
Career Sea Pay 

Overview 

  
Introduction This section provides the procedures for starting, restarting, stopping and 

deleting Career Sea Pay in Direct Access. 

  
Information 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. 

 
 

2 Enter the member's Empl ID number and click the Add button. 

 
 

  

 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. 

 
 

4 The Request Information section will populate with the department's 
description and sea pay level. 

 
 
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. 

 
 

6 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 31st 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. 

  
 

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

   
 

 

 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. 

 
 

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

 
  

 

 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. 

 
 

6 Enter the Empl ID and click 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.  

  
  

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

 
 

9 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. 

 
 

  

 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. 

 
 

3 Enter the member’s Empl ID 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. 

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

  
  

 

 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. 

 
 

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

 
 

  
 

 

 

 

 

 

 

 

 



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. 

 
 

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

  
 

 

 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. 

 
 

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

 
  

 

 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. 

 
 

6 Enter the Empl ID and click Add. 

 
 

 

 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. 

 
  

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. 
 

 
 

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. 

 
 

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

 
 

  

 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. 

 
 

  

 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.  

 
 

5 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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