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Career Sea Pay

This section provides the procedures for starting, restarting, stopping and
deleting Career Sea Pay in Direct Access.

Career Sea Pay (CSP) now starts automatically upon PCS reporting to a
CSP eligible vessel, but must be manually started if reporting to a mobile
unit and the member normally deploys on a routine basis (duties not
administrative in nature).

SPO also stops/restarts for member TDY >30 days.
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Starting Career Sea Pay on TDY

Introduction This guide provides the procedures for Starting Career Sea Pay (CSP)
when a member performs TDY onboard an eligible vessel or mobile unit.

Procedures See below.

Step Action

1 Click the Requests tab at the top of the home page and select the Career Sea
Pay on TDY link.

My Page Self Senvice I Requests
Self Service Requests
Submit an Absence Reguest Wiew My Absence Reguests
Submit & Delegation Request Wiew My Requests {all types)
Submit & Drill Request
Payroll Requests =
Wiew My Requests Absence Request
Civilian Clothing Allowance Suppl Clothing Allowance
Officer Uniform Allowance Diving Duty Pay
Foreign Lanquage Pay Harardous Duty Pay
Family Separation Allowance Advance Pay
Advance Liguidation Schedule SDAaP
Meal Rate Cadet ICA
Hostile Fire Pay Combat Tax Exclusion
Career Sea Time Override Career Sea Pay Premium
Hardship Duty Pa Pay Corrections
Responsibility Pay Ovemde !Career Sea Pay on TDY’I
Approved Absence Comections Cadet COMBATS
PHS Installment Special Pay PHS Monthly Special Pay
Request Reports =
Absence Request Listing SPO Pending Transaction Repart

2 Enter the member's Empl 1D number and click the Add button.
Add Action Request

Add a New Value

Empl 1D: 5555555| ' =N
Empl Record:| /@,

Add

Continued on next page




Starting Career Sea Pay on TDY, Continued

Procedures,
continued
Step Action
3 The Action Request page will display. Follow the directions for the Request

Details. This Action Request is not required if the member is already
permanently assigned to a Career Sea Pay eligible unit (unless the TDY unit is

in theater). Click the Get Details button.
[Action Request

Submit Career Sea Pay on TDY
Blackbeard

This Action Request is used for recording career sea pay entitlement of a memiber:

+ Assigned TDY from an ashore unit to an afloat unit; or
+ Assigned TDY from an afloat unit fo another afloat unit that is in theatre. In this case, the Action Request will pay the member
Level 3 Career Sea Pay. (Members assigned TDY from an afloat unit to another afloat unit that is NOT in theatre do NOT need
this Action Request submitted because the member confinues o receive Career Sea Pay at the Level of the permanent unit.)
1. Enter a Begin Date.
2. Enter an End Date or leave blank.
3. Choose the TDY depariment from the dropdown.
4

Begin Date: 05/02/2016 [5)
End Date: !

TDY Department: 000045

Request Information
Description:

Sea Pay Level:

Comment:

| Submit| | Resubmit| | Withdraw- |

The Request Information section will populate with the department's

description and sea pay level.
Request Information

Description: CGC EAGLE
Sea Pay Level: DPT - Carser Sea Pay Lavel 2

Comment:

| Submit| [ Resubmit| [ Withdraw |

Note: A member temporarily assigned to a Career Sea Pay vessel or mobile unit
shall be paid Career Sea Pay at the Level 1 rate, unless the vessel is in theater
(then it will be paid at the Level 3 rate). The level displayed in the "Request
Information™ section is not the level actually paid the member while TDY.

Continued on next page




Starting Career Sea Pay on TDY, Continued

Procedures,
continued
Step Action
5 Enter supporting remarks in the Comment section. (Cite the authority for the

action "Received copy of TDY orders and travel claim for member TDY to CGC
XXXX for the dates above".) Click the Submit button.

