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Reenlistments and Extensions

Overview

Introduction

This guide provides the procedures for modifying a member’s service
obligation.

References (@) Personnel and Pay Procedures Manual, PSCINST M1000.2 (series)
(b)y CG Pay Manual, COMDTINST M7220.29 (series)
(c) CG Personnel Manual, COMDTINST M1000.6 (series)
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Reenlistments and Extensions

Viewing Co

ntract Data

Purpose

This section describes the Contract Data page.

Accessing
Contract Data

Select menu items in the following order:

Home > Administer Workforce > Administer Workforce (GBL) > Use
> Contract Data
o Enter the Employee ID number and click the Search button

@When choosing a member from the search results, please be sure
you are choosing the person you actually want to view data on. Verify
the employee ID or national 1D before making any proceeding. The
search will select the member's uniformed employee classification.

Data Fields

Contract Status/Content tab —

Field Entry

Contract Number

Should be prefilled with the contract number. It will be “0001”
for contracts loaded during the initial data load.

Contract Begin Date  [Should be prefilled with the date the member’s current

enlistment or reenlistment begins.

Contract End Date Blank.

Comment

Remarks

Active Duty Term Number of years of Active Duty required under this contract

Selective Reserve

Term |Number of years of SELRES (drilling) required under this
contract

Term

Inactive Ready Reserve [Number of years IRR required under this contract.

Continued on next page
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Reenlistments and Extensions

Viewing Contract Data, Continued

Data Fields (continued)

Field Entry

Provider ID

Not used.

Contract Content

\Will contain “Initial Data Load” for those contracts migrated
from PMIS. For new contracts, must enter data in this block,
e.g., Indefinite Reenlistment, selling 5 days of regular leave.

*Contract Status

Should be prefilled with “active”.

Contract Expected End
Date

Contains the date the contract is expected to end.

*Regulatory Region

Should be prefilled with “USA”.

Contract Template ID

Not used.

Contract Type/Clauses tab —

Field
Contract Number

Entry ‘
Should be prefilled with the contract number. It will be “0001”
for contracts loaded during the initial data load. Recommend
using “0002” for the second contract, etc.

Begin Date

Should be prefilled with the date the member’s current
enlistment or reenlistment begins.

Expected End Date

Contains the date the contract is expected to end.

Total Length of
Extensions This
Enlistment (YMM)

The total number of years and months the member extends or
re-extends his/her enlistment. This is a cumulative number up
to a maximum of six years as long as the member is on the same
enlistment. This field will only show on extensions and re-
extensions.

Number of Extensions
This Enlistment

Indicates the number of extension or re-extension of the
member’s current enlistment. This field will only show on
extensions and re-extensions.

Effective Date

Effective date of contract

Contract Type

\Will contain ENL (enlistment), REN (reenlistment), EXT
(extension), REX (re-extension), CEX (cancellation), or RET
(retention).

Contract Term Years or
Contract Term Months

\Will contain the contract term — reenlistments will show years

and extensions, re-extensions, and retentions will show months.

Continued on next page
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Reenlistments and Extensions

Viewing Contract Data, Continued

Data Fields (continued)

Field Entry

Indefinite Re- Used for indefinite reenlistments. Will only show when

Enlistment contract type is REN. Only active duty members are eligible
for indefinite reenlistment.

Reason Reason member is reenlisting, extending, re-extending, or being
retained. Select from the dropdown arrow.

Other (Specify) If the reasons in the drop-down list don’t apply, enter the reason

in this block.

Member Signature Date

This is the date the member will sign the agreement to
extend/re-extend enlistment (CG-3301B) document. This is
what previously was called the effective date of the P154 or
P159 transaction in PMIS/JUMPS.

Route for Approval

Click on the button to route to the supervisor for approval. The
approval page appears. Enter the emplid of the approver. This
will send it to the approver’s worklist for approval.

/Agree to Extend/Re-
Extend

After the supervisor has approved the transaction, a check mark
will appear in this box.

Begin Extension/Re-
extension

If the agree to extend/re-extend transaction has been approved
and member is within 30 days of their expected active duty
termination date, a SPO can enter a check mark in this box.
This will create the P198 or P199 transaction.

Name

Enter the name of the person who is administering the oath.

City

Enter the city where the person lives who is administering the
oath.

Military Grade

Click on the icon to select the military grade.

State Enter the state where the person lives who is administering the
oath.

Seq # Sequence number automatically prefilled.

Clause Not applicable - used for enlistments only.

Clause Status Not applicable - used for enlistments only.

Long Descr Not applicable - used for enlistments only.

Comment Not applicable - used for enlistments only.

Continued on next page
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Reenlistments and Extensions

Viewing Contract Data, Continued

Data Fields
(continued)

Contract Leave tab — This page allows the member to sell any
unused leave at the time of the member’s extension or reenlistment. It
also allows the system to debit the member’s pay of any excess leave
previously taken. The page provides balances for regular leave, saved

leave, and cumulative leave sold as of the system’s last end of month
compute cycle.

Field Entry

Leave Balance

Shows the latest leave balance.

Saved Leave

Shows the latest saved leave balance.

Balance

Cumulative Shows the latest cumulative sold balance.

sold

End of Month Shows which month the leave balances are from.

Leave

Contract Should be prefilled with the contract number.

Number

Begin Date Should be prefilled with the date the member’s current enlistment

or reenlistment begins.

Contract Status

Should be prefilled with “active”.

Effective Date

Prefilled and will show the effective date of the reenlistment,
extension, re-extension, or retention

Contract Type

Prefilled with the contract type.

Regular Leave
Carried
Forward

Used with reenlistments.

Saved Leave
Carried
Forward

Used with reenlistments.

Saved Leave to
Sell

Enter the number of days of saved leave the member is selling.
Used with reenlistments and extensions only.

Earned Leave
to Sell

Enter the number of days of regular leave the member is selling.
Used with reenlistments and extensions only.

Continued on next page
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Reenlistments and Extensions

Viewing Contract Data, Continued

Data Fields (continued)

Field Entry

Days of Excess
Leave

Enter the number of days of excess leave. Used with extensions
only.

Total Days The total number of days leave to sell is automatically calculated.
Leave to Sell
Contract Type Contract type will show.

Service Dates tab — This page will be used for review purposes only.

Field Entry

Pay Entry Base
Date

Prefilled. Will show the member’s Pay Base Date. The following
rules apply:
If member has no prior service then the Pay Base Date should
be the date the member first entered current service.
If member has prior service, then the Pay Base Date may need
to be constructed if there was a break in service.

The Pay Base Date cannot be later than the Date of Military
Obligation Incurred that was input on the Enlistment into the Coast
Guard transaction. Will show the constructive date of entry for pay
purposes (includes active and inactive duty). For members in a
continuous military status, this date will be the same as the date
enlisted or accepted an appointment, unless there is prior service,
break in service, or deductible time. Used for determining
longevity pay increases. NOTE: THE PAY BASE DATE
CANNOT BE AFER THE ACTIVE DUTY BASE DATE.

Effective Date

This is the date the member entered the current period of service

Pay without a break.

Allowances

Active Duty The constructive date of cumulative active service (will be the date
Base Date of commission/enlistment for members with no prior military

service, breaks in service, or deductible time). Used for calculating
the number of years and months of service to determine a
member’s retired pay multiplier. NOTE: THE ACTIVE DUTY
BASE DATE CANNOT BE AFTER THE PAY BASE DATE.

Continued on next page
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Reenlistments and Extensions

Viewing Contract Data, Continued

Data Fields (continued)

Field Entry

Anniversary
Date

For those who entered the Reserve on or before 30 Jun 49, the
anniversary year extends from 1 Jul to 30 Jun. For those entering
after 30 Jun 49, or whose reserve service was broken, the
anniversary year extends from the date of entry or reentry to the
day preceding the anniversary of entry or reentry.

Expected Loss
Date

Expected Loss Date. This is the date a member is expected to be
lost from PeopleSoft/JUMPS. For regular enlisted members, this
will be the expected discharge/retirement date. For regular Coast
Guard officers and recalled retirees, this will be equal to the
Expected Active Duty Termination Date. For NOAA officer O-6
and below, this will be the day before the 60th birthday; and for
NOAA officers O-7 and above, this will be the day before the 62nd
birthday. For reserve-enlisted members, this will 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 60™ birthday”.

Expected
Active Duty
Term Date

Enlisted -- The member's expected release date from active duty
Officer -- The 30 year commission service date (including all
commissioned time in an uniformed service)

Reserve Officer -- The day before the officer’s 60" birthday.

Military Entry
Date

The date the member first incurred a military obligation (Date
Entered Military Service (DEIMS)). On reenlistment or original
enlistment with prior service, the date of initial entry into an Armed
Force service or reserve component thereof.

Date Entered
Current Active
Duty

e The date the member began current period of active duty, if
currently on active duty equal 000000.

e If member is not currently on active duty, will show the date
the member last entered a period of active duty.

e If the member has never been on active duty, the field will be
set to 000000.

