapor Manager Process Monitor
[Process Instance 1078 |
The process instance i'is added
Continued on next page
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General Transactions

BAH Dependency Data By Unit (Department), Continued

Procedures (con't)

Step Action

10 | The Process Monitor page will display. Click the Refresh button periodically until the
Run Status shows "Success' and the Details link is active. It could take some time for
the status to change if you are running alarge report or the system is heavily loaded.
{Protess Ul \QERRLISE

User: W G Type: [ Fluias I_ [Dars 7] Refrash
Server: [FELUNY =] runstams: | =] mstance: | to |
I~ wiew Job Hems
Wiem First [ 13002 [ Leat
Imstance Seq. Process Type Process Mamse s Foumy Drantee Tirwwe Fam Staus Details
476108 S0R Rapodt CORSORFT FIETE04E Dr2EM2007 1507 58 EST BUCcess Detais
11 | Click the Detalslink. The Process Detail Page will display. Click the View Log/Trace

link.

Process Detail

Instance: 476108 Type: SOR Repor
Name: CGASORPT Description: CGASQRPT

Run Control ID: RAE

Location: Server

Server: PSR ooy il s
plate Request

Recumrence:

Request Created On: 01/28/2003 15:14:55 EST Parameters Transfer

Run Anytime After:  01/28/2003 15:07:99 EST Message Log

Began Process At:  01/28/2003 1515:01 EST Batch Timings

Ended Process At 01/28/2003 151510 EST View LogTiace

(o]’ I [ Cancel I

Continued on next page
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General Transactions

BAH Dependency Data By Unit (Department), Continued

Procedures (con't)

Step Action

12 | The Report Log Viewer page will open in anew window. Access your report by
clicking the link with the report name and number in it (In the example below,
CG4170DP_610219.PDF isthelink to the report).

% Report/Log Viewer

Instance: 610219 Tvpe: SQE R«
Name: CG4170DP Run Cntl ID: RAE
Status: Success Submitted By: RIET6&0
Server: PSUNX Recurrence:

CG4170DP

1308 2003-10-07
bytes 16:47:40

87 2003-10-07
bytes 16:47:40

23959 2003-10-07
cg4170dp 610219.PDF bytes 16:47:40

Message Log

Trace File

Note: You can also save the report to your local system at this time by clicking the
right mouse button and selecting "Save Target As...". You will be prompted to select a
location to save thefile to.

2003-11
QDEH 4? :4
Open in New Window

Sawve Target As...

Print Target

Continued on next page
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General Transactions

BAH Dependency Data By Unit (Department), Continued

Procedures (con't)

Step Action

Y our report will open and display in the web browser. Use the buttons8 & | in the

13

Adobe Acrobat reader to save or print the report.

O&-B-&E-7-£2-B&LDEHEDLAS B #&0

M 4 b b€ @ -@| O0OEB| G-

DEPARTMENT OF BAH/DEPENDENCY DATA

HOMELAND SECURTY
.5, COAET CUARD

0268 - ©G GP CHARLESTON
BPOUEE N SERYICE NFCAMATION

DEPENDENCY DATA
SOCIAL EECURITY NUWEER
10-JAN- 1989 RELATIONSHIF Spouso
E0CIAL EECURITY NUWEER
DATE CF BIATH:  Z2-AUGI9EM  CEFENDEMCY DATE:  ZZAUG- 199 RELATIONSHIF: Son
SOCIAL EECURITY NUWEER
DATE CF BIATH:  BLMAY-1998  CEPENDEMCY DATE:  BILMAY-1998 RELATIONSHIP: Daughter

ME  Smith, Joan T.
! BAHEUGELE DEPENDENT YES  DATE OF BIATH:  15AUG-1988  DEPENDENCY DATE

HAWE  Smith, John A,
2 BAHELICELE DEFENDENT YES

ME  Smith, Jane, 0.
3 BAH ELIGELE DEFENDENT YES

HAVE BOCIAL EECURITY NLWEER
DEPENDENCY DATE RELATIONSHIP.

4 HAHELUIGELE DEPENOENT DATE OF BIRTH:

B3 ‘1 Comments \[ Thumbnailz \{ Bookmarks

COMFUTER CEMERATED
EWPLO HANE RAATERANK CURRENT OUTY ETATICH
100000 smlth,John 5. ChieTBoatzwaln's Mabke 000000 - CGEC LUNDERWAY
BERMICING PERERL MARITAL STATUS DATE OF MARRWGE

Marrled 10-JAH-1989

65512112

1234nET80

ees43i

14

Close the Report and Process Monitor windows

15

Y ou can now either log out or select another Dependency and Emergency Data

Activity.
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General Transactions
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General Transactions

Employee Address and Home of Record

Introduction This section provides the procedures for changing a member's home and
mailing address and for viewing the Home of Record. The Home of Record is
established in connection with accession documents and transactions. The
Home of Record can only be corrected it cannot be changed.

Changes to the member's mailing address will be passed to JUMPS, Segment
66.

EffectiveDate A mailing address change will normally be effective the first day of the
month following the month it is submitted. If the mailing address changeis
submitted on thefirst day of the month, it will be effective the same month.
Examples:

e A mailing address change submitted between 2 and 31 October, will be
effective in November and be reflected on the LES issued for November.

e A mailing address change submitted on 1 November, will be effectivein
November and be reflected on the LES issued for November.

e A mailing address change submitted between 2 and 30 November, will be
effective in December and be reflected on the LES issued for December.

Gover nment Note that address changes submitted for personnel and pay data (Change

Travel Charge  Home or Mailing Address or Employee Address and Home of Record) are not

Cardholders provided to Citibank. Card holders must notify Citibank, separately, when
their address changes.

In order to update the address, the cardholder needs to call Citibank at the toll
free number listed on the back of their government travel charge card and
update their mailing address with Citibank. The toll free number is 1-800-
790-7206.

Continued on next page

Dependency, Decedent Affairs, SGLI and Contact Information CH-2 I1-4-45



General Transactions

Employee Address and Home of Record, Continued

Procedures Log into Direct Access and and follow these steps to view, enter or change a
member's address information.

Step Action
1 Select menu itemsin this order:
Home > Administer Workforce > Administer Workforce > Use > Addr esses

2 A search page will appear. Enter the member's employee |ID number or other search

criteria (see Employee ID Search Tips) and click the =222 putton to select the
member you wish to display.

®When choosing a member from the search results, please be sureyou are
choosing the person you actually want to change data on. Verify the employee I D
or national 1D before making any changes. Also, since one member can have
multiplerecordsif they're both a Regular or Reserve Member and an Auxiliary
Member or Civilian Employee, please be sureyou are selecting the correct
Employee Classification.

3 The Address page will display. Most members will have three address types on file:
1. Home
2. Home of Record

3. Mailing (Reflected on member's LES. Used for mailing of W2 forms and other
official correspondence.)

Select the address type you want to view. Only one address type will be displayed
When you first access the page. Use the "View All" or navigation arrow links

S SN EIRTER > BEEY to view the other addresses.
You cannot delete or change address data, click the [+1 button in the to add a new row.
Thiswill create anew row of the same address type, the existing address data will
automatically be added to the new row. The effective date of the new row will show

the current date.

Note: There are two sets of add/delete icons.

Use the add row icon in the address history line

entry you want to change.

Do not use the icons at the top of the page.
B A irst 14

*Address Type: i Home
nddress Hlstury

| *Effective Date: |DE|I1412DD1 J el [+ ][~ |

Continued on next page
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General Transactions

Employee Address and Home of Record, Continued

Procedures (con't)

Step

4 Enter the address data.

Field Description/Instructions

Address Type Drop-Down menu. The field will be set to the appropriate address type

Effective
Date

Country
Address 1

Address 2
Address 3
City
County
State

Postal

Action

(home or mailing) when you add the new row.

The effective date of the new row will show the current date. Y ou may
future date this transaction. Y ou cannot backdate this transaction.

A mailing address change will normally be effective the first day of the
month following the month it is submitted. If the mailing address
changeis submitted on the first day of the month, it will be effective
the same month. Examples:

e A mailing address change submitted between 2 and 31 October,
will be effective in November and be reflected on the LES
issued for November.

e A mailing address change submitted on 1 November, will be
effective in November and be reflected on the LES issued for
November.

e A mailing address change submitted between 2 and 30
November, will be effective in December and be reflected on
the LES issued for December.

Enter "USA" for U. S. Addresses or click the &l button to lookup a
country code.

Thefirst line of the member's address (e.g. "123 Main Street" or
"P.O.Box 12).

Not used, leave blank (datain these fields will not be passed to
JUMPS, Segment 66, when updating the member's mailing address).
Enter the City

County, if known

Enter the standard two-letter state abbreviation code. Click the &l icon
to perform alookup of codes if necessary.

Zip or Postal code.

Continued on next page
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General Transactions

Employee Address and Home of Record, Continued

Procedures (con't)

Step Action

S | Click the B2+l putton to save your work.
Carefully review the data you have entered before saving this transaction. Be
absolutely sure al that all the datais correct and that you have not made any
typographical errors. Be sure you entered the correct employee ID number when you
began this transaction. If you have any questions or concerns, cancel the transaction
and ask for help.
You may now exit the system or choose another function from the menus.
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General Transactions

Employee Marital Status, Address, Phone and Email Change

Introduction This section provides the procedures for viewing, entering or updating a

member's;

e Marital Status

e Home Address (View only. Go to Volume 111, Chapter 8 of the DA SPO
Manual, Employee Address and Home of Record topic if the address needs
to be changed.)

e Email Address(s)

e Phone Number(s)

Procedure Log into Direct Access and follow these stepsto view, enter or change a

member’s marital status and address information.

Action
Select Menu itemsin the following order.
Home > Administer Workforce > Administer Workforce > Use > Personal Data
A search page will appear. Enter the member's employee ID number or other search

criteria (see Employee ID Search Tips) and click the 1 putton to select the
member you wish to display.

®When choosing a member from the search results, please be sureyou are
choosing the person you actually want to change data on. Verify the employee I D
or national 1D before making any changes. Also, since one member can have
multiplerecordsif they're both a Regular or Reserve Member and an Auxiliary
Member or Civilian Employee, please be sureyou are selecting the correct
Employee Classification.

The Employee Personal Data page will display. If you are changing the member's
marital status, click the [+1to begin a new transaction. The effective date field will
change to today's date and the number of rows will increase. If you are just viewing
theinformation it is not necessary to add a new row.

viewall  |= {102 D 2
+1=]

Add a new row at row 1

Continued on next page
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General Transactions

Employee Marital Status, Address, Phone and Email Change,
Continued

Procedure (con't)

Step Action
3 The member's marital statusis shown on the first tab (Name tab of the Personal Data

page).

Reminder: If amember's marital status changes you must also update Employee
Family Member and Beneficiary Information, enter new Elections and Beneficiaries
and create new Elections for SGLI/FSGLI.

[ Mame '\ Bddress | Personal Brofile | Eliglbilitaldentty |

o 12M4sE7E Employes

“Effective Date: 0102002 [

Farmat Using: LISA g Unifed States

Mame: lr Lomte, Jou A

Prafis: X

FirstName: | o Middle: [~

Last Name: ;CUME Suffin: =Y

“Marital Status: ’ﬁ As of: 010032002

« Enter the effective date of the change in the Effective Date field (dates are all
numeric and are entered in MM/DD/YYYY format, click the El icon to look
up the date if necessary). Note: Thisis not the date that will be reflected as
the Date of Marriage on the BAH/Dependency Data form. Update/correct the
spouse's Marital Status Date if the BAH/Dependency Data form does not show
the correct date.

e Choose the Marital Status from the drop down menu in the Benefits
Information section of the page.

‘Marital Status: Single ﬂ
Camman-Lam
B save ] Return to Divarced

Head of Household

ame | Address | Pers|Married
Separated

ESingle
Unknown
Widowed

Click 'B==+=! t0 save the information or continue with the steps below to update the
member's address information.

Continued on next page
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General Transactions

Employee Marital Status, Address, Phone and Email Change,
Continued

Procedure (con't)

Click the Address tab, at the top of the window, or button, at the bottom of the
page, to access the member's address information. The member's home address
information tab will display.

4

Effective Date: 04 701

Country: UBA Q) Unied States
Address 1 |123 Any Street

Address = |

Addvess ¥ |

[ProeErTOon

[ pes CEF
P, Q) Pannsyivania

-

Email Ehona

Go to Volume 11, Chapter 8 of the DA SPO Manual, Employee Address and Home of
Record topic, if the address needs to be changed.

Click the Mailing Address link to access the member's mailing address. Go to
Employee Address and Home of Record topic if the address needs to be changed.

Click 2% 1. Y ou will return to the member's home address data tab.

Click the Email link to access the member's email address data.

Email Addresses First [4] 1 ot 1 [H Last
‘Email Type  *Email Address
[Business = [idoel@nrsic usco mil [+1[=]
T 0K Cancel

Update/Change the member's business email address as necessary. Click the [+1 button
to add a home or other type address. Click the (=] to remove an address type.
Click _2<1. Y ou will return to the member's home address data tab.

®Warni ng: Do not use a.COM, .NET or .ORG address as the member's business
email address. Only .MIL, .GOV and .EDU domains are permitted. Directing System-
generated emails to personal accounts hosted by internet service providersis
prohibited.

Continued on next page
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General Transactions

Employee Marital Status, Address, Phone and Email Change,

Continued

Procedure (con't)

8 Click the Phone link to access the member's phone numbers. Each member should have
three Phone-Types.

1. Business-- Member's work number

2. Main -- Home number of member or home number of spouse if member and
spouse do not reside together.

3. Home -- Member's home phone number (can be the same as "Main™).
First (4] vor1 [ Last

| ‘Phone Type Contact # or Address

([Business = +1{=]
Campus

|Ceilular |

Update/Change the member's business phone number as necessary. Click the [+1 button
to add a home or other type phone. Click the =1 to remove an phone type.

Click <. Y ou will return to the member's home address data tab.

9 | Click B==+ to save the information.

Carefully review the data you have entered before saving this transaction. Be
absolutely sure al that all the datais correct and that you have not made any
typographical errors. Be sure you entered the correct employee ID number when you
began this transaction. If you have any questions or concerns, cancel the transaction
and ask for help.

10 | You can now exit the system by signing off or use the menu links to begin another
transaction.
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General Transactions

Emergency Contact Data By Unit (Department)

Introduction This section provides the procedure for running the Emergency Contact Data

report. The report includes the names, addresses, phone numbers of people
the member has designated to be notified in the event of an emergency.

Procedure Log into Direct Access and follow these steps to complete this procedure.
Step Action
1 Select menu items in the following order (note, see the Basic Navigation topic for help

on using menus):

Administer Workforce > Administer Workforce (GBL) > Use
Dependency/Emer gency Data

2 The Dependency/Emergency Data Activity Guide will display. Select the Print
Emergency Contact Information for a Unit link.
Linkﬁ:’ Print Emergency Contact Information for a Unit
Use this link to print all of the Emergency Contact Information forms for a particular unit.
3 The Run Control ID Entry Page will open in a new window..

e |f you have used this process before, enter your initiasin the Run Control 1D block

and click the . d button.
o If thisisthe first time you have used this process, click the Add a New Value link.

e 1. Enter your initialsin the Run
Adda New Value Control 1D block.
pcom el 2. Click the button.

Fingd an Existing Yalus

Continued on next page
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General Transactions

Emergency Contact Data By Unit (Department), Continued

Procedure (con't)

Step Action
4 The Run page will display.
Homs = Adrminister Workforce = Administer Workforce (GBL) » Report = CG-41T0A by DeptiD
||r CO41T0 by Dept
Rim Control ID;  RAE Repod Manager Process Monito
Deptin: [000450 al

1. Enter the Department 1D of the unit you want to generate formsfor.

e You can use the & button to lookup the Department ID if necessary. See Search
Tipsfor help.

Use the Search By Operational Facility Code (OPFAC) or Search Description Option
to locate department IDs

Example search by OPFAC

Home = Administer Workforce = Administer Workforce (GE

Lookup DeptiD

Search By |Operatinna| Facility Code j

Operational Facility Cnde:lﬂ 108
| Lookup | | Cancel | Advanced Lookug

Search Results

Operational Facility Code Department Description

71108 noo4e3 CGD EIGHT

11108 002454 D8 PLBLIC AFFAIF
r1108 0024585 D8 CHIRM STAFF
11108 002496 D8 PLANMING OFI
71108 002457 D2 OPERATIONS |

Continued on next page
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General Transactions

Emergency Contact Data By Unit (Department), Continued

Procedure (con't)

Step Action

4
(con’t)

Example search by description
Search By |Descripti0n j
Descriptinn:l%DB

| Laokup | | Cancel | Advanced Lookup

Search Results

Description Department Comp

CEDE CEADETACH STL no4424 CGA
D3 ADMIM DIVISION A 002502 CGA
D8 ATOMNEWW MGMT BRMCH 002494 CGA

D2 BRIDGES (OH) 002500 CGA
2. Click the.i“ﬂ._l button to begin processing.

The Process Scheduler Request page will display

Process Scheduler Request

User I RIETHO2E Fum Control ID; RAE

Servel Nate: ] 0 01/28/2003 im.|
FLecinelice: 7] runTewe (150759
Tiares Fome; » Reszalio CuErant Daiamima

Process Lis
Sebecl  Descriphion Process Namne Process Type ‘Type ‘Foireat

N COABORPT COAFARFT S0R Repon Wieh = cav x| E

Select Web from the Process Type drop down menu.
I

‘Type
Web

Ermail
File
Printer

®Warni ng: Do not use anon USCG.MIL/DHS.GOV address as your business
email address. Directing system-generated emails to persona accounts hosted by
internet service providersis prohibited. To ensure compliance, always select "Web"
from the Type menu.

Select PDF from the Format drop down menu.

PDF = Adobe Acrobat

Continued on next page
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General Transactions

Emergency Contact Data By Unit (Department), Continued

Procedure (con't)
Step Action
8 Click the OK button to launch the process and return to the Process Schedul er

Request page.

9 Click the Process Monitor link in the upper right-hand corner of the Process
Scheduler Request page.
ReporiManager  Process Monitor
[Process Instance 1078 |
L The process instance i'is added
- =
10 The Process Monitor page will display. Click the Refresh button periodically until
the Run Status shows "Success' and the Detailslink is active. It could take some
time for the status to change if you are running alarge report or the system is heavily
loaded.
Horee = PeapleToots = Process Monsar = Inguire = Precess Requesis
[ Process List T SSNRTLISE S
User: W G Type: "ll..m: I_ Days =] Refrash
server: [PBUNE =] R Stans: | =] mstance: | 1o |
™ wiew Job Neins
Instance Sed. Process Type Process Mame: Wi Roimy Db Tivuwse Fim Stalis  Delails
4TE108 SOR Report CiASLRFT REETHO4E r2E2001 1507 .58 EET Buccess Defals
Continued on next page
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General Transactions

Emergency Contact Data By Unit (Department), Continued

Procedure
(con’t)(con’'t)

Step Action

11

Click the Details link. The Process Detail Page will display. Click the View

Log/Trace link.

Process Detail

Instance: 476108
Mame: CGASQRPT

Run Control ID: RAE

Location: Server
Server: PSUN
Recumrence:

Request Created On:
Rumn Anwtime After:
Began Process At:

Ended Process Al:

(o]’ I [ Cancel I

Type:

01/28/2003 15:14:55 EST
0152812003 15:07:59 EST
01/28/2003 15:15:01 EST
01/28/2003 15:15:10 EST

SR Report

Description: CGASORPT

ad
[ ]
[ o

€ Delete Request
&

Parameters Transfar
Messane Log

Batch Timings

View LogTrace

Continued on next page
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General Transactions

Emergency Contact Data By Unit (Department), Continued

Procedure (con’t)

Step Action

12 The Report Log Viewer page will open in anew window. Access your report by
clicking the link with the report name and number in it (In the example below,
CG4170DP_610219.PDF isthelink to the report).

%_ Report/Log Viewer

Instance: 610219 Type: SQR R
Name: CG4170DP Run Cntl ID: RAE
Status: Success Submitted By: RIET6O
Server: PSUNX Recurrence:

CG4170DP

1308 2003-10-07
Message Log 47
Message Lo bytes 16:47:40

87 2003-10-07
bytes 16:47:40

23959 2003-10-07
cg4170dp 610219.PDF bytes 16:47:40

Trace File

Note: You can also save the report to your local system at this time by clicking the
right mouse button and selecting "Save Target As...". You will be prompted to select
alocation to save thefile to.

Ejo9ie pnie 23999  2003-1

QFIEI'I 4? :4

Open in New Window

Save Target As...

Print Target

13 Y our report will open and display in the web browser. Use the buttonsB & | in the
Adobe Acrobat reader to save or print the report.

14 Close the Report and Process Monitor windows.

15 Y ou can now log out or select another activity from the Dependency and Emergency
Data Activity page.
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General Transactions

Print Emergency Contact Information By Employee ID

Introduction This section provides the procedure for printing a member's emergency

contact information. The report includes the names, addresses, and phone
numbers of people the member has designated to be notified in the event of an
emergency

Procedure Log into Direct Access and follow these steps to compl ete this procedure.

Action
Select menu itemsin the following order:

Administer Workforce>Administer Workforce (GBL)>Use Dependency/Emer gency
Data

The Dependency/Emergency Data Activity Guide will display. Select the Print
Emergency Contact Information by EMPLID link

Linkﬁ” Print Emergency Contact Information by EMPLID
Use this link to print a specific person’s Emergency Contact Information form.

The Run Control 1D Entry Page will open in anew window.
If you have used this process before, enter your initias in the Run Control 1D block

and CliCk the [ button.
o Ifthisisthefirst timeyou have used this process, click the Add a New
Vauelink.
Cy Run Cod170 1. Enter your initiasin the Run
UL S Control ID block.
e o 2. Click the button.