Description: CGC EAGLE
Sea Pay Level: DPT - Carser Sea Pay Level 2

Comment: Received TDY orders and travel claim for member TDY to CGC EAGLE to begin on 05/08/2016]

ISubmitI | Resubmit| | Withdraw. |

The transaction will be routed to the SPO tree for approval.




Restarting Career Sea Pay after TDY

Introduction

This guide provides the procedures for restarting Career Sea Pay after

TDY for a member. For example, a member was on a Sea Pay eligible
vessel and went TDY from 5/3/15-8/31/15. The SPO shut down the Career
Sea Pay on 6/2/15 (his 31% day away from the vessel). The member
returned to the ship on 9/1/15, so the Career Sea Pay must be restarted.
The SPO must review the member’s Sea Time Balances first, make the
changes in the Career Sea Time Override and get the transaction approved.
Once approved, Career Sea Pay should automatically restart.

Procedures See below.
Step Action
1 Before starting Career Sea Pay, first look at the member’s Sea Time Balances.

Click the Sea Time Balances link from the Active & Reserve Pay Shortcuts.

Active & Reserve Pay Shortcuts
Direct Deposit

“oluntary Deductions

Maintain Tax Data USA

Dependent Information

ACIP
MGIE Enrclliments

“iew Payslips (ADIRSY)
Pay Calendar Results

Proxy - Submit Absence Request

|

SGLI+ FSGLI

Housing Allowance
Cost of Living Allowance

BAH Depndnt/EmrgneyCata Emplid

ISea Time Balanc esl

MNet Distribution

\iew Member W-2s

Enter the Empl ID, check Include History and click Search.

Adjust Sea Time

.I .I, I-n. -.i, |'

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

Maximum number of rows to refurn (up to 300): |300

Empl ID: [begins with |f5555555 |
Empl Record: = v |
Name: begins with v ||
Last Name: begins with ||

Second Last Name: begins with w||

Alternate Character Name:| beging with |

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

Include History [ correct History [ case Sensitive

Search Clear |Basic Search @3' Save Search Criteria

Continued on next page



Restarting Career Sea Pay after TDY, Continued

Procedures,
continued
Step Action
3 Notice the date when the sea time was last calculated. Then look at the Sea Time

Stop Transactions for the description of why the sea pay isn’t running. The
Begin Date from the Sea Time Stop Transaction must be used in the next step.

Adjust Sea Time
Blackbeard EMP ID: 5555555 Empl Record: 0
Career Sea Time Find | View Al Fi=t - 1 0710 I Last
‘Years Months Days
I Last Calculated: 05f15r2015| Sea Time For Pay: 3 1] 4
Comment:
Last Updated: 1111111 06M0M5 12:59PM
Sea Time Stop Transactions Customize | Find | BV | 3 Firet £ 42072 I st
Begin Date End Date Delete Description Approved Operator ID Approval  Last Datetime Approval
©On 2015-06-04, 2222222 approved an order (Transaction 1D =
1ID5’02"2D15 ><I3 B 01 2258130) causing inis Sea Neutra Rows 1o be created. ¥ SIRFDRAKE 12115 S40AM
2 |12FO1#’2|J1-‘-1— [ |DZ|’0312015 5 [0 ©On2015-02-12, 3333333 approved this Sea Time Neulral transaction. Y SIRFDRAKE 1211115 5.49AM
[5) save | [ch Retum toSearch | |7 Moty 7] Update/Displsy | | - Incluge History | |37 Comest History

Now that the Begin Date has been identified, select the Requests link at the top
left of the screen.

[ My Page Self Service | Requests
»
Adjust Sea Time
Blackbeard EMP ID: 5555555 Empl Record:
Career Sea Time Find | View Al First 1 1 of10 ¥ Last
Years Months Days
Last Calculated: D6/15/2015 Sea Time For Pay: 8 0 4
Comment: Sea Time Accrual of 3 days. Processed on 2015-06-10-12.55_ 45 000000.
Last Updated: 1111111 D&MD 5 12:59PM

Continued on next page



Restarting Career Sea Pay after TDY, Continued

Procedures,
continued
Step Action
5 Click the Career Sea Time Override link from the Payroll Requests pagelet.