Date Completed
Military
Obligation

The date the member’s military obligation will be completed. If the
military obligation of the member has expired, will be the date it
expired.
Note 1: All members originally enlisting on or after 1 September
e 1984 have an eight-year military obligation.
Note 2: Military obligation can be fulfilled in one of two ways:

By being discharged from a service component

By serving any combination of active and/or reserve service

in any Armed Forces service or reserve component thereof

V-8
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Reenlistments and Extensions

Reenlistment Contract (L62C)

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

Limitation This procedure can only be used if there has been no break in service.
Member's with a break in service of more than 24 hours will need to be
processed under Accessions

Information This transaction requires approval by user with the CGHRSUP role (SPO

you need to Supervisor/PAO).
know about this
transaction Prior to entering a Reenlistment the member must:

e BeaU.S. citizen, as documented by the member’s Citizenship Status
Changes page. You will not be able to save the contract data if the
member is not a U.S. citizen - check the status first!

e Have minimum required performance mark averages as specified in
Chapter 1-G of the CG Personnel Manual.

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

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

JUMPS Effect  The Reenlistment Contract transaction (L62B) updates the following in
JUMPS:
o Updates contract data information in Direct-Access.
o Sets fixed data fields on segment 00 of the pay file in JUMPS.
o Updates segments 43 and 62 (if member is selling leave) of the pay
file in JUMPS.
o Updates segment 75 of the pay file in JUMPS.

Continued on next page
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Reenlistment Contract (L62C), Continued

Corrections
and Deletions

Reenlistment contracts may be deleted if the transaction has not been
approved by the SPO supervisor (CGHRSUP Role User). Press the Delete

Row button =] to delete a contract with an approval status of "Pending".

The SPO cannot make Corrections to or Delete a Reenlistment Contract
transaction after it has been approved and saved. If the Reenlistment
Contract has been approved and saved and any information on the transaction
is incorrect, contact PPC Customer Care. If the contract has not been executed
(e.g. Signed by the member and oath administered), PSC can delete the
contract and the member's the Contract Expected End Date, Expected Loss
Date and Expected AD Term Date will all be reset to what they were prior to
the reenlistment. Changes to executed contracts require approval by
Commander, Coast Guard Personnel Service Center (epm/rpm).

Printing See the DD-4/Agreement to Extend/Reenlist report to generate a printable
Contracts version of the reenlistment contract.

Data Entry Start Internet Explorer, sign into Direct-Access and follow these steps to
Procedure complete this procedure.

(Approval

Procedure

Follows)

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 (GBL) > Use >

Contract Data

2 A search page will appear, use it to access an existing contract or click the
Add a New Value link to begin a new contract.

Note: You can also begin a new contract while viewing an existing contract by
clicking the button in the lower right-hand corner of the page.

Continued on next page
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Reenlistment Contract (L62C), Continued

Data Entry Procedure (Approval Procedure Follows) (continued)

Step Action

Home = Administer Worldorce = Administer Worldorce (

Contract Data

Add a New Value

EmpliD: | J=Y
Contract Mumber:

[ Adi |

Find an Existing Value

A. Enter the Employee ID Number for the person who will be reenlisting.

B. Enter “0002” (or any number different than the number in the other
contracts) in the contract number block and then click on the Add
button. “0001” was entered as the contract number for the contracts
loaded in the initial load.

@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. The search will select the
member's uniformed employee classification.

3 The Contract Data page will display.

The first tab is the Contract Status/Content tab (shown below)

Continued on next page
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Reenlistment Contract (L62C), Continued

Data Entry Procedure (Approval Procedure Follows) (continued)

Step Action

lome = Administer Workdorce > Adminester Wondorce (GBL) > Use = Contract Data

B e ey
Confract Status/Comerd | Conbract Type/Clauses | Confract Leave | Service Dates

Employee o:
T
Contract Mumber: £ “Contract Status: lecie I
051182004 [T Contract Expected End

Contract Begin Date: R j Date
Contract End Date: = “Regubtory Ragiore | 5% 14

Contract Template |D: EI
Comiant: Intizhze Contract
Active Duty Term: Selective Reserve Term: Inactive Ready Reserve Term:
Provider ID: al
Contract Content: Sall 10.0 days reqular lesve

Complete these fields only (the remaining fields may be left blank or at
their default values)

Field Description
Contract Begin Date  |[Enter date member enters contract.: the date the
(defaults to current member will reenlist on. Cannot be more than one

date when page is day after the member's current expiration of
loaded) obligated service.
Contract Content Enter Contract Content. This is remarks which

(cannot be left blank) |need to be on the DD Form 4. such as Leave to sell,
e.g.“Sell 10.0 days regular leave”.

Continued on next page
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Reenlistment Contract (L62C), Continued

Data Entry Procedure (Approval Procedure Follows) (continued)

Step

Action

4

Click on the Contract Type/Clauses tab (shown below)

Empiloyes Classification: Heouiar

[Contract Data

BeginDate: US1830M  Eypected End Date

Contract Number: 2

Cartract Type

Effective Date

Contract Type: REN Q)

Feasan: Expiration of Enbstrment

Other
iSpeaifyk

HNama: John 3 Smith

City ang Beach

Seg¥ Clauss

=

Laong Descr:

Complete these fields only (the remaining fields may be left blank or at their

default values)

lag = Contract Data

Employes =

Employes Status;  M010E

Viewtd  First [ voae [F] Last

Coneract Tarm ;I;I

Years

Mambar Signature Date: 05172004 ﬂ

Rioule for Approsal

Military Grade: W2 O]

Swate: g =]

Clauss Status ;I;I

Field

Description

Effective Date

Pre-filled based on the date you entered in the Contract
Begin Date field on the previous tab.

Contract Type  |[Enter "REN" for reenlistment or click the X/ button for a
listing. Select BEM EEe R

Contract Term  [Enter the term (in years) of the reenlistment.

Years Note: For regular members with more than 10 years of

service, leave blank and click the Indefinite Re-
Enlistment block below. The system will automatically
clear this, field when you click out of this tab, and
activate the Indefinite Re-Enlistment block if you enter
any number in this block and the member is a regular
with over 10 years of service.

Indefinite Re-
Enlistment

For “regular” members over 10 years of service, this field
will be pre-filled with a check in this block. Reserve
members whose Employee Classification indicates
“Reserve”, this block will NOT automatically be checked.

Continued on next page
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Reenlistment Contract (L62C), Continued

Data Entry Procedure (Approval Procedure Follows) (continued)

Step Action

5 Locate the section.

A. Select an option from the drop-down menu in the Reason field. This
may already be prefilled if reenlistment is 3 months prior to normal
expiration of enlistment then reason field will be prefilled with a
reason of “expiration of enlistment”.

B. Enter the Member Signature Date (this should be same as the
effective date: the date the member reenlists.)

C. Click the RIS

ID or click the Lookup @l button to locate Approvers Employee ID.
Home = Administer Workforce = Administer Workforce (GBL) = Use > Contract Data

EmpliD: Contract Number: 2

Effective Date:05/18/2004 Contract Type:

Date Approved: Approval Status: m =
Approver EmpliD: 111111 4] MNameFirst M
0K | Cance

(Note: If you are the SPO Supervisor/PAO (CGHRSUP), you may
change the Approval Status to "Approved" at this time to approve the
reenlistment contract. It will transmit when saved. If you do not have
the CGHRSUP role the Approval Status block will be set to "Pending™
and you will not be able to change it).

D. Click 9]

You will be returned to the Contract Data page.

Continued on next page

V-14 Reenlistments and Extensions



Reenlistments and Extensions

Reenlistment Contract (L62C), Continued

Data Entry Procedure (Approval Procedure Follows) (continued)

Step Action
6 Complete the section.

Field Description

Name Enter the Name of the person Administering the Oath,

Military  |Enter the Grade or click the lookup I & button.

Grade

City This should be the city and state where the member was

State originally accepted into the Coast Guard. This can be
determined from the original enlistment contract from section
1 of the member's PDR.

7 Click on the Contract Leave tab (shown below)

= » Consract Data

Corract Stalus/Corend . Contract TypeiClauses | Confacl Lesve o Service Dates

Empliyen ol

Leave Balance: Saved Leave Balance: Cumulative Soid: End of Mosth Leaye: 20-18Y-04

Coneraet Number: 0001 Bagin Dme:  (ETEI00 Ceenract Smms: AT

Savied Lasve Swved Earnad Duys of  Totl Lasve
Carried Leave Leave Excess  Accounied
Forward To Sell o Sedl Leave For

Regular Leave
Carried Forward

Coatract
Trpe

1 [is0 150 I o [ExT ==

Beees] | (ORshan ko beme | BB Fawean tab | | et | Ehace) | Eugintatniay) | ko Moty
Field Description

Regular Leave Carried [Enter an amount,
Forward
Saved Leave Carried |[Enter an amount, If None, leave blank
Forward
Saved Leave to Sell Enter an amount. If None, leave blank
Earned Leave to Sell  [Enter an amount. If None, leave blank
Days of Excess Leave [Enter an amount. If None, leave blank

Continued on next page
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Reenlistment Contract (L62C), Continued

Data Entry Procedure (Approval Procedure Follows) (continued)

Step Action

8 | Click the ===/ A link to the contract will be added to the CGHRSUP Role
User's worklist you entered in step 5 (Route for Approval). If you are the
CGHRSUP Role User and you selected "Approved™ in step 5, the reenlistment
contract will be transmitted to JUMPS on the effective date.

