PPC SPO Manual

Part I, Pay Entitlements

Overview
In this Part
Topic See Chapter

Allotments 11-1
Payment Option Elections 11-2
Pay Entitlement Basic Navigation Guide 11-3
Advances 11-4
Subsistence Allowance I1-5
Bonuses 11-6
Career Sea Pay / Time 11-7
Clothing and Uniform Allowances 11-8
Cost of Living Allowance (COLA) 11-9
Housing Allowances I1-10
Special and Incentive Pays II-11
Temporary Duty Entitlements I1-12
Tax Withholding 11-13
JUMPS Action Generator (JAG) Inquiry 11-14
View Members Paycheck II-15







PPC SPO Manual
Part I, Pay Entitlements

Chapter 1, Allotments

Overview
Introduction This section provides procedures for starting, changing and stopping
allotments from military pay.
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Pay Entitlements

Cutoff Dates

Schedule Changes, starts and stops to Allotment are processed according to the
schedule posted in the Direct Access online help at

http://www.uscg.mil/ppc/ps/all otments/overview.htm

Breakdown Funds will be deducted from mid-month pay if the transaction to stop the
allotment is not input on or prior to the date shown in the Last Date to Start
Allotment column. However, the system will refund the amount withheld
from the mid-month pay on the end-month payday.

Examples 1. If you enter 04/30/2013 for the stop date, the allotment will be deducted
from your (or the member's if not using self-service) pay on 15 April (mid
month payday) and 1 May (end month payday) and the funds will be
transferred on 1 May.

2. If you do not want the alotment to be paid on 1 May 2013 you must enter
03/31/2013 in the Stop Date field. The allotment will be paid on 1 April
(using funds deducted from your (or the member's - for SPO users) mid-
month and end-month March paydays. If the transaction isinput after
cutoff for the mid-month April payday but on or before the cutoff for the
end-month April payday, 50% of the allotment will be deducted on 15
April 2013, and amount will be refunded on the 1 May 2013 pay day.

1-1-2 CH-2 Allotments


http://www.uscg.mil/ppc/ps/allotments/overview.htm�

Pay Entitlements

Allotment Rules

I ntroduction

References

Self-Service
Allotment
Changes

This section provides references for allotment policies and lists the types of
allotments that can be managed by a member using Direct Access self-
service.

(a) Coast Guard Pay Manual, COMDTINST 7220.29 (Series), Chap 7.
(b) Personnel and Pay Procedures Manual, PPCINST M 1000.2 (Series), Chap
8-A.

A member is able to start, change, and stop the following allotmentsin Direct
Access self-service:

e Association Dues

e Commercia Insurance

e Loan

e Navy Mutua Aid Insurance

e Other Allotment

e Private Venture Housing

¢ Repay home loans/ mortgages
e Savings

e Support of Dependents

e Treasury Direct Savings Bonds

Continued on next page
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Pay Entitlements

Allotment Rules, continued

Non Self- Members cannot administer the following types of allotments using Direct
Service Access self-service.
Allotments
Purposeand Type | Allotment Required Carryinto Notes
Codeof Allotment | Limitation Period? Retirement?
CFC One Yes No It will stop every December. Allotments
C (Nondiscretionary) for CFC donations are entered by the
member's SPO. A CFC pledge card may
be submitted to start allotments for
contributions to CFC.
MGIB Education* One Yes No Refer to Section 7.C, CG PAYMAN. If
F (Nondiscretionary) not entered in the Allotment system at
time of accession, contact PPC for
assistance.
Additional MGIB* One Yes No Increments of $20. Total contribution not
K (Nondiscretionary) to exceed $600
Must provide a stop date. Forward
Allotment Worksheet to SPO to start
allotments.
Mutual Assist/Morale None Yes Yes Mutual Assistance Loan repayment
Armed Forces Relief None Yes No Officials using the CGMA computer
L (Nondiscretionary) system.
CGMA Contribution One No Yes Allotments for CGMA contributions are
C (Nondiscretionary) entered by the member's Servicing
Personnel Office. A CGMA pledge card
may be submitted to start allotments for
contributionsto CGMA..
Indebtedness None Yes Yes Example: Defaulted VA loans. Contact

T (Nondiscretionary)

PPC (MAS) for assistance.

(*) MGIB Allotments are administered in the Direct Access I/PeopleSoft 8.0 environment. Refer
to the MGIB and MGIB Additional Amount allotment instructions at the end of this chapter.
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Starting a New Allotment

Introduction This section provides procedure for starting a new allotment.

Note: MGIB Allotments are administered in the Direct Access |/PeopleSoft
8.0 environment. Refer to the MGIB and MGIB Additiona Amount
allotment instructions at the end of this chapter.

Procedure Here are the steps to start a new allotment.
Step Action
1 Select the Allotments link from the home page menu under Tasks in the Servicing

Personnel Office Section.
Servicing Personnel Office

Email Address

Direct Deposit

Allotments

2 Enter the member’s employee ID number and click the Sear ch button.
Earning/Deduction Override
Enter any information you have and click Search. Leave fields blank for a list of all values
WMaximum number of rows to return (up to 300): 300
Search by: EmplID + begins with _
Search |Advanced Search
3 I . Add Deduction .
The Allotment Summary page will display. Click the link at the bottom
of the page to continue.
Example, member with existing allotments:
Voluntary Deductions _ _ , . | B
Eberment Amount Benin Daio End Date Becipiant it
Savings 100000000 DEMDEFZ011 Regions Bank ¥y
Commercial Insurante $140.990000 0BG172011 I'_':""'"p“l'"" Life Insurance | g
Comrmercial Insuranca F49. 870000 QEMOTFZ0T1 g Lime Line Insurancs Co ,'r
. Add Deduction .
Click the link

Continued on next page
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Starting a New Allotment, Continued

Procedur e (continued)

Step Action
3 Example, member has no allotments:
Scott EmplID 1C Empl Record 0
The payee's allotments are listed below:;
« To add an allotment, click the Add Deduction link.
» To edit an allotment, click the Edit icon beside the allotment you want to update.
¢ [Dependent Dental Plan and Federal Long Term Care Insurance Program (FLTCIP) allotments cannot be edited.
Add Deduction
[zF Return to Search [ Notify
. Add Deduction .
Clickthe = link
4 The Allotment Information page will display. Select the allotment type to start from the Element
Name drop-down list:
Element Hame: b
Association Dues
Combined Federal Campaign
Commercial Insurance
Loan
Mutual Assistance Donation
Mutual Assistance Loan
Mavy Mutual Aid Insurance
Other Allotment
Private Yenture Housing
Repay home loans, mortgages
Savings
Support of Dependents
Treasury Direct Savings Bonds
Continued on next page
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Starting a New Allotment, Continued

Procedur e (continued)

Step

Action

Complete the allotment details. The data entry screens vary based on the allotment type
selected.

e Amount: Thisfield isrequired for all allotment types. Enter amountsin dollars and
cents. Do not enter adollar sign.

Example: Ten dollars and fifty five centsis entered as 10.55. Upon saving, the amount
will change to 10.550000. Thisis the default PeopleSoft format for fields holding
monetary information.

e Begin Date: Thisfield isrequired for all allotment types and is automatically defaulted
to the earliest month the member may start the allotment. This date can be changed to a
future date. The Begin Date must always be the 1% day of the month.

e End Date: With the exception of CFC and CGMA |oan alotments, thisfield is not
required to be completed. However, it may be completed if the member wants the
allotment to automatically stop on aknown date. The End Date must always be the last
day of the month.

Refer to the examples and the notes below to complete the allotment data entry:

Example, Association Dues:

Element Name-: Association Dues ~  Type: ChiefPetty Officer Assoc |l|

Amount 2000000 Ancient Order of PTERODACTYL

CPOA Golden Gate Chapter

Begin Date: 11/01/2012 [5) Policy #: 5 CPOANE Florida Chapter
CWOA Golden Gate Chapter
End Date: e CWOA Southern California Chap

CWOA Washington DC Chapter

USCG Academy Alumni Associatio

Blanket Recipient: 00066 Chief Petty Officer Assn Uscg \Warrant Officer Assaciation
Account Name: CGCPO

Payment Method: EFT

Bank Routing #: 056007387 Bank Of America, N.A.

Account Nbr: 00980379

Account Type: Checking

Note: Payee information will auto-fill base on the Type selected from the list.

Continued on next page
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Starting a New Allotment, Continued

Procedur e (continued)

Step Action
5 Example, Combined Federal Campaign:
Element Name: Combined Federal Campaign - E Re_fer to the CFC — Blank_et E
T ; — : Recipient Crosswalk to obtain the =
. correct code for the Blanket 1
Begin Date: (0110112013 |[H) Policy #: Recipient field.
End Date: [12312013 |3 ! http://www.usca.millppc/dalcfc.pdf
Blanket Recipient: |00612 Cfc HEARTLAND (612)
Account Name: KSCFC
Payment Method: EFT
Bank Routing #: 101000695 Umb Bank,
Account Nbr: 9871715345
Account Type: Checking

Note: CFC alotment start dates are always 1 January and the end dates are always 31
December. .

Example, Commercial Insurance:

Fleamaiit Nasiie: Commercial Insurance -

Amount: i 150.000000

Begin Date: [1101/2012 5 Policy#  [123456789124
End Date: i El

Blanket Recipient: [00002 | AVIVALIFEANNUITY (002)

Account Name: AVIVA

Payment Method: EFT

Bank Routing #: 074000010 Jpmorgan Chase Bank, Mz

Account Nbr:
Account Type: Checking

Note: If the Blanket Recipient code is not used/available, complete the Bank Routing
Number, Account Number and Account Type fields.

Continued on next page
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Starting a New Allotment, Continued

Procedur e (continued)
Step Action
5 Example, Loan:
Element Name: Loan ~  Type: Commercial Loan -
Amount: [ 312230000
Begin Date: [110172012 |5 Policy #:

End Date: El

Blanket Recipient:

Account Name: [Member Name

Payment Method: EFT

Bank Routing #: 322271724 Citibank Fsb
Account Nbr: [s9004400

Account Type: Checking -

Note: If the Blanket Recipient code is not used/available, complete the Bank Routing
Number, Account Number and Account Type fields.

Example, Mutual Assistance Donation:

Element Hame: Mutual Assistance Donation -

Amount: 10.000000

Begin Date; 11401/2012 E?,]

End Date: ]

Blanket Recipient: 00400 Cg Mutual Assistance Campaign
Account Name: CGMUC

Payment Method: EFT

Bank Routing #: 054001204 Bank Of America, N.A.

Account Nbr:

Account Type: Checking

Continued on next page
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Starting a New Allotment, Continued

Procedur e (continued)

Step Action
5 Example, Mutual Assistance Loan:
Element Name: Mutual Assistance Loan -
Amount: | 100.000000
Begin Date: 11/0142012 IE:J Policy #: 55
End Date: 1013112013 |[3]
Blanket Recipient: 00193 Commandant (G-Zma)
Account Name: HOUSI
Payment Method: EFT
Bank Routing #: 054001204 Bank Of America, N.A.
Account Nbr: 00
Account Type: Checking
Example, Savings:
Element Hame: Savings b
Amount: | 11195.230000
Begin Date: 11/01/2012 |[5)
End Date: &
Who receives this deduction
Account Name: |Ira A Saver
Payment Method: EFT
Bank Routing #: 266086554 Citibank
Account Nbr: |3676300
Account Type: Savings -
Continued on next page
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Starting a New Allotment, Continued

Procedur e (continued)

Step Action
5 Example, Support of Dependents:
Element Name: -Suppol-'t_af-bepend&-t.s .
Amount: | 600.000000

Begin Date: 11101/2012 |[H]
End Date: £

Account Name: |r-.-1ira M. Spouse

Payment Method: EFT

Bank Routing #: 266086554 Citibank
Account Nbr: 199999993990

Account Type: Checking -

Example Treasury Direct:

Element Hame: -i—r-EESSU_W_Di-I'EI-:-'[ éa;in_gé Bonds -

Amount: | 50.000000

Begin Date: 11/01/2012 [H

End Date: Eﬂ

Who receives this deduction

Account Name: Savings Bond

Payment Method: EFT

Bank Routing #: 051736158 Bureau Of The Public Debt

Account Nbr: 123121234

Account Type: Savings

Continued on next page
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Starting a New Allotment, Continued

Procedur e (continued)

Step Action
5 Example, Navy Mutual Aid Insurance
Element Hame: Naﬁ MLITL;EIIAICI Insurance v
Amount: | 10.000000
Begin Date: 11/01/2012 ) Policy #: |1231231234

End Date: Eﬂ
Who receives this deduction

Blanket Recipient: ooooy Mavy Mutual Aid Assn

Account Name: MNAVMU

Payment Method: EFT

Bank Routing #: 051000017 Bank Of America, N.A.
Account Nbr: 435017310031

Account Type: Checking

Example, Other Allotment

Element Name: Other Allotment ¥ Type:[Storage Fees
Amount: | 312.230000

Begin Date: 114012012 Eﬂ Policy #: |

End Date: i

Who receives this deduction
Blanket Recipient:

Account Name: |U Store It Co.

Payment Method: EFT

Bank Routing #: 271974033 Citizens Financial Services Fsb
Account Nbr: |09876754321

Account Type: Checking -

Note: Since thistype of allotment requires data within the Typefield, enter the reason
for the alotment.

Continued on next page
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Starting a New Allotment, Continued

Procedur e (continued)

Step Action
5 Example, Private Venture Housing
Element Name: Private Venture Housing -
AhE 1195.230000 Policy #= Member SSN
Begin Date: 111012012 5] Policy #: 123-12-1234
End Date: i
Warning!
Blanket Recipient: oooo1 MAC HOUSING INTEGRATION (001 If this payee information
doesn’t match the
Account Name: MACBI information  from  the
Payment Method: EFT member  or housing
authority use the Repay
: home loans, mortgages
Bank Routing #: 083902109 Citizens Union Bank <=1 gjotment type. This will
] - D adlow you to specify the
Account Nbr: 0365809703 «¢ payee information.
Account Type: Checking
Note: The Policy # isthe member’s SSN.
Example, Repay home loans, mortgages (Also used for Private Venture Housing
allotments when the payeeisnot MAC Housing Integration):
Element Name: Repay home loans, mortgages -
Amount: 1‘1Q5.23EIDEIEI If using for Private
Venture Housing
_ = . Policy # = Member SSN
Beqgin Date: 11/01/2012 [ Policy #:
End Date: ]
Blanket Recipient:
Account Name: 'Happy |. Homeowner
Payment Method: EFT
Bank Routing #: 054001204 Bank Of America, BLA
Account Nbr: |A598B098E
Account Type: Checking -
Continued on next page
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Starting a New Allotment, Continued

Procedur e (continued)

Step Action

6 Click the Save Deduction button at the bottom of the page.

7 The allotment summary page will display. Verify the new allotment appears on the list
correctly. If you notice an error, click the Edit icon next to the new allotment, correct it
and save the deduction again.

[ L
Element Amount Beqgin Date End Date Recipient Edit
Mutual Assistance Donation $15.000000 11/01/2012 ot Assisncs g

Campaian
Savings $850.000000 08/D1/2012 IRA A SAVER &
Combined Federal Campaign $10.000000 01/01/2013 12/31/2013 Cfc HEARTLAND (612) &

JUMPS and Allotment transactions entered in DA 11 (9.1) will not appear in DA | (8.0).

DA | (8.0) JUMPS audit records will not appear in JAG Audit until the next update or

Effect compute cycle commences. Allotment start transactions appear in the JUMPS
Recents inquiry as L6DB Allotment Authorizations, and allotment
change/stop transactions appear in the JUMPS Recents inquiry as H800
Allotment Adjustment Transactions.
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Changing an Allotment

Introduction This section provides procedures for changing the Amount or End Date of an
allotment. Changes to routing numbers, account names, account numbers,
and account types are not alowed on existing alotments. If one of these need
to be changed, stop the allotment and restart it with the new information.

Note: MGIB Allotments are administered in the Direct Access |/PeopleSoft
8.0 environment. Refer to the MGIB and MGIB Additional Amount allotment
instructions at the end of this chapter.

Procedure Here are the steps to change the Amount or the End Date of an existing
allotment:

Step Action

1 Select the Allotments link from the home page menu under Tasks in the Servicing
Personnel Office Section.

Servicing Personnel Office =

Email Address Proxy - Submit Absence Reguest

Direct Deposit Accrue and Cadet Pay

Allotments

2 Enter the member’s employee ID number and click the Sear ch button.

Earning/Deduction Override

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

Maximum number of rows to return (up to 300): (300

Search by: EmplID - begins with _

Search | Advanced Search

3 The Allotment Summary page will display. Click the#_ (Edit Icon) at the right of the
alotment you want to edit.

Example, Allotment Summary page:

Violumtary Deductions |l

Eberment Amount Barggin Dt End Date Bacipingt [Exfil
Savings $100.000000 DEN01/2011 Regions Bank ¥

i T P
Commercal Insurance $140.990000 OD1I2011 I"_ 2""'"9""—" Life Insurance | g
commercial Insurance $49.870000 08012011 01d Ling Life Insurance Co &

Continued on next page
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Changing an Allotment, Continued

Procedur e (continued)

Step

Action

The details for the alotment will display. Update/change the allotment details as
desired.

Notes:

e Element Name. Thisisthe type of allotment (savings, loan, insurance, etc.). It cannot
be changed. Stop the allotment and start anew alotment if the element nameis
incorrect.

e Amount: Enter amountsin dollars and cents. Do not enter adollar sign. Example:
Ten dollars and fifty five centsis entered as 10.55. Upon saving, the amount will
change to 10.550000. Thisisthe default PeopleSoft format for fields holding
monetary information.

e Change thisdeduction on: The date the allotment started or the date the allotment
changed (whichever islater) is displayed in this field. Upon saving (after making
changes to other fields) the system will update the date in this field to the 1% of
current month or the 1st of the next month.

The month selected by the system depends on the current date:

If the current dateis then the default change month is
on or before the payroll processing cutoff | the current month

date for the current month's mid-month

payday

after the payroll processing cutoff date the next month
for the current month mid month payday

Continued on next page
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Changing an Allotment, Continued

Procedur e (continued)

Step Action

4 Y ou can enter afuture date in the Change this deduction on field, but the date entered
must be the 1st of the month. For instance, you change an allotment on 15 October
2013 but don’t want the new allotment amount deducted until the December pay
period; enter a Change this deduction on date of 12/01/2013. The new allotment
amount will be deducted from the member’s December pay and paid out on

1 January 2014.

e End Date: If an End Date is entered, it must be the last day of the month. For
instance, if you want the allotment to be deducted in October 2013 but not for
November 2013 pay period, enter 10/31/2013.

5 Click the Save Deduction button at the bottom of the page.

6 The allotment summary page will display. Verify the allotment change appears on the
list correctly. If you notice an error, click the Edit icon next to the allotment, correct it
and save the deduction again.

Element Amount Begin Date End Date Recipient Edit

Mutual Assistance Donation $15.000000 11/01/2012 Ca Mutual Assistance i
Campaian

Savings $850.000000 08/01/2012 IRA A SAVER &

Combined Federal Campaign $10.000000 01/01/2013 12/31/2013 CfcHEARTLAND (612) &

Note: The prior alotment information will no longer appear on the summary page.

JUMPSand Allotment transactions entered in DA 11 (9.1) will not appear in DA | (8.0).

DA (8.0) JUMPS audit records will not appear in JAG Audit until the next update or

Effect compute cycle commences. Allotment start transactions appear in the JUMPS
Recents inquiry as L6DB Allotment Authorizations, and allotment
change/stop transactions appear in the JUMPS Recents inquiry as H800
Allotment Adjustment Transactions.
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Stopping an Allotment

Introduction This section provides procedures for stopping an alotment.

Note: MGIB Allotments are administered in the Direct Access |/PeopleSoft
8.0 environment. Refer to the MGIB and MGIB Additional Amount allotment
instructions at the end of this chapter.

Procedure Here are the steps to stop an allotment.
Step | Action
1 Select the Allotments link from the home page menu under Tasks in the Servicing

Personnel Office Section.
Servicing Personnel Office =

Email Address Prozy - Submit Absence Reguest
Direct Deposit Accrue and Cadet Pay
Allotments

2 Enter the member’s employee ID number and click the Sear ch button.
Earning/Deduction Override
Enter any information you have and click Search. Leave fields blank for a list of all values
Waximum number of rows to return (up to 200); (300
Search by: EmplID ~ begins wih _
Search  |Advanced Search
3 The Allotment Summary page will display. Click the#_ (Edit Icon) at the right of the
allotment you want to stop.
Example, Allotment Summary page:
Voluntary Deductions o B o e T
Ebernent Amoant B Date End Date Bacipiant it
Savings $100.000000 0ED1/2011 Regions Bank ¥
Commercial Insurance $140.930000 DEG101 1 I":’:""'”P""a' Life Ingurance | g
Commercial Insurance F49.870000 G801F2011 0ld Ling Life Insurance Co &
Continued on next page
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Stopping an Allotment, Continued

Procedur e (continued)

Step | Action
4 The allotment detail page will display.
Element Name: Mutual Assistance Donation
Amount: 25.000000

Change this deduction on: |06/071/2008 E

End Date: Eﬂ

There are two ways to stop an allotment:

(1) You can enter an End Date in the End Date field and click the Save button at the
bottom of the page.

(2) If you want the allotment to stop immediately (i.e., the end of the prior month if not
yet past the current month’s end-month Compute cycle, or the end of the current
month if past the current month’ s end-month Compute cycle), as discussed on the
next page, you can simply click the Stop Deduction link at the bottom of the page.

If the allotment is stopped by completing the End Date field, enter an End Date of the
last day of the month the allotment deduction shall be made. Then click the Save
button. For instance, if the member wants the last allotment payment to be made on the
1 November 2012 payday, enter 10/31/2012 as the End Date.

Element Name: Mutual Assistance Donation
Amount: | 25.000000

Change this deduction on: |[06/01/2008 |[5

End Date: [10/31/2012 {31

Blanket Recipient: 00400 Cg Mutual Assistance Campaign
Account Hame: CGMUC

Payment Method: EFT

Bank Routing #: 054001204 Bank Of America,
Account Nbr: oooc

Account Type: Checking

Continued on next page
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Stopping an Allotment, Continued

Procedur e (continued)

Step | Action

5 Click the Save Deduction button at the bottom of the page.

6 The allotment summary page will display. Verify the allotment stop date appearsin the
end date column correctly. If you notice an error, click the Edit icon next to the
allotment, correct the end date and save the deduction again.

B

ml Amount Beqin Date End Date Recipient Edit
Savings $1000.000000 09/01/2012 1 &
Savings $50.000000 10/01/2012 ANAST g
Savings $50.000000 10/01/2012 SHEL &
Mutual Assistance Donation $25.000000 06/01/2008 ggﬂ;'g'i'sllfssmta”ce /

Note: The Edit Icon will not be available if the End Date has already passed.

The Stop The Stop Deduction button appears at the bottom of the allotment detail page
Deduction between the Save Deduction and Return to Summary buttons.
button
Account Type: Checking -
Save Deduction Stop Deduction Return to Summary

The Stop Deduction button serves two purposes:

(2) It can be used to “Delete / Undo” a pending allotment. For example,
if an allotment isinput with a Start Date of 12/01/2012, and then prior
to end-month December Compute, the member decides he/she does
not want the allotment to start, click the Stop Deduction button. The
Stop Deduction button will stop/swap the alotment effective
11/30/2012, and the allotment will be deleted from the Allotment
Summary page.

Continued on next page
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Stopping an Allotment, Continued

The Stop (2) It can be used to stop an existing alotment as soon as possible (i.e.,
Deduction the end of the prior month if not yet past the current month’s end-
button month Compute cycle, or the end of the current month if past the
(continued)

current month’s end-month Compute cycle). Example: If today’ s date
is 16 November 2012, and you click the Stop Deduction link, the End
Date will default to 31 October 2012. If today’ s date is 21 November
2012, the End Date will default to 30 November 2012. When the
Stop Deduction button is used on an existing allotment, the Allotment
Summary page will show the End Date that has been defaulted.

JUMPS and Allotment transactions entered in DA 11 (9.1) will not appear in DA | (8.0).

DA | (8.0) JUMPS audit records will not appear in JAG Audit until the next update or

Effect compute cycle commences. Allotment start transactions appear in the JUMPS
Recents inquiry as L6DB Allotment Authorizations, and allotment
change/stop transactions appear in the JUMPS Recents inquiry as H800
Allotment Adjustment Transactions.
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Montgomery GI Bill Allotments (Accession Points and PPC)

I ntroduction

Discussion

Coast Guard
Active Duty
College Fund

This section describes the process for Montgomery Gl Bill (MGIB)
enrollment or decline enrollment allotments.

MGIB enrollment allotments are reductions of basic pay, not allotments.
However, the Coast Guard has implemented the use of allotment-like
processes to record enrollments, basic pay reductions, and non-enrollmentsin
the program.

Allotments (Type “K”) are used for members who want to participate in the
Montgomery Gl Bill Increased Benefit Contribution Program. Do not confuse
these allotments with the MGIB-Kicker. Members may elect to contribute an
additional $600, beyond their initial $1200 pay reduction, to MGIB in order
to receive additional benefits. MGIB-Additional Amount allotments are input
by the member’s SPO. Follow the procedures in the Montgomery Gl Bill
Additional Amount (SPOs) section of this enclosure to input MGIB-
Additional Amount allotments.

The DA alotment panels are also used to record amember’s eligibility for the
Gl Bill Kicker -- also known asthe Coast Guard Active Duty College
Fund —it is offered by the Coast Guard in order to attract qualified personnel
to critical ratings. The College Fund is an additional amount of money that
increases an individual's basic monthly benefit and isincluded in his or her
monthly GI Bill payment from the VA. Refer to COMDTINST 1760.10
(series) for Coast Guard policy.

Per COMDTINST 1760.10 (series), paragraph 9.c.(2), Gl Bill Kicker
eligibility isrecorded in DA by PPC (MAS). To notify PPC of amember’s
Active Duty Collage Fund eligibility accession point SPOs forward a copy of
the enlistment contract and Statement of Understanding, U. S. Coast Guard
Active Duty College Fund (Enclosure (1) to COMDTINST 1760.10 (series)),
to PPC (MAYS) for the eligible member.

Continued on next page
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Montgomery GI Bill Allotments (Accession Points and PPC),

Continued

“Automatic”
Enrollment

Members
election not to
enroll

Procedure

For amember who does not elect to receive education benefits within the first
two weeks of active duty, the member’s SPO will reduce their basic pay by
$100 per month for 12 consecutive months. Per COMDTINST 1760.9
(series), paragraph 7.d.(4), accession point SPOs enter MGIB enrollment, by
following the procedure in this section, for any eligible member who does not
decline MGIB education benefits within the first two weeks of active duty.

The source document for a member’ s election to decline MGIB education
benefitsis DD Form 2366, MONTGOMERY Gl BILL ACT OF 1984
(MGIB). Section 5 must be completed by the member to decline automatic
enrollment. Accession point SPOs enter a member’ s election not to enroll in
the MGIB by following the procedure in this section.

Here are steps the to enter a member’ s enrollment or non-enrollment in the
MGIB

Step Action

1 Click the Direct Access Content link in the Enterprise Menu on
the MyPortal Direct Home page. The Direct Access | (PeopleSoft
8.0) page will open.
2 Navigate to: Compensate Employees>Maintain Payroll Data (US)
> Use>Allotments

3 Enter the member’s employee ID and click the Sear ch button
4 Click the “ Start a New Allotment” button.
5 Select “Montgomery Gl Bill” from the allotment-type dropdown

list.

Continued on next page
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Montgomery GI Bill Allotments (Accession Points and PPC),

Continued

Procedur e (continued)

Step Action
6 Click the “Details’ button. The MGIB Allotment details panel will

display:

Member Education Allotment Data

View All First 101 [P Last

Start WMontgomery Gl Bill Entry Date: 04/30/2009 Entry 0
Seq:

Begin YeariMo (YYYY/MM): Ql Stop YearMo (vyyimam): Q)
Monthly Deduction: |0.00
Kicker Elig: j' Kicker Rating: I j'
¥ MGIB Declined Date MGIB Declined: | Edl

[ oK | [Cancel]
Note: The “Kicker Elig” and “Kicker Rating” fields can only be

modified by PPC.
5 Refer to the “Record Election” or “Record Decling” procedures on
the following page to complete this transaction.

Continued on next page
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Montgomery GI Bill Allotments (Accession Points and PPC),

Continued

Record Election
Procedure

Record Decline
Procedure

. Enter the month and year of first deduction in the Begin Year/Mo

(YYYY/MM) field.

. Click the OK button (this will return you to the allotment summary

page)

. Click the Save button.

If the member is also entitled to the MGIB-Kicker/Coast Guard Active
Duty College Fund Program, forward a copy of the enlistment

contract and statement of understanding to PPC (MAS). PPC will
complete the “Kicker Elig” and “Kicker Rating” fields.

. Verity that the checkbox for “MGI B Declined” remains checked.

Mark itif it is not checked.

. Enter the signature date from section 5 of the member’s DD form

2366 in the Date M GIB Declined field.

. Click the OK button (this will return you to the allotment summary

page)

. Click the Save button.

Allotments
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Montgomery GI Bill Additional Amount (SPOs)

Introduction This section provides the procedure for entering Montgomery Gl Bill
additional amount contributions.

Reference See Coast Guard Pay Manual, COMDTINT M7220.29 (series), Sec. 7-C-5,
for eligibility rules and contribution amounts.

Procedure Here are the steps for starting a Montgomery Gl Bill additional amount
allotment.
Step Action

1 Click the Direct Access Content link in the Enterprise Menu on
the MyPortal Direct Home page. The Direct Access | (PeopleSoft
8.0) page will open.

2 Navigate to: Compensate Employees>Maintain Payroll Data (US)
> Use>Allotments

3 Enter the member’s employee ID and click the Search button

4 Click the “ Start a New Allotment” button.

5 Select “MGIB Additional Amount” from the allotment-type
dropdown list.

6 Click the “Details’” button. The MGIB Allotment details panel
will display:
Member Education Allotment Data

view All  First (4] 1 or1 [®] Last
Start MGIB Additional Amount Entry Date; 10/12/2012 Entry 0
Seq:
Begin Year/Mo [YYYY/MM): =Y Stop Year/Mo [YYYY/MM): Q)
Amount must be multiple of $20, not more than $600 total:
Monthly Deduction: 0.00

5 Enter the date (year/mm) to start the allotment

6 Enter the date (year/mm) to stop the allotment

7 Enter the amount. The amount must be in increments of $20. The
total amount cannot exceed $600.

8 Click the Save button.
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Chapter 2, Direct Deposit (Non Self-Service)

Establishing or Changing Direct Deposit

Introduction

Accessions

Effective Date

JUMPS and
DA | (8.0)
Effect

This section provides procedures for establishing or changing a member’s
direct deposit account information in Direct Access Il (PeopleSoft 9.1).

Submit this transaction when a person becomes a member of the Coast Guard,
Coast Guard Reserve, or NOAA Commissioned Officer Corps.

¢ A member cannot use self-service to establish a direct deposit. Only a SPO
can establish adirect deposit account in the system.

Timing:

Complete this transaction after completing the hire applicant processin
Direct Access | (PeopleSoft 8.0). After completing the hire applicant process,
there will be adelay of approximately one to two hours before the new hire's
record is accessible in the Direct Access |1 environment. For accessions, the
system will set the effect date of the transaction in Direct Access | to match
the hire date.

Use the payroll processing schedule (published annually via E-Mail ALSPO
Message) to determine the payday a direct deposit account change will be
effective.

Direct deposit transactions entered in DA 11 (9.1) will not appear in DA |

(8.0) until the next update or compute cycle commences. JUMPS audit
records will not appear in JAG Audit until the next update or compute cycle
commences. Direct deposit transactions appear in the JUMPS Recents inquiry
as L6GB Payment Option Elections.




Pay Entitlements

Establishing or Changing Direct Deposit, Continued

Account and Obtain the Account and Bank Routing numbers from a voided check (as
Bank shown below) or from information provided on the Payment Option Election
Routing/Bank  \Worksheet (CG-2015).
ID Numbers 3
J_|
MAME OF Elgr“OSIT{}Ft 101

CITY, STATE
19
FAY TO THE
QRDER OF: 3

A NAME OF ¥OUR BAMK
S——— Payable Through Anothar Bank

STREET ADDRESS /

Far

GO2100AD82¢ 123 45k 789«  01DL
I | | | I |

ROUTING NUMEBER ACCOUNT NUMBER CHECK NUMEBER
1 a

1. ROUTING TRANSIT/BANK ID Number. Entered in PeopleSoft as
"021001082"

2. ACCOUNT NUMBER. Entered in PeopleSoft as "123456789" . No spaces,
dashes or special characters are allowed.

3. ACCOUNT TITLE. Account holder’s name and address.

4. FINANCIAL INSTITUTION NAME.

5. If the check or sharedraft includes "payable through™" under the bank name,
contact the financial institution to help obtain the correct Bank ID number for
direct deposit processing.

Continued on next page
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Establishing or Changing Direct Deposit, Continued

Procedure Here are the steps to establish or change or a member's direct deposit.
Step Action
1 Select the Direct Deposit link from the home page menu under the Servicing

Personnel Office Section.
Servicing Personnel Office =

Email Address Proxy - Submit Absence Reguest

Direct Deposit Accrue and Cadet Pay

Allotments

2 The search menu will appear. Enter the member’s employee ID number and click the
Search button.
3 For new hires, click the Add Direct Deposit button.

EFT/Direct Deposit
Richard .
Status Payment Method Bank Name Account Humber

Add Direct Deposit

|=* Return to Search

For members with existing direct deposit account information, click the Edit button.
EFT/Direct Deposit

Kevin
Status Payment Method Bank Name Account Number

Isaa Federal Savings Bank i =
Current Bank Transfer (314074269) 224455668889 Edit

|t Return to Search

Continued on next page
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Establishing or Changing Direct Deposit, Continued

Procedur e (continued)

Step Action
4 The direct deposit details page will display. Select the account type (checking or

savings).

Distribution Method: Bank Transfer Effective Date: 10M1212012

Checking -
[ (Be sure to verify; this must be 9 digits)

*Account Type:

*Routing Number:
*Account Number: (Limited to 17 characters; no spaces)

Bank Name:

Save

Eeturn to Summary

[ZF Return to Search

5 Complete routing number field.

e The routing number must be 9 digits.

The system will validate the routing number upon exiting the field. If the routing
number is not in the correct format or is not found in the database, the following

message will display:

 Missing or Invalid Routing Nurnber (30001,43)

Avalid bank routing number is required to process your EFT/Direct Deposit
= change. Your bank routing numberwill be 9 digits and is public infarmation

that yaur hank will provide.
QK
Click the OK button to dismiss the message and reenter the routing number in the

correct format. If the routing number is not in the system, contact PPC Customer
Care, a (866) 772-8724 (toll free) or (785) 339-2200, for assistance.

Continued on next page

[1-2-4 CH-2 Direct Deposit



Pay Entitlements

Establishing or Changing Direct Deposit, Continued

Procedur e (continued)

Step Action
6 Verify the bank name. If the routing number is entered correctly, the Bank Name
field will reflect the name of the financial institution.

[M};F’age Reguests ]
=»

My EFT/Direct Deposit

Gale Underway

Please specify a routing number and account number. Reference a check or statement from your
bank account to obtain your account number and routing number or contact your bank to obtain this
information.

If you have any questions, please contact your SPO/MADmMIn office.

Distribution Method: Bank Transfer
*Account Type: Checking -

*Routing Number: 314074269 (Be sure to verify; this must be 9 digits)

*Account Ngmt_ngr_:____L_",..,"_______"". (Limited to 17 characters; no spaces)
LN |

. s . Ta,y
:‘Bank Hame: Usaa Federal Savings Bank %

. .
ay .
"y au?®
LE '] aun®
""SEsssssssssssEssmsEeEmEEEEEEd

Ensure the bank name matches the financial institution name on the source document
(member’ s voided check or CG-2015).

o |f the system bank name and the financial institution name are different, verify the
routing number against the source document.

e |f the routing number is correct, but the system bank name does not match the
financial ingtitution name, contact PPC Customer Care, at (866) 772-8724 (toll
free) or (785) 339-2200, for assistance.

Continued on next page
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Establishing or Changing Direct Deposit, Continued

Procedur e (continued)

Step

Action

7

Complete the account number field.

e Thisfield is limited to 17 alphanumeric characters.
¢ No dashes (-) are allowed.
e NO spaces are allowed.

If the account number does not meet the criteria listed above the following error will
display:
i e ——|

Arcount Mumber cannot contain spaces or special characters.

The PeopleCode program executed an Error statement, which has produced
this message.

Ok

Click the OK button to dismiss the message and reenter the account number
correctly.
Distribution Method: Bank Transfer Effective Date: 10162012
*Account Type: Checking =

*Routing Humber; :5?39?5359 (Be sure to verify; this must be 9 digits)

*Account Number; |345646466 (Limited to 17 characters; no spaces)

Bank Name: VWeridian Credit Union

Save

Return to Summary

[Z% Return to Search

(oe]

Click the Save button.

©

Click the Return to Summary link.

Continued on next page
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Establishing or Changing Direct Deposit, Continued

Procedur e (continued)

Step Action

10 The system will return to the direct deposit page.
EFT/Direct Deposit

Jonathan
. B
Status Payment Method Bank Hame Account Humber
: Usaa Federal Savings Bank e A z
Current Bank Transfer (314074260) 22233 Edit

[2* Return to Search

Review the data.

e If there are any errors, click the Edit button and repeat steps 4 through 8.

o If the data entry is correct, click the Return to Search button to repeat the
procedure for another member or use the menu links to log out of the system or
perform another task.

JUMPS and Direct deposit transactions entered in DA 11 (9.1) will not appear in DA |

DA | (8.0) (8.0) until the next update or compute cycle commences. JUMPS audit

Effect records will not appear in JAG Audit until the next update or compute cycle
commences. Direct deposit transactions appear in the JUMPS Recents inquiry
as L6GB Payment Option Elections..

Direct Deposit CH-2 [1-2-7



This page left blank intentionally



Coast Guard Servicing Personnel Office Manual
Part Il, Pay Entitlements

Chapter 3, Employee Entitlement Navigation and Data Entry

Overview

Introduction This chapter provides the procedure for navigating the individual Employee
Entitlements component in Direct Access.

Inthischapter  This chapter covers the following topics.

Topic See Page

Accessing Employee Entitlements 11-3-3
Working with Effective Dates I1-3-7
Automatic Stopping of Entitlements (PCS or I1-3-11
Separation)

Starting an Entitlement 11-3-17
Reviewing and Approving an Entitlement Start 11-3-23
Stopping an Entitlement 11-3-27
Correcting an Entitlement 11-3-30
Deleting an Entitlement 11-3-33




Pay Entitlements

This page left blank intentionally.

l1-3-2 CH-1 Employee Entitlement Navigation and Data Entry



Pay Entitlements

Accessing Employee Entitlements

Introduction This section provides the procedure for accessing and viewing Employee
Entitlements.

Procedure Logon to MyPortalDirect and follow these steps to access Employee
Entitlements.

Step Action

1 | From the Enterprise Menu, select the following:
Compensate Employees > Maintain Entitlements > Use > Employee Entitlements

2 | A search page will appear. Enter the member’s Employee ID number or other search
criteria and click the LS2arch_ button to select the member you wish to display.

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

3 | Either the Summary Page or Detail Page will appear depending on which option was
used when you last exited the component.

Select the Employee Entitlement Summary Panel from the icons located at the
bottom left-hand corner of the screen.

Ernplovee Entitiernent Sumrmary | Emplovee Entitlernent Detail

The current selection will have no underline.

4 | A page, similar to the one below, will display:

ViewAll  |= [ 1507 I =

BA1 Q] BaH (BasicAllowfor Housing)  Confinuel  Without Depns or spouse in ser Started [+]

_ 2004-09-18 o

BAS ﬂ Subsistence Continue *Enlisted BAS (EMNL BAS) Started 2011—03—]1-'
15

CSP Q| cCareer Sea Pay Congifue|  Career Sea Pay Started 2004-04-19 [+]

Continue|  Combat Tax Exclusion Continuou Started L%+

CT1 ﬂ Combat Tax Exclusion

2006-11-01 o
HF Q| Imminent Dnagr-Hostijefire Pay Continue Imminent Danger Hostile Fire P Stopped ]ﬂ
2006-04-30

Note: If an asterisk (*) appears in the description, the entitlement entry has not been

approved.
Y in the title bar.

Continued on next page
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Accessing Employee Entitlements, Continued

Step Action

6 Follow the instructions in the table.

If an entitlement in the Then....
Summary page for thetype of
entitlement you are working

with ...

exists click the ‘Continus| button adjacent to that
entitlement. The Employee Entitlement
Detail page will appear (see exhibit below).

does NOT exist o clicka button to the right of any

entitlement. A blank entitlement line will
appear below whichever line is selected.

e type the Entitlement Code in the look-up
box I ¥ or use the magnifying glass to
search for and select the entitlement
earning code.

click the ©°nue| button adjacent to the new

row to bring it up in the Employee

Entitlement Detail screen.

Exhibit: An Employee Entitlement Detail Screen:

ViewAll |= Kl 2010 O 2

*Eamings Code: 'B‘\Sg Subsistence

|= [{] 1505 [F] |
Manual
% Start Stop 4 " 2 Approval :
Start Date TimelSeq Stop Date TimelSeq Earnings Type Description Status Row Detail Earning Process Type
Switch
[ 1 Discount Meal Rate -
, & ¥
1 |0301/2007 Bl 2530 _|Edl o000 BASDMR DR} A [] Detail +1[=]
201232007 B 2519 [0201/2007|E] 2531 BASDUR %fﬁ%‘m Mealiale: 5 [ Detail =]
[01122/2007|E0] 2998 ENLBAS Eggs)tec' HESENE o O Corversion =]
4[0ansi2004|E] 0005 [0si05i2004]E] 2345 REGBAS g:g;naraas (BEG: o O Conversion =1
5 (01012002 |El e999  [03r42004[F] 2345 EnLBAS Eggs)tec' HESENE 1y O Corversion =]

Continued on next page
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Accessing Employee Entitlements, Continued

Alternate If you are already working in the Employee Entitlement Detail page and

Procedure

need to start, stop, correct or delete another type of entitlement, you can do so
WITHOUT returning to the Employee Entitlement Summary page.

Action

Select from the displayed title bar to list all entitlements.

Scroll to find the row with the Earnings Code you want to change. If a row with the
Earnings Code you want isn’t listed (after clicking IBIENEIM), click the *Ibutton from
any entitlement as shown below.

Entitlements

*Earnings Code: |F5A Q] Family Separation Allowance

Manual
*Earnings Type Description Status  ROW Approve Earning Process Type

N Start Stop Approval
Start Date Time Stop Date Time

Switch

1 [torsizoon &) [ess | [Tz 7/zo01 [ [6888 | [FSAs al ;ﬁgw;ri?%r::;g"jws A 1 |approve | [Conversion =1 =1

A new blank row will appear below the previous entitlement...
“Earnings cone:| Q) =

i
e Stop Date L “Earnings Type Description PP v Detall Approve  Earning Process Tvpe
Timme Timme Status Switch

1 [orierzonz [ oot | [ [za00 | [ =1 P l_- Datall Nwrm“ ===

“Start Date

Enter the Earnings Code field or use the magnifying glass QJ to search and select
Earnings Code.

Employee Entitlement Navigation and Data Entry CH-1 11-3-5
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Working with Effective Dates

Introduction This section provides information on inserting entitlement rows in the proper
sequence.

About effective  The Employee Entitlements component stores entitlement entries by the start

dates date of the entitlement. The start date is the effective date of the row. If you
try to insert a new entitlement row above an existing entitlement row, which
has a later effective date, you will receive this error message:

Manual
> Start Stop - A Approval
Start Date TimelSeq Stop Date TimelSeq Earnings Type Description Status Isiev\;m Detail Eaming Process Type
+ R £ oo (o2zsmootEoooo EniBas [Q) P O Detai
2 503f0112007_jﬂ Microsoft Internet Explorer

g E-UM’Q 312007?@ A The inserted EffDt is not within the range of effective dates in the prior and subsequent rows. (15,47)

[ 1 £ The effective date in & row must fitinto the sequence of other effective dates in the same scroll, It should be before the effective date of the row
40510 512004_—_}@ abaove it, and after the effective date of the row below it.

5 (0311612004 )

Notice the Sart Date of the new row we inserted at row #1 is earlier than the
Start Datein row #2.

Proper Be sure to insert new rows in the correct position. The Effective Date error
sequence can be avoided by entering new rows in the proper sequence.
Step Action

1 | Click “OK” to dismiss the error. Delete the new row you’ve just
entered by clicking the Delete Row button (.=]). You will receive
this message when you click the Delete Row button:

Microsoft Internet Explorer

‘p Delete currentfselected rows from this page? The delete will occur when the transaction is saved.

3,

2 | Click “OK” to proceed. The Entitlement Detail screen will return
to its previous state, as shown below.

“Eamings Code: 25 A Subsistence

*Start Date ;‘::.M St0p Date i::;:m *Lamings Type Description :m‘:"" r&‘: Detail Eaming Process Type
1]0z0n2007 i 2530 10000 BASDMR DI_'U;‘?"“‘ WeatRate I Oetil FE
2[mame|Eizste  [nino0TE 3t maspur  DcwliedRale 0 Del] FEE
3 o5 nzaon Bl guse ENLBAS ::'S“‘Il“ SBEN . O Comersion HE
503152004 1 0005 0smAz004 ) REGBAS R:g"'a’m REG 0O Comversion *[=]
s[oovaoziEl oene  [oanagondEl 245 EMLBAS ;:g“l"‘"”;"‘ EN. o Comersion *#=]

Continued on next page
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Working with Effective Dates, Continued

Proper
sequence
(cont.)

Example

Step Action

3 Click the Insert New Row Lt button to the right of the existing
row that has an effective date earlier than the start date of the
new entitlement you are trying to enter.

In the example below, the user didn’t enter the member’s BAS entitlement for
02/02/2007 thru 02/28/2007 before he/she entered the 03/01/2007 row to
restart BASDMR when the member returned from TDY.

To enter the TDY entitlement, click the Insert Row button in the #2 row, not
the #1 row.

Entitlements ViewaAll |z Kl 20r10 O 5

*Eamings Code: @ﬁﬂ Subsistence

View3d |« [{] 1505 [} l

Manual
Approval o Detail Eaming Process Type

Status Switch
Detail & =]
(MR}

I

O

[]  Detail ﬁEI
3|0si062004 EJ 0005 [022i2007|&) 0098 ENLBAS E:‘S‘?EUBAS[ENL A 0 Conversion [+ [=]

|

|

‘startDate 2" stopDate

Time/Seq *Earnings Type Description

Stop
TimelSeq

Discount Meal Rate
(DMR)

Discount Meal Rate

+[oan2007 [ 2530 | & o000 easouR A

2|0123i2007 Bl 2519 |02001/2007|] 2531 BASDMR A

Regular BAS (REG
BAS)
Enlisted BAS (ENL
BAS)

4|vansmo0d [ ooos  [ososi2004 ] 2345 REGEAS A

Conversion E|
Conversion E|

s[oto1zo02 B 0099 [03m42004|5] 2345 EnLBAS A

This will create a new row in the #2 position and renumber the existing rows
accordingly.

1[oz012007 [E] 2530 | &) o000 BASDMR Discount lleal Rate

(DMR} “New” row
2 (0112312007 [EE] 0000 | |E1 o000 | &y at posttion

number 2.

Dirscaoun
finit=01

3[01/23/2007 B 2519 |02101/2007|Ed 2531  BASDMR

You can now enter the dates, earnings type and details for the missing
transaction.
Start Stop

*5tart Date TimelSeq Stop Date Time/Seq

Approval

P13 2
Earnings Type Description Status

I | | I LTsCount meEal Kate
1 iD3J’D1IEDU?J@ 2530 !@ 0ooo BASDMR (DMR) A

2021022007 [ 0000 |02i28/2007 | 0000 [ENLBAS  |QJ Enlisted BAS P

3[onzaoo7 |B 2519 [ozi01r2007]E] 2531 BASDMR E’E‘)fvfé}f'”““‘ea'm‘e A

Continued on next page
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Working with Effective Dates, Continued

Manual Row If you need to enter an entitlement with an effective date earlier than the date

Switch on the oldest existing row, you will need to use the “Manual Row Switch”
checkbox to override the system edits. Only SPO Supervisors (CGHRSUP
Role Users) can enter and save transactions requiring the use of the “Manual
Row Switch” checkbox. DO NOT attempt to delete an existing row (that has
been approved and transmitted -- approval status “A”) in order to enter a row
with an earlier effective date. Cancel any changes you’ve made, exit the
system, and ask your SPO Supervisor to enter the transaction.

Note: When a CGHRSUP Role User creates an entitlement row it must be
approved by another CGHRSUP Role User. A transaction cannot be approved
by the same person who created the transaction.

Example Using the Manual Row Switch checkbox allowed the CGHRSUP Role User
to save the transaction (as indicated by the Approval Status of “A”) with a
start date, in row #1, earlier than the start date in the oldest row (#4).

Manual

% Start Stop . A i Approval : :|
Start Date Time/Seq Stop Date TimelSeq Earnings Type Description Status Rox_-.r Detail E:
Switch
1[o1/012005|E] p53z  [03marz008|E] 2534 [BASDMR |Q %ﬁ;"m ezl Ra‘
2 [121162006 | 2524 EJ 0000 BASDMR %ifé’;‘m Meel Halods —ia ] Detail
3[04/00/2005 B 2507 [12115/2006]) 9998 ENLBAS Enlisted BAS A H
4[03/252005 | 2503 [04/08/2005[E 9998 ENLBAS Enlisted BAS A O

The rows will appear in the correct sequence the next time you visit the
member’s Entitlement Detail page.

Manual

Start Stop Approval

*Start Date Time/Seq Stop Date Time/Seq *Earnings Type Description Status Row Detail |
i Switch
1 [12116/2008 &) 2524 E] 0000  BASDMR E[;rsz"}“m MealRate ] Detai
Jd V]

2[0ammor2005 B 2507 [12/15/2006]] 9998 ENLBAS Enlisted BAS A
Info from &l : &l = O
row #1 now 3 (0312512005 2503 [04/8r2005]E] 9998  ENLBAS Enlisted BAS A O
appears n a[om02005|E 2532 [0224:2008(E] 2534 BASDMR ScomMealtiale TR

row #4 (DMR}

Employee Entitlement Navigation and Data Entry CH-1 [1-3-9
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Automatic Stopping of Entitlements

Introduction

Auto Stop
I ssues

This section describes the automatic stops of entitlements when a member
departs or reports on PCS orders or is discharged, released from active duty or
retired.

A program will update stop dates in the Entitlement rows for pay entitlements
that are automatically stopped upon Permanent Change of Station.

Many times a SPO will approve a departing or reporting PCS endorsement,
save it and then look at the member’s entitlement rows and notice the stop
dates have not been entered by the system. This sometimes causes the SPO to
attempt to insert the dates manually. If the dates do not show up in
entitlements, click ‘Return to Search’ and then go back into the member’s
entitlements summary. The dates will be inserted.

When a SPO inserts the dates manually it causes several problems.

o  When the auto stop function is allowed to work it does not create an
audit record. Therefore no transaction is sent to JUMPS. Ifitis
manually entered an audit record is created and will kick out on the
exception report because the JUMPS auto stop program already closed
the segments on the correct date.

e  There have been numerous occasions where the SPO entered an incorrect

date when manually entering the dates, most frequently, when entering
ENLBAS.

It is important to remember that the JUMPS auto stop program shuts down
the proper segments when the departing or reporting endorsement is
transmitted to JUMPS.

o The Direct Access auto stop function inserts the dates to reflect what
JUMPS is doing. No transaction is sent to JUMPS when these dates are
inserted. Due to deferred processing there is a delay before the system-
generated stop entries will appear in the entitlements section.

Continued on next page
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Automatic Stopping of Entitlements, Continued

Changein
Departure/
Report Date

Pay
Entitlements
Auto Stopped

The SPO does not need to manually adjust PCS Auto Stops of entitlements if
the member's departure or report date is changed after the endorsement is
approved and saved.

There are times when a departing and reporting endorsement have been
approved and the SPO has to change the departure date later. For instance,
after the member reports it is discovered that the member left at a later date,
but the previous SPO was unaware of the change. When the departure date is
changed, the entitlements rows do not always reflect the new date.

Sometimes the stop date will reopen but nothing is inserted to reflect the new
date. The resync program will take care of inserting the date after the update
cycle runs. If an SPO tries to manually adjust these dates, audit records are
created, which is confusing when they hit the exception report.

Remember, when the departing or reporting endorsement processes, it causes
the segments to adjust the member’s PCS entitlements. The only time an
SPO should change the stop date inserted by the Direct Access auto stop
function is if the member’s entitlement actually changed on a different date.

The following pay entitlements will automatically be stopped in JUMPS upon
successful processing of a PCS departing transaction. Direct-Access
entitlement rows will be updated by the system after the PCS departing

upon Departure  yrangaction is approved and saved.

Entitlement Entitlement Stops
Aviation Career Incentive Pay Auto stops effective the date of PCS departure if the
(ACIP) Continue ACIP checkbox is not selected on the
Departing Endorsement Transaction. Click the
| Departing Entitements |button to access the ACIP checkbox.
Aviation Crew / Non-Crew Pay Auto stops effective the date of PCS departure.
(HDIP)
BAH With Dependents (BAH) DA will insert a stop date effective the day prior to PCS
reporting. However, JUMPS will continue to pay BAH-
With until a new transaction is submitted reflecting the
member's BAH entitlement at the new unit.
Continued on next page
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Automatic Stopping of Entitlements, Continued

Pay Entitlements Auto Stopped upon Departure (continued)

Entitlement Entitlement Stops
BAH Without Dependents Auto stops effective the date of PCS departure. However,
(BAH W/0O) members without dependents are entitled to BAH W/O

while in transit and the pay system (JUMPS) will credit
any BAH W/O due when the reporting endorsement on
orders transaction processes. See the BAH During PCS
topic in Part IV of this manual for more information.

Basic Allowance for Subsistence
(BAS)

See Discount Meal Rate (BASDMR) or Enlisted BAS
(ENLBAS) below.

Career Sea Pay (CSEAPAY) &
Career Sea Pay Premium

Auto stops effective the date of PCS departure.

Combat SGLI Allowance

Auto stops on last day of the month of PCS departure.

Combat Tax Exclusion

Auto stops on last day of the month of PCS departure.

Discount Meal Rate (BASDMR)

Auto stops effective the day prior to PCS departure.

When a member departs a BASDMR unit, the departing

PCS transaction:

(a) Stops the BASDMR row in Direct Access the day prior
to departure PCS.

(b) Shuts down segment 27 the day prior to departure
PCS.

(c) Inserts an ENLBAS row to start the day of departure
PCS.

(d) Keeps segment 24 open (because the member is
entitled to ENLBAS while en route PCS).

Diving Duty Pay

Auto stops effective the date of PCS departure.

Enlisted BAS (ENLBAS)

Auto stops effective the date of PCS reporting.

Family Separation Allowance
(FSA)

Auto stops on day prior to PCS reporting less leave,
proceed time, and compensatory absence.

Family Separation Housing
(FSH)

Auto stops on day prior to PCS departure

Flight Deck Hazardous Duty
Incentive Pay

Auto stops effective the date of PCS Departure

Foreign Language Proficiency
Pay (FLPP)

Auto stops on date of PCS Departure

Continued on next page
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Automatic Stopping of Entitlements, Continued

Pay Entitlements Auto Stopped upon Departure (continued)

Entitlement Entitlement Stops

Hardship Duty Pay Location Auto stops effective the date of PCS departure.
(HDP-L)

Hazardous Duty Incentive Pay for | Auto stops effective the date of PCS departure
Visit, Board, Search & Seizure

Imminent Danger Pay/Hostile Fire | Auto stops effective the last day of the month of PCS
Pay departure.

INCONUS COLA Members receiving INCONUS COLA at the old duty
station will continue to receive it enroute. The PCS
Reporting will automatically shutdown CONUS COLA
the day prior to reporting, and also automatically reduces
INCONUS COLA for the number of days the member is
in a travel status.

OUTCONUS Cola Auto stops effective the day prior to PCS departure
unless ‘Continue COLA' is checked (this includes
departure on “terminal leave” ICW separation). Click the
| Departing Entitiements |bytton to access the Continue COLA

checkbox.
Overseas Auto stops effective the day prior to PCS departure
Housing unless 'Continue OHA” is checked (this includes
Allowance departure on “terminal leave” ICW separation). Click the
(OHA) | Deprting Entitements |bytton to access the Continue OHA

checkbox. See the BAH During PCS topic in Part IV of
this manual for more information.

When members PCS from OUT CONUS and OHA
stops, the SPO needs to start BAH TR for the effective
the day of PCS departure

Partial BAH These members are entitled to BAH W/O while in transit
and the system (JUMPS) will credit any BAH due when
the reporting endorsement on orders transaction
processes. See the BAH During PCS topic in Part IV of
this manual for more information.

Responsibility Pay Auto stops effective the day prior to PCS departure.

Continued on next page

11-3-14 CH-1 Employee Entitlement Navigation and Data Entry



Pay Entitlements

Automatic Stopping of Entitlements, Continued

Pay Entitlements Auto Stopped upon Departure (continued)

Entitlement Entitlement Stops
Special Duty Assignment Pay Auto stops effective the day prior to PCS departure.
(SDAP)
State Income Tax Withholding State Income Tax Withholding (SITW) auto starts on

date of PCS reporting if member assigned to state that
taxes military pay while member is stationed with the
state.

Auto-Stops of Pay entitlements for a member who is being discharged, released from active

Pay duty (RELAD), or retired, will automatically be stopped by JUMPS on the
Entitlements effective date of separation. The member’s DA entitlements page will show
upon

the entitlement stop dates upon saving and approving the separation
transaction. SPOs do not need to manually stop pay entitlements for a
member who is separating, unless the entitlement is to stop on a day other
than the date of separation.

Separation
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Starting an Entitlement

Introduction This section provides the procedure to start an entitlement
Procedure Follow these steps to start an entitlement
Step Action

1 | Select menu items in the following order:
Enterprise Menu > Compensate Employees > Maintain Entitlements > Use >
Employee Entitlements

2 | The Employee Entitlements Find an Existing Value page will display. Enter the
member’s Employee ID number in the EmplID field or enter their Social Security
Number (without any hyphens or spaces) in the SSN # field.

Warning: Do not attempt to locate the member in the system by searching based
on name, department, job code, etc. This practice is expressly prohibited. You must
have the member’s Employee ID or SSN to enter any transaction in the system.
Selecting the wrong person from the search listing and entering erroneous transactions
results in over/under payments for the members involved and exposes you to possible
disciplinary action.

3 | Mark the Include History checkbox (you may have to scroll the page down slightly to
access the checkbox.