Fingd an Existing Yalus

The Run page will display.

agdreen Sler YWorfree = Amirester Yoddore = Repon = Cg Run Cg4170

TR

Fam Comral B RAE AegodManager  Frocess Monitpr | Run

Language:  [English =]

gt | 4

1. Enter the Employee ID of the member you want to generate an Emergency Contact

listing for.

e You can use the &l button to lookup the EmplID if necessary. See Search Tips for
help.

2. Click the _R"_| button to begin processing.

Continued on next page
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General Transactions

Print Emergency Contact Information By Employee ID,
Continued

Procedure (con't)
Step Action
5 The Process Scheduler Request page will display.

User ID: RIETE04E Fum Contral ;. FAE

Server Name: PEUNK | Run Date: narzorzom o)
Recurrence: *| P Time: 12:13:58PMW
Time Tane: = Raset o Current DateTime |

Select  Description Process Name Process Type ‘Type “Farmat
F ca_g17o Co_4170 S0R Report frien ] v| POF v] 1]

the*Typefield to "Web". Set the * Format field to "PDF".
U,

"Type ‘Format

[Email =] [roF =] w

In the Server Name field, click the drop-down menu and choose PSUNX. Change

6 Click _°¥ | to continue. Y ou will be returned to the Process Scheduler Request page.

Click 2 | on the Process Scheduler Request page.

7 The Run page will display again. A "Process Instance" number will appear under the

f RunCE4170 \
Run Control ID:  RAE [ Report Manager  Process Monibor

Language: IanIIF.-h '; [Process Instance 11078 |

L The process instance i'is added

[':E,m.m: ||1|jsa|3rjs @ | The employee ID # is filled in:]

Click the Process Monitor link

Process Monitor link and the Employee ID number will show inthe EMPLID field.

8 The Process Monitor page will display. Click the Refresh button periodically until

loaded.

Hone = FephleTools = Frocess Mool = Ingulrg = Pracess Requests

| Process List (O Eenme CIst

User: F.IETGHB G Type: =] Last: I_ Days =] Refrash
Server; |PEUNY =] rum stams: | =] mstance: | to |

™ wiew Job Hems

Wi First [0 1aara [#] Lasl
Imstance Seq. Process Type Process Mamse s Foumy Drantee Tirwwe Fam Staus Details
47E108 S0R Rapot COASORFT REETHO04E (FIZEV2003 150758 EST Success Detads

the Run Status shows "Success' and the Detailslink is active. It could take some
time for the status to change if you are running alarge report or the system is heavily

Continued on next page
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Print Emergency Contact Information By Employee ID,
Continued

Procedure(con’t)

Step Action

9 Click the Details link. The Process Detail Page will display. Click the View
Log/Trace link.
10 The Report Log Viewer page will open in anew window. Access your report by
clicking the link with the report name and number in it (In the example below,
CG4170DP_610219.PDF isthelink to the report).

% Report/Log Viewer

Instance: 610219 Type: SQR R
Name: CG4170DP Run Cntl ID: RAE
Status: Success Submitted By: RIET60
Server: PSUNX Recurrence:

CG4170DP

1308 2003-10-07
bytes 16:47:40

87 2003-10-07
bytes 16:47:40

23959 2003-10-07
cg4170dp 610219.PDF bytes 16:47:40

Message Log

Trace File

Note: You can also save the report to your local system at this time by clicking the
right mouse button and selecting "Save Target As...". You will be prompted to select
alocation to save thefile to.

. 23959 2003-11
(31 =
610219.P e 47:4

Open in New Window

Save Target As...

Print Target

13 | Your report will open and display in the web browser. Use the buttonsB & | in the
Adobe Acrobat reader to save or print the report.

14 Close the Report and Process Monitor windows.

15 Y ou can now log out or select another activity from the Dependency and Emergency
Data Activity page.
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General Transactions

Recall Roster

Introduction The Recall Roster lists the home addresses, phone numbers and email
addresses for regular, reserve and civilian personnel assigned to the unit.

This query provides results for an individual unit. A similar query, which
will provide results for al units within an ISC's or PERSRU(SPO)'s area of
responsibility is also available. See Recall Roster By ISC/HRS for more
information.

@ Why doesn't thereport list all unit personnel?

Only those members with at |east one phone number (business, home, cell,
etc.) entered in the system will appear on the report. If the member hasn't
listed any contact numbers, they will not appear on the report.

®lWhy are some personnd listed multiple times?
Each person will be listed once for each type of phone number (business,
home, cell, etc.) and e-mail address they have entered in the system.

Before you Set Internet Explorer to Allow Pop-ups from the Direct-Access site.

Begin

Procedure Log into Direct Access and follow these steps to complete this procedure.
Step Action

1 Select menu itemsin the following order (note, see the Basic Navigation topic for
help on using menus):

Home > PeopleTools > Query Manager > Use > Query Manger

2 The Find an Existing Query page will display. Click in the blank field to the right of
"beginswith" and enter "CG_RECALL", then click the search button.

CG_RECALL_CONTACT_INFO_OWHUNIT - Recall Infa for Own Unit

Erder & ol AUSCE

Department
e Resis

(0] e R | o T e | i | oo P | oress 1 | ress 2 | it 511 pase e | Emt Ty | Enod | Dood | ot

3 Click the Run link in the search results section for the
CG_RECALL _CONTACT_INFO OWNUNIT query.

Continued on next page
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General Transactions

Recall Roster, continued

Procedure (con't)

4 The Query page will display in a new window. Enter the criteriaand click the View
Results button.

Description/Enter

Enter Enter AUSCG, this selects Active units. Do not leave blank and do
SETID of not enter anything else.
'AUSCG'
DeptID Enter the Department 1D number.
Use the lookup icon to search for the ID if necessary.

5 The query results will display. Use the Download resultsin: Excel SpreadSheet CSV
Text File linksto save acopy of the query to your local system.

Note: For best results, click on the CSV Text File link and select the Save option from
the resulting dialog box. Then, open the file with MS Excel.
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General Transactions

Recall Roster By ISC/HRS

Introduction The Recall Roster lists civilian, active duty and reserve members home

addresses, phone numbers and email addresses for units within a Integrated
Support Command's or Servicing Personnel Office's area of responsibility.

e Thisquery provides results by ISC/PERSRU(SPO). A similar roster,
which provides results for an individual unit is also available, see
Recall Roster By Department ID for information.

@ Why doesn't thereport list all unit personnel?

Only those members with at |east one phone number (business, home, cell,
etc.) entered in the system will appear on the report. If the member hasn't
listed any contact numbers, they will not appear on the report.

®lWhy are some personnd listed multiple times?
Each person will be listed once for each type of phone number (business,
home, cell, etc.) and e-mail address they have entered in the system.

Before You Set Internet Explorer to Allow Pop-ups from the Direct-Access site.
Begin
Procedure Log into Direct Access and follow these steps to compl ete this procedure.
Step Action
1 Select menu items in the following order (note, see the Basic Navigation topic for

help on using menus):

Home > PeopleTools > Query Manager > Use > Query Manger

The Find an Existing Query page will display. Click in the blank field to the right of
"begins with" and enter "CG_RECALL", then click the search button.

= Uge = Query Manager

Cuery Manager
Find an Existing Query

“Gmpery Type:
Search by: | Mame w | begins wilh w CE RECALL User w
Search |
Create Mew QUB
Search Results
jew Al First (4] 12002 [¥] Las
GG RECA | CONTACT INFO DWNINIT Recall info for Own Linit Fublic Delele Rengme Run

CC RECALL COWTACT BFQ ROSTER Recal info for UnitHREASC Public Delele Eepame Bun

Continued on next page
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General Transactions

Recall Roster By ISC/HRS, continued

Procedure (con't)

Step Action
3 Select CG_RECALL_CONTACT INFO ROSTER and click the Run link in the
search results section.

4 The Query page will display in anew window. Enter the criteriaand click the View
Results button.

CG_RECALL_CONTACT_INFO_ROSTER - Phone # and email for recalls

Enter SetlD of AUSCG: |AUSCG

DeptiD: 000268 Q
Rel Type: Human Resource Site v
View Results
Enter Enter AUSCG, this selects Active units. Do not leave blank and do
SETID of not enter anything else.
'‘AUSCG'

DEPTID Enter your ISC's or PERSRU's department ID number.

Use the lookup icon to search for the ID if necessary.
Rel Type Select the Relationship Type from the drop-down list.

Human Resour ce Site -- Will return results for all unitsin the
HRS/PERSRU's AOR.

Integrated Support Command -- Will return results for al unitsin
the ISC's AOR.

Other Relationship Typesarenot used in thisprocedure.
e Thisquery provides results by ISC/PERSRU(SPO). A
similar roster, which provides results for an individual unit
isalso available, see Recall Roster By Department ID for
information.

5 The query results will display. Use the Download resultsin: Excel Spreadsheet CSV
Text File linksto save acopy of the query to your local system.

Note: For best results, click on the CSV Text File link and select the Save option from
the resulting dialog box. Then, open the file with MS Excel.
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General Transactions

Divorce, Annulment or Death of Spouse

Introduction There are four areas in Direct-Access which need to be updated when a
member reports a change in marital status (due to divorce, annulment or death
of spouse). They are:

Area to Update Reason

1. Elections & Stop Family SGLI Deduction
Beneficiaries
2. Dependent Change relationship to “ExSpouse”. Remove
/Beneficiary Data checkmark from BAH eligibility and record
date of divorce or date of death.
3. Personal Data Change member’s marital status and effective
date of change.
4. Employee If member has no remaining BAH eligible
Entitlements dependents (e. g. No children or divorced and

is not the primary custodian of a dependent
child) BAH & COLA entitlements need to be
changed. Members paying child support may
be eligible for BAH-Child.

Scenario In this scenario the member submitted a BAH/Dependency worksheet (CG-
2025) and a copy of a divorce decree dated 15 October 2007. The member’s
former spouse has been awarded primary physical custody of the couple’s
child and the member has been ordered to provide support.

Stop deduction  Our first step is to stop the deduction for Family SGLI coverage. The member

for FSGLI is no longer married and is not eligible for coverage on the life the former
spouse. However, coverage continues on the life of dependent children (at no
charge) because the member has an SGLI election.

Procedure Long into Direct Access and follow these steps to complete this procedure.

Action

1 Path to:
Compensate Employees > Administer Base Benefits > Use > Life and AD/D Benefits

Continued on next page
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General Transactions

Divorce, Annulment or Death of Spouse, Continued

Stop Deduction For
FSGLI Procedure (con’t)

Step
2

Action
Locate the “Dependent Life” plan type (usually the 2" row)

Home = Compensate Emplovees > Administer Base Benefits > Use > Life and AD/D Benefits

{ Elections Beneficianes

Charles D! ID:: 110 Empl Rca#: 0
Smoker

First [4] 2 ora ] Last
Coverags By Dare: [ T110VEG01 & “Deduction Begin Date: | 11012001 | [FI[=]

Coverage Election Terminate

“Election Date: | 11/01:2001 |E]

Benefit Plan: [a |Ql  $100,000 SGLI Family Coverage Option:

Factor X BenBase | Salary + Flat Amount
Amount: B ractor | |

Annual Benefits Base Rate
Employee Status: Active Benefit Program: ACT/DED

B save)  (QLRstumn to Search) G ) [ Flincluds History) ([ Cowsct Histary |

Elections | Beneficiaries

Note: If the current Benefit Plan is “0”, the member has previously declined FSGLI
coverage and you may exit this page.

Press the add row button - I+1 (within the Coverage section of the Dependent Life
plan type) to start a new transaction.

View Al First [4] 1061 [P] Last

“Coverage Begin Date: |11/01/2001 | “Deduction Begin Date: | 11/01/2001 |E] EI

4 Enter the date of the divorce or the date of the spouse’s death in the Coverage Begin
Date field.
*Coverage Begin Date: :19”_5_9_90?!3@}
Note how the other date fields automatically populate with the current date when you
tab out of the field.
*Election Date: HU—fﬁ_f?UU—ﬂ *Deduction Begin Date: | 10/15/2007 |Ei]
5 Enter “0” for the Benefit Plan
ViewAll  First KB 20¢5 I3 Last
“Plan Type: @_@ Dependent Life +1=]
ViewAll  First (4] 10r2 I Last
*Deduction Begin Date: iﬂ@f?ﬂ_ﬂf_'@ EI
Heimanate *Election Date: |ﬂ1_5"20_0_7_|@
Zéro Option Family SGLI Option:
Factor X BenBase | Salary + Flat Amount
R i_ _iﬁ it i:i Annual Benefits Base Rate
Employee Status: Active Benefit Program:  ACT/DED
6 | Click the E==+=l pytton.
Continued on next page
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General Transactions

Divorce, Annulment or Death of Spouse, Continued

Update This procedure is used to change the status of BAH Eligible Family members.
Dependent/ Family members are not deleted from the member's record when their
Beneficiary status changes. For example, if a member reports a divorce, you would
Data change the spouse's relationship to "Former Spouse" and de-select the BAH
Eligible box on Personal Profile page along with updating the marital status
and marital status date.
Procedure Log into Direct Access and follow these steps to complete this procedure.
Step Action
1 Path to:
Compensate Employees>Administer Base Benefits>Use>Dependent/ Beneficiary
2 Locate the row for the spouse (row 1 of 4 in this example)
Home = Compensate Employees = Administer Base Benefits = Use > Dependent/Beneficiary
Name ' Address | Personal Erofile
.Charles D. Employee 1D: 110
Dependent/Beneficiaries View All
“DependentBeneficiany 0:... 01| ... s
RelstorsipoEmployee: (90U v/ " spepgonerType:  DepEenct_¥]
FormatUsing:  |USA|QJ United States
HName: .
Prefix: L b |
First Name: Welissa Middle: A
Last Hame: i i Suffix: [ g
3 Change the Relationship to Employee field to “ExSpouse”.
*Relationship to Employeg: = SPoUSE A
S -
“|Employee......
Format Using:  |USA | Fathiar
Name: . Father-in-Law
4 Change the Dep/Ben Type field to “Benef” (beneficiary).
*DepBenef Type: | Dep/Benef v
Benef

Continued on next page
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General Transactions

Divorce, Annulment or Death of Spouse, Continued

Update Dependent/ Beneficiary
Data Procedure (con't)

Step Action
5 Go to the Personal Profile tab.
Personal Profile i iew J< [{] 104 I 2|
=
Dependent/Beneficiary: Charles Melissa A. ID: 01
Relationship to Employee: ExSpouse X
Birthdate: F?J'Z‘“"WU B Birth Country: al al
7 i s i -
BAH Eligible BAH Eligibility Date:|07/14/2000 5] R
[ Greater Than 50% Support :
~Gender: Female v [ Spouseln Service Student [] Disabled [] Smoker []
Married
*Marital Status: I
antal Status Student Status Date: 2]

Marital Status Date: 0711412000 |5

6 Remove the checkmark from the BAH Eligible field.

(L] BAH Eligible
Note: Do not remove the date from the BAH Eligibility Date field. The origind
eligibility date must be maintained in the system to support previous entitlement entries
(e. g. FSGLI, BAH, COLA, €tc.).

7 If you are recording a divorce, change the Marital Status filed to “Divor ced” .
Married w
Commuon-Law
Marital Status Date: Divorced

Lid Llcakhld

*Marital Status:

8 If you are recording adivorce, change the Marital Satus Date field to the date of the
divorce, Marital status Date: 101512007 Bk

9 If you are recording the death of a spouse, enter the date in the Date of Death field.

Date of Death: @

10 | Click the B2==) putton,

Continued on next page
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General Transactions

Divorce, Annulment or Death of Spouse, Continued

Update

This procedure is used to update the member’s marital status.

Per sonal Data
Procedure

Step
1

Action
Path to:
Administer Workforce > Administer Workforce (Gbl) > Use > Personal Data

Mame 4 Address  Personal Profile  Eligibilityldentity = Physical Char

1D: Employee

viewAll  First (] 10r5 D Last
*Effective Date:  |04/29/2004 |7 =]

FormatUsing:  |USA Q] United States

Hame:

Prefix: ae

First Name: ._Charles | middile: D.
Last Name: _ | Suffix: g
“Marital Status: | Married ¥ Asof  0B/19/2003
r E= ysp
2 Insert anew row
viewAll First (U 1or5 1 Last Wl viewal  First [4] 1 ors I3 Last
=] =]
3 Change the Effective Date field of the new row to the date of the divorce or death of

the spouse.

*Effective Date: | 10/15/2007 [l
Note: If the effective date in the existing first row (see step 1 above) is later than the
date of divorce of death of spouse (e. g. Other transactions have been entered in
Personal Data) use the current date as the Effective Date for this change. Y ou cannot
enter dates out of sequence and you will receive this error:

Microsoft Internet Explorer

': The inserted Efft is not within the range of effective dates in the prior and subsequent rows. (15,47)

The effective date in a row must fitinto the sequence of other effective dates in the same scroll. It should be before the effective date of the row
above it, and after the effective date of the row below it.

In these cases click the “Correct History” button, you will again be prompted to save
your changes, select “No”. The page will reload, insert a new row (with the date of
divorce or death of the spouse) and make the status change per the remainder of this
procedure. The error message (above) will appear again, however you will be ableto
save your changes.

Continued on next page
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General Transactions

Divorce, Annulment or Death of Spouse, Continued

Update Per sonal

Data Procedure

(con't)

Step Action
4 Change the Marital Statusfield to “Divorced” or “Widowed” as appropriate.
“Marital Status: | Married |
P E= ysa Comman-Law
Divorced -

Head of Household
B Save:l [y Ry Marmed

Separated
lame | Address | Pers{Single hl
Unknown
Widowed
5 Review your changes (Note: If the member’ s address has changed, you can update
now by clicking on the Address tab |abel).
Home = Administer Warlforce = Administer Workforce (GBL) = Use = Personal Data New Wind
Name Address  Personal Profile " Eligibilityidentity  Physical Char

1D: Employee

view Al First 4]

*Effective Date: | 10/15/2007 &)

FormatUsing: | USA @ United States

Name:

Prefix: b

First Name: |Charles Middle: :D

Last Hame: Suffix: :_ ﬂ
“Marital Status; | Divorced b As of: 1011512007
b E= ysa

6 Click the 'Bs=+2) putton.

Continued on next page
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General Transactions

Divorce, Annulment or Death of Spouse, Continued

Update pay If member has no remaining BAH eligible dependents (e. g. No children or

entitlements divorced and is not the primary custodian of a dependent child) BAH &
COLA entitlements need to be changed from with dependents to without
dependents. Members paying child support may be eligible for BAH-Child.
Please refer to the following for guidance on determining and updating pay
entitlements:

The following references provide additional information about Basic

Allowance for Housing and Cost of Living Allowances:

e Joint Federa Travel Regulations (JFTR), Chaps9 & 10

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

e DA SPO Manual, Part I, Pay Entitlements

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

for entitlement  (figure 3-14, rules 1 and 2), BAH entitlement at the with-dependents rate

entries stops at 2400 on the date of the spouse’ s death or the date of divorceif the
member’ s spouse was the sole BAH eligible dependent. Entitlement to COLA
at the with dependents rate al so terminates at the same time.

Continued on next page
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General Transactions

Divorce, Annulment or Death of Spouse, Continued

Effectivedates  When entering transactions in Direct Access to:
for entitlement
entries e Stop BAH or COLA use the date of death of the spouse or date of divorce
asthe effective date.
e Start BAH or COLA use the date the day after the date of death of the
spouse or date of divorce as the effective date.

BAH Entitlement Example Entry: Divorceis effective on 15 October 2007. The member’s
former spouse has been awarded primary physical custody of the couple’'s child and the member
has been ordered to provide support. The SPO has determined the member is entitled to BAH-
Child (amount support exceeds the difference between BAH with dependents and without
dependents):

|
*Earnings Code: [BA1 = BAH (Basic Allow for Housing)

Manual
& Start Stop s 2 S Approval )
Start Date TimeiSeq Stop Date Time/Seq Earnings Type Description Status 2&\?;5“ Detail Approve

With Dep; based on

1[10r16/2007 | o000 [ [ oooo  [paHT @ ga‘;rgfrrt‘_‘r‘:]f;rh;'st P Detail| Approve

assigned govt gtrs
With Dep; MBR and

2[12i3112006 Bl 2513 [10M5i2007]] 2514 BAHL Dep not assigned govt P Detail| Approve

"""""" gtrs

COLA Entitlement Example Entry: Member divorced on 15 October 2007. The SPO has
determined that the member is not entitled to COLA at the with dependents rate (dependent child
resides with former spouse):

| e |
*Eamings Code: |ICC |Q]  conus coLa
Start Stop Approval Manual
Start Date Time/Seq Stop Date Time/Seq Earnings Type Description Status Row Detail Earr
Switch
 — e, | L
1[101612007 | 0000 B o000 [coLawo [Q gggﬁg EEEL ORI o Detail
] [ = Tt o ca] CONUS COLA With :
2 1213112006 @ 0ooo I1UI15:’200?i@ 0ooo !COLAND |ﬂ DEPNS P Detail

Continued on next page
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General Transactions

Divorce, Annulment or Death of Spouse, Continued

Additional If the member isreservist who has completed 20 years satisfactory service,

stepsfor and at that time elected to cover his’her spouse under the Reserve Component

Reserve Survivor Benefit Plan (RCSBP), then the reservist needs to take the following

Component action:

members

If Spouseis Then Reservist may Action to Take

Lost Dueto

Death (@ Suspend/ terminate RCSBP coverage | (a) Send copy of spouse' s death
certificate to PPC (RAYS).

(b) Resume RCSBP coverageif reservist
later remarries (b) Complete new Form CG-

11221 electing coverage for
the new spouse. Form must be
completed within one year of
remarriage; Section V11 shall
be annotated to reflect a
change to the original 20-year
RCSBP election. A copy of
the CG-11221 must befiled in
the SPO PDR. Theorigina
new CG-11221, death
certificate, and marriage
certificate must be sent to
PPC (RAYS).

Divorce or (@) Suspend RCSBP coverage (@) Send copy of divorce decree

Annulment to PPC (RAS).