Approval The approval status drop down list is only available to CHGHRSUP role
Procedure users.

Once the transaction is in an Approved Status and Saved, the transaction will
be written to the database and sent to JUMPS.

The approver will need to do the following:

Step Action

1 Select Worklist.

2 | Click on the applicable link (the member’s name that you want to approve).

= > Worklist

Woaorklist for CGHRSUP!

Work List Filters:

Firom Date From Work ltem Description Mark Worked Reassign

| sender 07312004 Contract Data HRS Contract Data

Mark Worked | Reassion]

Continued on next page
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Reenlistment Contract (L62C), Continued

Approval Procedure (continued)

Step Action
3 The Contract Type/Clauses page will appear.
Review the contract (per the instructions in the data entry section above),
make any necessary corrections, then click the I AeereiE | hutton.
« If you wish to approve the reenlistment, change Approval Status to
approve and hit ok.
« If you wish to deny the contract, change Approval Status to deny and
hit ok.
e You will have to notify the data entry technician (CGHRS Role
User) that the transaction is denied. Denying the transaction will not
place it on a worklist.
Home > Administer Workforce > Administer Workdorce (GBL) = Use > Contract Data
EmpliD: Contract Number: 2
Effective Date-05/18/2004 Contract Type:
Date Approved: Approval Status: [Pending___J4
Approver EmpliD: 111111 4] MNameFirst M
Ok | Cance
4 Click the 'B==v=)_ |f you selected "Approved" in step 5, the reenlistment
contract will be transmitted to JUMPS on the effective date.
5 Return to your Worklist and click the Mark Worked button to remove the

item.

Reenlistments and Extensions
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Reenlistments and Extensions

Extension transaction (P154)

Introduction

Information
you need to
know about this
transaction:

This section provides the procedure for inputting an Extension of Enlistment
transaction.

This transaction is completed in Direct-Access, by the SPO, upon receipt of
the Career Intentions Worksheet (CG-PPC-2045) with both the member and
command approval signatures. However, this transaction should not be
approved in Direct-Access until the SPO receives the signed Agreement to
Extend Enlistment (CG-3301B). Use the contract type of EXT.

The signature date (effective date of the transaction) for regular extensions
will be the date the CG-3301B is signed by the member and person
witnessing the oath. For prior service OCS candidates who must extend to
meet obligated service requirements, the signature date of this transaction will
be the same as the Enlistment Date on the Enlistment Contract transaction.
The effective time of the P154 transaction is defaulted to 0002 behind the
scenes.

A Begin Extension transaction (P198) must be submitted after the Extension
transaction. If this transaction is being submitted following a member’s
Voluntary/Involuntary Retention transaction (P176), then this transaction
(P154) and the Begin Extension transaction (P198) shall have the same
signature date/effective date.

If the Agreement to Extend Enlistment (CG-3301B) is canceled per chapter
1.G.19 of the CG Personnel Manual, COMDTINST M1000.6 (series), delete
the P154 transaction. See “Extensions/Re-extensions -- Cancellations,
Corrections, Changes and Deletions” on page 43 for the procedure.

A Statement of Intent transaction (SOI) must be submitted by the SPO 45
days prior to the extension agreement date with the member's SRB payment
election (lump sum or installments) indicated. The SOI is required to inform
PPC (MAS) of the member's entitlement to SRB and / or lump sum leave
entitlement.

Continued on next page
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Extension transaction (P154), Continued

Reserve
member on
active duty
(greater than
140 days
ADT/181 days
ADOT)

JUMPS Effect

Corrections
and Deletions

Procedure

If a reserve member on active duty (greater than 140 days ADT/181 days
ADOT) being paid by JUMPS receives new or amended orders further
extending the active duty period, see the procedures for amending the
member's active duty termination date (in the Reserve Orders Guide). This
extension (P154) transaction alone will not continue the reserve member’s
active duty pay.

The Agreement to Extend Enlistment transaction updates the following in
JUMPS:
o Segment 00 (expected Active Duty Termination Date for regular
active duty members and expected loss date for reserve members
and regular active duty member who have already met their 8
year military obligation.)
e Segment 75 (Separation/Retention information)
o Updates contract data information in Direct-Access.

See the section on corrections/deletions.

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:

Home > Administer Workforce > Administer Workforce (GBL) > Use >

Contract Data

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 -
select the member you wish to display.

@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. The search will select the
member's uniformed employee classification.

Jbutton to

Continued on next page
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Extension transaction (P154), Continued

Procedure (continued)

Step Action
3 The Contract Status/Content page will display. Click on the Type/Clauses tab.
cotroctbtolsh |
Contract Bumber; 0001 Begin Date: 02012002 ExpectedEnd Datee 03312017
EMective Date:  [031102004 [ mr::”’"“\ : r ,_+,_|j
ContraciType: | O
;‘ma;m: | — - =l Member Signature Date: | il
:’.ﬁm: [ Flouts for Approvel rr
Hame: [ Mitiary Grage:| G
cHy: - i sate [ gy
4 Click the yellow plus button to add a new contract type. Make sure that an

EXT contract type does not already exist. An error message “The Contract
Type is missing ...” appears. Ignore the message and click ok on the message—

itis a Direct-Access message.

Hicrosolt Intemet Explorer

'r The Contract Type o meing a4 of 2004-09-10, Please, wbe 'Corecion’ mods in order 1o provide it (1000,521)

As a result of an automatic Coniract Number ceation from. Job Daka, the Confract Type has to be keyed in, This cannot be procesded uniess using:
‘Conechon’ mode,
Fou might not be able to save your modificatons:

Complete as follows for Extensions:

Continued on next page
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Extension transaction (P154), Continued

Effective [This is normally the effective date of the extension and is pre-filled by the

Date system. However, if a Cancellation of Previously Reported Agreement to

(required |[Voluntary Extend/Re-extend Enlistment Transaction has been submitted, you

field) must enter a date one day after the effective date that was used on the
Cancellation transaction (click "view all" to see previous transactions). The
system will generate the transaction with the correct effective date for JUMPS.
Example Error Messages received when attempting to enter an extension
when a cancellation has been submitted:
Duplicate key value -- not allowed. (15,7)
You have entered a key value for a scroll item that is a duplicate of another
scroll item. The record definition indicates that the record does not allow
duplicate entries. Either correct the key for the duplicate entry or contact your
system administrator to change the record definition.
Invalid value for Effective Date. (20140,24)
Invalid value for Effective Date. Extension/Re-Extension effective date must
be one day after effective date of prior Cancellation of Extension/Re-
Extension record

Contract |Enter EXT or click on the Contract Type lookup icon and select EXT.

Type Contract Type: ﬁg\f

(required

field)

Contract |Enter the number of months for the extension.

Term

Months |Note: CG Personnel Manual, COMDTINST M1006.6 (series), para. 1.G.15.c.

(required |(Total Extensions), states “The total of all extensions of an enlistment may

field) not exceed six years.” In addition, there is another CG policy on CG Reserve
enlisted members not on extended active duty which limits the total of all
extensions to four years, unless there is a six-year Selected Reserve affiliation
required for the Montgomery GI Bill. That policy, written in PERSMAN para
1.G.15.i. (Reservist Not on Extended Active Duty) states “The total of all
extensions to any single enlistment may not exceed four years, except for the
sole purpose of meeting the affiliation requirement for the Montgomery G.I.
Bill

Continued on next page
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Extension transaction (P154), Continued

Procedure (continued)

Field Entry

Reason [Select a reason for the extension.

(required
field
) Reason: | iﬂ
Other Authorlzed By MPC (epm)
| Specify): Completion of Cruise Abcard V

Data Conversion
INCONUS OUTCONUS
Obligated Service Advancement L

Name: Obligated Sernvice Retirement
Ohligated Service SRE Bonus
City: Request of Individual

SchoolfTraining Requirement
P 1 Uition Assistance Program

Note: "INCONUS OUTCONUS" is used for Obligated Service for
Transfer (either INCONUS or OUTCONUS).
"Data Conversion™ is not used for new extensions, it's only listed as a
means for transferring data from SDA 1.
Member |Enter the date the member will sign the Agreement to extend Enlistment (CG-
Signature [3301B) in the Member Signature Date block — can use the calendar icon.
Date
(required
field)
Other Enter the reason if not on the drop down list to select a reason.