4 Click the button to continue.

5 | The Employee Entitlements page will display. This page has two sections, which are
accessed using the links at the bottom of the page.

Employee Entitlement Summary

Employee Entitlement Detail

Select the Employee Entitlement Summary section if it is not already displayed (The
current selection will have no underline).

Emplovee Entitliement Summary | Emplovee Entitlerment Detail

Continued on next page
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Starting an Entitlement, Continued

Procedure
(cont’d)
Step Action
6 The Entitlements Summary section will display. It lists all the entitlements the

member is currently receiving and those, which have been stopped (use the View All
link, which will be active if there are more than 5 entitlements, to display all of the
member’s entitlements).

Entitlements ViewaAll |= [ 1507 O 2
E?ﬂ BAH (Basic Allow for Housing)  Continue|  without Depns or spouse in ser Started [+]
BAS Q] Subsistence Continue *Elgr?lttneg;;&s (ENL BAS) Started 2011-03-[+]
CSP @] Career Sea Pay Caplie ::ZreersEa Pay Started 2004-04-19 | *]
CT1 Q| cCombat Tax Exclusion Continue|  Combat Tax Exclusion Continuou Started L% |
HF Q| Imminent Dngr-HosjieFire Pay Continue IgrggﬂE;:;n_tD;Janger Hostile Fire P Stopped [+]

2006-04-30

Note: If an asterisk (*) appears in the description, the entitlement entry has not been
approved.

Scan the list of entitlements for an existing entitlement row of the same type you
want to start.
If arow existsin the Summary Pandl...

e Click the % button adjacent to it. The Employee Entitlement Detail
screen will appear. Proceed to Step 7.

If arow doesn’t exist in the Summary Panel...

1. Click a button to the right of any entitlement. A blank entitlement line
will appear below whichever line is selected.

2. Enter the entitlement code in the look-up box [ or use the magnifying
glass to search for and select the code for the entitlement you want to start.

Then click the W button adjacent to the row to bring it up in the Employee
Entitlement Detail screen.

Continued on next page
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Starting an Entitlement, Continued

Procedure
(cont’d)

Step Action

7 If the member previously had an entitlement of this type the entitlements page will
show the most recent row. Click the add row icon ().

Modifying an existing row equates to entering a correction to the original transaction.
Always add a new row if you do not intend to stop or correct an existing
transaction.

+

*Earnings Code: 57 Q] Career Sea Pay

. Start Stop N . . Approval _ _

Start Date Time/Seq Stop Date Time/Seq Earnings Type Description tatus ROW  Detall Earning Process Type

1|08/01/1999 ﬂ 9959 070200z ooo1 CepPAY Career Sea Pay A |l Detail| Conversion q EI
If this is the first entitlement of this type the page will open with a new blank row. In
this case, you do not need to click the add row icon as there is already a new row to

work with.
Entitlements
‘Earnings Code: [T5F A Career Sea Pay
Rladmial
i S1an Stog ; Approval
Star Date Time Seq STOP Date Timeseq EANINGS Type Description Stk gﬂ:m Detall

1 [ozm7izo03 [ o000 [} ooae | = P [ |Data

8 Enter the Start Date (MM/DD/Y YY) for the entitlement. The system will default to
the current date.

9 If applicable, enter the Stop Date (MM/DD/YYYY). Most entitlements do not
require a stop date. You would only enter a stop date, when starting an entitlement, if
the entitlement were for a known period (e. g. Member was entitled to FSA-T for the
month of May).

10 | Enter the Earnings Typecode. This code further defines the entitlement and is
required on all transactions. Click the magnifying glass icon to display a list of codes
applicable to the Earnings Code entered in Step 6.

Continued on next page
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Starting an Entitlement, Continued

Procedure
(cont’d)
Step Action
11 | Ifthe M button is displayed (not applicable to all entitlements), click it to open the
supporting data page.

Fill in the supporting data and click the button to return to the entitlements
page.

Example supporting data page (advance BAH entitlement):

Supporting Data

1118732 ADB 0200772003 ADWBAH

Total Advance: Ih 00.00
Number Of Installments: lE

Installment Amount: 833

Date Repayment will Begin: |D4ID1IQDDS Ed
Date Repayment will End: |U3f3”2004 EJ
Rotation Date: IU”U”QUUB Bl

If you attempt to save a transaction without providing the supporting data, when
required, you will receive a message similar to the below when attempting to save:

Microzoft Intemet Explores

' BaH G.H.&nd L iequire 2 spcode io be enterad on the detail iecoid. Flease dick detal and enter 8 sipoods for the member's BAT
: 5 E rilitlemnent

The PeapleCode program executed zn Epo stalement, which has produced this mezzage

Click OK to dismiss the message. Click the Detail button and fill in the required
supporting data.

Continued on next page
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Starting an Entitlement, Continued

Procedure
(cont’d)

Step Action

12 | Click the #"®| button. The Supporting Data page will open. Enter the Employee ID
of the person who will be approving this transaction in the space provided. You can
use the magnifying glass icon to search for the employee ID.

Supporting Data

1085200 ADB  03m7izon3  ADVBAH

Approval Status; Pending Originator ID: CGHRSOMNLY
Role Name: |CGHR5UP Approver EmpliD: I Q)
oK | | Cancel |

If you attempt to save a transaction, which requires approval, without entering an
Approver Employee ID you will receive a message similar to the one below.

Hiciosoit Internet Eaploser B2

' CHEHASUF [HA Supervisor] Approval is requised for BAT, i wil not be paid untl this iecord is approved. Please indicate an Approess in
H this Appeove Bution

Wimw the cantents of this menu lewsl

Click OK to dismiss the message. Click the Approve button and enter the Approver
ID.

13 | Click the'®==) bytton to save the transaction. If the transaction requires approval and
you have entered the Approver’s ID, per Step 12 above, you will receive the following

information message:
Home = Campensate Emplovees = Maintain Entitlements = Use = Employee Entitlemen

arning -- CGHRSUFP (HR Supervisor Approval is reguired for BA1, it will not be paid
until this record is approved. This request will he sentto the Approver's Worklist.

IThe PeopleCode program executed aWarning statement, which has produced this
message.

. 0Ok || Cancel |

Click OK to dismiss the message; it is merely a reminder that the transaction is not
final until it is approved.
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Reviewing and Approving an Individual Entitlement Start

Introduction This section provides the navigation procedure for reviewing and approving
an individual entitlement start.

Approval Follow these steps to approve an individual entitlement transaction.
process
Step Action

1 Click on the Direct Access Worklist link in Common Links box on the
MyPortalDirect home page.

Common Links =

Pay & Perzonnel Center Home Direct Access Worklist

Trouble Ticket Form

Note: You can also access the entitlement entry directly from the Compensate
Employees > Maintain Entitlements > Use > Employee Entitlements as described on
page 3 of this chapter. You must use the menu path if approving an entitlement entry
that was originally routed to another user and does not appear on your worklist. If
using the menu skip to step 3. If you approve an entry on behalf of another user the
item will remain on the other user’s worklist even after it is approved.

2 Click on the link showing the Employee ID number for the transaction you want to
review.
Worklist Find | View Al First (4] 1 ora [F] Last
From Date From Work [tem Description Link Mark Worked Reassign
. Wes7. 0. BAS,
e CountIoT 0311512011 iggtr'&rglem CG_ENTITLEMENTS 20110315 MarkWorked | Reassigl
ENLBAS. 0, 000001
: 85 0. BAL
g Doy S CG_ENTITLEMENTS 2004-09-18 BAH-E. Mark Worked | Reassigi|
ser Approval
0, 000001
Test Account for Entittement — LB )
it o U CG_ENTITLEMENTS 2011-03-15.  MarkWorked | Reassig|
i ENLBAS_0_000001
3 The member’s Entitlements Summary Page will display. In the example below the

Enlistment Bonus transaction is marked with an asterisk (*) to indicate that it has not
been approved. Click the Continue button in the entitlement row to access the
entitlement.

viewAll  |= [4] 1303 [F] 5|

BA1 Q) BAH (Basic Allow for Housing)  COntinue|  without depns or spouse in ser Started

2003-04-29
ENB|Q] Miscellansous Bonus Programs *Enlistment Bonus for College C Started
2003-10-01

ICC Q) CONUS COLA Continue|  COMUS COLA Without DEPNS Started
2003-04-29

Continued on next page
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Reviewing and Approving an Individual Entitlement Start,
Continued

Approval process (continued)

Action

The transaction will display. Review the information (start date, stop date (if
applicable), earnings type and the Supporting Data section (details button)).

Note: The CGHRSUP role user can make changes to the stop date and to entries in
the Supporting Data (details button) section. If the start date or earnings type code is
incorrect the entitlement row must be deleted.

If all fields are correct, click the “PProve | button.

(b War ning: Do not click the Approve button if you do not intend to approve the
transaction. The transaction will default to approved status (upon
saving) if any CGHRSUP role user, other than the user who created
the transaction, accesses the supporting data page. If you do access
this page and do not intend to approve the transaction you must exit
the employee entitlements component without saving any changes.

The Approval Supporting Data will display:
Supporting Data

T BAS  03/15/2011 EMLBAS

Approval Status: Fending Originator ID: CGHRSOMNLY

Role Name: CGHRSUP Approver EmpliD: 1234567 Q|

[ Ok | [Cancel]

Do not make any changes. Click the OK button to continue.

Note: If approving this entitlement entry on behalf of another user the system will
automatically update the Approver EmpliD field with your employee ID. This
change will not be reflected until the transaction is saved.

Continued on next page
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Reviewing and Approving an Individual Entitlement Start,

Continued

Approval process (continued)

Step Action
6 Click on the Save button. The approval status will change from “P” (Pending) to “A”
(Approved) the JUMPS transaction will be transmitted.
If the status does not change to reflect approved, and no error messages are presented,
repeat step 5.
7 Use the worklist navigation buttons to view the next or previous items on your

worklist, HEEMextintiorklist) (tE2Previous in Wiorklist)

e C(lick the View Worklist button to return to your worklist. [ view wiorkist],

. Mark Worked .
From the worklist, use the ; button to mark completed items as “worked”

and remove them from the list.
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Stopping an Entitlement

Introduction The section provides the procedure for stopping an entitlement.
Procedure Follow these steps to stop an entitlement.
Step Action

1 | Select menu items in the following order:
Enterprise Menu > Compensate Employees > Maintain Entitlements > Use >
Employee Entitlements

2 | The Employee Entitlements Find an Existing Value page will display. Enter the
member’s Employee ID number in the EmpIID field or enter their Social Security
Number (without any hyphens or spaces) in the SSN # field.

Warning: Do not attempt to locate the member in the system by searching based
on name, department, job code, etc. This practice is expressly prohibited. You must
have the member’s Employee ID or SSN to enter any transaction in the system.
Selecting the wrong person from the search listing and entering erroneous transactions
results in over/under payments for the members involved and exposes you to possible
disciplinary action.

3 | Mark the Correct History checkbox (you may have to scroll the page down slightly
to access the checkbox.

4 Click the button to continue.

5 | The Employee Entitlements page will display. This page has two sections, which are
accessed using the links at the bottom of the page.

Employee Entitlement Summary

Employee Entitlement Detail

Select the Employee Entitlement Summary section if it is not already displayed (The
current selection will have no underline).

Emplovee Entitlement Summary | Emplovee Entitlerment Detail

Continued on next page
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Stopping an Entitlement, Continued

Procedure
(cont’d)

Step Action

6 The Entitlements Summary section will display. It lists all the entitlements the
member is currently receiving and those, which have been stopped (use the View All
link, which will be active if there are more than 5 entitlements, to display all of the
member’s entitlements).

= W 1601 [P =
IEIM Q| BAH (Basic Allow for Housing Continuel without Depns; rbr not assigne Started [+]
- 2001-10-01
IEIAS A Subsistence ContiﬂUE| Enlisted BAS (ENL BAS) Started 2002-09- [+]
- nz
ICSF‘ Q| caresr Sea Pay Cuntinuel Career Sea Pay Stopped 2002-08-22 [+]
ICSR Q] Career Sea Pay Premium Continuel Career Sea Pay Premiurm Stopped 2002- [+]
- 0g-22
IHF Q| Imminent Dngr-Hostile Fire Pay Continuel Irmninent Danger Hostile Fire P Stopped [+]
- 2000-01-31
IICC Q] coMus coLa CDntinUE| CONUS GOLA Without DEFNS Started L]
2001-10-01

Scan the list of entitlements for an existing entitlement row of the same type you
want to stop.

Click the WI button adjacent to it. The Employee Entitlement Detail screen will
appear.

7 The entitlements page will show the most recent row. Enter the Stop Date
(MM/DD/YYYY) for the entitlement.

. Start Stop . . .
Start Date Time'Seq Stop Date Time/Seq Earnings Type Description
'l' With Dep; MBR and
1 IIZITH a1 996 @ 9959 I @ 24501 BAH-L Cep not assianed govt
girs

Completion of the Supporting Details and Approval are not required when stopping
entitlements.

Click the CESD button to save the transaction.
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Correcting an Entitlement

Introduction This section provides the procedure for making a correction to an existing
entitlement transaction.

Bef(_)reyou You cannot correct an entitlement’s start date. You must delete the

begin transaction (see Deleting an Entitlement) and resubmit it using the correct
start date.

Procedure Follow these steps to correct an entitlement.

Step Action

1 | Select menu items in the following order:
Enterprise Menu > Compensate Employees > Maintain Entitlements > Use >
Employee Entitlements

2 | The Employee Entitlements Find an Existing Value page will display. Enter the
member’s Employee ID number in the EmplID field or enter their Social Security
Number (without any hyphens or spaces) in the SSN # field.

Warning: Do not attempt to locate the member in the system by searching based
on name, department, job code, etc. This practice is expressly prohibited. You must
have the member’s Employee ID or SSN to enter any transaction in the system.
Selecting the wrong person from the search listing and entering erroneous transactions
results in over/under payments for the members involved and exposes you to possible
disciplinary action.

3 | Mark the Correct History checkbox (you may have to scroll the page down slightly to
access the checkbox.

4 | Click the button to continue.

5 | The Employee Entitlements page will display. This page has two sections, which are
accessed using the links at the bottom of the page.

Employee Entitlement Summary

Employee Entitlement Detail

Select the Employee Entitlement Summary section if it is not already displayed (The
current selection will have no underline).

Emploves Entitternent Surmmary | Ernplovee Entitlernent Detail

Continued on next page
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Correcting an Entitlement, Continued

Procedure
(cont’d)

Step Action

6 The Entitlements Summary section will display. It lists all the entitlements the
member is currently receiving and those, which have been stopped (use the View All
link, which will be active if there are more than 5 entitlements, to display all of the
member’s entitlements).

IEIN Q) BAH (Basic Allow for Housing) CU”“”UEI Without Depns; mbr not assigne Started [+]
5 2001-10-01
|E|As Q] sSubsistence CﬂnﬁnUEI Enlisted BAS (EML BAS) Started 2002-09- [+]
- nz

ICSP Q] cCareer Sea Pay CU”“”UEI Career Sea Pay Stopped 2002-08-22 [+]
ICSR Q] Career Sea Pay Premium CU”“”'—'EI Career Sea Pay Premiurm Stopped 2002- [+]
- 0a-22

lHF QJ Imminent Dnor-Hostile Fire Pay Cnntinuel Imminent Danger Hostile Fire P Stopped [+]
- 2000-01-3

||CC @l comnuscoLa CDﬂ"ﬂUEI COMUS COLAWithout DEPNS Started Lt

2001-10-01

Scan the list of entitlements for an existing entitlement row of the same type you
want to correct.

Click the c2nnue| button adjacent to it. The Employee Entitlement Detail screen will
appear.

7 The entitlements page will show the most recent row. Correct the stop date, earnings
type code or supporting details as necessary.

Reminder: An entitlement’s start date cannot be corrected. You must delete the
original transaction and reenter it using the correct start date, or you’ll receive this
error message.

Microsoft Internet Explorer
& You can not Change the Effective Start Date. You must delete the inconect dated row and re-add it ¢ [20290,9)

‘You can not Change the Effective Start Date. You must delete the inconect dated row and re-add it comecty.

8 Click @22 the button to save the transaction.
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Deleting an Entitlement

Introduction This section provides the procedure for deleting an entitlement transaction.
Procedure Follow these steps to delete an entitlement.
Step Action

1 | Select menu items in the following order:
Enterprise Menu > Compensate Employees > Maintain Entitlements > Use >
Employee Entitlements

2 | The Employee Entitlements Find an Existing Value page will display. Enter the
member’s Employee ID number in the EmplID field or enter their Social Security
Number (without any hyphens or spaces) in the SSN # field.

3 | Mark the Correct History checkbox (you may have to scroll the page down slightly to
access the checkbox.

Click the button to continue.

The Employee Entitlements page will display. This page has two sections, which are
accessed using the links at the bottom of the page.

Employee Entitlement Summary

Employee Entitlement Detail

Select the Employee Entitlement Summary section if it is not already displayed (The
current selection will have no underline).

Emploves Entitternent Surmmary | Ernplovee Entitlernent Detail

6 | The Entitlements Summary section will display. It lists all the entitlements the member
is currently receiving and those, which have been stopped (use the View All link, which
will be active if there are more than 5 entitlements, to display all of the member’s
entitlements).

|= [ 16 ors [P] =

IEIA1 Q] BAH (Basic Allow for Housing) Continuel Without Depns; mbr not assigne Started L+

- 2001-10-01

IEIAS Q] Subsistence Cﬂntinue| Enlisted BAS (ENL BAS) Started 2002-05- [+

3 0z

|CSP Q| careerSea Pay Continuel Career Sea Pay Stopped 2002-08-22 [+]

ICSR Q] careerSea Pay Premium Continuel Career Sea Pay Prerium Stopped 2002- [+]

- 0a8-22

lHF Q] Imminant Dnar-Hastile Fire Pay Continuel Imrminent Danger Hostile Fire P Stopped [+]

- 2000-01-31

IICC Q] CONUS COLA L’Jﬂnﬁﬂu'?| COMUS COLAWIthout DEPNS Started L]
2001-10-01

Scan the list of entitlements for an existing entitlement row of the same type you want
to delete.

Click the "¢ button adjacent to it. The Employee Ent Detail screen will appear.

Continued on next page
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Deleting an Entitlement, Continued

Procedure
(cont’d)

Step Action

7 The entitlements page will show the most recent row. Click on the =1 button
located in the row to be deleted.

Manual
. i Stop . . . Approval .
Start Date Time/Seq Stop Date Time/Seq Earnings Type Description Status 2&1;6'] Earning Process Type l’
1[ozezonaif 2502 [oaniizo03 B 2503 FsAT ;ﬁg”“'f':ns;pg::%”wT A = [+] =]
2[02116rz000 [ 9999 [03r@iz000 il ag9a  FaT ;ﬁ;"“‘f’:nsc‘:pg::"aznom A T Gorversion = =]

8 Click the ®#+2 button to save the transaction.
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PPC SPO Manual
Part I, Pay Entitlements
Chapter 4, Advances
Section A, Advance Pay

Overview

Introduction  This section provides the procedures for Advance Pay. This entitlement is
paid to enlisted members entitled to basic pay and performing duties
designated as requiring special skills.

Topics The following topics are covered in this section
Topic See Page
Guiding Principles 11-4-A-3
Starting Advance Pay 11-4-A-5
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Guiding Principles

Introduction  This section provides the guiding principles for Advance Pay.

Reference The following references provide additional information about Advance Pay.

e U.S. Coast Guard Pay Manual, COMDTINST
M7220.29(series), Chap 9 (Advance Payments)
e Pay, Personnel, Procedures Manual, PSC M1000.2A, Chap. 6

Beforeyou If you are not familiar with the employee entitlement basic navigation
begin instructions, they can be found at: Employee Entitlements, Basic Navigation
Guide.

Advance Pay entries must be approved by a supervisor/auditor with
CGHRSUP approval authority. Guidance for approving officials is
incorporated in the applicable steps of this guide.

Be alert to how the start date corresponds to polling cut off dates and
paydays. For example, if a member is expecting the advance pay in their
15™ of the month payday, this transaction must process prior to the mid
month compute cutoff date. If the member is expecting the advance pay in
their 1* of the month payday, this transaction must process prior to the end
month compute cutoff date.

SPOs may enter earnings type ADP.
Corrections and Deletions are not allowed. Changes to the repayment

scheduled can be made using the Compensate Employees > Maintain
Entitlements > Use > Advance Liquidation menu item.

Note: The original advance pay transaction must process through JUMPS
before a change to the liquidation schedule can be submitted.

Continued on next page
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Starting Advance Pay

Introduction  This section provides the procedure for starting Advance Pay.

Procedure Follow the steps in the Basic Navigation Guide to access the member’s
entitlements detail page. Then, follow these steps to enter a new Advance Pay
entitlement.

Step Action
1 Review the member’s Employee Entitlement Summary.

If an Earnings Code“ ADP” | Then
(Advance Pay) row is
Present 1. Click the button in the ADP row.

2. The Employee Entitlement Detail page will open
and the previous advance pay transaction(s) for this
member will be displayed. Click the button to
the right of the most recent (top) row.

Not present 1. Click the button in any row.

2. Enter ADP in the Earnings Code field.

3. Click the button in the ADP row.
4. The Employee Entitlement Detail page will open
a new.

2 You should now have a new ADP entitlement row to work with. The

Start Date field will display the current date. You can change the Start Date to a
date in the future if you want to delay processing of this transaction (Advance Pay
may not be paid more than 30 days prior to a member’s PCS departure). Use the

calendar button 2 to select the desired date. You can also click & drag over the
date field to select the date then type the start date in MM/DD/YYY'Y format.

Continued on next page
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Starting Advance Pay, Continued

Procedure (continued)

Step Action
3 The Stop Date may be left blank. This field will automatically update with the same
date as the start date.

4 Enter the Earnings Type code of “ADVPAY” for advance pay or use the QA to
search and select from a listing of available earning types.

Click the M button to bring up the Supporting Data screen below:

<—F Optional (worksheet)|fields

49— Required fields

Note: The ONLY required fields on the detail page are T otal Advance and Number
of Installments. If a member requests a specific amount you may enter it in the
Total Advance field. The fields above the blue line are designed as a worksheet to
assist in calculating the advance payment amount.

Continued on next page
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Starting Advance Pay, Continued

Procedure (continued)

Step Action
6 Enter the Total Advance and Number of | nstallments.

If you are using the worksheet to aid in computing the amount of the advance

complete the following fields:

e Basic Pay - Enter the member’s monthly basic pay amount.

e SGL I Amount - Enter the monthly SGLI amount. If the member has not elected
SGLI coverage, then leave blank.

e Federal, Stateand FICA - Enter the total monthly Federal, State, and FICA
amount.

e Dependent Dental Premium - Enter the monthly amount. If the member has not
elected Dental coverage, then leave blank.

e Other Monthly Deductions - Enter any other valid monthly deductions other than
allotments. Examples of other deductions are (overpayments, garnishments,
previously approved advance pay, etc.).

e Months Required for Advance Pay - Enter how many months advance pay the
member is requesting, Not to exceed 3 months.

Note: The Total Payment will update based on the amounts entered above. Click
the button when finished.

Continued on next page
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Starting Advance Pay, Continued

Procedure (continued)

Step Action
7 Route/Approve the transaction.
If... Then...
you are a CGHRSUP | click the button to complete the
Role User (SPO transaction.
Supervisor/Auditor)
youare a SPO Data |a) Click the button and enter the
Entry Technician, approving official’s employee ID
you must route this number in the Approver EmplID field
transaction to a of the Supporting Data section.
Supervisor for
approval.
b) Click the button to return to
the Entitlement Detail view.
¢) Click the button. The
transaction will be routed, via the
worklist, to the approving official.
Approving Official (CGHRSUP Role User/SPO Supervisor/Auditor)
Follow these steps to approve a transaction:
a) Click the link on your worklist to access the pending transaction.
b) Make any corrections that may be necessary to the start date or detail-supporting
data.
¢) Click the button.
d) Click the button to return to the Entitlement Detail view.
e) Click the button.
11-4-A-8 Advance Pay



PPC SPO Manual
Part I, Pay Entitlements
Chapter 4, Advances
Section B, Advance Basic Allowance for Housing

Overview

Introduction  This section provides the procedures for Advance Basic Allowance for

Housing (Advance BAH).
Topics The following topics are covered in this section
Topic See Page
Guiding Principles I1-4-B-3
Starting Advance BAH II-4-B-5




Advances

11-4-B-2 Advanced Basic Allowance for Housing



Advances

Guiding Principles

Introduction  This section provides the guiding principles for Advance Basic Allowance
for Housing.

Reference The following references provide additional information about Advance
BAH.

e Personnel and Pay Procedures Manual Pay, Personnel,
Procedures Manual, HRSIC M1000.2A, Chap. 6 and Encl. 1

e http://www.uscg.mil/directives/cim/7000-
7999/CIM_7220 29A.pdf U.S. Coast Guard Pay Manual,
COMDTINST M7220.29(series), Chap 9 (Advance BAH)

Beforeyou If you are not familiar with the employee entitlement basic navigation
begin instructions, they can be found at: Employee Entitlements, Basic Navigation
Guide

Advance BAH entries must be routed to a supervisor/auditor with
CGHRSUP approval authority. Guidance for approving officials is
incorporated in the applicable steps of this guide.

Be alert to how the start date corresponds to polling cut off dates and
paydays. For example, if a member is expecting the advance pay in their
15™ of the month payday, this transaction must process prior to the mid
month compute cutoff date. If the member is expecting the advance pay in
their 1* of the month payday, this transaction must process prior to the end
month compute cutoff date.

Corrections and Deletions are not allowed. Changes to the repayment
scheduled can be made using the Compensate Employees > Maintain
Entitlements > Use > Advance Liquidation menu item AFTER the initial
advance transaction has processed through JUMPS.

Advanced Basic Allowance for Housing 11-4-B-3
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Starting Advance BAH

Introduction  This section provides the procedure for starting Advance Basic Allowance

for Housing.
Procedure Follow the steps in the Basic Navigation Guide to access the member’s
entitlements detail page. Then, follow these steps to enter a new Advance
BAH entitlement.
Step Action

1 In the B incluce History| mode, click the button shown below.

O

A new blank row appears...

=)

2 Enter the Start Date. The current date is automatically displayed. Use the calendar

button £ to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYYY format.

3 The Stop Date may be left blank. This field will automatically update with the same
date as the start date.

4 Enter the Earnings Type code “ADVBAH” or use the Q] to search and select from a
listing of available earning types.

5 Approval Statusis pre-filled. The status will automatically change from Pending (P)
to Approved (A) upon saving by a user with the CGHRSUP role

6 Manual Row Switch (CGHRSUP role users only). Select this field only when
necessary to override pay edits. Business rule edits will not be turned off when this is
selected.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Continued on next page
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Starting Advance BAH, Continued

Procedur e (continued)

Action

7 Click the 2% button to bring up the Supporting Data screen below:

Supporting Data

1111370 ADB 1072452002 ADYBAH

Total Advance: [0.00

Number Of Installments: lU_

Installment Amount: 0.0o
Date Repayment will Begin: (]
Date Repayment will End; Bl

RotationDate:| B
8 Total Advance - Enter the total amount of advance BAH the member is requesting.
9 Number of Installments - Enter the number of months the member elects to repay
the advance BAH. 12 months is the maximum.
10 Installment Amount - PeopleSoft will automatically complete this field when the

information is provided.

11 Date Repayment Will Beqgin is the first day of the next processing month. Normally
the 1% day of the month following the month in which the advance was paid (e. g.
07/01/2006 for 1 July 2006), provided transaction is input in time to be included in
the June processing month (e. g. prior to “June End-Month Compute™).

12 Date Repayment Will End is the last day of month in which the final installment
will be paid (e. g. 06/30/2007, for 30 June 2007, provided the start date was 1 July
2006 and the number of installments was 12.)

13 Rotation Date is the member’s rotation date from current unit the field is pre-filled
by the system.

14 | Click the —2¥_I button when finished.

Completed Supporting Data Screen

Continued on next page
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Starting Advance BAH, Continued

Procedure (continued)
Step Action
15 Route/Approve the transaction.
If... Then...
you are a SPO click the button to complete the transaction. The
Supervisor transaction will automatically be approved.
youarea SPOData | 4) Click the button and enter the Approving
Entry Technici an, Official’s Employee | D number in the Approver
you must route this EmplID field of the Supporting Data section.
transaction to a b) Click the button to return to the Entitlement
Supervisor for o
Detail view.
approval.
c) Click the button. The transaction will be routed,

via the worklist, to the approving official.

16 Approving Official (CGHRSUP Role User/SPO Supervisor)
Follow these steps to approve a transaction:

a) Click the link on your worklist to access the pending transaction.

b) Make any corrections that may be necessary to the start date or detail-supporting
data.

¢) Click the 222 button.

d) Click the button to return to the Entitlement Detail view.

e) Click the @) pytton

Advanced Basic Allowance for Housing 11-4-B-7
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PPC SPO Manual
Part I, Pay Entitlements
Chapter 4, Advances
Section C, Advance Overseas Housing Allowance

Overview

Introduction  This section provides the procedures for Advance Over seas Housing
Allowance (Advance OHA). Advance payment of OHA, interim housing
allowance, and BAH is authorized for payment of advance rent, security
deposits, and/or initial expenses incident to occupying other than Government

housing.
Topics The following topics are covered in this guide.
Topic See Page
Guiding Principles 11-4-C-3
Entering Advance OHA I1-4-C-5
Routing and Approving Advance OHA 11-4-C-7
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Guiding Principles

I ntroduction

Reference

Beforeyou
begin

Source
Document

Timing

This section provides the guiding principles for Advance Over seas Housing
Allowance.

The following references provide additional information about Advance
OHA.

(a) JFTR U10028 and Appendix K
(b) U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series), Chap 9
(c) Personnel and Pay Procedures Manual, PSCINST

M1000.2(series), Chap 6-B

Advance OHA entries must be routed to a supervisor/auditor with
CGHRSUP approval authority. Guidance for approving officials is
incorporated in the applicable steps of this guide.

SPOs may enter earnings type ADO.

Corrections and Deletions are not allowed. Changes to the repayment
scheduled can be made using the Compensate Employees > Maintain
Entitlements > Use > Advance Liquidation menu item. Changes to the
liquidation schedule cannot be entered until the initial advance transaction
has processed through JUMPS.

Per reference (b), a properly executed (signed by both the member and the
member’s Commanding Officer/OINC or his/her delegate) CG form PSC-
2010 Advances Worksheet, is required for processing of Advance OHA
payments. In addition, per U10028-B of reference (a), the member’s housing
expenses must be documented. The supporting documentation should be
attached to the worksheet for review.

Be alert to how the start date corresponds to polling cut off dates and
paydays. For example, if a member is expecting the advance pay in their
15™ of the month payday, this transaction must process prior to the mid
month compute cutoff date. If the member is expecting the advance pay in
their 1* of the month payday, this transaction must process prior to the end
month compute cutoff date.

Advance Overseas Housing Allowance 11-4-C-3
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Entering Advance OHA

Introduction This section provides the procedure for entering Advance Over seas Housing
Allowance.
Procedure Follow the steps in the Basic Navigation Guide to access the member’s
entitlements detail page. Then, follow these steps to enter a new Advance
OHA entitlement.
Step Action

1 Begin with a new Advance OHA entitlement row:

2 Enter the Start Date. The current date is automatically displayed. Normally, there is
no reason to change the start date. However, you may change to a later date if you wish
to delay transmission of the entitlement entry. Use the calendar button B to select the
desired date. You can also click & drag over the date field to select the date then type
the start date in MM/DD/YYY'Y format.

3 The Stop Date may be left blank. This field will automatically update with the same
date as start date.

4 Enter the Earnings Type of “ADO” or use the X/ to search and select from a listing of
available earning types

5 Description is pre-filled. Ensure the proper entitlement is shown.

6 Approval Statusis pre-filled. The status will automatically change from Pending (P)
to Approved (A) upon saving by a user with CGHRSUP access.

7 Manual Row Switch (CGHRSUP role users only). Select this field only when

necessary to override pay edits. Business rule edits will not be turned off when this is
selected.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Continued on next page
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Entering Advance OHA, cContinued

Procedur e (continued)
Step Action
8 Click the 22 button to bring up the Supporting Data screen below:

9 Enter the Total Advance with the total amount of Advance OHA that the member is
requesting.

Seereference (a), Par. U10028-B for limitson the amount of OHA than can be
advanced. Amountsin excess of 3 months OHA can only be authorized for
member s assigned to countrieslisted in Appendix (K) of reference (a).

10 | Enter the Number of I nstallments with the number of months the member elects to
repay the Advance OHA.
Seereference (a), par U100028-C1 for limits on the number of installments.

11 | The Installment Amount will automatically complete this field when the information
is provided.

12 | Enter the Date Repayment will Begin. This entry should be the first day of the next
processing month. Normally the 1* day of the month following the month in which the
advance was paid.

Seereference (@), par U100028-C2 for guidance on postponing repayment for up
to three months.

13 | Enter the Date Repayment will End with the last day of month.

14 Enter the Rotation Date with the member’s rotation date from current unit.

15 | Enter the Unit L ocation Code with the unit location District number. Use a valid Unit
Location Code (District Number) for Advance OHA. The qualified Unit Location
Codes are: 01-Boston, 05-Portsmouth, 07-Miami, 14-Honolulu, 32-ISC Portsmouth &
Miami, 85-NOAA, and 98-Washington.

16 | Click the -2 I button. Follow the steps on the next page to route or approve the
transaction.

11-4-C-6 Advance Overseas Housing Allowance
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Routing and Approving Advance OHA

Routing and Follow these steps to route and/or approve the transaction.
Approval
Step Action
1
If... Then...

you are a SPO click the button to complete the transaction.
Supervisor
youarea SPOData |4 (iick the button and enter the Approving

Entry Technician,
you must route this
transaction to a
Supervisor for
approval.

Official’s Employee | D number in the Approver
EmplID field of the Supporting Data section.

b) Click the button to return to the
Entitlement Detail view.
c) Click the button. The transaction will be

routed, via the worklist, to the approving official.

Approving Official (CGHRSUP Role User/SPO Supervisor)
Follow these steps to approve a transaction:

a) Click the link on your worklist to access the pending transaction.
b) Make any corrections that may be necessary to the start date or detail-

supporting data.
¢) Click the
d) Click the

button.
button to return to the Entitlement Detail view.

e) Click the button.

Advance Overseas Housing Allowance
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PPC SPO Manual
Part I, Pay Entitlements
Chapter 4, Advances
Section D, Change Liquidation Schedule

Overview

Introduction  This section provides the procedures for Change Liquidation Schedule for
repayment of advance Pay, BAH or OHA for a member.

Topics The following topics are covered in this section
Topic See Page
Guiding Principles 11-4-D-3
Change Liquidation Schedule - Navigation 11-4-D-5
Change Liquidation Schedule 11-4-D-7
Approve Change Liquidation Schedule 11-4-D-9
JUMPS Effect I1-4-D-11
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Guiding Principles

Introduction  This section provides the guiding principles for Change Liquidation
Schedule.

Reference The following references provide additional information about Changing
Liquidation Schedule.

e Coast Guard Pay Manual, COMDTINST M7220.29 (series)
e Personnel and Pay Procedures Manual, PSCINST M1000.2
(series), Chapter 6-B

Before you This transaction can only be used for advance: Pay, BAH or OHA. The
begin member must currently have an advance being liquidated in order to submit
this transaction.

Corrections and deletions are not allowed after the transaction is approved
and saved (transmitted). A new transaction must be generated to change the
liquidation schedule again.

Change Liquidation Schedule 11-4-D-3
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Change Liquidation Schedule - Navigation

Introduction This section provides the procedure for navigating the Employee
Entitlements pages.

Procedure Start PeopleSoft, sign-in and follow these steps to access Employee
Entitlements.
1 Select Menu items in the following order:
Home > Compensate Employees > Maintain Entitlements > Use > Advance
Liquidation

2 A search page will appear. Enter the member’s Employee ID number or other search
criteria and click the LEarch_ button to select the member you wish to display.

Advanced Technique: You may select the input mode by checking one of the
following boxes located at the bottom of the search screen.

[ Include History T Correct History

If both boxes are left blank, you will enter in the Update
Display mode. The system will automatically default to the
last method you selected. See Step 4 for more information.

Note: When choosing a member from the search results, please be sure you are
choosing the person you actually want to change data on. Verify the employee ID or
national ID (SSN) before making any changes.

3 The member’s Advance Payment is retrieved. If there were more than one advance
open on the member, you would be prompted to select the one you want to change.

Change Liquidation Schedule I1-4-D-5
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Change Liquidation Schedule

Introduction This section provides the procedure for Change Liquidation Schedule.

Procedure Follow the steps in the Change Liquidation Schedule-Navigation to access the
member’s entitlements detail page. Then, follow these steps to enter a new
Change Liquidation Schedule entitlement.

1 In the B nolude istory) mode, click the button shown below.

{ Advance Liquidation
EmpliD: Empl Rcd Nbr: u]
Dept: D0G526 HRSIC ISD PROCEDURES BR Empl Class: Regular

Job Code: 436033 R Sal Plan/Grade: EML EB

Location: KS0001 CG HRSIC

Position: 00012420 SYSTEM PROCEDURES - DUTY

Effective Date; 08/0152002 Zhange Advance Pay - Enlisted
Total Aamount Due:  5086.38 Last Compute (End Month): 12/20/2002

Humber Of Installments: 12 Installment Amount: 423.86 Balance: 3041.38

Mew Liguidation Schedule

Mbr Approval

Begin Date Installment Installment Amount Status

1 ||—@ I_ [Pending =] Q@E

2 Enter Begin Date to change liquidation. This should be the 1* day of the current
month if prior to mid-month compute. If entering after mid-month compute, the
begin date must be the 1* day of the next month.

Approver EmpliD

Continued on next page
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Change Liquidation Schedule, continued

Procedure (continued)

Enter new Number Of Installmentsto be liquidated. The number of installments
will be the new total number of remaining installments.

For example:

The original amount was $3018.60 effective 7/1/2010, with repayment at $251.55
per month for 12 months. On 11/1/2010, the CO authorized liquidation for 24
months. Since the member already paid 4 months (7/1/2010 — 10/30/2010, $251.55
X 4 =5$1006.20), the new number of installments to be entered is 20 (8 months
remaining from the original 12-month schedule, plus the additional 12 months
authorized). The new repayment will be $100.62 X 20 months to pay off the balance
of $2012.40.

Effective Date: 07/01/2010 Change Advance Pay - Enlisted
Total Amount Due:  3018.60 Last Compute (End Month): 10/20/2010
Number Of Installments: 12 Instaliment Amount: 251.55 Balance: 2012.40

New Liguidation Schedule View Al [4] 4 0r1 [P] =

) Nbr Approval
Begin Date Instaliment Installment Amount Status Approver EmpliD
1 1101/2010 ] 20 100.62 Pending ~ Q =

Note: The new Installment Amount will automatically compute when you tab past
the Nbr Installment block.

Enter the Approve EmpliD with the Employee ID of the person (CGHRSUP role
user) who will approve this transaction. Click the magnifying glass icon to lookup
the ID if necessary.

Note: If you are the approving official, the Approval Status drop-down menu will be
available to you. Set the Approval Status to “Approved”.

Click Save. The transaction will transmit when you click Save, and will be routed to
the Approver’s worklist for review.

1-4-D-8
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Approve Change Liquidation Schedule

Introduction This section provides the procedure for approving Change Liquidation
Schedule.
Procedure Follow the steps for approval.

1 Click on the Worklist link at the top of any Direct-Access page.
2 Click on the link showing the Employee I D number for the transaction you want to
review.

Home = PeopleTools = Worklist = Use = Worklist

Mark

From Date From Vork ltem: Link Worked
Test Account for HRS 07/11/2003 Entitlement_Liquidation0004523. 0, ALC, 2003-06-01, o Reassign
User 11801, 0, 000452

w

Review the data and make any changes necessary.
4 Click on the Approval Status drop-down menu and select “Approved”.

New Liquidation Schedule

: Hbr Approval
Begin Date Ml Installment Amount Status
1|08/01/2003 ] [17 112.45 | Pending  [&

5 To Cancel the transaction:

a) Select “Denied” from the Approval Status drop-down menu.

b) Click Save to update the status.

¢) Click the Delete Row Icon =1

6 Click Save. The transaction is complete. If the status was set to “Approved” the

JUMPS transaction will be transmitted.

7 Use the worklist navigation buttons to view the next or previous items on your

worklist. @Next in'l.l'll'-:-rklistjl T@Frwinus in'l.l'Ll'u:-rinstjl

e Click the View Worklist button to return to your worklist, 'Eviewiorkist]

e From the worklist, use the Check Mark button " to mark completed items as
“worked” and remove them from the list.

Change Liquidation Schedule 11-4-D-9
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JUMPS Effect

Introduction This section describes the transactions created and segments modified in
JUMPS when a Change Liquidation Schedulerow is saved in Direct-
Access.

Start SDAP Creating and saving a Change in Liquidation Schedule generates a H605

transaction with the following variable data element:
JUMPSEffect  This transaction updates the following in JUMPS:

e Segment 40, Advance Pay.
e Segment 41, Advance BAH or OHA.
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PPC SPO Manual

Part Il, Pay Entitlements

Chapter 5, Subsistence Allowance

Overview

Introduction This chapter provides the procedures for Basic Allowance for Subsistence
(BAS) and Refund of Discount Meal Rate for Missed M eals for members
unable to eat meals normally furnished at a government dining facility.

Note: Please refer to Chapter 12, Temporary Duty (TDY) Entitlements, if
submitting this transaction in conjunction with a TDY assignment.

Contents This chapter contains the following topics:
Topic See Page
Basic Allowance for Subsistence 5-A
Refund of Discount Meal Rate for Missed Meals 5-B

11-5-1 CH-1
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Coast Guard Servicing Personnel Office Manual
Part Il, Pay Entitlements
Chapter 5, Subsistence Allowance

Section A, Basic Allowance for Subsistence

Overview

Introduction  This section provides the procedures for Basic Allowance for Subsistence
(BAYS) for enlisted personnel and commuted rations entitlement for cadets at

the Coast Guard Academy.
Topics The following topics are covered in this section

Topic See Page
Guiding Principles 11-5-A-3
Starting BAS 1I-5-A-5
Stopping BAS 11-5-A-9
Correcting BAS I1-5-A-11
Deleting BAS II-5-A-13
BAS Multiple Entry I1-5-A-15




Subsistence Allowances

This page left blank intentionally.

11-5-A-2 CH-1 Basic Allowance for Subsistence



Subsistence Allowances

Guiding Principles

Introduction  This section provides the guiding principles for Basic Allowance for
Subsistence.

Reference The following references provide additional information about BAS.

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

(b) U.S. Coast Guard Pay Manual, COMDTINST
M7220.29(series), Chap 3.A

Before you If you are not familiar with the employee entitlement basic navigation
begin instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

Note: Please refer to Chapter 12, Temporary Duty (TDY) Entitlements, if
submitting this transaction in conjunction with a TDY assignment.

Auto-stop Enlisted BAS/minus discount meal rate stops automatically on the day prior
upon PCS to PCS departure. Do not enter a Stop Enlisted BAS transaction when a
departure member departs PCS. The system will not reflect the BAS stop until the PCS
(discount meal departing transaction is approved. JUMPS will pay Enlisted BAS during the
rate period the member en route PCS. See Chapter 4, Pay Entitlements

deductions) Automatically Stopped Upon Departing, in Part IV, PCS Transfer, of this
manual for more information.

Enlisted BAS-II  Transactions to start Enlisted BAS-II (see 3.A.3.c. of reference (b)) will be
input by PPC (mas) upon receipt of authorization from Commandant

(CG-1222).
Internal BAS starts require review and approval by a PAO/CGHRSUP role user. The
controls approver cannot be the same user that originated the transaction.

Continued on next page
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Subsistence Allowances

Guiding Principles, continued

Supporting An enlisted member entitled to basic pay is also entitled to BAS except as

documentation  indicated in paragraphs 3.A.3.a.(1) through 3.A.3.a.(7) of reference (a). No
supporting documentation, beyond that which is required to support
entitlement to basic pay (e.g. Enlistment Contract or Reserve Orders) is
required.

e The PCS Departing Worksheet, CG-2000 is the supporting document for
starting enlisted BAS upon graduation from basic military training.

e The PCS Reporting Worksheet, CG-2005 is the supporting document for
determining entitlement to Enlisted BAS or Enlisted BAS/minus discount
meal rate (BASDMR) in conjunction with PCS reporting.

e JUMPS will debit Enlisted BAS during periods of non-entitlement, as
indicated in paragraphs 3.A.3.a.(3), 3.A.3.a.(4), and 3.A.3.a.(7), when the
appropriate leave, disciplinary or general absence transaction is processed.
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Starting BAS

Introduction This section provides the procedure for starting Basic Allowance for
Subsistence.
Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new BAS entitlement.

Step Action
1 Click the insert row - button shown below.

Entitlements View All

*Earnings Code: BAS =Y Subsistence

viewal  |< [ 1202 [F] 5

Manual

Start Stop : Approval : :
*Start Date TimelSeq Stop Date TimeiSeq *Earnings Type Description Status I;::;Ch Detail Approve Earning Process Type
Enlisted BAS (EML
1 041162004 @ 1900 03/14i2011 ﬂ 0000 BASDMR BAS)minus Discount A Detail| Approve | Conversion - |
Meal Rate (DMR)
2 01012002 [] 9999 041152004 ] 9999 REGBAS e alEe & Approve | Conversion =1

A new blank row appears. ..

View All

Manual
Stop Approval Detail Approve Earning Process Type

*Start Date Stait Stop Date *Earnings Type Description

Time/Seq TimelSeq Status Switch
/1512011 [l 0000 [ oooa Ql P Detail| Approve =1
Enlisted BAS (ENL
2 04/1612004 [E] 1900 031412011 Eil 0000 BASDMR BAS) minus Discount A Detail| Approve | Conversion =1

Meal Rate (DMR]

2 | Enter the Start Date. The current date is automatically displayed. Use the calendar

button 2 to select the desired date. You can also click & drag_over the date field to
select the date and then type the start date in MM/DD/YYY'Y format. When submitting
a Subsistence Start transaction in conjunction with a PCS Reporting, the Start Date
must be the day after the member reports aboard.

3 | Leave the Stop Date blank for active duty members and RC members on AD for 140
or more days ADT or more than 181 days ADOT. BASDMR will automatically stop
upon PCS. If this is a temporary entitlement, you may enter the stop date.

Continued on next page
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Starting BAS, cContinued

Procedur e (continued)

Step Action

4 Enter the Earnings Type code if known or use the QJ to search and select from a
listing of available earning types.

Earnings L Use When
Description
Type
Discount Meal Rate See reference (a), Figure 3-2,
BASDMR (DMR) Rules 1 through 4
Cadet is authorized to mess
CADETC Cadet COMRATS separately (USCGA SPO Only)
. See reference (a), Figure 3-2,
ENLBAS Enlisted BAS Rules 4 through 6

5 | Description is pre-filled. Ensure the proper entitlement is shown, repeat step 4 to
select the correct type if necessary.

6 | Approval Statusis pre-filled. The transaction will remain in a pending (P) status until
it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval status is set to “A”.

7 | Manual Row Switch. (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Continued on next page
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Starting BAS, cContinued

Procedur e (continued)

Step Action

8 | The M button is only displayed when the BASDMR earnings type is used. Please
refer to Chapter 12, Temporary Duty (TDY) Entitlements, if submitting this transaction
in conjunction with a TDY assignment.

9 | Click the AP button and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.

Suppeoerting Data
1234567 BAS  02/15/2011 EMLBAS
Approval Status: Pending Originator ID: CGHRSOMLY
Role Name: CGHRSUP Approver EmpliD: 1234567 Q|
| _OK | |Cancel |

Click the [ oK ] button to return to the Entitlement Detail view.

10 | Click the "E2=2¥=lputton. The transaction will be routed, via the worklist, to the
approving official.

11 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part 11, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Stopping BAS

Introduction  This section provides the procedure for stopping Basic Allowance for

Subsistence.

Reminder, BASDMR stops automatically on the day prior to PCS departure. Do not
PCSauto-stop enter a PeopleSoft Stop BAS transaction when a member departs PCS. The

system will not reflect the BAS stop until the PCS departing endorsement is
approved and saved.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a stop BAS transaction.

Step Action

1 In the |Bcarest History] mode, find the row to stop. The stop date will be blank as shown
below:

2 [Fwoira0ar (3 5908 (w00 ) 68 [EOETD Q) Sar E0ET oven0 r Dol moprow| [Comarson =1 [#] [=

2 Enter the Stop Date for the entitlement by using the calendar button Bl 15 select the
desired date. You can also click & drag over the date field then Type the stop date in
MM/DD/YYYY format. The stop date can be future dated.

3 Stop Time is pre-filled by the system and must not be changed.

4 Approval Statusis pre-filled. The status will automatically change from Pending (P)
to Approved (A) upon saving.

5 Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Business rule edits will not be turned off when this is
selected.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

6 _lDEta" Do Not Use. The detail is automatically set when the earnings type for BAS is
selected and the entitlement is saved.

7 MI Not Used. Stopping payment of BAS does not require audit and approval.

3 Click the "®%=< putton (located at the bottom left of the screen) to approve and

transmit the entry.
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Correcting BAS

Introduction  This section provides the procedure for correcting Basic Allowance for
Subsistence.

Discussion Only the stop date may be corrected. To change the effective start date or an
incorrect earnings type, you must delete the entire row (see the next section
for the procedure to delete BAS) and then start a new BAS entitlement.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Follow these steps to
correct an incorrect Stop date.

Step Action

1 In the |EiCarest History] mode, find the BAS row to correct.

Click & drag over the Stop Date field to change its value. Dates must be typed in

MM/DD/YYYY format. You may also use calendar buttons 2 to modify dates and
the magnifying glass @l to change the earning type.

2 Click the & =) button located at the bottom left of the screen.
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Deleting BAS

Introduction  This section provides the procedure for deleting Basic Allowance for
Subsistence.

Discussion The total Basic Allowance for Subsistence entitlement will be recouped when
using this feature.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a deletion of a BAS transaction.

Step Action

1 In the |Ecenest Histerr) mode, find the BAS row to delete.

Click on the =] button located in the row to be deleted.

Click the B save) button located at the bottom left of the screen.
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BAS (Multiple Entry)

Introduction This section provides the procedure for BAS (Multiple Entry). Refer to E-
Mail ALSPO B/11 for access to this component.

Beforeyou The Mange Multiple Entitlements component can be used to create
begin transactions to start an entitlement, stop an entitlement, or start AND stop an
entitlement for multiple personnel.

Note (1): Any corrections or deletions must be made using the individual
employee entitlements transaction. You cannot correct or delete
any entries using the multiple entitlements transactions.

Note (2): Do not click "save" more than once. If you are unsure about the
status of the data entry, open a new window and path to the
individual employee entitlements listing for one of the people
on your multiple transaction list. If you have already saved the
multiple transaction the entry will be reflected in the member's
individual employee entitlements. You cannot make any
changes to the multiple transaction data entry after it has been
saved (See note (1) above).

Continued on next page
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Subsistence Allowances

BAS (Multiple Entry), Continued

Procedure Follow these steps to enter a new BAS (Multiple Entry) entitlement.
Step Action
1 | Select Menu items in the following order.

Enterprise Menu > Compensate Employees > Maintain Entitlements > Use > M anage
Multiple Entitlements

The Multiple Entitlement Panel appears as shown below. You can click in the Officer

Block to removethe Check mark asthisisfor enlisted only.
f’ Multiple Entitlerments \I_

Earnings Code: I_ Q]  start Date: I Edl Stop Date: I Edl
Earnings I [,

Type:

Department: [2JSC5 Q) | Ql ¥ Enlisted ' Active
W officer ¥ Reserve

¥ Include Parent and Sub Departments

Refresh List | Select All | Unselect All |

Type “BAS” in the Earnings Code field or use the magnifying glass QJ to search and
select the Basic Allowance for Subsistence Earnings Code. Enter the Earnings Type
code (BASDMR or ENLBAS)

f Multiple Entittements \L

=

Earnings Code: BAS ﬂ Start Date; 03/18/2011 Stop Date:

Earnings BASDMR Q) Discount Meal Rate (DMR)
Type:

Enter the Start Date. The current date is automatically displayed. Use the calendar

button B to select the desired date. You can also click & drag_over the date field to
select the date then type the start date in MM/DD/YYY'Y format. Leave the Start
Date blank if using the multiple entry component to stop BAS.

The Stop Date may be left blank to pay continuous BAS (Multiple Entry). Ifthisis a
temporary entitlement, you may enter the stop date. If you wish to stop the entitlement
at a later date, recreated it per these instructions but leave the Start Date blank.

Continued on next page
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BAS (Multiple Entry), Continued

Step Action
5 | Complete the “Selection Criteria” fields as outlined below.
Department: [AUSCG & | @) W Enisted ' actve
¥ officer ¥ Reserve
¥ Include Parent and Sub Departments
Field Description/Instructions
Department | There are 2 lookup boxes located next to Department...
Leavethefirst box set to AUSCG (Active Duty USCG) as
shown below.
Department: [AUSCG Q) | Q)
Type the Department Code in the 2™ block shown below or use the
QJ to search and select from a listing of available codes.
Department: IAUSCG Ql | Q
Enlisted A checkmark M indicates enlisted personnel will be included in the
selection. Click on the box to remove enlisted personnel, if desired.
A blank box [ indicates enlisted personnel have been removed
from the selection criteria.
Active Always leave this item checked.
Officer A checkmark M indicates officers will be included in the selection.
Click on the box to remove officers. A blank box ' indicates
officers have been removed from the selection criteria.
Reserve A checkmark M indicates reserve personnel will be included in the
selection. Click on the box to remove reserve personnel, if desired.
A blank box I indicates reserve personnel have been removed
from the selection criteria.
Include A checkmark M indicates sub departments will be included in the
Parent and selection. Click on the box to remove sub departments, if desired.
Sub A blank box ™ indicates sub departments been removed from the
Departments | selection criteria.
6 | Click the ="t | putton. A listing of personnel meeting the criteria in the previous

step appears in the table below.

i of 1
Short Empl Salary
FSelemed LTI Description | Classification |Grade Department “EmpliD NbP

Rcd
| 1 - |Elunger,DaIe E. |F'ER82 Regular |W2 |003388 ||10964D4 g|lﬂ_||E|
Note: Clicking on this button in later steps will undo all changes.

Continued on next page
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BAS (Multiple Entry), Continued

Step Action

7 Select Entries to be Processed:

Click the __2#=#41 | putton. Each row in the table will run through a series of internal
edits and all that pass will receive a check mark as shown below.

Find  |= [ 1061 [¥] =

Empl
Short Empl Salary .
selected|Name Description |Classification |Grade Department | *EmpliD :Erd

q 1o |E|unger,Da|e E |FER82 Regular |W2 |003388 [Tossens g||u_||E|
A check mark in the Selected Column indicates that the entitlement will be generated
and placed in the member’s history file upon saving.

8 | Removal of Entries From Being Processed:

Review the list and click the ™ box to remove appropriate entries. A blank box r

indicates that an entry will not be generated upon saving. The = button can be used
to remove an entire row and gain the same effect.

The _ Unsstectal | button can be used to remove all entries if desired.

9 Add Entries to Be Processed:
Click the button in any row to add a blank row.

Type the member’s employee identification number in the EmplI D block shown below

or use the magnifying glass QJ to search and select individuals from a list.
Find |= [ 120tz [ =

Empl
Short Empl Salary a
Selected [Name Description | Classification |Grade Department | “EmpliD EE:'
1| {M% |BungerDaleE. PERS?  |Regular w2 |o033ss (109640 [o =]
[ m & ==

Click on the empty box located in the Selected column so an entry will be generated
upon saving.

Note: Carefully review your work one last time to ensure there are no mistakes before
saving.

10 | Click the "= pytton.
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Chapter 5, Subsistence Allowance

Section B, Refund of Discount Meal Rate for Missed Meals

Overview

Introduction  This section provides the procedures for Refund of Discount Meal Rate
(DMR) for missed meals. This entitlement is paid to enlisted members when

assigned duties or dining facility exigencies prevent government furnished
meals from being provided.

Note: Please refer to Chapter 12, Temporary Duty (TDY) Entitlements, if
submitting this transaction in conjunction with a TDY assignment.

Topics The following topics are covered in this section
Topic See Page
Guiding Principles 1I-5-B-3
Refund of DMR 1I-5-B-7
Corrections 11-5-B-11
Deletions 1I-5-B-13
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Guiding Principles

I ntroduction

Reference

Discussion

Beforeyou
begin

Timing

This section provides the guiding principles for Refund of DMR.

The following references provide additional information about Refund of
DMR.

(a) U.S. Coast Guard Pay Manual, COMDTINST
M7220.29(series), Chap 3.A.5.f, and Figure 3-4

(b) Personnel and Pay Procedures Manual, PPCINST
M1000.2(series), Chap 7-B

Per reference (a), if a member is assigned to an Essential Station Messing
(ESM) or Essential Unit Messing (EUM) status, and assigned duties or dining
facility exigencies prevent government furnished meals from being provided,
discount meal rate charges will be credited back to the member for affected
meals. Reference (b) provides the procedure for the unit to notify the SPO
when a member is entitled to a refund of DMR.

Do not enter a Refund of DMR transaction with any dates that overlap PCS
orders, regular leave, emergency leave, or sick leave dates or for any date the
member does not have a BAS-DMR entitlement in effect.

The effective date for ALL Refund DMR for Missed Meals transactions is the
last day of the month. The system will automatically enter the date in the
transaction Start and Stop date fields when the “DMRRMM” Earnings Type
code is selected. For this reason you cannot enter multiple DMRRMM
Earnings Type transactions for the same month. We recommend that you only
input this transaction monthly, at the end of the month. Alternatively, you
could input the transaction upon receipt of the information from the unit and
submit a correction type transaction if the member becomes entitled to
another refund of DMR credit later in the same month.

Continued on next page
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Pay Entitlements

Guiding Principles, continued

Internal BAS starts require review and approval by a PAO/CGHRSUP role user. The
controls approver cannot be the same user that originated the transaction.
Supporting Per reference (b), the member’s unit shall forward a certification of missed

documentation  meals memo to the SPO monthly. Retain the memo in section 3 of the SPO
PDR for 3 years/
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Refund of DMR

Introduction This section provides the procedure for entering a Refund of DMR for

missed meals.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new Refund of DMR entitlement.