(b) Voluntarily elect to cover the former

spouse under RCSBP

(b)

Complete new Form CG-
11221 electing former spouse
coverage. Form must be
completed within one year of
divorce; Section VII shall be
annotated to reflect a change
to the original 20-year RCSBP
election. A copy of the CG-
11221 must befiled in the
SPO PDR. The original new
CG-11221 and divorce decree
must be sent to PPC (RAS).

Continued on next page
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General Transactions

Divorce, Annulment or Death of Spouse, Continued

Additional steps for Reserve Component members (continued)

If Spouseis
Lost Dueto

Then Reservist may

Action to Take

Divorce or
Annulment
(cont’d)

(c) Later remarry and elect to cover new
spouse under RCSBP

(c) Complete new Form CG-

11221 electing coverage for
the new spouse. Form must be
completed within one year of
remarriage; Section V11 shall
be annotated to reflect a
change to the original 20-year
RCSBP election. A copy of
the CG PPC-11221 must be
filed in the SPO PDR. The
original new CG-11221,
divorce decree, and marriage
certificate must be sent to
PPC (RAS).
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General Transactions

Questionable Dependent/PPC Legal Approval

Introduction This section provides procedures on how to enter a questionabl e dependent to
amember's BAH/Dependency form for PPC Legal approval. Questionable
BAH eligible dependents are defined in Chapter 3-D and Figure 3-8 of the
Coast Guard Pay Manual, COMDTINST M7220.29 (series), Marking the
BAH eligible box and entering eligibility date will allow the questionable
dependent to be printed on the BAH/Dependency form without initiating Pay
actions. Questionable dependents requiring PPC Legal approval will be
entered as dependents but WILL NOT have the entitlements portions
completed until AFTER approval isreceived from PPC Legal. Once the data
is entered and saved, it can be printed on a BAH/Dependency Report (old
CG-41701A). See BAH Dependency Form Print Procedure for more
information.

Reference Before requesting the addition of a questionable dependent asaBAH eligible
family member, you should consult Chapter 3-D and Figure 3-8 of the Coast
Guard Pay Manual, COMDTINST M7220.29 (series).

Pagesand Tabs Processing family member/beneficiary information consist of one page and
three tabs.

Marme Address Fersonal Profile

1. The Name tab enables you to record the family member name and
relationship to the member. Y ou must use the Name tab to add
dependent records.

2. The Addresstab enables you to record the family member address
information.

3. The Personal Profile tab enables you to record BAH €ligibility, birth
date and other personal information about the family member.

Continued on next page
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General Transactions

Questionable Dependent/PPC Legal Approval, Continued

Process

Legal Ward

ALWAYS consult Chapter 3-D and Figure 3-8 of the Coast Guard Pay
Manua, COMDTINST M7220.29 (series) for complete guidance and
requirements for dependency approval. All requests for the addition of a
guestionabl e dependent are sent to:

Commanding Officer (LGL)
U.S. Coast Guard

Pay & Personnel Center
444 S.E. Quincy Street
Topeka, KS 66683-3591

REQUIRED FORMS

e Direct Access BAH/Dependency Data Report with Legal Ward child listed.

e CG-2020, Dependency Worksheet

e Court Order: Must be signed by a Judge — The court order must give
temporary custody or guardianship of a child (under 21 years of age) to the
member, for at least 12 consecutive months. If the court order is silent on
the time element (does not list dates or atime frame), the member must
send a notarized statement as to how long he plans to keep the Legal Ward
child in the household).

e CG-2020A, Support Statement OR a Notarized Statement from the member
certifying they are providing the substantial support for the Legal Ward
Child.

e The child must be residing in the member’s home.

Note: A legal ward is defined as any person, under the age of 21, whom the court has
awarded aguardian. A legal ward does not need to be afamily relative of the guardian

Continued on next page
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General Transactions

Questionable Dependent/PPC Legal Approval, Continued

Incapacitated
Child

Illegitimate
Child (Member
father doesnot
have physical
custody of
child)

REQUIRED FORMS

e Direct Access BAH/Dependency Data Report with incapacitated child
listed.

e CG-2020, Dependency Worksheet

e Current medical analysis of the child indicating this child’s incapacitation -
The analysis must indicate the child isincapable of self-care, either
physically or mentally.

e CG-2020A, Support Statement OR a Notarized Statement from the member
certifying they are providing substantial support for the incapacitated Child.

¢ Record of member carrying the incapacitated child as a dependent before
the child's 23" birthday

REQUIRED FORMS

e Direct Access BAH/Dependency Data Report with illegitimate child listed.

e CG-2020, Dependency Worksheet

e CG-2020A, Support Statement

e Certified birth certificate showing both parents names. If member is not
listed on the birth certificate, a notarized statement, from the member,
certifying he is the biological father of the child is required.

e Proof of Support (cancelled checks, money orders, receipts, withholding
orders, or voluntary allotments). The person who has physical custody of
the child must be the recipient of the support and support must be solely for
said child.

©  The SPO approves the dependent when the member has physical
custody of the child. PPC Legal approval isonly required for an illegitimate
child who is NOT in the physical custody of the member

Continued on next page
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Questionable Dependent/PPC Legal Approval, Continued

Par ent/Par ent
-In-Law

In Loco
Parentis

Foreign
Marriages/
Foreign
Divor ces

REQUIRED FORMS:

¢ Direct Access BAH/Dependency Data Report with parent/parent-in-law
listed.

e CG-2020, Dependency Worksheet. The current mailing address for the
parent/parent-in-law must be included on this form.

e CG-2020A, Support Statement

© PPC Legal will send a CG-1758 (Parent Dependency Affidavit) to the
parent/parent-in- law. Once completed, it will need to be signed, notarized and
returned to PPC Legal. An dligibility determination cannot be made until the
completed CG 1758 is returned.

REQUIRED FORMS:

¢ Direct Access BAH/Dependency Data Report with in loco parentis listed

e CG-2020, Dependency Worksheet. The current mailing address for the in
loco parentis must be included on this form.

o CG-2020A, Support Statement

o Notarized statement from the requesting in loco parentis certifying the
member lived with them for at least 5 years before the member's 21% birthday.

©  (Inorder for aperson to be considered in loco parentis, he or she must
have intentionally assumed the rights and duties of a parent for the member.)

REQUIRED FORMS:

¢ Direct Access BAH/Dependency Data Report with spouse listed.

e CG-2020A, Support Statement

¢ Certified copy of the original marriage/divorce certificate. If the foreign
marriage/divorce certificate isin aforeign language, a certified English
tranglation is required.

NOTES: All Foreign marriages require PPC Legal approval. Any claim
involving remarriage of a member following a foreign nation divorce requires
PPC Legal approval. Marriages by proxy, telephone, common-law and
remarriage within prohibited period following divorce are all considered cases
of doubtful relationship and require PPC Legal approval. When in doubt,
consult Coast Guard Pay Manual, COMDTINST M7220.29 (series).

[11-4-80
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PPC SPO Manual
Part Ill, General Transactions
Chapter 5, Disciplinary Actions

Overview

Introduction This guide provides the procedures for navigating the Disciplinary
Actions component in Direct Access.

Contents This section covers the following Topics

Topic See Page
Disciplinary Actions 111-5-3
Compl eting the Disciplinary Action Tab 11-5-7
Completing the Action Taken Tab [1-5-11
Compl eting the Disciplinary Results Tab 111-5-15
Compl eting the Fines and Forfeitures Tab 11-5-17
Completing the Rate Adjustment Tab 111-5-19
Compl eting the Miscellaneous Information Tab 11-5-21
Printing Disciplinary Actions 111-5-23
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Disciplinary Actions

Introduction:

Before You
Begin:

The Disciplinary Action page is used to submit NJP results from a
Captain's Mast or Courts-Martial conviction on a member. This page is
also used if a suspended punishment is vacated, punishment is being
modified or punishment is affirmed. This page should not be used if
the charges are dismissed or dismissed with warning at a Captain's
Mast or Courts-Martial.

Note: See Section 10.B.3 of the Personnel & Pay Procedures Manual,
PPCINST M1000.2(series) for additional information when a member
is sentenced to confinement for over 90 days or to confinement with an
unsuspended punitive discharge approved by the convening authority.

The Disciplinary Action page contains historical information in
addition to being used for entering new data. Multiple scroll areas (A
scroll area behaves like a grid, in that each occurrence represents one
row of data in the database. You'll notice, however, that within a scroll
area the fields are randomly arranged rather than setup like a
spreadsheet. These field groupings, although not physically displayed
in a row, should still be considered as rows of data in the database.)
are used to display data. Use the links to view historical
information. Use the Add New Row ([+]) button to insert new rows of
data.

In the example below, we see the results of the initial NJP entry dated
01/19/02. Clicking the (+1allowed us to enter the vacation of
suspension on 03/19/02. Note how the records are nested, the member
has one Disciplinary Action row, but there are multiple Disciplinary
Steps within this row.

Disciplinary Action

Disciplinany Type: F HMeon-Judicial Punishment
Feported Date: 0192002

‘Disciptinary Step: M1 Q] Initiad =1
*Action Date: [o1riazooz =
Review Authority: =

Comment: 011192002 Farfeit $100 a month far 1 month. Reduced to paygrade ES. Reduction ;I

suspended for & months

[+
‘Disciptinary Step: 740 Q) vacation =]
“Aetion Date: [oanaizanz B Initial Court Mast Date: DALY
Review Ruthormy: | =

Comwment: I’Vhlg is avacation of the suspension of reduction in rate o ES _~_|

Continued on next page
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Disciplinary Actions, Continued

M odifications,
Vacations,
Corrections,
and Deletions,
etc.

Warning:

Once anew disciplinary action has been entered and saved you should go
directly to the Action Taken tab to make any changesto the record. If you
are entering an Affirmation, Correction, Deletion, Modification or
Vacation you must first click the [+1 button in the Action Taken tab to
insert anew row. Complete the Action Taken and the other tabs (Results,
Fines, Rate Adjustments, etc) with the corrected or updated information. If
the Disciplinary Action needs to be removed from Direct Access, please
enter adeletion transaction first and then notify PPC Customer Care so
that all background data can be removed before attempting to reenter the
transaction.

Be sure to open each tab on these types of transactions and renter the
original data and enter the changed data on every tab. For example, when
entering a Vacation of Suspension you must compl ete the Rate Adjustment
Tab, even if the reduction in rate is not vacated (be sure to leave the
"Execute this Rate Adjustment” block unchecked in these cases).

Carefully review the data you have entered before saving this transaction.
Be absolutely sure al that all the datais correct and that you have not
made any typographical errors (e.g. Amount is $1000.00 when you meant
$100.00). Be sure you entered the correct employee ID number when you
began this transaction. If you have any questions or concerns, cancel the
transaction and ask for help.

CAUTION: When entering an initial disciplinary action, correction,
vacation or deletion, ensure ALL Tabs arefilled out completely prior to
clicking the SAVE button. Only ONE saveis allowed per disciplinary
action transaction.

Continued on next page
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Disciplinary Actions

Disciplinary Actions, continued

Procedure: Start Internet Explorer, sign into Direct Access and follow these steps to

Step
1

complete this procedure.

Action
Select menu itemsin the following order (note, see the Basic Navigation topic for
help on using menus):
Home > Administer Workforce > Manage Labor Relations (GBL) > Use >
Disciplinary Action
Enter the member's employee ID and click the button.

® When choosing a member from the search results, please be sure you are choosing the person
you actually want to change data on. Verify the employee ID or national 1D before making
any changes. The search will select the member's uniformed employee classification. If the
member does not have a uniformed employee classification, the search will return the
message, "'no matching value found".

2 | The Disciplinary Action page will display.
Home = Adminisier Workfarce » Mansge Labor Relalions (GBL) » Lise » Disciplinary Action
{ Dizcpinary Achon 'y Acdion Taken | Gisciplinary Results | FinesiForfefiures |~ Rate Adjuskment | Wiz informatian
There are six tabs on the page to compl ete. Refer to the topics below for help on each
tab. Ensureyou complete ALL Tab’sbefore saving.
e Disciplinary Action
e Action Taken
e Disciplinary Results
e Fines/Forfeitures
o Rate Adjustment
e MiscInformation
Note: Once an Initial disciplinary action has been entered you should go directly to
the Action Taken tab to make any changes to the record. If you are entering an
Affirmation, Correction, Deletion, Modification or Vacation you must first click the
(+1 button in the Action Taken tab to insert anew row. Complete the Action Taken
and the other tabs (Results, Fines, Rate Adjustments, etc) with the corrected or
updated information.
3 | Oncethedisciplinary action is entered, follow the Printing Disciplinary Actions

instructions to print and distribute the transaction log.

Disciplinary Actions [11-5-5
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Disciplinary Actions

Completing the Disciplinary Action Tab

I ntroduction

Procedure

This section provides instructions for compl eting the Disciplinary
Action Tab. This pageis used only when initialy reporting a new
disciplinary action. Corrections, deletions, affirmations, etc. are entered
on the Action Taken and other tabs. Once a new disciplinary action has
been entered and saved you should go directly to the Action Taken tab
to make any changesto the record. If you are entering an Affirmation,
Correction, Deletion, Modification or Vacation you must first click the
(+1 button in the Action Taken tab to insert a new row. Complete the
Action Taken and the other tabs (Results, Fines, Rate Adjustments, etc)
with the corrected or updated information (you must re-complete every
tab even if the data on a particular tab hasn't changed from the original
transaction).

(DR Acion Y AsliofTaker . Digciplinan Riduls | FriesFodfitices . Rafe Adjisiment . Mige Inforraiion

Marne: Larsan,Mark C Ermploves o 098200

Total Incident: 0

Desc iplinary Rotion Vigror Fir JET X
Ty Y =]

“Feporbed Date: 020152007 Gl Siatwss  Aclive
“Desctiplion: =
H

“Offense
Descripiion
Code

Y [F[=]

If the member has no prior disciplinary action entries, the page will
open with anew blank row. If there are previous entries, you must first
click the [*+1 button to add a new row. Complete the data fields as
indicated below.

@Only add anew row on thistab if you are completing a new initial
entry. Do not add a new row on thistab if you areentering a
modification, affirmation, correction, deletion or vacation of an
existing entry. These events are started by entering a new row on the
Action Taken tab. Once anew disciplinary action has been entered and
saved you should go directly to the Action Taken tab to make any
changesto the record. If you are entering an Affirmation, Correction,
Deletion, Modification or Vacation you must first click the [+1 button
in the Action Taken tab to insert anew row. Complete the Action
Taken and the other tabs (Results, Fines, Rate Adjustments, etc) with
the corrected or updated information.

Continued on next page
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Completing the Disciplinary Action Tab, Continued

Procedures (con't)

Field Action
Type Enter "F" for CO's NJP or click on the &/ to lookup the code for the type
of court

Home = Administer Workforce = Manade Lakor Relations (GBEL) = Lise = Disciplinary Action

Lookup Type
DisciplinawT\;pe:|—

Description: I

[Lookup | | Clear | | Cancel | Basic Lookun

Search Results

1-6 of &
i General Courts-Martial

Gen Courts Martial-Mil Judge
Special Courts-Martial
Sp Crt Martial-mil Judge
Sumrmary Courts-Martial
Mon-Judicial Punishment

(a1 g I I [

Reported | Enter the date that the Captain's Mast/Courts-Martial was held.
Date Date format isMM/DD/YYYY (al numeric). Use the E! icon to lookup a
date if desired.

This date must be the same as the Action Date (see Completing the
Taken Tab ) for aninitial NJP. It may 14 days earlier than the Action
Date for a Courts-Martial.

Description | In abbreviated terms, give a brief description of the offense(s), including
the time(s) and dates(s), as stated on the CG-4910, for which non-judicial

punishment was imposed or for which the member was found guilty at
Courts-Martial.

Continued on next page
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Disciplinary Actions

Completing the Disciplinary Action Tab, Continued

Procedures (con't)

Field Action

Offence Press &l for avalid list of coded offenses.
Code

Lookup Offense Code
Offense Cude:l

Description:  |%Absence

[Lookup | [ Clear | [ Cancel | Basic Lookup

Searchn Results

17 af 7
0086E Accessoryto Unauthaorized absence - from unit, etc
a0asy Attermpted Unauthorized absence - from unit, etc
Qossg Conspiracy to Unauthorized absence - fram unit, etc
00aEa Solicitation to Unauthorized absence - from unit, etc.
noss1 Unautharized aksence - fail to go, ete
008E0 Unauthorized absence - from unit, ete
nogs2 Unautharized aksence - go from place, ete

The following rules apply:
« If the member was charged with Accessory of an offense, then
the last number of the Coded Offense would be 6.
e |If the member was charged with Attempt of an offense, then the
last number of the Coded Offense would be 7.
« |If the member was charged with Conspiracy, then the last
number of the Coded Offense would be 8.
e If the member was charged with Solicitation of an offense, then
the last number of the Coded Offense would be 9.
Use the [*1 to add rows Enter up to three valid Coded Offenses.

‘Offense
Code

2] Q

Description

o If there are more than three Coded Offenses on the member, list
the three most serious ones.

Disciplinary Actions 111-5-9
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Disciplinary Actions

Completing the Action Taken Tab

I ntroduction This section provides instructions for completing the Action Taken Tab.

e |f you are entering an Affirmation, Correction, Deletion, Modification
or Vacation you must first click the [+1 button in the Initial Action
row to insert a new row. Complete the Action Taken and the other
tabs (Results, Fines, Rate Adjustments, etc) with the corrected or
updated information. Note: Y ou must re-compl ete every tab even if
the data on a particular tab hasn't changed from the original
transaction.

e |f your are completing an initial entry the tab will with a new blank
row, as shown below. Do not click the [*+] button, as a new blank row
is aready created for you as shown below:

i |+
“Disciplinary Step: | Y [+]
*Action Date: IDEID'IIEDUE ﬂ Initial CourtMast Date:
Review Authority: I :l'
Comment; ;l

|
Previous entries and steps can be viewed by clicking (@i Histerv] and the
links as shown in this example:

Disciplinary Action

Disciplinary Type: F Moen-Judicial Funishment
Reported Datea: oazonz

‘Disciplinary Step: [T Q| Initial
*Action Date: Dtnazonz [
Review Authority: | =1

Comment: 01/ 92002 Farfeit $100 a manth far 1 manth. Reduced to psvgrade ES. Reduction _‘I
siuspended for & months

[+
‘Discipinary Step:  [PAC @ vacation £}
‘Action Date: ED‘]'"' N2 Y Initiad Court Mast Date: 0ng/2002
Reviow Authority: [ %
Comment: rhls i5 avacation of the suspansion of reduction in rate o ES v:rl

Always use the [+]in the I nitial Action row to start a correction,
deletion, etc. Clicking the [+1in one of the other rows (the Vacation
row for example) will result in an error when you try to saveit.

Continued on next page
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Completing the Action Taken Tab, Continued

Note: Be sureto changethe Action Date when inputting a Vacation,
M odification, Deletion, Correction, or Affirmation thiswill allow you
access to the Comment block and fields on other tabs.
Procedure Complete the data fields as indicated below.

®If entering anythi ng other than an initial entry, you must first click

A mete Hiztory) and the links then the [(+1 button (in theinitial entry
row) to enter a new row.

If you are entering an Affirmation, Correction, Deletion, Modification
or Vacation you must first click the [+] button to insert anew row.
Complete the Action Taken and the other tabs (Results, Fines, Rate
Adjustments, etc) with the corrected or updated information.

Field Action
Disciplinary | Enter the code for type of action. Use the &l icon to lookup codes.
Step

Lookup Disciplinary Step

Cizciplinary

Sten:

Descriptinn:l

| Lookup | | Clear | | Cancel | Basic Lookug

Search Results

1-6 of §

BE Affirm

COR Correction

DEL Deletion

INT Initial

MOD Modified

WAC Wacation

Note: If entering anythi ng other than aninitial entry, you must first
click (@melue Hstory] and the links then the [(+1 button (in the initial
entry row) to enter a new row.

If you are entering an Affirmation, Correction, Deletion, Modification
or Vacation you must first click the (+1 button to insert a new row.
Complete the Action Taken and the other tabs (Results, Fines, Rate
Adjustments, etc) with the corrected or updated information.
Continued on next page
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Disciplinary Actions

Completing the Action Taken Tab, Continued

Procedures (con't)

. Fied  Acion

Disciplinary Step | Usage

Step (con't) AFM | The Affirm step isused for courts-martial only. It should be used

whenever either of the following circumstances occur:

o The officer exercising general courts-martial jurisdiction or an
Article 69 UCMJ examination approves the findings and
sentence without modification.

e TheU.S. Coast Guard Court of Military Review; the U.S. court
of Military Appeals; or the U.S. Supreme Court affirms the
findings and sentence without modification, and the conviction
becomes final and conclusive.

COR | TheCorrection step is used when a transaction has been submitted
with erroneous data, or was incompl ete.

The Deletion step is used when a higher reviewing authority sets
DEL | asidethe entire conviction or the transaction was submitted on the
wrong member. It can also be used to deletion a transaction when a
correctionis not possible.

INT The Initial step isfor the first time submission of a punishment
awarded.

MOD | TheModified step is used when a superior officer acts favourably
on an appeal and authorizes a change in the punishment originally
awarded. Punishment modifications can include a remission of the
remaining punishment, areduction in the severity of the
punishment through mitigation, or the punishment set aside in
whole or in part.

VAC | TheVacation step is used when a previous punishment was
suspended and now is to be executed.

Action Date | Enter the date that the punishment is to take effect.

e For an NJP the Reported Date (see Completing the Disciplinary
Action Tab) and the Action Date must be the same.

e For aCourt Martia the Action Date may be 14 days later than the
Reported Date (see Completing the Disciplinary Action Tab).

¢ Note: Be sure to change the Action Date when inputting a Vacation,
Modification, Deletion, Correction, or Affirmation thiswill allow you
access to the Comment block and fields on other tabs.

The Action Dateis the effective date for the JUMPS transaction.

Warning! Thedatewill default to the current date, besureto

changeit to the correct date befor e saving.