Continued on next page
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Extension transaction (P154), Continued

Procedure (continued)

Field Entry

Route for A. Click the LE® i 1 button, and enter the Approvers Employee
Approval ID or click the Lookup <l button to locate Approvers Employee ID.
(!‘equ”ed Home > Administer Warkforce > Administer Workforce (GBL) > Use > Contract Data
field)

EmpliD: Contract Number: 2

Effective Date:05/18/2004 Contract Type:

Date Approved: Approval Status: Pending __JRe
Approver EmpliD: 111111 4] MNameFirst M
0K Cance

(Note: If you are the SPO Supervisor/PAO (CGHRSUP), you may
change the Approval Status to "Approved" at this time to approve the
reenlistment contract. It will transmit when saved. If you do not have
the CGHRSUP role the Approval Status block will be set to "Pending"
and you will not be able to change it).
B. Click 2|

'You will be returned to the Contract Data page.

Name Enter the name of the Oath Administrator.

Military [Select the military grade of the Oath Administrator.

Grade
City Enter the city where the Oath will be administered.
State Enter the state where the Oath will be administered.

Continued on next page
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Extension transaction (P154), Continued

Procedure (cont’d)

Step Action

5 | Click on the Contract Leave tab (shown below) and complete the fields:

= Lgz = Contract Data e

Comract SatusiConment | Contract Typsiiieuses | Conroct Lesve | Senvice Dates

Emphivan o

Leave Balarce: Saved Leave Balance: Cumulative Sold: End of Month Leaye: 20-MAT-04

Contract Humber: 0001 Begin Dae:  (ETE2000 Comiract Smnus:  ACThe

Saved Leave Swved Earned Duays ef  Total Leave

g:frﬂ:::r‘;:m Carried Leave Leave Excess  Accourted i‘“:""
Forward To Sell o Sall Leave For P
1 5o [150 I o [ExT ==

Eradd) | Elup dutaitestay] | Mlinchce Mooy

Sk Dakes

Field Description

Regular Leave Carried |[Enter an amount,

Forward

Saved Leave Carried Enter an amount, If None, leave blank
Forward

Saved Leave to Sell Enter an amount. If None, leave blank
Earned Leave to Sell Enter an amount. If None, leave blank
Days of Excess Leave Enter an amount. If None, leave blank

Continued on next page
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Extension transaction (P154), Continued

Procedure (cont’d) (continued)

Step

Action

5

e Leave to be sold or excess leave can be entered at this time (agree to extend/re-
extend transaction) or entered at the time when the begin transaction is created
(Begin Extension/Re-extension box is checked).

o If leave is entered at the time the agree to extend/re-extend transaction is prepared,
the supervisor can change the number of days before approving the transaction
(P154) or the number of days of leave can also be changed when the begin
transaction (P198) is created — will have to go into correction mode.

6 | Click the 2222 A link to the contract will be added to the CGHRSUP Role User's
worklist you entered in step 4 (Route for Approval). If you are the CGHRSUP Role
User and you selected "Approved" in step 4, the contract will be transmitted to
JUMPS on the effective date.
Approval The approver will need to do the following: Start Internet Explorer,
Procedure sign into Direct-Access and follow these steps to complete this
procedure.
Step Action
1 Select Worklist.
2 Click on the applicable link (the member’s name that you want to approve).
3 The Contract Type/Clauses page will appear. Click on the Approve button. If
you wish to approve the extension, change Approval Status to approve and hit
ok. If you wish to deny the extension, change Approval Status to deny and hit
ok. You will have to notify the CGHRS Role User (data entry technician) that
the transaction is denied. Denying the transaction will not place it on a worklist.
4 On the Worklist, all new items will have the Mark Worked button. To remove
this item from your Worklist, Mouse Click on the button.
5 The approval status drop down list is only available to CHGHRSUP role users.
Once the transaction is in an Approved Status and Saved, the transaction will be
written to the database and sent to JUMPS.
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Re-extension transaction (P159)

Introduction

Information
you need to
know about this
transaction

Reserve
member on
active duty
(greater than
140 days
ADT/181 days
ADOT

This section provides the procedure for inputting a Re-Extension of
Enlistment transaction.

This transaction is completed in Direct-Access upon receipt of the Career
Intentions Worksheet (CG-PPC-2045) with both the member and command
approval signatures. However, this transaction should not be approved in
Direct-Access until the SPO receives the signed Agreement to Extend
Enlistment (CG-3301B). Use the contract type of REX.

The signature date (effective date) for regular re-extensions will be the date
the CG-3301B is signed by the member and person witnessing the oath.

A Begin Re-extension transaction (P199) must be submitted after the contract
(P159).

If this transaction is being submitted following a member’s
Voluntary/Involuntary Retention transaction (P176), then this transaction
(P159) and the Begin Re-extension transaction (P199) shall have the same
signature date (effective date). The signature date must be prior to date
current enlistment expires.

If the Agreement to Extend/reextend Enlistment (CG-3301B) is canceled per
chapter 1.G.19 of the CG Personnel Manual, COMDTINST M1000.6 (series),
delete the P154 transaction. See “Extensions/Re-extensions -- Cancellations,
Corrections, Changes and Deletions” on page 43 for the procedure.

A Statement of Intent transaction (SOI) must be submitted by the SPO 45
days prior to the extension agreement date with the member's SRB payment
election (lump sum or installments) indicated. The SOI is required to inform
PPC (MAS) of the member's entitlement to SRB.

If a reserve member on active duty (greater than 140 days ADT/181 days
ADOQT) being paid by JUMPS receives new or amended orders further
extending the active duty period, see the procedures for amending the
member's active duty termination date (in the Reserve Orders Guide). This
extension (P154) transaction alone will not continue the reserve member’s
active duty pay.

Continued on next page

V-26

Reenlistments and Extensions


http://www.uscg.mil/hq/cg1/psc/ps/index.htm

Reenlistments and Extensions

Re-extension transaction (P159), Continued

JUMPS Effect  The Agreement to Re-extend Enlistment transaction updates the following in

JUMPS:
o Segment 00 (expected Active Duty Termination Date for regular
active duty members and expected loss date for reserve members
and regular active duty member who have already met their 8
year military obligation.)
e Segment 75 (Separation/Retention information)
e Updates contract data information in Direct-Access.

Corrections See the section on corrections/deletions.
and Deletions

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 (GBL) > Use > Contract
Data
2 | A search page will appear. Enter the member's employee ID

number or other search

" Ibutton to select the

criteria (see Employee 1D Search Tips) and click the -
member you wish to display.

®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. The search will select the member's uniformed employee
classification.

Continued on next page
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Re-extension transaction (P159), Continued

Procedure (continued)

Step Action
3 The Contract Status/Content page will display. Click on the Type/Clauses tab.
(S
Contract Mumbar; 0001 BeginDate; 08012002 Expected End Date: 0331207
Effective Date: ﬁ_ﬁiﬁﬁ i mﬁ”m r (=
Contract Type: ,_Q:
;'uasm: [ — — =] Membsear Signaiure Date: B
Pﬁm: [ Routs for Approval l'r
| s [ Military Grages| &
City: [ State: I_Q_
4 Click the yellow plus button to add a new contract type. Make sure that an EXT

contract type doesn't’t already exist. An error message “The Contract Type is missing
...” appears. Ignore the message and click ok on the message-— it is a Direct-Access

message.
-& The Conirach Type is missing as of 2004-09- 10, Please, wse ‘Corecion’ mode in order to prenide it. {1000,821)

As & result of an sutomahe Contract Number mrestion from: Job Data, the Contract Type has to be keyed in, This cannot be procesded unless usng

T BCO0N mode.
fioui maght ot be able to save your modifications,

Complete as follows for Extensions

Continued on next page
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Re-extension transaction (P159), Continued

Procedure (continued)

Field

Entry

Effective
Date
(required
field)

Automatically set when re-extension is selected as the contract type.

This is normally the effective date of the re-extension and is pre-filled by the
system. However, if a Cancellation of Previously Reported Agreement to
Voluntary Extend/Re-extend Enlistment Transactions has been submitted, you
must enter a date one day after the effective date that was used on the
Cancellation transaction (click "view all" to see previous transactions). The
system will generate the transaction with the correct effective date for JUMPS.

Example Error Messages received when attempting to enter an extension when a
cancellation has been submitted:

Duplicate key value -- not allowed. (15,7)

You have entered a key value for a scroll item that is a duplicate of another scroll
item. The record definition indicates that the record does not allow duplicate
entries. Either correct the key for the duplicate entry or contact your system
administrator to change the record definition.