Step Action
1 Click the button shown below.
Entitlements viewAll  |< KN 110r12 O >|
“Earnings Code: [FMM[@Q)  Refund DUIR for Missed heals
viewAll  |< [ 10r1 [P] 2|
“Start Date .Is.‘l;r;meq Stop Date .Is.i(r‘;‘z,Seq‘Eamlngs Type Description ';:’:tL"S"E‘ g\:\:ua\ Detail Earning Process Type
Switch
1083002008 | 2579 [08130/2008]E] 2580 DURRMM Erg':eﬁﬁj‘i”aﬂ‘" A O Detai 13
A new blank row appears...
Entitiements. viewAll | Kl 20112 I3 =
~Eamings Code: RMM[Q)  Refund DUR for Missed Ueals
view Al |< [4] 42082 [F] 5|
*Start Date %"?‘I:/SEQ Stop Date .?II::LSEQ *Earnings Type Description ';?a")‘:::’al gé\‘r?:il Detail Earning Process Type
-"@goajzpwﬂ oo [ Ejoooo | Jal d O Detai ==
206302006 B3] 2579 [06/30/2006]E 2580 DMRRMM 3:“;?;;;1’";;“’ A O petsi| =

2 Enter the Start Date. The current date is automatically displayed. Use the calendar
button B to select the desired date.

3 The Stop Date may be left blank. This field will automatically update to equal the Start
Date.

4 Enter the Earnings Type code “DMRRMM?” or use the R to search and select from a
listing of available earning types.

Note: Upon moving to the Earnings Type code, the Start Date and Stop Date will
automatically change to reflect the last day of the month.
% start stop .. T
Start Date Time/Seq Stop Date Time/Seq Earnings Type Description
— ——— mreom &t DMR Refund for
1[12/31/2007 Bl 0000 [12/31/2007 |5 0000 [DMRRMM Q¢ Lol

5 Description is pre-filled. Ensure the proper entitlement is shown.

6 Approval Statusis pre-filled. The transaction will remain in a pending (P) status until
it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval status is set to “A”.

Continued on next page

Refund of Discount Meal Rate for Missed Meals CH-1 11-5-B-5



Pay Entitlements

Refund of DMR, continued

Procedure (continued)
Step Action
7 Manual Row Switch (CGHRSUP role users only) Select this field only when

necessary to override pay edits.
Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Click the Detall button to bring up the
Supporting Data screen below: Leave

Home = Compensate Employees = Maintain Entitltements = Use = Employee Entitlements Do not include the number of meals missed or
the dates when a member was on sick leave,
regular leave paternity leave, maternity
RMM 06/30/2007 DMRRMM |eave’ or emergency leave. The leave
transaction (Vacation Request), will
automatically credit missed meals for
members who take leave. Submitting this

Supporting Data

Number of Breakfast:

IeIOEGOTOMnErSd | transaction with dates overlapping a leave
Number of Suppers: i period will result in overpayment.
Begin Date: § Ed End Date: i (]
OK_| [Cancel |

Enter 3 digits (i.e. 003) for the Number of Breakfast meals missed during the month.
Leave blank if none were missed.

Enter 3 digits (i.e. 003) for the Number of Dinners missed during the month. Leave
blank if none were missed.

Enter 3 digits (i.e. 003) for the Number of Suppersmissed during the month. Leave
blank if none were missed.

Begin Date: Enter the date of the first day for which Refund of DMR is being credited.

End Date: Enter the date of the last day for which Refund of DMR is being credited.
May be left blank if entering transaction for a member who is TDY for more than 30
days. However, you must enter the end date on the final Refund DMR transaction for
the TDY period.

Note: The Begin and End date fields are not part of the transaction (P603) that is
passed to JUMPS for processing.

Click the button when finished.

Continued on next page
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Refund of DMR, continued

Procedure (continued)

Step Action

9 | Click the 2PP™"8| bytton and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.

Supporting Data
1234567 BAS  03M5/2011 EMLBAS
Approval Status: Pending Originator ID: CGHRSONLY
Role Name: CGHRSUP Approver EmpliD: 1234367 Q)
| oK |[cancel |

Click the [ oK ] button to return to the Entitlement Detail view.

10 Click the ES#E""E"button. The transaction will be routed, via the worklist, to the
approving official.

11 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part I, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Corrections

Introduction This section provides the procedure for correcting a Refund of Discount Meal

Rate transaction.

Discussion Only the Detail (number of missed meals by type, Begin date and End date)

may be corrected.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a correction of a Refund of DMR transaction.

Step Action
1 Click the M button to bring up the Supporting Data screen.
Supporting Data
85 RIM 0513172011 DKMRRMM
Number of Breakfast: 3
Number of Dinners: 2
Mumber of Suppers: 3
Begin Date: 05/2312011 ] gng pate: 0512612011 {nf
2 Enter 3 digits (i.e. 003) for the Number of Breakfast meals missed during the month.

Leave blank if none were missed.

Enter 3 digits (i.e. 003) for the Number of Dinners missed during the month. Leave
blank if none were missed.

Enter 3 digits (i.e. 003) for the Number of Suppersmissed during the month. Leave
blank if none were missed.

Supporting Data

—85 RMM 05/31/2011 DMRRIMM
Number of Breakfast: 3 Note: Setting the number of meals to “0”
Number of Dinners: 3 will “undo” any erroneous credit. This is

preferable to deleting a transaction.
Deleting this type of transaction causes
JUMPS to put the member in an overpaid

Number of Suppers: 2
Begin Date; 05/23/2011 End Date: 0512512011 [

[Canzel ] status if any other BAS changes process
during the same month.
Click the button when finished.

Continued on next page
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Corrections, Continued

Procedure (continued)

Step Action

3 Click the =TS button (located at the bottom left of the screen) to approve and
transmit the correction.
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Deletions

Introduction This section provides the procedure for deleting a Refund of Discount Meal
Rate transaction.

Beforeyou Setting the number of meals to “0” on the detail panel (see corrections on the

begin previous page) will “undo” any erroneous credit.

This is preferable to deleting a transaction. Deleting this type of transaction
causes JUMPS to put the member in an overpaid status if any other BAS
changes process during the same month.

Discussion The total Refund of DMR entitlement will be recouped when using this
procedure. See the block above and consider simply correcting the original
transaction instead of deleting it. Deletions submitted during the same month
as any other BAS entitlement changes may result in the DMR being deducted
from the member’s account twice.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a deletion of a Refund of DMR transaction.

Step Action

1 Find the Refund of DMR row to delete.

Click on the =1 button located in the row to be deleted.

2 Click the "™===9) button located at the bottom left of the screen.

Refund of Discount Meal Rate for Missed Meals CH-1 11-5-B-11
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PPC DA SPO Manual
Part I, Pay Entitlements
Chapter 6, Bonuses

Overview

Introduction  This section provides general information concerning entry and maintenance
of Coast Guard Bonus entitlements.

Bonuses are paid to enlisted members entitled to basic pay and performing
duties designated as requiring special skills.
Note: All Active Duty members (Officers and Enlisted) are eligible for CSB.

Only TRACENS or PPC can enter an Enlistment Bonus. All other Bonuses
are processed by PPC (MAS).

The following is a list of active duty bonuses:

EBCC - Enlistment Bonusfor College Credit

EBLE — Enlistment Bonus— Lateral Entry

EBNPS — Enlistment Bonus— Non Prior Service

EBPS — Enlistment Bonus— Prior Service

NREIP — Non-Rate Enlisted I ncentive Program

CRITSK — Critical Skills Training Bonus

SRB — Selective Reenlistment Bonus

e (CSB - Career Status Bonus— All Active Duty CG Personnel
(includes Officer and Enlisted personnel)

The following is a list of reserve bonuses:

Affiliation Bonus

EB — Enlistment Bonus

PSEB — Prior Service Enlistment Bonus
REN/EXT — Reenlistment/Extension Bonus

Continued on next page
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Overview, Continued

References

Responsibilities

Topics

Complete eligibility requirements and procedures are contained in the

a. Coast Guard Personnel Manual, COMDTINST M1000.6(series), Chapter 3

b.U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series), Chapter 4

c. Coast Guard Personnel Pay and Procedures Manual, PPCINST
M1000.2(SERIES), Chapter 7

d.Coast Guard Maximum Allowable Weight Standards, COMDTINST
M1020.8G

e.PPC DA SPO Manual, Part IX, Joint Uniform Military Pay System
JUMPS)

f. Enlistment Bonus Program Changes ALPERSRU N/02

g. ALCOAST 352/09, Critical Skills Training Bonus (CSTB) Program

All requirements for Bonus eligibility are contained in references (a) through
(c). Commands are responsible for determination of members eligible for
bonus entitlements. The following table outlines the responsibilities for
processing Bonuses.
Who Responsibilities
Unit e Review member’s eligibility.
¢ Process/Verify correctness of Bonus agreement.
e Forward documentation to unit SPO.
SPO e Review Bonus agreement for accuracy.
e Forward documentation to PPC (MAS) (Bonus
agreement, CG-3307, contract).
PPC e Verify members Bonus eligibility.
e Process DA documentation for Bonus payment.

The following topics are covered in this section

Topic See Page

Guiding Principles 11-6-3

Starting Bonuses I1-6-5

Approving Bonus Entries 11-6-9

Bonus Suspension/Termination 11-6-11

Bonus Maintenance 11-6-13

JUMPS Affect 11-6-17

[1-6-2
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Guiding Principles

Introduction  This section provides the procedures and guiding principles for Enlistment
and Critical Skills Bonuses. This entitlement is paid to enlisted members
entitled to basic pay and performing duties designated as requiring special

skills.

Beforeyou If you are not familiar with the employee entitlement basic navigation

begin instructions, they can be found at: Employee Entitlements, Basic Navigation
Guide

Only TRACENS or PPC can enter an enlistment or critical skill training
bonus. Other types of bonus are entered PPC (MAS).

Bonus entries must be routed to a supervisor/auditor with either CGHRSUP
or CGHRSICSUP approval authority. Guidance for approving officials is in
the Approving Bonus Entries section of this guide.

Use the bonus maintenance application (Home > Compensate Employees >
Maintain Entitlements > Use > Bonus M aintenance) to Suspend Bonus
Installments or to Stop Bonus Suspensions.

Corrections and Deletions are not allowed.

Bonus 11-6-3
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Pay Entitlements

Starting Bonuses

Introduction This section provides the procedure for starting Bonuses.

Procedure Follow the steps in the Employee Entitlements Basic Navigation Guide to
access the member’s entitlements detail page. Select the ENB —
Miscellaneous Bonus Programs row, or add a new one if one does not already
exist. Then, follow these steps to enter a new Bonus entitlement

Step Action

1 Click the insert new row button button if a blank row doesn’t already exist.

2 Start Date - This date is automatically displayed and should match the date you are
entering the bonus.

3 The Stop Date doesn’t actually “Stop” the bonus payment, it only closes the row. If the
row is left open (or “running”), it won’t be possible to enter another bonus entitlement
as only one row of any particular pay entitlement can be open at a time. The date will
auto-fill and match the start date.

4 Enter the Earnings Type code if known or use the Q) to search and select from a
listing of available earning types.

The following is a list of active duty bonuses:

EBCC — Enlistment Bonus for College Credit
EBLE — Enlistment Bonus— Lateral Entry
EBNPS — Enlistment Bonus— Non Prior Service
EBPS — Enlistment Bonus— Prior Service
NREIP — Non-Rate Enlisted I ncentive Program
CRITSK —Critical SkillsTraining Bonus

Continued on next page
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Starting Bonuses, Continued

Procedure (continued)

Step Action

5 Click the button to access the bonus supporting data page.

6 Enlistment Bonus Only:
Enter the Rate Code for the enlistment bonus, or click the lookup button QJ to search
for and select a code.
e You can NOT enter two “ENB” codes. Enter one as ENB/H600 and the other
as NAB/H601 (PPC Only).
e You will need to report the Enlistment Bonus for College Credit separately
under Earnings Code EBCC. If a member is authorized both an Enlistment
Bonus and an EBCC, you'll need to prepare two transactions -- one for the
Enlistment Bonus and one for the EBCC.

\‘

Object Code is pre-filled by system. (not for the H601)

8 Total Amount of Bonusis pre-filled by the system with the maximum amount
authorized.

Enter a different amount if the Annex to the member’s Enlistment Contract so
indicates. If the amount listed on the Annex to the Enlistment Contract is greater than
the maximum amount authorized (as shown below), enter the transaction to pay the
maximum amount per the table below. You will need to work with COMDT
(CG-1222) and CG Recruiting Command to resolve the problem.

9 Enter the Bonus 1% I nstallment Amount if different from that shown.

10 Enter the Number of I nstallments if different from that shown.

11 Enter the Number of | nstallments Now if different from that shown.

12 | Active Duty Base Date is pre-filled.

13 | Stop Date of Bonus- Enter the member’s expected active duty termination date if not
already pre-filled.

14 | Contract Begin Date - Enter the effective date of enlistment/agreement.

15 | Click the button to return to the member’s entitlement detail page.

Fields on the “Detail” screen
will vary depending on the type
of bonus “earnings type”
selected

Continued on next page
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Starting Bonuses, Continued

Procedure (continued)

Step Action

16 | Click the ™| button and the following screen appears.
Supporting Data

1080807 ENB  10i1grzonz  EBMPS

Approval Status: Pending Originator ID; MAPLOSOT

Role Name: |CGHR5|CSUP Approver EmpliD: I QY
| 0k || Cancel |

17 | Enter the employee ID number of the person you wish to route this transaction to for
approval. You may utilize the lookup QJ function to search for the ID if necessary.

18 | Click the save button. The transaction will be added to Approver’s Worklist
for review and approval.

19 | Data entry for the bonus is complete.
e C(Click the Employee Entitlement Summary link to return to this member’s
Employee Entitlerment Sumimary | Employee Entitlierment Detail

entitlements.
e Click the Return to Search button to open another member’s entitlements.
Click on a breadcrumb link in the menu to access another item or the Sign out button to
exit the system.
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Pay Entitlements

Approving Bonus Entries

Introduction This section provides the procedure for approving Bonus Entitlement
Entries.
Approval Follow these steps to approve a Bonus Entitlement transaction.
Process
Step Action
1 Click on the Worklist link at the top of any Direct-Access page.
2 Click on the link showing the Employee ID number for the transaction you want to
review.

3 The member’s Entitlements Summary Page will display. The Enlistment Bonus

transaction will be marked with an asterisk (*) to indicate that it has not been
approved. Click the Continue button in the Miscellaneous Bonus Programs row to
access the entitlement.

ViewAll  |= [ 13083 [¥] =

Bat Q] BAH (Basic Allow for Housing)  Continue|  without depns or spouse in ser Started
2003-04-29
ENB|Q] Miscellaneous Bonus Programs *Enlistment Bonus for College C Started

2003-10-01

Icc |Q] COoNUS COoLA Continue|  conNUS COLA Without DEPNS Started
2003-04-29
4 The transaction will display. Review the information in the Supporting Data section

(details button) and make any changes that may be necessary

5 Click on the Save button. The approval status will change from “P” (Pending) to “A”
(Approved) the JUMPS transaction will be transmitted.

6 Use the worklist navigation buttons to view the next or previous items on your
worklist. et in'l.l'll'-:-rklistjl S Pravious in'l.l'Ll'u:-rinstjl

e C(lick the View Worklist button to return to your worklist. B iew arkist ]
From the worklist, use the Check Mark button -- M -- to mark completed items as
“worked” and remove them from the list.

Bonus 11-6-9
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Pay Entitlements

Bonus Suspension/Termination

Bonus A member may lose eligibility for continued bonus payment by:
Suspension/
Termination ¢ No longer meeting eligibility requirements for which a bonus was paid

(change in rating, separation, change of component), the command shall
notify PPC (MAS) the reason and effective date for loss of eligibility.

¢ Not being in compliance with Coast Guard Maximum Allowable Weight
Standards, the command shall ensure timely submission of supporting
documentation into Direct Access.

Upon notification, PPC (MAS) will review and process either a suspension
or termination of bonus entitlement in all cases except for non-compliance
with CG Maximum Allowable Weight Standards.

When a member fails to comply with the Maximum Allowable Weight
Standards contained in Reference (d), submission of Direct Access
documentation will automatically suspend future bonus payments as
previously discussed in JUM PS Affect section above.

Remove When a member’s bonus was suspended due to non-compliance with the

Suspension Maximum Allowable Weight Standards, and subsequently meets the
requirements, the commands shall ensure updated documentation is
processed in Direct Access, and notify the SPO to have the bonus
suspension flag removed from the pay system.

These procedures can be found in the Bonus M aintenance section of this
Chapter. Once the suspension flag is removed, the installment will process
for payment on the next JUMPS compute cycle.
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Pay Entitlements

Bonus Maintenance

Introduction This section provides procedures for using Direct Access to remove a
suspension for Enlistment Bonuses (EB) or Selective Reenlistment Bonus
(SRB) payments.

Discussion Direct Access submissions placing a member over the maximum allowable
weight standards, automatically suspends bonus payments. All bonuses must
have a DA Remove Suspension (REMSUS) entry submitted before
installments will resume.

References e Allowable Weight Standards for Coast Guard Military Personnel,
COMDTINST M1020.8 (series)
e Coast Guard Personnel Manual, COMDTINST M1000.6 (series), Chap 3
Procedures Use the following procedures for Bonus Maintenance
Step Action
1 Select the following menu items to begin this transaction:

Compensate Employees > Maintain Entitlements > Use > Bonus M aintenance

1. Enter the member’s employee ID number in the Emplid field of the Find an Existing Value
page.
2. Click the search button to continue.

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

Continued on next page
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Bonus Maintenance, Continued

Procedures (con’t)

Step Action
1 If the member has more than one bonus to maintain you will be presented with a list
(con’t) | to select from. If the member only has one bonus, the Bonus Maintenance page will
display. An example of the page is shown.

2 Complete the Action Field. Click on the magnifying glass icon to lookup and select
the action type. There are several action types listed. However, only the REMSUS
action type is used by SPOs. All other Bonus Maintenance action types are
completed by Training Centers and PPC only.

Action Description Purpose
REMSUS Remove suspension to Bonus|Remove suspension flag for EB/SRB Bonus

3 Complete the Transaction Date field by entering the current date.

4 Complete the Role Name field. Enter CGHRSUP to route this transaction to a SPO
supervisor for approval.

5 Complete the Approver ID field. Enter the supervisor’s employee ID number or click
the magnifying glass icon to search by name or department number.

6 Click the Detail button. The Required Detail fields will be pre-filled by the system.

Action Type Required Details
REMSUS Segment Start Date -- Date the bonus was started
7 Click the Save button. The transaction will be routed to the supervisor’s worklist for

review and approval.

Continued on next page
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Bonus Maintenance, Continued

Approval Process Follow these steps to approve a Bonus Maintenance Transaction.

Step Action

1 Click on the Worklist link at the top of any PeopleSoft page.

2  [Click on the link showing the Employee ID number for the transaction you want to
review.

3 The transaction will display. Review the data and make any changes that may be
necessary. Click on the Approval Status drop-down menu and select Approved.
Note: To cancel the transaction:

e Select Denied from the Approval Status drop-down menu.
e Click Save to update the status.
e Click the Delete Row Icon -- EI

4  (Click Save. The transaction is complete. If the status was set to Approved the JUMPS
transaction will be transmitted.

5  |Use the worklist navigation buttons to view the next or previous items on your

worklist. 2 Mext intiliarklist] (12 Pravious iniifarklist]

e Click the View Worklist button to return to your worklist. |[2ieworkiist]
e From the worklist, use the Check Mark button -- B'-- to mark completed items as
worked and remove them from the list.

JUMPSEffect  This transaction updates the following in JUMPS:

e Segment 30 (Enlistment and Critical Skills Training Bonus).

e Segment 42 (Selective Reenlistment Bonus, SELRES Bonus, and Career
Status Bonus).

Continued on next page
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Bonus Maintenance, Continued

Correctionsand Corrections and Deletions are allowed.
Deletions
To correct an entry:
e Make changes to the row, resave and reroute.
To delete and entry:

e Click the delete row icon =] next to the transaction you want to delete.
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JUMPS Affect

I ntroduction

This section describes the transaction created and segment modified in

JUMPS when a bonus entitlement row is saved in Direct Access.

Start Bonus Creating, approving and saving a new Bonus entitlement row generates an
H600 transaction with the following variable data elements:
Code Element PeopleSoft Field Name/Description
01 Date Stop Date of Bonus (from Supporting Data page)
(YYMMMDD) This date is the expiration date of the reenlistment/extension
or enlistment period for which the bonus is payable.
02 | Date Active Duty Base Date (from Supporting Data page)
(YYMMMDD)
03 | 4 or 5 Characters Object Code (from Supporting Data page) Object code. See

(1234 or 12345 etc.)

PMIS/JUMPS Analysis Manual for a listing of object codes.

06 | Bonus Rate Rate Code (from Supporting Data page, Enlistment Bonuses
(FS, RD, etc.) only)

20 | 7 Digits Bonus 1% Installment. (from Supporting Data page)
(02500.00=$2500.00)

21 7 Digits Total Amount of Bonus (from Supporting Data page)
(02500.00=$2500.00)

22 1 or 2 Digits Number of Installments (from Supporting Data page)
(10or01, 12 etc.)

23 [ “1” Number of Installments Now (from Supporting Data page)

98 Total of element codes 20 and 21 (not displayed in

PeopleSoft)

Effective Date

The transaction effective date/time is derived from the Direct Access Start

Date/Time fields.

Continued on next page
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JUMPS Affect, Continued

Pay Segments  Segment 30 or 42 is created by the Bonus transaction. This segment contains

information on a member's Bonus entitlements. See Reference (¢) for a
description of pay Segments.

In this example a member was entitled to payment of a SRB. Based on the
Direct Access documentation entered by PPC, an H600 was transmitted to
JUMPS and created a SEG 42.

The member was paid an initial installment of $16,356.60 effective
20030126. Subsequent installments 2-5 in the amount of $3271.32 were paid
on each anniversary year from initial payment.

Direct Access documentation was submitted effective 20071021, identifying
the member as not in compliance with the maximum allowable weight
standards, suspending any further Bonus payments (JUMPS 333 document
can be viewed in recents). Installment 6 was scheduled to be paid 20080126
but is now suspended until the suspension flag is removed.

SSN 123-45-6789 EMPLID 1234567 KIBXXXX 11/07/2008 09:15 ONLINE PAY MASTER

SEG H ST COVPUTE OBJECT SEP/ SRB/ | NCENTI VE/ SELRES
42 999999 3 1265

EFFDTE DTPROC SLC PAT DTPREP DI ST RU FORM ENT ACTI ON TYPE- 42
START 20030126 9999 20030227 0 PPS 20030225 53 00 67 H600 0
STOP 20090125 9999 20030227 O PPS 20071021 07 00 67 S8
DI RECOUP AMI RECOUP NEXT | NSTALL TOTAL AMI NBR | NST | NSTALLMENT COVPUTE FLAGS
99999999 $0. 00 20080126 $32713. 20 6 1-1 2-1 3-1 4-1 5-1 6-0

I NSTALLMENT AMOUNTS

1-$16356. 60 2- $3271.32 3- $3271.32 4- $3271.32 5- $3271.32 6- $3271.32

I NSTALLMENT DATES
1- 20030126 2- 20040126 3- 20050126 4- 20060126 5- 20070126 6- 20080126

RETRO DATE RETRO AMI' DUE RETRO COWUTE  SUSPENSE  SUSPENSE DT
99999999 $0. 00 1 20071021

[1-6-18

Bonuses



Coast Guard Servicing Personnel Office Manual
Part Il, Pay Entitlements
Chapter 7, Career Sea Pay / Time

Overview

Introduction  This section provides the procedures for Career Sea Pay (CSP). This
entitlement is paid to all members in pay-grades E-1 through O-6. Eligible
members must be permanently or temporarily assigned for duty to a vessel,
ship-based staff (including a mobile unit) or ship-based aviation unit pursuant
to orders issued by competent authority and the vessels/units primary mission
must be accomplished underway.

This section also provides the procedures for Career Sea Pay Premium
(CSPP). CSPP is paid to enlisted members, E4 through E9, and officers who
are entitled to CSP, and have served 36 consecutive months of sea duty. The
entitlement begins on 37" consecutive month.

Topics The following topics are covered in this section
Topic See Page
Guiding Principles I1-7-3
Starting CSP 11-7-5
Stopping CSP 11-7-9
Correcting CSP II-7-11
Deleting CSP 1I-7-13
CSP Multiple Entry 1I-7-15
Starting Career Sea Pay Premium (CSPP) 11-7-21
Correcting CSPP 11-7-25
Deleting CSPP 11-7-27




Pay Entitlements

This page left blank intentionally.

-7-2 CH-1 Career Sea Pay / Time



Pay Entitlements

Guiding Principles

I ntroduction

Reference

Before you
begin

Auto-stop
upon PCS
departure

This section provides the guiding principles for Career Sea Pay.

The following reference provides additional information about CSP.

e U.S. Coast Guard Pay Manual, COMDTINST
M7220.29(series), Chap 4.B

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

Note: Please refer to Chapter 12, Temporary Duty (TDY) Entitlements, if
submitting this transaction in conjunction with a TDY assignment.

The system will automatically stop Career Sea Pay Premium, if running,
when Career Sea Pay/Time is stopped.

Authorized units are listed under the Unit File Inquiry (L4) option of
JUMPS Online Inquiry.

CSP stops automatically on the date of PCS departure. Do not enter a Stop

CSP transaction when a member departs PCS. The system will not reflect the

CSP stop until it is resynchronized with PMIS/JUMPS.

Note: Stop Hardship Duty Pay the day before a member becomes entitled
Career Sea Pay, if applicable.

to

Career Sea Pay / Time CH-1
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Starting CSP

Introduction This section provides the procedure for starting Career Sea Pay.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new CSP entitlement.

Step

Action

In the Enciuse History) mode, click the button shown below.

Entitlements ViewAl |< Kl 5040 I

*Earnings Code: CSP =] Career Sea Pay

view Al |< [{] 101 [F] 5|

Approval Manual

. Start stop L. . . ] i
Start Date Time/Seq Stop Date TimelSeq Earnings Type Description Status I;;\:\trcn Detail Approve Earmming Process Type
1 06/0212003 B 2512 014312011 (i 2534 CSPAY Career Sea Pay A [[]  Detail| Approve "

A new blank row appears. ..

Entitiements ViewAl |= KD s5op10 3 2|

*Earnings Code: TSP Y] Career Sea Pay

ViewAll  |= [ 12052 [H =
Manual

*Start Date T\:meeq Stop Date ﬂr‘:“;Seq*Eamins Type Description ‘;‘f:‘:::‘al = Detail Approve Earning Process Type
-W@ 0000 &l nooo =] P [ Detai| Approve =1
2 08/02/2003 @ 2512 0173172011 @ 2534 CSPAY Career Sea Pay A = Mj Approve El

2 | Enter the Start Date. The current date is automatically displayed. Use the calendar
button B to select the desired date. You can also click & drag_over the date field to
select the date then type the start date in MM/DD/YYY'Y format.

3 | The Stop Date may be left blank to pay continuous CSP. If this is a temporary
entitlement, you may enter the stop date. Leave the stop date blank for active duty
members and RC members on AD for 140 or more days ADT or more than 181 days
(ADOT). CSP will automatically stop upon RELAD or PCS.

4 | Enter the Earnings Type in the code (CSPAY) or use the QJ to search and select from a
listing of available earning types.

5 | Description is pre-filled. Ensure the proper entitlement is shown, repeat step 4 to select

the correct type if necessary.

Continued on next page
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Starting CSP, Continued

Procedure (continued)

Step

Action

6

Approval Statusis pre-filled. The transaction will remain in a pending (P) status until it
is opened and saved by a CGHRSUP role user. The approver cannot be the same person
who entered the transaction. A transaction is not completed and transmitted to JUMPS
for processing until the approval status is set to “A”.

7 | Manual Row Switch. (CGHRSUP role users only) Select this field only when
necessary to override pay edits.
Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.
8 Click the M button to bring up the Supporting Data screen:
9 Click the X/ next to the Department field and select the unit assigned for Career Sea Pay
entitlement (if not already displayed). The level of sea pay will be based on the Department ID.
Supporting Data
=73 C3SP  03M16/2011 CSPAY
SetlD: AUSCG Q|
Department: 000007 ﬂ CGC GALLATIMNA
ATU: 20 OPFAC: 11407 CSP Level: 3
Sea Pay while 1DV | |}
| Ok || Cancel |
Note: Follow the procedures in “TDY Entitlements” (Chapter 12 of this Part) to start,
stop, or change sea pay involving TDY periods.
Continued on next page
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Starting CSP, Continued

Procedure (continued)

Step

Action

10

Click the button. This will update the ATU, OPFAC, and CSP Level Code.

11

Click the 2P button and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.

Supporting Data

1234567 BAS  03M5i2011 EMNLBAS
Approval Status: Pending Originator ID: CGHRSONLY

Role Name: CGHRSUP Approver EmpliD: 1234567 4
| 0Ok || Cancel |

Click the [ oK ] button to return to the Entitlement Detail view.

10

Click the ES43""‘="\'button. The transaction will be routed, via the worklist, to the
approving official.

11

The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Pay Entitlements

Stopping CSP

Introduction  This section provides the procedure for stopping Career Sea Pay.

Reminder, CSP stops automatically on the day prior to PCS departure. Do not enter a
PCSauto-stop PeopleSoft Stop CSP transaction when a member departs PCS. The system

will not reflect the CSP stop until it is resynchronized with JUMPS.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a stop CSP transaction.

Step

Action

In the |Btonest History) mode, find the row to stop. The stop date will be blank as shown
below:

view Al  |= KD 5010 I3 |

*Earnings Code: CSP Q| Career Sea Pay

viewAl  |= [ 1202 [#] 2|

Manual
*Earnings Type Description Approval oo™ patail Approve Eaming Process Type

Status Switch

1 D3f~ [l o000 CSPAY Career Sea Pay A [[]  Detail| Approve =1
2 060212003 (i 2512 013142011 & 2534 CSPAY Career Sea Pay A []  Detail| Approve E] E|

art Stop
*Start Date Time/Seq Stop Date Time/Seq

Enter the Stop Date for the entitlement by using the calendar button Bl 15 select the
desired date. You can also click & drag over the date field then Type the stop date in
MM/DD/YYYY format. The stop date can be future dated.

Approval Statusis pre-filled.

AW

Manual Row Switch. (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Business rule edits will not be turned off when this is
selected.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

M Do Not Use. The detail is automatically set when the earnings type for CSP is
selected and the entitlement is saved.

e 5o not used. Stop payment of CSP does not require audit and approval.

\‘

Earnings Process Type Not Required. Disregard this field

Click the &= pytton (located at the bottom left of the screen) to approve and
transmit the entry.
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Pay Entitlements

Correcting CSP

Introduction This section provides the procedure for correcting Career Sea Pay.

Discussion Only the Department ID on the Supporting Data (Detail button) and the stop
date may be corrected. To change the effective start date or an incorrect
earnings type, you must delete the entire row (see the next section for the
procedure to delete CSP) and then start a new CSP entitlement.

Procedure Follow these steps to correct an incorrect Stop date.

Step Action
1 In the |EiCarest History] mode, find the CSP row to correct.
e Click & drag over the Stop Date field to change its value. Dates must be typed in
MM/DD/YYYY format. You may also use calendar button E! to modify the date
e Click the Detail button to lookup the correct department ID.

2 Click the & save) button located at the bottom left of the screen.

Career Sea Pay / Time CH-1 11-7-11
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Pay Entitlements

Deleting CSP

Introduction  This section provides the procedure for deleting Career Sea Pay.

Discussion The total Career Sea Pay entitlement will be recouped when using this
feature.
Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a deletion of a CSP transaction.

Step Action
1 In the |BCarest History) mode, find the Career Sea Pay row to delete.
Click on the =1 button located in the row to be deleted.
2 Click the =22 pytton located at the bottom left of the screen.

Career Sea Pay / Time CH-1 11-7-13
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Pay Entitlements

CSP Multiple Entry

Introduction

Before you
begin

This section provides the procedure for CSP Multiple Entry. ). Refer to E-
Mail ALSPO B/11 for access to this component.

The Mange Multiple Entitlements component can be used to create
transactions to start an entitlement, stop an entitlement, or start AND stop an
entitlement for multiple personnel.

Note (1): Any corrections or deletions must be made using the individual
employee entitlements transaction. You cannot correct or delete
any entries using the multiple entitlements transactions.

Note (2): Do not click "save" more than once. If you are unsure about the
status of the data entry, open a new window and path to the
individual employee entitlements listing for one of the people
on your multiple transaction list. If you have already saved the
multiple transaction the entry will be reflected in the member's
individual employee entitlements. You cannot make any
changes to the multiple transaction data entry after it has been
saved (See note (1) above).

Stop Hardship Duty Pay the day before a member becomes entitled to
Career Sea Pay, if applicable. Career Sea Pay/Time automatically stops the
day of PCS departure. Career Sea Pay Premium, if running, will
automatically stop when Career Sea Pay/Time is stopped.

Do not submit an entry to change the level of entitlement for personnel
performing the mission of a mobile unit. They are entitled to Level 1 Sea
Pay regardless of temporary assignment.

Authorized units are listed under the Unit File Inquiry (L4) option of
JUMPS Online Inquiry.

Warning: Corrections and deletions cannot be accomplished using the
multiple entry process. Mistakes will require extensive single entry rework.
Please double check your work before saving!

Continued on next page
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Pay Entitlements

CSP Multiple Entry, continued

Procedure Follow these steps to enter a new CSP (Multiple Entry) entitlement.
Step Action
1 Select Menu items in the following order.

Enterprise Menu > Compensate Employees > Maintain Entitlements > Use > Manage M ultiple
Entitlements

The Multiple Entitlement Panel appears as shown below.

Multiple Entitterments

Earnings Code: ||—ﬂ Start Date: I EJ|  Stop Date: I ]
Earnings | Q)

Type:

Department: [2USCG/Q | a W Enfisted M Active
I officer ¥ Reserve

¥ Include Parent and Sub Departments

Refresh List | gelectall | Unselect All_|

2 Type “CSP” in the Earnings Code field shown below or use the magnifying glass Ql 1o
search and select the Career Sea Pay Earnings Code.
J." Multiple Entitlements ‘.I_
smmsmlp-Farnings Code: CSP Q]  Start Date: EJ  Stop Date: 03/18/2011 [
Earnings CSPAY ﬂ Career Sea Pay
Type: [ Lockup Earnings Type l
Department: AUSCG/Q| 000001 @ [V Enlisted V] Active
[¥] officer [] Reserve
CGC GALLATIMNA
[T Include Parent and Sub Departments
Enter or select “CSPAY” in the Earnings Type field.
Note: Be sure to select the proper earnings type.
Continued on next page
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CSP Multiple Entry, continued

Procedure (continued)

Step

Action

3

Enter the Start Date. Use the calendar button E to select the desired date. You can
also click & drag over the date field to select the date then type the start date in
MM/DD/YYYY format. Leave the Start Date blank if using the multiple entry

component to stop CSP.

The Stop Date may be left blank to pay continuous BAS (Multiple Entry). If this is a
temporary entitlement, you may enter the stop date. If you wish to stop the entitlement
at a later date, recreated it per these instructions but leave the Start Date blank.

Complete the “Selection Criteria” fields as outlined on the next page.

Department: [2USCG Q| | oY, ' Enlisted
I officer

¥ Include Parent and Sub Departments

V¥ Active
¥ Reserve

Continued on next page
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CSP Multiple Entry, continued

Procedure (continued)

Step

Action

5

Field

Description/I nstructions

Department

There are 2 lookup boxes located next to Department...

Leavethefirst box set to AUSCG (Active Duty USCG) as shown
below.

Department: [AUSCG Q) | Ql

Type the Department Code in the 2™ block shown below or use the
QJ to search and select from a listing of available codes.

pepartment: [sUSCG Q| | =y

Enlisted

A checkmark M indicates enlisted personnel will be included in the
selection. Click on the box to remove enlisted personnel, if desired.
A blank box [ indicates enlisted personnel have been removed
from the selection criteria.

Active

Always leave this item checked.

Officer

A checkmark ¥ indicates officers will be included in the selection.

Click on the box to remove officers, if desired. A blank box -
indicates officers have been removed from the selection criteria.

Reserve

A checkmark M indicates reserve personnel will be included in the
selection. Click on the box to remove reserve personnel, if desired.
A blank box I indicates reserve personnel have been removed from
the selection criteria.

Include
Parent and
Sub
Departments

A checkmark M indicates sub departments will be included in the
selection. Click on the box to remove sub departments, if desired. A
blank box [ indicates sub departments been removed from the
selection criteria.

Continued on next page
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CSP Multiple Entry, continued

Procedure (continued)

Step Action

6 Click the =" | button. A listing of personnel meeting the criteria in the previous
step appears in the table below.

Empl
Short Empl Salary
Eelected[Name Description |Classification |Grade Department | “EmplID Eg:'

| 1 ] |Elunger,DaIe E. |F’ER82 Regular |W2 |003388 ||10964D4 ﬂ|lﬂ_||E|
Note: Clicking on this button in later steps will undo all changes.
7 Select Entries to be Processed:

Click the __5==t#1_| button. Each row in the table will run through a series of internal

edits and all that pass will receive a check mark as shown below.
Find  |= @ 1051 [ 5

Empl
Short Empl Salary .
selected [Name Description |Classification |Grade Department | “EmpliD ﬁ;:‘

10 i |E|unger,Da|e E. |F’ER82 Regular |w2 |DD3388 [tossens g||n_||E|
check mark in the Selected Column indicates that the entitlement will be generated
and placed in the member’s history file upon saving.

8 Removal of Entries From Being Processed:

Review the list and click the ¥ box to remove appropriate entries. A blank box r
indicates that an entry will not be generated upon saving. The =l button can be used to
remove an entire row and gain the same effect.

The Ml button can be used to remove all entries if desired.

9 Add Entries to Be Processed:
Click the ™= button in any row to add a blank row.

Type the member’s employee identification number in the EmplI D block shown below
or use the magnifying glass QJ to search and select individuals from a list.

Find |= [ 1zer2 M =|

Empl
Short Empl Salary )
Selected |Name Description |Classification Grade Department | “EmpliD Eg:'
1| {M |BungerDale E PERSZ  |Regular wz  |ooszss  ([1oosecill (o =]
2l O Qo =]

Click on the empty box located in the Selected column so an entry will be generated
upon saving.

Note: Carefully review your work one last time to ensure there are no mistakes before
saving.

10 | Click the === pbutton.
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Pay Entitlements

Starting Career Sea Pay Premium (CSPP)

Introduction This section provides the procedures for Career Sea Pay
Premium (CSPP). This entitlement is paid to enlisted members in
pay-grades E-4 through E-9 and for officers that are entitled to
Career Sea Pay that have served 36 consecutive months of sea duty.
Career Sea Pay Premium begins on the 37™ consecutive month and
is payable for each subsequent consecutive month of sea duty.

Before you To manually stop CSPP, stop Career Sea Pay/Time. Career Sea Pay Premium

begin stops automatically when Career Sea Pay/Time is stopped. If a manual stop is
entered, JUMPS will automatically stop Career Sea Pay/Time as well; however
Direct Access will not enter a stop date in the Career Sea Pay row.

Units authorized Sea Pay are listed under the Unit File Inquiry (L4) option
of JUMPS Online Inquiry.

Auto-stop CSPP stops automatically on the day of PCS departure. Do not enter a Stop
upon PCS CSPP transaction when a member departs PCS. The system will not reflect
departure the CSPP stop until it is resynchronized with PMIS/JUMPS.

Continued on next page
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Starting Career Sea Pay Premium (CSPP), continued

Introduction This section provides the procedure for starting Career Sea Pay Premium.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these steps
to enter a new CSPP entitlement.

Step

Action

In the @Include Hi=ztory

mode, click the button to insert a new blank row to work in.

Entitlements. ViewAll = Kl 2011 I =

*Earnings Code: lCSR g Career Sea Pay Premium EI

View All |< [ 10e1 [ =|

NManual
.::)ﬂpt:]zva\ Row Detail Approve Earning Process Type

Switch

1 03182011 £l 0000 B4 oooo Ql P [[]  Detail| Approve ==

“StartDate S stopDate

Time/Seq *Earnings Type Description

Stop
TimeiSeq

Enter the Start Date. The current date is automatically displayed. Use the calendar
button B to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYY'Y format.

w

The Stop Date should be left blank. CSPP stops automatically when CSP is stopped.

N

Enter the Earnings Type in the code “CSR” or use the QJ to search and select from a
listing of available earning types.

| *Earnings Type Description

CSPREM ﬂ Career Sea Pay

Premium

Description is pre-filled. Ensure the proper entitlement is shown, repeat step 4 to
select the correct type if necessary.

Approval Statusis pre-filled. The transaction will remain in a pending (P) status until
it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval status is set to “A”.

Manual Row Switch. (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Continued on next page
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Starting Career Sea Pay Premium (CSPP), continued

Procedure (continued)

Step Action

8 oetail Do Not Use. The detail is automatically set when the earnings type for CSPP is
selected and the entitlement is saved.

9 | Click the #PP"®"% button and enter the Approving Official’s Employee I D number in
the Approver EmplID field of the Supporting Data section.

Supporting Data

1238 CSR 0311612011 CSPREM

Approval Status: Fending Originator ID: 1058558

Role Name: CGHRSUP Approver EmpliD: 12345 QJ
| ok |[caneel]

Click the [ oK ] button to return to the Entitlement Detail view.

10| Click the "E 22«2l putton. The transaction will be routed, via the worklist, to the
approving official.

11 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part 11, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Pay Entitlements

Correcting CSPP

Introduction  This section provides the procedure for correcting Career Sea Pay
Premium.

Discussion Only the stop date may be corrected. To change the effective start date or an
incorrect earnings type, you must delete the entire row (see the next section
for the procedure to delete CSPP) and then start a new CSPP entitlement.

Procedure Follow these steps to correct an incorrect Stop date.

Step Action

1 In the Bcorsthistor) mode, find the CSPP row to correct.

Click & drag over the Stop Date field to change its value. Dates must be typed in
MM/DD/YYYY format. You may also use calendar buttons &l to modify dates and the

magnifying glass Q1o change the earning type.

2 Click the 22 button located at the bottom left of the screen.
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Pay Entitlements

Deleting CSPP

Introduction  This section provides the procedure for deleting Career Sea Pay Premium.

Discussion The total Career Sea Pay Premium entitlement will be recouped when using

this feature.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a deletion of a CSPP transaction.

Step Action
1 In the [Btenesthistory) mode, find the CSPP row to delete.
Click on the =1 button located in the row to be deleted.
2 Click the 222} bytton located at the bottom left of the screen.
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Coast Guard Servicing Personnel Office Manual

Part Il, Pay Entitlements

Chapter 8, Clothing and Uniform Allowances

Overview

Introduction

In thischapter

This chapter provides for payment of clothing and uniform allowances.

Topic See Section
Officer Uniform Allowance 11-8-A
Small Store Checkage 11-8-B
Supplemental Clothing Monetary Allowance (CMA) 11-8-C
Maternity Uniform Allowance 11-8-D
Civilian Clothing Monetary Allowance 11-8-E

Contents
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Coast Guard Servicing Personnel Office Manual
Part Il, Pay Entitlements
Chapter 8, Clothing and Uniform Allowances

Section A, Officer Uniform Allowance

Overview

Introduction This guide provides the procedures for Officer Uniform Allowance.

Topics The following topics are covered in this section

Topic See Page

Guiding Principles 11-8-A-3
Starting Officer Uniform Allowance 11-8-A-5
Correcting Officer Uniform Allowance 11-8-A-9
Deleting Officer Uniform Allowance I1-8-A-11
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Pay Entitlements

Guiding Principles

Introduction

Reference

Before you
begin

Internal
controls

This section provides the guiding principles for Officer Uniform Allowance.

The following reference provides the entitlement policy for Officer Uniform
Allowance.

(a) U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series), Chap 3
0 Section 3.I. — Clothing Allowance for Regular Officers
0 Section 3.K. — Uniform Allowances for Reserve Officers
= 3.K.2 — Initial Uniform Allowance
= 3.K.3. - Additional Active duty Uniform Allowance

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

Note: Do NOT prepare this entry on Active Duty Academy, Officer
Candidate School graduates, or on Active Duty Warrant Officers.
JUMPS is programmed to pay officer uniform allowance for these
officers upon commissioning.

If the officer is entitled to two officer uniform allowances, two separate
transactions must be prepared with different effective dates (a day apart).

Do not submit this transaction until the member is established as an officer.
This transaction is used in conjunction with the Officer Uniform Allowance

Claim Worksheet (CG-5100), which is available via the PPC web site at
http://www.uscg.mil/ppc/forms/.

Officer Uniform Allowance payments require review and approval by a
PAO/CGHRSUP role user. The approver cannot be the same user that
originated the transaction.

Continued on next page

Officer Uniform Allowance CH-1 11-8-A-3


http://www.uscg.mil/directives/cim/7000-7999/CIM_7220_29b.pdf�
http://www.uscg.mil/ppc/forms/�

Pay Entitlements

Guiding Principles, continued

Supporting The Officer Uniform Allowance Claim Worksheet, CG-5102 is the

documentation  supporting document for payment of Officer Uniform Allowance. File the
completed worksheet in section 3 of the SPO PDR for 3 years and forward a
copy to PSC (psd-mr) for inclusion in the e[PDR.
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Starting Officer Uniform Allowance

Introduction This section provides the procedure for starting Officer Uniform Allowance.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new Officer Uniform Allowance entitlement.

Step Action

1 | Navigate to an existing CM6- Officer Initial Uniform Allow earnings code row or insert
a new CM6 earnings code, if one is not present.

Entitiements viewAll  |= [4] 1202 [P] =
IEI.J?-.E Q| BAH-Il Basic Allow for Housing Cﬂﬂtiﬂuﬂ| BAH Type Il - With depns; Mbr Stopped
2004-08-21

ICME =YW fficer Initial Uniform Allo CﬂﬂtiﬂUE|

Entitlements. Viewall |= K0 2012 [H] =

*Eamnings Code: JEME Q) Officer Initial Uniform Allow

View All |= [ 101 ] =
1
Row Detail Approve Earning Process Type
Switch

111102009 Ed o000 | [ oooo | =Y P [T Detail| Approve =1

Approval Manua

Start Stop " g
» *
Start Date Timels Stop Date Timels Earnings Type Description Status

2 | Enter the Start Date. The current date is automatically displayed. Use the calendar

button 2 to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYYY format.

Note: Do not use the 31% day of the month as the start date. For reserve officers
ordered to active duty, use a start date one day later than the reporting endorsement
(L68B in Recents) containing nature duty code “R”. If entitled to two separate
allowances, submit two different entries one day apart.

3 | The Stop Date should be left blank it will auto-fill upon saving the transaction.

Continued on next page
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Starting Officer Uniform Allowance, Continued

Procedur e (continued)

Step Action

4 Enter the Earnings Type in the code if known or use the QJ to search and select from
a listing of available earning types.

Earning Description
Type
CODEB Initial uniform allowance for reservists only. The officer has NOT already

received the initial uniform allowance and meets the entitlement requirements:

0 Section 3.K. — Uniform Allowances for Reserve Officers, 3.K.2 —
Initial Uniform Allowance

CODEC Initial uniform allowance for reservists only. Upon appointment or transfer from

another Reserve component of the Armed Forces where a different uniform

was required. See reference (a), Section 3.K.2.a.(4).

CODED Initial uniform allowance for all regular officers and for those reserve officers

who have recently graduated from OCS and are currently on active duty for a

period in excess of 139 days. An officer is entitled to an initial uniform

allowance upon first appointment as an officer (temporary or regular) or as a

permanent warrant officer.

Note: Normally paid automatically by JUMPS upon commissioning, no SPO
data entry required.

CODEE Additional active duty uniform allowance for reserves only. See reference (a),
Section 3.K.3.a. and 3.K.3.b.

S | Click the M button. The following screen appears.
Supporting Data

1061291 CMB 08131999  CODED

Eligibility Date: || E

6 | Enter the Eligibility Date in MM/DD/YYYY format or use the calendar button Bl o
select the date. This date will be the date of commissioning for temporary and regular
officers and reservists meeting the requirements shown in the Pay Manual and Uniform
Allowance Claim Worksheet (CG PPC-5100).

Continued on next page
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Starting Officer Uniform Allowance, Continued

Procedur e (continued)
Step Action
7 | Click the OK button to return to the entitlement row
! Start Stop . i ion Approval e 7
Start Date Time/Seq Stop Date Time/Seq Earnings Type Description Status I;S:;ch Detail E
Code C Officer & CWO
1 |w1 0/2009 Ei| 0000 | 0000 ICODEC Q Initial Unifarm P O

Allowance

8 | Review the Start Date and Earnings Type Description for accuracy.

Note | Approval Statusis pre-filled. The transaction will remain in a pending (P) status until
it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval status is set to “A”.

9 | Click the AP button and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.
Supporting Data
1234567 BAS  03/15/2011 EMLBAS
Approval Status: Fending Originator ID: CGHRSOMLY
Role Name: CGHRSUP Approver EmpliD: 1234567 =Y
| ok || Cancel |
Click the button to return to the Entitlement Detail view.
10 Click the & s=ve) button. The transaction will be routed, via the worklist, to the
approving official.
11 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part 11, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.

Continued on next page
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Starting Officer Uniform Allowance, Continued

Overriding Manual Row Switch. (CGHRSUP role users only) Select this field only
system edits when necessary to override pay edits.

(not Caution: Overriding pay edits may result in errors and possible overpayment
recommended)  f entitlement.

11-8-A-8 CH-1 Officer Uniform Allowance



Pay Entitlements

Correcting Officer Uniform Allowance

Introduction

Discussion

Procedure

This section provides the procedure for correcting Officer Uniform
Allowance.

Only the Eligibility Date field on the Entitlement Detail panel may be

corrected. Delete and resubmit the transaction to change any other fields.

Access the entitlement row and:

1. Click the Detail button

2. Enter the correct eligibility date.
3. Click the OK button.

4. Click Save

The corrected transaction will be approved and transmitted.

Officer Uniform Allowance CH-1
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Pay Entitlements

Deleting Officer Uniform Allowance

Introduction This section provides the procedure for deleting Officer Uniform
Allowance.
Discussion The total Officer Uniform Allowance entitlement will be recouped when

using this feature.

Procedure Access the officer’s entitlements detail page. Then, follow these steps to enter
a deletion of an Officer Uniform Allowance transaction.

Step Action

1 In the |EiCarest History] mode, find the Officer Uniform Allowance row to delete.

Click on the =1 button located in the row to be deleted.

2 Click the 222 pytton located at the bottom left of the screen.
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Coast Guard Servicing Personnel Office Manual
Part Il, Pay Entitlements
Chapter 8, Clothing and Uniform Allowances

Section B, Small Store Checkage

Overview

Introduction This section provides the procedure for entering the Small Store Checkage

transaction.
Procedure Start Direct Access, sign-in and follow these steps to access Small Store
Checkage.
Step Action
1 | From the Enterprise Menu, select these items:

Compensate Employees > Maintain Entitlements > Use > Small Store Checkage

A search page will appear (example below). Enter the member’s Employee ID number

or other search criteria (SSN for example).
Home = Compensate Employees = Maintain Payroll Data (US) = Use = Small Store Checkage

Small Store Checkage

Find an Existing Value

EmpliD:

Empl Red Mbr:

Employee Classification:| by
Last Mame:

First Name:

SetlD: AUSCG
Company: ;
Department: g
Social Security #

Job Family: Ql

QJ

Joh Coda-
[include Histary ] Correct Histary

[ Clear | Basic Search

3 | Select the input mode by checking the Include History box located at the bottom of the
search screen. This mode will include a list of previously submitted transactions.
4 | Click the LZearch_ button and select the member you want to input a Small Store

Checkage for from the search results.

Note: When choosing a member from the search results, please be sure you are
choosing the person you actually want to change data on. Verify the employee D or
SSN before making any changes.

Continued on next page



Overview, Continued

Procedur e (continued)

Step Action

5 | The following screen appears:

& Home & Worklist

Home = Co Ernplovees = Maintain Payrall Data (US) = Use > Small Store Checkage g Wi o

Emp 1234KR7 Qailor 1nhn R Empl Rcd Nbr: 0
Dept: 003397 HREIC 8FP FNT DEBT EmplClass: Regular
AT KR Sal PlanfGrade: ENL  ET
Location: KS0001 CGHREIC
Position: 00012048 SEP/ENT & SYCS TEAM LEADER

j< [ 101 B -

‘Start Date Description Aot

1 [ 14052002 )] Small Store Checkage [100.00 =

Dallar

B save)l G Retun te Search & Include History | |[B Correct History

Note: If no previous Small Store Checkage transactions have been submitted or you are
not in the “Include History” mode (See step 3) the page will load with a row showing
the current date in the Start Date field and the Dollar Amount field will be blank as
shown in the example below:

Dollar

Ao
1 |11 62002 EJ| Small Store Check

& s=ave)] [CLReturn to Search) (45 HextinList Al Include History ] | [# Correct History

*Start Date Description

6 | Ifthis is the first Small Store Checkage for this member, enter the Dollar Amount.
If history rows exist, click the [*I button to enter a new checkage. The Start Date will
default to the current date, enter the Dollar Amount.

7 Click the ‘Es=+] button.

Note: Only one entry per day is allowed per member.

Corrections/ This transaction cannot not be corrected or deleted. Refunds for erroneous
Deletions entries and credits for returned merchandise can be input via the Compensate

Employees > Maintain Payroll Data (US) > Use > Pay Adjustments menu.
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Chapter 8, Clothing and Uniform Allowances
Section C, Enlisted Supplementary Clothing Allowance

Overview

Introduction  This section provides the procedures for Enlisted Supplementary Clothing
Allowance. This entitlement is paid to enlisted members who are assigned to
duty where they are required to have special items or quantities of individual
uniform clothing not normally required for the majority of enlisted members.
This allowance is in addition to any other clothing monetary allowance.

Topics The following topics are covered in this section
Topic See Page
Guiding Principles I1-8-C-3
Entering Enlisted Supplementary Clothing Allowance I1-8-C-5
Deleting Enlisted Supplementary Clothing Allowance I1-8-C-7
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Guiding Principles

I ntroduction

Reference

Before you
begin

Payment policy

Internal
controls

Supporting
documentation

This section provides the guiding principles for Enlisted Supplementary
Clothing Allowance.

The following reference provides the policy for payment of Enlisted
Supplementary Clothing Allowance.

(a) U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series), Section
3-J-6

(b) Enlisted Supplementary Clothing Allowances Table of Rules,
http://www.uscg.mil/ppc/mas/suppcma.asp

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

The allowance is payable only once during an assignment to such duty. The
allowance is not payable upon reassignment to the same type of duty during a
period of continuous active duty, unless three or more years have elapsed
between such assignments.

Enlisted Supplementary Clothing Allowance transactions require review and
approval by a PAO/CGHRSUP role user. The approver cannot be the same
user that originated the transaction.

The Enlisted Supplementary Clothing Allowance Worksheet, CG-5155A is
the supporting document for payment of this allowance. File the completed
worksheet in section 3 of the SPO PDR for 3 years and forward a copy to
PSC (psd-mr) for inclusion in the eIPDR.

Enlisted Supplementary Clothing Allowance CH-1 [1-8-C-3
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Entering Enlisted Supplementary Clothing Allowance

Introduction This section provides the procedure for starting Enlisted Supplementary Clothing
Allowance.
Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these steps
to enter a new Supplementary Clothing Allowance entitlement.

Step Action
1 If necessary, click the insert row button *Ishown below to create a new entry.
Entitiements ViewAll = KD 12012 [¥] 5|
*Eamnings Code: SIEY Supplementary CMA 2
Wiew All |= [ 101 ] =|
*Start Date '?itrarlgISeq Stop Date 'Is'i‘r?lgfseq *Earnings Type Description gfa%zval 'I:I:\:I.r“al Detail Approve Earning Process Type
Switch
1 031712011 [ oooo 4| oooo = P B M Approve =1
2 Enter the Start Date. The current date is automatically displayed. Use the calendar
button 2 to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYY'Y format.
3 The Stop Date may be left.
4 Enter the Earnings Type in the code if known or use the Ql to search and select from
a listing of available earning types.
5 Description is pre-filled. Ensure the proper entitlement is shown, repeat step 4 to
select the correct type if necessary.

Note | Approval Statusis pre-filled. The transaction will remain in a pending (P) status until
it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval status is set to “A”.

6 | Click the PP button and enter the Approving Official’s Employee | D number in

the Approver EmplID field of the Supporting Data section.

Supporting Data
1234567 BAS  03/15/2011 EMNLBAS
Approval Status: Pending Originator 1D: CGHRSONLY
Role Name: CGHRSUP Approver EmpliD: 1234567 =Y

Click the [ oK ] button to return to the Entitlement Detail view.

Continued on next page
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Entering Enlisted Supplementary Clothing Allowance,
Continued

Procedur e (continued)

Step Action

7 Click the ES43""‘=""button. The transaction will be routed, via the worklist, to the
approving official.

8 The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part I, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.

11-8-C-6 CH-1 Enlisted Supplementary Clothing Allowance
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Deleting Enlisted Supplementary Clothing Allowance

Introduction  This section provides the procedure for deleting Enlisted Supplementary

Clothing Allowance.

Discussion The total Enlisted Supplementary Clothing Allowance entitlement will be

recouped when using this feature.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a deletion of a Supplemental CMA transaction.

Step Action
1 In the EECanest History) mode, find the Enlisted Supplementary Clothing Allowance row to
delete.
Click on the =1 button located in the row to be deleted.
2 Click the =2 bytton located at the bottom left of the screen.

Enlisted Supplementary Clothing Allowance CH-1 [1-8-C-7
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Chapter 8, Clothing and Uniform Allowances

Section D, Maternity Uniform Allowance
Overview

Introduction  This section provides the procedures for Maternity Uniform Allowance.

Topics The following topics are covered in this section
Topic See Page
Guiding Principles 11-8-D-3
Starting Maternity Uniform Allowance 11-8-D-5
Deleting Maternity Uniform Allowance 11-8-D-9
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Guiding Principles

I ntroduction

Reference

Palicy guidance

Before you
begin

Internal
controls

This section provides the guiding principles for Maternity Uniform
Allowance.

The following references provide additional information about Maternity
Uniform Allowance.

(a) U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series),
Section 3-J-6

(b) Enlisted Supplementary Clothing Allowances Table of Rules,
http://www.uscg.mil/ppc/mas/suppcma.asp

Reference (a) authorizes Supplementary Clothing Allowance to enlisted
members who are assigned to duty where they are required to have special
items or quantities of individual uniform clothing not normally required for
the majority of enlisted members. This supplementary allowance is in
addition to any other clothing monetary allowance.

3 Y ears between payments:

Note the provisions of reference (b), Note 6 to Rule 8:
e “Subsequent payment will not be authorized for more than one
pregnancy within 3 years of the date of approval of earlier payments.”

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

Enlisted Supplementary Clothing Allowance transactions require review and
approval by a PAO/CGHRSUP role user. The approver cannot be the same
user that originated the transaction.

Continued on next page
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Guiding Principles, continued

Supporting The Enlisted Supplementary Clothing Allowance Worksheet, CG-5155A is

documentation  the supporting document for payment of this allowance. File the completed
worksheet in section 3 of the SPO PDR for 3 years and forward a copy to
PSC (psd-mr) for inclusion in the eIPDR.