Continued on next page
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Completing the Action Taken Tab, Continued

Procedures (con't)

Field
Review
Authority

Action
Choose the review authority from the drop-down menu or leave blank in
not applicable (e.g. action typeis Initial or VVacation)

Review Authority: [~

Comment: ART.GQ

' Save:] IClReturn to Sed OTHER
sciplinary Action | Actiod 5

ART.69 = Action of higher authority pursuant to Article 69, UCMJ.
CAFF =

CGCMR = U.S. Coast Guard Court of Military Review

COMA = U.S. Court of Military Appeals

IONC =

OEGCMJ = Officer Exercising General Courts-Martial Jurisdiction
OTHER =

SC = U.S. Supreme Court

SUPERI=

Comment

Give the date the punishment was awarded, followed by a complete
description of the punishment imposed as pronounced by the court in
abbreviated terms. If any of the punishment is suspended, so state, and
include the terms of the suspension.

Disciplinary Action

Disciplnany Type: F Hen-Judicial Funistment
Reported Date: 0192002

‘THsciplinary Ste

*Action Date:

01/1 942002 Forfeid 3100 3 manth far 1 month. Reducad to psygrade E
sirgpended for & maonths

Ensure the NJP results are detailed in the
comments block. If later doing a vaction of
suspended action and the length of
suspension is not entered it becomes a legal
Issue,

Ensureall awarded punishment results arelisted in the comment
block.

[1-5- 14
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Disciplinary Actions

Completing the Disciplinary Results Tab

I ntroduction

Procedure

This section provides instructions for compl eting the Disciplinary Results
Tab.

Complete the datafields as indicated below.

Number of Days Extra Duty: |
: [

Days of Hard Labor WO Confine: |

Number of Days Restricted: ]|

— ays Confine: w at Hard Lab
B e ke Days Confinemer ard Labor

Days Arrest in Quarters: i

™ wWas Punishumer w Awarded ™ mpose Fine, Forf, Reduction

Step Action

Number of If restriction was imposed, enter the number of days restriction was
Days awarded.
Restricted
Days of If correctional custody was imposed, enter the number of days
Correctional | correctional custody was awarded. Note: Correctional Custody shall not
Custody be imposed onE-4s and above unless an unsuspended reduction to E-3is
imposed.
DaysArrestin | If arrest in quarters was imposed, enter the number of days arrest in
Quarters quarters was awarded. Note: Arrest in quarters may not be imposed in
combination with restriction and cannot be imposed on enlisted
members.
Was Check this box if the member was awarded any type of punishment
Punishment | (suspended or not suspended).
Awarded
Number of Enter the number of days extraduty if member was awarded this
DaysExtra | punishment.
Duty
Days Enter the number of days confinement at Hard Labor if member was
Confinement | awarded this punishment (not used for NJP, courts-martial only).
at Hard Labor
Daysof Hard | Enter the number of days confinement at Hard Labor without
Labor WO | confinement if member was awarded this punishment.
Confine
ImposeFines, | If the member was awarded aforfeiture, reduction in rank and/or fine
Forf, and either of these three are being executed (i.e., not being suspended)
Reduction then this field should be checked.

Disciplinary Actions
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Disciplinary Actions

Completing the Fines and Forfeitures Tab

Introduction This section provides procedures for completing the Fines and

Forfeitures Tab.
i ) [+
Fines Forfeitures E3
Fine Amount: 100 Forfeiture Per Month:
Fine Mornths: ,1_ Forfeitur e Months: ’_
Total Eine A 4 W Total Forfeitur e Amount:
otal Fine Arnount:
i I Execute this Fofeiture
¥ Execute this Fine ™ Forfeit All Pay and Alowances

™ Return Unexecuted Portion

Consent to Checkage: _jv ™ Return ANl Forfeitures

Procedure Complete the data fields as indicated below.

Field Action

Fine Amount | Courts-Martial only, not used with NJP. If afine was imposed on the

member, enter the amount of the fine (rounded down to the nearest

whole dollar), e.g., $2000.50 would be 0002000.The following rules

apply:
o If the entire fineis suspended, then enter the amount in thisfield.

« If al of thefineis being executed and not suspended, then enter
the amount in thisfield.

o If aportion of the fine will be executed, then only enter the
amount that will be executed.

FineMonths | If member electsto pay the fine via monthly installments, then enter the

number of months approved. If fineis aone time checkage then enter 1.

Total Fine | Enter the total amount of the fine (Fine Amount * Fine Months)

Amount
Execute This | If any or the entirefine, is being executed then check thisfield,
Fine otherwise leave it blank. Note: If thistransaction isbeing created to

vacate a suspended fine then check thisfield.

Consentto | Click the drop -down menu and chose "Elect Monthly Installments" if
Checkage | member electsto pay the fine via monthly installments. Select "One
Time Checkage" if member elects payment via a one-time checkage for
the total amount.

Note: Should the fine be too large to be deducted from a member's pay
in asingle pay period, the unpaid portion of the fine will be
automatically carried forward to the next pay period.

Consent to Checkage: EI

[Elect Manthly Installments

Save CLReturn to Searsh )| g Time Checkage

Continued on next page
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Completing the Fines and Forfeitures Tab, continued

Procedures (con't)

Calculating
Forfeitures

If NJP includes
both reduction in
grade and forfeiture
of pay, the
forfeiture must be
based on the grade
to which the
member has been
reduced. This is
true even if the
reduction is
suspended. When
entering a
Reduction in Grade
and a Forfeiture of
Pay, ensure that
the pay scale used
to calculate the
forfeiture amount is
based on the Grade
to which reduced.
Example: Member
is reduced from E-5
to E-4 and has a
forfeiture of 1/2
months pay for 2

el A O
Forfeitureper | If forfeiture was imposed on the member, enter the amount
month of forfeiture (rounded down to the nearest whole dollar),
e.g., $200.50 would be 00200.The following rules apply:
o If al of theforfeiture is suspended, then enter the
amount in thisfield.
o If al of the forfeitureis being executed and not
suspended, then enter the amount in thisfield.
o If aportion of the forfeiture will be executed, then
only enter the amount that will be executed.
Forfeiture | Enter the number of months that was imposed on the
Months forfeiture.
Total Amount | Total amount forfeited (Forfeiture Amount * Forfeiture
Forfeiture | Months)
Executethis | Check thisfiled if the forfeitureis not suspended or if you
forfeiture | are changing a previously imposed forfeiture of pay (this

transaction is being submitted to record that the amount of
forfeiture of pay has been reduced by appellate authorities).

If not submitting this transaction for changing a previous
imposed forfeiture then leave thisfield blank.

Forfeit all pay

Check thisfield if atotal forfeiture of all pay and

months; Use the E- and allowances is awarded to the member.(If Suspended for any

3 pay S,Ca'?hto allowances | period of time on initial submission DO NOT check, |leave

ortattire amount. blank’).Note: If forfeiture is awarded but suspended, insure

Also, do not include the information concerning the suspension and period of

any fut}iffhpay timeisincluded in the narrative block). Thisblock isnot

el used if the action typeis I nitial.

punishments Return Check thisfield if preparing this transaction to report that

g‘r’]"?r:ge;‘aire based | unexecuted | the unexecuted portion of aforfeiture or fineisto be

ST e S T portion returned. Thisblock isnot used if the action typeis

are in effect on the Initial.

date of NJIP. Returnall | Check thisfield if preparing this transaction to report that

forfeitures | al pay and allowances lost to forfeiture or fine are to be
returned. Thisblock isnot used if the action typeis
Initial.
[11-5- 18 Disciplinary Actions




Disciplinary Actions

Completing the Rate Adjustment Tab

Introduction This section provides instructions for compl eting the Rate Adjustment
Tab.
Rate Adjustment viewAll = (4] 1014 [M o
+]
Current Jobcode; 438092 Chist¥enman
Changed Jobcode: | =Y
™ Execute this Rate Adjustment
I Prior Rate Adj Modify to Ford
Procedure When entering a V acation of suspension you must complete this tab,

even if thereduction in rate is not vacated (be sure to leave the
"Execute this Rate Adjustment” block unchecked in these cases).
Complete the datafields as indicated below.

Field Action

Changed If the member was awarded areduction in rate, enter the corresponding job
Jobcode code. Click the &l icon to lookup job codes.

Note: Thisfield should be entered even if the reduction was suspended.

If the member is being restored in rate, then thisfield must reflect the rate the
member is being restored to and the "Execute this Rate Adjustment™ box
must be checked.

Lookup Changed Jobcode

SetlD: ALISCG
Job Code: I
Description: I%Yeoman

Qeccupational Series:- <

Official Position Title: |

| Lookup | | Clear | | Cancel | Basic Lookup

Search Results

1-2 of S
Job Code Description Occupational Series Official Position Title
MAR09E  ChiefYeoman thlank hlank
436093 Eirst Class Yeoman thlank thlank
436090 Master ChiefYeaoman hlank) bhlank)
436097 Seaman Apprentice Yeoman (blank) tblank)
436096 Seaman Yeorman blank) blank)
436094 Second Class Yeoman thlank) blank)
436091 Senior Chief Yeorman iblank) iblank)
436095 Third Class Yeoman thlank) thlank

Continued on next page
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Completing the Rate Adjustment Tab, Continued

Procedures (con't)

Field Action

Executethis | If the member was awarded areduction in rate and it is being executed
Rate (i.e., not being suspended) then this field should be checked.
Adjustment
If the member isbeing restored in rate, then this field must be checked
(e.g."Yes").
Prior Rate | Check thisfieldif reporting that a previously authorized rate
Adj Modify to | adjustment has been modified to forfeiture (i.e., member was initially
Forf reduced in rank, but now the reduction in rank is being restored and a
forfeiture of pay will occur). Example: Member reduced to Y N3 at
CO'sNJP on 4 Jan 08. On 4 April 2008 the CO €electsto restore the
member to YN2. However, the CO does not want the member to
receive the difference in pay from E4 to E5 during the time the
member was serving as a Y N3. In this case, the difference in pay will
be converted to aforfeiture. The member's date rate and pay grade will
be restored to what they were prior to the reduction, but the effective
date of the pay increase will be 4 April.
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Completing the Miscellaneous Information Tab

I ntroduction

Procedure

This section provides instructions for compl eting the Miscellaneous
Information Tab.
Misc Information [« @ 1o [¥] #|
[+]
-

Wie All

[T Advised of Right to Counsel Pay Grade of Officer Conducting

Mast:
-
™ Waived Right to Mast Rep
[T Reprimand'Admonition Letter
[ Punitive Discharge Awarded

Complete the datafields as indicated below.

Field Action

Advised of | Check thisfield to indicate the member was advised of their right to
Right to counsel. Thisfield isonly applicable when NJP isimposed on members
Counsd assigned to shore units. Thisfield should be checked only if the

member's signature is on an " Acknowledgment of Rights-Acceptance
of NJP" form. Thisform, if executed, should have been attached to the
CG-4910.
Pay Grade of | Click the drop-down menu and choose the pay grade of the officer/oic
Officer conducting the mast.
Conducting | NJPonly field.
Mast
Represented | Check thisfield if in the record of trial by summary Courts-Martia that
by Counsel | the member was represented by counsel.
Waived Right | Check thisfield if the member waived the right to have arepresentative
toMast Rep | present at CO's NJP. NJP only field.
Reprimand | Check thisfield if the member was awarded a |etter of reprimand or
Admonition | admonition.
L etter
Punitive Check thisfield if the member was awarded a punitive discharge.
Discharge | Courts-Martia only field.
Awarded

Continued on next page
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Completing the Miscellaneous Information Tab, Continued

Procedures (con't)

Field Action

Save B save) Carefully review the data you have enter ed before saving this
transaction. Be absolutely sure all that all the dataiscorrect and that
you have not made any typographical errors(e.g. Amount is $1000.00
when you meant $100.00). Be sureyou entered the correct employee | D
number when you began thistransaction. If you have any questions or
concerns, cancel thetransaction and ask for help.

CAUTION: When entering an initial disciplinary action, correction,
vacation or deletion, ensure ALL Tabs are filled out completely prior
to clicking the SAVE button. Only ONE saveis allowed per
disciplinary action transaction.

Click the Save button to submit the disciplinary action.
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Printing Disciplinary Actions

Introduction This section provides procedures for printing arecord of disciplinary
action. The PeopleSoft Disciplinary Action printout replaces the SDII
Court Memorandum transaction log. Per COMDTINST M1080.10
(series), Military Personnel Data Records (PDR) System, file the
Disciplinary Action printout in Section 2 of the SPO PDR and send a
copy to CGPSC (psd-mr/adm-3).

Printing Be aware that you cannot print / re-print a Disciplinary Actions Report
reportson after amember has been discharged. Once discharged, you may only
separ ated view the Disciplinary Action on the member.

membersisnot

supported

Procedure Start Internet Explorer, sign into Direct Access and follow these steps

to complete this procedure.

Step Action
1 | Select menu itemsin the following order (note, see the Basic Navigation topic for
help on using menus):

Home > Administer Workforce > Manage Labor Relations (GBL) > Report >
Disciplinary Report

2 | TheRun Control ID Entry Page will appear.

e |f you have used th_is rocess before, enter your initialsin the Run Control 1D

block and click the =222 button.

o If thisisthe first time you have used this process, click the Add a New Value

link.
Cg Run Cg4170 1. Enter your initialsin the Run Control ID block.
Add a New Value 2. Click the button.
Run Control |I'|
e ]

Fingd an Existing Yalus

Continued on next page
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General Transactions

Printing Disciplinary Actions, Continued

Procedures (con't)

Step Action
3 | TheDisciplinary Report page will display.

1. Enter the following information:

o Employee ID Number (EmpliD)

e Report Date (Report Dt) (must match the date entered on the
Disciplinary Action Tab

« Disciplinary Action Type Code (Disciplinary Type) (must match the
type code entered on the Disciplinary Action Tab

o Disciplinary Step (must match the step entered on the Action Taken Tab
for the report date and type entered above).

{ Disciplinary Report

Run Control ID;  RAE

o Y
Reportt:[
Disciplinary Type:| | A
Disciplinary Step: | |

2. Click the __~*"_| button to begin processing.

4 | The Process Scheduler Request page will display.

User It RIETHO4E Run Control ID: FAE

Seiver Name: PEUMNK *| RunDate:  [0320ZO01 o,
Recurrence: Tl Fun Time: 12:13:58PW
Time Zone: = Resetto Current DataTime |

Select  Description Process Name Process Type Tupe “Format
F oo 4t CO_4170 5GR Report M -] [For - B

In the Server Name field, click the drop-down menu and choose PSUNX.
Changethe* Typefield to "Email". (This procedure only coversthe email
option, click here, if you would like information on the web option).

Set the *Format field to "PDF".
L

‘Type ‘Format

[Emal =] [roF =] Eé

Continued on next page
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Printing Disciplinary Actions, Continued

Procedures (con't)

Step Action

4
(con't)

If you selected Email you can click on the Distribution icon k% to add
additional addresses and customized the email message. This step is not
necessary if you have your business email address entered in the system, the
report will automatically be mailed to your business email address. Use this
feature if you want to email the report to other addresses.

The Distribution Detail page will display, scroll down to the E-Mail Only
section and enter the subject, text and e-mail address for the message:

Email Subject:
IThis is the Subject Line ofthe E-Mail Message

Message Text:
iEnter any message tex‘t'ynu wauld like to add to the E-mail.

Email With Log ™
Email Address List:

your_email@your_email_address.mil _A_nj

:_i

Insert additional email addressesin the Email AddressList box. Separate
entrieswith a(;) e.g. "john.q.yeoman@uscg.mil;jane.s.chief @uscg.mil.

Warning: Do not use anon USCG.MIL/DHS.GOV address as your
business email address or in the Email Address List field of the Process
Scheduler Request. Directing system-generated emailsto personal accounts
hosted by internet service providersis prohibited. To ensure compliance,
always select "Web" from the Type menu.

Click _°% | to continue. Y ou will be returned to the Process Scheduler Request

page.
Click |2 | on the Process Scheduler Request page.

The Disciplinary Report page will display again. A "Process Instance”" number
will appear under the Process Monitor link

Rapor Managet Process Monitor "'
[Process Inslance 11078 |

The process instance #'is added

If you selected "Email" for the type, you may exit the application. The
Disciplinary Report should arrive via e-mail within afew minutes.
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Overview

I ntroduction

Policies and
Procedures

Approval

BeforeYou
Begin

PPC SPO Manual
Part Ill, General Transactions

Chapter 6, General Absences

The General Absences page is used to report non-leave absences. Non-leave
absences include:
e Absence Due to Misconduct
Civilian, Foreign, or Military Confinement
Incompetence
Desertion
Missing
Unauthorized Absence

Incompetence absence type transactions are input by PSC, Topeka and are not
discussed in this chapter

Policies for recording each of the above types of absences are discussed in the
following sections.
1. Absence Due to Misconduct (Absence Type “ADM”)
2. Confinement (Absence Types“CIV”, “FGN”, “MCV” or “MIL")
3. Desertion (Absence Type “DSR”)
4. Member Missing (Absence Type “MSG”) “UA”)
5. Unauthorized Absence (Absence Type
Procedures:
6. General Absence Data Entry Procedure
Genera Absence Approval Procedure

Supervisor (CGHRSUP Role User) approval isrequired for all General
Absences. The system does not generate an e-mail or make a Worklist entry
for supervisor notification. The data entry technician (CGHRS Role User)
must inform the supervisor when the transaction isready for approval.

Use actual dates and times other than 2359. Once a General Absencerow is
approved, only supervisors or PSC can make corrections or deletions.
Corrections are not allowed to the START date once approved (delete and
resubmit with correct start date) but are allowed for all other fields.

Begin absence and end absence transactions may be submitted separately or
both at the same time.

Continued on next page
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Overview, Continued

Contents This Chapter contains the following topics.

Topic See Page
Absence Due to Misconduct (Absence Type“ADM”) [11-6-3
Confinement (absence Types “CIV”, “FGN”, “MCV”, or “MIL") [11-6-5
Desertion (Absence Type “DSR”) [11-6-7
Member Missing (Absence Type “MSG”) [11-6-9
Unauthorized Absence (Absence Type “UA") [11-6-11
Genera Absence Data Entry Procedure [11-6-13
Genera Absence Approval Procedure [1-6-17

[11-6-2 Genera Absences
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Absence Due to Misconduct (Absence Type “ADM”)

I ntroduction

Trigger

Reference

Additional
Information

Procedure

This section discusses the Absence Due to Misconduct type transaction.

Submit a General Absence transaction following receipt of a determination
that a member’ s absence was due to an illness caused by and immediately
following misconduct or intemperate use of alcohalic liquors or habit-forming
drugs.

Use the Absence Type Code —*ADM” when submitting this transaction.

Pleasereview the following references befor e submitting an Absence Due
to Misconduct typetransaction.

(@) CG Pay Manual, COMDTINST M7220.29(series), Chapter 2
(b) CG Adminigtrative Investigations Manual, COMDTINST
M5830.1(series), Chapter 5

Members absent due to illness caused by and immediately following
misconduct or intemperate uses of alcoholic liquors or habit-forming drugs do
not forfeit pay or alowances during such absence. However, the absenceis
considered deductible time.

Please see the General Absence Data Entry Procedure on page 111-10-13.
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Confinement (absence Types “CIV”, “FGN”, “MCV”, or “MIL")

I ntroduction

Trigger

Reference

Additional
Information

This section discusses the Confinement absence type transaction.

Submit a General Absence transaction to report that a member has been
placed in or released from confinement by military or civil authorities. Also,
use this transaction to report members who are serving sentences under
“Work Release” programs. Submit this transaction each week (corresponding
to the confinement dates) to report the deductible time and to adjust base
dates accordingly).

Pleasereview the following references befor e submitting a Confinement
type absence transaction.

(a) Personnel and Pay Procedures Manual, PSCINST M 1000.2 (series)
(b) Pay Manual, COMDTINST M7220.29 (series)

(c) CG Personnel Manual, COMDTINST M 1000.6(series), Chapter 8-A
(d) Manual for Courts-Martial (MCM)

(e) Military Justice Manual, COMDTINST M5810.1 (series)

Members sentenced to confinement of less than 90 days shall normally be
placed inaTDY status for the duration of confinement unless the sentence
includes an unsuspended punitive discharge or it is unlikely that the member
will be ordered to return to his or her parent command after release from
confinement.

If the member is sentenced to confinement of 90 days or more or is sentenced
to confinement and the convening authority approves an unsuspended
punitive discharge, the member will be administratively assigned to the
correctiona facility and the records will be maintained by PSC Topeka. A
member, sentenced to less than 90 days of confinement, may be
administratively assigned if the assignment authority considersit unlikely that
he or she will be ordered to return to his or her parent command after rel ease
from confinement.

In cases where the member isto be administratively assigned orders must be
issued by CGPC. The member’s SPO must contact the CGPC Assignment
Officer or Central Assignment Coordinator and inform them when a

member’ s sentence to confinement will result in administrative assignment.
The orders will assign the member (PCS) to the correctional facility. The
member’s SPO must complete the orders and the PCS departing and reporting
endorsements and forward the records to PSC Topeka.

Continued on next page
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Confinement (absence Types “CIV”, “FGN”, “MCV”, or
“MIL™), Continued

Additional See the PCS Travel Order topic for information on completing orders.
Information See the PCS Departing and PCS Reporting topics for information on

(con't)

completing endorsements.

Note: If the member isbeing placed in civilian or military pretrial
confinement, no administrative assignment is necessary. The member's SPO
remains the same while in pretrial confinement.

Absence Type  There are several Absence Type codes for Confinement. Refer to thistableto
Codeto use: select the correct code:

Code UseWhen Member is Effect on Pay
Confined to
Clv Civilian facility under control | Suspendsall pay and allowances
of civil authority
FGN Military facility under Suspends all pay and allowances
control of foreign civilian
authority
MCV | Military facility under Suspends all pay and allowances
control of civil authority
MIL Military facility under Continues payment of all pay and allowances.
military control However, the SPO must enter stops of certain
entitlements as described below:

e A member in military confinement may lose
entitlement to BAS, Hardship Duty Pay-
Location, Career Sea Pay/Premium, or Diving
Duty Pay. SeeFigure 3-2, 4-2, 4-4, and 4-5 of
the CG Pay Manual for more information.

o If amember will be in military confinement for
over 31 daysthey lose their entitlement to SGLI
at the end of the month in which the 31st day of
such statusis reached. See the Elections and
Beneficiaries topic for procedures on entering an
administrative stop to SGLI.