Payroll Requests =

Wiew My Reguests
Civilian Clothing Allowance

Officer Uniform Allowance

Foreign Language Pay

Family Separation Allowance

Advance Liquidation Schedule

sl Rate

Hostile Fire Pay

II Career Sea Time O\rerride!
Hardszhip Duty Pa

Responsibility Pay Override

Approved Absence Comrections

Absence Reguest

Suppl Clothing Allowance
Diving Duty Pay
Hazardous Duty Pay

Advance Pay
SDAP

Cadst ICA
Combat Tax Exclusion

Career Sea Pay Premium

Pay Comections
Career Sea Pay on TDY

Cadet COMRATS

Enter the Empl ID and click Add.
Add Action Request

Add a New Value

EmplID:  [E555555 x|,

Empl Record:| 0@,

Add

Continued on next page



Restarting Career Sea Pay after TDY, Continued

Procedures,
continued
Step Action
7 Enter the Begin Date from the Sea Time Neutral Transaction. The End Date

should be the last day the member was ineligible for Career Sea Pay (day before
returning to the ship). Then click Get Details.

Action Request
Submit Career Sea Time QOverride
Blackbeard

Requesting Career Sea Time Override

+ For the Beqin Date, enter the date the member is no longer eligible for Sea Fay.
« For the End Date, enter the last date the member iz no longer eligible for Sea Pay
+ Press Submit.

Request Details
Begin Date: 06/02/2015 |5

End Date: 08/31/2015 |

w

Get Details

Clicking Get Details auto-populates the Request Information section. Add any
comments, then click Submit.

Request Information

Sea Time Years: 7 Neutral Time: 06/02/2015
Sea Time Months: 11
Sea Time Days: 19
Current Unit: 000454 - CGC DAUNTLESS
Sea Pay Level: SPL2

Level Description: DPT - Carser Sea Pay Level 2

Comment:

| Resubmit| [ Withdraw. |

Once submitted, the transaction will be routed to the SPO/PAO for approval.
Once approved, submit a trouble ticket to PPC for review of Career Sea Time
Balances and Career Sea Time Pay.




Stopping Career Sea Pay

Introduction This guide provides the procedures for stopping Career Sea Pay in Direct
Access. SPOs should manually stop Career Sea Pay upon the member’s
departure from the unit on terminal leave (with no intention to return) or
when a member departs a vessel (TDY, leave, etc) for longer than 30 days.

Procedures See below.

Step Action

1 From the DA Home page, click on the Requests link.

United States Coast Guard
U5, Coparimers of Hommalans Seaunty

Continued on next page




Stopping Career Sea Pay, Continued

Procedures,
continued
Step Action
2 From the Requests tab, click on the Career Sea Time Override link.

| MyPage Self Service

Requests ]

Self Service Requests
Submit an Absence Reguest

Submit & Delegation Request

Submit & Drill Reguest

Wiew My Absence Reguesiz

Wiew My Reguests (all types)

=

Payroll Requests
View My Requests
Civilian Clothing Allowance

Officer Uniform Allowance

Foreign Language Pay

Family Separation Allowance

Advance Liguidation Schedule

Meal Rate

Hostile Fire Pay

|C‘.areer Sea Time Gverrid&!

Pay Comections
Rezponsibility Pay on TDY

Absence Reguest

Suppl Clothing Allowance
Diving Duty Pay
Hazardous Duty Pay

Advance Pay
SDAP

Cadst ICA
Combat Tax Exclusion

Career Sea Pay Premium

Career Sea Pay on TDY

Cadet COMRATS

Request Reports
Absence Reguest Listing

=

Add Action Request

Al

Empl 1D:
Empl Record:

1234567
0@,

Add

Enter the member’s Empl 1D and then click Add.