JUMPS effect This transaction creates a P603 transaction, which updates Segment 43.
Element code 16 of the P603 will show “08”, which is the rule code number
from reference (b).

11-8-D-4 CH-1 Maternity Uniform Allowance
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Starting Maternity Uniform Allowance

Introduction This section provides the procedure for starting Mater nity Uniform
Allowance.
Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new Maternity Uniform Allowance entitlement.

Step Action

1 | Navigate to the member’s Employee Entitlements page and create a new entitlement
row using the “CM2 — Maternity Uniform” Earnings Code.

Home = Compensate Employees = Maintain Entilements = Lise = Employee Entitiements

Earnings Code: ICME

Description: |
EntitlementCategow:l j
| Lookup | | Clear | | Cancel | Basic Lookup

Search Results

1 of 1

Eamings Code Description Entitliement Category

iChiz Maternity Uniform Allowances

1= Kl aors A =

Entitlements View All

*Earning: Maternity Uniform

ViewAll  |= [€ 1202 [P] =

Manual
” Start Stop * " _— Approval . .
Start Date Time/Seq Stop Date Time/Seq Earnings Type Description Status Isls:;\{c Detail Earning Process Type
1 [06r1372008 B 0ooo il oooo Q) P [~ Detail =1
Start Maternity
2 |05r02f2005 Eil] 2542 06/02/2005 B 2543 MTRNTY Supplementary A [ Detail =1

Clothing Allowance

2 The Start Date will auto-fill with the current date. It should not be changed; future
dating or back dating of this transaction is not permitted.

Note: If a previous entitlement row is present, be aware that only one payment is
allowed within a three year period.

3 Leave the Stop Date blank. It will auto-fill with the current date/start date upon saving
the transaction.

Continued on next page
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Starting Maternity Uniform Allowance, Continued

Procedur e (continued)

Step Action

4 Enter the Earnings Type in the code “MIRNTY” or use the R/ to search and select
from a listing of available earning types.

LOOKUP Earnings Type
| Cancel_|

Search Results
1of1

Eamings Code Earnings Type Description

iCliZ MTRMTY Start Maternity Supplementary Clothing Allowance

5 Description is pre-filled with “Start Maternity Supplementary Clothing Allowance”.
Ensure the proper entitlement is shown, repeat the previous steps to select the correct
type if necessary.

Note | Approval Statusis pre-filled. The transaction will remain in a pending (P) status until
it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval status is set to “A”.

6 Manual Row Switch (CGHRSUP role users only) Select this field only when

necessary to override pay edits.
Caution: Overriding pay edits may result in errors and possible overpayment of

entitlement.

Continued on next page
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Starting Maternity Uniform Allowance, Continued

Procedur e (continued)

Step Action

7| Click the “PP"¢| button and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.

Supporting Data
1234567 BAS  03/15/2011 EMLBAS
Approval Status: Pending Originator ID: CGHRSOMNLY
Role Name: CGHRSUP Approver EmpliD: 1234567 =Y
| OK | I-Cancell

8 Click the ﬁs%E"‘“:""button. The transaction will be routed, via the worklist, to the
approving official.

9 The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part 11, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.

Maternity Uniform Allowance CH-1 [1-8-D-7
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Deleting Maternity Uniform Allowance

Introduction  This section provides the procedure for deleting M ater nity Uniform
Allowance.

Discussion The total Maternity Uniform Allowance entitlement will be recouped when
using this feature.

Procedure Follow these steps to enter a deletion of a Maternity Uniform Allowance
transaction.
Step Action
1 | In the |EcomestHistory) mode, find the Maternity Uniform Allowance
row to delete.
Click on the =1 button located in the row to be deleted.
2 Click the B save] button located at the bottom left of the screen.

Maternity Uniform Allowance CH-1 11-8-D-9
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Chapter 8, Clothing and Uniform Allowances

Section E, Civilian Clothing Monetary Allowance

Overview
Introduction This section provides the procedures for Civilian Clothing M onetary
Allowance. This entitlement may be paid to officers assigned to a permanent
duty station outside the United States when required to wear civilian clothing
in the performance of official duties and to enlisted members when they are
assigned to duty requiring the wearing of civilian clothing.
Topics The following topics are covered in this section
Topic See Page
Guiding Principles I1-8-E-3
Starting Civilian Clothing Monetary Allowance 1I-8-E-5
Correcting Civilian Clothing Monetary Allowance 11-8-E-7
Deleting Civilian Clothing Monetary Allowance 11-8-E-9
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Guiding Principles

Introduction This section provides the guiding principles for Civilian Clothing Monetary
Allowance.
Reference The following references provide additional information about Civilian

Clothing Monetary Allowance.

(a) U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series),
Section:
a. 3-1-3 and 4, Regular Officers
b. 3-J-5, Enlisted Members
(b) Civilian Clothing Allowance Table of Rules,
http://www.uscg.mil/ppc/mas/cca.asp

Before you If you are not familiar with the employee entitlement basic navigation
begin instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

Internal Enlisted Supplementary Clothing Allowance transactions require review and
controls approval by a PAO/CGHRSUP role user. The approver cannot be the same
user that originated the transaction.

Supporting The Civilian Clothing Allowance Worksheet, CG-5150 or a memo from

documentation  Commandant (CG-1222) is the supporting document for payment of this
allowance. File the completed worksheet or memo in section 3 of the SPO
PDR for 3 years and forward a copy to PSC (psd-mr) for inclusion in the
eIPDR.

Civilian Clothing Monetary Allowance CH-1 11-8-E-3
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Starting Civilian Clothing Monetary Allowance

Introduction This section provides the procedure for starting Civilian Clothing Monetary
Allowance.
Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new Civilian Clothing Monetary Allowance entitlement.

Step Action

1 | Navigate to the member’s entitlements page and insert a “CM3-Civilian Clothing
Maint. Allowance” Earnings Code if necessary, or insert a new blank row in an
existing CM3 Earnings Code section.

viewaAll |< Kl gors [P] =

“Earnings Code: |CM3 Q) Civilian Clothing Maint Allow
View Al |< (] 1.0r1 [H
Manual
" Start Stop % s Approval -
Start Date TimelSeq Stop Date TimelSeq Earnings Type Description Status Isl&\;\;m Detail Eaming Process Type
1|10/22/2008 |E5] 0000 |EE] 0ooo Ql P [ Detail [+][=]

2 | Enter the Start Date. The current date is automatically displayed. Use the calendar

button £ to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYY'Y format.

3 | The Stop Date should be left blank (system will fill in with the same date as the start
date upon saving).

4 | Enter the Earnings Type in the code if known or use the Q! to search and select from
a listing of available earning types.

Reminder: Some Earnings Type codes require the assignment of a Competency Code
before the member is eligible to receive Civilian Clothing Monetary Allowance.

Earnings Type Description
CIVCON Special Continuing Civilian CMA (SCCMA-CIV)
CIVINI Special Initial Civilian CMA (SICMA-CIV)
CIVPAR Partial Initial Civilian CMA (PART-SICMA-CIV)
CIVIDY Special TDY Civilian CMA (STDYCMA-CIV)

5 Description is pre-filled. Ensure the proper entitlement is shown, repeat step 4 to
select the correct type if necessary.

Note | Approval Statusis pre-filled. The transaction will remain in a pending (P) status until
it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval status is set to “A”.

Continued on next page
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Starting Civilian Clothing Monetary Allowance, Continued

Procedur e (continued)

Step | Action

6 Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Click the M button to bring up the Supporting Data screen below:

Supporting Data

1080807 CM3 0872372002 CHWCOM

Dollar Amount; Ib-UU

Enter the Dollar Amount of Civilian Clothing Monetary Allowance.
(Amounts are listed in reference (b) )

Click the button when finished.

8 | Click the APP"* | button and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.

Supporting Data
1234567 BAS  03115/2011 EMNLBAS
Approval Status; Fending Originator ID: CGHRSONLY
Role Name: CGHRSUP Approver EmpliD; 1234367 =
| 0K I [-Cancell

Click the Mbutton. The transaction will be routed, via the worklist, to the
approving official.

10 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Correcting Civilian Clothing Monetary Allowance

I ntroduction This section provides the procedure for correcting Civilian Clothing
Monetary Allowance.

Procedure Only the amount (in the detail section) may be corrected. If the earnings type
code is incorrect, delete and resubmit this transaction.

Step Action

1 In the B toresttistory) mode, find the Civilian Clothing Monetary
Allowance row to correct.

2 Click the 22 button to bring up the Supporting Data screen below:

Supperting Data

1080807 CM3 082372002 CKWCON

Dollar Amount; Ib-”u

Enter the Dollar Amount of Civilian Clothing Monetary Allowance.

Click the button when finished.
3 Click the 222 button located at the bottom left of the screen.

Civilian Clothing Monetary Allowance CH-1 11-8-E-7
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Deleting Civilian Clothing Monetary Allowance

Introduction  This section provides the procedure for deleting Civilian Clothing Monetary
Allowance.

Discussion The total Civilian Clothing Monetary Allowance entitlement will be recouped
when using this feature.

Procedure Follow these steps to enter a deletion of a Civilian Clothing Monetary
Allowance transaction.

Step Action
1 | In the Btoresttistor) mode, find the Civilian Clothing Monetary
Allowance row to delete.

Click on the =1 button located in the row to be deleted.
2 Click the 2= button located at the bottom left of the screen.

Civilian Clothing Monetary Allowance CH-1 11-8-E-9
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Coast Guard Servicing Personnel Office Manual
Part Il, Pay Entitlements
Chapter 8, Clothing and Uniform Allowances

Section E, Civilian Clothing Monetary Allowance

Overview
Introduction This section provides the procedures for Civilian Clothing M onetary
Allowance. This entitlement may be paid to officers assigned to a permanent
duty station outside the United States when required to wear civilian clothing
in the performance of official duties and to enlisted members when they are
assigned to duty requiring the wearing of civilian clothing.
Topics The following topics are covered in this section
Topic See Page
Guiding Principles I1-8-E-3
Starting Civilian Clothing Monetary Allowance 1I-8-E-5
Correcting Civilian Clothing Monetary Allowance 11-8-E-7
Deleting Civilian Clothing Monetary Allowance 11-8-E-9
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Guiding Principles

Introduction This section provides the guiding principles for Civilian Clothing Monetary
Allowance.
Reference The following references provide additional information about Civilian

Clothing Monetary Allowance.

(a) U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series),
Section:
a. 3-1-3 and 4, Regular Officers
b. 3-J-5, Enlisted Members
(b) Civilian Clothing Allowance Table of Rules,
http://www.uscg.mil/ppc/mas/cca.asp

Before you If you are not familiar with the employee entitlement basic navigation
begin instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

Internal Enlisted Supplementary Clothing Allowance transactions require review and
controls approval by a PAO/CGHRSUP role user. The approver cannot be the same
user that originated the transaction.

Supporting The Civilian Clothing Allowance Worksheet, CG-5150 or a memo from

documentation  Commandant (CG-1222) is the supporting document for payment of this
allowance. File the completed worksheet or memo in section 3 of the SPO
PDR for 3 years and forward a copy to PSC (psd-mr) for inclusion in the
eIPDR.

Civilian Clothing Monetary Allowance CH-1 11-8-E-3
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Starting Civilian Clothing Monetary Allowance

Introduction This section provides the procedure for starting Civilian Clothing Monetary
Allowance.
Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new Civilian Clothing Monetary Allowance entitlement.

Step Action

1 | Navigate to the member’s entitlements page and insert a “CM3-Civilian Clothing
Maint. Allowance” Earnings Code if necessary, or insert a new blank row in an
existing CM3 Earnings Code section.

viewaAll |< Kl gors [P] =

“Earnings Code: |CM3 Q) Civilian Clothing Maint Allow
View Al |< (] 1.0r1 [H
Manual
" Start Stop % s Approval -
Start Date TimelSeq Stop Date TimelSeq Earnings Type Description Status Isl&\;\;m Detail Eaming Process Type
1|10/22/2008 |E5] 0000 |EE] 0ooo Ql P [ Detail [+][=]

2 | Enter the Start Date. The current date is automatically displayed. Use the calendar

button £ to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYY'Y format.

3 | The Stop Date should be left blank (system will fill in with the same date as the start
date upon saving).

4 | Enter the Earnings Type in the code if known or use the Q! to search and select from
a listing of available earning types.

Reminder: Some Earnings Type codes require the assignment of a Competency Code
before the member is eligible to receive Civilian Clothing Monetary Allowance.

Earnings Type Description
CIVCON Special Continuing Civilian CMA (SCCMA-CIV)
CIVINI Special Initial Civilian CMA (SICMA-CIV)
CIVPAR Partial Initial Civilian CMA (PART-SICMA-CIV)
CIVIDY Special TDY Civilian CMA (STDYCMA-CIV)

5 Description is pre-filled. Ensure the proper entitlement is shown, repeat step 4 to
select the correct type if necessary.

Note | Approval Statusis pre-filled. The transaction will remain in a pending (P) status until
it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval status is set to “A”.

Continued on next page
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Starting Civilian Clothing Monetary Allowance, Continued

Procedur e (continued)

Step | Action

6 Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Click the M button to bring up the Supporting Data screen below:

Supporting Data

1080807 CM3 0872372002 CHWCOM

Dollar Amount; Ib-UU

Enter the Dollar Amount of Civilian Clothing Monetary Allowance.
(Amounts are listed in reference (b) )

Click the button when finished.

8 | Click the APP"* | button and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.

Supporting Data
1234567 BAS  03115/2011 EMNLBAS
Approval Status; Fending Originator ID: CGHRSONLY
Role Name: CGHRSUP Approver EmpliD; 1234367 =
| 0K I [-Cancell

Click the Mbutton. The transaction will be routed, via the worklist, to the
approving official.

10 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Correcting Civilian Clothing Monetary Allowance

I ntroduction This section provides the procedure for correcting Civilian Clothing
Monetary Allowance.

Procedure Only the amount (in the detail section) may be corrected. If the earnings type
code is incorrect, delete and resubmit this transaction.

Step Action

1 In the B toresttistory) mode, find the Civilian Clothing Monetary
Allowance row to correct.

2 Click the 22 button to bring up the Supporting Data screen below:

Supperting Data

1080807 CM3 082372002 CKWCON

Dollar Amount; Ib-”u

Enter the Dollar Amount of Civilian Clothing Monetary Allowance.

Click the button when finished.
3 Click the 222 button located at the bottom left of the screen.

Civilian Clothing Monetary Allowance CH-1 11-8-E-7



Pay Entitlements

This page left blank intentionally.

1I-8-E-8 CH-1 Civilian Clothing Monetary Allowance



Pay Entitlements

Deleting Civilian Clothing Monetary Allowance

Introduction  This section provides the procedure for deleting Civilian Clothing Monetary
Allowance.

Discussion The total Civilian Clothing Monetary Allowance entitlement will be recouped
when using this feature.

Procedure Follow these steps to enter a deletion of a Civilian Clothing Monetary
Allowance transaction.

Step Action
1 | In the Btoresttistor) mode, find the Civilian Clothing Monetary
Allowance row to delete.

Click on the =1 button located in the row to be deleted.
2 Click the 2= button located at the bottom left of the screen.

Civilian Clothing Monetary Allowance CH-1 11-8-E-9
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Chapter 9, Cost of Living Allowance (CONUS & OUTCONUS)

Chapter Overview

In thischapter
Topic See Section
CONUS COLA 11-9-A
OUTCONUS COLA With Dependents 11-9-B
OUTCONUS COLA Without Dependents 11-9-C
Fractional OUTCONUS COLA 11-9-D
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Coast Guard Servicing Personnel Office Manual
Part Il, Pay Entitlements

Chapter 9, Cost of Living Allowance (CONUS &
OUTCONUYS)

Section A, CONUS COLA

Overview

Introduction This section provides the procedures for Cost of Living Allowance (CONUS
COLA). This entitlement is paid to members entitled to a CONUS high cost
area. It is also payable to unaccompanied member’s OCONUS, if their
primary dependent resides in a CONUS high cost area. A member assigned
to CONUS duty must get approval from COMDT (CG-1222), when equitable
due to duty location or other circumstances, to receive CONUS COLA based
on the primary dependent’s residence.

Topics The following topics are covered in this section
Topic See Page
Guiding Principles 11-9-A-3
Starting CONUS COLA 11-9-A-5
Stopping CONUS COLA 11-9-A-9
Correcting CONUS COLA 11-9-A-11
Deleting CONUS COLA 11-9-A-13
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Guiding Principles

I ntroduction

Reference

Before you
begin

Review and
Approval

Reserve
component
members

Auto-stop
upon PCS
departure

This section provides the guiding principles for CONUS COLA.

The following references provide additional information about CONUS
COLA.

(a) Joint Federal Travel Regulations, Volume 1, Chapter 8
(b) Personnel and Pay Procedures Manual, PPCINST M1000.2

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

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

CONUS COLA entries can be initiated by a user with CGHRS role. Review
and approval by a CGHRSUP role user is required.

See JFTR, para U8038, for entitlement to CCOLA for Reserve Component
members on active duty. Understand that involuntary active duty under Title
14 recall orders does not meet the definition of a DOD Contingency
operation.

CONUS COLA stops automatically on the day prior to PCS departure. Do
not enter a Stop CONUS COLA transaction when a member departs PCS.
The system will not reflect the CONUS COLA stop until it is resynchronized
with PMIS/JUMPS.

Complete a CONUS COLA entry on all INCONUS PCS reporting
transactions. If a member is receiving two COLA entitlements (i.e.,
OCONUS COLA without dependents and CONUS COLA with dependents),
manually stop CONUS COLA at the old unit and enter a start for the new
permanent duty assignment. CONUS COLA/Time will automatically stop
the day before arriving PCS (except as noted above). An entry is required
when dependency changes to “with” or “without” dependents.

Continued on next page
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Guiding Principles, continued

Supporting The PCS Reporting Worksheet, CG-2005, is the supporting documentation
documentation  for this allowance. Payment at the with dependent rate requires properly
completed dependency documentation (CG-2020, CG-2025) on file.
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Starting CONUS COLA

Introduction This section provides the procedure for starting CONUS COLA.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new CONUS COLA entitlement.

Step Action

1 In the ol tistory) mode, click the button shown below.

Entitiements ViewAll  |= Kl aora [F] =

*Eamings Code: 1CC X CONUS COLA

viewAl = (€] 1081 [¥] 5

Manual
- ta Stop % . . Approval .
startDate oo, Stop Date Time/Seq EAMINgs Type Description i I;&\:\; . Detail Earning Process Type
1 04/15/2008 [ 2631 093012005 [ 9999 COLAWO CINUS COLAMMONE 2 [l Detail - |

A new blank row appears...

Start Stop g Approval ~ """ £ 2
*Start Date TimelSeq Stop Date TimelSeq *Earnings Type Description Status §$\’:ch Detail Earning Process Type
0712012010 ] 0000 Eill 0000 Q P [  Detail =
CONUS COLA Without -
2 0411512005 Eij] 2631 09/30/2005 Eil 9999  COLAWO et A [[] Detail =

2 | Enter the Start Date. The current date is automatically displayed. Use the calendar

button E! to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYY'Y format.

3 | Enter the Stop Date only if this is a temporary entitlement. You must enter a stop date
if this entry is for a Reserve Component (RC) member on AD for 140 to 180 days.
Leave the stop date blank for active duty members and RC members on AD for 140 or
more days ADT or more than 181 days (ADOT). CCOLA will automatically stop upon
RELAD or PCS.

4 | Enter the Earnings Type in the code for CONUS COLA With Dependents or CONUS

COLA Without Dependents or use the QJ to search and select from a listing of

available earning types.
Lookup Earnings Type

Search Results

12ef2

Earnings Code Earnings Type Description

1cCc COLAWD CONUS COLA With DEPNS
1cCc COLAWO CONUS COLA Without DEPNS

Continued on next page
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Starting CONUS COLA, continued

Procedur e (continued)
Step Action
5 | Description is pre-filled. Ensure the proper entitlement is shown, repeat the previous

step to select the correct type if necessary.

6 | Approval Statusis pre-filled. The transaction will remain in a pending (P) status until
it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval status is set to “A”.

7 | Manual Row Switch (CGHRSUP role users only). Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.
ick the 'l button to bring up the Supporting Data screen below:
8 | Click the 2 button to bring up the Supporting Dat bel
Supporting Data
10g0807 IcC 07f03/2002  COLAWD
Postal Code: |945D'I
Enter the zip code at which CONUS COLA is payable (the permanent duty station or
dependent’s locale, as applicable.
Click the button when finished.
9 | Click the £PP™®*8| button and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.
Supporting Data
234567 BAS 03152011 EMLBAS
Approval Status: Pending Originator ID: CGHRSONLY
Role Name: CGHR3UP Approver EmpliD: 1234567 =Y
ok |
Click the 2% button to return to the Entitlement Detail view.
Continued on next page
11-9-A-6 CH-1 Cost of Living Allowance (CONUS and OCONUS)
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Starting CONUS COLA, continued

Procedur e (continued)

Step Action

10 Click the ES45"'r‘=""button. The transaction will be routed, via the worklist, to the
approving official.

11 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.

Cost of Living Allowance (CONUS and OCONUS) CH-1 11-9-A-7
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Stopping CONUS COLA

Introduction  This section provides the procedure for stopping CONUS COLA.

Reminder, CONUS COLA stops automatically on the day prior to PCS departure. Do
PCSauto-stop not enter a PeopleSoft Stop CONUS COLA transaction when a member

departs PCS. The system will not reflect the CONUS COLA stop until it is
resynchronized with JUMPS.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a stop CONUS COLA transaction.

Step

Action

In the [EECoresthistory) mode, find the row to stop. The stop date will be blank as shown
below:

viewall  |= K1 zor2 [¥] >

*Earnings Code: ICC |4 CONUS COLA

view Al =< [0 014 [ >

Manual

Start Stop Approval Row Detail Earning Process Type

*Start Date Time/Seq Stop Date Time/Seq *Earnings Type Description Status

Switch

CONUS COLA With :
1 UT#” E]oooo  coLawD it A [ Detail =

Enter the Stop Date for the entitlement by using the calendar button Bl 4o select the
desired date. You can also click & drag over the date field then Type the stop date
in MM/DD/YYYY format. The stop date can be future dated.

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Business rule edits will not be turned off when this
is selected.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

M Do not use when stopping CONUS COLA, see Correcting CONUS COLA on
the following page if changes to the detail screen are needed.

Click the &= pytton (located at the bottom left of the screen) to approve and
transmit the entry.

Cost of Living Allowance (CONUS and OCONUS) CH-1 11-9-A-9
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Correcting CONUS COLA

Introduction  This section provides the procedure for correcting CONUS COLA.

Discussion Only the stop date may and Detail (ZIP/Postal Code) be corrected. To change

the effective start date or an incorrect earnings type, you must delete the
entire row (see the next section for the procedure to delete CONUS COLA)
and then start a new CONUS COLA entitlement.

Procedure Follow these steps to correct an incorrect Stop date.
Step Action
1 In the |EiCarest History] mode, find the CONUS COLA row to correct.

Click & drag over the Stop Date field to change its value. Dates must be typed in

MM/DD/YYYY format. You may also use calendar buttons B o modify dates and
the magnifying glass @ to change the earning type.
Or,

Click the Ml button to bring up the Supporting Data screen:

Supporting Data

1080807 ICC 07/02/2002 COLAWD

Postal Code: |5?‘450'I

Enter the zip code at which CONUS COLA is payable (the permanent duty station or
dependent’s locale, as applicable.

Click the button when finished.

Click the CED button located at the bottom left of the screen.

Cost of Living Allowance (CONUS and OCONUS) CH-1 11-9-A-11
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Deleting CONUS COLA

Introduction  This section provides the procedure for deleting CONUS COLA.

Discussion The total CONUS COLA entitlement will be recouped when using this
feature.
Procedure Follow these steps to enter a deletion of a CONUS COLA transaction.
Step Action

1 In the |EiCarest History] mode, find the CONUS COLA row to delete.

Click on the =1 button located in the row to be deleted.

2 Click the "2=2v2) button located at the bottom left of the screen.

Cost of Living Allowance (CONUS and OCONUS) CH-1 11-9-A-13
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Part Il, Pay Entitlements

Chapter 9, Cost of Living Allowance (CONUS & OUTCONUS)

Section B, OUTCONUS COLA with Dependents

Overview

Introduction This section provides the procedures for OUTCONUS COLA with
Dependents. Members with dependents assigned OUTCONUS are entitled to
COLA (see par. U9210 JFTR for entitlement for member married to member
couples) regardless of Government mess availability at the PDS (including

vessel).
Topics The following topics are covered in this section

Topic See Page
Guiding Principles 11-9-B-3
Starting OUTCONUS COLA with Dependents 11-9-B-5
Stopping OUTCONUS COLA with Dependents 11-9-B-9
Correcting OUTCONUS COLA with Dependents 11-9-B-11
Deleting OUTCONUS COLA with Dependents 11-9-B-13
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Guiding Principles

Introduction

Reference

Before you
begin

Reserve
Component
members

Auto-stop upon
PCSdeparture

Manual stop
upon departure
on terminal
leave

This section provides the guiding principles for OUTCONUS COLA with
Dependents.

The following references provide additional information about OUTCONUS
COLA with Dependents.

(a) Coast Guard Personnel Manual, COMDTINST
M1000.6(series), Section 4.H.9.b. Command Sponsorship

of Dependents
(b) Joint Federal Travel Regulations (JETR), Chapter 9

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

Please see JFTR U9145, COLA for an RC member, for information on
payment of OUTCONUS COLA to a Reserve Component member on active
duty.

OUTCONUS COLA with Dependents stops automatically on the day prior to
PCS departure. Do not enter a Stop OUTCONUS COLA with Dependents
transaction when a member departs PCS. The system will not reflect the
OUTCONUS COLA with Dependents stop until the departing endorsement
on orders transaction is approved and saved.

Timely submission of this entry is important since significant pay impact may
result for the member. OUTCONUS COLA is automatically shutdown the
day prior to PCS departure.

Entitlement to OUTCONUS COLA ends on the date the member departs the
OUTCONUS unit on terminal leave. The SPO will create a separate stop
transaction in Direct Access to stop the entitlement.

Continued on next page
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Guiding Principles, continued

Review and OUTCONUS COLA entries can be initiated by a user with CGHRS role.
Approval Review and approval by a CGHRSUP role user is required.
Supporting The PCS Reporting Worksheet, CG-2005 or the Reserve Travel Order, is

documentation  the supporting documentation for this allowance. Payment at the with
dependent rate requires properly completed dependency documentation
(CG-2020, CG-2025) and overseas entry approval for command sponsored
dependents in accordance with reference (a).

[1-9-B-4 CH-1 OUTCONUS COLA with Dependents
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Starting OUTCONUS COLA with Dependents

Introduction This section provides the procedure for starting OUTCONUS COLA with
Dependents.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new OUTCONUS COLA with Dependents entitlement.

Step Action
1 | Inthe Bresetsod) e, click the 1 button shown below.

viewaAll |= Kl 709 3 5

*Earnings Code: OCC = OCONUS COLA with Dependents

view Al |< [ 101 ] =

Manual
Approval Detail Approve Earning Process Type
Status

Switch

Stop

Start
*Start Date Stop Date Timelseq

Time/Seq *Eamings Type Description

OCONUS COLA with 1

| 1 0810412004 [ 2300 03222008 5] 2501 OCOLWA et A [[]  Detail| Approve|Conversion El

A new blank row appears...

Manual
" Start Stop % : : - Approval =
Start Date Time/Seq Stop Date Time/Seq Earnings Type Description Status I;:.r\;'.trcn Detail Approve Ear
) 03/2212011 E:] oooo k4] 0000 Q P [[]  Detail| Approve

ORI IS O saith i

2 | Enter the Start Date. The current date is automatically displayed. Use the calendar

button £ to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYY'Y format.

Note: See Reference (b), U9105, for guidance on determining the correct date to start
OUTCONUS COLA with dependents.

3 | The Stop Date may be left blank to pay continuous OUTCONUS COLA with
Dependents. If this is a temporary entitlement, you may enter the stop date. Leave the
stop date blank for active duty members and RC members on AD for 140 or more days ADT or
more than 181 days (ADOT). OCOLA will automatically stop upon RELAD or PCS.

Continued on next page
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Starting OUTCONUS COLA with Dependents, Continued

Procedur e (continued)
Step Action
4 Enter the Earnings Type in the code if known or use the @l to search and select from a

listing of available earning types.
Earnings Code Earnings Type Description

acc OCoLW1 DCoMUS COLA with 1 Dependent

occ OCOoLW2 oCoMUS COLA with 2 Dependents
occ OCoLW3 oCOMUS COLA with 3 Dependents
occ DCoLW4 OCOMUS COLA with 4 Dependents
occ OCOLWS oConMUS COLA with 5 Dependents
OCcC OCOLWE OCONUS COLA with 6 Dependents

Per reference (b), par U9130, the Earnings Type Code is based on the number of
command-sponsor ed dependents (maximum of 6) at the PDS (See reference (b), par.
U9210, for authorization for member-married-to-member couples if applicable).

Description is pre-filled. Ensure the proper entitlement is shown, repeat step 6 to
select the correct type if necessary.

Approval Statusis pre-filled. The transaction will remain in a pending (P) status until
it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval status is set to “A”.

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Continued on next page
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Starting OUTCONUS COLA with Dependents, Continued

Procedur e (continued)
Step Action
8 | Click the £=&{ button to bring up the Supporting Data screen below:

Supporting Data
OCC 03/22/2011 OCOLW1

Locality Code; | ﬂ

Humber of Dependents:

| Ok || Cancel |

Click the magnifying glass Q! to select the locality of the member’s PDS or other
location where OUTCONUS COLA with Dependents entitlement is payable.

The number of dependents is automatically displayed based on the earnings type
selected. If it is not correct, repeat step 4.

Click the button when finished.

Click the “PP™% bytton and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.

Supporting Data

1234567

Approval Status: Pending Originator ID: CGHRSONLY
Role Name: CGHR3UP Approver EmpliD: 1234567 =Y

Click the [ oK ] button to return to the Entitlement Detail view.

Continued on next page
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Starting OUTCONUS COLA with Dependents, Continued

Procedur e (continued)

Step Action

10 Click the ES45"'r‘=""button. The transaction will be routed, via the worklist, to the
approving official.
11 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Stopping OUTCONUS COLA with Dependents

Introduction This section provides the procedure for stopping OUTCONUS COL A with

Dependents.

Reminder, PCS OUTCONUS COLA stops automatically on the day prior to PCS departure.

auto-stop

Do not enter a stop OUTCONUS COLA transaction when a member departs
PCS. Continuation of OUTCONUS CLOA beyond the the PCS departure
date must be approved by Commandant (CG-1222) and will be entered by
PPC (mas) if authorized.

Manual stop Entitlement to OUTCONUS COLA ends on the date the member departs the
upon departure  OUTCONUS unit on terminal leave. The SPO will create a separate stop

on terminal transaction in Direct Access to stop the entitlement.
leave
Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a stop OUTCONUS COLA with Dependents transaction.

Step

Action

Manual
, Start Stop . , o Approval
Start Date Time/Seq Stop Date Time/Seq Earnings Type Description Status Rm_'.r
Switch
e (17/02/2004 [5] 2300 B o000 ocoLwo SN L A |

In the (Ecorectristoy) mode, find the row to stop. The stop date will be blank as shown:
Entitlements |

*Earnings Code: OCO Q) QOCONUS COLA without Dependents

without Dependents —

2

Enter the Stop Date for the entitlement by using the calendar button B to select the
desired date. You can also click and drag over the date field then Type the stop date
in MM/DD/YYYY format. The stop date can be future dated. See reference (b), par.
U9105, for guidance on the determining the correct date to stop OUTCONUS COLA
with dependents.

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Business rule edits will not be turned off when this is
selected.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Continued on next page
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Stopping OUTCONUS COLA with Dependents, Continued

Procedur e (continued)

Step Action

4 Click the "®==) button (located at the bottom left of the screen) to approve and
transmit the entry. (The approval and detail buttons are not used in this procedure).

[1-9-B-10 CH-1 OUTCONUS COLA with Dependents
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Correcting OUTCONUS COLA with Dependents

Introduction This section provides the procedure for correcting OUTCONUS COLA
with Dependents.

Discussion Only the stop date and the locality code may be corrected. To change the
effective start date or an incorrect earnings type, you must delete the entire
row (see the next section for the procedure to delete OUTCONUS COLA
with Dependents) and then start a new OUTCONUS COLA with Dependents
entitlement.

Procedure Follow these steps to correct an incorrect stop date or locality code.

Step Action
1 In the (B ctomestistory) mode, find the OUTCONUS COLA with Dependents row to
correct. Enter the correct
e stop date or (See Stopping OUTCONUS COLA procedure step 2)
e Jocality code (See Starting OUTCONUS COLA procedure step 8)

2 Click the "2 button located at the bottom left of the screen.

OUTCONUS COLA with Dependents CH-1 11-9-B-11
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Deleting OUTCONUS COLA with Dependents

Introduction This section provides the procedure for deleting OUTCONUS COLA with
Dependents.

Discussion The total OUTCONUS COLA with Dependents entitlement will be recouped
when using this feature.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a deletion of an OUTCONUS COLA with Dependents

transaction.
Step Action
1 In the (B ctomestistory) mode, find the OUTCONUS COLA with Dependents row to

delete.

Click on the =1 button located in the row to be deleted.
2 Click the =52 bytton located at the bottom left of the screen.

OUTCONUS COLA with Dependents CH-1 11-9-B-13
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Chapter 9, Cost of Living Allowance (CONUS & OUTCONUS)
Section C, OUTCONUS COLA without Dependents

Overview

Introduction This section provides the procedures for full or partial OUTCONUS COLA
without Dependents. See the references in the Guiding Principles section for

specific rules concerning this entitlement.

Topics The following topics are covered in this section
Topic See Page
Guiding Principles 11-9-C-3
Starting OUTCONUS COLA without Dependents I1-9-C-5
Stopping OUTCONUS COLA without Dependents 11-9-C-9
Correcting OUTCONUS COLA without Dependents 11-9-C-11
Deleting OUTCONUS COLA without Dependents 11-9-C-13
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Guiding Principles

Introduction

Reference

Before you
begin

Reserve
Component
members

Auto-stop upon
PCSdeparture

Manual stop
upon departure
on terminal
leave

This section provides the guiding principles for OUTCONUS COLA
without Dependents.

The following references provide additional information about OUTCONUS
COLA without Dependents.

(a) Joint Federal Travel Regulations (JETR), Chapter 9

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

Please see JFTR U9145, COLA for an RC member, for information on
payment of OUTCONUS COLA to a Reserve Component member on active
duty.

OUTCONUS COLA without Dependents stops automatically on the day
prior to PCS departure. Do not enter a Stop OUTCONUS COLA without
Dependents transaction when a member departs PCS. The system will not
reflect the OUTCONUS COLA without Dependents stop until the departing
endorsement on orders transaction is approved and saved.

Entitlement to OUTCONUS COLA ends on the date the member departs the
OUTCONUS unit on terminal leave. The SPO will create a separate stop
transaction in Direct Access to stop the entitlement.

Continued on next page
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Guiding Principles, continued

Review and OUTCONUS COLA entries can be initiated by a user with CGHRS role.
Approval Review and approval by a CGHRSUP role user is required.
Supporting The PCS Reporting Worksheet, CG-2005 or the Reserve Travel Order, is

documentation  the supporting documentation for this allowance.
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Starting OUTCONUS COLA without Dependents

Introduction This section provides the procedure for starting OUTCONUS COLA

without Dependents.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new OUTCONUS COLA without Dependents entitlement.

Step

Action

‘3122;2011 0000 0000 Q P [[]  Detail| Apprave =

In the Btetiston) 10 de click the (] button shown below.

*Earnings Code: OCO =Y OCONUS COLA without Dependents

ViewAl  |< [{ 1051 [H =

Manual
Stog Approval g Detail Approve Earning Process Type

*Start Date Stop Date Timelseq "EQMings Type Description Status

ta
Time/Seq Switch
OUTCONUS COLA

i { I
without Depen dents A 7]  Detail| Approve | Conversion (]

1 06/04/2002 9009 0313012007 ] 2504 OCOoLWO

A new blank row appears...

Wiew All |= [ 12 012 [¥] =|

Manual
,;:)apt:losva\ Row Detail Approve Earning Process Type

Switch

tart

" S
Start Date TimelSeq

Stop Date *Earnings Type Description

Stop
Time/Seq

2

Enter the Start Date. The current date is automatically displayed. Use the calendar

button E to select the desired date. You can also click and drag over the date field to
select the date then type the start date in MM/DD/YYYY format.

Note: See Reference (b), U9105, for guidance on determining the correct date to start
OUTCONUS COLA without dependents.

The Stop Date may be left blank to pay continuous OUTCONUS COLA without
Dependents. If this is a temporary entitlement, you may enter the stop date. Leave the

stop date blank for active duty members and RC members on AD for 140 or more days ADT
or more than 181 days (ADOT). OCOLA will automatically stop upon RELAD or PCS.

Enter the Earnings Type code if known or use the Q/ to search and select from a
listing of available earning types.

oco OCOLPT OUTCOMNUS COLA Partial

oco OCOoOLWO QUTCOMUS COLA without Dependents

See reference (a), par. U9115 COLA for a Member Without Dependent, for
guidance on selecting the correct earnings code.

Continued on next page
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Starting OUTCONUS COLA without Dependents, Continued

Procedur e (continued)

Step

Action

Description is pre-filled. Ensure the proper entitlement is shown, repeat step 6 to
select the correct type if necessary.

Approval Statusis pre-filled. The transaction will remain in a pending (P) status until
it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval status is set to “A”.

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Click the M button to bring up the Supporting Data screen below:

Supporting Data
OCO 03/22/2011 OCOLWO

Locality Code:; ﬂ

| 0K || Cancel |

Click the magnifying glass Q to select the locality code of the member’s PDS for
OUTCONUS COLA without Dependents entitlement.

Click the button when finished.

Continued on next page

[1-9-C-6

CH-1 OUTCONUS COLA Without Dependents



Pay Entitlements

Starting OUTCONUS COLA without Dependents, Continued

Procedur e (continued)

Step Action

9 | Click the #PP™*¢| button and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.

Supporting Data

1234567

Approval Status: Pending Originator ID; CGHRSONLY
Role Name: CGHRSUP Approver EmpliD: 1234567 Q
| QK | [ Cancel |

10 Click the ES45"'“91'button. The transaction will be routed, via the worklist, to the
approving official.

11 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.

OUTCONUS COLA Without Dependents CH-1 11-9-C-7
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Stopping OUTCONUS COLA without Dependents

Introduction This section provides the procedure for stopping OUTCONUS COLA

without Dependents.

Reminder, PCS OUTCONUS COLA without Dependents stops automatically on the day prior

auto-stop

to PCS departure.

Manual stop Entitlement to OUTCONUS COLA ends on the date the member departs the
upon departure  OUTCONUS unit on terminal leave. The SPO will create a separate stop

on terminal transaction in Direct Access to stop the entitlement.
leave
Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a stop OUTCONUS COLA without Dependents transaction.

Step

Action

In the Bcorectistor) mode, find the row to stop. The stop date will be blank as shown:

*Earnings Code: OC0 ﬂ QCOMUS COLA without Dependents

Manual
. Start Stop
Start Date Time/Seq Stop Date Time/Seq Row L
Switch

QUTCONUS COLA -
| Il
1 uwamzun% Ell 0000  OCOLWO shoutDependeats O |

Approval

*Earnings Type Description Status

Enter the Stop Date for the entitlement by using the calendar button 5 to select the
desired date. You can also click & drag over the date field then Type the stop date in
MM/DD/YYYY format. The stop date can be future dated. See reference (a), par.
U9105, for guidance on the determining the correct date to stop OUTCONUS COLA
without dependents.

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Business rule edits will not be turned off when this is
selected.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Continued on next page
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Stopping OUTCONUS COLA without Dependents, Continued

Procedur e (continued)

Step Action

S) Click the @& putton (located at the bottom left of the screen) to approve and
transmit the entry. (The approval and detail buttons are not used in this procedure)

[1-9-C-10 CH-1 OUTCONUS COLA Without Dependents
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Correcting OUTCONUS COLA without Dependents

Introduction This section provides the procedure for correcting OUTCONUS COLA
without Dependents.

Discussion Only the stop date and locality code may be corrected. To change the
effective start date or an incorrect earnings type, you must delete the entire
row (see the next section for the procedure to delete OUTCONUS COLA
without Dependents) and then start a new OUTCONUS COLA without
Dependents entitlement.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to correct an incorrect Stop date.

Step Action
1 In the B Coresthistory] mode, find the OUTCONUS COLA without Dependents row to
correct. Enter the correct
e stop date or (See Stopping OUTCONUS COLA procedure step 2)
e locality code (See Starting OUTCONUS COLA procedure step 9)

Click & drag over the Stop Date field to change its value. Dates must be typed in
MM/DD/YYYY format. You may also use calendar buttons Bl to modify dates and
the magnifying glass € to change the earning type.

Click the B save button located at the bottom left of the screen.

OUTCONUS COLA Without Dependents CH-1 11-9-C-11
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Deleting OUTCONUS COLA without Dependents

Introduction This section provides the procedure for deleting OUTCONUS COLA
without Dependents.

Discussion The total OUTCONUS COLA without Dependents entitlement will be
recouped when using this feature.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a deletion of an OUTCONUS COLA without Dependents

transaction.
Step Action
1 In the B Coresthistory] mode, find the OUTCONUS COLA without Dependents row to

delete.

Click on the =1 button located in the row to be deleted.
2 Click the "2 button located at the bottom left of the screen.

OUTCONUS COLA Without Dependents CH-1 11-9-C-13
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Coast Guard Servicing Personnel Office Manual
Part Il, Pay Entitlements
Chapter 9, Cost of Living Allowance (CONUS & OUTCONUS)
Section D, Fractional OUTCONUS COLA

Overview

Introduction This section provides the procedures for Fractional OUTCONUS COLA.
This entitlement is paid to members without dependents on duty at a PDS
where a Government mess is available, and whose duty, as distinguished from
a travel status, requires the member's absence from the PDS (including a ship

or other fleet unit having an assigned homeport outside CONUS) during one
or more meals.

Topics The following topics are covered in this section
Topic See Page
Guiding Principles 11-9-D-3
Entering Fractional OUTCONUS COLA 11-9-D-5
Correcting Fractional OUTCONUS COLA 11-9-D-7
Deleting Fractional OUTCONUS COLA 11-9-D-9
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Guiding Principles

Introduction

Reference

Before you
begin

Timing

Internal
controls

Supporting
documentation

This section provides the guiding principles for Fractional OUTCONUS
COLA.

The following references provide additional information about Fractional
OUTCONUS COLA.

(a) Joint Federal Travel Regulations (JETR), Chapter 9 (U9125)
(b) Personnel and Pay Procedures Manual, PPCINST
M1000.2(series), Chap 7-B

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

The effective date for ALL Fractional OUTCONUS COLA transactions is the
last day of the month. The system will automatically enter the date in the
transaction Start and Stop date fields when the Fractional OUTCONUS
COLA Earnings Type code is selected. For this reason you cannot enter
multiple Fractional OUTCONUS COLA Earnings Type transactions for the
same month. We recommend that you only input this transaction monthly, at
the end of the month. Alternatively, you could input the transaction upon
receipt of the information from the unit and submit a correction type
transaction if the member becomes entitled to another Fractional
OUTCONUS COLA credit later in the same month.

BAS starts require review and approval by a PAO/CGHRSUP role user. The
approver cannot be the same user that originated the transaction.

Per reference (b), the member’s unit shall forward a certification of missed
meals memo to the SPO monthly. Retain the memo in section 3 of the SPO
PDR for 3 years/

Fractional OUTCONUS COLA CH-1 11-9-D-3
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Entering Fractional OUTCONUS COLA

Introduction This section provides the procedure for starting Fractional OUTCONUS

COLA.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new Fractional OUTCONUS COLA entitlement.

Step Action
1

In the ok History) mode, click the button shown below.

viewAl  |= Kl 7or7 [F] 5|

*Earnings Code: OCU Q) OCONUS COLA FRACTIONAL

[ view Al |< [ 101 [ =

Approval Manual

start Stop . )
‘startDate oo Stop Date Timelseq EAMings Type Description i 2\?\";::“ Detail Approve Earning Process Type
1 03312008 ] 0000 0312005 ) o000 ocoLaf (g MonthlyOCONUS [ Detail| Approve |
Fractional COLA

A new blank row appears. ..

View All |= [ 1202 [¥] =|

Approval Manual

*Start Date %‘;‘;Seq Stop Date %‘;‘;Seq “Earnings Type Description i E\?v‘;cn Detail Approve Earning Process Type
B 720720115 0000 ] 0000 =] P [ Detail] Approve| =1
2 033112005 1] 0000 0331200550l 0000 OCOLAF (@] MO OCONLS ] Detail| Approve| =

2 Enter the Start Date. The effective date for ALL Fractional OUTCONUS COLA
transactions is the last day of the month. The system will automatically enter the date
in the transaction Start and Stop date fields.

3 Enter the Earnings Type code — OCOLAF, or use the Q to search and select from
a listing of available earning types.

4 Description is pre-filled. Ensure the proper entitlement is shown, repeat step 6 to
select the correct type if necessary.

5 Approval Statusis pre-filled. The transaction will remain in a pending (P) status
until it is opened and saved by a CGHRSUP role user. The approver cannot be the
same person who entered the transaction. A transaction is not completed and
transmitted to JUMPS for processing until the approval status is set to “A”.

6 Manual Row Switch (CGHRSUP role users only) Select this field only when

necessary to override pay edits.
Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Continued on next page
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Entering Fractional OUTCONUS COLA, continued

Procedur e (continued)

Step Action

7 Click the M button to bring up the Supporting Data screen below:

Supporting Data

1234567 ocu 103142002 OCOLAF

Locality Code: | =X

Number of Breakfast: I
Humber of Dinners: I
Humber of Suppers: I

Click the magnifying glass QJ next to the Locality Code and select the code where
the member was stationed for the Fractional OUTCONUS COLA entitlement.

¢ Enter the number of breakfast meals authorized during the month.
¢ Enter the number of Dinners authorized during the month.
¢ Enter the number of Suppers authorized during the month.

Click the button when finished.

9 Click the “PP®& hbutton and enter the Approving Official’s Employee | D number
in the Approver EmplID field of the Supporting Data section.

Supporting Data

1234567

Approval Status: Pending Originator ID: CGHRSONLY
Role Name: CGHR3UP Approver EmpliD: 1234567 =Y
o]

Click the ok button to return to the Entitlement Detail view.

10 Click the ES45"'“‘°"1'button. The transaction will be routed, via the worklist, to the
approving official.

11 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Correcting Fractional OUTCONUS COLA

Introduction This section provides the procedure for correcting Fractional OUTCONUS
COLA.

Discussion Only the locality code and number of breakfast, lunch or supper meals may be
corrected. To change the effective start date or an incorrect earnings type,
you must delete the entire row (see the next section for the procedure to delete
Fractional OUTCONUS COLA) and then start a new Fractional
OUTCONUS COLA entitlement.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to correct the supporting data panal.

Step Action
1 In the |EiCarest History] mode, find the Fractional OUTCONUS COLA s row to correct.
Enter the correct

e locality code and/or number of missed meals(See Entering Fractional
OUTCONUS COLA procedure step 7)

Click the B save) button located at the bottom left of the screen.

Fractional OUTCONUS COLA CH-1 11-9-D-7
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Deleting Fractional OUTCONUS COLA

Introduction  This section provides the procedure for deleting Fractional OUTCONUS
COLA.

Discussion The total Fractional OUTCONUS COLA entitlement will be recouped when
using this feature.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a deletion of a Fractional OUTCONUS COLA transaction.

Step Action
1 In the | canest Histary] mode, find the Fractional OUTCONUS COLA row to delete.

Click on the =1 button located in the row to be deleted.

2 Click the 222 button located at the bottom left of the screen.

Fractional OUTCONUS COLA CH-1 [1-9-D-9
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PPC SPO Manual
Part I, Pay Entitlements
Chapter 10, Housing Allowances

Overview

In this chapter

Topic See Section
Basic Allowance for Housing (BAH) 1I-10-A
Overseas Housing Allowance (OHA) 11I-10-B
Inadequate Government Quarters Rental Charge 11-10-C
Overseas Housing Allowance-Inadequate Quarters (OHA-IQA) 11I-10-D

Interim Overseas Housing Allowance

II-10-E







PPC SPO Manual
Part I, Pay Entitlements

Chapter 10, Housing Allowances

Section A, Basic Allowance for Housing (BAH)

Overview

I ntroduction

This section provides the procedures for Basic Allowance for Housing

(BAH). Thisentitlement is payable to members on active duty and will vary
according to the grade in which serving or appointed for basic pay purposes,
dependency status, and the Permanent Duty Station (PDS) assigned. This

allowance is authorized for members both “with” and “without” dependents.

Applicable BAH rates are available at this web site:
http://www.defensetravel .dod.mil/perdiem/bah.html

Topics The following topics are covered in this section.

Topic See Page
Guiding Principles [1-10-A-3
BAH During PCS [1-10-A-7
Direct-Access Earnings Codes and Earnings Type Codes [1-10-A-13
Starting BAH [1-10-A-15
Stopping BAH [1-10-A-21
Correcting BAH [1-10-A-23
Deleting BAH [1-10-A-25
BAH for Reservists on Non-Contingency AD Orders Less Than 31 days [1-10-A-27
Appendix (A); Government Quarters In Connection With PCS Table [1-10-A-29
Appendix (B); Change in Housing Other Than PCS Table [1-10-A-31
Appendix (C); BAH & Allotments for Public Private Venture Housing [1-10-A-33
Appendix (D); BAH/COLA Entitlements for Single Members Paying Child [1-10-A-37

Support
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Guiding Principles

I ntroduction

Reference

Beforeyou
begin

BAH
entitlement
whileon
terminal leave

This section provides the guiding principles for Basic Allowance for
Housing.

The following references provide additional information about Basic
Allowance for Housing and documentation requirements.

e Joint Federal Travel Regulations (JFTR), Chap 10

e U.S Coast Guard Pay Manual, COMDTINST M7220.29
(series), Chap 3

e Military Personnel Data Records (PDR System), COMDTINST
M1080 (series), Encl. (6), Required Supporting Evidence for
Materia Military Payroll Transactions

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3 of this Part (Employee
Entitlement Navigation and Data Entry).

Timely submission of this entry isimportant since significant pay impact may
result for the member.

Do not use this earnings code to start OHA (use OH1 or OH2) or for changes
to Inadequate Quarters - New Rental Charge (use IQA).

Review the Government Quarters In Connection with PCS Table, Changein
Housing Other Than PCS Table, and Spouse in Service Table (located at the
end of this guide) when preparing this transaction.

Members departing on terminal leave may be entitled to BAH at their last
permanent duty station rate during terminal leave. See the Government
Quarters Table at the end of this chapter.

Continued on next page
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Guiding Principles, Continued

BAH during Members who are assigned to single-type Government quarters and receiving
PCSfor single  BAH Differential (BAH Diff) at their PDS, and officially terminate the
members guarters are entitled to BAH with-dependents based on the payment of child
paying child support (BAH Code T) in connection with a PCS.
support
Example: A member isresiding aboard CGC CHASE, San Diego, CA, and
receiving BAH Diff. He departs PCS from CGC CHASE on
11DECO09 and reports PCS to PSSU Alameda on 31DECO09.
Whilein transit he would be authorized BAH with dependents
based on the payment of child support (BAH Code T) at the San
Diego, CA rate whilein transit to Alameda.
Public/Private  Public/Private Venture (PPV) housing is not Government-owned or leased
Venture (PPV)  housing. Members electing to occupy PPV housing are entitled to BAH at the
housing with dependents rate (BAH-L) or without dependents rate (BAH-G) as
appropriate. See Appendix (C) for more information.
Member — BAH entitlements for active service couples are determined by a number of
Married to factors, including dependency, custody of dependent children, joint occupancy of
Member government or non-government quarters and separation due to military orders.
Please see Figure 3-12 and Section 3.F.2.b.(4) of the CG Pay Manual,
COMDTINST M7220.29 (series) to determine BAH entitlements for active
service couples.
Non-Married Please see Section 3.E.3 of the CG Pay Manual, COMDTINST M7220.29
MembersWho  (series) to determine BAH entitlements for members claiming a dependent child
AreParents (or children) when both parents are members.
Continued on next page
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Guiding Principles, continued

BAH Without
Dependentsfor
Members, E3
and Below,
Assigned to Sea
Duty

Reduction in
Rateto Pay
GradeE3 or
Below for
Members
Receiving BAH
w/o and
Assigned to Sea
Duty

Reserve
Component
Members
without
Dependents

Members without dependentsin pay grades E1, E2 or E3 are not entitled to Basic
Allowance for Housing at the Without Dependents Rate while assigned to sea
duty. These members must be provided with government quarters, which includes
shipboard berthing, Unaccompanied Personnel Leased Housing (UPLH) or
Unaccompanied Personnel Housing (UPH). If the assigned government quarters
become uninhabitable, then suitable berthing arrangements must be made using
the appropriate funding source (contract with a hotel for example). Thereis no
authority to start BAH Without for members without dependents who are
assigned to a Career Sea Pay eligible vessel (CSP). See Section 3.E.4.b(1) of the
CG Pay Manual, COMDTINST M7220.29 (series), for active service couples,
without dependents, who are both E3 or below and are both assigned afloat.

Under the CG Pay Manual, Chapter 3, an enlisted person in pay grade E-1
through E-3 is not entitled to BAH while assigned to sea duty (except for BAH
Partial or BAH-Diff if applicable). Consequently, any member without
dependents reduced in pay grade (for any reason) from E-4 or aboveto E-3 or
below, and is assigned to duty aboard avessel, and isreceiving BAH WITHOUT,
will no longer be eligible to receive BAH WITHOUT effective the date of
reduction in pay grade.

Single members on ADOT periods of less than 181 daysor ADT periods of less
than 140 days are considered on temporary duty (TDY') for BAH/OHA purposes.

They are entitled to a housing allowance appropriate to their dependency status and
principle place of residence even if assigned to or occupying single-type
government quarters at the site where they are performing active duty. They are
entitled to BAH without dependents at Reserve Component (RC) rate for orders of
30 days or less or to BAH without dependents for orders of 31 or more days.

Continued on next page
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Guiding Principles, continued

Required Transactions for payment of a housing allowance at the with-dependent rate

Supporting require that all BAH-EIligible dependents be entered in Employee Family

Documentation  Member and Beneficiary Information (See Part 111, General Transactions,
Chapter 4, Dependency, Decedent Affairs, SGLI and Contact Information) for
data entry procedures). Dependent children’s birth certificates, the member’s
marriage certificate and any supporting documentation required for
dependents approved by PPC (LGL) must be on file in the member’s PDR in
accordance with Military Personnel Data Records (PDR System),
COMDTINST M 1080 (series), Encl. (6), Required Supporting Evidence for
Material Military Payroll Transactions. A BAH/Housing Worksheet
(CG-2025) isrequired for member-initiated housing allowance changes.
Assignments to or releases from government quarters are documented by an
email or memo from the local housing authority. Housing allowance changes
made in connection with a PCS are documented by a PCS travel order.

[1-10-A-6 CH-2 Basic Allowance for Housing (BAH)
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BAH During PCS

BAH-PCSfor
Members
without
Dependents

The following table describes how reporting and departing endorsement on
orders affect BAH for members without dependents, and describes SPO
action needed in conjunction with BAH-PCS.

Table 1: BAH-PCS Entitlements for Active Duty Members Without Dependents

If And Then Transaction(s)
Submitted by
PDS is Vacates Member is entitled to BAH-W/O at the rate for the Reporting SPO
INCONUS and [ government | PDS they are departing from effective the date of (inputs reporting
member is guarters departure until the day prior to reporting. endorsement and
occupying and departs transaction to record
government PCS JUMPS will credit BAH enroute (based on zip code | BAH entitlement at
quarters of unit departed from) when reporting endorsement | new PDS)
on orders transaction (8C) processes.
Completes member has | Member is entitled to BAH-TR-W/O effective the Reporting SPO
Recruit, OCS, no prior date of departure until the day prior to reporting. (inputs BAH-TR or
DCO or military Earn Cd | Type Detall BAH W/O (prior
Academy SEFEVC'CG oris | "'BAg BAH-G or BAH-H Zip ‘00000’ service only) start
training ?nember on (if spouse in service) effective date of PCS
IADT and * RC member on IADT and was not Authorized BAH without dependents (e. g. | departure, BAH-TR
was not auth | Received BAH-Partial. Did not maintain (pay rent or own) a permanent or BAH W/O stop
BAH w/o* residence while performing IADT) effective the day
member has | Member is entitled to BAH-W/O at the rate for the | priorto PCS
prior military | PDS they are departing from effective the date of reporting, reporting
service oris | departure until the day prior to reporting. endorsement and
aRC transaction to record
[Q\%”T‘bﬁ;g” Note that the reporting SPO must submit BAH entitlement at
Was transactions for these members. The JUMPS auto- | new PDS)
authorized credit does not apply if the member is completing
BAH w/o* accession training.
* RC member on IADT who was authorized BAH without
dependents based on their permanent residence location at the
time ordered to active duty because the member maintains a
residence and continues to be responsible for rent or owns the
residence
PDS isin Vacates Member is entitled to BAH-W/O. Submit a Reporting SPO
Alaska or government | transaction to start BAH W/O. Effective date will be | (also inputs reporting
Hawaii and quarters the date of PCS Departure. endorsement and
member is and departs transaction to record
occupying gov't | PCS Earn Cd | Type Detail BAH entitlement at
quarters BA1 BAH-G or BAH-H (if | Zip of unit new PDS)

spouse in service)

departed from.

Continued on next page
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BAH During PCS, continued

BAH-PCS for Members Without Dependents (continued)

Table 1 (cont'd): BAH-PCS Entitlements for Active Duty Members Without Dependents

If And Then Transaction(s)
Submitted by

PDS is Departs Member is entitled to BAH-W/O at the rate for the Reporting SPO
INCONUS orin | PCS PDS they are departing from until the day prior to (inputs reporting
Alaska or reporting. endorsement and
Hawaii and transaction to record
member not BAH W/O auto-stops on the day prior to PCS BAH entitlement at
assigned gov't departure. JUMPS will credit the member’s account | new PDS)
gtrs (is drawing any BAH due when the reporting endorsement on
BAH W/O) orders transaction (8C) processes.
PDS is Vacates Member is entitled to BAH-TR-W/O. Submit a Reporting SPO
OUTCONUS government | transaction to start BAH-TR-W/O. Effective date will | (enters reporting
(non BAH quarters be the date of PCS departure. endorsement and

payable area)
and member is
occupying gov't

and departs
PCS

Detail
Zip ‘00000’

Earn Cd
BA4

Type
BAH-G or BAH-H
(if spouse in service)

quarters

PDS is Departs Member’s entitlement to OHA stops the day before
OUTCONUS PCS PCS departure date and member is entitled to BAH-
(non BAH TR-W/O. Submit a transaction to start BAH-TR-

payable area)

W/O. Effective date will be the date of PCS

transaction to record
BAH entitlement at
new PDS). Do not
start the BAH-TR
rate prior to a
member's effective
PCS departure date
from a duty station,

and member is Departure. or after their PCS
not assigned Earn Cd | Type Detail reporting date to a
gov't gtrs (is BA4 BAH-G or BAH-H (if | Zip ‘00000’ duty station located
drawing OHA spouse in service) in a non-BAH
W/O) payable area.