Procedure Please see the General Absence Data Entry Procedure on page 111-10-13.
111-6-6 General Absences
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Desertion (Absence Type “DSR”)

I ntroduction

Trigger

Reference

Additional
Information

Procedure

This section discusses the Desertion absence type transaction.

Submit a General Absence transaction when a member is declared a deserter
and/or has returned from a deserter status.

Use the Absence Type Code —*DSR” when submitting this transaction.

Please review the following references befor e submitting a Desertion type
absence transaction.

(8 CG Personnel Manual, COMDTINST M 1000.6(series), Chapter 8-A

(b) CG Pay Manual, COMDTINST M7220.29(series), Chapter 2

(c) Personnel and Pay Procedures Manual, PSCINST M1000.2(series),
Chapter 10-B

Information you need to know about this transaction:

Active duty pay and allowances: See chapter 2 of the CG Pay Manual for
rules governing pay entitlements for a deserter.

Please see the General Absence Data Entry Procedure on page 111-10-13.
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Member Missing (Absence Type “MSG”)

Introduction This section discusses the Member Missing absence type transaction.

Trigger Submit a General Absence transaction following receipt of information that a
member is missing, as defined in 11-A-4, CG Personnel Manual,
COMDTINST M1000.6 (series), or has returned from a missing status.

Use the Absence Type Code —*MSG” when submitting this transaction.

Reference Please review the following reference befor e submitting Member Missing
absence type transaction.

(&) CG Personnel Manual, COMDTINST M1000.6 (series), 11-A-4

Additional Other transactions may be required:
Information

e Active duty pay and allowances will continue for regular Coast Guard
members and reserve members on extended active duty. For regular and
reserve members a Retained Beyond Normal Expiration of Enlistment
(P176) transaction may also be required to extend expiration of enlistment
(i.e, expected active duty termination date for active duty members and
expected loss date for reserves).

e For reserve members on active duty for 140 days or more, it may be
necessary to submit an Amend Reserve Expected Active Duty Termination
Date (P191) transaction to extend the period of active duty authorized.

e Determination of the member to be, or has been UA, deserter, or dead,
delete previously submitted declare member missing (P231) transaction and
submit the appropriate transaction to reflect the member’s status. The
“declare member missing” and “return member from missing” transactions
apply only when status of absence is determined to be missing.

Procedure Please see the General Absence Data Entry Procedure on page 111-10-13.
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Unauthorized Absence (Absence Type “UA")

I ntroduction

Trigger

Reference

Additional
Information

Procedure

This section discusses the Unauthorized Absence type transaction.

Submit a General Absence transaction following receipt of information that a
member has been on Unauthorized Absence (UA) for more than 24 hours
and/or has returned from a UA status.

Use the Absence Type Code —*UA” when submitting this transaction.

Pleasereview the following refer ences befor e submitting an
Unauthorized Absence type transaction.

(@) CG Personnel Manual, COMDTINST M1000.6(series), Chapter 8-C

(b) CG Pay Manual, COMDTINST M7220.29(series), Chapter 2

(c) Personnel and Pay Procedures Manual, PSCINST M1000.2(series),
Chapter 10-B

Information you need to know about Unauthorized Absence:

« Effective date and time will be the effective date and time the
unauthorized absence begins.

o Pay and allowances will stop when this transaction is submitted on a
member.

Note: A member in pay grade E4 (with 4 years service or less) and below
may be entitled to payment of two months BAH for support of dependents.
See the Pay Manual, Chapter 3-D.

e Declared adeserter. If the member isdeclared a deserter on the same
date and time the unauthorized absence begins, submit a General Absence
transaction using Absence Type Code “DSR” to declare the member a
deserter in lieu of the unauthorized absence. See: Desertion (Absence
Type“DSR’) on page 6.

Please see the General Absence Data Entry Procedure on page 111-10-13.
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General Absence Data Entry Procedure

Introduction This section provides the procedure for entering a general absence
transaction. This procedure may be completed by “CGHRS’ role users.

Before You Review the polices, in the preceding sections of this chapter, for the absence
Begin types before creating this transaction:

Absence Due to Misconduct (Absence Type “ADM”)
Confinement (Absence Types“CIV”, “FGN”, “MCV” or “MIL")
Desertion (Absence Type “DSR”)

Member Missing (Absence Type “MSG”)

Unauthorized Absence (Absence Type “UA™)

agbrwdNE

Procedure Follow these stepsto enter a General Absence transaction:

Step Action
1 Select the following menu items:

Administer Workforce > Monitor Absence (GBL) > Use > General Absence

Enter the Employee ID number into the EmplI D field.

Click the Sear ch button.

w

4 If the member has no previously reported General Absences, the page will open with a
new blank row in which to enter data. If historical data (previous transactions) are
present, you must insert a new blank row, unless you are reporting areturn from
missing (see below). Click the Add Row *1 button to create anew row.

Exception: If you are reporting a member’ s return from absence/confinement status,
and the start absence transaction has aready been submitted, you will work in the same
row that was used to start the absence.

Continued on next page
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General Absence Data Entry Procedure, Continued

Procedur e (continued)

Step Action

5 Enter the date the absence began in the Start Date field.

6 Click inthe Start Time field and enter the time the absence began (e.g. ‘0700’).

8 If you are reporting the member’ s return from absence/confinement, click in the End
Date field and enter the date the member returned.

9 If you are reporting the member’ s return from absence/confinement, click in the End
Timefield and enter the time the member returned (e.g. 0700’).

Continued on next page
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General Absence Data Entry Procedure, Continued

Procedur e (continued)

Step Action
10 | Enter the Absence Type Code in the Absence typefield or

1. Click the L ookup Absence Type button.
2. Click the button. Lookup Absence Type.
3. Click the desired Absence Description.

See the previous sections of this chapter for details on the using the Absence

Types:
1. Absence Due to Misconduct (Absence Type “ADM”)
2. Confinement (Absence Types “CIV”, “FGN”, “MCV” or “MIL")
3. Desertion (Absence Type “DSR”)
4. Member Missing (Absence Type “MSG”)
5. Unauthorized Absence (Absence Type “UA™)

Note: The Absence Type “ CMP-Competency” can only be used by PSC
Topeka.

11 | Click the button.

Note: Seethe Possible Error Message discussion on the following page if you cannot
save the transaction.

12 | Notify your supervisor (CGHRS Role User) that the transaction awaits his or her
review and approval (the systems does not make a Worklist entry or e-mail
notification of pending General Absence transactions.)

Supervisor Approval: Seethe General Absence Approval Procedure on page 13.

Continued on next page
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General Absence Data Entry Procedure, Continued

Possible Error (1) This message will appear if you attempt to save atransaction and the Start
Message Date/Time s less than 24 hours before the current date.

o Verify the Start Date/Time, if it is correct, wait one day before submitting
the transaction.

(2) The error message will aso appear if the duration between the Start
Date/Time and End Date/Time is less than 24 hours.

e Verify the Start Date/Time and End/Date Time; if they are correct and the
elapsed timeis less than 24 hours, no transaction is required.
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General Absence Approval Procedure

Introduction This section provides the procedure for approving a general absence
transaction. Approval authority islimited to “CGHRSUP” role users.

Before You Review the polices for the absence types before approving this transaction:
Begin Absence Due to Misconduct (Absence Type “ADM”)
Confinement (Absence Types“CIV”, “FGN”, “MCV” or “MIL")
Desertion (Absence Type “DSR”)
Member Missing (Absence Type “MSG”)
Unauthorized Absence (Absence Type “UA”)

Procedure Follow these steps to review and approve a General Absence transaction:

Step Action
1 Select the following menu items:

Administer Workforce > Monitor Absence (GBL) > Use > General Absence

N

Enter the Employee ID and click the search button.

w

Review the transaction, make any corrections that are necessary

4 Click the Approved check box (the date approved will auto fill with the current date)

5 Click the button.
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PPC SPO Manual

Part Ill, General Transactions

Chapter 7, Leave and Other Approved Absences

Contents

Introduction This chapter provides the procedure for navigating the Absence
Request in DA Il and the Vacation Request in DA I. The Absence
Request is used to report Leave, Sick Leave, Post Deployment
Mobilization Respite Absence (PDMRA), Adoption Leave and
Paternity Leave. The Vacation Request is used to delete, in if
necessary, resubmit requests that have processed through the Absence

Request.
Contents This chapter contains the following topics.

Topic See Page
Overview [1-7-2
Absence Request Procedures [1-7-6
Corrections and Deletions [1-7-7
Using the DA | Vacation Request to Resubmit [11-7-9
Leave
L eave Delete Report I1-7-16
Using Process Scheduler's Web Delivery Option 11-7-20
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Overview

Introduction The Absence Request allows aregular or reserve member on active
duty to create an electronic Absence Request and submit it to their
commanding officer or his’her designee for electronic approval. The
commanding officer or his’her designee will approve or deny the
Absence Request. It also alows the Servicing Personal Office (SPO)
or unit administration office® to act as proxies, which enables them to
enter and approve Absence Requests on behalf of the member and
their unit. The Absence Request replaces the DA | Vacation Request
functionality for new leave requests. The DA | Vacation Request will
continue to be used by SPOs for |eave deletions and resubmissions
that cannot be input via the Absence Request.

Types of The following types of absences can be submitted by the member
Absences using Self Service or by the SPO or by aField Admin user viathe
Proxy function.

1. Leavelnside Continental US

2. Leave Outside Continental US

3. Sick Leave (Note: Effective immediately, al periods of Sick
Leave granted to enlisted personnel who are subject to discount
meal rate charges (BAS-DMR) shall be recorded. The two-day
limitation (Ref (c), 2.A.2.e) isno longer in effect. Thiswill ensure
DMR deductions for members assigned to Essential Station
Messing or Essential Unit Messing are refunded for affected
meals.)

Adoption Leave

Paternity Leave

Maternity Leave

Post Deployment Mobilization Respite Absence (PDMRA)
Leave taken in conjunction withaTDY. Entering leaveon TDY
ordersin DA does not update the Vacation Request and no
transaction is created for JUMPS processing.

o N O

Continued on next page

! Absence Request proxy accessis applicable only for users at units that have executed a Memorandum of
Understanding with their SPO to be assigned the Field Administration user role in DA. See reference (b),
section 1.5.5 and exhibit 1-1, for more information on the Field Administration (CGFIELDADM) user role.
These users will not have access to the Vacation Request.
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Overview, Continued

Types of Leave taken in conjunction with Dischar ges shall be submitted using

Absences the DA 1l Absence Request, but only by SPOs. Members should not

(cont’d) request terminal leave using the Self Service Absence Request; per
reference (b), they should use the Career Intentions Worksheet,
CG-2045.

VERY IMPORTANT: The Absence Request shall not be used for
the following types of absences.

1. Leavetakenin conjunction with PCS transfer

2. Leavetaken in conjunction with a Release From Active Duty
(RELAD)

3. Leavetaken in conjunction with a Retirement.

SPOs must continue to record these types of |eave using the PCS
transfer or separations components as appropriate.

Continued on next page
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Overview, Continued

Technical The Absence Request functionality is part of a series of technology

Background refresh projects designed to facilitate the transition to the newer
version of PeopleSoft software (Migrating from version 8.0-“Direct
Access|” to version 9.1- “Direct Access 11”). This transition will
culminate with the implementation of PeopleSoft Global Payroll
replacing the Joint Uniform Military Pay System (JUMPS). Please
read CG-1's“Flag Voice #335, The Future of Direct Access’ for more
information on upgrades to the Coast Guard’'s HR systems.

During thistransition, applications have to be created that support
Global Payroll implementation AND maintain backward compatibility
with JUMPS.

For the Absence Request functionality, CG-631 has chosen to
implement a data messaging routine that will transmit leave data from
the DA 11 environment to the DA | environment. This method takes
advantage of the existing JUMPS Action Generator (JAG) in DA | to
create transactions for JUMPS processing and eliminates the time and
expense that would be needed to implement similar functionality in
DA II.

This method also creates constraints and limitations, which are
necessary in order to maintain compatibility across four databases.

Technical Constraints:;

e Leaveenteredinthe DA | Vacation Request will not be reflected
in the Absence Request history or unit report.

The member’ s leave balance is not available in the DA 11 Absence
Request. The leave balance will continue to be updated on the
member’s E-LES, the SPO PDR LES and on the Unit Roster in DA 1.
It isimportant that members review their E-LES monthly to ensure
that leave they have taken has processed through the payroll system.

Continued on next page
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General Transactions

Overview, Continued

Technical e The Absence Request history and unit report will not reflect leave
BaCkQVOU“d scheduled in conjunction with PCS, RELAD or Retirement.
(cont’d) (Reminder: Leave in conjunction with a Discharge from Active

Duty is entered via the Absence Request, but only by the SPO.)

e Changesto an approved Absence Request can only be entered on or
before the leave end date. Changes after the leave end date must be
processed by the SPO using the DA | Vacation Request and they
will not be reflected in the Absence Request history or the unit
report.

Leave and Other Approved Absences 2
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General Transactions

Absence Request Procedures

Procedures Absence Request user guides, providing procedures for Self-Service,
Leave Approvers, and Proxies (SPOs & Field Admin users), are
available viathe DA Online Help (www.uscg.mil/ppc/ps) and the
“elLeave’ launch web page at www.uscg.mil/ppc/eleave. The
procedures are available in asingle guide designed for printing and
desktop use, or in an online format for quick reference based on task
and user role. Direct links to the procedures that will be of most use to
SPO users are below:

Absence Request Overview

Submitting an Absence Request by Proxy

View/Change Pending Absence Request by Proxy

Approving a Pending Absence Request Submitted by Proxy

(Same procedure as used for leave Approving Officials), see:
1. How to Approve or Deny a Pending Absence Request
2. How to Change/Deny an Approved Absence Request

5. How to Create the Monitor Absence Request Report

hpOODNPRE

A series of video tutorials are also available viathe DA Online Help
and Internet site. Direct links to the video tutorials that will be of most
use to SPO users are below:

1. Submitting an Absence Request by Proxy
2. Approving a Pending Request

-7-6 2 Leave and Other Approved Absences
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General Transactions

Corrections and Deletions

Correctionsvia
the Absence
Request (DA I1)

Correctionsvia
the Vacation
Request (DA I)

There will be instances when the member’ s approved Absence Request will
need to be changed or denied (canceled). Only the original approver or his/her
delegate may change or deny an approved Absence Request and only if the
Absence Request has not processed (been updated within the Vacation
Request page in Direct Access |, Version 8.0). The Absence Request will be
processed the day after the member’ s Absence Request End Date.

Example: Member’s approved Absence Request has an absence begin date
of 12 April 2012 and an end date of 16 April 2012. Duration of absenceis5
days. Today sdateis 15 April 2012 and the member decides to return on this
date. Snce the member’s absence end date has not passed yet, the approver
or hig’her delegate can go into the Absence Request and change the dates.

See the “How to Change/Deny an Approved Absence Request” topic in the
User Guide or Online Help for the procedure.

The Absence Request cannot be updated after the absence end date
has occurred and only the SPO will be able to make the change to the
absence period in Direct Access|.

Example: Member’s approved Absence Request has an absence
begin date of 12 April 2012 and an end date of 16 April 2012.
Duration of absenceis5 days. Today' sdateis 19 April 2012 anditis
determined that the member returned on 15 April 2012 vice 16 April
2012. Snce the member’s absence end date has passed already and
the Absence Request is locked down due to it already being processed,
the SPO will need to make the changes in Direct Access | Vacation
Request.

Corrections, such asin the example above, or deletions, where an
Absence Request was entered, approved and transmitted to DA |
Vacation Request erroneously, must be deleted from the DA |
Vacation Request and, if necessary (in the case of a correction),
resubmitted* by the SPO in the DA | Vacation Request.

*If you are deleting a transaction in order to resubmit it with the
correct date(s), you must complete the resubmission
IMMEDIATELY after the deletion. The edit, which prevents the
creation of new leave requests in DA I, will not permit you to enter
the corrected absence request if it does not detect the deletion.

Continued on next page
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General Transactions

Corrections and Deletions, Continued

DA | Vacation  Transaction that have processed through DA Il Absence Request and

Request appear in the DA | Vacation Request cannot be corrected. They must
Deletion be deleted and resubmitted. The resubmission is done following the
Procedure “Vacation Request” procedures later in the chapter.

o Delete transactions by de-selecting the approval box. Go back
to the leave row and click on the delete row icon =1 and
follow the prompts. Do delete a transaction if the “ Start
Date’ iscorrect.

Use row navigation links/buttons ESIERETESSEREIEIEERN » BEEE to display
the row containing the entry you need to correct or delete.

VERY IMPORTANT! If you are deleting a transaction in order
to resubmit it with the correct date
must compl ete the resubmission
IMMEDIATELY after the deletion. The

edit, which prevents the creation of new
leave requestsin DA 1, will not permit
you to enter the corrected absence request
if it does not detect the deletion.
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General Transactions

Using the DA | Vacation Request to Resubmit Leave

Introduction As described in the Corrections and Deletions section of this chapter,
the DA | Vacation Request must be used to Resubmit Leave that was
submitted incorrectly in the DA Il Absence Request.

First, follow the procedure in the Corrections and Deletions section to
delete the DA Vacation Request row, then follow the steps below to
resubmit the leave in the DA | Vacation Request.
VERY IMPORTANT!  The resubmission must be completed
immediately after the deletion. The edit,
which prevents the creation of new leave

requestsin DA I, will not permit a user to
enter the corrected absence request if it
does not detect the deletion.

Before You The leave balances displayed will not always be accurate. For

Begin example, leave taken in connection with a PCS transfer will not be
reflected in the balance displayed on this page. The member's LES or
JUMPS segment 62 can be used to verify a member's leave balance.

The page includes multiple rows of data (one for each month of the
year). Each row isidentified by the "Accrual Process Date".
Normally, you will enter leave transactions in the row dated the first
of the month following the month in which the leave was taken. This
will make the transaction easier to locate in the event a correction or
deletion isrequired. However, the row used to make the entry has no
impact on the final transaction sent to JUMPS for processing. The
leave will till be charged, regardless which row is used.

Accrual Process Date Example:

Member took leave on 25 November. Enter the transaction in the row
with the Accrual Process Date of 1 December.

Accrual Process Date: 120172002

Continued on next page
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General Transactions

Vacation Request, Continued

Itemsto
Consider

Terminal Leave

e Thistransaction allows the user to enter multiple leave periods.
e Inclusive dates are used.

Example: Member's CG-2519, Leave Authorization, shows member
departing at 1530 on 14 September 2003 and returning at 0900 on 20

September. The member utilized 5 days of leave. The inclusive dates
are 15 to 19 September 2003.

e There should never be atime when aleave period on a member
overlaps with another leave period for that same member (i.e.,
member took leave from 1 August to 5 August and then from 4
August to 10 August).

e Thistransaction must not be used in connection with the PCS travel
orders. The PCS Departing and PCS Reporting transactions are
used for this purpose.

e Thistransaction must not be used in connection with RELAD
(Release from Active Duty) or retirement. The Endorsement on
Orders transactions are used for this purpose.

¢ This transaction cannot be used to record compensatory absence.
Compensatory absenceis only reported when taken in connection
with PCS from an isolated duty station. Compensatory absence
taken during the member's tour at an isolated duty station is not
entered in Direct-Access or JUMPS.

e Thistransaction must be used if a member is authorized more than 2
consecutive days of sick leave. Sick Leave of lessthan 3 daysis not
reported.

e Thistransaction must be used if member isbeing discharged and is
taking terminal leave in conjunction with discharge. The termina
leave is reported on this transaction.

e Thistransaction must be used if member takes leave in conjunction
with TAD orders.

Leave taken in conjunction with aRELAD or Retirement must be
entered in the Separations component and NOT recorded in the
Vacation Request page.

Continued on next page
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General Transactions

Using the DA | Vacation Request to Resubmit Leave,

Continued
Procedure Start Internet Explorer, sign into Direct-Access and follow these steps
to complete this procedure.
Step Action
1 | Select menuitemsin the following order:

Home > Administer Workforce > Monitor Absence (GBL) > Use > Vacation
Request

A search page will appear. Enter the member's employee ID number or Social

Security number (see Employee ID Search Tips) and click the 2 | button to
select the member you wish to display.

@When choosing a member from the sear ch results, please be sureyou are
choosing the person you actually want to change data on. Verify the
employee | D or Social Security Number (SSN) before making any changes.

The Vacation Request page will display.
e The page includes multiple rows of data. Each row isidentified by the
"Accrual Process Date". The current month's row will be displayed.

Example: If today's dateis 15 December, the Accrual Process Date will
be 1 December, as shown below.

"Current Accrual Process Date" row.
Accrual Process Date:  12/01/2002

e Normally, you will enter leave/authorized absence transactions in the row
dated the first of the month following the month in which the
leave/authorized absence was taken. Thiswill make the transaction
easier to locate in the event a correction or deletion isrequired. The row
used to make the entry has no impact on the final transaction sent to
JUMPS for processing. The leave will still be charged, regardless which
row is used.

If you are deleting a transaction in order to resubmit it with the
correct date(s), you must complete the resubmission
IMMEDIATELY after the deletion. The edit, which prevents the
creation of new leave requests in DA |, will not permit you to enter
the corrected absence reauest if it does not detect the deletion.