Invalid value for Effective Date. (20140,24)

Invalid value for Effective Date. Extension/Re-Extension effective date must be
one day after effective date of prior Cancellation of Extension/Re-Extension
record

Contract
Type
(required
field)

Enter REX or click on the Contract Type lookup icon and select REX

Note: CG Personnel Manual, COMDTINST M1006.6 (series), para. 1.G.15.c.
(Total Extensions), states “The total of all extensions of an enlistment may not
exceed six years.” In addition, there is another CG policy on CG Reserve
enlisted members not on extended active duty which limits the total of all
extensions to four years, unless there is a six-year Selected Reserve affiliation
required for the Montgomery GI Bill. That policy, written in PERSMAN para
1.G.15.i. (Reservist Not on Extended Active Duty) states “The total of all
extensions to any single enlistment may not exceed four years, except for the sole
purpose of meeting the affiliation requirement for the Montgomery G.l. Bill

Continued on next page
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Re-extension transaction (P159), Continued

Procedure (continued)

Field Entry
Contract | Enter the number of months for the re- extension.
Term
Months
(required
field)
Reason | Select a reason for the re-extension.
(required
Other Authunzed By MPC (epm)
(Specify): Completion of Cruise Abcard WV
Data Conversion
INCONUS OUTCONUS |
Obligated Semnvice Advancement L
Name: Obligated Semvice Retirement
Obligated Senvice SRE Bonus
City: Request of Individual
SchoolTraining Requirement
co _l_:.l—__”;:.Tuitinn Assistance Program
Note: "INCONUS OUTCONUS" is used for Obligated Service for Transfer
(either INCONUS or OUTCONUS).
"Data Conversion" is not used for new extensions, it's only listed as a means for
transferring data from SDA 1.
Member | Enter the date the member will sign the Agreement to extend Enlistment (CG-
Signature | 3301B) in the Member Signature Date block — can use the calendar icon.
Date
(required
field)

Continued on next page
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Re-extension transaction (P159), Continued

Procedure (continued)

Field Entry
Other Enter the reason if not on the drop down list to select a reason.
Route for | button, and enter the Approvers Employee 1D
Approval or click the Lookup &l button to locate Approvers Employee ID.
(requ ! rEd Home > Administer Workforce > Administer Workforce (GBL) > Use > Contract Data
field)
EmpliD: Contract Number: 2
Effective Data-05/18/2004 Contract Type:
Date Approved: Approval Status: [Pending I3
Approver EmpliD: 111111 Q] MameFirst M
Ok | Cance
(Note: If you are the SPO Supervisor/PAO (CGHRSUP), you may change
the Approval Status to "Approved" at this time to approve the
reenlistment contract. It will transmit when saved. If you do not have the
CGHRSUP role the Approval Status block will be set to "Pending" and
you will not be able to change it).
B. Click 2<]
You will be returned to the Contract Data page.
Name Enter the name of the Oath Administrator.
Military | Select the military grade of the Oath Administrator.
Grade
City Enter the city where the Oath will be administered.
State Enter the state where the Oath will be administered.
Step Action
S Click the Bsavel A link to the contract will be added to the CGHRSUP Role

User's worklist you entered in step 4 (Route for Approval). If you are the
CGHRSUP Role User and you selected "Approved" in step 4, the contract will be
transmitted to JUMPS on the effective date.

Continued on next page
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Re-extension transaction (P159), Continued

Approval The approver will need to do the following: Start Internet Explorer, sign into

Procedure Direct-Access and follow these steps to complete this procedure.

Step Action

1 Select Worklist.

2 Click on the applicable link (the member’s name that you want to approve).

3 The Contract Type/Clauses page will appear. Click on the Approve button. If you wish to
approve the extension, change Approval Status to approve and hit ok. If you wish to deny
the re-extension, change Approval Status to deny and hit ok.

You will have to notify the CGHRS Role User (data entry technician) that the transaction is
denied. Denying the transaction will not place it on a worklist.

4 On the Worklist, all new items will have the Mark Worked button. To remove this item
from your Worklist, Mouse Click on the button.

5 The approval status drop down list is only available to CHGHRSUP role users.

Once the transaction is in an Approved Status and Saved, the transaction will be written to
the database and sent to JUMPS.
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Begin Service Report

Introduction

This section provides the procedure to print a Begin Service Report for your

field units serviced by the SPO or just for one unit: Use the output of this
report to determine which members you need to submit a Begin Extension of
Enlistment (P198) or Begin Re-extension of Enlistment (P199) transaction

for.

Discussion There are two versions of this report. One will show extensions/re-extensions
with effective (begin) dates coming up within the next 30 days (from the
current date). The other will allow you to select a date range so you can
identify unexecuted extensions/re-extensions for any range of dates.

Procedure Start Internet Explorer, sign into PeopleSoft 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 > People Tools > Query Manager > Use . Select Query Manager. A
search page will appear. Enter the search criteria as described below

Search by Name, select “begins with” and enter “CG_EXT” in the third block.

Click the Search button. The Search Results should include
"CG_EXT_REX_NOT_EXEC_QRY and “CG EXT REX WITHIN 30DAYS
QRY”.

Continued on next page
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Begin Service Report, Continued

Procedure (continued)

Step Action
2 Home = PeopleTools = Query Manager = Use = Query Manager
Query Manager
Find an Existing Query
Search by: Name + | | begins with v |ce_ExT

WView All Fi
CG_EXT_REX_MOT_EXEC_QRY Extensions Mot Executed Public Run
CG_EXT_REX_WITHIN_30DAYS_QRY Extensions 30 days from Begin Public Run

Click the RUN link for the report you want to run.

Select:
e CG_EXT _REX_NOT_EXEC_QRY -- If you would like to specify the
date range to search for.
e CGEXT REX WITHIN 30DAYS QRY - If you would only want to
see unexecuted extensions/re-extensions with begin dates in the next
30 days (from the current date)
The Query input page will open in a new window

Continued on next page
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Begin Service Report, Continued

Procedure (continued)

Step Action
3 a. Enter “AUSCG” in the “Enter SitID of *“AUSCG’” block.
b. Enter the DeptID or click on the search icon for a valid list of
departments.

c. Select “Human Resource Site” for the Rel Type for all units served by
the SPO (provided that a valid SPO department ID was entered in the
Dept ID field or select "Own Unit Only" to see results for only one

unit.
CG_EXT_REX_WITHIN_30DAYS_QRY - Extensions 30 days from Begin

Enter SetiD of 'AUSCG": |AUSCG|

DeptiD: 1000001 =Y
e T —

View Results I

d. Ifyouselected CG_EXT _REX NOT_EXEC_QRY, enter the
Effective Dates (From and To):

CG_EXT_REX_NOT_EXEC_QRY - Extensions Not

Enter SetiD of AUSCG" | AUSCG

DeptiD: ooosze |
Rel Type: i_I.ntegrated S_upport Command v
Effective Date From: | 01/01/2007 |
Effective Date To: 011772008 [z
View Results

Continued on next page
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Begin Service Report, Continued

Procedure (continued)

Step Action

4 Click the View Results button to run the report

1-40l4

[ [ Wame | JobTWe | Comrawi# | EMOam | Tipe | Owpod | Owr |
! ET2 0ot CEMET004 EXT D00 CGC GALLATH
2 1] oot OA182004 EXT 000001 COC GALLATIN
ET2 (Ll arra200d EXT 0000m CGC GALLATIM
GhE) o001 DRS04 ExT L] GGG GALLATH

The report provides the following information:

Field Description

ID Employee ID

Name Name in Last,First,MI format

Job Rating

Title

Contract | Number of contract member (001 = first extension, 002=

# second extension, etc.)

Eff Date | The date the extension will begin

Type Extension (in this case submit a Begin Extension of
Enlistment (P198) transaction on the member)
Re-Extension (in this case submit a Begin Re-extension of
Enlistment (P199) transaction on the member)

DeptID Member's currently assigned department 1D number

Dept Name of unit

5 You may download the results in MS Excel format by clicking the link above
the query results.

Download results in - Excel97 SpreadSheet CSV Text File (57 kb)
Excel?K SpreadSheet

6 Repeat step 3 above to run the report for additional departments. Close the
report window when finished, you will be returned to the Query Manager
search page.

7 | Sign out of the system or use the menu links to access another item.
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Begin Extension of Enlistment (P198)

Introduction

Information
you need to
know about this
transaction

JUMPS Effect

Corrections
and Deletions

This section provides the procedure for inputting a Begin Extension of
Enlistment transaction.

Member must be within 30 days of their expected active duty termination
date.

Does not need to be approved by supervisor.

Audit record is created in PeopleSoft but not sent to JUMPS until the begin
service date is reached. A cancel extension will remove the audit record if
entered prior to the begin service date.

Number of Days Excess Leave: This is used to show the member is in an
excess leave status. Review Chapter 2-1 of the CG Pay Manual if the member
has excess leave when completing this portion of the transaction. If the
member is in an excess leave status, it is recommended they be counseled on
how excess leave debits will effect their pay.

Days of Saved Leave the Member Elects to Sell & Days of Regular Leave the
Member Elects to Sell: Members are entitled to sell leave on their first
extension of the current enlistment. Review Chapter 10-A of the CG Pay
Manual prior to completing this portion of the transaction. As a reminder, if a
member sells leave in connection with their first extension, payment will be
included in the end of month pay following successful processing in JUMPS.