PCS Reporting: Please note that above actions, requiring data entry, are performed by the Reporting
SPO. DA’'s Employee Entitlements module will not reflect the JUMPS auto BAH starts/stops until the
reporting endorsement on orders transaction is approved and saved by a user with SPO Supervisor
(CGHRSUP) access. Always complete and approve the PCS reporting transaction before completing or
approving transactions to start BAH/OHA, COLA or other entitlements in connection with PCS reporting.

For members reporting to OUTCONUS locations, where BAH is not payable, there is no entittement to BAH-
[I/BAH-TR after the member reports. SPOs can not start OHA until the member has entered into a
lease/rental agreement or has purchased a home (e. g. Is not incurring any housing costs).

Continued on next page
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BAH During PCS, continued

Single If asingle member acquires a dependent or dependents while enroute PCS,
MembersWho  the reporting SPO shall:

Acquire

Dependents 1. Stop BAH-TR or BAH-W/O the day prior to the date the changein

While Enroute

PCS dependency is effective.

2. Start BAH-With using the zip code for the member’s previous PDS
(Exception: If member is coming from an accession point (Academy, OCS
or Recruit Training) enroute to their first PDS, use zip code of location of

member's dependent(s)), if the PDS was INCONUS or in Alaska or
Hawaii, or start BAH-TR/With if the member previous PDS was
OUTCONUS (non BAH payable areq) effective the day the
dependency change was effective.

3. Submit the transaction to start BAH or OHA at the rate for new PDS
and government quarters assignment status effective the date the
member reports PCS.

Continued on next page
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BAH During PCS, continued

BAH-PCSfor The following table describes how reporting and departing endorsement on

MembersWith  orders affect BAH for members with dependents, including members

Dependents receiving BAH or OHA with dependents for payment of child support, and
describes SPO action needed in conjunction with BAH-PCS.

Table 2: BAH-PCS Entitlements for Members with Dependents and Members receiving BAH-WITH or OHA-
WITH for Payment of Child Support
If And Then Transaction(s)
Submitted by
PDS is Vacates | Member is entitled to BAH-WITH (Code “T” for members Departing
INCONUS or | gov't paying child support) at the rate for the PDS they are SPO
in Alaska or | quarters | departing from until the day prior to PCS reporting or
Hawaii and subsequent assignment to gov't gtrs (whichever occurs first).
member is Submit a transaction to start BAH-WITH. Use zip code of
occupying unit departing from. Effective date will be the date quarters
government are cleared.
quarters Earn Cd | Type | Detail
Member With Dependents:
BA1 | BAH-L | Zip of unit departing from
Member Paying Child Support (Diff)
BA1 | BAH-T | Zip of unit departing from
PDS is Departs | Member is entitled to BAH-WITH (Code “T” for members N/A. JUMPS
INCONUS or | PCS paying child support) at the rate for the PDS they are will not
in Alaska or departing from until the day prior to PCS reporting or shutdown the
Hawaii and subsequent assignment to government quarters (whichever | member’'s
member is occurs first). BAH until a
not assigned new BAH
gov't gtrs (is transaction is
drawing processed.
BAH/W)
PDS is Vacates | Member is entitled to BAH-TR WITH. Submit a transaction to | Departing
OUTCONUS | gov't gtrs | start BAH-TR WITH (Code “T” for members paying child SPO. Do not
(non BAH and support). Effective date will be the date of PCS departure. start the BAH-
payable departs Earn Cd | Type | Detail TR rate prior
area) and PCS Member With Dependents: to a member's
member is BA4 | BAH-L | Zip ‘00000’ effective PCS
occupying Member Paying Child Support (Diff) departure
government BA4 | BAH-T | Zip ‘00000’ date from a
quarters duty station,
or after their
PCS reporting
date to a duty
station
located in a
non-BAH
payable area.

Continued on next page
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Table 2 (cont’d): BAH-PCS Entitlements for Members with Dependents and Members receiving BAH-WITH
or OHA-WITH for Payment of Child Support

If And Then Transaction(s)
Submitted by
PDS is Departs | Member's entitlement to OHA stops the day before PCS Departing
OUTCONUS | PCS departure date and member is entitled to BAH-TR WITH. SPO. Do not
(non BAH Submit a transaction to start BAH-TR WITH (Code “T” for start the BAH-
payable members paying child support). Effective date will be the TR rate prior
area) and date of PCS Departure. to a member's
member is Earn Cd | Type | Detail effective PCS
not assigned Member With Dependents: departure
gov't gtrs (is BA4 | BAH-L | Zip ‘00000’ date from a
drawing Member Paying Child Support (Diff) duty station,
OHA/W) BA4 | BAH-T | Zip ‘00000’ or after their
PCS reporting
date to a duty
station
located in a
non-BAH
payable area.

PCS Reporting: In all of the above cases, the member’s entitlement to BAH-WITH or Reporting
BAH-TR WITH ends on the day prior to reporting to their new PDS. Therefore, the SPO (inputs
reporting SPO must submit the transaction to start BAH or OHA at the rate for new PDS | reporting

and gov't gtrs assignment status effective the date the member reports PCS or the date | endorsement
the member is assigned gov't gtrs whichever is earlier. and new BAH
transaction)
For members reporting to OUTCONUS locations, where BAH is not payable, there is no
entitlement to BAH-II/BAH-TR after the member reports. SPOs can not start OHA if the
member has not entered into a lease/rental agreement or hasn't purchased a home (e.
g. is not incurring any housing costs).

Members Members who have BAH-L eligible dependents upon initial arrival to an
Eligiblefor accession point (Academy, OCS or Recruit Training) will continue to receive

BAH-L While  BAH-L with dependents at dependent location zip code when they depart the

gt a”t A‘;]C On accession point PCS through the day prior to reporting PCS to their new PDS.
oint who

depart PCS
from the
Accession Point

The BAH rate/zip code for a new accession with dependents who are BAH-L
eligible is based on the dependents’ location if they are located within the
U.S., Alaskaor Hawaii. If the BAH-L eligible dependents are located outside
the U.S. then the BAH rate/zip code is based on the accession training
site/location.

JUMPS will not shut down BAH-L when the member departs PCS from the
Accession point. BAH-L will continue at the Accession Point rate/zip code
until anew BAH transaction processes for the member’s new PDS.
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Direct-Access Earnings Codes and Earnings Type Codes

Codes Direct-A ccess uses combinations of Earnings Codes and Earnings Type Codes
for BAH entitlements. Refer to this table to determine how the codes relate to
the entitlement.

Entitlement Direct-Access Codes

Earnings | Earnings Description/Use When
Code Type
None With dependents; Member &/or dependents assigned adequate
BA1 BAH-A .
CG-owned family type quarters

None BAL BAH-B With dependents; MEMBER &/or dependents assigned

adequate CG-leased quarters

None With dependents; Member &/or dependents assigned adequate

BA1l BAH-C ;
DOD-owned family type quarters
Partial BAH Without dependents or spouse in service & no other
BA1 BAH-D . -
dependents, assigned CG-owned single quarters
None Without Dependents or spouse in service & no other
BAL BAH-E dependents; assigned leased/family quarters
Note: Includes Leased housing and government (DOD or CG)
owned Family quarters that have been converted to UPH.

Partial BAH Without dependents or spouse in service & no other

BAl BAH-F dependents; assigned DOD-owned single quarters (barracks or
shipboard berthing)

BAH w/o BAL BAH-G Without dependents; Member not assigned government

quarters

BAH w/o BAL BAH-H Spquse in service & no other dependents; Member not

assigned quarters

BAH- TR With, less . . . .

deduction for inadequate BAL BAH-I With dependents, Member assigned inadequate CG owned

quarters; check pay for rent

guarters rental charge

BAH- TR With, less . . . .

deduction for inadequate BAL BAH-K Wlth dependen-ts, Member assigned inadequate DOD owned

family quarters; check pay for rent

guarters rental charge

BAH With BAL BAH-L With dependents; Member and dependents not assigned

government quarters

BAH With With Dependents; Based on payment of child support; Member

BA1 BAH-T -
not assigned government quarters
BAH-DIFF BAH-DiIff for child support on or after 5 Dec 1991; Assigned
BA3 BAHDP CG/DOD-owned single quarters (barracks or shipboard
berthing)

BAH-DIFF BA3 BAHDQ BAI_—I-lef for child support on or after 5 Dec 1991; Member

assigned CG leased single quarters

BAH w/o or BAH-TR if zip BAH-Diff for child support on or after 5 Dec 1991; Member not

code 00000 is used BA3 BAHDR assigned govt quarters. Note: Replaced with code “T” effective

+ BAH-DIFF 31 Dec 05.

Continued on next page
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Direct-Access Earnings Codes and Earnings Type Codes,

Continued
Codes
(continued)
Entitlement Direct-Access Codes
Earnings | Earnings Description/Use When
Code Type
BAH- 11 W/O BA2* BAH-G BAH-II - Without dependents and member not assigned
government quarters
BAH- 11 W/O BA2* BAH-H BAH-II - Spouse in service; No other dependents; Member not
assigned government quarters
BAH- Il With . ) BAH-II - With dependents; Member & dependents not assigned
BA2 BAH-L government quarters
BAH- Il With BA2* BAH-T BAH-II - With dependents; Based on payment of child support;
Member not assigned government quarters
BAH- TR W/O BA4* BAH-G BAH-Transit Rate - Without dependents and member not
assigned government quarters
BAH- TR W/O BA4* BAH-H BAH-Transit Rate - Spouse in service; no other dependents;
Member not assigned government quarters
BAH- TR With BA4* BAH-L BAH-Transit Rate - With dependents; Member & dependents
not assigned government quarters
BAH- TR With BA4* BAH-T BAH-Transit Rate - With dependents; Based on payment of
child support; Member not assigned government quarters
* Cannot be used on transactions with effective dates after 30 Apr 07.
** Cannot be used on transactions with effective dates earlier than 1 May 07.
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Starting BAH

Introduction This section provides the procedure for starting a BAH entitlement for a

member on active duty including Reservists on active duty for 31 or more
days or on contingency orders.

Approval Transactions to start Basic Allowance for Housing require approval by a

Required user with the CGHRSUP role (SPO Supervisor). Click the “Approve” button
and enter the CGHRSUP role user’s Employee ID number to route pending
transaction for approval. If you are a CGHRSUP role user, you do not need to
route the transaction for approval. The transaction will automatically be
approved when you press the save button.

Procedure Follow the steps in Employee Entitlement Navigation and Data Entry
(Chapter 3 of this part) to access the member’ s entitlements detail page. Then,
follow these steps to enter anew BAH entitlement.

Step Action
1 Review the member’ s entitlement summary page to determineif arow of the

entitlement earnings type (BA1, BA2 (obsolete as of 30APR07), BA3 or BA4) that
you will be starting exists. Additionally, if starting a different entitlement earnings
type, you need to stop the existing BAH entitlement, for example:

A member drawing BA1-BAH-L (BAH-With Dep and not assigned gov't gtrs) gets
divorced and now qualifiesfor BAH-Differential (BAH-DIFF due to paying child
support, and the amount of their child support isequal to or greater than the BAH-
DIFF amount for their paygrade, who also elects to occupy shipboard berthing. In
this scenario, the SPO would stop the member's BA1-BAH-L entitlement row
effective the date the member is divorced and start a new BA3-BAHDP row effective
the following day.

In addition to shipboard quarters, BA3-BAHDP also pays BAH-DIFF to single
members assigned to CG/DOD-owned single quarters and CG-leased quarters.

Continued on next page
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Starting BAH, continued

Procedure (continued)

Step Action

2 After determining the earnings type code and closing any open BAH entitlement
rows, navigate to the entitlements detail page for the earnings code you want to start.
Click the add new row icon and insert anew row.

“Earnings Code: BA1 al BAH (Basic Allow for Housing) =

viewal  |= [{] 1202 [F]
Manual
*Start Date %‘;:Sm Stop Date %‘;Z*s q "EQMINGS Type Description ‘;‘fﬁpt;c;"m Row Detail Approve Eaming Process Type
. Switch
: with Dep; MBR and =
1[0105r2004 B ees  [ormsmoos]foooe BaHL Dep notassigned gowt A [ Detail] Approve | canversion ==
qirs T
with Dep; MBR and R
2[1108r2002 B 9999 0104004 9999 BAHL Dep notassigned govt 4 [ Detaill Approve| Canversion =]
o qtrs
i tart swp 2 .
Start Date Time/Seq Stop Date Time/Seq Earnings Type Description
1 [h2/05i2005 | 0000 [ oooo =Y

3 | Enter the Start Date. The current date is automatically displayed. Use the calendar

button 2/ to select the desired date. You can also click & drag over the date field to
select the date then type the start datein MM/DD/YY Y'Y format.

If you are entering BAH for a Reserve Component member on active duty for 31 to
139 days, use the same date as the member’ s orders begin date for the BAH start date.
4 The Stop Date should be |eft blank, unlessthisBAH start is for a Reserve
Component member on short-term active duty orders.

If you are entering BAH for a known period (such as a BAH-PCS entitlement), then
enter a stop date.

If you are entering BAH for a Reserve Component member on short-ter m active duty
for 31 to 139 days ADT or 31 to 180 days ADOT, use the same date as the member’s
orders end date for the BAH stop date. DO NOT ENTER A STOP DATE FOR

L ONG-TERM (Greater than 139 Days ADT/180 ADOT) RESERVE ORDERS.

Continued on next page
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Starting BAH, continued

Procedure (continued)

Step

Action

5

Enter the Earnings Type if known or use the X to search and select from alisti ng of
available earning types.

See Direct-Access Earnings Codes and Earnings Type Codes for alisting of codes
and meanings.

Note: Reserve component members on ADT periods of less than 140 days or ADOT
periods of 181 days or less are considered on temporary duty (TDY) for BAH/OHA
purposes. They are entitled to a housing allowance appropriate to their dependency
status even if assigned to or occupying single-type government quarters at the TDY
location (e.g. BAH W/O not Partial BAH).

Description isfilled by the system after the user selects an Earnings Type code.
Ensure the proper entitlement is shown.

Approval Statusis pre-filled. The status will automatically change from Pending (P)
to Approved (A) upon saving by a CGHRSUP role user. A transaction is not
completed and transmitted to JUMPS for processing until the approval statusis set to
“A”.

Manual Row Switch (CGHRSUP role users only) Select thisfield only when
necessary to override pay edits. Business rule edits will not be turned off when thisis
selected. Caution: Overriding pay edits may result in errors and possible
overpayment of entitlement.

Continued on next page
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Starting BAH, continued

Procedure (continued)

Step Action
9 | Click the M button to bring up the Supporting Data screen below:
10 | Enter the zip code for BAH in the Postal Codefield for earning types BAH-L, BAH-G,
BAH-H, BAH-T. Do not enter an FPO or APO zip code.
The Dependent Flag and Spouse In Service check boxes will be pre-filled (if applicable).
A check mark indicates the member has dependents and/or a spouse in service.
11 | For Reserve Component (RC) members on Active Duty:
e Pay BAH based on the RC member’s principal place of residence location if orders
arenot IADT and are:
(@) Active Duty for Training (ADT) and of aduration of 31 to 139 days; or
(b) Active Duty for Other Than Training (ADOT) and of aduration of 31 to 180 days
or
(c) For a contingency (Title 10 U.S.C, recall to AD).
¢ Pay BAH based on the duty station location if ordersare for ADT periods of 140
days or more, or non-contingency ADOT periods of more than 180 days and extended
per diem has not been authorized by COMDT (CG-1222).
RC members who change their principal place of residence for any reason other than
official PCS orders following acceptance of ADT or ADOT orders will continue to
receive the locality-based bah rate initially authorized.
12 | Click the -2 putton when finished.

Continued on next page
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Starting BAH, continued

Procedure (continued)

Step Action
13 | |If... Then...
you are a SPO click the 'E==v=)hytton to complete the transaction.
Supervisor

you are a SPO Data
Entry Technician, you
must route this
transaction to a
Supervisor for
approval.

(a) Click the 2P| hutton and enter the approving
official’s employee ID number in the Approver
EmplID field of the Supporting Data section.

Supporting Durta

esny ol Aiiags G
Al Siahm: ADDNTAd DeigingiorCe RIETE}4
Rk Riamee < SHIER Apprrar Emplic =)
i Caneal |

(b) Click the __2%_1 putton to return to the
Entitlement Detail view.
(c) Click the '2===Ipytton. The transaction will be

routed, via the worklist, to the approving official.

14

Click the WED button (located at the bottom left of the screen) to approve the entry.
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Stopping BAH

Introduction This section provides the procedure for stopping Basic Allowance for

Housing. Normally, you will follow a BAH-Stop by starting anew BAH
entitlement.

Reminder, PCS BAH for members without dependents stops automatically on the day prior to

auto-stop PCS departure. Do not enter a Stop BAH transaction when a member departs
PCS. The system will not reflect the BAH stop until the orders and PCS
departing endorsement are approved and saved.

Procedure Follow the stepsin Chapter 3 of this Volume to access the member’s
entitlements detail page. Then, follow these steps to enter a stop BAH
transaction.

Step Action
1 Note: To change BAH you must first stop the current BAH entitlement row, then

create a new entitlement for the following day.

Find the row to stop. The stop date will be blank as shown below:

Entitlements

*Earnings Code: IEA'I =N BAH iBasic Allowe for Housingy

Start Stop

Appi

*Start Date Stop Date *Earnings Type Description Stat

TimerSeq

WWithout Depns; mhbr
1 |Damarznnz Eq QH E#| noon IEIAH—G Q| not assigned govt A

quarters

Time!Seq

Stop Date Enter the last day of entitlement by using the calendar button B to select
the date. You can also click & drag over the date field then Type the stop date in
MM/DD/YYYY format. Entering adate in the Stop Date field doesn’t create a
transaction. Y ou must enter the new BAH entitlement in a new row to change a
member’'s BAH. Thisfield can be future dated.

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override internal pay edits. Business ruleswill not be turned off when
thisis selected.

Caution: Overriding pay edits may result in errors and possible overpayment.

Click the o] putton.

62

Click the @5 putton (located at the bottom left of the screen) to approve the entry.

Follow the procedures for starting anew BAH entitlement.

Basic Allowance for Housing (BAH) CH-2 11-10-A-21



Pay Entitlements

[1-10-A-22 CH-2 Basic Allowance for Housing (BAH)



Pay Entitlements

Correcting BAH

Introduction  This section provides the procedure for correcting Basic Allowance for
Housing. Active Duty memberswill always have aBAH entitlement running
even if the amount is zero.

Discussion Only the stop date and Detail entry may be corrected. To change the effective
start date or an incorrect earnings type, you must delete the entire row (see the
next section for the procedure to delete BAH) and then start anew BAH
entitlement.

Procedure Follow the stepsin Chapter 3 of this Volume to access the member’s
entitlements detail page. Then, follow these steps to correct an incorrect Stop
date or Detail entry (ZIP Code).

Step Action

Find the Basic Allowance for Housing row to correct.

2 Click & drag over any editable field to change its value. Dates must be typed in
MM/DD/YYYY format. You may also use calendar buttons Bl o modify dates and
the magnifying glass € to change the earning type.

[EEN

Y ou may correct any information that isin the detail panel.
Click the SE=D button located at the bottom left of the screen.

Note: To change the effective start date or an incorrect earnings type, you must
delete the entire row and then start anew Basic Allowance for Housing entitlement.
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Deleting BAH

Introduction This section provides the procedure for deleting Basic Allowance for
Housing. Active duty memberswill always have a BAH entitlement running
even if the amount is zero.

Discussion Thetotal Basic Allowance for Housing entitlement will be recouped when
using this feature.

Procedure Follow the stepsin Chapter 3 of this Volume to access the member’s
entitlements detail page. Then, follow these steps to enter adeletion of aBAH
transaction.

Step Action

In |Bcorest History) modle, find the Basic Allowance for Housing row to delete.

Click on the =] button located in the row to be del eted.

WIN| P

Click the & save button located at the bottom left of the screen.

Note: Thetotal Basic Allowance for Housing entitlement will be recouped when
using this feature.
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BAH for Reservists on Non-Contingency AD Orders Less
Than 31 days

I ntroduction

Discussion

Single
Members

Member —
Married to
M ember

Non-Married
MembersWho
AreParents

This section provides the procedure for entering BAH-RC entitlement when a
Reserve member ison Active Duty for other than a contingency and the
initial duration of the ordersisfor lessthan 31 days.

BAH-RC entitlements for these members are administered on the Partial
Entitlements tab of the reserve orders component. Dates are controlled by the
dates entered on the Record Arrive/Depart Info tab of the Reserve Orders. If a
member has a changein BAH dligibility while on Active Duty, the current
order must be ended effective the day prior to the entitlement change. Then a
new order must be issued to begin the following day for the remainder of the
initial AD period.

Single members on ADOT periods of less than 181 daysor ADT periods of
less than 140 days are considered on temporary duty (TDY) for BAH/OHA
purposes

They are entitled to a housing allowance appropriate to their dependency
status and principle place of residence even if assigned to or occupying
single-type government quarters at the site where they are performing active
duty. They are entitled to BAH without dependents at Reserve Competent
(RC) rate for orders of 30 days or less or to BAH without dependents for
orders of 31 or more days.

BAH entitlements for active service couples (including Reservists when both
members are on active duty) are determined by a number of factors, including
dependency, custody of dependent children, joint occupancy of government
or non-government quarters and separation due to military orders. Please see
Figure 3-9 and Section 3.E. of the CG Pay Manual, COMDTINST M7220.29
(series) to determine BAH entitlements for active service couples.

Please see Section 3.E.5 of the CG Pay Manual, COMDTINST M7220.29
(series) to determine BAH entitlements for members claiming a dependent
child (or children) when both parents are members.

Continued on next page
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BAH for Reservists on Non-Contingency AD Orders Less
Than 31 days, Continued

Procedure Create the orders, then follow these steps to enter the BAH entitlement.
Step Action
1 Click the Partial Entitlementstab title or the Partial Entitlements link on the Reserve
Orders page.

2 Enter the appropriate BAH-RC Entitlement Code.

_="Reser\reSpeciﬁcInfo ' Reserve Orders ‘I.‘ Fartial Entitlements \' Record Arrive/Depart Info Reserve Leave Disposal |

BAH RC Entitlement Code: I:I Valid_E!-AH RC Entitlement ch:_ﬂa are:

F&MW v ]
G (Without depns and mbr not assigned govt quarters)

For members w/o H (Spouse in service; no other depns; Mbr not assigned govtgtrs)
wn L (with depns; Mbr & depns not assigned govi girs)
depnds., use *G” for P (BAH-Diff for child support; assigned CGDOD-owned single gtrs)

most ADT/ADOT Q (BAH-Diff for child support; mbr assigned CG leased single gtrs)
even if in gtrs or R {BAH-Diff for child supportmbr not assigned govt gtrs)
i i T (idepns; payment of child support; mbr not assigned govt gtrs)
shipboard berthing. W (Mone, entitled to BAH-Location for AD of 31 to 135 days )
Travel BAS Entitlement: I:l “Yalid Travel Perod BAS Entitement Codes:
O (Officer BAS)

E (Enlisted BAS)
R [(Regular BAS) -- Mo Galley Avail (Mot used after 31 DECD4)
M (Mo Enfitlem ents)

Duty BA S Entitlememnt: I:l alid Duty Period BAS Entilement Codes:
O (Officer BAS)
E (Enlisted BAT)
R [Regular BAS) -- Mo Galley Avall (Mot used after 31 DECO4)
M (Enl BAS minus Discount Meal Rate) — Essential Messing Unit
M (Mo Entitlem ents)

BAH RC and BAS will automatically start and stop based on the duty dates. Other
entitlements, such as, BAH-L ocation, OHA, Overseas COLA, Career Sea Pay, and
Specia Duty Assignment Pay, must be started and stopped, by the SPO, using the
Employee Entitlements module (Home > Compensate Employees > Use > Maintain
Entitlements). SPOs must not record BAH RC or BAS in the Employee Entitlements
module for reservists on non-contingency active duty for 139 days or less days. The
system will insert the BAH RC and BAS entries AFTER the pay segments are started
in JUMPS.

4 Complete the remaining sections of the entitlements tab for BAS.

Note: Code“R” isvalid only for orders with begin date prior to 12/31/05.

5 | Click Save.
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Government Quarters In Connection With PCS Table

If Gover nment
QuartersAre

At the Following Time

And Member’s
Dependency Statusis

Cleared | Assigned

1or more
Days
Prior
toPCS
Departure

On the
Actual
Day of
PCS
Departure

After

PCS
departure
but
before
PCS
Reporting

On the
Actual
Day of
Reporting
PCS

BAH
With
Dependents
or
BAH/with
dueto
Child
Support

Without
Dependents

Then

X
(See Notes
1,and 2)

Submit thistransaction. Use
zZip code of unit departing
from. Effective date will be
the date quarters are cleared.
For OHA payable aress,
SPOs should start OHA and
enter “0” (zero) for the
monthly rent if the member
has not entered into a
lease/rental agreement or
hasn't purchased a home (e. g.
Is not incurring any housing
COsts).

Submit thistransaction. Use
Zip code of unit departing

from. Effective date will be
the date quarters are cleared.

Submit thistransaction. Use
Zip code of unit departing

from. Effective datewill be
the date quarters are cleared.

Do not submit this transaction

Submit this transaction.
Effective date will be the date
quarters are assigned. Note:
When the member finally
reports PCS, you must submit
this transaction again.
Effective date will be date
reported PCS.

Submit this transaction.
Effective date will be date
reported PCS.

Submit thistransaction. Use
Zip code of the unit reporting
to. Effectivedatewill be date
reported PCS.

Single members (not BAH/With Due to payment of child support) who vacate government

quarters (e.g. Leased housing) and return to shipboard berthing or BEQ/BOQ (barracks) prior to
PCS departure are entitled to receive BAH Partial only.

Note 2:

For single members, who vacate government quarters and live on the economy, start earnings type

BAH-G. For member drawing BAH-with due to the payment of child support only, start earnings
type BAH-T.

Note 3:

Do not submit two of these transactions on the same day. |If the member reports TEMDU PCS and

PERMDU PCS on the same day, submit one of these transactions after the final PERMDU
reporting PCS transaction.

Basic Allowance for Housing (BAH)
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Change in Housing Other Than PCS Table

Then BAH (BA1) Effective Date will

Initial entry of a member on active duty into the Coast Guard with one
or more BAH €ligible family members.

Date of enlistment or entry on active duty
See Note 1. Start COLA transaction also
required

Initial entry of a member on active duty into the Coast Guard without

BAH dligible family members. See Note 2
Initial entry of a member into the inactive Coast Guard Reserve with
one or more BAH eligible family members. See Note 3

Initial entry of a member into the inactive Coat Guard Reserve with
out BAH eligible family members.

BAH transaction not required.

Acquisition of aninitial BAH eligible family member and BAH
eligibility determination can be approved by the SPO.

Date family member is acquired. Start
COLA transaction also required.

Member marries another Coast Guard member; two CG-4170A’'s are
required. One for each member.

A BAH transaction is normally required for
each member to stop current BAH the day
prior to marriage and start new BAH the
date of marriage.

Acquisition of an additional BAH €ligible family member and BAH
eligibility determination can be approved by the SPO.

BAH (BA1) entry is not required.

A COLA entry isrequired if the member is
receiving OUTCONUS COLA.

Acquisition of aBAH eligible family member and BAH eligibility
determination has been approved by PPC (LGL).

If thisisthe member’sfirst BAH eligible
family member, same date as CG-4170A.
A COLA entry isalso required.

There will be times when a newly accessed member with BAH eligible family members will

not report PCS to his/her permanent unit on the day of enlistment/entry on active duty. In
these cases, two BAH entries will be required. Thefirst entry effective date will be the same
date of the CG-4170A (day of enlistment). The second BAH entry will be done the same date

the member reports PCS to his/her first unit.

Note2: Thefollowing rules apply:

o |f the member reports to unit on same day as day of enlistment/entry on active duty, then a

BAH entry will be effective the same date.

o |If the member does not report PCS to his’her permanent unit on the day of
enlistment/entry on active duty, then the BAH entry will be done the same day the member
initially reportsto his’her first unit. Otherwise, two BAH entries will be required. The
first BAH entry date will be the same day of enlistment. The second BAH entry will be
done the same date the member reports PCS to his/her first unit.

Note 3:

duty for 30 days or more.

A BAH entry isonly required if the reserve member is being immediately ordered to active

Note 4: If amember failsto complete the annual CG-4170A verification, the SPO needsto have the BAH with
dependents entitlement changed to a without entitlement (BAH without or partial BAH).

Continued on next page
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Change in Housing Other Than PCS Table, Continued

When thereason is..... And BAH (BA1) Effective Date Will be.....
Member failsto complete annual CG-4170A validation Stop Effective 30 November. Start Effective 1
December See Note 4.
Member gets divorced, and has no other BAH eligible Stop effective date of final decree of divorce. Start
family members. effective next day.
If member Then
Remains entitled to BAH | BAH Transaction is not
at the with dependents required.
rate (full-time custodial
parent of the
. i , dependent(s))
an:rrnntt))(;errsgets divorced and has other BAH eligible family Becomes entitled to BAH | Stop Effective Date of final
at arate other than the decree of divorce. Start
with dependentsrate effective next day
(e.g. BAH with
dependents based on
payment of child
support)
Death of family member and member has no other BAH Stop Effective date of Death, Start effective day next
eligible family members. day

Family member child becomes of age (and is not
incapacitated or afull time student) and member has no Stop Effective day before child becomes age 23. Start
other BAH eligible family members. effective next day.

Family member child becomes of age (and is not Not Required
incapacitated or afull time student) and member has other
BAH eligible family members.

Full time student family member child becomes of age
(and is not incapacitated) and member has no other BAH | Stop Effective day before child becomes age 23. Start
eligible family members. effective next day.

Full time student family member child becomes of age Not Required
(and is not incapacitated) and member has other BAH
eligible family members.

Family member child marries and member has no other Stop effective date of child’'s marriage. Start effective
BAH eligible family members. next day.

Annulment and member has no other BAH €ligible Stop effective date of annulment. Start effective next
family members. day

Removal of legal “ward” and member has no other BAH Stop effective day before dependency ceases. Start
eligible family members. effective next day

Family member adopted by third party and member has | Stop effective day prior to adoption. Start effective next
no other BAH eligible family members day

Another person or family member who was “in fact”

dependent on the member for support, but is no longer a Stop effective day before dependency ceases. Start
dependent for BAH purposes and the member has no effective next day

other BAH eligible family members.

Spouse enters active military service and member has no Stop effective day before entry into the service. Start
other BAH dligible family members. effective next day

Initial entry of family member child into active military
service and the member has no other BAH eligible family | Stop effective day before entry into the service. Start
members. effective next day
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BAH & Allotments for Public Private Venture Housing

Purpose This appendix defines Public/Private Venture (PPV) housing for the purpose
of entitlement to Basic Allowance for Housing (BAH) and provides
procedures for starting BAH and processing allotments for members el ecting
to pay rent by allotment.

References (@) CG Pay Manua, COMDTINST M7220.29 (series), Chap. 3-C
(b) SPO Manual, Volume I, Chapter 1, Allotments and Bonds

More The following resource provides additional information about the PPV
Information housing program:

Office of the Under Secretary of Defense (Acquisition, Technology, and
Logistics), Military Housing Privatization Frequently Asked Questions:
http://www.acq.osd.mil/housi ng/fags.htm

BAH PPV housing is not Government-owned or leased housing. Members electing
Entitlement for  to occupy PPV housing are entitled to BAH.
Members

Oceupying PPV pey reference (), BAH is payable to members on active duty and will vary

Housing according to the grade in which serving or appointed for basic pay purposes,
dependency status, and the permanent duty station (PDS) assigned unless
otherwise approved for a designated location by Commandant (CG-1222).

When government-owned housing is converted to PPV housing a member
occupying such housing is no longer considered to be assigned to government
guarters and is entitled to BAH.

Continued on next page
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Appendix (C)

BAH & Allotments for Public Private Venture Housing, continued

SPO Action/ The SPO shall input transactions using Direct-Access, to start BAH upon
Start BAH receipt of notification (copy of signed lease for example) that amember is
entitled to BAH upon vacating government quarters or signing alease to
occupy PPV housing.
Transaction Notes:
The existing BAH entry for assignment to DOD Owned Quarters (BAH-C)
must be stopped the day before starting the new BAH.
*Earnings Code: B‘\‘lﬂ BAH (Basic Allow for Housing)
|
Locate ‘open’
*Start Date 'Is'itrarngeq Stop Date 'Is'|tr(r)12f59q *Eamings Type Descrips BAH-C row
and enter Stop
P— @ e = i e ‘;\"ith dep; I'v'IEIEII? Sé.l'ol' Date one day
10773112002 | | AH- ep assigned ade
K | e gt e q before start
. . With Dep; MER and date of BAH-L
Start/Effective Date — Date as stated in |ease agreement for member to begin
occupancy of PPV housing.
The ‘Earnings Type Code' for BAH with dependents/not assigned
government quartersis BAH-L.
*Earnings Code: [BAT [&]  BAH (Basic Allow for Housing)
I —— New BAH-L
*Start Date 'Is'i‘:wgfs s Stop Date 15.::12 iSeq *Earnings T::w/ rdoavtveznttheeredday
1 [1101:2004 ] o000 | Elooon  [BAHL 1 Dep niishl?;sgzm P after BAH-C
) = y E atrs row is ‘stopped.
- N— With dep; MBR &for
2 0713112002 [ 2506 |10/31/2004 (] 2507 BAH-C dep assigned adeq A
& DOD owned qtrs
The Postal Code for BAH entitlement is the zip code for the member’s PDS,
unless COMDT (CG-1222) has approved payment of BAH for a designated
location.
Supperting Data
oozl
Inadequate Clua.rt.s,:r:s."""":'T"' ???
Amount:
Dependent Flag
Spouse In Service
Note: The start BAH transaction needs to be input at least one update cycle
before the allotment start or the system may reject the allotment due to lack of
available pay.
Continued on next page
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BAH & Allotments for Public Private Venture Housing, continued

SPO Action / Members are encouraged to pay their PPV housing rent by allotment.

Allotment Allotment transactions may be input by the SPO or by the member using

Starts Direct-Access Self-Service. We recommend that the SPO assume the
responsibility for inputting the initial allotment start. The allotment needs to
be input into Direct-Access no later than the cutoff for mid-month Compute
in the month before the first rent payment is due.

Transaction Notes:

e For PPV housing areas listed in the table below, use the Element
Name - Private Venture Housing. The payee information will default
to Blanket Recipient “00001 — MAC Housing Integration)” you use
the Private Venture Housing Element Name.

Beaufort MCAS Fort Belvoir Fort Bragg

Fort Campbell Fort Detrick Fort Drum

Fort Eustis Fort Hamilton Fort Hood

Fort Irwin Fort Leonard Wood Fort Lewis

Fort Meade Fort Polk Fort Shafter/Schofield
Fort Stewart/Hunter AA Fort Story Hickam AFB

Mitchel Complex Moffet Federal Airfield/Camp Parks NAES Lakehurst
Naval Air Station Brunswick Naval Station Newport Naval Sub Base New London
Naval Weapon Station Earle NSU Saratoga Springs Pearl Harbor
Pendleton Portsmouth Naval Ship Yard Presidio of Monterey
Quantico San Diego Walter Reed AMC

e For PPV Housing Areas not listed above, the member will need to
obtain the Account Type (Checking or Savings), the Routing
(Institution Transit) Number and Institution Bank Account Number
from the PPV Contractor to use when setting up the allotment. When
starting a PPV housing allotment for an area not listed above, select
‘Repay home loans, mortgages’ from the Element Type drop-down
menu.

e Enter the member's SSN in the Policy# field.

e The Begin Date is the month of the first deduction from pay. Set it to
the month before the member’s first rent payment is due.

e The Monthly Deduction amount is the amount of rent as stated in the
lease agreement.

e The start BAH transaction needs to be input at least one update cycle
before the allotment start or the system may reject the allotment due to
lack of available pay.

Continued on next page
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BAH & Allotments for Public Private Venture Housing, continued

Allotment
Changes

Rental charges for PPV housing units are based on the BAH rate applicable
for the Military Housing Area (MHA) where the housing is located and the
member’s pay grade.

Whenever there is a change in the BAH rate for the MHA where PPV housing
is located, the member must change the amount of his/her allotment. The
following additional instances will necessitate a change to the amount of a
PPV allotment:

e Promotion/Demotion of the Member.

e Annual Rate Changes to BAH (normally in January of each year).
The current allotment system is not designed to make an automatic
adjustment to reflect BAH rate changes, promotions, or demotions. The
landlord-tenant lease will make it clear that the service member is responsible
for changing the allotment amount, and notifying the PPV Property Manager
of any change in BAH.

It is important for the member to anticipate changes to BAH Rates for the
above possible actions in order to alleviate any possible rent shortages that
may occur due to these changes. Once their allotment is started for a certain
amount, it will remain at that amount until they change it (using DA Self-
Service) or request a change through their SPO.

Chapter 1 of this Part of the SPO manual provides step-by-step procedures for
managing Allotments in Direct-Access for SPOs. Self-Service allotment
procedures are in the online help at http://www.uscg.mil/ppc/ps/.
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Appendix (D)

BAH/COLA Entitlements for
Single Members Paying Child Support

by
Mr. Peter Bekken (PERS3, USCG (Ret.))
Military Compensation Specialist
Commandant (CG-1222)

The CGHQ Military Compensation Division (CG-1222) continues to receive debt collection
waiver/remission application packages from erroneously overpaid single members who pay child
support for a child(ren) that isin the custody of another active duty member or active duty
former spouse. SPO personnel could eliminate these erroneous BAH/COLA overpayment
situations by correctly applying the rules for members married to other active duty members
(M-to-M) or who were formerly married to active duty members. Housing and station allowance
rules are considerably different for M-to-M couples and former couples than the rules for active
duty members with spouses/former spouses that are not on active duty.* It is safe to presume
that active duty members or active duty former spouses who are the primary physical custodians
of children will be the one to receive with-dependent allowances.**

The M-to-M rule-of-thumb for with-dependent allowancesis that “you can’'t get two scal ps out
of one pelt.” This means that in most former M-to-M cases the non-custodial member*** paying
child support to another active duty member or active duty former spouseis normally not,
repeat, not authorized allowances at with-dependent rates. With-dependent allowances includes
BAH or OHA at the with-dependents rate based on payment of child support (BAH code T),
BAH-DIFF (if non-custodial member is assigned to or occupies government-owned or |eased
single-type quarters — BAH-code DP or DQ), CONUS-COLA, and O’ CONUS-COLA. The non-
custodial member is only authorized BAH or OHA without dependents, or BAH Partial if
assigned to single-type barracks or shipboard quarters), and COLAS at the without-dependent
rates. Thisis because the custodia active duty member isreceiving BAH or OHA at the with-
dependents rate (BAH code L), or is assigned to government-owned or leased family-type
guarters on behalf of the dependent child(ren) (BAH code A, B, or C), and with-dependent
COLAs. The Services only provide one with-dependent set of allowances (in cash or in-kind)
for the same dependent.

A member paying child support who submits CG PPC-2020, Dependency Worksheet, must
answer questions 15 thru 23 if he or she claims with-dependent allowances (including BAH-
DIFF) on the basis of child support payments. If this section isleft blank, it isin everyone's best
interest for the SPO YN to verify with the member that the child(ren) is/are not in the custody of
another active duty member or active duty former spouse (this includes non-active duty former
spouses who are primary physical child custodians that have remarried another active duty
member who is, in turn, receiving with-dependent allowances (or assigned to family quarters).
For head-scratching questions on this subject (including cases involving both dependent children
and dependent parents) get help viae-mail from: compensation@comdt.uscg.mil.

Continued on next page
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BAH/COLA Entitlements for
Single Members Paying Child Support, Continued

* A divorce decree that indicates “joint custody” between former spouses usually means that
decisions affecting the child’ s upbringing are to be made jointly. One former spouse will be the
child s primary physical custodian and the other former spouse will normally be required to pay
child support to the actual physical custodian. See Figure 3-10, Sections 3-D-17 to 3-D-20, 3-E-
5 and 3-E-6 of the Pay Manual for specific M-to-M policy, regulations, & exceptions. See aso
Ch. 10, Part B: Dependency, of the JFTR. The Services do not consider a member to be a
primary custodian unless the member has continuous actual physical custody for more than 90
consecutive days (exclusive of occasional short visits to the non-custodial parent). In any event,
the period of custody for which a with-dependent allowance is paid is only for the actual period
of physical custody).

** Exceptions to this presumption are rare and always involve both active duty members each
having primary physical custody of a dependent and maintain separate households caused by
separations due to competent PCS orders.

***Normally single and has no other dependents residing with him or her; however, thisrule
would also apply to an active duty member that is paying child support to any former spouse and
has remarried to an active duty member who, in turn, is receiving with-dependent allowances on
behalf of dependents of the same class.
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PPC SPO Manual
Part Il, Pay Entitlements
Chapter 10, Housing Allowances

Section B, Overseas Housing Allowance

Overview

Introduction This section provides the procedures for Over seas Housing Allowance
(OHA). OHA is a monthly allowance paid to service members assigned to an
OCONUS PDS (except Hawaii and Alaska) authorized to live in private
quarters.
OHA-Inadequate Quartersis authorized for members assigned to Coast
Guard Air Station, Borinquen, PR who occupy inadequate quarters.

Topics The following topics are covered in this section

Topic See Page

Guiding Principles 1I-10-B-3
Starting OHA 1I-10-B-7
Stopping OHA II-10-B-11
Correcting OHA I1-10-B-13
Deleting OHA I1-10-B-15



http://www.uscg.mil/ppc/spoman/VolumeIIPay/OHA%20Inadequate%20Qtrs.pdf�
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Pay Entitlements

Guiding Principles

I ntroduction

Reference

Beforeyou
begin

Approval
required

This section provides the guiding principles for OHA.

The following references provide additional information about OHA.

e Joint Federal Travel Regulations, Chapter 10
e U. S. Coast Guard Pay Manual, COMDTINST
M7220.29(series)

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found at: Employee Entitlements, Basic Navigation
Guide in the DA SPO Manual (http://www.uscg.mil/ppc/spoman/)

Overseas Housing Allowance entries must be routed to a supervisor/auditor
with either CGHRSUP or CGHRSICSUP approval authority. If the
transaction is not approved, the member will not be paid. Guidance for
approving officials is incorporated in the applicable steps of this guide.

Continued on next page
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Pay Entitlements

Guiding Principles, continued

BAH Transit BAH-TR is paid under conditions described in Para. U10416 of the JFTR.
Rate (BAH-TR)  Generally, this includes: Members en route PCS from an OUTCONUS PDS
(OHA payable area).

Note: Do not start the BAH-TR rate prior to a member's effective PCS
departure date from a duty station, or after their PCS reporting date to a duty
station located in a non-BAH payable area. BAH-TR is only payable while a
member is in a travel (including proceed time, TDY en route, or other
authorized delay en route) or leave status between permanent duty stations

When a member reports to a OCONUS (non-BAH payable location) duty
station, there is no entitlement to BAH-TR with or without dependents while
the member is awaiting either assignment to government quarters or is in the
process of obtaining private sector quarters.

The member is entitled to OHA on the date the member reports to the
OCONUS duty station. But the OHA amount is zero since the member does
not have a private sector housing cost. Even though the member is authorized
OHA, the amount can be zero since payment of OHA requires proof of
private sector housing costs (lease or purchase agreement). Do not input
“zero entitlement” OHA starts in Direct Access.

The Transit rate may only be paid through the day prior to the reporting date
to the new PDS (either in CONUS or OCONUS). There’s no statutory
authority to pay the Transit rate except when the member departs on a PCS
and is in a leave or travel status between PDSs.

Convertingrent  All amounts must be entered in U.S. dollars. Convert foreign currency
and expensesto  amounts into U.S. dollars using the multiplier for the rate of exchange from
U.S. dollars the PDTATAC web site.

Note: Be sure to indicate that the member pays rent/expenses in foreign
currency, if applicable, on the Supporting Data screen when starting/changing
OHA. This will ensure the member’s OHA is adjusted as the currency
exchange rate fluctuates.

Continued on next page
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Pay Entitlements

Guiding Principles, continued

Convertingrent The rate of exchange (ROE) multiplier is located on the OHA query results
and expensesto  page as shown below.

U.S. dollars
(cont’d)
Divide the rent/expense amount (in local currency) by the ROE to determine
the amount in US dollars. Round results to the nearest penny.
Timing Submit an OHA entry when there is a change in any variable used for
computation of OHA including:
1. A member’s dependency status, BAH entitlement or FSH entitlement.
2. Monthly rental/ownership costs.
3. The utility indicator.
4. Rank/Rate due to promotion or demotion.
5. Homeowner/Renter Code
6. Place of Residence
7. Number of Sharers.
Do not submit an entry when changes are made to the PDTATAC web
site. PPC is responsible for these changes.
Members Effective 31 December 2005, members who were previously authorized
Paying Child BAH-Differential are entitled to OHA With Dependents. Entitlement to OHA
Support With Dependents for these members must be entered in Direct-Access using

the earnings type code of “OHACS”.

Continued on next page
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Guiding Principles, continued

Auto-stop upon

OHA stops automatically effective the day before PCS departure. Do not

PCSdeparture  enter a Stop OHA transaction when a member departs PCS. The system will
not reflect the OHA with Dependents stop until the orders and PCS departing
endorsement are approved and saved.

Members, including those receiving OHA With Dependents due to payment
of child support, are entitled to BAH-Transit (BAH-TR) while en route to the
new permanent duty station, and a BAH transaction with Earnings Code BA4,
Earnings Type BAH-L (for members with dependents), BAH-G (for members
without dependents), BAH-H (for spouse in service), or BAH-T (for members
paying child support), must be submitted effective the date of departure PCS.

Housing Reserve Component members on active duty whose principal place of

Allowancesfor  residence is OCONUS (except Alaska and Hawaii) where BAH is not payable

Reserve are entitled to BAH-RC or OHA as described below:

Component

Members e For active duty periods (including ADT) of 30 days or less -BAH-RC

Residing accrues if otherwise entitled. However, if ordered to active duty for 30

OCONUS days or less for SECDEF-designated contingency operations, OHA will

(Except AI."."Ska accrue if otherwise entitled.

and Hawaii)

e For ADT periods, more than 30 days but of less than 140 days or ADOT
periods of more than 30 days but less than 181 days - Overseas Housing
Allowance (OHA) accrues for the location from which ordered to active
duty, if otherwise entitled.

e For periods of 140 days or more ADT or more than 180 days ADOT
(except where extended per diem is authorized or active duty for
SECDEF-designated contingency operations) - Permanent Change of
Station (PCS) entitlements are authorized and BAH or OHA (as
appropriate) is payable for the place to which the member is ordered if
otherwise entitled. In these cases, BAH may be authorized for other than
place to which ordered per Section 3.G.11.d of Coast Guard Pay Manual,
COMDTINST M7220.29(series).

II-10-B-6 Overseas Housing Allowance
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Pay Entitlements

Starting OHA

Introduction This section provides the procedure for starting OHA.

PCSReporting  Start OHA upon reporting PCS to a PDS in an OHA payable area only if the
member has a private sector housing cost. OHA is a cost reimbursement
based allowance. The member does not have an entitlement until they enter
into a rental/lease/purchase agreement and provide proof of private sector
housing expenses.

Do not start OHA if the member is awaiting either assignment to government
quarters or is in the process of obtaining private sector quarters (e. g. Entitled
to TLA).

A member with dependents who elects the unaccompanied tour to the
OCONUS PDS would continue receipt of that BAH rate for either their
dependents location, or if eligible and authorized by COMDT (CG-1222),
their previous (BAH payable) duty station location. Effective upon their PCS
reporting date to the OCONUS duty station, the member is either assigned to
government quarters or if eligible, FSH (OHA without dependents) effective
when the member provides proof of private sector housing.

There is no authorization for the SPO to start BAH-TR with dependents on
the member if they are not assigned to government quarters and have not
provided proof of private sector housing.

Continued on next page
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Starting OHA, Continued

Procedure Follow the steps in the Basic Navigation Guide to access the member’s
entitlements page. Then, follow these steps to enter a new OHA entitlement.

Step Action

1 Review the member’s entitlement summary page to determine if a row of the entitlement
Earnings Code (“OH1” for OHA with dependents (including OHA for members paying child
support) or Earnings Code “OH2” for OHA without dependents) that you will be starting
exists. Additionally, if starting a different entitlement earnings type, you need to stop the
existing BAH/OHA or IHA entitlement.

2 After determining the earnings type code and closing any open BAH, OHA or [HA entitlement
rows, navigate to the entitlements detail page for the earnings code you want to start. You may
need to click the add new row icon to insert a new row if this is not the first time the
member has received an entitlement with this earnings code.

A new blank row appears...

Enter the Start Date. The current date is automatically displayed. Use the calendar button )
to select the desired date. You can also click & drag over the date field to select the date then
type the start date in MM/DD/YYYY format. OHA is a cost reimbursement based allowance.
The member does not have an entitlement until they enter into a rental/lease/purchase
agreement and provide proof of private sector housing expenses. For RC members, on AD for
more than 30 days, the start date is the same as the orders begin date.

The Stop Date may be left blank to pay continuous OHA. Use the calendar button el to select
the desired date. For RC members on AD for 31 to 139 days (ADT) or 31 to 181 days
(ADOT), enter the orders end date for the OHA stop date. Leave the stop date blank for active
duty members and RC members on AD for 140 or more days ADT or more than 181 days
(ADOT). OHA will automatically stop upon RELAD or PCS.

5 Enter the Earnings Type code if known or use the QJ to search and select from a listing of
available earning types.

(Etigg ngs E%g' N9S  Descri ption

OH1 IQAWD OHA with Dependents for Inadequate Quarters

OH1 OHACS OHA with dependents based on payment of child support
OH1 OHAWD Overseas Housing Allowance with Dependents

OH2 OHAWO OHA without dependents

6 Description is pre-filled. Ensure the proper entitlement is shown.

Continued on next page
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Starting OHA, Continued

Step Action
7 Approval Statusis pre-filled. The status will automatically change from Pending (P) to
Approved (A) upon saving by user with the CGHRSUP role.

8 Manual Row Switch (CGHRSUP role users only) Select this field only when necessary to
override pay edits. Business rule edits will not be turned off when this is selected.
Caution: Overriding pay edits may result in errors and possible overpayment of entitlement.

Click the M button to bring up the Supporting Data screen

10 | Enter the 5 character alpha/numeric L ocality Code or use the Lookup button to select the
desired location.
Note: Location codes are also located at the PDTATAC web site.

11 | Enter the Monthly Rent in US Dollars. For homeowners, the monthly rental amount here is
the purchase price of the residence divided by 120. (In the case of a Military Attaché, enter
the amount of rent paid by the member plusthe amount paid on behalf of the member by
the Defense I ntelligence Agency (DIA)).

Do not start OHA if the member has not entered into a lease or purchase agreement (e.g. is
awaiting assignment of gov’t quarters and drawing TLA).

12 | Enter the Number of Sharers(i.e. 02 = 2 sharers). Do not count dependents as sharers. See
Chapter 9 of the JFTR for a definition of “sharers”.

13 | Dep Statusis pre-filled, modify if necessary.

14 Check the Homeowner | ndicator box if a homeowner.

15 | Use the drop down menu to select the JETR Utility Indicator.

16 | Use the drop down menu to select the type of Currency used to pay monthly rent.

The Currency Field of the OHA transaction indicates the type of currency the member pays the
rent with. Selecting Foreign will create the P609 with element code 13, which indicates the
member pays in foreign currency. This will allow JUMPS to vary the OHA the member
receives as the exchange rate fluctuates.

Continued on next page
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Starting OHA, Continued

Procedure (continued)

Step Action
17 The MIHA Rent, MIHA Misc. and MIHA Security fields are for Move-In-Housing-Allowance

and are only applicable to new OHA starts. Leave these fields blank when submitting a change
to OHA.

1. Enter the 6-digit MIHA Rental amount (US Dollars) prescribed in the PDTATAC web site.
Note: Be sure to use the appropriate rate that is in effect on the Start Date if you are submitting
a retroactive OHA Transaction. Do not complete this field for a change in OHA entry.

2. Enter the MIHA Misc in US Dollars. When calculating MIHA for members classified as
sharers, ensure that only one sharer is authorized MIHA/rent and MIHA security.
Note: Do not complete this field for a change in OHA entry. This is a one-time payment.

3. Enter the 6-digit amount for MIHA Security (US Dollars). Do not complete this field for a

change in OHA entry.
18 | Click the —2¥_1 button.
19
If... Then...
you are a SPO Supervisor click the button to complete the transaction.
you are a SPO Data Entry a) Click the button and enter the approving
'Technician, you must route this official’s employee ID number in the Approver
transaction to a Supervisor for EmplID field of the Supporting Data section.
approval.
b) Click the button to return to the Entitlement
Detail view.
¢) Click the button. The transaction will be
routed, via the worklist, to the approving official.

II-10-B-10 Overseas Housing Allowance
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Stopping OHA

Introduction This section provides the procedure for stopping OHA.

Reminder, PCS OHA stops automatically on the day prior to PCS departure. Do not enter a

auto-stop Stop OHA transaction when a member departs PCS. The system will not
reflect the OHA stop until the PCS orders and departing endorsement are
approved and saved.

Procedure Follow the steps in the Basic Navigation Guide to access the member’s
entitlements detail page. Then, follow these steps to enter a stop OHA
transaction.

Step Action

1 Find the row to stop. The stop date will be blank as shown below:

e

2 Stop Date. Enter the last day of entitlement by using the calendar button £ to select
the date. You can also click & drag over the date field then type the stop date in
MM/DD/YYYY format. This field can be future dated.

w

Stop Time s pre-filled by the system and must not be changed.

N

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override internal pay edits. Business rules will not be turned off when
this is selected.

Caution: Overriding pay edits may result in errors and possible overpayment.

5 Amerove] s ot used — Payment of OHA with Dependents does not require audit and
approval.

6 Click the "®===) pytton (located at the bottom left of the screen) to approve the entry.

Overseas Housing Allowance I1-10-B-11
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Correcting OHA

Introduction This section provides the procedure for correcting OHA.

Discussion Only the Detail (supporting data) and the stop date may be corrected. To
change the effective start date or an incorrect earnings type, you must delete
the entire row (see the next section for the procedure to delete OHA) and then
start a new OHA entitlement.

Procedure Follow these steps to correct an incorrect Stop date.

Step Action
1 In the B Carrest History mode, find the OHA row to correct.

2 Click & drag over any editable field to change its value. Dates must be typed in
MM/DD/YYYY format. You may also use calendar buttons Bl to modify dates and
the magnifying glass @ to change the earning type.

3 Click the =22 bytton located at the bottom left of the screen.

Note: To change the effective start date, you must delete the entire row and then start
a new OHA entitlement.
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Deleting OHA

Introduction This section provides the procedure for deleting OHA.

Discussion The total OHA entitlement will be recouped if a transaction, which has
processed through JUMPS, is deleted.

Procedure Follow the steps in the Basic Navigation Guide to access the member’s
entitlements detail page. Then, follow these steps to enter a deletion of an
OHA with Dependents transaction.

Step Action
In |BBiCorrect Histary] mode, find the OHA row to delete.
Click on the =1 button located in the row to be deleted.

Click the "2 bytton located at the bottom left of the screen.

WIN| P
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PPC SPO Manual
Part I, Pay Entitlements
Chapter 10, Housing Allowances

Section C, Inadequate Quarters Rental Charge

Overview

Introduction This section provides the procedures for changing the | nadequate Quarters
Rental Charge.

Topics The following topics are covered in this section

Topic See Page

Guiding Principles 1I-10-C-3
Change Inadequate Quarters Rental Charge 1I-10-C-5
Approval 11I-10-C-9
Stopping Inadequate Quarters Rental Charge I-10-C-11
Correcting Inadequate Quarters Rental Charge II-10-C-13
Deleting Inadequate Quarters Rental Charge 1-10-C-15
Partial BAH, BAH-RC/Transit & BAH-Diff Rates I-10-C-17
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Guiding Principles

Introduction This section provides the guiding principles for changing | nadequate
Quarters Rental Charge.

Reference The following reference provides additional information about Inadequate
Quarters Rental Charge.
e U.S. Coast Guard Pay Manual, COMDTINST 7220.29(series),
Chap 3.F.15

Computing Per Section 3.F.15.c of the CG Pay Manual, the Inadequate Quarters
Rental Charge  Amount shall be the lesser of:

(a) the fair rental value of the inadequate quarters; or
(b) 75% of BAH RC/Transit at the with dependents rate.

For example:
A member (without a spouse in service) receives $400 per month
BAH RC/Transit with dependents, and is assigned to inadequate
government quarters with a fair rental value of $350 per month. Enter
$300 as the “New Rental Charge” (75% of the BAH RC/Transit rate).

For members with a spouse in service who jointly occupy inadequate
government quarters, the rental charge will be collected at a rate of 50% from
each member.

For example:

A military couple jointly occupies inadequate government quarters. If
the quarters have a fair rental value of $350 per month, and member
“A” collects BAH RC/Transit with dependents at $420 per month.
And member “B” collects BAH RC/Transit without dependents at
$260 per month. The total “New Rental Charge” shall be $315 (75%
of the BAH RC/Transit with dependents rate). On each of the
member’s “A” and “B” individual transactions enter $157.50 as the
“New Rental Charge” (1/2 of $350 per month).

Inadequate Quarters Rental Charge 11-10-C-3
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Change Inadequate Quarters Rental Charge

Introduction This section provides the procedure for changing | nadequate Quarters
Rental Charge Change.

Approval This transaction requires approval by an SPO Supervisor/Auditor.

Required

Procedure Follow the steps in the Basic Navigation Guide to access the member’s

[ERN

entitlements detail page. Then, follow these steps to enter a new Inadequate
Quarters Rental Charge entitlement.

Access the member’s Employee Entitlement Summary page.

Review the summary to see if the member has an existing | nadequate Quarters
Rental Charge Change (IQA) entitlement row and to ensure the member’s BAH
entitlement is set to Inadequate Quarters (codes “BA1-BAI” or “BA1-BAK”)

P D In this example, the member was assigned to
<« Inadequate Qtrs in the previous year (2005)
and has not yet had an IQA transaction
submitted for the current year (2006).

O In this example, the member was assigned to
Inadequate Qtrs in 2004. An IQA transaction
was submitted for 2005. A new IQA
O transaction is needed for 2006.
If the member... Then...

has not had a Inadequate
Quarters Rental Change (e.g.
Member was first assigned to
Inadequate Government
Quarters the previous year)

Click the insert new row button to insert a
new entitlement type.