VERY IMPORTANT! Continued on next page
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General Transactions

Using the DA | Vacation Request to Resubmit Leave
Continued

Procedure (cont’ d)
(bWarning
Step Action Do not delete atransaction if
the“ Start Date” is correct.
4 view Al First (4] 10r1 (] Last Only delete atransaction
Absence Type Request Date Start Date End Date ?[;jﬁr?:;) 5 Approval ’7’7J inc;\::]:; g:etrsltea&gﬁgelrsdl d
t take the leave. Follow th
| =l |lo7r24i2009 ) || & |l &l ||_ Shate.a] ‘ ‘Er noprocgdur?efe:rvsorrgct?&s ©
: . ab t ectal
Compl ete the data fields: Ve o comen aleave
Field Data Entry and Deletions on Page 9
Absence Type Select the Absence type from the drop-down menu. Choices
Absence Type are.
. Type
F—— tnaidVaive) [ | Adoption Leave — Not Chargeable
_ Adoption Leave - Not L eave Outside the Continental United States
Inclusive dates Leave Outside Conti - : "
are used Lor tge e i Leave w/in the Continental United States
shrtznden MOB Respite ;
CEiBlIEiE Maternity Leave - Not_h) MOB RG’SpItG
{Patemity Leave - Not[™ Maternity Leave — Not Chargeable
Sichk L -Mot ch :
b o Paternity Leave — Not Chargeable
Sick Leave — Not chargeable
Request Date Defaults to today's date, no need to change.
Start Date Enter the first date charged as leave or the first day of
authorized absence.
End Date Enter the last date charged as leave or the last day of the
absence. (Note: If the end date spans into the next month, in
this transaction or any previously entered transaction, you will
receive awar ning message (shown below) about process
accrua process dates. You may click OK to dismissthe
message. The row used to make the entry has no impact on
the final transaction sent to JUMPS for processing. The leave
will still be charged, regardless which row is used.
A Warning —The return date entered is beyond the end date of the current accrual period. (20270, 1)
Duration (Days) Number of days leave used or number of days absence
authorized, computed by system based on inclusive dates
entered in Start and End date fields.
Approva Click link to access approval page.
Continued on next page
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General Transactions

Using the DA | Vacation Request to Resubmit Leave,

Continued

Procedure (cont’d)

Request Data

Company:

Total Entitlement:

Request Dates

Accrual Process Date:

Days Carried Over:
Current Period Entitlement:

Absence Type

CGA

03/071/2009

Employee

Benefit Plan:

LEAVE

Current

0.000
0.000
0.000

Days BookedTaken:

Days Remaining:

Duration
Request Date Start Date End Date {Days)

Step Action
4
Home = Administer Workforce = Monitor Absence (GBL) = Use = Vacation Request
{ Vacation Request 3

0.000
0.000

View All

Empl Rod#:

®War ning

Do not delete atransaction if
the “ Start Date” is correct.
Only delete atransaction
when the start dateis
incorrect or the member did
not take the leave. Follow the
procedure for corrections
(above) to correct aleave
“End Date”. See Corrections
and Deletions on Page 9

0

Transaction is
“Pending” until the
Approval is completed.
This can be completed
by the CGHRS user.
SPO Supervisor Auditor
(CGHRSUP user)
approval is not required.

{Invalid Value)

Leave Qutside Co

-

|oB/02:2009

P

[Tt

=]

T
JE3]

Leave wiin Conti Defaultsto .
MOB Respite current System will fill in total
Sic date, no davs

nﬁed to Enter

change inclusive

dates Continued on next page
—
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General Transactions

Using the DA | Vacation Request to Resubmit Leave,

Continued
Step Action
5 | Click thelink in the Approval column to open the approval page. Complete the data

fields as described below.

Field Date Entry
Approval Click the checkbox to approve the transaction. It will not
transmit to JUMPS if you do not mark this checkbox.
Approved By | Optional. Enter your employee ID number.
Date Today's date.
Approved

Must click checkbox to approve. It
will not transmit unless Approved

¥ Mo box is checked.

ApprovedBy: | ~ﬁi Leave this field blank.
Date Approved: |12:31:2m32 )

- 0K || Cancel |

WYacation Approval

6 | Click the OK button. Y ou will be returned to the Vacation Request page.
7 | Review the datayou have entered. If it is correct, click the save button to submit the
transaction for JUMPS for processing.
Request Dates View Al First [ 1 0¢4 [M] Last
Duration
Absence Type Request Date Start Date End Date Days)
MOB Respite |Uamzfzuug |05max2uug |05m2f2m19 ‘5 ipnroval
8 | Click theinsert row icon [+1to add another |eave period, or the return to
button to record leave on another member.
€ontinued on next page
{bWar ning
Do not delete atransaction if
the “ Start Date” is correct.
Only delete atransaction
when the start dateis
incorrect or the member did
not take the leave. Follow the
procedure for corrections
(above) to correct aleave
“End Date”. See Corrections
and Deletions on Page 9
-7-14 2 Leave and Other Approved Absences




General Transactions

Using the DA | Vacation Request to Resubmit Leave,
Continued

JUMPSEffect  AnL63B iscreated in RECENTS when a"LEAVE" absence type
transaction processes into JUMPS. This transaction updates the
following in JUMPS:

e Segment 03

e Segment 62 (shows the amount of leave member currently has)

e Segment 74 (shows the inclusive dates of |eave taken by
member)

e TheDiscount Mea Rateisrefunded for all regular leave and
sick leave (Note that Adoption, Paternity & Maternity leave all
process as sick leave).

Sick Leave, Maternity Leave, Adoption Leave and Paternity Leave
absence types do not affect the member’ s leave balance.

MOB Respite (PDMRA) absence types do not transmit to JUMPS.

Maternity Leave, Adoption Leave and Paternity L eave absence types
will process through JUMPS as Sick Leave.
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General Transactions

Leave Delete Report

Introduction The Leave Delete Report provides arecord of deleted leave
transactions. This section provides the procedure for running the
Leave Delete Report.

Background A review of member |eave deletions was conducted by PPC's
Financial Account and Internal Review branch (FAIR) at the request
of PPC's Operations Division to determine if deletions to previousy
posted annual |eave transactions were being submitted properly, and
to identify any potential abuse. The audit revealed the following:

e There were personnel assigned to a SPO who had deleted leave
on their own account, thus adding the leave back into their
account.

e The SPOs are not keeping sufficient leave records to verify the
proper/improper deletion of leave.

e Inamajority of cases where leave is charged as excess at the
time of separation either previoudy reported leave is deleted or
the endorsements are changed to bring the leave balance to

zero.
e Of the 3,457 deleted leave documents, 404 wereon YN
accounts.
Information The report includes the following information:
Column Description
EMPLID Member's employee ID number
DEPTID Department 1D for the member's unit
BEGIN DATE Start date on the original leave transaction
END DATE End date on the original leave transaction
DELETE DATE Date the transaction was deleted
OPRID The user ID of the person who deleted the transaction
OPERATOR NAME | The name of the person who deleted the transaction (Last, First)
JAG PROC DT Date the delete transaction audit record was created

Continued on next page
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General Transactions

Leave Delete Report, Continued

Procedure Start Internet Explorer, sign into Direct-Access and follow these steps
to run the Leave Delete Report.
Step Action

1 | Select menu itemsin the following order:

Home = Administer Workforce = Monitor Absence (GBL) = Report

—
& Administer Workforce (GBL) | & Use Leave Delete Audit Report
& Maintain Travel Orders & Process
&« Manage Labor Relations & Inguire
(GBL)

[d Report

[G Manitor Absence (GBL) )
& Track Global Assignments
(GBL)

2 | The Run Control ID Entry Page will open.

If you have used this process befor e, enter your initials (or other ID you used to

create the control) in the Run Control 1D block and click the
Leave Delete Audit Report

Find an Existing Value

Run Contral 1D <-Initials
[T Case Sensitive

Basic Search

Add a Mew WYalue

If thisisthefirst timeyou have used this process, click the Add a New Value
link. Enter your initials (or other ID you used to create the control) in the Run
Control 1D block and click the button.

Leave Delete Audit Report

Add a New Value

Run Contral ID:I
Add

Find an Existing Yalue

Continued on next page
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General Transactions

Leave Delete Report continued

Step

Action

Report Setup Page will open.

Select Unit Relationship type (1SC or HRS-SPO) to report on.

Home = Administer Workforce = Monitor Absence (GEL) = Report = Leave Delete Audit Report

Select one of the following values:

HES |Human Resource Site

ISC |Integrated Support Command
SELF |Own unit only

SWE |SWE Testing Unit

TQC |Training Quota Mgmt Center
UMIT |Unit Relationship

(Note: Other values (Self, SWE, TQC & Unit) are not valid for this report)

Enter the Department 1D number of the ISC or HRS site to report on.

Enter a Start Date. Leave deleted before this date will not be included in the report
Enter an End Date. L eave deleted after this date will not be included in the report

f Leave Audit Report \L

Run Control ID: rock Report Manager Process Monitor Run

Language: English -

*Relationship Type: HRS |QJ

*Department: 000450 Q)

*Start Date: 08/01/2010 [

*End Date: 0813112010 |

Click the _P_{ button to begin processing.

Continued on next page
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General Transactions

Leave Delete Report continued

Step Action
5 | The process scheduler request page will open.
e Setthe Typeto Web (to access the report online (See Using Process

Scheduler Web Option for more information)
e Set the Format to PDF (for an Adobe Acrobat file) or CSV for afile that

can be opened in MS Excel.

Process Scheduler Request
User ID: 1234567 Run Control ID: rock
Server Name: ™ Run Date: 08M17/2010 Ed
Recurrence: ™ RunTime: 09:09:30
Time Zone: - Resetto Current DateTime |
Select Description Process Name Process Type *Type *Format
Leave Delete Audit Report CGLYDEL SOR Report Web - csv - Eﬁ

6 | Click OK to run the report.
7 | Retrieve the report from the Report Server using the Process Scheduler Web

Option.
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General Transactions

Using Process Scheduler's Web Delivery Option

Introduction Most reports use the Process Scheduler to run and deliver the report.
The report procedures normally discuss using the email option to
deliver the report to your email address. However, the email option
was eliminated; you must access the report online using the Web
delivery option.

Procedure Follow these steps to use Process Scheduler's Web delivery option.

Step Action

1 | Accessthe Process Scheduler for the report you want to run and complete the run
control page per that report'sinstructions. Then, click the Run button to access
the Process Scheduler Request page.

Process Scheduler Request

User ID: 1234567 Run Control ID: rock

Server Name: ¥ Run Date: 08M7/2010 Ed

Recurrence: ¥ Run Time: 09:09:30

Time Zone: - Resetto Current Date/Time |

Process List

Select Description Process Name Process Type *Type *Format

Leave Delete Audit Repart CGLYDEL SOR Repoart Web - cav -
2 | Select Web from the Process Type drop down menu.
*Type

3 | Select thefileformat. Not al file formats are supported by al reports, CSV and
PDF are the most reliable.

*Format

csv T CSV = Readable by MS Excel, text editors, other spreadsheet
programs and database applications.

HTM = Web page

PDF = Adobe Acrobat

Click the button to launch the process and return to the Process
Scheduler Request page.

Continued on next page
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General Transactions

Using Process Scheduler's Web Delivery Option, Continued

Step Action

5 | Click the Process Monitor link in the upper right-hand corner of the Process Schedul er

Request page.
Note the Process I nstance
Report Manager Process Maonitor Run / number has been added
Process Instance: 6693472

6 | The Process Monitor page will display. Click the Refresh button periodically until the
Run Status shows "Success' and the Detailslink is active. It could take some time for
the status to change if you are running alarge report or the system is heavily loaded.

f Process List  Semver List |

UserlD: 123456? g Process +* Last: Mane - Refresh
Type:
Server PSUNK ¥ Process ¥ Instance: to
Hame: Run Status:
[ View Job ltems Save On Refresh
Wiew All First (4] 1-20r2 [M] Last

Instance Seq. Process Type Process Name User Run Date/Time Run Status Details
BE93472 SCOR Report CGLYDEL 1234567 08M7/2010 08:42:43 EDT | Success Details

7 | Click the Detailslink. The Process Detail Page will display. Click the View Log/Trace
link.

Process Detail

Instance: 6683472 Type: S0R Report
Name: CGELVDEL Description: Leave Delete Audit Report

Run Control ID: rock

Location: Semver
Server: PSUNX .
) Delete Request
Recurrence:
Request Created On: 08/17/2010 08:49:16 EDT Parameters Transfer
Run Anytime After:  08/17/2010 08:42.43 EDT Message Log
Began Process At:  08/17/2010 08:49:33 EDT Batch Timings
Ended Process At: 081712010 08:50:23 EDT View Log/Trace

Continued on next page
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General Transactions

Using Process Scheduler's Web Delivery Option, Continued

Step Action

8 | The Report Log Viewer page will open in anew window. Access your report by
clicking the link with the report name and number in it (In the example below,
cgasgrpt 476108 frm.htm isthe link to the report).

Report/Log Viewer

Instance: 476108 Type:

Name: CGASQRPT Run Cntl ID:
Status: Success Submitted By:
Server: DPEUNX Recwrence:
CGASQRPT

1110 2003-01-28
bytes 15:15:01

. 106 |2003-01-28
Trace File bytes 15:15:01

Caasarpt 476108 frm.hin I:I)Stges e

Message | og

Note: You can aso right mouse click and save the report (advisable if you

selected the CSV format).
Open 1-:
cgasarpt 476108 trm.ht T e o]
| Frrint T arget

(S0t __!'u
. Eapy —E‘

= Copy Shartcut
_’lJ 7 | Faste

Add to Favorites...

9 | Your report will open and display in the web browser.

Note: Bookmark the report page and you can view it later (within 5 days)
without having to run the report again.

2l cgasqrpl_476108.HTM - Microzoft Intemet Explorer provided by U.S. Coas t Guard =] E}
| Ele Edt View Faverites Tools Heb

=
[ QRS B aE- _”Lnkxgjunsu:rom

|A§$m I{l Heghims osc.uscg mil/ssevlets/pareponshpro/ 460248 /cgasqipt_476108_fm NmJ @ Go
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PPC SPO Manual
Part Ill, General Transactions

Chapter 8, Personal Data Changes

Overview

Introduction This guide provides the procedures for navigating the Personal Data Changes
component in Direct Access.

Contents This chapter contains the following topics.

Topic See Page
Employee Address and Home of Record [11-8-3
Change of Name [11-8-9
Name Correction 1-8-11
Correction of Socia Security Number (SSN) or Date of Birth [11-8-13
(DOB)
Citizenship Status Changes/Passport Information [11-8-15
Non Self-Service Diversity Update [1-8-21
Statement of Creditable Service 111-8-25
Member Email Address [11-8-33
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General Transactions

Employee Address and Home of Record

Ref: (@) Joint Federal Travel Regulations (JFTR), Appendix A — Definitions & Acronyms,
“HOME OF RECORD”

I ntroduction

Effective Date;

Government
Travel Charge
Cardholders:

This section provides the procedures for changing a member's home and
mailing address and for viewing the Home of Record. The Home of Record
is established in connection with accession documents and transactions. The
Home of Record can only be corrected it cannot be changed (See reference
(a@)). Changes to the member's mailing address will be passed to JUMPS,
Segment 66.

A mailing address change will normally be effective the first day of the
month following the month it is submitted. If the mailing address changeis
submitted on thefirst day of the month, it will be effective the same month.
Examples:

e A mailing address change submitted between 2 and 31 October, will
be effective in November and be reflected on the LES issued for
November.

e A mailing address change submitted on 1 November, will be effective
in November and be reflected on the LES issued for November.

e A mailing address change submitted between 2 and 30 November,
will be effective in December and be reflected on the LES issued for
December.

Note that address changes submitted for personnel and pay data (Change
Home or Mailing Address or Employee Address and Home of Record) are not
provided to the Government Travel Credit Card (GTCC) contract. Card
holders must notify GTCC, separately, when their address changes.

In order to update the address, the cardholder needs to call the GTCC listed
on the back of their government travel charge card and update their mailing
address.

Continued on next page
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General Transactions

Employee Address and Home of Record, Continued

Procedure

Log into Direct Access and follow these steps to view, enter or change a
member's address information.

Step

Action

Select menu itemsin this order:
Enterprise Menu > Administer Workforce > Administer Workforce > Use >
Addresses

A search page will appear. Enter the member's employee ID number or other search

criteria (see Employee ID Search Tips) and click the 1 putton to select the
member you wish to display.

When choosing a member from the search results, please be sureyou are
choosing the person you actually want to change data on. Verify the employee
ID or national 1D before making any changes. Also, since one member can have
multiplerecordsif they're both a Regular or Reserve Member and an Auxiliary
Member or Civilian Employee, please be sureyou are selecting the correct
Employee Classification.

The Address page will display. Most members will have three address types on file:

1. Home

2. Home of Record. Note: The regulation governing the home of record is the
JFTR, Appendix A. As defined by the JFTR, the home of record (HOR) can
only be changed if there's a break in active duty service of more than one full
day. Anindividual’s home of record is a place recorded as the home of the
member when commissioned appointed, enlisted, inducted or ordered on
active duty. The HOR does not change when a member, on active duty, is
discharged to accept an appointment or commission if there’sno break in
service.

3. Maliling (Reflected on member's LES. Used for mailing of W2 forms and
other officia correspondence.)

Select the address type you want to view. Only one address type will be displayed
when you first access the page. Usethe"View All" or navigation arrow links

e Al First (4] 1063 I Last to view the other addresses.

Continued on next page
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General Transactions

Employee Address and Home of Record, Continued

Procedur e (continued)

Example 1: “FPO” address

J." Address History ‘.I_

Mouse Mini Employee o 0000043
Address Type Wiew All First Kl 2 or2 [M] Last
*Address Type:  Mailing i =]
Address History Wiew All First [4] 1 of2 I Last
*Effective Date; 041152011 [ [+1[=]
- ] The Country code should be
Country: USA QJ United States “USA” for AA, AP & AE addresses
T USCGC ASSATEAGUE PSC 455 BOX 176 as well as for U. S. Tertories and
Address 2:
Address 3: FPO or APO takes the place of the city
City: ==Te] name for AA, AP & AE addresses
County: Postal: 955401056
State: AP A/ Pacific FPOs/APOs
AA, AE or AP are valid “ State” codes. AE represents Area Europe, AA
represents Area Atlantic, and AP represents Area Pacific.
{Pﬁ.sévé:l Q Return to éearu.:l.';jl 4-5 Next in LISt:' 1S [l ?E.Ir.u&lude; His.tu.'.ur;rjl @‘ Carres

AE represents Area Europe, AA represents Area Atlantic, and AP represents Area Pacific.

Example 2: U.S. Territory/Possession address

*Effective Date:  04/15/2011 [

Country: USA Q] United States

Address 1- 5 Calle, La Puntilla Final Street

Address 2:

Address 3:

City: San Juan

County: Postal:
State: PR Q| Puerto Rico

Territories and Possessions have “State” codes.

Viewall  First (4] 1062 I3 Last

+ —_—
The Country code should:lfl:l

“USA" for AA, AP & AE addresses
as well as for U. S. Territories and
Possessions.

oo9o

Continued on next page
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General Transactions

Employee Address and Home of Record, Continued

Procedur e (continued)

Step

Action

Y ou cannot delete or change and address, click the [*+1 button to add a new row. This
will create anew row of the same address type, the existing address data will
automatically be added to the new row. The effective date of the new row will show
the current date.

Note: There are two sets of add/delete icons.
Use the add row icon in the address history line
entry you want to change.

Do not use the icons at the top of the page.

Address History

| Effective Date: [09714/2001 ] — ][]

Enter the address data.

Field Description

Address Type|Drop-Down menu. The field will be set to the appropriate address type
(home or mailing) when you add the new row.

Effective The effective date of the new row will show the current date. Y ou may
Date future date this transaction. Y ou cannot backdate this transaction.

A mailing address change will normally be effective the first day of the
month following the month it is submitted. If the mailing address
change is submitted on the first day of the month, it will be effective
the same month. Examples:

e A mailing address change submitted between 2 and 31 October,
will be effective in November and be reflected on the LES
issued for November.

e A mailing address change submitted on 1 November, will be
effective in November and be reflected on the LES issued for
November.

e A mailing address change submitted between 2 and 30
November, will be effective in December and be reflected on

the LES issued for December.

Continued on next page
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General Transactions

Employee Address and Home of Record, Continued

Procedur e (continued)

Step Action
- Field Description/I nstructions
9 Country | Enter "USA" for U. S.(including American Samoa, Federated States of
m Micronesia, Guam, Marshall 1slands, Northern Mariana Islands, Puerto
By Rico, Palau, Trust Territory, and Virgin Islands of the US), AA, AP &
% % AE, addresses or click the &l button to lookup a country code.
§ % Note: The country should be set to “USA” for overseass OUTCONUS
o= duty stations served by the Military Postal Service (MPS) and USCG

OF cutters/mobile units assigned FPO ZIP Codes

=) g— Address | Thefirst line of the member's address (e.g. "123 Main Street” or "P.O.Box

o ol 12").

% = || Address | Not used, leave blank (datain these fields will not be passed to JUMPS,

3 % 2/3 Segment 66, when updating the member's mailing address).

8 S

% g- City Enter the City, or for overseass OUTCONUS duty stations served by the

3 A Military Postal Service (MPS) and USCG cutters/mobile units assigned

30 FPO ZIP Codes enter “FPO” or “APQ" as appropriate

o 2 -

@ g [ County | County, if known

g 2 State Enter the standard two-letter state abbreviation code. Click the &l icon to

D 9| perform alookup of codesif necessary.

S m Note: For units served by the Military Postal Service and for USCG

S g cutters/mobile units assigned FPO ZIP Codes, enter “AE,” or “AA,” or

_% & “AP” as appropriate. AE represents Area Europe, AA represents Area

B &5 Atlantic, and AP represents Area Pacific. “ State” includes U.S. territories

7 or possessions; American Samoa, Federated States of Micronesia, Guam,

\g Marshall Islands, Northern Mariana Islands, Puerto Rico, Palau, Trust
§ Territory, and Virgin Islands of the US
Postd Zip, Postal, or MPS code.

S |Click the '22=v2) putton to save your work. Carefully review the data you have entered
before saving this transaction. Be absolutely sure all that all the datais correct and that
you have not made any typographical errors. Be sure you entered the correct employee
ID number when you began this transaction. If you have any questions or concerns,
cancel the transaction and ask for help. Y ou may now exit the system or choose
another function from the menus.
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General Transactions

Change of Name

Introduction This section provides the procedure to record a member's name change. Do

Reference

Procedure

not use this procedure to correct amember's name. Follow the procedurein
the Name Correction topic to submit corrections.