Continued on next page




Stopping Career Sea Pay, Continued

Procedures,
continued
Step Action
4 For the Begin Date, enter the date the member is no longer eligible for Sea Pay

(day after they depart the vessel).
For Separating members, only enter the Begin Date, no End Date is needed.

For the End Date, enter the last date the member is no longer eligible for Sea Pay
(day before they return to the vessel). Then click Get Details.

Example 1: Member is Separating on 11/25/14.
Action Request

Submit Career Sea Time Override
Elvis Presley

Requesting Career Sea Time Overtide

« For the Begin Date, enter the date the member is no longer eligible for Sea Pay.
» For the End Date, enter the last date the member is no longer ligible for Sea Pay.
* Press Submit.

Begin Date: 11/25/2014 [
End Date: E‘j
Get Details

Example 2: Member is going TDY from 11/25/14 through 02/01/2015. Career
Sea Pay is shut down on the 31% day away from the vessel.

Action Request

Submit Career Sea Time QOverride
Elvis Presley

Requesting Career Sea Time Override

« For the Begin Date, enter the date the member is no longer eligible for Sea Pay.
« For the End Date, enter the last date the member is no longer eligible for Sea Pay.
* Press Submit.

Begin Date:
End Date:

Get Details

Continued on next page



Stopping Career Sea Pay, Continued

Procedures,
continued

Step Action

5 The Get Details button will populate the Request Information portion. Add any
comments and then click Submit.

Sea Time Years: 3 Neutral Time:
Sea Time Months: 7
Sea Time Days: 29
Current Unit: D00B00 - CGC ANTHONY PETIT
Sea Pay Level: SPL1

Level Description: DPT - Career Sea Pay Level 1

Comment:

Resubmit | [ Withdraw.

6 Once submitted, this will display. The transaction will be routed to the SPO tree
for approval.

— Request Status:Pending

Pending

Multiple Approvers
CGHRSUP for User's SPO




Starting Retroactive Career Sea Pay

Introduction

This guide provides the procedures for starting retroactive Career Sea Pay
for a member in Direct Access. For example, a member transferred to a
Career Sea Pay unit on 9/1/2015 and the Sea Pay was never started. The
SPO must review the member’s Sea Time Balances first, make the
changes in the Career Sea Time Override and get the transaction approved.
Once approved, PPC can manually credit the member for the retroactive
period.

Note: Career Sea Pay should automatically start when a member reports to

a Career Sea Pay eligible unit. This guide should only be used if the Sea
Pay was not started.

Procedures See below.
Step Action
1 Before starting Career Sea Pay, first look at the member’s Sea Time Balances.

Click the Sea Time Balances link from the Active & Reserve Pay Shortcuts.

Active & Reserve Pay Shortcuts =

Direct Deposit Proxy - Submit Absence Reguest
Woluntary Deductions SGLI+ FSGL

Maintain Tax Data USA Housing Allowance

Dependent Information Cost of Living Allowance

ACIP BAH Depndnt/EmrgneyCata Emplid
MGEIE Enrollments ISea Time Elalan-::esl

Wiew Payslips (ADMRSY) Met Distribution

Pay Calendar Results Wiew Member W-2s

Enter the Empl ID, check Include History and click Search.

Include History [ correct History [Jcase sensitive
Search Clear |Basic Search @',3 Save Search Criteria

Adjust Sea Time

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

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

Empl ID: [begins with ~ 5555555 |
Empl Record: = v

Name: begins with ||

Last Name: begins with ~||

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

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

Continued on next page



Starting Retroactive Career Sea Pay, Continued

Procedures,
continued
Step Action
3 Notice the date when the sea time was last calculated. Then look at the Sea Time

Stop Transactions for the description of why the sea pay isn’t running. The

Begin Date from the Sea Time Stop Transaction must be used in the next step.