Enter “IQA” in the Entitlement field, then
click the button.

has had a Inadequate Quarters

Rental Change in the past

Click the button in the “IQA” row.

Continued on next page
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Change Inadequate Quarters Rental Charge, Continued

Procedure (continued)

3 If entering an IQA transaction for the first time (you clicked the in the previous
step), the Entitlement Detail Page will open with a new row.

— Proceed to Step 4.

If entering a subsequent IQA transaction (you clicked the button in the
previous step), the previous transaction will be displayed.

You must ‘close’ this row by entering a Stop Date before the system will allow you
to enter a new transaction.
1. Enter a Stop Date (Usually 31 Dec of the previous year).

>

2. Click the button to insert a new row.

4 Enter the Start Date (Usually 1 January of the current year).

& Warning: The system pre-fills the Start Date field with the current date. You
must change it to the correct date before saving.

Continued on next page
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Change Inadequate Quarters Rental Charge, Continued

Procedure (continued)

Step Action

S Enter the Earnings Type in the code | QA or use the QJ to search and select from a
listing of available earning types.
(1QA - New Rental Chargefor Inadequate Quarters)

6 Click the button to bring up the Supporting Data screen:

Compute and enter the | nadequate Quarters Amount (rental charge).

Note: Enter a whole dollar amount including the decimal point. If you were to enter
“350” for three hundred and fifty dollars, the system would insert the decimal to the
left of the last two numerals and convert the amount to $3.50 (three dollars and fifty
cents).

Click the button when finished.

7 Routing for Approval:

If... Then...
you are a SPO click the button to complete the transaction. The
Supervisor Approval Status will automatically change from

Pending (P) to Approved (A) upon saving (meaning a
transaction has been successfully created for JUMPS).

you are a SPO Data (a) Click the button and enter the approving
Entry Technician, you official’s employee ID number in the Approver
must route this EmplID field of the Supporting Data section.

transaction to a
Supervisor for approval.

(b) Click the button to return to the Entitlement
Detail view.
(c) Click the button. The transaction will be

routed, via the worklist, to the approving official.

Inadequate Quarters Rental Charge 11-10-C-7
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Approval

Introduction This section provides the procedure for approving a transaction after it is

routed to a user with CGHRSUP role.

SPO Supervisor  Follow these steps to approve a pending transaction.

Approval

1 Access your Worklist by clicking the link at the top of any DA page.

2 Locate the entry for the transaction you wish to review and click the link column.

3 The Employee Entitlements Summary page will display. Items marked by an
asterisk (*) are in a pending status.

O

4 Click the button in the row for the item requiring approval.

5 The Employee Entitlement Detail page will display. Review the transaction (date(s),
entitlement type and detail). Refer to the data entry instructions and references for
guidance in verifying the data.

6 If you want to approve and transmit the entry, click the button. Otherwise,
exit the page without saving to leave the transaction in a pending status.

7 Click the button to return to the Entitlement Detail view.

8 Click the button.

Note that the Approval Status has changed to “A”.
9 | Click the button.
10 Click the button to remove the entry from your Worklist.

Inadequate Quarters Rental Charge 11-10-C-9
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Stopping Inadequate Quarters Rental Charge

Introduction This section provides the procedure for stopping I nadequate Quarters
Rental Charge.

Reminder, PCS Inadequate Quarters Rental Charge stops automatically on the day prior to

auto-stop PCS departure. Do not enter a Stop Inadequate Quarters Rental Charge
transaction when a member departs PCS. The system will not reflect the
Inadequate Quarters Rental Charge stop until the departing endorsement on
orders transaction is approved and saved.

No Approval A transaction to Stop an Inadequate Quarters Rental charge does not require
Required approval by a SPO Supervisor.
Procedure Follow the steps in the Basic Navigation Guide to access the member’s

entitlements detail page. Then, follow these steps to enter a stop Inadequate
Quarters Rental Charge transaction.

1 Find the row to stop. The stop date will be blank as shown below:

e

2 Enter the Stop Date for the entitlement by using the calendar button B 15 select the
desired date. You can also click & drag over the date field then Type the stop date in
MM/DD/YYYY format. The stop date can be future dated.

3 Approval Statusis pre-filled. The status will automatically change from Pending
(P) to Approved (A) upon saving.

4 Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Business rule edits will not be turned off when this
is selected.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

5 M Do Not Use. The detail is automatically set when the earnings type for
Inadequate Quarters Rental Charge is selected and the entitlement is saved.

6 Click the =) putton (located at the bottom left of the screen) to transmit the entry.
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Correcting Inadequate Quarters Rental Charge

Introduction This section provides the procedure for correcting Inadequate Quarters
Rental Charge.
Discussion The Start Date cannot be corrected. To change the effective start date or an

incorrect earnings type, you must delete the entire row (see the next section
for the procedure to delete Inadequate Quarters Rental Charge) and then start
a new Inadequate Quarters Rental Charge entitlement.

No Approval A transaction to correct an Inadequate Quarters Rental charge does not
Required require approval by a SPO Supervisor.
Procedure Follow these steps to enter a correction.

1 In the [Eitarect History] o de, find the Inadequate Quarters Rental Charge (IQA) row to
correct.

Change fields (stop date or detail screen) as necessary.
2 Click the 8 e button located at the bottom left of the screen.

Inadequate Quarters Rental Charge 11-10-C-13
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Deleting Inadequate Quarters Rental Charge

I ntroduction

Discussion

No Approval

Required

Procedure

This section provides the procedure for deleting Inadequate Quarters
Rental Charge.

It is only necessary to delete an entry if the start date was incorrect. All other
fields (stop date and detail screen) can be corrected.

A transaction to Delete an Inadequate Quarters Rental charge does not require
approval by a SPO Supervisor.

Follow the steps in the Basic Navigation Guide to access the member’s
entitlements detail page. Then, follow these steps to enter a deletion of an
Inadequate Quarters Rental Charge transaction.

1 In the Etonecttistory) mode, find the Inadequate Quarters Rental Charge row to delete.

Click on the =1 button located in the row to be deleted.

2 Click the "2 button located at the bottom left of the screen.

Inadequate Quarters Rental Charge 11-10-C-15
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Partial BAH, BAH-RC/Transit & BAH-Diff Rates

Rates Non-Locality Housing Allowance Rates can be found at
http://www.defensetravel.dod.mil/pdc-archive/bah/bah2/

Inadequate Quarters Rental Charge 11-10-C-17
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PPC SPO Manual
Part Il, Pay Entitlements
Chapter 10, Housing Allowances

Section D, Overseas Housing Allowance — Inadequate Quarters

Overview
Introduction This section provides the procedures for Over seas Housing Allowance-
Inadequate Quarters (OHA-IQA) and OUTCONUS Cost of Living
Allowance (OCOLA) for members, with Dependents, assigned to inadequate
government quarters.
Topics The following topics are covered in this section
Topic See Page
Guiding Principles II-10-D-3
Starting OHA-IQA 11-10-D-5
Start OCOLA 11-10-D-9
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Guiding Principles

Introduction This section provides the guiding principles for OHA-IQA.

Reference The following reference provides additional information about OHA-IQA.

e U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series), Chap
3.F.15, Quarters Designated as Inadequate

Beforeyou If you are not familiar with the employee entitlement basic navigation
begin instructions, they can be found at: Employee Entitlements, Basic Navigation
Guide

OHA-IQA only applies to members, residing in inadequate family-type
government quarters, at Coast Guard Air Station, Borinquen, Puerto Rico.

Entitlement to OHA-IQA is effective 1 October 2005 or the date the member
is assigned the inadequate government quarters, whichever is later. Members
assigned to inadequate government quarters at Air Station, Borinquen, PR
before 1 October 2005 were entitled to Basic Allowance for Housing-
Inadequate Quarters (BAH-IQA). These members’ BAH-IQA entitlements
were terminated on 30 September. Their OCOLA entitlements were also
terminated, due to a change in their assigned locality code, which was
required to implement the OHA-IQA entitlement

For members assigned to inadequate government quarters at Coast Guard Air
Station, Borinquen, PR, the SPO must:

1. Start OHA-IQA
2. Start OCOLA
1. The locality code for OHA (for members assigned to inadequate
government quarters at Coast Guard Air Station, Borinquen, PR) is
RQ751. The locality code for OCOLA is RQOO01.
ii.  The effective date is the date the member is assigned the inadequate
government quarters or the date the determination of inadequacy is
effective, whichever is later.

Continued on next page
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Guiding Principles, continued

Member — Please contact PPC (MAS) (via Customer Care online inquiry form
Married —to-  http://www.uscg.mil/ppc/ccb or http://cgweb.ppc.uscg.mil/ccb/) when a
Member married military couple is assigned to inadequate quarters. PPC (MAS) will

manually setup the account for the member without dependents to receive the
appropriate amount of OHA, less rental charge for inadequate quarters. See
PAYMAN 3.F.15.g. for more information.

Auto-stop OHA-IQA will automatically stop the day prior to PCS departure on PCS
upon PCS orders (in which case BAH-TR must be started) and upon separation. It
departure should only be necessary to stop OHA-IQA if the member’s assignment to

inadequate government quarters changes and the member becomes entitled to
another type of OHA or BAH.

[1-10-D-4 OHA - Inadequate Quarters
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Starting OHA-IQA

Introduction This section provides the procedure for starting OHA-1QA for members,
with dependents, assigned to inadequate government quarters at Coast Guard
Air Station, Borinquen, PR.

Procedure Follow the steps in the Basic Navigation Guide to access the member’s
entitlements detail page. Then, follow these steps to enter a new OHA-IQA
entitlement.

Step Action

1 In the B ncude History) mode, click the button shown below.

A new blank row appears. ..

*Earnings Code: |SDA (=) Special Duty Assianment Pay

Manual

- Start Stop o N PP Approval . _
Start Date Time >topDate Time Earnings Type Description Status gl:“wm;h Detail Approve Earning Process Type
1 [oTizzizo0z| &) [ooo || B [zaoe | (=] P |l Delawll Approve | [ =1 =]
Start LEDET
2 [12001i2001 EEEE] |02f22r2002|9999 [LEDETD | Deplayahle Team A =2 DEIa\II Approve | [Canversian =1 =1
Leader SDAP

2 Enter the Start Date. The current date is automatically displayed. Use the calendar

button B to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYY'Y format.

Ref: PAYMAN 3.F.15.d

3 The Stop Date should be left blank to pay continuous OHA-IQA. OHA-IQA will
automatically stop the day prior to PCS departure on PCS orders (in which case
BAH-TR must be started) and upon separation. It should only be necessary to stop
OHA-IQA if the member’s assignment to inadequate government quarters changes
and the member becomes entitled to another type of OHA or BAH.

Continued on next page
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Starting OHA-IQA, Continued

Procedure (continued)

4

=

Enter the Earnings Type in the code if known or use the Q] to search and select
from a listing of available earning types.
Use code | QAWND for Inadequate Quarters With Dependents.

Description is pre-filled. Ensure the proper entitlement is shown, repeat step 6 to
select the correct type if necessary.

Approval Statusis pre-filled. The status will automatically change from Pending
(P) to Approved (A) upon saving.

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Click the M button. The detail is automatically set when the earnings type for
OHA-IQA is selected and the entitlement is saved.

Complete the Supporting Data information.

10

Enter “RQ751” for the L ocality Code.
Click the lookup icon Ql to lookup and confirm the code entry if necessary.

Note: Locality Code “RQ751” is only applicable to members assigned to inadequate
government quarters at CG AIRSTA Borinquen, PR.

11

The Nbr of Sharers field may be left blank.

12

The remaining fields are not active and cannot be changed.
The system (JUMPS) will automatically compute the monthly rent as 75% of the
OHA authorized for the RQ751 Locality Code.

Continued on next page
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Starting OHA-IQA, Continued

Procedure (continued)

13 Click the button to return to the Entitlement Detail view.
14 If... Then... |
you are a SPO click the button to complete the
Supervisor transaction.
youare a SPO Data  |(a) Click the button and enter the
Entry Technician, you approving official’s employee ID
must route this number in the Approver EmplID field
transaction to a of the Supporting Data section.
Supervisor for
approval.
(b) Click the button to return to
the Entitlement Detail view.
(c) Click the button. The
transaction will be routed, via the
worklist, to the approving official.

15 Follow up with the Approving Official to ensure the transaction is approved.

16 Approving Official (CGHRSUP Role User/SPO Supervisor)

Follow these steps to approve a transaction:

o Click the link on your worklist to access the pending transaction.

e Make any corrections that may be necessary to the start date or detail-supporting

data.
e Click the button.
e C(Click the button to return to the Entitlement Detail view.
e C(lick the button

OHA - Inadequate Quarters 11-10-D-7



Pay Entitlements

[1-10-D-8 OHA - Inadequate Quarters



Pay Entitlements

Start OCOLA

Introduction This section provides the procedure for starting a member’s entitlement to
OUTCONUS COLA for members, with dependents, assigned to inadequate
government quartersat Coast Guard Air Station, Borinquen, PR.

Procedure Follow these steps to restart OCOLA.

Step Action

1 If you are already in the member’s entitlements page, locate the OCONUS Cola With
Dependents row (Earnings Code “OCC”) and add a new row (first, click the continue
button if starting from the Entitlements Summary view).

If you are not at the member’s entitlements page, access it by:

a. Compensate Employees > Maintain Entitlements > Use > Employee
Entitlements

b. Enter the member’s Employee ID Number in the EMPLID field and click the
“Search” button or press the Enter key.

c. Locate the OCONUS Cola With Dependents row (Earnings Code “OCC”)

2 Complete the Start Date field.

e This field will default to the current date. You must change it to the date the
entitlement is effective. Use the date the assignment to inadequate government
quarters was effective.

e The Stop Date field should be left blank. OCOLA will automatically stop the day
prior to PCS departure on PCS orders and on upon separation. It should only be
necessary to stop OCOLA if the member’s assignment to inadequate government
quarters changes and the member becomes entitled to OCOLA at another locality
code.

Continued on next page
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Start OCOLA, Continued

Procedure (continued)
Step Action
3 Click the lookup icon Qlin the Earnings Type Description field to search for and

select the OCONUS COLA code for the number of dependents the member has.

Search Results

1-8of8

2

armnings Code Earnings Type Description

0CcoLW1 OCONUS COLA with 1 Dependent

(=]
(=]
(o]

oCcC OCOoLW2 OCONUS COLA with 2 Dependents
occ 0COLW3 DCoMUS COLAwith 3 Dependents
joloded QCOLW4 OCONUS COLA with 4 Dependents
joleied QCOLWS OCONUS COLAwith 5 Dependents
joleed OCOLWE OCONUS COLA with 6 Dependents

4 Click the button. Complete the Supporting Data information by entering the
Locality Code “RQO001”. Click the lookup icon Ql to lookup and confirm the code
entry if necessary.

° Click the button. This transaction is complete. No approval or routing is
required for OCOLA transactions.
Example completed OCOLA restart:

[1-10-D-10 OHA - Inadequate Quarters
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Part Il, Pay Entitlements
Chapter 10, Housing Allowances
Section E, Interim Overseas Housing Allowance

Overview

Introduction This section provides the procedures for Interim Over seas Housing
Allowance. This entitlement is authorized to members stationed overseas
who are required to procure non-government family type housing before
dependents arrive. Members may draw Interim Housing Allowance only if
they do not draw TLA. They become entitled to OHA as a member with
dependents for interim period starting on the procurement date and stopping
either 60 days later, or on the day before the dependents arrive in the PDS
vicinity, whichever occurs first.

Topics The following topics are covered in this guide:
Topic See Page
Guiding Principles 1I-10-E-3
Starting Interim Overseas Housing Allowance 1I-10-E-5
Stopping Interim Overseas Housing Allowance 1I-10-E-9
Correcting Interim Overseas Housing Allowance 1I-10-E-11
Deleting Interim Overseas Housing Allowance II-10-E-13
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Guiding Principles

I ntroduction

Reference

Beforeyou
begin

Auto-stop upon
PCSdeparture

This section provides the guiding principles for I nterim Over seas Housing
Allowance.

The following references provide additional information about Interim
Overseas Housing Allowance:
e U.S. Coast Guard Pay Manual, COMDTINST M7220.29
(series), Chap 3
e Personnel Manual, COMDTINST M1000.6 (series), Chap 4
e Joint Federal Travel Regulations, Volume 1

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found at: Employee Entitlements, Basic Navigation
Guide.

Interim Overseas Housing Allowance entries must be routed to a
supervisor/auditor with either CGHRSUP or CGHRSICSUP approval
authority. If this is not approved, the member will not be paid. Guidance for
approving officials is incorporated in the applicable steps of this guide. All
amounts must be entered in U.S. dollars. Convert foreign currency amounts
into U.S. Dollars using the multiplier for the rate of exchange from the
PDTATAC web site.

Interim Overseas Housing Allowance stops automatically on the day prior to
PCS departure. Do not enter a Stop Interim Overseas Housing Allowance
transaction when a member departs PCS. The system will not reflect the
Interim Overseas Housing Allowance stop until the departing endorsement on
PCS orders is approved and saved.

Interim Overseas Housing Allowance II-10-E-3
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Starting Interim Overseas Housing Allowance

Introduction This section provides the procedure for starting I nterim Over seas Housing
Allowance.
Procedure Follow the steps in the Basic Navigation Guide to access the member’s

entitlements detail page. Then, follow these steps to enter a new Interim
Overseas Housing Allowance entitlement.

Action
Create or Continue an “IHA” earnings entitlement entry:

Enter the Start Date. The current date is automatically displayed. Use the calendar

button £ to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYY'Y format.

The Stop Date may be left blank to pay continuous Interim Overseas Housing
Allowance. If this is a temporary entitlement, you may enter the stop date.

Enter the Earnings Type code if known or use the Q] to search and select from a
listing of available earning types.

Description is pre-filled. Ensure the proper entitlement is shown, repeat step 6 to
select the correct type if necessary.

Approval Statusis pre-filled. The status will automatically change from Pending (P)
to Approved (A) upon saving.

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Continued on next page
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Starting Interim Overseas Housing Allowance, Continued

Procedure (continued)

Step Action
8 Click the 2% button to bring up the Supporting Data screen below:

9 Enter the L ocality Code. This is the S5-character alpha/numeric location code or use
the Lookup button to select the desired location.
Note: Location codes are also located at the PDTATAC web site.

10 Enter the Monthly Rent in US Dollars. For homeowners, the monthly rental amount
here is the purchase price of the residence divided by 120.

Note: In the case of a Military Attaché, enter the amount of rent paid by the member
plus the amount paid on behalf of the member by the Defense Intelligence Agency
(DIA).

11 Enter the Rental Ceiling from the locality country tables located on the PDTATAC
website.

Note: Be sure to use the appropriate rate which is in effect on the Start Date if you
are submitting a retroactive OHA Transaction.

12 Enter the Number of Sharers(i.e. 02 =2 sharers). Do not count dependents as
sharers. See Chapter 9 of the JFTR for a definition of “sharers”.

13 Check the Homeowner I ndicator box if a homeowner.

14 Use the drop down menu to select the JFTR Utility I ndicator.

15 Enter the monthly Utility Cost before reduction or proration from the PDTATAC
web site.

Note: Be sure to use the appropriate rate which is in effect on the Start Date if you
are submitting a retroactive OHA Transaction.

16 | Use the drop down menu to select the type of Currency used to pay monthly rent.

Selecting Foreign will create the P609 with element code 13, which indicates the
member pays in foreign currency. This will allow JUMPS to vary the OHA the
member receives as the exchange rate fluctuates.

Continued on next page
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Starting Interim Overseas Housing Allowance, Continued

Procedur e (continued)
Step Action
17 Enter the MIHA Rent with the 6-digit MIHA rental amount (US Dollars) prescribed
in the PDTATAC web site.

Note: Be sure to use the appropriate rate which is in effect on the Start Date if you
are submitting a retroactive OHA Transaction.

18 Enter the MIHA Misc with the miscellaneous MIHA in US Dollars. When
calculating MIHA for members classified as sharers, ensure that only one sharer is
authorized MIHA/rent and MIHA security. Do not complete this field for a change in
OHA entry. This is a one-time payment.

19 Enter the 6-digit amount for MIHA Security (US Dollars). Do not complete this
field for a change in OHA entry.

20 Click the 2% button when finished.

21 If... Then... |
you are a SPO click the button to complete the transaction.
Super visor
you are a SPO Data (a) Click the button and enter the approving
Entry Technician, you official’s employee ID number in the Approver EmplID
must route this field of the Supporting Data section.

transaction to a
Supervisor for approval.

(b) Click the button to return to the Entitlement
Detail view.
(c) Click the button. The transaction will be

routed, via the worklist, to the approving official.

22 Approving Official (CGHRSUP Role User/SPO Supervisor)
Follow these steps to approve a transaction:

e Click the link on your worklist to access the pending transaction.
e Make any corrections that may be necessary to the start date or detail-
supporting data.

23 Click the &= putton (located at the bottom left of the screen) to approve and
transmit the entry.

24 Return to your worklist and click the “Mark Worked” button.

Interim Overseas Housing Allowance II-10-E-7
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Stopping Interim Overseas Housing Allowance

Introduction  This section provides the procedure for stopping I nterim Over seas Housing
Allowance.

Reminder, Interim Overseas Housing Allowance stops automatically on the day prior to
PCSauto-stop PCS departure. Do not enter a PeopleSoft Stop Interim Overseas Housing
Allowance transaction when a member departs PCS.

Procedure Follow the steps in the Basic Navigation Guide to access the member’s
entitlements detail page. Then, follow these steps to enter a stop Interim
Overseas Housing Allowance transaction.

Step Action
1 In the BB Conest History) mode, find the row to stop. The stop date will be blank as shown
below:

—

2 Enter the Stop Date for the entitlement by using the calendar button B to select the
desired date. You can also click & drag over the date field then type the stop date in
MM/DD/YYYY format. The stop date can be future dated.

3 Approval Statusis pre-filled. The status will automatically change from Pending (P)
to Approved (A) upon saving.

4 Manual Row Switch. (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Business rule edits will not be turned off when this is

selected.
Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

S M Do Not Use. The detail is automatically set when the earnings type for Interim
Overseas Housing Allowance is selected and the entitlement is saved.

6 | Approve] is not used. Stopping payment of Interim Overseas Housing Allowance does

not require audit and approval.

7| Click the 22222

transmit the entry.

button (located at the bottom left of the screen) to approve and

Interim Overseas Housing Allowance II-10-E-9
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Correcting Interim Overseas Housing Allowance

Introduction  This section provides the procedure for correcting I nterim Over seas
Housing Allowance.

Discussion To change the effective start date or an incorrect earnings type, you must
delete the entire row (see the next section for the procedure to delete Interim
Overseas Housing Allowance) and then start a new Interim Overseas Housing
Allowance entitlement. Other items, such as the Supporting Data section and
the stop date may be corrected.

Procedure Navigate to the Interim Over seas Housing Allowance row you want to
correct and follow the instructions in the Starting Interim Overseas
Housing Allowance procedures to reenter the data.

Interim Overseas Housing Allowance II-10-E-11
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Deleting Interim Overseas Housing Allowance

Introduction  This section provides the procedure for deleting I nterim Over seas Housing
Allowance.

Discussion The total Interim Overseas Housing Allowance entitlement will be recouped
when using this feature.

Procedure Follow the steps in the Basic Navigation Guide to access the member’s
entitlements detail page. Then, follow these steps to enter a deletion of an
Interim Overseas Housing Allowance transaction.

Action
1 In the (Ecorssthistor) mode, find the Interim Overseas Housing Allowance row to delete.

Click on the =] button located in the row to be deleted.
2 Click the "®22v¢) button located at the bottom left of the screen.

Interim Overseas Housing Allowance II-10-E-13
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Coast Guard Servicing Personnel Office Manual
Part Il, Pay Entitlements

Chapter 11, Special and Incentive Pays

Overview
In thischapter
Topic See Section

Aviation Career Incentive Pay (ACIP) II-11-A
Aviation Crew / Non-Crew Hazardous Duty Incentive Pay 1I-11-B
Combat SGLI Allowance (Individual and Multiple) 1I-11-C
Combat Tax Exclusion (Individual and Multiple) II-11-D
Diving Duty Pay II-11-E
Family Separation Allowance (Individual and Multiple) II-11-F
Flight Deck Hazardous Duty Incentive Pay 1I-11-G
Foreign language Proficiency Pay 1I-11-H
Hardship Duty Pay I-11-1

Hazardous Duty Incentive Pay for High Pressure Chamber II-11-J
Hazardous Duty Incentive Pay for Visit, Board, Search and II-11-K
Seizure (HDIP-VBSS) Boarding Team Members

Imminent Danger (Hostile Fire) Pay II-11-L

Personal Money Allowance II-11-M
Responsibility Pay II-11-N
Special Duty Assignment Pay (SDAP) 1I-11-O

Pay Entitlements CH-1 1I-11-i (Reverse blank)
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Coast Guard Servicing Personnel Office Manual

Part Il, Pay Entitlements

Chapter 11, Special and Incentive Pays

Section A, Aviation Career Incentive Pay (ACIP)

Overview

Introduction

Topics

This section provides the procedures for Aviation Career Incentive Pay
(ACIP). This entitlement is paid to certain officers who are qualified for

aviation service.

The following topics are covered in this section

Topic See Page
Guiding Principles II-11-A-2
Starting ACIP II-11-A-7
Stopping ACIP II-11-A-13
Remove Suspension of Aviation Career Incentive Pay II-11-A-15
Correcting ACIP 1I-11-A-17

Deleting ACIP

II-11-A-19
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Guiding Principles

Introduction

References

Before You
Begin

This section provides the guiding principles for Aviation Career Incentive
Pay.

The following references provide additional information about Aviation
Career Incentive Pay.

e U.S. Coast Guard Pay Manual COMDTINST
M7220.29(series), Chap 5

e Management and Administration of Aviation Career Incentive
Pays COMDTINST 7220.39(series)

Warning: Do not attempt to input, correct or delete an ACIP transaction
unless you have read and understood the references listed above. This guide
provides procedures for recording ACIP entitlement in Direct Access. It is not
intended to duplicate policy guidance, which is available in the references.

If unfamiliar with the employee entitlement basic navigation can be found in
Chapter 3, Employee Entitlement Navigation and Data Entry.

Aviation Career Incentive Pay entries must be routed to a supervisor/auditor
with either CGHRSUP or CGHRSICSUP approval authority. Ifit is not
approved, the member will not be paid. Guidance for approving officials is
incorporated in the applicable steps of this guide.

Use earnings type “ESACIP” for first time establishment of aviation service
information. Notethat ESACIP transactions cannot be deleted, so be sure
to usethe correct employee ID number and the correct dates.

Note: ESACIP transactions do not start ACIP.

Use the other earning types when the officer has been established in Direct
Access as an Aviator (ACIP row with ESACIP type exists or JUMPS
segment 60 exists). Note: DA will not show the ESACIP row if the officer
was established as an aviator before DA release 11 in Sept. 2004, the user
must check JUMPS in these cases.

Continued on next page
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Guiding Principles, continued

Before you
begin (cont’d)

Background

Officers
recalled to
active duty
from
retirement with
abreak in
service

ACIP automatically stops at 25 years aviation service. If authorized to
continue ACIP past 25 years, a new entitlement row must be created with the
“ACIP25” earnings code.

This transaction includes the following (which were separate under
SDA 1I):

e P105 Establish officer asan aviator: If user is initially entering aviation
information, they use Earn Code ACI, Earn Type ESACIP and fill in the
detail panel.

e P671, Suspend or Terminate: When you put in a Stop Date and mark the
Suspend or Stop box, a P671 is transmitted. JUMPS will automatically
terminate an officer's ACIP upon the officer attaining 25 years aviation
service, so a Stop transaction should NOT be submitted. A Stop transaction
should ONLY be submitted if an officer's entitlement to ACIP is terminated
because:

— the officer reaches the 12-year or 18-year Gate and fails to meet OPFLY
requirements prescribed in section 5.A.5, CG Pay Manual; or

— the officer is in a monthly, vice continuous, ACIP status and fails to meet
minimum flight requirements prescribed in sections 5.A.6 and 5.A.10, CG
Pay Manual. A Suspend transaction should be submitted if an officer's
entitlement to ACIP is suspended under section 5.A.18, CG Pay Manual.

SPOs must submit a new P105 Establish officer asan aviator (Earn Code
ACI, Earn Type ESACIP) when a retiree with a break in service is recalled.
This transaction is required in order to re-set the aviator's Aviation Service
Date (ASD), Aviation Service Entry Date (ASED), and Officer Service
Date (OSD).

Time spent in retired status is not used when determining an aviator's
longevity for ACIP. Therefore, the ASD, ASED, and OSD, must be reset
when a retired aviator is recalled to active duty with a break in service.
Construct the ASD, ASED, and OSD, by adding time spent in a retired status
to the officer’s original dates (as listed in JUMPS segment 60).

Continued on next page
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Guiding Principles, continued

Officers
recalled to
active duty
from
retirement with
abreak in
service (cont’d)

Auto-stop upon
PCSdeparture

For example, if an aviator's ASD, ASED, and OSD was 15 Jul 1987 and s/he
retired on 1 September 2008 and is recalled to active duty on 1 February
2009, then her/his new ASD, ASED, and ASD will become 15 December
1987 (old date of 15 July 1987 + 5 months in retirement status).

ACIP will stop automatically on the day of PCS departure if the Continue
ACIP checkbox is not selected on the PCS Departing Endorsement
Transaction. Do not enter a Stop ACIP transaction when a member departs
PCS. The system will not reflect the ACIP stop until the departing PCS
Endorsement on Orders transaction is approved and saved. PCS orders for
aviators shall specify that the duty either involves operational flying (orders
read "DIFOPS"), proficiency flying (orders read "DIFPRO"), or does not
involve flying (orders read "DIFDEN"). All aviator billets are coded as
DIFOPS, DIFPRO, or DIFDEN.

Aviation Career Incentive Pay (ACIP) CH-1 11-11-A-5
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Starting ACIP

Introduction This section provides the procedure for starting Aviation Career Incentive
Pay.
Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. to access the
member’s entitlements detail page. Then, follow these steps to enter a new
ACIP entitlement.

Step

Action

Insert a new ACIP entitlement row.

Enter the Start Date for the entitlement by using the calendar button B o select the
desired date. You can also click & drag over the date field to select the date then
type the start date in MM/DD/YYY'Y format.

This date is extremely important, especially for establishing aviation service
information (see entry below for Recalled Retires). If the transaction is approved
with the incorrect start date, PPC Customer Care must be contacted for corrective
action because the transaction cannot be deleted by the SPO.

e For student aviators, the Start Date will be the date the officer enters flight training.

e For direct commission aviators, the Start Date will be the constructive date the
officer executed orders to the CG Academy for indoctrination or reported to their
first unit (in the case of officers who do not attend DCO school upon accession),
whichever is earlier.

When establishing an officer asan aviator (using earnings type code ESACIP), the
start date must be equal to or greater than the aviation service date (see step 11 on
the next page).

Recalled Retirees:

¢ For aviators, recalled to active duty from retirement following a break in service,
the start date must be constructed by adding the time spent in retirement to the
aviator’s original Aviation Service Date (from JUMPS segment 60).

Continued on next page
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Starting ACIP, continued

Procedur e (continued)
Step Action
3 Stop Date Leave this field blank when starting ACIP
4 Suspend Not used when starting ACIP.
5 Terminate Not used when starting ACIP.
6 Earnings Type Enter the code if known or use the R/ to search and select from a

listing of available earning types. Use “ESACIP” earnings type to Establish the
Officer as an Aviator. Obtain the correct earnings type code from the officer’s PCS
orders to start ACIP. PCS orders for aviators shall specify that the duty either
involves operational flying (orders read "DIFOPS"), proficiency flying (orders read
"DIFPRQ"), or does not involve flying (orders read "DIFDEN"). All aviator billets
are coded as either DIFOPS, DIFPRO, or DIFDEN

\‘

Description is pre-filled. Ensure the proper entitlement is shown.

8 Approval Statusis pre-filled. The status will automatically change from Pending
(P) to Approved (A) upon saving by a CGHRSUP role user. A transaction is not
completed and transmitted to JUMPS for processing until the approval status is set to
“A’7.

9 Manual Row Switch Select this field only when necessary to override pay edits.
Business rule edits will not be turned off when this is selected.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Continued on next page
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Starting ACIP, continued

Procedur e (continued)
Step Action
10 If entering a transaction with the ESACIP earnings type click the Petalll putton to

bring up the Supporting Data screen.

Supporting Data
‘B000000 ACI 111352002 ESACIP

Aviation Service | Ellgate 1 OPFLY: |

Date:
Aviation Service Entry | ElGate 2 0PFLY: |

Date:

Officer Service Date: I Edl TOTAL I

OPFLY:

Note: The detail panel is only used when establishing aviation service information
via the “ESACIP” earnings type. If using another earnings code, go to step 18.

11

Aviation Service Date Enter the constructive date that the member began flying as
an officer in MM/DD/YYYY format, or use the calendar button to select the desired
date. Prior active and inactive service is creditable for computation of the Aviation
Service Date. Retired time however, is not creditable. The Aviation Service Date
cannot be prior to the member's Officer Service Date or Pay Entry Base Date.
Normally, the Aviation Service Date is the same as the Aviation Service Entry Date;
the only time it is different is if the officer was commissioned as an officer after
beginning flight training.

Recalled Retirees:

For aviators, recalled to active duty from retirement following a break in service, the
Aviation Service Date must be constructed by adding the time spent in retirement to
the aviator’s original Aviation Service Date (from JUMPS segment 60)

Continued on next page
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Starting ACIP, continued

Procedur e (continued)

Step Action

12 Aviation Service Entry Date Enter the constructive date that the member first
reported under orders to an aviation facility for flight training. Enter the date in
MM/DD/YYYY format, or use the calendar button to select the desired date. Prior
active and inactive service is creditable for computation of the Aviation Service
Entry Date. Retired time however, is not creditable. The Aviation Service Entry Date
cannot be prior to the member's Pay Entry Base Date. Normally, the Aviation
Service Entry Date is the same as the Aviation Service Date; the only time it is
different is if the member began flight training before being commissioned as an
officer.

Recalled Retirees:

For aviators, recalled to active duty from retirement following a break in service, the
Aviation Service Entry Date must be constructed by adding the time spent in
retirement to the aviator’s original Aviation Service Entry Date (from JUMPS
segment 60)

13 Officer _Service Date Enter the constructive date that the member was
commissioned as an officer or warrant officer in MM/DD/YYYY format, or use the
calendar button to select the desired date. Prior active and inactive service is
creditable for computation of the Officer Service Date. Retired time however, is not
creditable. The Officer Service Date cannot be prior to the member's Pay Entry Base
Date.

Recalled Retirees:

For aviators, recalled to active duty from retirement following a break in service, the
Officer Service Date must be constructed by adding the time spent in retirement to
the aviator’s original Officer Service Date (from JUMPS segment 60)

14 Gate1 OPFLY If themember hasover 12 yearsprior aviation service (Aviation
Service Entry Date + 12 years), enter the amount of OPFLY time the member had at
the 12 year Gate in YY/MM format. |f the member does not have over 12 year s of
prior aviation service, leavethisfield blank.

Continued on next page
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Starting ACIP, continued

Procedur e (continued)
Step Action
15 Gate2 OPFLY If themember hasover 18 years prior aviation service (Aviation

Service Entry Date + 18 years), enter the amount of OPFLY time the member had at
the 18 year Gate in YY/MM format. |f the member does not have over 18 years of

prior aviation service, leavethisfield blank.

16 Total OPFLY If the member has prior aviation service, enter the amount of OPFLY
time the member has in YY/MM format. This amount should be equal to the amount
of time between the Start Date (transaction effective date) and the Aviation Service
Entry Date.

17 Click the —2K_1 button when finished.

18

If... Then...
g:u are a SPO click the 'E52¥2lhytton to complete the transaction.
pervisor

youare a SPOData () Click the APPTOV8

Entry Technician, you |~ Official’s Employee | D number in the Approver

button and enter the Approving

(b) Click the __9%_|

Detail view.

must route this EmplID field of the Supporting Data section.
transaction to a Supparting Duta
Supervisor for oessor oot fnuiasos QMWD
approval. Appieval Stahe; A0Troad Curiginalor 0 METHOSY
ok Mlamee | SEHRTF Approear Empdicc o
[, Canesl 1

(c) Click the B s=v=lpy1t0n. The transaction will be
routed, via the worklist, to the approving official.

button to return to the Entitlement

Continued on next page

Aviation Career Incentive Pay (ACIP) CH-1

11-11-A-11



Pay Entitlements

Starting ACIP, continued

Procedur e (continued)

Step Action

19 Approving Official (CGHRSUP Role User/SPO Supervisor)
Follow these steps to approve a transaction:

a) Click the link on your worklist to access the pending transaction.
b) Make any corrections that may be necessary to the start date or detail-supporting
data.

c) Click the APPIOVE | bytton.
d) Click the L_OK_| button to return to the Entitlement Detail view.
e) Click the B s=v=lyy1t0n

1-11-A-12 CH-1 Aviation Career Incentive Pay (ACIP)
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Stopping ACIP

Introduction This section provides the procedure for stopping Aviation Career Incentive
Pay.

Reminder, PCS  ACIP will stop automatically on the day of PCS departure if the Continue

auto-stop ACIP checkbox is not selected on the PCS Departing Endorsement
Transaction. Do not enter a Stop ACIP transaction when a member departs
PCS. The system will not reflect the ACIP stop until the departing PCS
Endorsement on Orders transaction is approved and saved.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a stop ACIP transaction.

Step Action

1 In the |BCanest History) mode, find the row to suspend or terminate. The stop date will be
blank as shown below:

Entitlements viewall = {105 B 5|

*Earnings Code: [AC1 Q) Ayiation Career Incentive Pay

Manual

N art Stop Terminate , _ s Approval _
Start Date Time/Seq Stop Date Time:Seq Suspend Status Earnings Type Description FS{;\:Ch Approve Earning Process Type

DIFOPS - Change
12509 r [ DFops P oot A r |Aepove =]

2 Stop Date. Enter the last day of entitlement by using the calendar button Bl 5 select
the date. You can also Click & Drag over the date field and type the stop date in
MM/DD/YYYY format.

The Stop Time s pre-filled by the system and must not be changed.

Check the Suspended block if suspending ACIP.

Check the Terminate Status block if terminating ACIP.

oo~ |w

Manual Row Switch (CGHRSUP role user only) Select this field only when necessary
to override internal pay edits. Business rules will not be turned off when this is
selected.

Caution: Overriding pay edits may result in errors and possible overpayment.

Click the MI button to stop payment of Aviation Career Incentive Pay. See the
previous section for instructions on routing entries for approval.

8 Click the WE=D button (located at the bottom left of the screen) to approve
(CGHRSUP users) or to route (CGHRS users) the entry for approval.

Aviation Career Incentive Pay (ACIP) CH-1 11-11-A-13
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Remove Suspension of Aviation Career Incentive Pay

Introduction
Pay.

This section provides the procedure for changing Aviation Career Incentive

Procedure

Follow these steps to remove suspension of Aviation Career Incentive Pay.

“Camings Code: lﬁg Asiation Caraer Incentive Pay

Stop Teminate
TaneSeq Suspend Stalus

110512002 Bef 2609 F

“Stan Date Siop Date ‘Eamings Type Description

Start
Time/Seq

1 [r101m00z & 2508

1] Y
O DFOPS e gtats

A row will appear as shown below.

I 'Emi\gsmle:ﬁg Aiaion Caresr Incenthve Pay

Start Sing Terminate

Sangde oo SIDAR oo Sispent g EaMINGS Tybe DeEiAon
1 [1zi042002 £ 0000 Bow F T 4
w5 [imsmnzElse B [ DS

ACIP Shabes

1 In the |Bitorest History) mode, find the row that was suspended as shown below (The
suspend box will be checked.) Click the button shown below to create a new row.

CFOPS - Changa i

DIFOPS - Change N o

mmn Appeowe Eaming Process Type

Swilch

E o]

Stalus

A

Apgroval

Stalirs % Anprove  Eaming Process Type
P [ Aggeove +]=]
Agpeoe HE

2 Enter the Start Date. The current date is automatically displayed. Use the calendar

button B to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYY'Y format.

The Start Time is pre-filled by the system and must not be changed.

Stop Date. Leave this field blank when removing a suspension of ACIP

Stop Time s pre-filled by the system and must not be changed.

oo~ |w

Note: Do NOT omit this step!

Click the Suspend checked box to Remove the Suspension flag.

\l

Terminate is not used when removing a suspension.

o

listing of available earning types.

Enter the Earnings Type code if known or use the Q) to search and select from a

Note: Be sure to select a “Remove Suspension” earnings type from the list. Do not
use DIFDEN, DIFOPS, or DIFPRO when removing a suspension.

Continued on next page
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Remove Suspension of Aviation Career Incentive Pay,
Continued

Procedur e (continued)

Step Action

9 Description is pre-filled. Ensure the proper entitlement is shown.

10 | Approval Statusis pre-filled. The status will automatically change from Pending (P)
to Approved (A) upon saving by a CGHRSUP role user. A transaction is not completed
and transmitted to JUMPS for processing until the approval status is set to “A”.

11 | Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Business rule edits will not be turned off when this is
selected.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.
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Correcting ACIP

Introduction This section provides the procedure for correcting Aviation Career
I ncentive Pay.
Discussion To change the effective start date or an incorrect earnings type, you must

delete the entire row (see the next section for the procedure to delete ACIP)
and then start a new ACIP entitlement.

Transactions submitted to Establish an Officer as an Aviator (Earnings Type
ESACIP) cannot be deleted. However, some fields on the Support Data
(Detail) screen may be corrected. Contact PPC Customer Care, if the start
date is incorrect or if the transaction was submitted erroneously. They will
coordinate with PPC (ID) to have the transaction removed from the system.

Procedure Follow these steps to correct an incorrect Stop date.
Step Action
1 Find the Aviation Career Incentive Pay row to correct.

2 Click & drag over any editable field to change its value. Dates must be typed in
MM/DD/YYYY format. You may also use calendar buttons Bl ¢ modify dates and

the magnifying glass Qo change the earning type.

Click the & sove button located at the bottom left of the screen.

Note: To change the effective start date, you must delete the entire row (see next
topic) and then start a new Aviation Career Incentive Pay entitlement.

Aviation Career Incentive Pay (ACIP) CH-1 11-11-A-17
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Deleting ACIP

Introduction This section provides the procedure for deleting Aviation Career Incentive
Pay.

Discussion The total Aviation Career Incentive Pay entitlement will be recouped when

using this feature.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a deletion of an ACIP transaction.

ESACIP Transactions submitted to Establish an Officer as an Aviator (Earnings Type
EarningsType  ESACIP) cannot be deleted. Only corrections may be made to these
EntriesCannot  transactions. See the corrections procedure on the previous page. Notify PPC
be Deleted Customer Care of any erroneous ESACIP submissions. They will
coordination with PPC (ID) to have the transaction removed from the system.

Step Action
1 In |BiConect Histor] mode, find the Aviation Career Incentive Pay row to delete.
2 Ensure the Earnings Type code is not “ESACIP”. Transactions with this earnings

type can only be corrected. They cannot be deleted.

Click on the =1 button located in the row to be deleted.

w

4 Click the "==! hutton located at the bottom left of the screen.

Note: The total Aviation Career Incentive Pay entitlement will be recouped when
using this feature.
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PPC SPO Manual
Part Il, Pay Entitlements
Chapter 11, Special and Incentive Pay

Section B, Aviation Crew & Non-Crew Hazardous Duty
Incentive Pay

Overview
Introduction This section provides the procedures for Aviation Crew & Non-
Crew Hazardous Duty I ncentive Pay (Aviation Crew HDIP).
This entitlement is authorized to members, who under orders by
competent authority, participate in regular and frequent aerial
flights as Crew & Non-Crew members and who meet the
requirements specified in the Pay Manual.
Topics The following topics are covered in this section
Topic See Page
Guiding Principles 1I-11-B-3
Starting Aviation Crew HDIP 1I-11-B-5
Stopping Aviation Crew HDIP 1I-11-B-7
Correcting Aviation Crew HDIP 1I-11-B-9
Deleting Aviation Crew HDIP 1I-11-B-11
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Guiding Principles

Introduction This section provides the guiding principles for Aviation Crew & Non-
Crew Hazardous Duty I ncentive Pay.

References The following references provide additional information about
Aviation Crew HDIP.

e Management & Admin of Aviation Incentive Pay,
COMDTINST 7220.39

e U.S. Coast Guard Pay Manual, COMDTINST
M7220.29(series), Chap 5

Beforeyou If you are not familiar with the employee entitlement basic navigation
begin instructions, they can be found at: Employee Entitlements, Basic Navigation
Guide

This entry must be routed to a supervisor/auditor with CGHRSUP approval
authority. Guidance for CGHRSUP users is incorporated in the applicable
steps of this guide.

Officers qualified for aviation service are not entitled to Hazardous Duty
Incentive Pay but may be entitled to Aviation Career Incentive Pay.

Auto-stop ACIP stops automatically effective the day of PCS departure. Do not enter a
upon PCS Stop ACIP transaction when a member departs PCS. The system will not
departure reflect the ACIP stop until it is resynchronized with JUMPS.

Aviation Crew and Non-Crew Hazardous Duty Incentive Pay II-11-B-3
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Starting Aviation Crew HDIP

Introduction  This section provides the procedure for starting Aviation Crew & Non-

Crew Hazardous Duty I ncentive Pay.

Procedure Follow the steps in the Basic Navigation Guide to access the member’s

entitlements detail page. Then, follow these steps to enter a new Aviation
Crew HDIP entitlement.

Step Action
In the B inoludebistory) mode, click the button shown below.

Entitiements:

*Earnings Code: [SDA || Special Duty Assignrment Pay

Start Stop

approval
Time StopDate Time

Status

Manual
w

*Start Date *Earnings Type Description Detail Approve Earning Process Type

Switch

1 [foo1rz001 ) [se9s | [11sz02001 i [s98a | [LECETE gg‘;;‘g‘;z%i;anam'”g A 0 [pstail Approve | [Gonversion - =1

A new blank row appears. ..

“Earmings Coda: [S0A (& Special Duby Assignrmoent Pay ==

Apprinal Manual
“Earnings Type Doscription Row Detail Approve  Farning Process Type
Stas o och

“ Start Stop
Start Date Time Stop Date Time

1 [p7rzzizo0z] &) [ooot | A [2an0 || =1 P I petai| approve [ =l +1=1
Start LEDET
2 [T2miz001]| & |.rmnn |n?r'J'Jr?nn? G [ae88 LFOETD | Q) Deployable Toam A [ Letall] Approve IICllnvl.-r-.:lun =l =1r=1

Leader SDAP

2 Enter the Start Date. The current date is automatically displayed. Use the calendar
button B to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYY'Y format.

3 The Start Time is pre-filled.

4 The Stop Date may be left blank to pay continuous Aviation Crew HDIP. Use the
calendar button 2 to select the desired date. You can also click & drag over the date
field then type the stop date in MM/DD/YYY'Y format.

5 Stop Time s pre-filled by the system and must not be changed.

6 Enter the Ear nings Type code if known or use the Al to search and select from a
listing of available earning types.

7 Description is pre-filled. Ensure the proper entitlement is shown.

8 Approval Statusis pre-filled. The status will automatically change from Pending (P)
to Approved (A) upon saving.)

9 Manual Row Switch (CGHRSUP role users only) Select this field only when

necessary to override pay edits. Business rule edits will not be turned off when this is
selected.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Continued on next page
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Starting Aviation Crew HDIP, continued

Procedur e (continued)
 Step Action
10 | [If... Then...
you are a SPO click the "E5=+=lbytton to complete the
Supervisor transaction.

youare a SPOData  |a) Click the PP button and enter the
Entry Technician, you approving official’s employee ID

must route this number in the Approver EmplID field
transaction to a of the Supporting Data section.
Supervisor for Supparting Data
appI”OVal. L D1 An0iogs  1OAWD

Rk Biam | EH T Appitrear Empiic 5,

o' T: Canesl 1

(b) Click the L9 I button to return to
the Entitlement Detail view.

(c) Click the 'E52=lpytton. The
transaction will be routed, via the
worklist, to the approving official.

11

Approving Official (CGHRSUP Role User/SPO Supervisor)
Follow these steps to approve a transaction:

Click the link on your worklist to access the pending transaction.

Make any corrections that may be necessary to the start date or detail-supporting
data.

Click the “PP™®“€ button.

Click the II' button to return to the Entitlement Detail view.
Click the & save] button.

12

Earnings Process Type s not required. Disregard this field.

13

Click the B save) button (located at the bottom left of the screen) to route the entry to
approving official’s work list or to approve the entitlement if a CGHRSUP user.

II-11-B-6
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Stopping Aviation Crew HDIP

Introduction  This section provides the procedure for stopping Aviation Crew & Non-

Crew Hazardous Duty I ncentive Pay.

Reminder, Aviation Crew HDIP stops automatically on the day prior to PCS departure.
PCSauto-stop Do not enter a Stop Aviation Crew HDIP transaction when a member departs

PCS. The system will not reflect the Aviation Crew HDIP stop until it is
resynchronized with JUMPS.

Procedure Follow the steps in the Basic Navigation Guide to access the member’s

Step

entitlements detail page. Then, follow these steps to enter a stop Aviation
Crew HDIP transaction.

Action
In the |Bcarest History] mode, find the row to stop. The stop date will be blank as shown:

*Earnings Code; |[CF1 Q) Auiation Crew & MNon-Crew HDIP

Start Stop Approval

Start Date Time Stop Date

Aviation Crew Member
1 m [ [o999 | [HDIPCM |G Hazardous Duy A | Approve | [Conversion ===

Incentive Pay

Time Earnings Type Description

Stop Date. Enter the last day of entitlement by using the calendar button Bl 5 select
the date. You can also click & drag over the date field then type the stop date in
MM/DD/YYYY format. This field can be future dated.

Stop Time is pre-filled by the system and must not be changed.

AW

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override internal pay edits. Business rules will not be turned off when
this is selected.

Caution: Overriding pay edits may result in errors and possible overpayment.

nwrove | 4ot used — Payment of Aviation Crew HDIP does not require audit and
approval.

Click the WE=D button (located at the bottom left of the screen) to approve the
entry.

Aviation Crew and Non-Crew Hazardous Duty Incentive Pay II-11-B-7
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Correcting Aviation Crew HDIP

Introduction  This section provides the procedure for correcting Aviation Crew & Non-
Crew Hazardous Duty I ncentive Pay.

Discussion Only the stop date may be corrected. To change the effective start date or an
incorrect earnings type, you must delete the entire row (see the next section
for the procedure to delete Aviation Crew HDIP) and then start a new
Aviation Crew HDIP entitlement.

Procedure Follow these steps to correct an incorrect Stop date.

Step Action
1 In the | carest Histary] mode, find the Aviation Crew HDIP row to correct.
2 Click & drag over any editable field to change its value. Dates must be typed in

MM/DD/YYYY format. You may also use calendar buttons Bl o modify dates and
the magnifying glass A 1o change the earning type.
3 Click the "2 putton located at the bottom left of the screen.

Note: To change the effective start date, you must delete the entire row and then start
a new Aviation Crew HDIP entitlement.

Aviation Crew and Non-Crew Hazardous Duty Incentive Pay II-11-B-9
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Deleting Aviation Crew HDIP

Introduction  This section provides the procedure for deleting Aviation Crew & Non-
Crew Hazardous Duty I ncentive Pay.

Discussion The total Aviation Crew & Non-Crew Hazardous Duty Incentive Pay
entitlement will be recouped when using this feature.

Procedure Follow the steps in the Basic Navigation Guide to access the member’s
entitlements detail page. Then, follow these steps to enter a deletion of an
Aviation Crew HDIP transaction.

Step Action
1 In |Bitonect History) mode, find the Aviation Crew HDIP row to delete.
2 Click on the =1 button located in the row to be deleted.
3 Click the 22 putton located at the bottom left of the screen.

Note: The total Aviation Crew HDIP entitlement will be recouped when using this
feature.

Aviation Crew and Non-Crew Hazardous Duty Incentive Pay II-11-B-11
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Coast Guard Servicing Personnel Office Manual

Part Il, Pay Entitlements

Chapter 11, Special and Incentive Pay

Section C, Combat Servicemembers’ Group Life Insurance

Allowance
Overview
Introduction This section provides the procedures for Combat SGLI Allowance. This
entitlement provides an allowance to members for the cost of the maximum
SGLI coverage (Currently $400,000) plus the cost of Traumatic SGLI
(Currently $1) for duty served during any part of a month serving in
Operations Enduring Freedom or Iraqi Freedom Theaters or serving outside
the U.S. on orders in support of Operations Enduring Freedom or Iraqi
Freedom.
Topics The following topics are covered in this guide
Topic See Page
Guiding Principles 1I-11-C-3
Starting Combat SGLI Allowance 1I-11- C-7
Stopping Combat SGLI Allowance II-11- C-11
Correcting Combat SGLI Allowance II-11- C-13
Deleting Combat SGLI Allowance II-11- C-15
Starting Combat SGLI Allowance (Multiple Entry) II-11- C-17
Stopping Combat SGLI Allowance Multiple Entry II-11- C-21




Pay Entitlements

This page left blank intentionally.

I-11-C-2 CH-1 Combat Servicemembers’ Group Life Insurance Allowance



Pay Entitlements

Guiding Principles

Introduction

References

Before you
begin

Entitlement

Overview

Internal
controls

This section provides the guiding principles for Combat SGLI Allowance.

The following references provide additional information about Combat SGLI
Allowance and/or related entitlements, such as Combat Tax Exclusion.

(a) National Defense Authorization Act for Fiscal Year 2008 (Public Law
110-181)

(b) Coast Guard Pay Manual, COMDTINST M7220.29(series),
Sec. 8-G-2

(c) Personnel and Pay Procedures Manual, PPCINST M1000.2(series),
Sec. 8-B

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

Per references (a) and (b), members entitled to Income Tax Exclusion for
Duty serving in Operations Enduring Freedom or Iraqi Freedom Theaters or
serving outside the U.S. on orders in support of Operations Enduring
Freedom or Iraqi Freedom and shall receive an allowance equal to the amount
of the cost for the maximum SGLI coverage plus the cost of Traumatic SGLI
coverage. Family SGLI coverage costs are not included.

Combat SGLI Allowance transactions require review and approval by a
PAO/CGHRSUP role user. The approver cannot be the same user that
originated the transaction.

Continued on next page
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Guiding Principles, continued

Connection A member must be entitled to Income Tax Exclusion for Duty in Operations
with Combat Enduring Freedom or Iraqi Freedom Theaters or be serving outside the U.S.
Tax Exclusion o orders in support of Operations Enduring Freedom or Iraqi Freedom in
order to be eligible for Combat SGLI Allowance. Policies and procedures for
entitlement to Combat Tax Exclusion can be found in references (b) and (c).
Combat SGLI Allowance can be recorded as a one-time entitlement
(allowance for a single month only) or as a continuous entitlement (allowance
will continue until submission of a stop transaction). Entriesfor entitlement
to Combat SGL| and Combat Tax Exclusion must match. For example:
e [f a member is entitled to Combat Tax Exclusion for one month only, then
the entry for Combat SGLI must also be for one month only.
e [f a member is entitled to Combat Tax Exclusion continuously, then the
entry for Combat SGLI must also be for a continuous entitlement and a stop
transaction must be entered when the stop Combat Tax Exclusion is entered.

Note: If the member is entitled to Combat SGLI Allowance due to serving
outside the U.S. on orders in support of Operations Enduring Freedom or
Iraqi Freedom, but not entitled to Combat Tax Exclusion, the Combat SGLI
Allowance entitlement must be entered by a SPO Supervisor (CGHRSUP
Role User) using the “Manual Row Switch” checkbox to override edits and
allow the transaction to save.

Connection Members with SGLI coverage elections of $0 (declined), or any other amount
with SGLI and  less than the current $400,000 maximum, who become entitled to Combat
Family SGLI SGLI Allowance, will temporarily have their SGLI coverage increased to
Elections $400,000 for the duration of the entitlement to Combat SGLI Allowance.

The member’s previous SGLI coverage resumes the first day of the month
following the month the member’s entitlement to Combat SGLI Allowance
ends, unless the member submits a new SGLI or SGLI Family election during
the time they are entitled to Combat SGLI allowance. If a member submits a
new SGLI election or SGLI Family election, while entitled to Combat SGLI
Allowance, the new elections will override any elections the member had in
place prior to receipt of Combat SGLI allowance.

Continued on next page
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Guiding Principles, continued

Connection
with SGLI and
Family SGLI
Elections
(cont.)

Supporting
documentation

JUMPS will open a new Segment 32 to increase the member’s SGLI coverage
to $400,000 when a start Combat SGLI Allowance transaction processes.

The temporary increase is effective the first day of the month in which the
member is entitled to Combat SGLI and ends the last day of the month the
entitlement to Combat SGLI stops. The letter “S” will appear in the “Combat
Code” field of any Segment 32 opened by JUMPS to record a temporary
SGLI coverage increase.

Temporary SGLI coverage changes, made in JUMPS, due to receipt of
Combat SGLI allowance will not appear in the member’s SGLI elections in
DA (Compensate Employees > Administer Base Benefits > Lifeand AD/D
Benefits).

When starting Combat SGLI Allowance SPOs shall also:

e Review member’s current SGLI Election and Certificate (form SGLV-
8286) for accuracy and completeness. If no SGLV-8286 form is on file,
provide the member with a blank form with instructions to complete and
return to the SPO as soon as possible.

e Inform married members, who have previously declined SGLI coverage, or
have coverage at the $50,000 level, that Family SGLI coverage is available
while they are receiving Combat SGLI Allowance. The member must
submit a SGLI Family Coverage Election (form SGLV-8286A) and
SGLV-8286 form, with a coverage level of at least $100,000, if they desire
coverage under the SGLI Family program. Premiums for SGLI and SGLI
Family coverage will be deducted from the member’s pay and will continue
after entitlement to Combat SGLI Allowance ends.

e Compare SGLV-8286 (and SGLV-8286A, if applicable) with LES to
confirm correct deductions are (or were) in effect.

A memo, message or e-mail from the commander of the deployable unit
stating the date the unit, or the member in the case of an individual, entered
and/or departed the combat zone or location outside the U.S. on orders in
support of Operations Enduring Freedom or Iraqi Freedom is the supporting
documentation for payment of this allowance.

Continued on next page
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Guiding Principles, continued

Timing If starting this entitlement in conjunction with a PCS reporting event, please
make sure the PCS Departing Endorsement (L68C-111) has processed
through a compute cycle - mid or end month, prior to submitting Tax
Exclusion, Hostile Fire or Combat SGLI starts. If the PCS Departing
Endorsement processes after an entitlement start the auto-stop process will
close the pay entitlement segments.

This page left blank intentionally.
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Starting Combat SGLI Allowance

Introduction This section provides the procedure for starting Combat SGLI Allowance.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new Combat SGLI Allowance entitlement.