Section 5-D of the Personnel and Pay Procedures Manual, PSCINST
M1000.2(series) lists documentation requirements, which must be met in
order for amember to change their name.

Start Internet Explorer, sign into Direct Access and follow these steps to
complete this procedure.

Step

Action

Select menu itemsin the following order (note, see the Basic Navigation topic for
help on using menus):

Home > Administer Workforce > Administer Workforce > Use > Personal Data

A search page will appear. Enter the member's employee ID number or other search

criteria (see Employee ID Search Tips) and click the button to select the
member you wish to display.

®When choosing a member from the search results, please be sureyou are
choosing the person you actually want to change data on. Verify the employee
ID or national ID before making any changes. Also, since one member can
have multiplerecordsif they'reboth a Regular or Reserve Member and an
Auxiliary Member or Civilian Employee, please be sureyou are selecting the
correct Employee Classification.

The Employee Personal Data page will display. Click the [+1to begin a new
transaction. The effective date field will change to today's date and the number of
rows will increase. If you are just viewing the information it is not necessary to add

anew row.

|.f-‘-.|:||:| a riew o at row 1 |

Continued on next page

Personal Data Changes CH-2 11-8-9


http://www.uscg.mil/ppc/pppm/CHAP05.pdf�
http://www.uscg.mil/ppc/pppm/CHAP05.pdf�

General Transactions

Change of Name, Continued

Procedur e (continued)

Step

Action

3

The member's name is shown on the first tab (Name tab of the Personal Data
page).

Mame Address Perzonal Profile Eligibility/dentity Physical Char

ID: 1234567 Employee

*Effective Date:  01/16/2007 [Ei]

FormatUsing:  USA Q] United States

Name: Mouse, Mickey T.

-

Prefix:
First Name: Mickey Middle: The

Last Hame: Mouse Suffix: Ql

*Marital Status: ~ Married - As of Hire

e Enter the effective date of the change in the Effective Date field (dates are
al numeric and are entered in MM/DD/YYYY format, click the El icon to
look up the date if necessary).

e Update the First Name, Middle and Last Name fields as necessary to reflect
the member's new name. Not al fields will need to be updated.

e Usethelookup icon in the Suffix field to lookup and add a suffix if
applicable.

© Do not enter any spacesin any of the name fields. Any letters after blank
spaces are not recognized when the name change datais loaded into the pay
system (JUMPS). Examples:
e DeRoche (comesacrossasDe) Should be DeRoche when entering in DA
so it will come across as DEROCHE.
e Mc Tee (comes across as Mc) Should be McTee when entering in DA so it
will come across as MCTEE.
e DeVergers (comesacross as De) Should be DeVergers when entering DA
so it will come across as DEVERGERS.
e Van Delden (comes across as Van) Should be VanDelden when entering
in DA so it will come across as VANDELDEN.

Click 'E==2l to save the name change.

Carefully review the data you have entered before saving this transaction. Be
absolutely sure dl that all the datais correct and that you have not made any
typographical errors. Be sure you entered the correct employee ID number when
you began this transaction. If you have any questions or concerns, cancel the
transaction and ask for help.

[1-8-10
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General Transactions

Name Correction

Introduction  This section provides the procedure to correct a member's name. Do not use

this procedureto change a member's name (e. g. Change of surnamein
connection with marriage or divorce.). Follow the procedure in the Change of
Name topic to submit name changes.

Reference Section 5-D of the Personnel and Pay Procedures Manual, PSCINST
M1000.2(series) lists documentation requirements, which must be met in
order to enter a correction to officia records.

Procedure Start Internet Explorer, sign into Direct Access and follow these steps to
complete this procedure.

Step Action
1 Select menu items in the following order (note, see the Basic Navigation topic for

help on using menus):

Home > Administer Workforce > Administer Workforce > Use > Personal Data

A search page will appear. Enter the member's employee ID number or other

search criteria (see Employee ID Search Tips). Then, click the
select the member you wish to display.

button to

@When choosing a member from the search results, please be sureyou are
choosing the per son you actually want to change data on. Verify the employee
ID or national ID before making any changes. Also, since one member can
have multiplerecordsif they're both a Regular or Reserve Member and an
Auxiliary Member or Civilian Employee, please be sureyou are selecting the
correct Employee Classification.

Continued on next page
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General Transactions

Name Correction, Continued

Procedur e (continued)

Step Action
2 The Employee Personal Data page will display. Click the [+1to begin a new
transaction. The effective date field will change to today's date and the number of
rows will increase. If you are just viewing the information it is not necessary to
add anew row.
viewal |2 @102 O 2|
[+1[=]
Add a new row at row 1
3 The member's name is shown on the first tab (Name tab of the Personal Data
page).
Mame Address Personal Profile Eligibilityldentity Physical Char
o: 1234567 Employee
Wiew All
*Effective Date: ~ 01/16/2007
Format Using:  USA QJ United States
Hame: Mouse, Mickey T.
Prefix: v
First Name: Mickey Middle: The
Last Hame: Mouse Suffix: Ql
*Marital Status: ~ Married - As of Hire
e Correct the First Name, Middle and Last Name fields as necessary to
reflect the member's correct name. Not all fields will need to be updated.
e Usethelookup icon in the Suffix field to lookup and add a suffix if
applicable.
4 Click B3+l to save the name correction.
Carefully review the data you have entered before saving this transaction. Be
absolutely sure dl that all the datais correct and that you have not made any
typographical errors. Be sure you entered the correct employee ID number when
you began this transaction. If you have any questions or concerns, cancel the
transaction and ask for help.
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General Transactions

Correction of Social Security Number (SSN) or Date of Birth

(DOB)

I ntroduction

This section provides the procedure to correct amember's Socia Security
Number (SSN) or Date of Birth (DOB).

Reference Section 5-D of the Personnel and Pay Procedures Manual, PSCINST
M1000.2(series) lists documentation requirements, which must be met in
order to enter a correction to official records.

Before You Y ou will not be able save changes to Per sonal Data if the member's

Begin addresses (mailing, home and home of record) are not correctly entered in the
system. Verify the member's address data BEFORE making other changes to
Personal Data.

Procedure Start Internet Explorer, sign into Direct Access and follow these steps to
complete this procedure.

Step Action
1 Select menu items in the following order (note, see the Basic Navigation topic for

help on using menus):

Home > Administer Workforce > Administer Workforce > Use > Personal Data

A search page will appear. Enter the member's employee ID nurnper_____g_[_pther

search criteria (see Employee ID Search Tips). Then, dlick the.
select the member you wish to display.

. putton to

®When choosing a member from the sear ch results, please be sureyou are
choosing the person you actually want to change data on. Verify the
employee I D or national 1D before making any changes. Also, since one
member can have multiplerecordsif they're both a Regular or Reserve
Member and an Auxiliary Member or Civilian Employee, please be sure you
are selecting the correct Employee Classification.

Continued on next page
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General Transactions

Correction of Social Security Number (SSN) or Date of Birth
(DOB), Continued

Procedur e (continued)

Step

Action

The Employee Personal Data page will display. Click the [(+]1to begin a new
transaction. The effective date field will change to today's date and the number of
rows will increase. If you are just viewing the information it is not necessary to add a
NEW row.

viewAl |2 [ qorz I 2|
[+][=]

Add a new row at row 1

The member's Date of Birth and Socia Security Number are entered on the
Eligibility/ldentity tab. Click the tab title to accessiit.

MName Address Personal Profile Eligibility/ldentity Physical Char

Bartocci,Charles Employee o 1234567

Birthdate:  1/20/1990 . il Birth Country: Q

Age: Years 20 Months & Q

Date of Death: Edl Birth Location: Disney World

Language Code: M

view Al First (4] 4
Country *National ID Type Description National ID Primary ID

lusa & |PR Q) social Security Number [123456789 7 =]

o Correct the Birthdate field and/or the National ID (for SSN corrections)
field. Do not use the add/remove row iconsin the National 1D area, simply
enter the correct SSN.

Click '2==+= to save the correction.

Carefully review the data you have entered before saving this transaction. Be
absolutely sure dl that all the datais correct and that you have not made any
typographical errors. Be sure you entered the correct employee ID number when
you began this transaction. If you have any questions or concerns, cancel the
transaction and ask for help.

[1-8-14
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General Transactions

Citizenship Status Changes/Passport Information

I ntroduction

Discussion

BeforeYou
Begin

Menu Path:

This section provides procedures for using Direct Accessto view or record a
change in amember’ s citizenship status and information about a member's
passport and dependent's passport.

The Direct Access implementation replaces SDAII's “Member Became U. S.
Citizen (P357)” transaction. All official passports (active duty members and
dependents) and diplomatic passports must be entered into Direct Access.
During the implementation phase all Servicing Personnel Offices will be
asked to enter the passport datainto Direct Access. Newly issued passports
will be entered by the CG-00I staff.

If amember is anonresident alien (defined as a citizen of aforeign country
who has not applied for U. S. Citizenship) atax information transaction must
be submitted showing that the member isaresident alien (defined asa
member who has applied for U. S. Citizenship) prior to submitting a
citizenship status change.

Select the following menu items to begin this transaction:

Administer Workforce > Administer Workforce (GBL) > Use > |dentification
Data

1. Enter the member’s employee ID number in the Emplid field or their
SSN in the Social Security Number field of the Find an Existing Value

page.
2. Click the search button to continue.

When choosing a member from the search results, please be sure you are
choosing the person you actually want to change data on. Verify the
employee ID or national 1D before making any changes. Also, since one
member can have multiple records if they're both a Regular or Reserve
Member and an Auxiliary Member or Civilian Employee, please be sure you
are selecting the correct Employee Classification.

Continued on next page
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General Transactions

Citizenship Status Changes/Passport Information, Continued

Data Entry The Citizenship/Passport page will display.

e The page loads with the member’s current citizenship status
displayed. This page does not have an effective date; it is not
necessary to insert anew row before changing the citizenship status.

e The Passport Information section of the page does not need to be
completed in order to update/change a member's citizenship status.
However, you may enter the Passport dataif you have the information
available.

Citizenship Follow these steps to update Citizenship Information:

Information
[ Citizenship/Passport
Bartocci,Charles Employee D: 1074040
Citizenship/Passport View All First (4] 1 011 [M] Last
*Country: USA|Q|  United States Description: ~Citizenship Status: N ‘]  Not Ingicated
Passport Information icw All First (4] 1 of1 [P] Last
*Passport Number: Lookup Citizenship Status
Issue Date: \ Expiration Date: @
Citizenship Status:
Country: i [Lookup | [ Clear | [Cancel | BasicL
asic L
state: The Country field ookup | | Clear || Cance
ciy: should be changed to [Lookup},
Authoriy: reflect the country of 150i5
sy . . Citizenship Status Description
Comment citizenship/birth. 1 Natie
2 Naturalized
3 Alien Permanent
4 Alien Temporary
ﬁ Save QReturn to Search N Mot Indicated gtHists

Note: DO NOT insert or delete rows in the citizenship dataarea. All work is
donein the current row.

Continued on next page
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General Transactions

Citizenship Status Changes/Passport Information, Continued

Procedure

The following steps will show you how to update Citizenship Information.

Step

Action

1 Click the lookup icon [4]] next to the * Country field to display alist of valid
country codes. Select the country of the member's birth.

2 Click the lookup icon [4]] next to the Citizenship Statusfield to display alist of
valid entries.

3 Select the correct status from the list.

Status Description  [Use When Member isa

Native Native U. S. Citizen
Naturalized Naturalized U. S. Citizen
Alien Permanent Resident Alien

Alien Temporary Non-resident Alien

4 Click the Save button. The transaction is now complete.

Passport
information

Follow these steps to add/update Passport Information:

Administer Workforce > Administer Workforce (GBL) > Use >
Identification Data

1. Enter the member’s employee ID number in the Emplid field or their
SSN in the Social Security Number field of the Find an Existing Value

page.
2. Click the search button to continue.

When choosing a member from the search results, please be sure you are
choosing the person you actually want to change data on. Verify the
employee ID or national 1D before making any changes. Also, since one
member can have multiple records if they're both a Regular or Reserve
Member and an Auxiliary Member or Civilian Employee, please be sure you
are selecting the correct Employee Classification.

Continued on next page
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General Transactions

Citizenship Status Changes/Passport Information, Continued

Step Action

1 Enter Passport Information for al official passportsissued to the member and, if
applicable, the member's dependents.
Note: Members' or dependents’ receiving a new passport should have a new row
added to enter the passport information. Do not delete or over type the old
passport information. Y ou will notice the plus (+) or minus (-) sign under the
passport information (right side of the screen). Be careful, do not click the (+-)
button on the Citizenship row.

Field Description

Passport Number The number of the passport. Only passport numbers starting
with the number 6, 8 and 9 will be entered in Direct Access.

DO NOT enter tourist passport information into Direct Access.

Issue Date Date the passport was issued. Enter the date the passport was
issued. Thisdate can be found on the title page of the
members' or dependents’ passport.

Expiration Date Date the passport expires. Enter the date the passport isto
expire. Thisdate can be found on thetitle page of the
members' or dependents’ passport.

Note: When members’ or dependents’ passport information
expires do not del ete the information from Direct Access.

County Country the passport isissued defaultsto USA. If for some
reason USA is not the default please typein USA.

State State where passport was issued. Enter DC (Digtrict of
Columbia. All official and diplomatic passports are processed
in the District of Columbia.

City City where passport was issued. Enter Washington.

Authority Cite the authority of issuance of the passport. Enter MBR
(member), DEP (dependent) or CIV (Civilian employees). The
codes must be in all UPPERCASE letters. Only indicate MBR,
CIV or DEPin this block.

Comment Comments. Only indicate dependent’ s name in the comment
block.

Note: Some active duty or reserve members and civilian employees are authorized
to possess more than one official/diplomatic passport at a given time. Enter the
passport information for each passport in a separate row (press the (+) button to
insert anew row).
Continued on next page
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General Transactions

Citizenship Status Changes/Passport Information, Continued

Passport information (continued)

Step Action

2 To add dependent passport information press the (+) button to insert a new row.
Enter the passport data for the dependent and click the save button. Remember to
enter the dependent’s name in the “ Comment” block. Repeat this step for each
additional passport to be entered.

Example Passport I nformation Completed for Member (MBR) and two

dependents (DEP)
iew1  Fust [ 1302 (B] Last
*Passport Number: 6123450009809 #1=1
Issue Date: 0610172006 | Expiration Date: 053172008 |E
Country: USA Q) United States
State: i Q]  District of Columbia
City: '.‘.':,shln-ﬂcn
Authority: MER
Comment:
“passport Number: | 812345600EF ==
Issue Date: 060172006 Bl  Expiration Date:  |05/3172008 |
Country: usA &y United States
State: Dc IQ]  District of Columbia
City: Washington
Authority: DEP
Comiment MARY P SMITH
*Passport Humber:  |812345700EF F=
Issue Date: 06/01/2008 B expiration Date: | 05/31/2008 [l
Country: usa &, United States
State: DC Q|  District of Columbia
City: Washington
Authority: DEP
Comment: JOHN A SMITH. JR

Note: Y ou will notice the plus (+) or minus (-) sign under the passport information
(right side of the screen). Be careful, do not click the (+-) button on the
Citizenship row.

3 Click the Save button. The transaction is now compl ete.

Continued on next page
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General Transactions

Citizenship Status Changes/Passport Information, Continued

JUMPSEffect When amember's citizenship statusis changed, this transaction updates the
following in JUMPS:

eSegment 64, Federal Tax Data
eSegment 66, State Tax Data.

No JUMPS transactions are generated when Passport Information is added or
updated.

Corrections Corrections and Deletions are not allowed. A new transaction is generated

and Deletions  each time the Identification Data page is changed and saved. Update the page
with the member’ s correct citizenship status and save it to rectify an incorrect
Or erroneous entry.
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General Transactions

Non Self-Service Diversity Update

Introduction  This section provides the procedure for using PeopleSoft/DA to enter or
update a member’ s diversity information.

Procedure Follow these stepsto view and/or update diversity information upon receipt

of acompleted CG-5200, Ethnicity and Race Self-Reporting Wor ksheet from
the member.

Step Action

1 Select menu items in the following order:
Enterprise Menu > Administer Workforce > Administer Workforce (GBL) > USE
> Personal Data

2 The Personal Data component will display. Click the "Eligibility/I dentity" tab title

or thelink at the bottom of the e to open the tab.

{ MName ' Address | Personal Profile | Eligibilityldentity | Physical Char
ID: 1234567 Employee

Personal Data

view Al First (4 1 of1 [P] Last
“Effective Date: 011162007 [E] +[=]

FormatUsing:  USA Q] United States

Hame: Mouse, Mickey T
Prefix: h
First Name: Mickey Middle: The
Last Name: Mouse Suffix: Ql
*Marital Status: ~ Married v As of Hire
P B ysa
ﬁ Save QReturn to Search Hext tab g@ Include History @Colre

Mame | Address | Personal Profile|l Eligibilityldentity| Physical Char

Continued on next page
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General Transactions

Non Self-Service Diversity Update, Continued

Procedur e (continued)

Step

Action

The Eligibility/Identity tab will open. Diversity Datais recorded on the lower portion
of the page.

« Click the vEusa icon to display the data entry ar ea.

o

o |If the ¥E=usa isnot accessible to you, please contact PSC Customer Care. Y ou
user account setup needs to be corrected. The Primary Permission List needs to be
changed to "PPALL".

[ Name ' Address | Personal Erofile | Eligibilityldentity ' Physical Char

Mouse, Mickey T. Employee D 1234567
Birthdate: ~ 1/20/1990  [x1] Birth Country: Q)
Age: Years 20 Months 6 Q)
Date of Death: Bl Birth Location:
Language Code: v
view Al First [4] 4
Country *National ID Type Description National 1D Primary ID
lusa Q] |[PR G Social Security Number [123456789 =1
P B ysa

Continued on next page
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General Transactions

Non Self-Service Diversity Update, Continued

Procedur e (continued)

Step Action
4 Click the drop-down menu in the Ethnic Group line and choose a diversity
description from the list. Refer to the Ethnicity and Race Self-Reporting Wor ksheet
and the table below to determine the diversity description.
*E ysa
Ethnic Group: White -
Military Status: Not indicated -
Ethnic Category: Mot Hispanic or Lating - Eligible to Work in 1.5,
1 2:

5 Click on the drop down-menu in the Ethnic Category line and select a category.
Refer to the Ethnicity and Race Self-Reporting Wor ksheet to determine the category
to select.

If  [Then set the Ethnic Category to...

Y ES [Ethnic Category: [Eissanicoriatne " 19
NQO  |Ethnic Category: [NotHispanicorLatno 103
NA _[ethnic Category: [Cesinedioconmen 19

6 Click B2=-lgt the bottom of the page to save your work.

7 The procedure is complete.

Continued on next page
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General Transactions

Non Self-Service Diversity Update, Continued

Ethnic-Groups:

Asian, Black or African American, Native Hawaiian or Other Pacific
Idlander and White

AS/BK/AA/NH/PI/Wht 1

Asian, Black or African American and White Asian, Black/African Am, Wht 2
Asian and Native Hawaiian or Other Pacific |slander Asian, Nt Hawaiian, Pac Id 3
Asian, Native Hawaiian or Other Pacific Islander and White AS/NH/OPI/Wht 4
Asian and White Asian, White 5
Black or African American and Native Hawaiian or Other Pacific IsSlander | BK/Nat Haw/Pac |slander 6
Black or African American, Native Hawaiian or Other Pacific Islander and | BK/AA/NH/OPI/Wht 7

White

Black or African American and White

Black or African Am, White

Native Hawaiian or Other Pacific |slander and White

Nat Hawaiian or Pac 1€, Wht

American Indian/Alaska Native

American Indian or Alaska Native
Asian

Black or African American

Black or African American

Native Hawaiian or Other Pacific Islander

8

9

A
Asian Asian

C

D

Nat Hawaiian/Pacific |slander

White White White
Dont want to answer Declined to Respond Declined
Dont know I dentification Pending 1D Pending
American Indian or Alaska Native and Asian Am Ind/AK Native/Asian H

American Indian or Alaska Native, Asian and Black or African American

AInd/AKNat/AS/BK/AA |

American Indian or Alaska Native, Asian, Black, African American and

Native Hawaiian or Other Pacific Islander Al/AN/AS/BK/AA/NH/OPI K
American Indian or Alaska Native, Asian, Black, African American,

Native Hawaiian or Other Pacific |slander and White AlI/AN/AS/BK/AA/NH/PI/W L
American Indian/Alaska Native, Black, African American, Asian and

White AM/AN/AS/BK/AA/White M
American Indian/Alaska Native, Asian and Native Hawaiian or Other

Pacific Islander Al/AN/AS/NH/PI N

American Indian/Alaska Native, Asian, Native Hawaiian or Other Pacific

Idander and White Al/AN/AS/NH/OPI/White P

American Indian/Alaska Native, Asian and White AM Ind/Ak Nat/Asian/White Q
American Indian/Alaska Native and Black or African American AM Ind/AK Nat/Black/Afr Am R

American Indian/Alaska Native, Black or African American and Native

Hawaiian or Other Pacific |slander Al/AN/BK/AA/NH/OPI S

American Indian/Alaska Native and Black, African American and Native

Hawaiian or Other Pacific Islander and White Al/AN/B/AA/H/PI/White T

American Indian/Alaska Native, Black, African American and White Am Ind/AKNat/Bk/AfAm/White | U

American Indian/Alaska Native and Native Hawaiian or Other Pacific

Islander Am Ind/AKNat/NHaw/OPacld \Y

American Indian/Alaska Native, Native Hawaiian or Other Pacific

Islander and White Al/AN/NH/OPI/Wht w
American Indian/Alaska Native and White Am Ind/AK Nat/White X

Asian and Black, African American Asian/Black/African Am Y

Asian, Black, African American, Native Hawaiian or Other Pacific

Islander AS/BK/AA/NH/OPI V4
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Statement of Creditable Service

Introduction  This section provides the procedure for viewing a member's Statement of
Creditable Service (SOCS). A SOCS request must be sent to PSC (SES)
whenever amember with prior service is accessed into the Coast Guard or
Coast Guard Reserve. Prior service datais entered by the SPO on the
Applicant Contract Data page as part of the accession process. Chapter 5-C
of the Personnel and Pay Procedures Manual, PSCINST M1000.2a lists other
times when a SOCS request must be submitted and provides the procedure.