The Begin Extension of Enlistment transaction updates the following in
JUMPS:

e Segment 62 (leave sold/carried forward)

e Segment 75 (Separation/Retention information)

o Updates contract data information in PeopleSoft.

See the section on corrections/deletions.

Continued on next page
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Begin Extension of Enlistment (P198), Continued

Procedure Start Internet Explorer, sign into PeopleSoft (note, see the Signing In topic in
the Using PeopleSoft section if you need help getting started) and follow
these steps to complete this procedure.

Step Action

1 | Select menu items in the following order:

Home > Administer Workforce > Administer Workforce (GBL) > Use >
Contract Data

2 | Asearch page will appear. Enter the member's employee ID number or other
search criteria (see Employee ID Search Tips ), ensure the Correct History box

is checked, and click the [Z=2rch Iputton to select the member you want to
display.

Home > Administer Workforce > Administer Workforce (GBL) > Use > Contract Data

Contract Data

Find an Existing Value

Search By:| EmpllD w
EmpliD
Mlinclude History | ] Correct History

[ Search | Advanced Search

Add a New Value

@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.

Continued on next page
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Begin Extension of Enlistment (P198), Continued

Procedure (continued)

Step

Action

3

The Contract Status/Content page will display. Click on the Contract
Type/Clauses Tab.

¢ Coniract StahsiContent | Contract Type Clooses 'y Conact Leave | Senvice Dales

Employes [[+3

Employes Classification: Feguar Employes Staus: Acive

[convactBata |
Contract Number: 0001 Begin Date:  OTNEZ00)  Eypected End Dage:  T1ATI2004

Tetal Langth of Extensions This Enlistment [yaM): 004 Mumber Of Extensions This Enlistment 1

First 0 1002 K Las

Contract Term 4 ==l
Effectiv
Effective Date Manths.
Contract Type:
[— Sehol Trarng Requiemen e Mamber Signaiure Date

Cither Foute for Approwal | _
[Specity):

Check the Begin Extension/Re-Extension box.

If member is selling leave or is in an excess leave status, click on the Contract

Home = Adrminsier Workdors = Sdmunisier Werkdpros (G8L) > Uss > Condract Data Yo
Coreact Ststus/Coment ., Contract Typeilauses | Conract Lo | Genvice Dates
Emphivan o
Leave Balimce: Saved Leave Balance: Cumulative Sold: End of Menth Leave: Z0-MAT-04
Coneraet Number: 0001 Bagin Dme:  (ETEI00 Costract Smns:  ACihE

Effective Date: CUDE004 Contract Type: EXT 2=l
ey i Fie ] i (B L
Saved Leave Swved Earned Duays ef  Total Leave
:::'::'L:‘::m Carried Leave Leave Excess  Accoumted T ."n
Forward To Sell to 5el or P
1fisa I I

([ T mofeT  E[=]

Deen] O Rabn o S| B8 P oo o | | Rt | Eracd | |l updutaituobey]| | flinchuds ooy |71
COnUEC Stanss/ Content | Coolract Tps/Claisds | Convract Loawe | Serdcs Datds

Enter the number of days of saved leave, earned leave to sell or the number of
days of excess leave if the member has an excess leave balance.

Click the 'B==ve] hytton
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Begin Re-extension of Enlistment (P199)

Introduction

Information
you need to
know about this
transaction

JUMPS Effect

Corrections
and Deletions

This section provides the procedure for inputting a Begin Re-Extension of
Enlistment transaction.

Member must be within 30 days of their expected active duty termination
date.

Does not need to be approved by supervisor.
Audit record is created in PeopleSoft but not sent to JUMPS until the begin
service date is reached. A cancel extension will remove the audit record if

entered prior to the begin service date.

Member is not entitled to sell any leave on a re-extension.

The Begin Re-Extension of Enlistment transaction updates the following in
JUMPS:

e Segment 75 (Separation/Retention information)

o Updates contract data information in PeopleSoft.

See the section on corrections/deletions.

Continued on next page
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Begin Re-extension of Enlistment (P199), Continued

Procedure Start Internet Explorer, sign into PeopleSoft and follow these steps to

complete this procedure.

Step Action
1 | Select menu items in the following order:
Home > Administer Workforce > Administer Workforce (GBL) > Use > Contract Data
2 | A search page will appear. Enter the member's employee ID number or other search

criteria (see Employee ID Search Tips ), ensure the Correct History box is checked, and
click the Zearch Ihytton to select the member you want to display.

Home > Administer Workforce > Administer Workforce (GBL) > Use > Contract Data

Contract Data

Find an Existing Value

Search By | EmpliD s

EmpliD
Mlinclude History | 7] Correct History

| Search | Advanced Search

Add a New Value

@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. The search will select the member's uniformed employee

classification.

Continued on next page
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Begin Re-extension of Enlistment (P199), Continued

Procedure (continued)

Step Action

3 | The Contract Status/Content page will display. Click on the Contract Type/Clauses Tab.

/ Comract StatsiComtent ) Contract Tupe Cisises i Gontract Leave . Service Dates

Employes o
Emplayes Classification: Fegiar Employes Staws: Active
Contract Number: 1001 Begin Date: 07182000 Eugpcied End Dace: 1172004
Total Length of Extensisns This Enlistment [YMM): 004 Humber Of Extensions This Enlistment 1
View sl First (0 dor3 13 Lact
L Ceontract Ters i ill;l
Effective Dats: Manehs:
Contract Type:
Reason: Sehool Traring Reguirement - Mambar Signature Dats

Oither Route for Approwal |
=

4 | Check the Begin Extension/Re-Extension box.

5 | Click the 'Es=v<l hutton
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Extensions/Re-extensions -- Cancellations, Corrections,
Changes and Deletions

Cancellations

Changes and
Corrections

Approved
Transactions

Deletions /
Cancellations
before the
begin
extension/re-
extension is
approved.

To cancel an extension or re-extension, follow the procedures below for
"Deletions".

If a change needs to be done to a pending transaction, the user may make the
change at any time prior to Approval. If you have routed the transaction for
approval and need to make a change, insure you make the change prior to the
transaction being approved. There is no need to re-route for approval.

CGHRS Role User: If corrections need to be done to an approved
transaction, the CGHRS role user must go into correction mode, make the
necessary changes and Save. The approval status will be set to Pending and
the Approval Date to blank. You must now re-route for approval. You may
make changes and route for approval in one step.

CGHRSUP Role User: If corrections need to be done to an approved
transaction and the CGHRSUP role user wanted the correction transaction to
be processed immediately, they must go into correction mode, make the
necessary changes and Save. Since the approval status is still set to Approved,
the transaction will process immediately.

If they didn’t want the correction transaction to process immediately, they
would make the corrections, set the approval status to Pending, Save.

Anytime later, they could Approve and Save the transaction.

Deletions may be done to Pending and Approved Transactions except if the
begin extension/re-extension (P198/P199) have been approved and processed
already, the CGHRS and CGHRSUP role users do not have the ability to
delete the row or change the signature date. Only PPC role users have this
ability (see Cancellation of Previously Reported Agreement to VVoluntary
Extend/Re-extend Enlistment Transactions)

CGHRS and CGHRSUP role users may delete Pending Transactions at
any time.

Continued on next page
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Extensions/Re-extensions -- Cancellations, Corrections,
Changes and Deletions, Continued

Deletions /
Cancellations
(cont’d)

To delete an approved transaction, the HRS user will send an e-mail to the
CGHRSUP role user requesting that a deletion.

Since the transaction is already Approved, the CGHRSUP role user needs
only to press the Delete Button
And Save.

1. When deleting a row of data (a separation or extension contract for
example) be sure to click the save button before starting the new
transaction. If you delete a row and start a new transaction without
first saving the deletion action the system may not generate the
deletion for JUMPS or it may not let you save your new transaction.

Ensure the reason for cancellation is covered by CG Personnel Manual,
COMDTINST M1000.6 (series), Chapter 1-G and/or 1-H before deleting an
extension that has been signed by the member and accepted by the Coast
Guard or Coast Guard Reserve. If there is a signature date, and the extension
or re-extension transaction (P154 or P159) has not been approved yet, then
the HRS user can change the date or delete the extension/re-extension row.

If there is a signature date, and the extension or re-extension transaction
(P154 or P159) has been approved and processed, and the extension/re-
extension has NOT went into effect yet (P198 or P199 has not been
approved), then the CGHRSUP role user has the ability to delete the row if
needed and create a new one.

If there is a signature date and the P154 and P198 transaction have been
approved and processed already, the CGHRS and CGHRSUP role users do
not have the ability to delete the row or change the signature date. Only PPC
role users have this ability (follow the procedure on the next page to request
deletion).