Step Action

1 | Review the member’s Entitlement Summary page to see if the member has a previous

or current entry for Combat SGLI Allowance entitlement.
Entitlements

- _ ingy  Continuel  with b

_
Combat SGLI Allowance Continue él:;?':r_:;?_snéu Continuous Stopped 2006- =]
Career Sea Pay Continue E;r;;!r Sea Pay Started 2004-06-03
Career Sea Pay Premium Continue Career Sea Pay Premium Started 2004-
Combat Tax Exclusion Continue gi_r‘crl'uiat Tax Exclusion Continuou Started
Family Separation Allowance Continue Iggsnsil_yu;fpsarationAllowance, C Started
Imminent Dngr-Hostile Fire Pay  Continue Igrggn?‘:n?ganger Hostile Fire P Started
COMNUS COLA Continue E?ZJUSL_JU;_(?CSJI_A With DEPMS Stopped

2004-06-02

If a Combat SGLI Allowance Entry | Then...

iS...

Present Click the Cur‘tlinue] button

Not present Click any [+ to insert a new entitlement.

Enter code “CSA” in the entitlement block
in the new row.

Then, click the I":':”'“""""""| button

2 | If this is the first Combat SGLI Allowance entry for this member, go to step 3.

If this is not the first Combat SGLI Allowance entry for this member, click the
button to begin a new transaction.

Viewall |= Kl 20r8 I 5|

“Earnings Code: |CS4|Q]  Combat SGLI Allowance

View All |= A 101 [H =

Manual

P Start Stop o . 3 Approval g
Start Date TimelSeq Stop Date TimelSeq Earnings Type Description Status I;O\:Ch Earning Process Type
PP T Combat SGLI : :
| | |
1 immﬂguns_J 2502 !_uarwzngt_a_!@ 2503 CSCONT e A Multiple Entitierments - ﬂ

Continued on next page
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Starting Combat SGLI Allowance, Continued

Procedur e (continued)

Step Action

3 | Enter the Start Date. The current date is automatically displayed. Use the calendar

button 2! to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYYY format.

~Earnings Code: | C5A |4 Combat SGLI Allowance
~Start Date Staart Stop Date Ston ~Earnings Type Description Suppronal ;ﬂgxr:rual
Time/Seq P TimelSeq ng yp P Status

Switch
1 [o4rorz006 |5 oooo |El oooo [ jE=Y i

Notes: (1) The system will automatically change the Start Date to the 1** of the month
upon successfully saving this transaction.

(2) The Start date must be for the same month as the entry for Combat Tax Exclusion
(CT1).

4 Stop Date. Leave blank.

A Stop Date is not required if you are entering Combat SGLI One Month Only (see
next step for selecting the Earnings Type). The system will automatically enter the last
day of the month in this field when you successfully save the transaction.

See the instructions in the following section for stopping Combat SGLI Continuous.
Never future date or “estimate” the stop date.

5 | Enter the Earnings Type code or use the Al to search and select from a listing of
available earning types.

ek CS1MTH Combat SGLI One Month
C3A CSCONT Combat SGLI Continuous

e [f a member is entitled to Combat Tax Exclusion for one month only, then the entry
for Combat SGLI must also be for one month only. Use code CSIMTH.

e [f a member is entitled to Combat Tax Exclusion continuously, then the entry for
Combat SGLI must also be for a continuous entitlement, use code CSCONT. A stop
transaction must be entered when the stop Combat Tax Exclusion is entered.

Note: Transactions to start Combat Tax Exclusion must be entered in the system
before entering transactions to start Combat SGLI Allowance.

Continued on next page
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Starting Combat SGLI Allowance, Continued

Procedur e (continued)

Step Action

6 | Description is pre-filled. Ensure the proper entitlement is shown, repeat step 5 to
select the correct type if necessary.

7 | Approval Statusis pre-filled. The transaction will remain in a pending (P) status until
it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval status is set to “A”.

8 | Manual Row Switch (SPO Supervisors/CGHRSUP role users only) Select this
checkbox only when necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Note: If the member is entitled to Combat SGLI Allowance due to serving outside the
U.S. on orders in support of Operations Enduring Freedom or Iraqi Freedom, but not
entitled to Combat Tax Exclusion, the Combat SGLI Allowance entitlement must be
entered by an SPO Supervisor (CGHRSUP Role User) using the “Manual Row Switch”
checkbox to override edits and allow the transaction to save.

9 | Click the **P™® button and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.

Supporting Data
1234567 BAS  03/15/2011 ENLBAS
Approval Status: Pending Originator ID; CGHRSOMLY
Role Name: CGHRSUP Approver EmpliD; | 1234567 QJ
| 0k | [ Cancel |

10 | Click the "E2=+=lputton. The transaction will be routed, via the worklist, to the

approving official.

11 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Stopping Combat SGLI Allowance

Introduction This section provides the procedure for stopping Continuous Combat SGLI
Allowance (Earnings Type “CSCONT”).

Beforeyou Continuous Combat SGLI Allowance must be stopped before stopping
begin Combat Tax Exclusion.

Continuous Combat SGLI Allowance automatically stops the last day of the
month of PCS departure. Do not enter a stop Continuous Combat SGLI
Allowance if the member is departing PCS during a month in which they are
entitled to Combat SGLI Allowance.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a stop Combat SGLI Allowance transaction.

Step Action
1 Find the row to stop. The stop date will be blank as shown below:
*Earnings Code: CSJ\gl Combat SGLI Allowance
|
- Start Stop - ) . Approval WSl
Start Date Time/Seq Stop Date TimeiSeq Earnings Type Description Status Roww

Switch

10110172006 | Bl JE3l o000 [esconT @y Zomet SEH o

2 Enter the Stop Date for the entitlement by using the calendar button B {0 select the

desired date. You can also click & drag over the date field then Type the stop date in
MM/DD/YYYY format.

3 Click the "2 putton (located at the bottom left of the screen) to approve and
transmit the entry.
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Correcting Combat SGLI Allowance

Introduction This section provides the procedure for correcting Combat SGLI Allowance.

Discussion Only the stop date may be corrected. To change the effective start date or an
incorrect earnings type, you must delete the entire row (see the next section
for the procedure to delete Combat SGLI Allowance) and then start a new
Combat SGLI Allowance entitlement.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to correct an incorrect Stop date.

Step Action

1 Find the Combat SGLI Allowance row to correct.

Click & drag over the Stop Date field to change its value. Dates must be typed in
MM/DD/YYYY format. You may also use calendar buttons Bl 4o modify dates and

the magnifying glass Q to change the earning type.

2| Click the "Bs2vel

button located at the bottom left of the screen.
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Deleting Combat SGLI Allowance

Introduction This section provides the procedure for deleting Combat SGLI Allowance.

Discussion The total Combat SGLI Allowance entitlement will be recouped when using

this feature.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a deletion of a Combat SGLI Allowance transaction.

Step Action
1 Find the Combat SGLI Allowance row to delete.
Click on the =1 button located in the row to be deleted.
2 Click the #2229 bytton located at the bottom left of the screen.
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Starting Combat SGLI Allowance (Multiple Entry)

Introduction This section provides the procedure for starting Combat SGLI Allowance
(Multiple Entry). Refer to E-Mail ALSPO B/11 for access to this component.

Beforeyou You will not be able to save this transaction unless all members you select to
begin receive Combat SGLI Allowance also have a Combat Tax Exclusion entry for
the same month.

Procedure Follow these steps to enter a new Combat SGLI Allowance (Multiple Entry)
entitlement.

Step Action

1 Select Menu items in the following order: Enterprise Menu > Compensate Employees
> Maintain Entitlements > Use > Manage Multiple Entitlements

The Multiple Entitlement Panel appears as shown below.
J." Multiple Entitlernents ".I_

Earnings Code: || =Y Start Date: I By Stop Date: I B4
Earnings I =Y

Twpe:

Department: [FUSCG Q) | k=] ¥ Enlisted ¥ Active
I Officer ¥ Reserve

I Include Parent and Sub Departmemts

Refresh List I Selact All | Unselect All |

2 | Type “CSA” in the Earnings Code field shown below or use the magnifying glass Q)
to search and select the Combat SGLI Allowance Earnings Code.

l."' Multiple Entittements \'.I_

Earnings Code: | CSA | Q] Start Date: || ()
Earnings CSCOMTS| Combat SGLI Continuous
Type:

Continued on next page
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Starting Combat SGLI Allowance (Multiple Entry), Continued

Procedur e (continued)

Step Action

3 Enter the Earnings Type Code.

e [f the members are entitled to Combat Tax Exclusion for one month only, then the
entry for Combat SGLI must also be for one month only. Use code CSIMTH.
e [f the members are entitled to Combat Tax Exclusion continuously, then the entry

for Combat SGLI Allowance must also be for a continuous entitlement, use code
CSCONT.

Note: Transactions to start Combat Tax Exclusion must be entered in the system
before entering transactions to start Combat SGLI Allowance.

4 Enter the Start Date. The current date is automatically displayed. Use the calendar

button B to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYY'Y format. The Start Date
must be the same asthe start date for Combat Tax Exclusion, usually the first
day of the month in which the entitlement begins.

5 Stop Date. Leave blank.

A Stop Date is not required if you are entering Combat SGLI One Month Only. The
system will automatically enter the last day of the month in this field when you
successfully save the transaction.

See the instructions in the following section for stopping Combat SGLI Continuous.
Never “estimate” the stop date.

Continued on next page
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Starting Combat SGLI Allowance (Multiple Entry), Continued

Procedur e (continued)
| Step | Action
Step Action
6 | Complete the “Selection Criteria” fields as outlined below.
Department: [AUSCG Q) | q W Enisted M Active
¥ officer ¥ Reserve

¥ Include Parent and Sub Departments

Field Description/Instructions
Department | There are 2 lookup boxes located next to Department...
Leave the first box set to AUSCG (Active USCG Units) as shown
below.

Department: [AUSCG Q) | " Q)

Type the Department Code in the 2™ block shown above or use the

QJ to search and select from a listing of available codes.

Enlisted A checkmark M indicates enlisted personnel will be included in the
selection. Click on the box to remove enlisted personnel, if desired.
A blank box I indicates enlisted personnel were removed from the
selection criteria.

Active A checkmark M indicates active duty personnel will be included in
the selection. Click on the box to remove active duty personnel if
desired.

Officer A checkmark M indicates officers will be included in the selection.

Click on the box to remove officers, if desired. A blank box r
indicates officers were removed from the selection criteria.

Reserve A checkmark M indicates reserve personnel will be included in the
selection. Click on the box to remove reserve personnel if desired. A
blank box [ indicates reserve personnel were removed from the
selection criteria. Reserve personnel are not entitled to Combat SGLI
Allowance unless they are on active duty.

Include A checkmark M indicates sub departments will be included in the
Parent and selection. Click on the box to remove sub departments if desired. A
Sub blank box [ indicates sub departments were removed from the

Departments | selection criteria.

Continued on next page
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Starting Combat SGLI Allowance (Multiple Entry), Continued

Step | Action

! Click the Ml button. A listing of personnel meeting the criteria in the
previous step appears in the table below.

Find  |= [ 1064 [ 5|
Empl
Short Emplovee Salary N
FSEIEmEd Name Description | Classification |Grade Departrment | “EmpliD ﬁg:’
| 1‘ r |Coastie, Joe ‘PERSE ‘Regular ‘wz ‘ununnu “|1111111 Qo “E

Note: Clicking on this button in later steps will undo all changes.

8 | Select Entriesto be Processed:

Mark the Checkbox in the Selected column for each person you want to create a
transaction on, or you can also click the L sekstl | button. Each row in the table will
run through a series of internal edits and all that pass will receive a check mark as
shown below:

Empl
Short Employee Salary .
Selected Name Description |Classification | Grade Department | *EmpliD Eﬁrﬂ
T | Coastie, Joe PERSZ  |Regular w2 (ogoooo | @|[o =1

A check mark in the Selected Column indicates that the entitlement will be generated
and placed in the members’ entitlements upon saving.

9 Removal of Entries From Being Processed:
Review the list and click the ™ box to remove appropriate entries.

e A blank box ™ indicates that an entry will not be generated upon saving.

e The =1 button can be used to remove an entire row and gain the same effect.
e The Ml button can be used to remove all entries if desired.

10 | Add Entriesto Be Processed:
Click the - button in any row to add a blank row.
Type the member’s employee identification number in the EmplID block shown

below or use the magnifying glass QJ to search and select individuals from a list.
Eind |= III 12 of 2 II' =|

Short Employee Salary

Selected |Name Description |Classification |Grade

Department

=1

=1

Click on the empty box located in the Selected column so an entry will be generated
upon saving.

Note: Carefully review your work one last time to ensure there are no mistakes before
saving.

Coastie, Joe FERS2 Regular W2 aooooo

q

11 | Click the "2 pytton.
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Stopping Combat SGLI Allowance Multiple Entry

Introduction This section provides the procedure for stopping Combat SGLI Allowance
(Multiple Entry). Transactions to stop Combat SGLI Allowance must be
entered in the system before entering transactions to stop Combat Tax
Exclusion. Refer to E-Mail ALSPO B/11 for access to this component.

Reminder, PCS Combat SGLI Allowance stops automatically on the day prior to PCS

auto-stop departure. Do not enter a Stop Combat SGLI Allowance transaction when a
member departs PCS. The system will not reflect the Combat SGLI
Allowance (Multiple Entry) stop until the departing endorsement on orders
transaction is approved and saved.

Procedure Follow these steps to enter a stop Combat SGLI Allowance (Multiple Entry)
transaction.

Step Action

1 Select Menu items in the following order: Enterprise Menu > Compensate Employees
> Maintain Entitlements > Use > Manage M ultiple Entitlements

The Multiple Entitlement Panel appears as shown below.
J.( Multiple Entitlements ".I_

Earnings Code: || =Y Start Date: I B Stop Date: I ]
Earnings I =Y

Type:

Department: [2USCG Q] | al I Enlisted 7 Active
¥ officer ¥ Reserve

M Include Parent and Sub Departments

Refresh List I Select All | Unselect All |

2 | Type “CSA” in the Earnings Code field shown below or use the magnifying glass 4
to search and select the Combat SGLI Allowance Earnings Code.

1"( Multiple Entitlements ‘.I_

mmm)> Earnings Code: CSA Q| Start Date: | Bl

Earnings CSCONTQ| Combat SGL Continuous
Type:

Continued on next page
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Stopping Combat SGLI Allowance Multiple Entry, Continued

Procedure (continued)

Step

Action

Enter the Earnings Type Code CSCONT.

Start Date. Leave blank.

Stop Date. Enter the date to stop the entitlement.

oo~ |w

Complete the “Selection Criteria” fields as outlined below.

Field

Description/Instructions

Department

There are 2 lookup boxes located next to Department...
Leave the first box set to AUSCG (Active USCG Units) as
shown below.

Department: [AUSCG Q) | Ql
Type the Department Code in the 2™ block shown above or use

the A to search and select from a listing of available codes.

Enlisted

A checkmark M indicates enlisted personnel will be included in
the selection. Click on the box to remove enlisted personnel, if
desired. A blank box "' indicates enlisted personnel were
removed from the selection criteria.

Active

A checkmark M indicates active duty personnel will be
included in the selection. Click on the box to remove active
duty personnel if desired.

Officer

A checkmark W indicates officers will be included in the
selection. Click on the box to remove officers, if desired. A
blank box [ indicates officers were removed from the selection
criteria.

Reserve

A checkmark M indicates reserve personnel will be included in
the selection. Click on the box to remove reserve personnel if
desired. A blank box ™' indicates reserve personnel were
removed from the selection criteria. Reserve personnel are not
entitled to Combat SGLI Allowance unless they are on active
duty.

Include
Parent and
Sub

Departments

A checkmark M indicates sub departments will be included in
the selection. Click on the box to remove sub departments if
desired. A blank box ™ indicates sub departments were
removed from the selection criteria.

Continued on next page
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Stopping Combat SGLI Allowance Multiple Entry, Continued

Step | Action

7 Click the =T button. A listing of personnel meeting the criteria in the
previous step appears in the table below.

Eind = [ 1051 [ =
Empl
Short Employee  |Salary
’759“3519“ Name Description |Classification |Grade |PePartment “EmpliD Nhrd
| 1| | Coastie, Joe |F'ER82 Regular |w2 |nunuuu || i J“ ‘-‘E

Note: Clicking on this button in later steps will undo all changes.

8 | Select Entriesto be Processed:

Mark the Checkbox in the Selected column for each person you want to create a
transaction on, or you can also click the __seieetdl | bytton. Each row in the table will
run through a series of internal edits and all that pass will receive a check mark as
shown below.

Empl
Department | *EmpliD Rcd
Hbr

Coastie, Joe PERS2 Regular \Afh:]ununnn |h111111 Q ID =
A check mark in the Selected Column indicates that the entitlement transaction will be
generated for the member(s) upon saving.

Short Employee Salary

Selected \Name Description |Classification |Grade

9 Removal of Entries From Being Processed:
Review the list and click the ™ box to remove appropriate entries. A blank box r

indicates that an entry will not be generated upon saving. The (=T putton can be used
to remove an entire row and gain the same effect.

The Ml button can be used to remove all entries if desired.

10 | Add Entriesto Be Processed:
Click the - button in any row to add a blank row.
Type the member’s employee identification number in the EmplID block shown

below or use the magnifying glass QJ to search and select individuals from a list.
Find |= [ 1202 [ |

Empl
Short Employee Salary .
Selected Name Description | Classification |Grade Department | *Empll ﬁgrd
1| iF | Coastie, Joe PERSZ  |Reqular w2 (oooooo |[fr |0 =]
1 O aJifo =]

Click on the empty box located in the Selected column so an entry will be generated
upon saving.

Note: Carefully review your work one last time to ensure there are no mistakes before
saving.

11 | Click the "2 pytton.
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Coast Guard Servicing Personnel Office Manual
Part Il, Pay Entitlements
Chapter 11, Special and Incentive Pay
Section D, Combat Tax Exclusion

Overview

Introduction  This section provides the procedures for Combat Tax Exclusion. This
entitlement excludes members of the armed forces from paying Federal
Income taxes and State Income taxes (if applicable) for duty served during
any part of a month for Active Service in a Combat Zone or Qualified
Hazardous Duty Area.

Topics The following topics are covered in this section

Topic See Page
Guiding Principles II-11-D-3
Starting Combat Tax Exclusion (Single Entry) II-11-D-5
Stopping Combat Tax Exclusion (Single Entry) II-11-D-9
Correcting Combat Tax Exclusion II-11-D-11
Deleting Combat Tax Exclusion 1I-11-D-13
Starting Combat Tax Exclusion (Multiple Entry) II-11-D-15
Stopping Combat Tax Exclusion (Multiple Entry) 1I-11-D-21
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Guiding Principles

I ntroduction

Reference

Before you
begin

Under standing
Earnings Types

This section provides the guiding principles for Combat Tax Exclusion.

The following references provide additional information about Combat Tax
Exclusion.

(a) U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series),
Section 8-G

(b) DoD Financial Management Regulation, Volume 7a: Military Pay
Policy and Procedures - Active Duty And Reserve Pay, Chap 44, Par
440103.A - Combat Zone Defined and Figure 44-2 Combat Zone Tax
Relief Areas for list of authorized areas

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

There are two Earnings Type codes which can be used with this transaction. If
the member is entitled to Combat Tax Exclusion for more than one month,

use the “CTECON” Earnings Type code. If the member is entitled to Combat
Tax Exclusion for one calendar month, use the “CTXMO” Earnings Type
Code.

Lookup Earnings Type
Cancel |

Search Results

1-2cof2

Eamings Code Earnings Type Description
CTH CTECOM Combat Tax Exclusion Continuous Until Further Orders
CT1 CTXAMO Combat Tax Exclusion 1 Month Only

Note: The “CTECON” Earnings Type code can be used with a stop date. If
entering the transaction retroactively and the entitlement (start and stop dates)
spans more than one calendar month, you should use the “CTECON” code
and enter both the start and stop dates.

Combat Tax Exclusion CH-1 11-11-D-3


http://www.uscg.mil/directives/cim/7000-7999/CIM_7220_29b.pdf�
http://www.defenselink.mil/comptroller/fmr/07a/07a_44.pdf�
http://www.defenselink.mil/comptroller/fmr/07a/07a_44.pdf�
http://www.defenselink.mil/comptroller/fmr/07a/07a_44.pdf�
http://www.defenselink.mil/comptroller/fmr/07a/07a_44.pdf�

Pay Entitlements

Guiding Principles, continued

Internal Combat SGLI Allowance transactions require review and approval by a
controls PAO/CGHRSUP role user. The approver cannot be the same user that
originated the transaction.

Supporting A memo, message or e-mail from the commander of the deployable unit

documentation  stating the date the unit, or the member in the case of an individual, entered
and/or departed the combat zone is the supporting documentation for payment
of this allowance.
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Starting Combat Tax Exclusion (Single Entry)

Introduction This section provides the procedure for starting Combat Tax Exclusion.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new Combat Tax Exclusion entitlement.

Step Action
1 Review the member’s Entitlement Summary page to see if the member has a
previous or current entry for Combat Tax Exclusion.
View 5 |= [ 18018 [] =
BAH (Basic Allow for Housing) ~ Continue|  with Dep; MBR and Dep not assi Started
2004-06-03
Combat SGLI Allowance Continue|  Combat SGLI Continuous Stopped 2006-
03-31
Career Sea Pay Continue|  Career Sea Pay Started 2004-06-03
ontinue Carag
06-03
CT1 |Ql Combat Tax Exclusion Continue|  Combat Tax Exclusion Continuou Started L+ |
— 5005-11-25
EFS.A 1@ Family Separation Allowance Continue|  Family Separation Allowance, C Started
2004-11-15
|HF Q] Imminent Dnar-Hostile Fire Pay  Continue|  jmminent Danger Hostile Fire P Started
T 2005-01-25
llcc |&) conus coLa Continue|  CONUS COLA With DEPNS Stopped
2004-06-02
If aCombat Tax Exclusion Then...
Entry is...
Present Click the Somtinue| pytton
Not present Click any * to insert a new entitlement.

Enter code “CT1” in the entitlement block in
the new row

Then, click the Sontne| button

2 If this is the first Combat Tax Exclusion entry for this member (in DA) go to step 3.

If this is not the first Combat SGLI Allowance entry for this member (in DA) click
the button to begin a new transaction.

Entitlements:

*Earnings Code: lcT1 1@l Combat Tax Exclusion - "

ViewAll < Kl zor7 O 5|

ViewAll = [ 1011 [F] =

Manual

R Start Stop R Approval
Start Date Timelsaq StoP Date Timeiseq "E2MINgs Type Description hicieh lslsv‘?tr:n Detail Earning Process Type
1[0zroz008 Bl 2542 [oamR00s B 2543 CTXAMO f‘r’v{gsﬁtgf}ff"c'““’” A I |Detai =

Continued on next page
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Starting Combat Tax Exclusion (Single Entry), Continued

Procedur e (continued)
Step Action
3 Enter the Start Date. The current date is automatically displayed. Use the calendar

button ¥ to select the desired date. You can also click & drag_over the date field

to select the date then type the start date in MM/DD/YYY'Y format.

*Earnings Code: IbT’l Q Combat Tax Exclusion [

Start Stop Approval s

*5tart Date Stop Date *Earnings Type Description Row Detail |

Time/Seq

1 |03/25/2008 [ 0000 | ] oooo =] P [ Detail

Note: Upon selecting the Earnings Type code, (See instructions for the Earnings
Type Code on the following page.) the system will change the date to the first day
of the month entered.

4 Stop Date. Leave blank.

Time/Seq Status

A Stop Date is not required if you are entering Combat Tax for One Month Only
(see next step for selecting the Earnings Type). The system will automatically enter
the last day of the month in this field when you successfully save the transaction.

See the instructions in the following section for stopping Combat SGLI
Continuous. Never future date or “estimate” the stop date. However, if you are
entering this transaction retroactively using the Continuous Earnings Type
(CTECON) for an entitlement that spans more than one month AND you know the
actual date the entitlement ended, you may enter the stop date at this time.

Note: Upon saving, the system will set the stop date to the last day of the month of
the start date if the “CTX1MO” Earnings Type is selected in the next step.

S Enter the Earnings Type code or use the R to search and select from a listing of
available earning types.

e [f a member is entitled to Combat Tax Exclusion for one month only, then the
entry for Combat SGLI must also be for one month only. Use code CTXIMO.

e [f a member is entitled to Combat Tax Exclusion continuously, then the entry for
Combat SGLI must also be for a continuous entitlement, use code CTECON.

Note: Transactions to start Combat Tax Exclusion must be entered in the system
before entering transactions to start Combat SGLI Allowance.

Continued on next page
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Starting Combat Tax Exclusion (Single Entry), continued

Procedur e (continued)
Step Action
6 Click the 2= button and enter the two-letter country code for the Combat Tax

Exclusion zone.

Supporting Data

cT1 02/01/2008 CTHEIMO

Foreign Country: IkU Al Kuwait
Dollar Amount: |2-00

| Ok | | Cancel |

You can use the lookup button -- QJ to search for codes as shown below:

Lookup Foreign Country

Foreign Country:IF'
| Lookup | | Clear | | Cancel | Basiclookup

Search Results

1-11 of 11

Foreign Country Description

PA Paraguay

o
m
o
i
c

PG PERSIAMN/ARABAIN GULF
PK Pakistan

PL Paoland

Pl Panama

[ade] FPortugal

PP Papua Mew Suinea

PR Puerao Rico

ES Palau

PU Suinea-Bissau

(Note see DOD PAYMAN, Chap 44, Par 440103.A - Combat Zone Defined and
Figure 44-2 Combat Zone Tax Relief Areas for list of authorized areas).

Approval Statusis pre-filled. The transaction will remain in a pending (P) status
until it is opened and saved by a CGHRSUP role user. The approver cannot be the
same person who entered the transaction. A transaction is not completed and
transmitted to JUMPS for processing until the approval status is set to “A”.

Continued on next page
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Starting Combat Tax Exclusion (Single Entry), Continued

Procedur e (continued)

Step Action

8 Manual Row Switch. (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution! Overriding pay edits may result in errors and possible overpayment of
entitlement.

9 Click the ZPP™ bytton and enter the Approving Official’s Employee | D number
in the Approver EmplID field of the Supporting Data section.

Supporting Data
1234567 BAS  03/15/2011 EMNLBAS
Approval Status: Pending Originator 1D: CGHRSONLY
Role Name: CGHRSUP Approver EmpliD: 1234567 =Y
| oK I [-Cancell

10 Click the ES%E""‘“""button. The transaction will be routed, via the worklist, to the
approving official.

Several reminders/warnings will appear upon saving, you must also enter Combat
SGLI Allowance and, if applicable, Imminent Danger-Hostile Fire Pay.

11 The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Stopping Combat Tax Exclusion (Single Entry)

Introduction  This section provides the procedure for stopping Combat Tax Exclusion.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a stop Combat Tax Exclusion transaction.

Step

Action

1

Find the row to stop. The stop date will be blank as shown below:

Entitlements
*Earnings Code: ICT'1 ﬂ Combat Tax Exclusion

Start Stop

Approval
TimelSeq SR Date  ioiseq

*Start Date Status

*Earnings Type Description

Combat Tax Exclusion
1 |04i01/20 [+ oooo CTECON Continuous Until A
Further Orders

Combat Tax Exclusion
2 IDBHDIEDDB B 2542 IDBIBHEDDB G| 2543 CTHIMOD 1 Wonth Only A

Enter the Stop Date for the entitlement by using the calendar button

E {5 select the desired date. You can also click & drag over the
date field then Type the stop date in MM/DD/YYYY format. The
stop date can be future dated. However, you should never enter an
estimated stop date as correction transactions will be required if the
actual stop date is different.

% Start Stop i g >
Start Date Time/Seq Stop Date TimelSeq Earmings Type Descrip
- Comba

1 IEIdJEHIEEIEIB @ 2545 IDEIEEIEDDB;:EJ} Qooao CTECOMN Continu
Further

Click the "2 bytton (located at the bottom left of the screen) to
approve and transmit the entry.

Combat Tax Exclusion
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Correcting Combat Tax Exclusion

Introduction  This section provides the procedure for correcting Combat Tax Exclusion.

Discussion The stop date may only be corrected on the Detail (Country Code) and on
CTECON Earnings Type code transactions. To change the effective start date
or an incorrect earnings type, you must delete the entire row (see the next
section for the procedure to delete Combat Tax Exclusion) and then start a
new Combat Tax Exclusion entitlement.

Procedure Follow these steps to correct an incorrect Stop date.

Step Action

1 In the |BiComect History] mode, find the Combat Tax Exclusion row to correct.

Click & drag over the Stop Date field to change its value. Dates must be typed in
MM/DD/YYYY format. You may also use calendar buttons B ¢ modify dates and

the magnifying glass Q1o change the earning type.

Or

Click the Mi button and enter the two-letter country code for the Combat Tax
Exclusion zone.

Supporting Data

CT1 03012008 CTXIMO

Foreign Country: IK_U Q) Kuwait

Dollar Amount: |2.00

| Ok || Cancel]

(Note see DOD PAYMAN, Chap 44, Par 440103.A - Combat Zone Defined and
Figure 44-2 Combat Zone Tax Relief Areas for list of authorized areas).

2 Click the "222%) bytton located at the bottom left of the screen.
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Deleting Combat Tax Exclusion

Introduction  This section provides the procedure for deleting Combat Tax Exclusion.

Discussion The total Combat Tax Exclusion entitlement will be recouped when using this
feature.
Procedure Follow these steps to enter a deletion of a Combat Tax Exclusion transaction.
Step Action

1 In the B Corect Histary] mode, find the Combat Tax Exclusion row to delete.

Click on the =1 button located in the row to be deleted.

2 Click the Bs=ve) putton located at the bottom left of the screen.
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Starting Combat Tax Exclusion (Multiple Entry)

Introduction This section provides the procedure for starting Combat Tax Exclusion
(Multiple Entry). Refer to E-Mail ALSPO B/11 for access to this component.

Auto-stop Combat Tax Exclusion (Multiple Entry) stops automatically on the day prior

upon PCS to PCS departure. Do not enter a Combat Tax Exclusion (Multiple Entry)

departure transaction when a member departs PCS. The system will not reflect the
Combat Tax Exclusion (Multiple Entry) stop until it is resynchronized with
PMIS/JUMPS.

Procedure Follow these steps to enter a new Combat Tax Exclusion (Multiple Entry)
entitlement.

Step Action
1 Select Menu items in the following order: Home > Compensate Employees >

Maintain Entitlements > Use > Manage M ultiple Entitlements

The Multiple Entitlement Panel appears as shown below.

¢ Multiple Entitterments

Earnings Code: ||_ Ql Start Date: I Ei stopDate: I [Ei]
Earnings I Ql

Type:

Department: [sUSCG Q) | Q) V' Enlisted P Active
' officer ¥ Reserve

¥ Include Parent and Sub Departments

Refresh List | SelectAll | Unselectall |

2 Type “CT1” in the Earnings Code field shown below or use the magnifying glass Q)
to search and select the Combat Tax Exclusion Earnings Code.

mmmm)=arnings Code: Iﬁ Q)  start Date: I EJ Stop Date: I (2]
*Earnings I =Y

Type:

Note: Be sure to select the proper earnings type. The Stop Date will default to the
current date if left blank and “CTIMTH?” is selected.

Continued on next page

Combat Tax Exclusion CH-1 11-11-D-15


http://www.uscg.mil/ppc/alspo/2011/B11EntitlementsSegregationOfDuties.pdf�

Pay Entitlements

Starting Combat Tax Exclusion (Multiple Entry), Continued

Procedure (continued)

Step | Action

3 Enter the Start Date. The current date is automatically displayed. Use the calendar

button B to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYYY format. Usethefirst day of
the month in which the entitlement begins.

4 If this Combat Tax Exclusion is for one-month only, leave the Stop Date blank. The
system will automatically enter the last day of the month (using the month of the start
date entered in the previous step) upon selecting the “CTX1MO” Earnings Code (see
step 5).

If this Combat Tax Exclusion is for more than one month, the Stop Date may be left
blank to pay continuous Combat Tax Exclusion. If this is a temporary entitlement,
you may enter the stop date if the actual date to stop the entitlement is known. (Please
refer to the instructions for Individual Combat Tax Exclusion entries for additional
details on Earnings Codes and dates).

S Enter the Earnings Type code or use the Q! to search and select from a listing of
available earning types.

Lookup Earnings Type
[ Cancel |

Search Results

1-2of2

Eamings Code Eamings Type Description

ST CTECONM Combat Tax Exclusion Continuaus Until Further Orders
T1 CTXIMO Combat Tax Exclusion 1 Month Only

If the members are entitled to Combat Tax Exclusion for one month only, then use
code CTXIMO. (Note: Start date will be 1* day of the month and the stop date will
be the last day of the month.)

If the members are entitled to Combat Tax Exclusion continuously, then use code
CTECON. Start date will be first day of the month. The stop date may be left blank
or the last day of a subsequent month may be entered if entering this transaction
retroactively to the actual stop date.

Continued on next page
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Starting Combat Tax Exclusion (Multiple Entry), Continued

Procedur e (continued)
Step Action
6 Complete the “Selection Criteria” fields as outlined below.
Department: [AUSCG Q| | = | Enlisted W Active
¥ oOfficer ¥ Reserve
¥ Include Parent and Sub Departments
Field Description/Instructions

Department | There are 2 lookup boxes located next to Department. ..

Leavethefirst box set to AUSCG (Active Duty USCG) as
shown below.

Department: [AUSCG Q] | ' 4

Type the Department Code in the 2™ block or use the Ql 1o
search and select from a listing of available codes.
Enlisted A checkmark M indicates enlisted personnel will be included
in the selection. Click on the box to remove enlisted
personnel, if desired. A blank box I indicates enlisted
personnel have been removed from the selection criteria.
Active Always leave this item checked.
Officer A checkmark M indicates officers will be included in the
selection. Click on the box to remove officers, if desired. A
blank box [ indicates officers have been removed from the
selection criteria.
Reserve A checkmark M indicates reserve personnel will be included
in the selection. Click on the box to remove reserve personnel,
if desired. A blank box ™ indicates reserve personnel have
been removed from the selection criteria. Only Reservists on
Active Duty can be entitled to Combat Tax Exclusion.
Include A checkmark M indicates sub departments will be included in
Parent & the selection. Click on the box to remove sub departments, if
Sub desired. A blank box ™ indicates sub departments been
Departments | removed from the selection criteria.

Continued on next page
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Starting Combat Tax Exclusion (Multiple Entry), Continued

Procedur e (continued)

Step Action

7| Click the | Feiohli | button. A listing of personnel meeting the criteria in the
previous step appears in the table below.

Find = @ 10t 1 [ 5|
Empl
Short Employee Salary
FSEIEHEU ’Name— Description | Classification | Grade Department | *EmpliD Nh?
Coastle Joe PER82 Regular ‘DDDDDD || 11 J“ ‘-‘EI

Note. Chckmg on this button in later steps will undo all changes.
8 | Select Entries to be Processed:

Click the ﬂl button. Each row will in the table will run through a series of
internal edits and all that pass will receive a check mark as shown below.

Empl
Short Employee Salary .
Selected |Name Description |Classification |Grade Department | “EmpliD :En?
mmmenl> [V | Coastie, Joe PERSZ  |Regular w2 (oooooo | @|fo =N

check mark in the Selected Column indicates that the entitlement will be generated
and placed in the member’s history file upon saving.
9 | Removal of Entries From Being Processed:

Review the list and click the ™ box to remove appropriate entries. A blank box r

indicates that an entry will not be generated upon saving. The =] button can be used
to remove an entire row and gain the same effect.

The Ml button can be used to remove all entries if desired.

Continued on next page
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Starting Combat Tax Exclusion (Multiple Entry), Continued

Procedur e (continued)

Step Action
10 | Add Entries to Be Processed:
Click the =~ button in any row to add a blank row.

Type the member’s employee identification number in the EmplID block shown

below or use the magnifying glass QJ to search and select individuals from a list.
Eind  |= [ 1202 [ 5|

Empl
Short Employee Salary .
Selected |Name Description |Classification |Grade Department "EmgiiD EE?
1| (M} | Coastie, Joe PERS2Z Regular Wz 000000 hit all[o [=]

2l T | &b |=|=]

Click on the empty box located in the Selected column so an entry will be generated
upon saving.

Note: Carefully review your work one last time to ensure there are no mistakes
before saving.

11 | Click the "= putton.
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Stopping Combat Tax Exclusion (Multiple Entry)

Introduction  This section provides the procedure for stopping Combat Tax Exclusion

(Multiple Entry). Refer to E-Mail ALSPO B/11 for access to this component.

Reminder, Combat Tax Exclusion stops automatically on the last day of the month of
PCSauto-stop PCS departure. Do not enter a Stop Combat Tax Exclusion (Multiple Entry)

transaction when a member departs PCS. The system will not reflect the
Combat Tax Exclusion until the PCS Departing Endorsement on Orders
Transaction is approved and saved.

Procedure Follow these steps to enter a stop Combat Tax Exclusion (Multiple Entry)
transaction.
Step Action
1 Select Menu items in the following order: Home > Compensate Employees >

Maintain Entitlements > Use > Manage M ultiple Entitlements

The Multiple Entitlement Panel appears as shown below.

‘./ multiple Entitlerments \'._

Earnings Code: || =Y Start Date: I E) Stop Date: I B
Earnings I =Y

Twvpe:

Department: [2UsCG Q) | (=] ¥ Enlisted ¥ Active
[V Officer [ Reserve

¥ Include Parent and Sub Departments

Refresh List | Select All I Unselect All I

Type “CTI” in the Earnings Code field shown below or use the magnifying glass
QJ to search and select the Combat Tax Exclusion code.

Multiple Entitlerments ‘.I_

Earnings Code: ICT1 Q)  start Date: I EJ  stop Date: I B

Earnings ICTECOT\ ﬂ Commhbat Tax Exclusion Continuous Until Further Qrders
Type:

Continued on next page
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Stopping Combat Tax Exclusion (Multiple Entry), Continued

Procedur e (continued)
Step Action
3 | Enter the Earnings Type Code CTECON.
4 Start Date. Leave blank.
5 Stop Date. Enter the date to stop the entitlement.
6

Complete the “Selection Criteria” fields as outlined below.

Field Description/I nstructions
Department There are 2 lookup boxes located next to Department...
Leave the first box set to AUSCG (Active USCG Units) as
shown below.

Department: [AUSCG Q] | I Q

Type the Department Code in the 2" block shown above or

use the A to search and select from a listing of available
codes.

Enlisted A checkmark ™ indicates enlisted personnel will be
included in the selection. Click on the box to remove
enlisted personnel, if desired. A blank box ™ indicates
enlisted personnel were removed from the selection criteria.
Active A checkmark M indicates active duty personnel will be
included in the selection. Click on the box to remove active
duty personnel if desired.

Officer A checkmark M indicates officers will be included in the
selection. Click on the box to remove officers, if desired. A
blank box [ indicates officers were removed from the
selection criteria.

Reserve A checkmark M indicates reserve personnel will be included
in the selection. Click on the box to remove reserve
personnel if desired.

A blank box [ indicates reserve personnel were removed
from the selection criteria.

Include A checkmark M indicates sub departments will be included
Parent and in the selection. Click on the box to remove sub departments
Sub if desired. A blank box ™' indicates sub departments were

Departments | removed from the selection criteria.

Continued on next page
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Stopping Combat Tax Exclusion (Multiple Entry), Continued

Procedur e (continued)
Step Action
7 Click the | BN | button. A listing of personnel meeting the criteria in the
previous step appears in the table below.
Find |= [ 1069 [ =|
Short Employee Salary . Empl
Selected Name Description |Classification Grade Department *EmpliD Nh:’
| Coastie, Joe ‘F‘ERSE ‘Regular ‘WE ‘DDDDDD “ 11111 J“ |-|E|
Note: Clicking on this button in later steps will undo all changes.
8 Select Entries to be Processed:

Mark the Checkbox in the Selected column for each person you want to create a
transaction on, or you can also click the __seleetl | bhutton. Each row in the table
will run through a series of internal edits and all that pass will receive a check mark
as shown below.

Empl
Short Employee Salary .
Selected Name Description |Classification | Grade Department | *EmpliD ﬁz:’
Coastie, Joe PERS2 Regular Wi 0ooooo ||1111111 =Y |n =1

A check mark in the Selected Column indicates that the entitlement transaction will
be generated for the member(s) upon saving.

Continued on next page
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Stopping Combat Tax Exclusion (Multiple Entry), Continued

Procedur e (continued)
Step Action
9 Removal of Entries From Being Processed:

Review the list and click the M box to remove appropriate entries. A blank box r

indicates that an entry will not be generated upon saving. The =putton can be
used to remove an entire row and gain the same effect.

The Ml button can be used to remove all entries if desired.

10 Add Entries to Be Processed:
Click the == button in any row to add a blank row.
Type the member’s employee identification number in the EmplID block shown

below or use the magnifying glass QJ to search and select individuals from a list.
Find |= [ 1zarz [ =|

Short Employee Salary
Selected [Name Description | Classification Grla_dg_ Department
1 |7 Coastie, Joe PERS2 Regular W2 0ooooa
21

Click on the empty box located in the Selected column so an entry will be generated
upon saving.

Note: Carefully review your work one last time to ensure there are no mistakes
before saving.

n Click the CESD button.
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Coast Guard Servicing Personnel Office Manual
Part Il, Pay Entitlements
Chapter 11, Special and Incentive Pays
Section E, Diving Duty Pay

Overview

Introduction This guide provides the procedures for Diving Duty Pay. This entitlement is
paid to members who are entitled to basic pay and are:

(1) assigned by orders to diving duty;

(2) required to maintain proficiency as a diver by frequent and regular
dives; and

(3) actually performing diving duty.

Topics The following topics are covered in this guide
Topic See Page
Guiding Principles II-11-E-3
Starting Diving Duty Pay II-11-E-5
Stopping Diving Duty Pay 1I-11-E-9
Correcting Diving Duty Pay II-11-E-11
Deleting Diving Duty Pay II-11-E-13
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Guiding Principles

Introduction This section provides the guiding principles for Diving Duty Pay.

References The following references provide additional information about Diving Duty
Pay.

(a) Coast Guard Diving Policies & Procedures, Volume I,
COMDTINST M3150.1 (series)

(b) U.S. Coast Guard Pay Manual, COMDTINST M7220.29
(series), Section 4-G

Beforeyou If you are not familiar with the employee entitlement basic navigation
begin instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

Auto-stop upon  Diving Duty Pay stops automatically on the member’s Diving Qualification

Diving Lapse Date.

Qualification

L apse Date « A new start Diving Duty pay transaction isrequired for each period of
gualification.

e Per reference (a), 3.B.6.a., this is normally every six-months for members
on diving duty orders.

o No member shall be entitled to receive diving pay after diving qualification
has lapsed. Upon re-qualification, payments will not be made for the period
of lapsed qualification.

Auto-stop upon  Diving Duty Pay stops automatically on the day of PCS departure. Do not

PCSdeparture  enter a Stop Diving Duty Pay transaction when a member departs PCS. The
system will not reflect the Diving Duty Pay stop until the Departing
Endorsement on Orders transaction is approved and saved.

Note: If a member is reassigned PCS and takes leave enroute, diving duty
pay will continue to accrue up to 30 days if the member has otherwise met the
requirements for diving duty pay.
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Supporting The qualification and designation letters described in chapter 2 of reference (a)
documentation  constitute the Diving Orders and serve as supporting documentation for diving
duty pay.

TDY orders serve as supporting documentation for diving duty pay for divers
assigned TDY to a diving unit for less than 30 days for the sole purpose of
performing diving duties are supporting documentation for diving duty pay on a
per diem basis for the period the dives were conducted.

TDY orders serve as supporting documentation for diving duty pay for students
under instruction in training courses longer than five weeks who are entitled to
dive pay upon successful completion of the pool phase of SCUBA training.

Internal Diving duty pay transactions require review and approval by a
controls PAO/CGHRSUP role user. The approver cannot be the same user that
originated the transaction.
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Starting Diving Duty Pay

Introduction This section provides the procedure for starting Diving Duty Pay.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new Diving Duty Pay entitlement.

Step Action
1 | If the member has previously had an entitlement to Diving Duty Pay you will need to
insert a new row, click the button shown below.
Entitlements View All 1= Kl 50r3 3 =)
~Earnings Code: DD Diving Duty Pay
View All
~Start Date 15':mg159q Stop Date .?i‘::‘z‘,SEq"Earmngs Type Description g?ap({]‘;va' E:v?uil Detall Earning Process Type
1 [02/24/1007 £ 9990 05/12/1997 | 0909 ENL-F Enlisted Scuba Diver A Detail| Conversion =
A new blank row appears...
*Earnings Code: :@Eﬂ Diving Duty Pay
viewAll |= (4] 12012 [F] |
*Start Date ‘?llrir;fSeq Stop Date .?}r:z‘,Seq’Eamirgs Type Description ':EC;LO:E‘ Ei\'?::i‘ Detail Earning Process Type
1[06r8/2007 | oooo [ | oooo [ =Y P 1 Detail =1
2 |02/24/1997 || 9999 [05r13r1997]E]| 9999 ENL-F Enlisted Scuba Diver A Detail| Conversian =1
2 | Enter the Start Date. The current date is automatically displayed. Use the calendar
button B! to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYYY format.
3 | The Stop Date may be left blank to pay continuous Diving Duty Pay (through

member’s Diving Qualification Lapse Date (as entered on the Detail/Supporting Data
page, see step 8) or the date the member departs on PCS orders). If this is a temporary
entitlement, you may enter the stop date.

Continued on next page
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Starting Diving Duty Pay, Continued

Step Action

4 Enter the Earnings Type in the code if known or use the Q) to search and select from a

listing of available earning types.

Earnings Code Earnings Description
~Type
DDP ENL-D Enlisted 1st Class Diver
DDP ENL-E Enlisted 2nd Class Diver
DDP ENL-F Enlisted Scuba Diver
DDP ENL-G Enlisted Medical Deep-Sea Diving Tech
DDP ENL-H Enlisted Diving Duty @ School under Inst (See note below)
DDP ENL-I Enlisted Master Diver
DDP OFF-A Officer - Ship Salvage/Basic Diving Officer
DDP OFF-B Officer Scuba Diver
DDP OFF-C Officer Diving Duty @ School under Inst (See note below)

Note: The Enlisted and Officer Diving Duty at School Under Instruction codes (ENL-H
and OFF-C) are only used for students under instruction in training courses longer than
five weeks who are entitled to dive pay upon successful completion of the pool phase
of SCUBA training (SCUBA Diver (DV) (A-422-0023)/Course Code: 240900). For
these members, diving duty pay will commence upon reporting to a diving unit or
returning to a diving unit from initial training.

5 | Description is pre-filled. Ensure the proper entitlement is shown, repeat step 4 to select
the correct type if necessary.

6 | Approval Statusis pre-filled. The transaction will remain in a pending (P) status until it
is opened and saved by a CGHRSUP role user. The approver cannot be the same person
who entered the transaction. A transaction is not completed and transmitted to JUMPS
for processing until the approval status is set to “A”.

7 | Manual Row Switch (CGHRSUP role users only) Select this field only when necessary
to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Continued on next page
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Starting Diving Duty Pay, Continued

Procedure (continued)

Step Action
8 | Click the M button and enter the member’s Diving Qualification Lapse Date.
Supporting Data
CDP A12/07/2006 EMNL-F
Diving Qual Lapse Date: | 06/07/2007 |[E|
Except for &G HZ, normally the maximum number of
personnel
authorized Diving Duty Fay at an eligible command are:
1 - Officer Ship SalwBasic Diving
(SsSDoO)
1- Enlisted Deep Sea Diving Medical
Tech (OMT)
4 - Enlisted Diving Second Class
(DW2)
G HQ is authorized two SSDO qualified divers.
| 2l ] | Cancel |
9 | Click the #PP""&| button and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.
Suppeoerting Data
1234567 BAS  02/15/2011 ENLBAS
Approval Status: Pending Originator ID; CGHRSOMLY
Role Name: SGHRSUP Approver EmpliD: | 1234567 4l
Click the [oK ] button to return to the Entitlement Detail view.
10 Click the ES#E"‘“‘""button. The transaction will be routed, via the worklist, to the
approving official.
11 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an

Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and Data
Entry, of this manual for the review and approval procedure.
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Stopping Diving Duty Pay

Introduction This section provides the procedure for stopping Diving Duty Pay.

Reminder, PCS Do not enter a Stop Diving Duty Pay transaction when a member departs

auto-stop

PCS. The system will not reflect the Diving Duty Pay stop until the Departing
Endorsement on Orders transaction is approved and saved.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a stop Diving Duty Pay transaction.

Step

Action

In the |Bcarest History] mode, find the row to stop. The stop date will be blank as shown:

Entitlements

+Earnings Code: |DDP Q] Diving Duty Pay

viewall |= 4] 130f5 D1 >|

*Start Date Start Stop Date _?lop “Earnings Type Description Approval Detail Earning Process Type
ime/Seq Statu: e

Time/Seq s i
1jnﬁm 00D 2] 250 | &1 2585 EMNL-F Enlisted Scuba Diver A O |Zeiai =

2 :jl-un-uznna 2541 [04/20/2006|E 9909 EML-F Enlisted Scuba Diver A Ll Detail +1[=1
3 |06/01/2005 |5 2535 [10/31/2005]|E] 9999 EML-F Enlisted Scuba Diver A [ Detail =1

Manual
Row

Enter the Stop Date for the entitlement by using the calendar button EJ 15 select the
desired date. You can also click & drag over the date field and type the stop date in
MM/DD/YYYY format. The stop date can be future dated.

Approval Statusis pre-filled. The status will automatically change from Pending (P)
to Approved (A) upon saving.

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Business rule edits will not be turned off when this is
selected.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Click the WESD) button (located at the bottom left of the screen) to approve and
transmit the entry.

Diving Duty Pay CH-1 I-11-E-9
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Correcting Diving Duty Pay

Introduction This section provides the procedure for correcting Diving Duty Pay.

Discussion Only the stop date may be corrected. To change the effective start date or an
incorrect earnings type, you must delete the entire row (see the next section
for the procedure to delete Diving Duty Pay) and then start a new Diving
Duty Pay entitlement.

Procedure Follow these steps to correct an incorrect Stop date.

Step Action
1 In the |E#Conest History) mode, find the Diving Duty Pay row to correct.

Click & drag over the Stop Date field to change its value. Dates must be typed in
MM/DD/YYYY format. You may also use calendar buttons Bl ¢ modify dates and
the magnifying glass Q to change the earning type.

Click the & save button located at the bottom left of the screen.

Diving Duty Pay CH-1 I-11-E-11
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Deleting Diving Duty Pay

Introduction This section provides the procedure for deleting Diving Duty Pay.

Discussion The total Diving Duty Pay entitlement will be recouped when using this
feature.
Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a deletion of a Diving Duty Pay transaction.

Step Action
1 In the |E#Conest History) mode, find the Diving Duty Pay row to delete.

Click on the EI button located in the row to be deleted.
Click the & sove button located at the bottom left of the screen.

Diving Duty Pay CH-1 I-11-E-13
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Coast Guard Servicing Personnel Office Manual
Part Il, Pay Entitlements
Chapter 11, Special and Incentive Pays

Section F, Family Separation Allowance

Overview

Introduction  This section provides the procedures for Family Separ ation
Allowance (FSA). This entitlement is paid to active duty members
with dependents that are separated from their family members due
to shipboard duty, temporary additional duty, or assignment to
restricted duty.

Topics The following topics are covered in this section.

Topic See Page
Guiding Principles II-11-F-3
Family Separation Housing (FSH) Allowance II-11-F-5
Starting FSA II-11-F-7
Stopping FSA II-11-F-9
Correcting FSA II-11-F-11
Deleting FSA I1-11-F-13
Starting FSA (Multiple Entry) II-11-F-15
Stopping FSA (Multiple Entry) II-11-F-19




Pay Entitlements

This page left blank intentionally.

1-11-F-2 CH-1 Family Separation Allowance



Pay Entitlements

Guiding Principles

I ntroduction

References

Before you
begin

Auto-stop
upon PCS
departure

This section provides the guiding principles for Family Separation
Allowance (FSA).

The following references provide additional information about FSA.

(a) U.S. Coast Guard Pay Manual, COMDTINST
M7220.29(series), Section 3-H

(b) Personnel and Pay Procedures Manual, PPCINST
M1000.2(series), Chap 7-B

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

e Multiple entry capability is available for this entitlement. The instructions
on preparing multiple entries for entire units and/or sub departments are
included in this guide.

e FSA-R starts on the date the member departed from the permanent duty
station or first day of authorized travel time, whichever, is later. Before
preparing an entry to start FSA-R, however, you must wait until the
Permanent Change of Station reporting entry has processed in JUMPS;
otherwise, the reporting entry will terminate FSA entitlement.

¢ FSA stops automatically on the day prior to reporting to a new permanent
duty station (PDS), less any leave, proceed time or compensatory absence.
Do not enter a Stop FSA transaction when a member departs PCS. The
system will not reflect the FSA stop until the PCS Reporting Endorsement
on Orders transaction is approved and saved.

FSA (Single/Multiple Entry) stops automatically on the day prior to PCS
departure. Do not enter a Stop FSA transaction when a member departs PCS.

Continued on next page
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Pay Entitlements

Guiding Principles, continued

No entitlement
for members
authorized with
dependent BAH
or BAH-DIFF
based solely on
the payment of
child support

Continuous
period of FSA
entitlement /
Interim FSA

Internal
controls

Supporting
documentation

As stated in section 3.H.1 of the Coast Guard Pay Manual, members who are
authorized a housing allowance based solely on the payment of child support
are not entitled to FSA.

As stated in section 3.H.3.b of the Coast Guard Pay Manual, Continuous FSA
is payable to a member who performs the same type of FSA duty within 30
days (e.g., a member who qualifies for FSA-S, who within 30 days deploys
for an other qualifying period of FSA-S, is entitled to continuous FSA). The
interim period starts the day after the initial deployment and ends the day
prior to redeployment.

JUMPS is programmed to recognize Interim Entitlement. Enter periods of
continuous FSA entitlement as separate transactions with the actual
deployment start and stop dates. If the start date of the second (or subsequent)
transaction is within 30 days of the stop date of the first (or previous)
transaction, JUMPS will automatically pay Interim FSA for the interim
period.

FSA transactions require review and approval by a PAO/CGHRSUP role
user. The approver cannot be the same user that originated the transaction.

CG-2035, Family Separation Allowance Worksheet, is the supporting
document for a FSA transaction. File the completed worksheet in section 3 of
the SPO PDR for 3 years.

II-11-F-4
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Family Separation Housing (FSH) Allowance

Introduction This section provides the procedure for payment of Family Separation
Housing (FSH) Allowance.

Discussion FSH transactions are not supported in Direct Access at this time. Only PPC
(MAS) can input these types of transactions. However, SPOs must input the
BAH transaction to start the member’s BAH entitlement and notify PPC
(MAS) to start the FSH entitlement.

Proceduresfor ~ For members who are entitled to Family Separation Housing (See PAYMAN,

Family Section 3-G-14, entitlement rules), use the following procedure:
Separ ation
Housing (FSH)

Step Action

1 The member must complete a CG-2005, PCS Reporting Worksheet, to start FSH.

2 The unit will endorse the CG-2005, PCS Reporting Worksheet, and forward to the
SPO.

3 Upon Receipt of the CG-2005, PCS Reporting Worksheet, the SPO will:

1. Submit a BAH transaction on the member to start BAH W/dependents using the
zip code of the member’s dependents.

2. Endorse and forward the CG-2005, PCS Reporting Worksheet, to PPC (MAS),
via fax to (785) 339-3760.

4 PPC (MAS) will start the member’s FSH entitlement in a monthly amount equal to
the BAH or OHA payable (for the PDS) to a member without dependents in the same
pay grade.

Family Separation Allowance CH-1 I-11-F-5
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Pay Entitlements

Starting FSA

Introduction This section provides the procedure for starting Family Separation
Allowance.
Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a new FSA entitlement.

Step

Action

-1 11202008 Bl oo | i noon Ql P [ Detail =]

3 i .
In the & incue History mode, click the button shown below.

*Earnings Code: F3A ﬂ Family Separation Allowance

view Al |2 [ 1081 [ 5

al Stop . . Approval . .
*Start Date Time/Seq Stop Date Time/Seq *Earnings Type Description Status gl:u“'"rtch Detail Earning Process Type
[panezoos [ 2512 [oomemoos [ 2513 FeaT Family Separation r Detail =

Allowance, Category T

A new blank row will appear...

*Earnings Code: FSA g Family Separation Allowance

N a 0] o i
Start Date Time/Seq Stop Date Time/Seq Earnings Type Description

- Family Separation .
2 |4 gz006 B 2512 |0510812005 El 2813 FsAT Alowsnee, Category T ™ [~ Detail =1

Enter the Start Date. The current date is automatically displayed. Use the calendar

button 2 to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYY'Y format.
Note: Read the Continuous period of FSA entitlement / Interim FSA block on page 3

The Stop Date may be left blank to pay continuous FSA. If this is a temporary
entitlement, you may enter the stop date.
Note: Read the Continuous period of FSA entitlement / Interim FSA block on page 3

Enter the Earnings Type code “FSA” or use the R/ to search and select from a listing
of available earning types.

Description is pre-filled. Ensure the proper entitlement is shown; repeat the previous
step to select the correct type if necessary.

Continued on next page
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Starting FSA, Continued

Procedur e (continued)

Step Action

6 | Approval Statusis pre-filled. The transaction will remain in a pending (P) status until
it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval status is set to “A”.

7 | Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

8 | Click the APP™ buytton and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.

Supporting Data
1234567 BAS  03115/2011 EMNLBAS
Approval Status; Fending Originator ID: CGHRSONLY
Role Name: CGHRSUP Approver EmpliD; 1234367 =
| 0K I [-Cancell

Click the ES%E""‘“""button. The transaction will be routed, via the worklist, to the
approving official.

10 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Stopping FSA

Introduction  This section provides the procedure for stopping Family Separ ation

Allowance,

Reminder, FSA stops automatically on the day prior to reporting to a new permanent
PCSauto-stop duty station (PDS), less any leave, proceed time or compensatory absence. Do

not enter a Stop FSA transaction when a member departs PCS. The system
will not reflect the FSA stop until the PCS Reporting Endorsement on Orders
transaction is approved and saved.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a stop FSA transaction.