Blackbeard EMP ID: 5555555 Empl Record: 0
Career Sea Time Find | view Al First - 1 0f10 I Last
Years Months Days
I Last Calculated:  06/15/2015 I Sea Time For Pay: B 0 4
Comment:
Last Updated: 1111111 06/10/15 12:59FPM
Sea Time Stop Transactions Customize | Find | B | # First £ 42072 1 Last
Begin Date End Date Delete Description Approved Operator ID Approval  Last Datetime Approval
On 2015-06-04,2222222 approved an order (Transaction 1D =
WIPS’OZ’ZD”’ x IZ“]I BJ 1 3358139) causing ihis Sea Neutral Rows fo be created ¥ SIRFDRAKE 120015 49AM
2[12012014 |5 [020082015 [ [] ©On2015-02-12, 3333333 approved this Sea Time Neutral fransaction. Y SIRFDRAKE 12111115 5:49AM
[5] Save @ Retumto Search | |7 Notify 7| Update/Display | | b7 Inchude History [ 7 Gorrect History |

Now that the Begin Date has been identified, select the Requests link at the top
left of the screen.

[ My Page Self Service I R@uestsl
»
Adjust Sea Time
Blackbeard EMP ID: 5555555 Empl Record:
Career Sea Time Find | View Al First 1 1 of10 ¥ Last
Years Months Days
Last Calculated: D6/15/2015 Sea Time For Pay: 8 0 4
Comment: Sea Time Accrual of 3 days. Processed on 2015-06-10-12.55.45.000000.
Last Updated: 1111111 D&MD 5 12:59PM

Continued on next page



Starting Retroactive Career Sea Pay, Continued

Procedures,
continued
Step Action
5 Click the Career Sea Time Override link from the Payroll Requests pagelet.

Payroll Requests =

Wiew My Reguests

Civilian Clothing Allowance

Officer Uniform Allowance

Foreign Language Pay

Family Separation Allowance

Advance Liquidation Schedule

Mesl Rate

Hostile Fire Pay

II Career Sea Time O\rerride!

Hardship Duly Pa

Responsibility Pay Override

Approved Absence Comrections

Absence Reguest

Suppl Clothing Allowance
Diving Duty Pay
Hazardous Duty Pay

Advance Pay
SDAP

Cadst ICA
Combat Tax Exclusion

Career Sea Pay Premium

Pay Comections
Career Sea Pay on TDY

Cadet COMRATS

Enter the Empl ID and click Add.

Add a New Value

Add Action Request

Empl 1D
Empl Record: N

Add

L |O.

Continued on next page



Starting Retroactive Career Sea Pay, Continued

Procedures,
continued
Step Action
7 Enter the Begin Date (from the Sea Time Neutral Transaction) and enter that

same date for the End Date. Then click Get Details.
Action Request
Submit Career Sea Time Override

Blackbeard
Requesting Career Sea Time Override

« For the Begin Date, enter the date the member is no longer eligible for Sea Pay.
* For the End Date, enter the last date the member is no longer eligible for Sea Pay |
* Press Submit.

End Date: 08/31/2015 {31
Get Details
8 Clicking Get Details auto-populates the Request Information section. Enter
very specific comments, such as: Member transferred to a CSP-eligible unit on
9/1/2015, but CSP was never started. Please credit member for sea time and
make the retro payments or Member returned from TDY and SPO never input
the CSP before the member departed PCS. Any information provided will assist
PPC. Now click Submit.
Sea Time Years: 7 Neutral Time: 06/02/2015 -
Sea Time Months: 11
Sea Time Days: 19
Current Unit: 000454 - CGC DAUNTLESS
Sea Pay Level: SPL2
Level Description: DPT - Career Sea Pay Level 2
Comment: Member transferred to a CEP-eligible unit on %/1/2013, but CSP was never started.
Please credit member for sea time and make the retro payments.
. Submit ] | Resubmit| | Withdraw
9 Once submitted, the transaction will be routed to the SPO/PAO for approval.

Once approved, submit a trouble ticket to PPC to manually credit CSP for the
retroactive period.




Deleting Career Sea Pay Neutral Time

Introduction

This guide provides the procedures for deleting a row of Career Sea Pay
Neutral Time in Direct Access. This guide should be used when incorrect
dates were entered for Neutral Time as well as erroneous Neutral Time
submissions.