The CGHRS and CGHRSUP role users do not have the ability to change the
effective (begin) date of the P198/P199.
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Cancellation of an Extension/Re-extension after the
Begin Service Transaction is Submitted

Introduction

Information
you need to
know about this
request

Procedure

This section provides the procedure for cancellation of an agreement to
voluntary extend/re-extend enlistment for an enlisted member AFTER the
Begin Extension of Enlistment (P198) or Begin Re-extension of Enlistment
(P199) is submitted.

If the Begin Extension/Re-extension transaction has not been submitted,
delete the Extension/Re-extension per the procedure described in the
Extensions/Re-extensions -- Cancellations, Corrections, Changes and
Deletions section on page 43 of this chapter.

Review the CG Personnel Manual, Chapter 1-G and/or 1-H prior to
submitting this request.

The effective date will be the day a voluntary extension or re-extension is
canceled. This should also be the date prior to the reenlistment transaction or
new extension/re-extension transaction (if the member is re-enlisting or
extending for a greater period of time).

SPOs will submit requests for cancellation of a previously reported
Agreement to VVoluntary Extend/Re-extend Enlistment to PPC Customer Care
for action.

The SPO will include the following information in the request:

1. Member's full identification (Rank/Rate, name and Employee 1D number.
The reason for request (e. g. Member has elected to reenlist, member
desires to extend for a greater period of time, etc.)

3. SPO point of contact (Rank/Rate, name, e-mail address and telephone
number.

Requests may be submitted to PPC Customer Care via e-mail or by
completing the online trouble ticket form.

Note: Requests must be submitted by the responsible SPO. Units and
members may not submit requests for cancellation of extensions/re-extensions
directly to PPC Customer Care.
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Retained Beyond Normal Expiration of Enlistment (P176)

Introduction

References

Information
you need to
know about this
transaction

JUMPS Effect

Corrections
and Deletions

This section provides the procedure for retaining a member on active duty
beyond their normal expiration of enlistment.

a. CG Personnel Manual, COMDTINST M1000.6 (series), Chap 12-B-11
b. Personnel and Pay Procedures Manual, PSCINST M1000.2A, Chap 3-C
c. CG Pay Manual, COMDTINST M7220.29, Chapter 2-L

Research the EXP-AD-TERM-DT (Expected Active Duty Termination Date)
on Segment 00 prior to completing this transaction. If the date shown is
incorrect, contact PSC (MAS) for guidance.

For regular active duty members this transaction will retain the member on
active duty. For members in confinement, pay and allowances will be
suspended.

For reserve members this transaction will extend the EXP-LOSS-DT
(Expected Loss Date) only. It may be necessary to submit a P191, P192, or
L68C transaction to report additional active duty authorized.

The involuntary retention transaction updates the following in JUMPS:
e  Segment 00 (expected active duty termination date for regular
active duty members and expected loss date for reserve members).
e  Segment 75 (Separation/Retention information)
e  Updates contract data information in PeopleSoft.

Corrections and Deletions may be made to this transaction. See the section
on corrections/deletions.

Continued on next page
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Retained Beyond Normal Expiration of Enlistment
(P176), Continued

Procedure Start Internet Explorer, sign into PeopleSoft and follow these steps to
complete this procedure.

Step Action

1 Select menu items in the following order:

Home > Administer Workforce > Administer Workforce (GBL) > Use > Contract
Data

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 i
member you wish to display.

=dputton to select the

@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. The search will select the member's uniformed employee
classification.

Contract Duta

3 The Contract Status/Content page will display. Click on the Type/Clauses tab.

Contract Mumbar; 0001 Begin Date: D2012002  Expected End Dads GAEIT

Agw Al 5
e Conract Term ==
Effective Date;  |09102004 il Months: i
Contract Type: ql
e I =] Member Signature Dats: By
. T =
oner | _Routs for gprovst | r
[Specity):
Hame [ " witary Grage:[ 4y
i | sae: [ g

Continued on next page
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Retained Beyond Normal Expiration of Enlistment
(P176), Continued

Procedure (continued)

Step | Action
4 Click the yellow plus button to add a new contract type. An error message “The

Contract Type is missing ...” appears. lgnore the message and click ok on the

message-— it is a PeopleSoft message.
oottt ogloree Y

': The Contract Type & missng &3 of 2004-09- 100, Pleass, wie 'Comecson’ mods in order o provice it {1000,821)

As a result of an automatic Contract Humber ceation from Job Daka, the: Conract Type has to be keyed in, This cannct be proceeded unless using
"Conecoon mode.
Fiou mught not be sble (o save your modificatons.

Complete as follows for Retentions

Field Entry

Effective | Automatically set when extension is selected as the contract type.
Date
(required
field)
Contract | Enter RET or click on the Contract Type lookup icon and select RET.
Type
(required
field)
Contract | Enter the number of months for the retention.
Term
Months
(required
field)

Continued on next page
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Retained Beyond Normal Expiration of Enlistment
(P176), Continued

Field Entry

Reason Select a reason for the retention.
(required
field)

Reason: I

Other Assigned to Station OUTCONUS
{Specify): Awaits Review Authority Action
Court Martial or Punishment
Crewmnember On Cutter at Sea
Data Conversion

Name: Medical Disability
Public Interest
City: War Or Other Nat Emergency

Retention Codes/Reasons

Beason Code Circumstances of Persennel Manual Betention Peried
u i -

I War or Natkonal 12-B-11c i mamths alter war or other mational
Emergency emergeney 18 expected o end

K Crewmember on Culler 12-EB-11d Dabe Cutter 15 expected to amve a
al sen an IMCONLUS port.

1 Statwoned ASHORE moa 12-B-11e 3 manihs.
Foreign Couniry

Lt Undergoang medical
treatment for service 2-B-111 & meomihs (see notes | and 2}
conmected mjary of
discisc

N Aowaitimg or undergomg 12-B-11h Date court-martial 15 expected to be
trial b court-martial acted upon by supervisony authonty

o Detention for pablic
mitercat, a3 member 15 12-B-11 3l days
MWiiness m procesding
*Perfomming {Tood.
RrTiCaTe, ermergency
duty.

P Awwaiting review by 12-B-11 [abe board action s expected bo be
adminisirative discharge acted upon by final reviewing
or reenlistiment board authoniy

Mote 1: Retention’s for medical reasons should be recorded for a period of 6 months This

will prevent unnecessary interruptions of pav and the need for additional PMI1S
transactions. However, the member shall be separated immediately upon resolubion
of the medical situation.

Motel: Retentions of members approved for retirement are very restrictive and require the
approval of Coast Guard Personnel Command. See articles 12.C.3, 12.C.9¢, and
12.C.11e of the CG Personnel Manual,

Note: If member is eligible to receive a 25% increase in basic pay (refer to the
CG Pay Manual, Chapter 2-L), contact PSC (MAS) to make the payment.

Continued on next page
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Retained Beyond Normal Expiration of Enlistment
(P176), Continued

Field Entry

Route for | A. Click the [ 1 button, and enter the Approvers Employee 1D or
Approval | ¢lick the Lookup @ button to locate Approvers Employee ID.
(regu I red Home > Administer Workforce = Administer Workforce (GBL) = Use > Contract Data
field)
EmpliD: Contract Number: 2
Effective Date-05/18/2004 Contract Type:
Date Approved: Approval Status: [Pending I3
Approver EmpliD: 111111 Q] MameFirst M
Ok | Cance
(Note: If you are the SPO Supervisor/PAO (CGHRSUP), you may change the
Approval Status to "Approved" at this time to approve the reenlistment contract.
It will transmit when saved. If you do not have the CGHRSUP role the Approval
Status block will be set to "Pending” and you will not be able to change it).
A. Click 9]
You will be returned to the Contract Data page.
Step Action
S | Click the 'B==v=), A link to the retention will be added to the CGHRSUP Role User's
worklist you entered in step 4 (Route for Approval). If you are the CGHRSUP Role
User and you selected "Approved" in step 4, the retention will be transmitted to JUMPS
on the effective date.

Continued on next page
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Retained Beyond Normal Expiration of Enlistment
(P176), Continued

Approval The approver will need to do the following: Start Internet Explorer, sign into
Procedure PeopleSoft and follow these steps to complete this procedure.
Step Action

1 Select Worklist.

2 | Click on the applicable link (the member’s name that you want to approve).

3 | The Contract Type/Clauses page will appear. Click on the Approve button. If
you wish to approve the retention, change Approval Status to approve and hit
ok. If you wish to deny the extension, change Approval Status to deny and hit
ok. You will have to notify the CGHRS Role User (data entry technician) that
the transaction is denied. Denying the transaction will not place it on a worklist.

4 | On the Worklist, all new items will have the Mark Worked button. To remove
this item from your Worklist, Mouse Click on the button.

5 | The approval status drop down list is only available to CHGHRSUP role users.

Once the transaction is in an Approved Status and Saved, the transaction will be
written to the database and sent to JUMPS.

Reenlistments and Extensions V-51



Reenlistments and Extensions

Active Duty 6th or 10th Anniversary Query

Introduction This report allows the user to query the system to show members who are

within 90 days of their 6th or 10th year anniversary of active duty date.