Procedure Start Internet Explorer, sign into Direct Access and follow these steps to
complete this procedure.

Note: View Accessto this pageislimited to usersat SPOs (Servicing Personnel
Offices) and CGPC who havethe CGHRS user role. Usersat CG PSC
(SES) who have the PSC Service Dates (CGPSCSD) role may enter and
update information on this page.

Step Action
1 Select menu items in the following order (note, see the Basic Navigation topic for
help on using menus):

Administer Workforce > Administer Workforce (GBL) > Use > Statement of
Creditable Svc

Enter the member's employee ID number and click the search button. Select the
member you want to view data on from the search results list.

When choosing a member from the search results, please be sure you are
choosing the person you actually want to change data on. Verify the
employee ID or national 1D before making any changes. Also, since one
member can have multiple records if they're both a Regular or Reserve
Member and an Auxiliary Member or Civilian Employee, please be sure you
are selecting the correct Employee Classification.

Continued on next page
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General Transactions

Statement of Creditable Service, Continued

Procedures: (continued)

Step Action
2 The SOCS page will display. There are three tabs on this page:
1. The Statement of Creditable Svc tab
2. ThePrior Servicetab.
3. ThePrior Paymentstab.

Example:

Home = Administer Workdforce = Administer Workforce (GBL) = Use = Statement of Creditable Svc

f Statement of Creditable Svc "\ Frior Senice Frior Payments |

Emplayee 1D Empl Red#: 0
SOCS Date:  |05/02/2003 |[i] Pay Entry Base Date: 07/31/1983 |Ed
Effective Date 02/03/2003 |[E] Active Duty 0211711987 |
Pay Allowances: S Base Date: )

Anniversary Date:
Military Entry Date: 0412911983 | [ Expected
Loss Date:

Expected Active 020212007 @
Duty Term Date: = e

02/0212007 |

Date Entered Current AD:

Date Completed Military
Obligation:

Field Description
SOCS Date Date PSC (SES) completed verification of prior service
information.

Note: If thisfield isblank and the member has prior
service or disputes the service dates, submit arequest for a
Statement of Creditable Service, along with supporting
documentation to PSC (SES) in accordance with Chapter
5-C of the Personnel and Pay Procedures Manual,
PSCINST M1000.2a.

Pay Entry Base Member's Pay Base Date. A Pay Base Date isthe actual or
Date constructive date of original entry in the service, whichis
creditable for pay purposes.

Continued on next page
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General Transactions

Statement of Creditable Service, Continued

Procedures. (continued)

Step Action
2 Field Description
(con’t) Effective Date Date member became entitled to pay and allowances.

Pay Allowances

Active Duty Member's Active Duty Base Date. The Active Duty Base Date

Base Date. is the date on which seniority for retirement begins. Only

activetimeis used.

Anniversary Reserve Anniversary Date (Reserve members).

Date e For reservists without prior service, the Anniversary Date
shall be the date of enlistment/appointment.

e For reservists with prior service:

1. If thereisno break in service, AY dateisthe date the
member first entered into active service or into active status
in a Reserve component. (A break in service is defined as a
period greater than 24 hourscivilian status, on the inactive
status list, or in the Retired Reserve.)
2. If thereisabreak in service, the AY
date is the date the member is
re-entering in the Reserve component.

Expected Loss Thisisthe date a member is expected to be lost from

Date DA/JUMPS. For regular enlisted members, thiswill be the

expected discharge/retirement date. For regular Coast Guard
officers and recalled retirees, thiswill be equal to the Expected
Active Duty Termination Date. For NOAA officer O-6 and
below, thiswill be the day before the 60th birthday; and for
NOAA officers O-7 and above, thiswill be the day before the
62nd birthday. For reserve enlisted members, thiswill be the
expiration of enlistment including any agreements to extend or
re-extend and any retention beyond expiration of enlistment.
For reserve officers, this should be the day before the officer’s
60th birthday.

Continued on next page
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Statement of Creditable Service, Continued

Procedures. (continued)

Step

Action

2
(con’t)

Field

Description

Expected Active
Duty Term Date

Expected Active Duty Termination Date. Thisisthe date a
regular member, reserve member on active duty (paid by
JUMPS), or arecalled retiree is expected to be released from
active duty. For regular enlisted personnd, thisis the date the
active duty obligation is expected to be fulfilled based on
latest enlistment/reenlistment contract including voluntary and
involuntary extensions of enlistment. For regular Coast Guard
officers and reserve officers on extended active duty, thisis
the mandatory retirement date or later, or the date of
completion of contracted or obligated service as set by
Commandant. For NOAA officer O-6 and below, thiswill be
the day before the 60th birthday; and for NOAA officers O-7
and above, thiswill be the day before the 62nd birthday. For
reserve officers not on extended active duty, all reserve
enlisted members, and recalled retirees (regular and reserve),
thisis the date the member is expected to be released from
active duty when currently on active duty and paid by JUMPS,

Expected Loss
Date

Thisisthe date a member is expected to be lost from
DA/JUMPS. For regular enlisted members, thiswill be the
expected discharge/retirement date. For regular Coast Guard
officers and recalled retirees, thiswill be equal to the Expected
Active Duty Termination Date. For NOAA officer O-6 and
below, thiswill be the day before the 60th birthday; and for
NOAA officers O-7 and above, thiswill be the day before the
62nd birthday. For reserve enlisted members, thiswill be the
expiration of enlistment including any agreements to extend or
re-extend and any retention beyond expiration of enlistment.
For reserve officers, this should be the day before the officer’s
60th birthday.

Military Entry
Date

The date of the member'sinitial entry into the Armed Forces.
Includes both active and inactive service, as well as time spent
at amilitary academy, in OCS, or under a delayed enlistment
program. Used in calculating a member's retired pay
percentage. DMOI is not currently updated for deductible
time.

Continued on next page
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Statement of Creditable Service, Continued

Procedur es (continued)

Step Action
2 Field Description
(Con't) | | Date Entered Date the member entered their current active duty period.
Current AD
Date Completed | Date member's completes or will complete their initial
Military military obligation. If the military obligation of the member
Obligation has expired, the date it expired will be displayed..
Note 1: All membersoriginally enlisting on or after 1
September 1984 have an eight-year military obligation.
Note 2: Military obligation can be fulfilled in one of two
ways:
1. By being discharged from a service component
2. By serving any combination of active and/or reserve
servicein any Armed Forces service or reserve component
3 The Prior Service tab shows the member's prior military service history.

Home = Administer Workforce = Administer Worlforce (GBL) = Use = Statement of Creditable Svc

{Statement of Creditable Suc y Prior Service Y Prior Payments

Employee 10z

Periods of Prior Service

View 1 First [ 130r2 (M Last

Days
*Branch Grade  *Start Date *End Date Iéii;re DD214 Verified
1| Army Resenve v||E3 v |[oar201983 [l jo2r7984 [ | [+][=]
2| CoastGuardReqular  w|[E4 |w|[10/0111986 |E:] (09301990 [E] ] =]
3 | Air Mational Guard v||E5 v |[oorz6r2001 [l jo2m2r2003 | [+1[=]
The
The following information is displayed for each period of service:
Field Description
Branch Branch of service:
Grade Highest Grade held in prior service.
Start Date Date service began
End Date Date of separation.
Days Leave Sold Number of days and half-days of leave sold
DD214 Verified Flag | Prior service has been verified if checked.

Continued on next page
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Statement of Creditable Service, Continued

Procedur es (continued)

Step

Action

(Con't)

The Reserve Anniversary Dates section shows the history of any Anniversary
Date changes.

Reserve Anniversary Dates viewAll  First [ 1 0e4 [¥] Last
| BeginDate End Date

1

The Prior Payments Tab. When amember separates from amilitary service and
receives any form of separation or severance or readjustment pay, then later re-
enters the military service the member doesn't have to immediately repay the prior
separation/severance/readjustment pay. However, if the member staysin the
service and later retires, then he/sheis required to make reimbursement for the
severance/separation/readjustment payment. A summary of the law/regulation on
thisis contained in chapter 4 of the DOD Retired Pay Manual at:
http://www.defenselink.mil/comptroller/fmr/07b/07b_04.pdf.

Statement of Creditable Svc Prior Service I{ Prior Payments

Finley Kimberly Denise Employee ID: 1234567 Empl Red#:

Separation Payments

view Al First (4] 1011 [P] Last
*Date *Amount *Branch *Type Object Code Description

11151990 [l [35,000.00 USN_ ~ Severence - +]1[=]

Total Amount:  $35.000

B save)  [CLRetun to Search | |45 Mextin List ] Previous tab Allinclude History

Continued on next page
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Statement of Creditable Service, Continued

Procedur es (continued)

Step Action
4 The following information is displayed for any Prior Payments made:
(Con't) Field Description
Date Date of separation or other payment
Amount Dollar amount of payment
Branch Branch of service
Type Type of payment (Readjustment, Separation or Severance)

Object Code Code used to identify the payment type in JUMPS. See Part
IX, JUMPS, this manual for alisting of Object Codes.
Description Description of the Prior Payment type based on the Object
Code selected.

Total Amount | Total of all prior payments listed.
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Member Email Address

Introduction This section provides the procedure for entering and updating a member’s
Email address.

Procedure Member email addresses are be stored in the DA 11 (PeopleSoft 9.x)
environment (other HR datais currently stored in the DA | (PeopleSoft 8
environment).

SPO users will find the administration page for user Email Addresses under
the Servicing Personnel Office group box on the portal home page:

Servicing Personnel Office =

From this page they will be able to search on users:

Email Human Resources
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value |

Search by: IUserID vI begins with [2027970

Search |.¢.|:Iuan|:ed Search

They can then add/change email addresses for users as necessary:

Continued on next page
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Member Email Address, Continued

Procedure
(cont’d) Email Address
Muzbeck Wiliam T
Email Type Email Address m Delete
|Elusiness j |Testing123=1-@usu:g.mi| v Deletel
| Add Email Address |
Save |
e Every member must have a“Business’ email address type.
e The“Business’ email address type must be marked as the “ Preferred
Address’
¢ Only the email extensions (domains) of .mil, .gov, and .edu may be used in
the Business Email Addressfield of DA. The use Internet webmail (Gmail,
Y ahoo, AOL, etc.) or other personal email account is not authorized.
However, Internet webmail and other personal email addresses may be
added using Email Types of other than Business.
¢ Be sure to save changes before leaving the Email Address page.
11-8-34 CH-2
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Overview

PPC SPO Manual
Part Ill, General Transactions

Chapter 9, Physical Characteristics

(Height Weight Measurement)

Ref (@) Allowable Weight Standards for Coast Guard Military Personnel,

COMDTINST M1020.8 (series) (As amended by current ALCOAST in effect.)

(b) Coast Guard Personnel Manual, COMDTINST M1000.6 (series), Chapter 3

(c) Direct Access Bonus Maintenance Instructions (SPOS)

I ntroduction

Purpose

Key Paints

This section provides procedures for using Direct Access to record a
member’ s physical characteristics information.

The Physical Characteristics page is used to record amember’s hair
color, eye color, height, weight, and other physical characteristics.

Keep these key points in mind when entering height and weight
measurements:

Be sure to enter the correct Maximum Allowable Weight (MAW)
from the tablesin COMDTINST M1020.8G (Section 7.2) as
amend by the most current ALCOAST in effect.

Do not input half pounds (e.g. 212.5 Ibs). Direct Access does not
account for the decimal and makes the weight read as 2125 Ibs.
When determining MAW, amember’ s height and weight data must
be rounded to the nearest whole number (e.g., 65.5 equals 66 or
215.4 equals 215).

If amember exceeds maximum weight, but does not exceed the
maximum percent body fat standard, then the member isin
compliance with MAW standards. Therefore, the Weight Over
field would be zer o (0), because the member is not overweight.
However, the MAW field should still be completed with the
member's MAW from COMDTINST M1020.8G (Section 7.2) as
amend by the current ALCOAST in effect.

Continued on next page
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General Transactions

Overview, Continued

When to Use
This
Transaction

Physical

Physical characteristics should be entered upon accession, semiannually
when the member is weighed, and within 30 days prior to class
convening when the member is ordered to resident training (ALCOAST
468/09). The page must be updated if the member exceeds the MAW
standards and again when (if) the member meets MAW standards. Al
data, regardless of amember’s compliance or non-compliance with
weight standards, and irrespective of the scheduling or completion of
any medical referrals, shall be recorded via Direct Access within 15
days after the end of each weigh-in period.

Maximum Allowable Weight (MAW) standards can be found in
COMDTINST M1020.8G (Section 7.2) as amend by the most current
ALCOAST in effect.

o Per reference (b) bonus payments are suspended until the
member isin compliance with MAW standards. This transaction
will automatically suspend any future bonus payments when the
Weight Over field is other than zero. Bonus payments will not
resume until “Remove Suspension to Bonus® transaction is
submitted by the Servicing Personnel Office (SPO). See

reference (C).

Note: If amember exceeds maximum weight, but does not exceed the
maximum percent body fat standard, then the member isin compliance
with MAW standards. Therefore, the Weight Over field would be zero,
because the member is not overweight. However, the MAW field should
still be completed with the member's MAW from COMDTINST
M1020.8G (Section 7.2) as amend by the current ALCOAST in effect.

The Physical Characteristics Query provides units with CG weight

Characteristics standard related details for everyone at their command.

Query

Continued on next page
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General Transactions

Procedure

Procedures Start Internet Explorer, sign into Direct-Access and follow these
steps to complete this procedure.

1 | Select thefollowing menu path to begin this transaction:
Administer Workforce > Administer Workforce (GBL) > Use > Personal Data

1. Enter the member’s employee ID number in the Emplid field or their SSN
in the Social Security Number field of the Find an Existing Value page.
2. Click the search button.

When choosing a member from the search results, please be sureyou are
choosing the person you actually want to change data on. Verify the employee
ID or national 1D before making any changes. Also, since one member can
have multiplerecordsif they're both a Regular or Reserve Member and an
Auxiliary Member or Civilian Employee, please be sureyou are selecting the
correct Employee Classification.

2 | The Persona Datapage will display. Click on the “Physical Char” tab to access
the data entry fields.

Continued on next page
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Procedure, continued

Procedur es (continued)

Step Action

2 Complete the Data Fields as described below:

(con't) || Fied Entry
*Height Height measurement (e.g. 67 for 5 7”). The member’s height
in Inches data must be rounded to the nearest whole number (e.g., 65.4

equals 65, 65.5 equals 66. The system will round height if
user enters avalue to the right of the decimal.)

Note: User will receive an error if they try to submit weight
change and the height is blank. They will receive awarning
message if height entered islessthan 48"’ or more than 84,
*Weight Weight in pounds. The member’s weight data must be
rounded to the nearest whole number (e.g., 215.4 equals 215,
215.5 equals 216. The system will round weight if user enters
avalueto theright of the decimal.).

Note: User will receive a warning message if weight entered

Isless than 70 or more than 350 Ibs.

Hair Color Click the drop-down arrow to select

Eye Color Click the drop-down arrow to select

Colorblindness | Check if applicable

*Weight Date | Date the member was weighed.

@ Very Important: Remember to enter the date of the
most recent weigh-in. The system will have the date of
the last weigh-in, you need to change thisin order to
record a new weigh-in. Leaving the old date causes
errors in the pay system (JUMPS).

® Thereisan edit to prevent user from entering a future
dated weight date.

* Required fields, cannot be left blank

Continued on next page
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General Transactions

Procedure, Continued

Procedur es (continued)

2 Field Entry
(con’t) | | Weight Over Always enter " 0" unless the member exceeds both the
Maximum Allowable Weight and the Maximum Allowable
Body Fat Percentage standards. If the member exceeds both
weight and body fat standards, enter the number of pounds
the member is over their MAW.

@ Very Important: If amember exceeds maximum
weight, but does not exceed the maximum percent
body fat standard, then the member isin compliance
with MAW standards. Therefore, the Weight Over
field would be zero, because the member is not
overweight.

Remarks Reason the member was weighed and/or remarks. Examples:

Exemption - pregnant or smoking cessation,
Semi-Annua,

Received orders for Resident Training

* Required Fields, cannot be left blank.

Continued on next page
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Procedure, continued

Procedur es (continued)

2
(con't)

Field

Entry

M aximum
Allowable
Weight

Enter the correct Maximum Allowable Weight (MAW) from
the MAW listed in the most current ALCOAST in effect.
Use the MAW from the instruction/ALCOAST even if the
member exceeds that weight but does not exceed the
Maximum Allowable Body Fat Percentage.

Body Fat
Percentage

If member exceedstheir MAW, enter the member’ s body
fat percentage. Thisfield is required for members who exceed
their maximum allowable weight.

Maximum
Allowable
Body Fat

Percentage

The maximum allowable body fat percentage for the member
aslisted in the most current ALCOAST in effect.

* Required Fields, cannot be left blank

Carefully review the data you have entered before saving this transaction. Be
absolutely sure dl that all the datais correct and that you have not made any
typographical errors. Be sure you entered the correct employee ID number when
you began this transaction. If you have any questions or concerns, cancel the
transaction and ask for help.

Review the following key points:

o Besureto enter the correct Maximum Allowable Weight (MAW) from the
most current ALCOAST in effect.

e Do notinput half pounds (e.g. 212.5 Ibs). Direct Access does not account
for the decimal and makes the weight read as 2125 |bs. When determining
MAW, amember’s height and weight data must be rounded to the nearest
whole number (e.g., 65.5 equals 66 or 215.4 equals 215).

No administrative remarks are required if the member isfound to be fully
compliant with MAW or maximum allowable body fat standards.

Very Important: If amember exceeds maximum weight, but does not exceed
the maximum percent body fat standard, then the member isin compliance with
MAW standards. Therefore, the Weight Over field would be zero (0), because
the member is not overweight.

Click the Save button. The transaction is now compl ete.

Continued on next page
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General Transactions

Procedure, continued

JUMPS
Effect

Corrections
and
Deletions

This transaction updates the following in JUMPS if the Weight Over field
isother than zero:

Segment 30 (suspense flag). Suspend Enlistment Bonus payments.
Segment 42 (suspense flag). Suspend SRB payments.

A “Remove Suspension to Bonus (Reference (c))" transaction must be
submitted to remove the suspense flag from the bonus segments. Notify the
Servicing Personnel Office (SPO) when the member meets complies with
weight standards so the Remove Suspension to Bonus transaction can be
submitted.

Corrections and Deletions are not allowed. A new transaction is generated
each time the page is changed and saved. Update the page with the member’s
correct height & weight information and save it to rectify an incorrect or
erroneous entry.

Reminder: A “Remove Suspension to Bonus’ transaction must be submitted
(by the responsible Servicing Personnel Office) to remove the suspense flag
from the bonus segment if the Weight Over field wasfilled in with anything
other than “0".

Physical Characteristics -9-7
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PPC SPO Manual
Part Ill, General Transactions

Chapter 10, Reporting Death of a Member

Overview

Introduction This transaction is used to stop pay and alowances following the
death of a member.

Timing Submit this transaction upon receipt of a personnel casualty report
message indicating the death of a member of the U. S. Coast Guard,
U. S. Coast Guard Reserve or NOAA Commissioned Officer Corps.
Do not submit this transaction to report the death of aretiree, unless
the retiree was serving on arecall to active duty (e. g. Being paid via
JUMPS) at the time of death. PSC (RAS) must be notified in the event
of the death of aretiree.

Corrections/ This transaction can be deleted. The Date of Death and Line of Duty
Deletions fields can be corrected.

Note: The delete row button - =1 is used to delete erroneous
transactions after they have been saved.

Reference Chapter 5-A of the Personnel and Pay Procedures Manual, PSCINST
M1000.2(series), provides unit procedures for casualty reporting.
Enclosure (7) of the manual provides example Personnel Casualty

Report messages.

Continued on next page
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General Transactions

Report Death of a Member, continued

Procedure Start Internet Explorer, sign into Direct Access and follow these steps
to complete this procedure.

Step Action

1 Select menu itemsin the following order (note, see the Basic Navigation topic
for help on using menus):

Administer Workforce > Administer Workforce (GBL) > Use > Death of
Member

Enter the Employee ID in the EmplID field and click the search button. Review
the search results and sel ect the member from the list.

@When choosing a member from the search results, please be sure you are
choosing the person you actually want to change dataon. Verify the
employee ID or national 1D before making any changes. Also, since one
member can have multiple records if they're both a Regular or Reserve
Member and an Auxiliary Member or Civilian Employee, please be sure
you are selecting the correct Employee Classification.

Continued on next page
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Report Death of a Member, continued

Procedur e (continued)

Step Action
2 Complete the following fields:

1. Enter the date of death (MM/DD/YYYY format) (Item "DELTA" on the
Personnel Casualty Report Message).

2. Mark the"Died in the Line of Duty" checkbox if the member's
Commanding Officer has determined death to be "Line of Duty" (Item
"KILO" on the Personnel Casualty Report Message).

Death of a Member
EmpliD: 1234567 Mouse, Mickey T EmplRcd Nbr: O
Dept: 000450 PSC AT HOME RET MBRS Empl Class: Regular
Job Code: 436090 YNCH Sal Plan/Grade: ENL  E9
Location: KS0001 PPC Topeka
Position:

~Date of Death- 5] | [] Died in the Line of Duty =]

& save Q) Return to Search) +E Nextin ListJ

Note: The delete row button - [=]1 is used to del ete erroneous transactions after
they have been saved.

3 Click the button, supervisor approval is not required.
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