NOTE: Any time a row of Neutral Time is deleted, a trouble ticket
MUST be submitted to PPC so they can verify the Career Sea Time
Balances have updated correctly.

Procedures See below.
Step Action
1 Select Sea Time Balances from the Active & Reserve Pay Shortcuts pagelet.

Active & Reserve Pay Shoricuts =

Direct Depaosit Proxy - Submit Absence Reqguest
“oluntary Deductions SGLI+ FSGLI

Maintzin Tax Data USA Housing Allowance

Dependent Information Cost of Living Allowance

ACIP BAH Depndnt/EmrgneyCata Emplid
MGIE Enrcliments I Sea Time Balances I

Wiew Payslips (ADVRSY) Met Distribution

Pay Calendar Results Wiew Member W-2s

Enter the member’s Empl ID, check the Include History and Correct History
boxes and hit Search.

i
1

Adjust Sea Time
Enter any information you have and click Search. Leave fields blank for a list of all values.
Cxisting Value

Maximum number of rows to return {up to 300): |300

Empl ID: [begins with W |[1234567 ]
Empl Record: = Wt

Name: begins with ||

Last Name: begins with ||

Second Last Name: begins with ||

Alternate Character Name: | begins with ™ |

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

Include History Correct History [Icase Sensitive

Clear |Basic Search [g Save Search Criteria

Continued on next page



Deleting Career Sea Pay Neutral Time, Continued

Procedures,
continued

Step Action

3 The member’s Adjust Sea Time page will display. Locate the incorrect/erroneous
Neutral Time row and check the Delete box, then click Save. This will route the

transaction to the SPO tree for approval.

Popeye T Sailor EMP ID: 1234567 Empl Record: 0
Career Sea Time Find | View Al First - 10f21 I Last
Years Months Days
Last Calculated: 12312015 Sea Time For Pay: 2 T 20
Comment: Sea Time Accrual of 2 days. Processed on 2015-12-16-16.10.34.000000.
Last Updated: 2222222

121615 4:10PM

Sea Time Stop Transactions

Customize | Find | B | # Fist £ 12082 0 (ast

Begin Date End Date Delete
1|06/20/2015 Eﬂ 06/21/2015 Eﬂ [w]
2 |05M6/2015 Eﬂ 0612015 Eﬂ [

[l save | [GhRetumioSearch | Notfy | 7|UpdsteiDisplsy | . IncludeHistory [ 7 Comect History |

Continued on next page



Deleting Career Sea Pay Neutral Time, Continued

Procedures,
continued
Step Action
4 If the row was deleted due to incorrect dates, the deletion MUST be approved

before the correct row can be added. Submit the correct row of Neutral Time via
the Career Sea Time Override link from the Payroll Requests section of the
Requests tab.

Il'mr Page Self Senvice | Requests

Self Service Requests

Submit an Absence Reguest View My Absence Requests

Submit & Delegation Request View My Reguesiz {all types)

Submit & Drill Reguest

Payroll Requests =
Wiew My Reguests Absence Request
Civilian Clothing Allowance Suppl Clothing Allowance
Officer Uniform Allowance Divirng Duty Pa
Foreign Language Pay Hazardous Duty Pay
Family Separation Allowance Advance Pay
Advance Liguidation Schedule SDAP
Meal Rate Cadet ICA
Hostile Fire Pay Combat Tax Exclusion

II Career Sea Time O\rerridel Career S5ea Pay Premium

Hardship Duty Pa Pay Comections
Responsibility Pay Overmride Carser Sea Pay on TOY
Approved Absence Corections Cadet COMBRATS
PHS Installment Special Pay PHS Monthly Special Pay

Request Reports =
Absence Reguest Listing SPO Pending Transaction Report

Any time a row of Neutral Time is deleted, a trouble ticket MUST be
submitted to PPC so they can verify the Career Sea Time Balances have
updated correctly.
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