Before you Set Internet Explorer to Allow Pop-ups from the Direct-Access site.
begin
Usage Per Art 3-C-11.2, CG Personnel Manual, COMDTINST M1000.6(series), an

Administrative Remarks, CG-3307, entry is required for personnel within 3
months prior to their 6 or 10 year active duty anniversary date. These
members may reenlist before their 6th or 10th anniversary (regardless of their
expiration of enlistment date) in order to be eligible for a Zone "A" or "B"
Selective Reenlistment Bonus. Run this report at least monthly to identify
members in your area of responsibility who need to be counseled on Selective
Reenlistment Bonus eligibility.

Procedure Start Internet Explorer, sign into PeopleSoft 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 > People Tools > Query Manager > Use > Query Manager
e You will be brought to a query search page, which defaults to: Search By:
Name Begins With (And a third blank box to enter the name of the
query.) The first two defaults are fine to find this report. Use the third box
to enter the query name: CG_SRB_REPORT
o After entering the name of the query, click the yellow Search button; i.e.,
hitting Enter will NOT return the query, but rather a message indicating you
must click the Search button.
After you click Search, you will see the report show up under Search Results.
e Click Run to begin running the report.
Continued on next page
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Active Duty 6th or 10th Anniversary Query, Continued

ProcedureProcedure (continued)

Step Action

Har iTools = Quer Manager = Lisg = Query Manager Fgw Windaw

Query Manager
Find an Existing Query

"Query Type:
Search by: |Name »| | begins with ¥ |CG_SRB User v
[Saarch
Search Results
Quary - - W First (4] 1 or1 [#] Last
CG_SRA_REFORT Anniversary Date Repart Public Rur
2 Enter the criteria for the query:

There are two blank fields waiting to be entered:
1. DEPT LEVEL and

2. Department

CG_SRB_REPORT - Anniversary Date Report

DEPT LEVEL: | |
Department: ﬂ

Wiew Results |

The DEPT LEVEL is a pick list. It contains 6 entries:

1. Human Resource Site - Okay to choose

2. Integrated Support Command - Okay to choose

3. Own Unit Only - Should NOT be chosen

4. SWE Testing Unit - Should NOT be chosen

5. Training Quota Mgmt Center - Should NOT be chosen
6. Unit Relationship - Should NOT be chosen

@You may choose EITHER Human Resource Site OR Integrated Support
Command, you may click the magnifying glass beside the Department window, to
"lookup” the Department ID number.

Once you do so, you will be taken to the Department Lookup page. There you may
enter the desired department or click on the yellow Lookup button and pick their
department from the list provided. Either way, you must click on the desired
department before they are returned to the CG_SRB_REPORT - Anniversary Date
Report page.

Continued on next page
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Active Duty 6th or 10th Anniversary Query, Continued

ProcedureProcedure (continued)

Step Action
3 Click the yellow View Results button. The query results will appear directly below
this button.
DEPT LEVEL: |{KIHERIR £~
Depatment: 000450 |
Yiew Results |
Download results in - Excel SpreadSheet CSY Text File (1 kb)
1-4ofe
[T © | copiRcas | Name | Dopi) | EmpiCiass | AaBaseDi | ExpADTd
|1 12345678 o Doe. Jane C 006520 |Regular 110111993 09/20/2006
!2 | 12345679 0 Smith, John Q. 006520 Regular 11/01/1988 09/30/20086
|3_| 12345668 |0 Rubble. Bamey J. 000450  |SELRES 1111311990 01/14/2004
Izi [1235555 0 IFIintstDne. Fred 000450 SELRES 111311980 01412004
4 The query results will display. Use the Download results in: Excel SpreadSheet
CSV Text File links to save a copy 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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Printing DD-4/Agreement to Extend/Reenlist

Introduction This section provides procedures for using PeopleSoft to create an agree to
extend, agree to re-extend, begin extension, begin re-extension, enter
involuntary retention, cancel an extension/re-extension, or enter a
reenlistment transaction.

Forms: The Agreement to Extend Enlistment (CG-3301B) and the Discharge and
Reenlistment Contract (DD 4) forms can be printed by following the
procedures below.

A new version of DD Form 4/1 (October 2007) has been released by the
DoD. The October 2002 version, which is generated by Direct-Access,
remains valid for Coast Guard and Coast Guard Reserve reenlistments. The
October 2007 version of the form will be added to Direct-Access in a future
software update.

Note: You can only contracts that were created in PeopleSoft on or after
28 September 2004. Contracts created in SDA 11 cannot be printed from

PeopleSoft.
Accession You cannot print a contract for an accession. It is assumed that the new
Contracts member would be arriving from the recruiting office with a contract already

signed. There is no need to print the contract from the system. However, in
the case of a rehire, you may need to produce a contract for the member and
enlisting officer to sign. For this reason a PDF version of the form is available
- http://lwww.dtic.mil/whs/directives/infomgt/forms/eforms/dd0004.pdf.

Continued on next page
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Printing DD-4/Agreement to Extend/Reenlist, Continued

Procedure Follow these steps to generate a printable contract:
Step Action
1 |Select menu items in the following order:
Home > Administer Workforce > Administer Workforce (GBL) >Report > DD-
4/Agreement to Extend/Reext .
2 |The Run Control ID Entry Page will appear.
If you have used this process before, enter your initials in the Run Control 1D
block and click the ! button.
Cg Run Cgd170
Find an Existing Value
FL.nL',gnIIUIIDI <-Initials
M Bcteanced Search
TR
« If this is the first time you have used this process, click the Add a New
Value link.
Ca fun et 1. Enter your initials in the Run
Add a New Value Control 1D block.
e el 2. Click the button.
Continued on next page
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Printing DD-4/Agreement to Extend/Reenlist, Continued

Procedure (continued)

Step Action
3 |The DD-4/Agreement to Extend/Reext run page will appear.
Home > Administer Workdorce > Administer Workforce (GBL) > Repodi > DD-4/Agreement to Extend/Reext
Run Control ID: 13 BepordManager Erecess honilor M
EmpliD: 20008957 EE Flintsonte Fred YWilkam
T ——
Enlist | Reenlist I Extend | Rextend | Update List |
Select Contract
Select Contract#:  Effdu Contract Type:
| 0001

A. Enter the Employee ID Number in the EmplilD field.

When choosing a member from the search results, please be sure you
are choosing the person you actually want to view data on. Verify the
employee ID or national ID before making any proceeding. The search will
select the member's uniformed employee classification.

B. Click the Enlist/Reenlist button to get a listing of Enlistment/Reenlistment
Contracts or click the Extend/Re-extend button to get a list of
Extension/Re-Extension contracts for this member.

C. Click the Select box next to any contracts you want to print

Select Contract

Select Contract#  Effdt: Contract Type:
‘v 0001 07/01/2004 Initial Enlistment

D. Click the ___] button to begin processing.

Continued on next page
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Printing DD-4/Agreement to Extend/Reenlist, Continued

Procedure (continued)

Step Action
4 | The Process Scheduler Request page will display.
User I: RIETG04E Fun Control D FAE

Sorver Name: PELNA Tl RunDate: (09202001 )
Recuieice: Tl P Time: 12:13:58PMW
Time Zone: = Resel o Currend DateTime |

Select  Descriplion Process Name Process Type ‘Type “Farmat

F  co_a170 CO_4170 SOR Repart Em-] [for =] ER
In the Server Name field, click the drop-down menu and choose PSUNX. Change
the *Type field to "Email”. Set the *Format field to "PDF".
L

"Type ‘*Format

[Email =] [POF =] %

Note: You can also elect to pickup your report via a web page. Select "Web" in the
*Type option field. See Using Process Scheduler Web Option for details.

If you selected Email you can click on the Distribution icon k3 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 of the E-Mail Message j
Message Text:

iEnter any message text'r,rnu would like to add to the E-rmail. :j
Email With Log

Email Address List:

wour_email@yodr_email_address.mil :j

Insert additional email addresses in the Email Address List box. Separate entries
with a (;) e.g. "jjohnson@unit.uscg.mil;tsmith@unit.uscg.mil.

Continued on next page
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Printing DD-4/Agreement to Extend/Reenlist, Continued

Procedure (continued)

Step Action

@Warning: Do not use a non USCG.MIL/DHS.GOV address. Directing system-
generated emails to personal accounts hosted by internet service providers is
prohibited.

Click _°¥ | to continue. You will be returned to the Process Scheduler Request
page.
Click _°% | on the Process Scheduler Request page.

5 |The Run 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.
1=
Run Conirol ID:  RAE Reporl Manager Process Monitor [
Language: I Englizh 'i [ [Process Instance 11072 |
L The process instance i'is added
EE"HID: ||1|353|3r]5: 4l | The employee ID # is filled in]

If you selected "Email™ for the type, you may exit the application. The report
should arrive via e-mail within a few minutes.
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