Step | Action
1 In the |Bitonect History] mode, find the row to stop. The stop date will be blank as shown:
*Earnings Code: lm% Family Separation Allowance lll
*Start Date ?i‘ranrt: Stop Date ?itr':"; *Earnings Type Description gfa':[l?al aﬂ;:;ual Detail Approve Earning Process Type
Switch
1 DFWQWIFSNT Q ;ﬁm:ri?%rgng A I MI Approve | | Conversion ==
2[raoirz00t ) [eg0 | [oorzzaonz B [6asa | [FawT @ (AN EPIRCT 4 W Deta| pprove | [Goversion =+ =]
2 Enter the Stop Date for the entitlement by using the calendar button Bl 15 select the
desired date. You can also click & drag over the date field and type the stop date in
MM/DD/YYYY format. The stop date can be future dated.
Note: Read the Continuous period of FSA entitlement / Interim FSA block on page 3
3 Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Business rule edits will not be turned off when this is
selected.
Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.
4

Click the & seve) button (located at the bottom left of the screen) to approve and
transmit the entry.

Family Separation Allowance CH-1 1-11-F-9



Pay Entitlements

This page left blank intentionally.

[I-11-F-10 CH-1 Family Separation Allowance



Pay Entitlements

Correcting FSA

Introduction  This section provides the procedure for correcting Family Separation
Allowance.

Discussion Only the stop date may be corrected. To change the effective start date or an
incorrect earnings type, you must delete the entire row (see the next section
for the procedure to delete FSA) and then start a new FSA entitlement.

Note: JUMPS is programmed to recognize Interim Entitlement. Enter periods
of continuous FSA entitlement as separate transactions with the actual
deployment start and stop dates. If the start date of the second (or subsequent)
transaction is within 30 days of the stop date of the first (or previous)
transaction, JUMPS will automatically pay Interim FSA for the interim
period.

Procedure Follow these steps to correct an incorrect Stop date.

Step Action
1 In the B cenest Histery) mode, find the FSA row to correct.

Click & drag over the Stop Date field to change its value. Dates must be typed in
MM/DD/YYYY format. You may also use calendar buttons Bl ¢ modify dates and
the magnifying glass 4 to change the earning type.

2 Click the & save button located at the bottom left of the screen.

Family Separation Allowance CH-1 -11-F-11
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Deleting FSA

I ntroduction

Discussion

Procedure

This section provides the procedure for deleting Family Separation
Allowance.

The total FSA entitlement will be recouped when using this feature.

Note: JUMPS is programmed to recognize Interim Entitlement. Enter periods
of continuous FSA entitlement as separate transactions with the actual
deployment start and stop dates. If the start date of the second (or subsequent)
transaction is within 30 days of the stop date of the first (or previous)
transaction, JUMPS will automatically pay Interim FSA for the interim
period.

Follow the steps in Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’s entitlements detail page. Then, follow these
steps to enter a deletion of an FSA transaction.

Step

Action

1 In the B canest Histerr) mode, find the FSA row to delete.

Click on the =1 button located in the row to be deleted.

2| Click the =s2vel

button located at the bottom left of the screen.
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Starting FSA (Multiple Entry)

Introduction This section provides the procedure for starting FSA (Multiple Entry). Refer
to E-Mail ALSPO B/11 for access to this component.

Procedure Follow these steps to enter a new FSA (Multiple Entry) entitlement.
Step Action
1 Select Menu items in the following order: Home > Compensate Employees >

Maintain Entitlements > Use > M anage M ultiple Entitlements

The Multiple Entitlement Panel appears as shown below.
f Multiple Entitlements \L

Earnings Code: ||_ Q|  start Date: I EJ  Stop Date: I B
Earnings I Ql

Type:

Department: [AUSCG Q] | =Y I Enlisted W Active
¥ officer ¥ Reserve

¥ Include Parent and Sub Departments

Refresh List | Select All | Unselect All |

2 Type “FSA” in the Earnings Code field shown below or use the magnifying glass
QJ to search and select the Family Separation Allowance Earnings Code.

-Earnings Code: IFSA Q)  start Date: || EJ Stop Date: I (e
*Earnings I Q

Twne:

Note: Be sure to select the proper earnings type.

3 Enter the Start Date. The current date is automatically displayed. Use the calendar
button B to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYY'Y format.

4 The Stop Date may be left blank to pay continuous FSA (Multiple Entry). If this is
a temporary entitlement, you may enter the stop date.

Continued on next page
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Starting FSA (Multiple Entry), continued

Procedur e (continued)
Step Action
5 Complete the “Selection Criteria” fields as outlined below.
Department: |AUSCG Q] | Q) ¥ Enlisted M Active

¥ officer ¥ Reserve

¥ Include Parent and Sub Departments

Field Description/I nstructions
Department | There are 2 lookup boxes located next to Department...

Leavethefirst box set to AUSCG (Active Duty USCG) as
shown below.

Department: [AUSCG Q] | ' Q)

Type the Department Code in the 2™ block or use the Ql 1o
search and select from a listing of available codes.
Enlisted A checkmark M indicates enlisted personnel will be included in
the selection. Click on the box to remove enlisted personnel, if
desired. A blank box [ indicates enlisted personnel have been
removed from the selection criteria.
Active Always leave this item checked.
Officer A checkmark M indicates officers will be included in the
selection. Click on the box to remove officers, if desired. A
blank box [ indicates officers have been removed from the
selection criteria.
Reserve A checkmark M indicates reserve personnel will be included in
the selection. Click on the box to remove reserve personnel, if
desired. A blank box I indicates reserve personnel have been
removed from the selection criteria. Only Reservists on Active
Duty can be entitled to Combat Tax Exclusion.

Include A checkmark M indicates sub departments will be included in

Parent & the selection. Click on the box to remove sub departments, if
Sub desired. A blank box [ indicates sub departments been

Departments | removed from the selection criteria.

Continued on next page
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Starting FSA (Multiple Entry), continued

Procedur e (continued)

Step Action

6 Click the """ | hutton. A listing of personnel meeting the criteria in the
previous step appears in the table below.

Find = (4] 10t 1 [M] 5
Empl
Short Employee Salary .
Selected |Name Description |Classification Grade Department | *EmpliD Eﬁ?

|1| r ‘Coastie,.loe |PER52 ‘Regular ‘WE |uuuuuu “|1111111 g“u ‘|E|

Note: Clicking on this button in later steps will undo all changes.
7 Select Entriesto be Processed:

Click the __%#=*_| button. Each row will in the table will run through a series of
internal edits and all that pass will receive a check mark as shown below.

Empl
Short Employee Salary .
Selected \Name Description |Classification Grade Department | "EmpllD Eﬁ?
q Coastie, Joe PERSZ  |Regular w2 (oooooo | @ |fo [=]1

A check mark in the Selected Column indicates that the entitlement will be
generated and placed in the member’s history file upon saving.

Continued on next page
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Starting FSA (Multiple Entry), continued

Procedur e (continued)

Step Action
8 Removal of Entries From Being Processed:

Review the list and click the ¥ box to remove appropriate entries. A blank box r
indicates that an entry will not be generated upon saving. The =! button can be used
to remove an entire row and gain the same effect.

he _UmeetAl | 1 iton can be used to remove all entries if desired.
9 Add Entriesto Be Processed:
Click the = button in any row to add a blank row.

Type the member’s employee identification number in the EmplID block shown

below or use the magnifying glass QJ to search and select individuals from a list.
Find |= [

[ ] Empl
Selected Name Shurt_ . Emplu_yee_ Salary Department | *EmpliD

Description |Classification |Grade Nhr

1| iM% | Coastie, Joe FERSZ  |Regular w2 |oooooo h111111 J|| [=]
| Qe |=|=]

O
Click on the empty box located in the Selected column so an entry will be generated
upon saving.

Note: Carefully review your work one last time to ensure there are no mistakes
before saving.

10 Click the 22 pytton.
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Stopping FSA (Multiple Entry)

Introduction  This section provides the procedure for stopping FSA (Multiple Entry).

Refer to E-Mail ALSPO B/11 for access to this component.

Reminder, FSA (Multiple Entry) stops automatically on the day prior to PCS departure.
PCSauto-stop Do not enter a PeopleSoft Stop FSA (Multiple Entry) transaction when a
member departs PCS. The system will not reflect the FSA (Multiple Entry)

stop until it is resynchronized with JUMPS.

Procedure Follow these steps to enter a stop FSA (Multiple Entry) transaction.
Step Action
1 Select Menu items in the following order: Home > Compensate Employees >

Maintain Entitlements > Use > Manage Multiple Entitlements

The Multiple Entitlement Panel appears as shown below.

f multiple Entitiements “-._

Earnings Code: || =Y Start Date: I EiJ Stop Date: I B
Earnings I =Y

Type:
Department: |AUSCG k=] | =Y [ Enlisted [V Active
[¥ oOfficer [ Reserve
[+ Include Parent and Sub Departmems
Refresh List | Select All | Unselect All |

Continued on next page
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Stopping FSA (Multiple Entry), Continued

Procedur e (continued)

Step Action

2 Type “FSA” in the Earnings Code field shown below or use the magnifying glass
QJ to search and select the Family Separation Allowance Earnings Code.

-Earnings Code: IFSA Q)  start Date: || EJ Stop Date: I B
*Earnings I Q)

Type:

3 Enter the Earnings Type Code FSA-R (for members on restricted duty where
their dependents can’t join them), FSA-S (for members on a ship for longer than
30 days), or FSA-T (for members on TDY for more than 30 days).

Note: For more information about the different Earnings Types, see the Pay
Manual, Section 3-H.

4 Start Date - Leave blank.

S Stop Date - Enter the date to stop the entitlement.

Continued on next page
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Stopping FSA (Multiple Entry), Continued

Procedur e (continued)

Step

Action

Complete the “Selection Criteria” fields as outlined below.

Department: [AUSCG Q] | (Y, ¥ Enlisted M Active

¥ Include Parent and Sub Departments

¥ officer M Reserve

Field

Description/Instructions

Department

There are 2 lookup boxes located next to Department...
L eavethefirst box set to AUSCG (Active USCG Units) as
shown below.

Department: [AUSCG Q] | I 4

Type the Department Code in the 2" block shown above or use the
QJ (o search and select from a listing of available codes.

Enlisted

A checkmark M indicates enlisted personnel will be included in
the selection. Click on the box to remove enlisted personnel, if
desired. A blank box [ indicates enlisted personnel were removed
from the selection criteria.

Active

A checkmark M indicates active duty personnel will be included
in the selection. Click on the box to remove active duty personnel
if desired.

Officer

A checkmark M indicates officers will be included in the
selection. Click on the box to remove officers, if desired. A blank

box I indicates officers were removed from the selection criteria.

Reserve

A checkmark M indicates reserve personnel will be included in the
selection. Click on the box to remove reserve personnel if desired.
A blank box I indicates reserve personnel were removed from
the selection criteria.

Include
Parent and
Sub
Departments

A checkmark M indicates sub departments will be included in the
selection. Click on the box to remove sub departments if desired.

A blank box I indicates sub departments were removed from the
selection criteria.

Continued on next page

Family Separation Allowance

CH-1 1-11-F-21



Pay Entitlements

Stopping FSA (Multiple Entry), Continued

Procedur e (continued)
Step Action
7 Click the [ e | button. A listing of personnel meeting the criteria in the

previous step appears in the table below.

Eind = [ 1051 [ =
Empl
Short Employee Salary .
’7 Selected ’Narma— Description | Classification |Grade Department "EmpilD Mh'r:l
‘ Coastie, Joe F'ER82 Regular |W2 |DDDDDD || 111111 J“ ‘-‘EI

Note. Clicking on this button in later steps will undo all changes.

8 Select Entriesto be Processed:
Mark the Checkbox in the Selected column for each person you want to create a
transaction on, or you can also click the __seletl | hytton. Each row in the table
will run through a series of internal edits and all that pass will receive a check mark
as shown below.

Selected |Hame ggggriptiun Emzml;tiun g?:g Department | *EmpliD EE?I
mmmm)> (|7 | Coastie, Joe PERS2  |Regular w2 |oooooo | @0 [=]

A check mark in the Selected Column indicates that the entitlement transaction will
be generated for the member(s) upon saving.

9 Removal of Entries From Being Processed:

Review the list and click the M box to remove appropriate entries. A blank box r

indicates that an entry will not be generated upon saving. The =l putton can be
used to remove an entire row and gain the same effect.

L lect All . . .
e | Unselecta | button can be used to remove all entries if desired.

Continued on next page
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Stopping FSA (Multiple Entry), Continued

Procedur e (continued)
Step Action
10 Add Entriesto Be Processed:

Click the - button in any row to add a blank row.
Type the member’s employee identification number in the EmplID block shown

below or use the magnifying glass QJ to search and select individuals from a list.

Find |= M 12062 [ =
Empl
Short Employee Salary .
Selected |[Hame Description | Classification | Gr Department | *Empll Eﬁd
] g
1) M | Coastie, Joe PERSZ  |Regular w2  |oooooo [t all[o =]
3 C Al =]

Click on the empty box located in the Selected column so an entry will be generated

upon saving.

Note: Carefully review your work one last time to ensure there are no mistakes

before saving.

11

Click the & sove button.
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Coast Guard Servicing Personnel Office Manual

Part Il, Pay Entitlements

Chapter 11, Special and Incentive Pays

Section G, Flight Deck Hazardous Duty Incentive Pay

Overview

I ntroduction

Topics

This section provides the procedures for Flight Deck Hazar dous Duty
Incentive Pay. This entitlement is paid to members assigned to duty
involving frequent and regular participation in flight operations on the flight

deck of a ship which aircraft are launched.

The following topics are covered in this section

Topic See Page
Guiding Principles II-11-G-3
Starting Flight Deck Hazardous Duty Incentive Pay II-11-G-5
Deleting Flight Deck Hazardous Duty Incentive Pay 1I-11-G-7
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Pay Entitlements

Guiding Principles

I ntroduction

Reference

Before you
begin

Internal
controls

Supporting
documentation

This section provides the guiding principles for Flight Deck Hazardous Duty
Incentive Pay.

The following reference provides additional information about Flight Deck
Hazardous Duty Incentive Pay.

(a) U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series),
Section 5-C

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3, Employee Entitlements, Basic
Navigation.

Submit this transaction each month a member is entitled to Flight Deck
Hazardous Duty Incentive Pay. Do not submit more than one entry per
month.

The effective date must be during the month the member earns Flight Deck
Hazardous Duty Incentive Pay. The stop date must be within the same month
of entitlement.

FDHDIP transactions require review and approval by a PAO/CGHRSUP role
user. The approver cannot be the same user that originated the transaction.

Per section 5-C-2-a-(2) of reference (a), the Commanding Officer of the cutter
shall designate members for FDHDIP positions in writing. A copy of the
designation is supporting documentation for this transaction.

Flight Deck Hazardous Duty Incentive Pay CH-1 1-11-G-3
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Pay Entitlements

Starting Flight Deck Hazardous Duty Incentive Pay

Introduction This section provides the procedure for starting Flight Deck Hazardous Duty

Incentive Pay.

Procedure Follow the steps in Chapter 3, Employee Entitlements Basic Navigation, to

access the member’s entitlements detail page. Then, follow these steps to
enter a new Flight Deck Hazardous Duty Incentive Pay entitlement.

Step Action
1 If necessary insert a new row to work in.
viewAl |= Kl s5or9 1A 5|
*Earnings Code: FOH @ Flight Deck Hazardous Duly Pay [+]
*Start Date %‘s&s% Stop Date '?it;‘;fsaq *Earnings Type Description Boprove Ei{:l Detail Approve Eaming Process Type
1 |parz1/2011 [ 0000 0000 al P ] Detail| Approve| ==
2 11012004 [ 2535 11302004 B 2536 FDHDI E'Lgt:}iif]’t‘i\'lﬁ;d”“s A [ Detail] Approve | *][=1

2 Enter the Start Date. The current date is automatically displayed. Use the calendar
button £ to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYY'Y format.

3 The Start Timeis pre-filled by the system and must not be changed.

4 The Stop Date may be left blank to pay continuous Flight Deck Hazardous Duty
Incentive Pay. If this is a temporary entitlement, you may enter the stop date.

S Stop Time is pre-filled by the system and must not be changed.

6 Enter the Earnings Type code if known, or use the QJ to search and select from a
listing of available earning types.

7 Description is pre-filled. Ensure the proper entitlement is shown, repeat step 6 to
select the correct type if necessary.

8 Approval Statusis pre-filled. The transaction will remain in a pending (P) status
until it is opened and saved by a CGHRSUP role user. The approver cannot be the
same person who entered the transaction. A transaction is not completed and
transmitted to JUMPS for processing until the approval status is set to “A”.

9 Manual Row Switch (CGHRSUP role users only) Select this field only when

necessary to override pay edits.
Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Continued on next page
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Starting Flight Deck Hazardous Duty Incentive Pay, Continued

Procedur e (continued)

Step Action

10 M Not used. The detail is automatically set when the earnings type for Flight Deck
Hazardous Duty Incentive Pay is selected and the entitlement is saved.

11 | Click the “PP'®€ bytton and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.

Supporting Data
1234567 BAS  03/15/2011 EMNLBAS
Approval Status: Pending Originator ID; CGHRSOMLY
Role Name: CGHRSUP Approver EmpliD; 1234567 =Y
[ oK | [ Cancel

12 Click the "& 522l putton. The transaction will be routed, via the worklist, to the

approving official.

13 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part 11, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Deleting Flight Deck Hazardous Duty Incentive Pay

Introduction This section provides the procedure for deleting Flight Deck Hazardous Duty
Incentive Pay.

Discussion The total Special Duty Assignment Pay entitlement will be recouped when
using this feature.

Procedure Follow the steps in Chapter 3, Employee Entitlements Basic Navigation, to
access the member’s entitlements detail page. Then, follow these steps to
enter a deletion of a Flight Deck Hazardous Duty Incentive Pay transaction.

Step Action

1 In the BfCarest History) mode, find the Flight Deck Hazardous Duty Incentive Pay row
to delete.

Click on the =1 button located in the row to be deleted.

Click the CESD button located at the bottom left of the screen.

Flight Deck Hazardous Duty Incentive Pay CH-1 1-11-G-7
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Coast Guard Servicing Personnel Office Manual
Part I, Pay Entitlements
Chapter 11, Special and Incentive Pays
Section H, Foreign Language Proficiency Pay

Overview

Introduction This section provides the procedures for Foreign L anguage Proficiency Pay
(FLPP). Thisentitlement is paid to enlisted members entitled to basic pay
and performing duties designated as requiring specia skills.

Topics The following topics are covered in this section

Topic See Page
Guiding Principles [1-11-H-3
Entering Foreign Language Test Results [1-11-H-5
Starting FL PP 1-11-H-11
Stopping FLPP 1-11-H-17
Correcting FL PP 11-11-H-19
Deleting FLPP 11-11-H-21
JUMPS Effect 11-11-H-23
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Guiding Principles

I ntroduction

References

Beforeyou
begin

Auto-stop upon
PCSdeparture

Auto-stop on
lapse date

Internal
controls

Supporting
documentation

This section provides the guiding principles for Foreign Language
Proficiency Pay (FL PP).

The following references provide additional information about FLPP.

(8 U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series), Section
4-K

(b) Performance Education and Training Manual, COMDTINST
1500.10(series), Section 9-B.

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3 of this part (Employee
Entitlement Navigation and Data Entry).

FLPP stops automatically on the day prior to PCS departure. Do not enter a
Stop FLPP transaction when a member departs PCS. The system will not
reflect the FLPP stop until the departing endorsement on orders transaction is
approved and saved.

FLPP stops automatically on the date the member’ s language proficiency
exam certification expires. Normally 1-year after the date the exam was
administered. The lapse date is visible on the Foreign Language Test Results
page and the Licenses and Certificates page. The stop date will not be
reflected on the member’ s Employee Entitlements page until the compute
cyclefor the pay period in which the FLPP is stopped and the JUMPS/DA
resynch process is compl eted.

FLPP start transactions require review and approval by a PAO/CGHRSUP
role user. The approver cannot be the same user that originated the
transaction.

Per section Figure 4-8 of reference (@), the Commanding Officer of the unit
shall designate members for Interpreter or Linguist positions in writing. A
copy of the designation is supporting documentation for this transaction.

Continued on next page
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Guiding Principles, continued

Unit FLPP for Foreign Language Speakers (FLS) islimited by the type/number of
Interpreter and  allocations assigned to a unit. Unit Interpreter and Linguist allocations are listed
Linguist in the Coast Guard Portal (Home » Training & Education » Education » Foreign
allocations Language) on the Interpreter and Linguist Allocations spreadsheet.

https://cgportal .uscg.mil/delivery/Satellite' TRAINED/FOREIGNLANGUAGE

FY 2011 FLPP  Effective 1 October 2011, the monthly rates for FLPP increase and the
Rates Defense Language Proficiency Test (DLPT) score levels for which FLPPis
paid will expand.

Members currently receiving FLPP will see the increase reflected in their
October mid-month pay. No action by the member will be required to receive
the new pay rates.

The new rates and FLPP levels are asfollows:

Interpreter Level DLPT Score FL PP Monthly Rate

Interpreter 1 1+/1+ $100

Interpreter 2 1+/20r2/1+ $125

Interpreter 3 2/20r2+/20r 2/2 + $150

Interpreter 4 3/20r2/30r2+/2+ $200

Linguist Level DLPT Score FL PP Monthly Rate

Linguist 1 3/2+o0r2+/3 $250

Linguist 2 3/3 or higher $300
FLPP for FLPP for Foreign Language Speakers (FLS) islimited by the type/number of
Linguistsfilling  allocations assigned to a unit. A member in an Interpreter Allocation is
Inter preter limited to the highest authorized level for an Interpreter with the maximum
allocations monthly rate of $200, even if their DLPT scoreis higher.
FLPP for A member in aLinguist Allocation draws FLPP based on their DLPT score
Interpreters and is authorized to collect FLPP at the lower interpreter rates. For example,
filling Linguist i a member isfilling aLinguist Allocation with a2 +/2 + DLPT score, the
allocations member be is paid $200 a month at the Interpreter 4 level.
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Entering Foreign Language Test Results

Introduction

Update Pending

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

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

or Licenses and Certifications menus will not update the appropriate areas of
the system.

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

results.

Step

Action

1

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

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

Foreign Language Test Results

Find an Existing Value

EmplIC: 11111

Ernpl Red Nar

Employee Classification: v
Last Mame:

First Mame:

SetlD: AUSCG
Company,

Department ﬂ
Social Securiy #:

Job Family, %

Jok Code: QJ

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

Continued on next page
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Entering Foreign Language Test Results, Continued

Step Action
3 The FLP Test Results page will display.

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

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

{ FLP TestResuts Y
EmpliD: 10! Kell
Current Languages View Al First (4] 1 or4 [P La:
Language Interpreter Linguist E;szrie"w Evaluation Date  Expiration Date
Language: g
First [4] 441 of 14
DLET Score Direct Access
Test Score

0 1

0+ 5

1 10

1+ 15

2 20

2+ 25

3 30

3+ 35

4 40

4+ 45

|5 50
Test Results View Al First 4] 101 [ Last
Test: Date: Eillscore:

Save Foreign Language Info

L Return to Search

Continued on next page
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Entering Foreign Language Test Results, Continued

Procedure (continued)

Step Action

3 The Current Languages section will display any language data for a member who has
previous test results entered (example shown below). These fieldsare READ ONLY.
The Interpreter and Linguist qualification check-boxes will be marked by the system,
based on the test scores entered. The Language and Test Results will not be displayed.
Historical test datais not displayed on this page. Go to Test Resultsto view a
member’ s previous test scores.

I.’ FLP Test Resuts Y

EmplID: 86 Smith, Ji

Current Languages View All First (4] 1014 [ Las

Language Interpreter Linguist Fgciency Evaluation Date  Expiration Date
IRussian Linguist 2 06/05/2011 06/05/2012 I

If the member has been tested in more than one language you can use the View All or
arrow links to view the other results

View All  First Kl 5067 O Last

4 Click the lookup icon in the Language field to search for and select alanguage skill
code.

Language: | 4

Continued on next page
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Entering Foreign Language Test Results, Continued

Procedure (continued)

Step

Action

5

The Lookup Language page will display. From the Sear ch Results, click the

Accomplishment code for the test you are recording

Lookup Language Accomplishment M eaning
Accomplishment: AR ArabiC
| Laokup | | Clear | | Cancel | Basic Lookup BH Bahasa (IndoneSi an)
CM Mandarin Chinese
Search Results FLPSWED Swedish
1-12 of 12 FR French
&R HC Haitian-Creole
BH
o JA Japanese
FLPSWED KO Korean
FR
e PO Portqgueﬁe
m RU Russian
ﬁ SP Spanish
) TA Tagalog (Phillipines)
% VI Vietnamese
n
6 The FLP Test Results page will display again.
The Language field will befilled in with the Accomplishment code selected.
Language:| 5P Ql
The Test Results section will display the test number and description based on the
Accomplishment code selected.
Test Results Wiew All First (4] 1.2 012 [¥] Last
Date: E score:
Test: 123457 DLPT - Spanish Write Date: @ Score:
Continued on next page
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Pay Entitlements

Entering Foreign Language Test Results, Continued

Procedure (continued)

Step Action

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

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

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

-
i

BM1 M. |
\

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

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

Test D ate Test Retest Upper
Language Type Range Status Taken Score Waiver Range
Spanish Listening  Laower Completed  2008/058/28 @

Multiple

Chaoice

Spanish Feading Laower Campleted B/08/28
Multiple @
Choice
Utilizethe DL TP Score M ap to gbnvert the L evel score (DLPT-4) or the Test Score
(DLPT-5) into the Direct Accgés Test Score.

Direct Access
Test Score

DLPT Score
u}

o+

1

>

2 20
2+ 25
2 20
3+ 35
4 40
4+ 45

8 Enter the test Date and Direct Access Test Seege into the Test Results section.
Note: Y ou cannot enter a“0”. Leaving the score astsank resultsin writing a"0" to the
database.

View Al First [ T2e2 [M] Last

Test: 123456  DLPT - Spanish Read Date\08M10/2011 Ju] Scme:

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

Continued on next page
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Entering Foreign Language Test Results, Continued

Procedure (continued)

Step

Action

9

Click the __SaveForeian Language Info_| py 1140 to save the test scores. Thiswill update the
member's Test Results, Languages, and Licenses & Certifications and permit the
SPO to start Foreign L anguage Proficiency Pay if the member's Commanding Officer
authorizesit.

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

[1-11-H-10 CH-2 Foreign Language Proficiency Pay
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Starting FLPP

Introduction This section provides the procedure for starting Foreign L anguage
Proficiency Pay.

Procedure Follow the stepsin Chapter 3 of this part (Employee Entitlement Navigation
and Data Entry) to access the member’ s entitlements detail page. Then,
follow these steps to enter anew FLPP entitlement.

Step Action
1 If necessary, insert a new blank row to work in:

In the @meHston) 1 oie dlick the T2 button shown below.

*Earnings Code: IFLP Ql Foreign Language Profiency Pay

N Start op " _ e Approval ; _
'Start Date Time/Seq Stop Date Time/Seq Earnings Type Description Status ggrnch Detail Approve Earning Process Type
Foreign Language .
01427/2006 Ei] 2508 06/ 5/2006 ] 9997 FLPP Proficiency Pay A [T Detail| Approve 1
A new blank row appears...
*Earnings Code: IFLF' =Y Foreign Language Profiency Pay
Manual
M al op " _ . Approval = _
'Start Date Time/Seq Stop Date Time/Seq Earnings Type Description Status Fs{af":ch Detail Approve Earning Process Type
w |11s1er2008 B ooon 2 nooo Ql P - Deta\ll Approve =1
Fareign Language
2 [otsz7r2006 (] 2508 [versizo06 B 9997 FLPP Proficiency Fay A [l Deta\ll Approve =

2 Enter the Start Date. The current date is automatically displayed. Use the calendar

button &/ to select the desired date. You can also dlick & drag over the date field to
select the date and type the start datein MM/DD/YY Y'Y format.

3 Stop Date. If thisis atemporary entitlement (TDY or short-term AD), you may enter
the stop date, otherwise |eave the stop date blank. FLPP will stop on the date the
member’ s language proficiency exam certification expires. Normally 1-year after the
date the exam was administered. The lapse date is visible on the Foreign Language
Test Results page and the Licenses and Certificates page.

4 Enter the Earnings Type Description code “FLP” or use the QA to search and select
from alisting of available earning types.

5 Description is pre-filled. Ensure the proper entitlement is shown, repeat step 4 to
select the correct type if necessary.

Continued on next page
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Starting FLPP, continued

Procedure (continued)

Step Action

6 Approval Statusis pre-filled. The transaction will remain in apending (P) status
until it is opened and saved by a CGHRSUP role user. The approver cannot be the
same person who entered the transaction. A transaction is not completed and
transmitted to JUMPS for processing until the approval statusissetto “A”.
7 Manual Row Switch (CGHRSUP role users only) Select thisfield only when
necessary to override pay edits.
Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Click the [oetar] button to access the Supporting Data input page.

Click the Lookup Icon @l next to the Accomplishment field.

The Lookup Accomplishment page will open. Click thei@fj_l button to search for the
member’ s language skill(s).

Lookup Accomplishment

EmpliD: 104

Accomplishment:

| Lookop | | Clear | | Cancel | Basic Looku

Search Results

Accomplishment

BU

Select the language skill from the available list of accomplishments. If no matching
values are found, the member does not have an approved/eligible Test Resultsfor FLP
(See Entering Foreign Language Test Results beginning on page I1-11-H-5.)

1of1

Continued on next page
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Starting FLPP, continued

Procedure (continued)

Step

Action

9

Click the drop-down menu next to the FL P Proficiency Code field.

FLP Proficiency Code: =

Select the FLP pay level from thelist. Thelist of FLP pay levelswill differ depending on
the effective date of the transaction.

For transactionswith an effective start date of 30 September 2010 or earlier:

There are two FLP pay levels:

Supporting Data
109 FLP 09/08/2011 FLPP
Accomplishment; SP Q] Spanish
FLP Proficiency Code: vt
| ok || cCancel| [interpret
Linguist

War ning: Selecting the wrong FLP Proficiency Code will result in incorrect payment
to the member. If amember isqualified asaLinguist, they are also qualified as an
Inter preter. However, if the member isnot assigned to a L inguist position (billet)
they cannot be paid the higher FL PP rate for a Linguist qualification. The
Interpreter FLP proficiency code must be selected when the member is eligible for
FLPP for assignment as a unit collateral duty interpreter, even if the member isa
qualified Linguist. Linguist designations are listed in the Coast Guard Portal (Home »
Training & Education » Education » Foreign Language). Do not select the Linguist
FLP Proficiency Code option if the member is not assigned to a Linguist position
listed in the Interpreter and Linguist Allocations spreadsheet available at

https://cgportal .uscg.mil/delivery/Satellite/ TRAINED/FOREIGNLANGUAGE

Continued on next page
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Starting FLPP, continued

Procedure (continued)

Step Action
9 For transactionswith an effective start date of 1 October 2011 or later:
There are six FLP pay levels:
Supporting Data
104 FLP 1000172011 FLPF
Accomplishment; RU QJ Russian
FLP Proficiency Code:
838 | Cancel | Intrptr 1
Intrptr 2
Intrptr 3
Intrptr 4
Linguist 1
Linguist 2
Select the FLP Proficiency Code that matches the member’s Proficiency Level (Except in
the case of amember with aLinguist 1 or Linguist 2 proficiency level who filling a unit
Interpreter allocation, select “Intrptr4” for these members). The member’ s proficiency
level isviewable on the Languages page:
Home = Develop Workforce = Manage Competencies (GBL) = Use > Languages
{ Languages }
Jobert J 1D: 105
: view Al First [4] 4
“Language Linquist Interpreter Teacher P°“°ie“°" Read Write Evaluation Dat
[FR @ French ] Ed 5] @ 1+ - ~ [ogr0zi2011 £
Note: Making changes on the Languages page will not qualify the member for FLPP.
The Foreign Language Test Results page must used to record DLPT resullts.
See Entering Foreign Language Test Results beginning on page 11-11-H-5.
The system will not allow you to save the transaction if the FLP Proficiency Code you
selected isfor apay level that exceeds the member’ s Foreign Language Test Results
Proficiency Level. However, the system will not prevent you from erroneously
authorizing Linguist pay when the member isonly filling an interpreter allocation. See the
warning on the following page.
Continued on next page
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Starting FLPP, continued

Procedure (continued)

Step

Action

9

Warning: A member in an interpreter allocation is limited to the highest authorized
level for an interpreter (Intrptr 4), even if their DLPT scoreis higher. The Intrptr4
FLP proficiency code must be selected when the member is aqualified Linguist but
eligible for FLPP due to assignment as a unit collateral duty interpreter. Linguist
designations are listed in the Coast Guard Portal (Home » Training & Education »
Education » Foreign Language). Do not select the Linguist FLP Proficiency Code
option if the member is not assigned to a Linguist position listed in the Interpreter and
Linguist Allocations spreadsheet available at

https://cgportal .uscg.mil/delivery/Satellite/ TRAINED/FOREIGNLANGUAGE.

10

Click the APP"2& | hytton and enter the Approving Official’s Employee I D number in
the Approver EmplID field of the Supporting Data section.

Suppeorting Data

11 FLP  08/10/2011 FLPP
Approval Status: Pending Originator ID: 3046

Role Name: CGHRSUP Approver EmpliD: 1234567 Q)
| 0K || Cancel |

Click the [ oK ] button to return to the Entitlement Detail view.

11

Click the & sove) button. The transaction will be routed, viathe worklist, to the
approving official.

12

The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part 11, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Stopping FLPP

Introduction  This section provides the procedure for stopping Foreign L anguage

Proficiency Pay.

Reminder -- FL PP stops automatically on the day prior to PCS departure. Do not enter a
auto-stops Direct Access Stop FL PP transaction when a member departs PCS. The

system will not reflect the FL PP stop until the departing endorsement on PCS
orders transaction is approved and saved.

FLPP stops automatically on the date the member’ s language proficiency
exam certification expires. Normally 1-year after the date the exam was
administered. The lapse date is visible on the Foreign Language Test Results
page and the Licenses and Certificates page. The stop date will not be
reflected on the member’ s Employee Entitlements page until the compute
cyclefor the pay period in which the FLPP is stopped and the JUMPS/DA
resynch process is compl eted.

Procedure Follow the stepsin Chapter 3 of this part (Employee Entitlement Navigation

and Data Entry) to access the member’ s entitlements detail page. Then,
follow these steps to stop a FL PP transaction.

Step Action
1 | In the [EFCanect History] mode, find the row to stop. The stop date will be blank as shown:
Entitlements
*Earnings Code; lﬁﬂ Foreign Language Profiency Pay
viewall |« [ 1202 [ 5|
*Start Date ﬂr?lrt:!Seq Stop Date ﬂrl:lr:a!Seq *Earnings Type Description AS?;LUSWI EE:;::I Detail Approve Earning Process Type
1 ml— 0000 FLPP Ef;ﬁiﬁgnﬁ”pg:fge A et Approve =]
7 [0r272008 B3] 2508 [0En52008 B sasr PP ;?ﬂ'gfgn'gnpga”fge A r M Anprove =1
2 Enter the Stop Date for the entitlement by using the calendar button EJ o select the
desired date. Y ou can aso click & drag over the date field and type the stop date in
MM/DD/YYYY format. The stop date can be future dated.
3 . ﬁ Sawe
Click the button (located at the bottom left of the screen) to approve and
transmit the entry.
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Correcting FLPP

Introduction  This section provides the procedure for correcting Foreign L anguage
Proficiency Pay.

Discussion Only the FLP Proficiency Code (FLP pay level) and stop date may be
corrected. To change the effective start date or an incorrect earnings type,
you must delete the entire row and then start a new FL PP entitlement.

Procedure Follow these steps to correct an incorrect Stop date.
Step Action
1 In the | Bicenest History] mode, find the Foreign Language Proficiency Pay row to
correct.

To correct the FLP Proficiency Code:
o Refer to the data entry instructions in the Starting FL PP section.
To correct the Stop Date:
e Click & drag over the Stop Date field to changeits value. Dates must be

typed in MM/DD/YYYY format. Y ou may also use calendar buttons Bl to
modify dates and the magnifying glass Q 1o change the earning type.

Click the & save) button located at the bottom left of the screen.
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Deleting FLPP

Introduction  This section provides the procedure for deleting Foreign Language
Proficiency Pay.

Discussion The total Foreign Language Proficiency Pay entitlement will be recouped
when using this feature.

Procedure Follow the stepsin Chapter 3 of this part (Employee Entitlement Navigation
and Data Entry) to access the member’ s entitlements detail page. Then,
follow these steps to delete a FLPP transaction.

Step Action
1 In the [E& Carect History] mode, find the Foreign Language Proficiency Pay row to delete,

Click on the =1 button located in the row to be del eted.
Click the & save) button located at the bottom left of the screen.
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JUMPS Effect

I ntroduction

Start FLPP

Stop FLPP

Pay segment

This section describes the transactions created and segments modified in
JUMPS when a Start or Stop FLPP entitlement row is saved in Direct Access.

Creating and saving a new FL PP entitlement row generates a P607
transaction with the following variable data element:

Code Element Description
71 | 2 Character Alpha- | FLP JUMPS Code (the code used to look up
Numeric Code (1F, | the amount in the pay table. See “ Object
2F, 3F, etc.) Code’ on the following page for a complete
list.)
72 | Upto 8 Alpha FLP Language Indicator
Characters (Two
charactersin use at
thistime)
73 | YYYYMMDD FLP Lapse Date (the expiration of the
member's certification)

The transaction effective date/time is derived from the Direct Access Start
Date/Time fields.

Completing the Stop Date field of an FLPP entitlement row in Direct Access
will generate a P625 transaction with the following variable data element
when the transaction is saved:
Code Element Description

71 Foreign Language Proficiency Pay
The transaction effective date/time is derived from the Direct Access Stop
Date/Timefields.

Segment 14 is updated by the FLPP transaction. The segment contains
information on a member's entitlement to Foreign Language Proficiency Pay.
Example:

HIST COHMPUTE OBJECT AMOUNT
28a705 4 119082 $150.00
EFFOTE TIHE DTPROC SLC PAT DTPREP DIST RU FORM ENT ACTION
START 20060518 9999 20060707 © PPS5S 20080829 08 00 67 PEAT
STOP 2007051E 9999 20070420 0 AUP 20070420 X

LAPSE DT LANGUAGE FLP-RATE
20070518 5P 3F

Continued on next page
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JUMPS Effect, Continued

Segment 14 This table describes fields unique to Segment 14. Please see Part 1X, JUMPS,

datafields for descriptions of fields common to all segments.
Field Description
OBJECT Object Code:

Officer | Enlisted Category Amt Description J(L:J(I;/ldF;S

11900 | 11950 Level 1 $100 Int 1 FLPP 1F
Interpreter

11901 | 11951 Level 2 $125 Int 2 FLPP 2F
Interpreter

11902 | 11952 Level 3 $150 Int 3 FLPP 3F
Interpreter

11903 | 11953 Level 4 $200 Int 4 FLPP 4F
Interpreter

11904 | 11954 Level 1 $250 Ling 1 FLPP | 5F
Linguist

11905 | 11955 Level 2 $300 Ling 2 FLPP | 6F
Linguist

1190 | 11956 7F

6

%190 11957 Not Used 8F

1190 | 11958 9F

8

AMOUNT Monthly rate from pay tables. Corresponds to the Object
Code and JUMPS Code shown above.

LAPSE DT Date member’ s language proficiency exam certification
expires. Normally 1-year after the date the exam was
administered.

LANGUAGE | Two letter abbreviation describing the foreign language the
member is certified in.

Examples (not all inclusive):

SP — Spanish

RU — Russian

FLP RATE Alpha-numeric code describing the FLP pay proficiency
level (JUMPS Code as shown in the Object Code table
above)
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Part Il, Pay Entitlements
Chapter 11, Special and Incentive Pays
Section |, Hardship Duty Pay

Overview

Introduction This section provides the procedures for Hardship Duty Pay. This
entitlement is paid monthly to members entitled to basic pay and performing
duty designated by the Secretary of Defense as Hardship Duty.

Topics The following topics are covered in this section
Topic See Page
Guiding Principles 11-11-1-3
Starting Hardship Duty Pay II-11-1-5
Stopping Hardship Duty Pay II-11-1-7
Correcting Hardship Duty Pay 1I-11-1-9
Deleting Hardship Duty Pay II-11-1-11
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Guiding Principles

Introduction

References

L ocations and
Rates

Before you
begin

Auto-stop upon
PCSdeparture

Internal
controls

Supporting
documentation

This section provides the guiding principles for Hardship Duty Pay.

The following references provide additional information about Hardship Duty
Pay.

(a) U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series),
Section 4-A

(b) DOD Financial Management Regulations, Volume 7a: Military Pay
Policy and Procedures - Active Duty and Reserve Pay, Chap 17

See reference (b), for a list of HDP locations and rates.

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3 of this part (Employee
Entitlement Navigation and Data Entry).

Note: Do not pay Hardship Duty Pay when a member is entitled to Career Sea
Pay.

Hardship Duty Pay stops automatically on the day of PCS departure. Do not
stop a Hardship Duty Pay transaction when a member departs PCS.

Hardship Duty Pay start transactions require review and approval by a
PAO/CGHRSUP role user. The approver cannot be the same user that
originated the transaction.

Per Figure 4-1 of reference (a), PCS or TDY orders are required for this
entitlement.

Hardship Duty Pay
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Starting Hardship Duty Pay

Introduction This section provides the procedure for starting Hardship Duty Pay.

Procedure Follow the steps in Chapter 3 of this part (Employee Entitlement Navigation

and Data Entry) to access the member’s entitlements detail page. Then,
follow these steps to enter a new Hardship Duty Pay entitlement.

Step

Action

ﬂpmzrznnz Ed [ooat | ) oo | =Y F [ |Detail] Approve || = [+ =]

H I .
In the 7 LEEDLT mode, click the button shown below.

*Earnings Code: |HDP =Y Hardship Duty Pay - Location

Manual

Start Stop Approval o

*Start Date Stop Date *Earnings Type Description W Detail Approve Earning Process Type

Switch

1 [rziovizoot ) [eves | [ozzzzovz ] [sess | [HoFLOC ﬂﬁ;g:ig‘np DutyPay- ®  Detai| Agprove (D=1

A new blank row appears...
*Eamnings Code: | ey Hardship Duty Pay - Location

a
Time/Seq Time/Seq

Manual

Start Stop Approval

*Start Date Time StopDate “Earnings Type Description Row  Detail Approve Earning Process Type

Stats - coiten

Time

2[12i0172001 B [osee | [02722r2002 [ [esee | JAoPLOC g[‘jggﬁgf Duty Pay- @ |Detail [approve | [Corwersion ===

Enter the Start Date. The current date is automatically displayed. Use the calendar

button £ to select the desired date. You can also click & drag over the date field to
select the date and type the start date in MM/DD/YYY'Y format.

The Start Time is pre-filled by the system and must not be changed.

AW

The Stop Date may be left blank to pay continuous Hardship Duty Pay. Ifthisisa
temporary entitlement, you may enter the stop date.

62

Stop Time s pre-filled by the system and must not be changed.

»

Enter the Earnings Type code “HDP” or use the QA to search and select from a
listing of available earning types.

Description is pre-filled. Ensure the proper entitlement is shown, repeat step 6 to
select the correct type if necessary.

Approval Statusis pre-filled. The transaction will remain in a pending (P) status
until it is opened and saved by a CGHRSUP role user. The approver cannot be the
same person who entered the transaction. A transaction is not completed and
transmitted to JUMPS for processing until the approval status is set to “A”.

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Continued on next page
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Starting Hardship Duty Pay, Continued

Procedur e (continued)

Step Action

10 Click the MI button to bring up the Supporting Data screen below:

Supporting Data

1080807 HOP  08r23i2002  HDPLOC .
See reference (b), Figure
17-1 for a list of HDP
Foreign Country || =Y locations and rates.
Dollar Amount: I':'-':”:'
| Ok || Cancel |

Click the magnifying glass QJ next to the Foreign Country and select the country
where the member stationed for Hardship Duty Pay Location entitlement. (Although
not a * foreign country” , certain locations in the State of Alaska are eligible for
HDP-L.)

Enter the amount of Hardship Duty Pay Location shown in the Pay Manual in the
Dollar Amount field.

Click the button when finished.

11 Click the “PP'®& bytton and enter the Approving Official’s Employee | D number
in the Approver EmplID field of the Supporting Data section.

Supporting Data
1234567 BAS  03M5/2011 ENLBAS
Approval Status: Pending Originator ID: CGHRSONLY
Role Name: CGHRSUP Approver EmpliD: 1234567 Q)
| 0K I [ Cancel |

12 Click the ES45""‘31'button. The transaction will be routed, via the worklist, to the
approving official.

13 The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Stopping Hardship Duty Pay

Introduction  This section provides the procedure for stopping Hardship Duty Pay.

Reminder, Hardship Duty Pay stops automatically on the day of PCS departure. Do not

PCSauto-stop enter a PeopleSoft Stop Hardship Duty Pay transaction when a member
departs PCS.

Procedure Follow the steps in Chapter 3 of this part (Employee Entitlement Navigation

and Data Entry) to access the member’s entitlements detail page. Then,
follow these steps to stop a Hardship Duty Pay transaction.

Step

Action

In the!EBCanest History) mode, find the row to stop. The stop date will be blank as shown:

*Earnings Code: |HOF =Y Hardship Duty Pay- Location

rt
Time Stop Date

1 |Dﬂ [ |24UD IHDPLOC =Y anc::tsigl;p DutyPay- [  Detail Appmve“Conversion =l =]
2[izorizo07 | [es0a | [ozizzzons ) [a9ag | rorLoe | [arshbDubPay- W |Detail [pprave | [Conversion = =]

*Start Date

Stop *Earnings Type Description Status Row Detail Approve Earning Process Type

Time

Enter the Stop Date for the entitlement by using the calendar button B 5 select the
desired date. You can also click & drag over the date field then Type the stop date
in MM/DD/YYYY format. The stop date can be future dated.

Stop Time s pre-filled by the system and must not be changed.

AW

Approval Statusis pre-filled. The status will automatically change from Pending
(P) to Approved (A) upon saving.

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Business rule edits will not be turned off when this
is selected.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

M Do Not Use. The detail is automatically set when the earnings type for
Hardship Duty Pay is selected and the entitlement is saved.

eerove 56 ot used. Payment of Hardship Duty Pay does not require audit and
approval.

(oe]

Earnings Process Typeis not required. Disregard this field.

©

Click the WESD) button (located at the bottom left of the screen) to approve and
transmit the entry.

Hardship Duty Pay CH-1 -11-1-7
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Correcting Hardship Duty Pay

Introduction  This section provides the procedure for correcting Har dship Duty Pay.

Discussion Only the stop date may be corrected. To change the effective start date or an
incorrect earnings type, you must delete the entire row (see the next section
for the procedure to delete Hardship Duty Pay) and then start a new Hardship
Duty Pay entitlement.

Procedure Follow these steps to correct an incorrect Stop date.

Step Action

1 In the |BiCarest History) mode, find the Hardship Duty Pay row to correct.

Click & drag over the Stop Date field to change its value. Dates must be typed in
MM/DD/YYYY format. You may also use calendar buttons Bl ¢o modify dates and

the magnifying glass Ql to change the earning type.

2| Click the "Bsavel

button located at the bottom left of the screen.

Hardship Duty Pay CH-1 11-11-1-9
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Deleting Hardship Duty Pay

Introduction  This section provides the procedure for deleting Har dship Duty Pay.

Discussion The total Hardship Duty Pay entitlement will be recouped when using this
feature.
Procedure Follow the steps in Chapter 3 of this part (Employee Entitlement Navigation

and Data Entry) to access the member’s entitlements detail page. Then,
follow these steps to enter a deletion of a Hardship Duty Pay transaction.

Step Action

1 In the [BiCarestHistory) mode, find the Hardship Duty Pay row to delete.

Click on the =1 button located in the row to be deleted.

Click the CESD button located at the bottom left of the screen.

Hardship Duty Pay CH-1 I1-11-1-11
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Coast Guard Servicing Personnel Office Manual
Part Il, Pay Entitlements
Chapter 11, Special and Incentive Pays
Section J, High Pressure Chamber Hazardous Duty

Incentive Pay

Overview

Introduction  This section provides the procedures for High Pressure Chamber
Hazar dous Duty I ncentive Pay (High Pressure Chamber HDIP). This
entitlement is payable to members who serve inside a high-pressure chamber
as a qualified inside instructor-observer. Payments are made on a monthly
basis. The member must re-qualify by making at least one hyperbaric
chamber dive during the calendar month to qualify for payment that month.

Topics The following topics are covered in this section
Topic See Page
Guiding Principles 11-11-J-3
Starting High Pressure Chamber HDIP II-11-J-5
Stopping High Pressure Chamber HDIP II-11-J-7
Correcting High Pressure Chamber HDIP 11-11-J-9
Deleting High Pressure Chamber HDIP II-11-J-11
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Guiding Principles

I ntroduction

Reference

Before you
begin

Auto-stop
upon PCS
departure

Supporting
documentation

Internal
controls

This section provides the guiding principles for High Pressure Chamber
Hazardous Duty Incentive Pay.

The following reference provides additional information about High Pressure
Chamber Hazardous Duty Incentive Pay.

(a) U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series), Section
5-D

(b) Coast Guard Diving Policies & Procedures, Volume I,
COMDTINST M3150.1 (series)

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

Submit an entry for each month that a member qualifies for High Pressure
Chamber Hazardous Duty Incentive Pay. A member entitled to High Pressure
Chamber Hazardous Duty Incentive Pay along with Diving Duty Pay is not
authorized to draw an additional hazardous duty incentive pay for the same
period.

High Pressure Chamber HDIP stops automatically on the day of PCS
departure. Do not stop a High Pressure Chamber HDIP transaction when a
member departs PCS. The system will not reflect the High Pressure Chamber
HDIP stop until it is resynchronized with JUMPS.

The qualification and designation letters described in chapter 2 of reference (b)
constitute the Diving Orders and serve as supporting documentation for High
Pressure Chamber Duty Incentive Pay.

Diving duty pay transactions require review and approval by a
PAO/CGHRSUP role user. The approver cannot be the same user that
originated the transaction.

High Pressure Chamber HDIP
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Starting High Pressure Chamber HDIP

Introduction This section provides the procedure for starting High Pressure Chamber
HDIP.
Procedure Follow the steps in Chapter 3 of this part (Employee Entitlement Navigation

and Data Entry) to access the member’s entitlements detail page. Then,
follow these steps to enter a new High Pressure Chamber HDIP entitlement.

Step

Action

In the Bl incde Histry) mode, click the button shown below.

*Earnings Code: |HPC & High Pressure Ghamber

Manual
*Earnings Type Description g:a;:ju:al Row  Detail Approve Earning Process Type

Start Stop
Time/Seq Switch

Start Date Time/Seq

Stop Date

1 framiizoo 6 [pese [ozamonaEl fasss | [echa QJpEEresRe W Detai| Approve | [Conversion -

A new blank row appears...
“Earnings Code: [HPC Q) High Pressure Gharmber

Manual
*Earnings Type Description gra':g'al Row Detail Approve Earning Process Type

Switch

Start Stop

*Start Date Time Stop Date Time

B> 1 2272002 B fooor | | 63 [z2a00 | [Hpcrme | @) HishvPressure A m  Detai] Approve | [Conversion ==

21270172001 &) [ovss | [2r2272002 [ [a998 | [HPCHMB gg‘hg;r:npbr:rsagli A @ Detail approve | [Conversion =+ [=]

2

Enter the Start Date. The current date is automatically displayed. Use the calendar

button 2! to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MM/DD/YYYY format.

The Start Time is pre-filled by the system and must not be changed.

The Stop Date may be left blank to pay continuous High Pressure Chamber HDIP. If
this is a temporary entitlement, you may enter the stop date.
Note: If the member is entitled through the end of the month, the last day of the

month must be entered.

(63}

Stop Time s pre-filled by the system and must not be changed.

Enter the Earnings Type code “HPC” or use the Q) to search and select from a
listing of available earning types.

Description is pre-filled. Ensure the proper entitlement is shown, repeat step 6 to
select the correct type if necessary.

Approval Statusis pre-filled. The transaction will remain in a pending (P) status
until it is opened and saved by a CGHRSUP role user. The approver cannot be the
same person who entered the transaction. A transaction is not completed and
transmitted to JUMPS for processing until the approval status is set to “A”.

Continued on next page
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Starting High Pressure Chamber HDIP, continued

Procedur e (continued)

Step Action

9 Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

10 | Click the APP™| button and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.

Supporting Data
1234567 BAS  03/15/2011 EMLBAS
Approval Status: Pending Originator ID: CGHRSOMLY
Role Name: CGHRSUP Approver EmpliD: 1234567 =Y
[ oK I [-Eancell

11 Click the ES#E"‘“:""button. The transaction will be routed, via the worklist, to the
approving official.

12 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part 11, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Stopping High Pressure Chamber HDIP

Introduction This section provides the procedure for stopping High Pressure Chamber
HDIP.

Reminder, High Pressure Chamber HDIP stops automatically on the day of PCS

PCSauto-stop departure. Do not enter a PeopleSoft Stop High Pressure Chamber HDIP
transaction when a member departs PCS. The system will not reflect the High
Pressure Chamber HDIP stop until it is resynchronized with JUMPS.

Procedure Follow the steps in Chapter 3 of this part (Employee Entitlement Navigation
and Data Entry) to access the member’s entitlements detail page. Then,
follow these steps to stop a High Pressure Chamber HDIP transaction.

Step Action

1 In the Bitorest History) mode, find the row to stop. The stop date will be blank as shown:

*Earnings Code: IHPC J High Pressure Chamber

Manual

*Start Date ?it:g Stop Date ﬁ"::; *Earnings Type Description 2:';&1“' Row Detail Approve Earning Process Type
Switch
1 b?ﬂﬂ ﬂIMDD |HPCHMEI al ghgahmzrzrsiigli N Il Delanl Approve |Cunver5iun =l =1
High-Pressure ; -
2 -
[Tzro17z001 B9 [oven | [Dzrzziz002 ) [soms | [HPcHme <y Chamber DI A ¥ Delail approve| [Conversion = =]

2 Enter the Stop Date for the entitlement by using the calendar button B o select the
desired date. You can also click & drag over the date field and type the stop date in
MM/DD/YYYY format. The stop date can be future dated.

Note: If the member is entitled through the end of the month, the last day of the
month must be entered.

3 Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Business rule edits will not be turned off when this is

selected.
Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

4 M Do Not Use. The detail is automatically set when the earnings type for High
Pressure Chamber HDIP is selected and the entitlement is saved.

5 Ml is not used. Stopping payment of High Pressure Chamber HDIP does not
require audit and approval.

6 Click the B save) button (located at the bottom left of the screen) to approve and
transmit the entry.
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Correcting High Pressure Chamber HDIP

Introduction  This section provides the procedure for correcting High Pressure Chamber
HDIP.

Discussion Only the stop date may be corrected. To change the effective start date or an
incorrect earnings type, you must delete the entire row (see the next section
for the procedure to delete High Pressure Chamber HDIP) and then start a
new High Pressure Chamber HDIP entitlement.

Procedure Follow these steps to correct an incorrect Stop date.

Step Action

1 In the EfCarest History) mode, find the High Pressure Chamber HDIP.

Click & drag over the Stop Date field to change its value. Dates must be typed in

MM/DD/YYYY format. You may also use calendar buttons Bl 1o modify dates and
the magnifying glass @ to change the earning type.

2 | Click the "Es2vel

button located at the bottom left of the screen.

High Pressure Chamber HDIP CH-1 11-11-3-9
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Deleting High Pressure Chamber HDIP

Introduction  This section provides the procedure for deleting High Pressure Chamber
HDIP.

Discussion The total High Pressure Chamber HDIP entitlement will be recouped when
using this feature.

Procedure Follow the steps in Chapter 3 of this part (Employee Entitlement Navigation
and Data Entry) to access the member’s entitlements detail page. Then,
follow these steps to delete a High Pressure Chamber HDIP transaction.

Step Action

1 In the EfCarest History) mode, find the High Pressure Chamber HDIP row to delete.

Click on the =] button located in the row to be deleted.

2 Click the & save) button located at the bottom left of the screen.

High Pressure Chamber HDIP CH-1 1-11-J-11
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Coast Guard Servicing Personnel Office Manual
Part Il, Pay Entitlements
Chapter 11, Special and Incentive Pays

Section K, Hazardous Duty Incentive Pay for Visit, Board,
Search and Seizure (HDIP-VBSS) Boarding Team Members

Overview

Introduction This section provides procedures for Hazardous Duty Incentive Pay for Visit,
Board, Search and Seizure (HDIP-VBSS) Boarding Teams.

Topic See Page
Guiding Principles II-11-K-3
Starting HDIP-BVSS II-11-K-5
Deleting HDIP-VBSS 11-11-K-7
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Guiding Principles

Introduction This section provides the guiding principles for Hazardous Duty Incentive
Pay for Visit, Board, Search and Seizure (HDIP-VBSS) Boarding Teams.

Discussion Hazardous Duty Incentive Pay (HDIP-VBSS) is paid to designated Coast
Guard and Coast Guard Reserve Members who meet certain requirements.

Reference The following reference provides the policy for payment of Hazardous Duty
Incentive Pay for Visit, Board, Search and Seizure (HDIP-VBSS) Boarding
Teams.

(a) Coast Guard Pay Manual, COMDTINST M7220.29(series),
Section 5-E

Beforeyou If you are not familiar with the employee entitlement basic navigation

begin instructions, they can be found in Chapter 3, Employee Entitlements, Basic
Navigation.

Eligibility Per reference (a), members who qualify and receive HDIP for flight deck

Requirements duties may not receive another HDIP (including —VBSS) for the same
period. Boarding Team Members must be assigned to an authorized HDIP-
VBSS eligible billet, and complete a minimum of three operational boarding
evolutions.

HDIP-VBSSis HDIP-VBSS is a monthly entitlement. A new entry is required for each

aMonthly month the member is qualified to receive HDIP-VBSS.

Entitlement

Internal HDIP-VBSS transactions require review and approval by a PAO/CGHRSUP

controls role user. The approver cannot be the same user that originated the
transaction.

Continued on next page
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Pay Entitlements

Guiding Principles, continued

Supporting Per section 5-E-C of reference (a), the Commanding Officer shall designate
documentation  members for HDIP-VBSS positions in writing. A copy of the designation is
supporting documentation for this transaction.
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Starting HDIP-BVSS

Introduction This section provides the procedure for starting HDIP-VBSS

Procedure Follow the steps in Chapter 3, Employee Entitlements Basic Navigation, to
access the member’s entitlements detail page. Then, follow these steps to start
HDIP-VBSS.
Step Action
1 | Follow the menu path: Enterprise Menu>Compensate Employees>Maintain

Entitlements>Use>Employee Entitlements.
Enter the member’s Employee ID then click

2 | If an HDIP-VBSSrow existsin the Summary Panel:
Click the °°""Us| bytton adjacent to Visit, Board, Search & Seizure. The Employee
Entitlement Detail screen will appear. (Go to Step 5)
If an HDIP-VBSS row doesn’t exist in the Summary Panel...
Click a &1 button to the right of any entitlement. A blank entitlement line will appear
below whichever line is selected.
Next, type “VBS” in the look-up box (Y or use the magnifying glass to search for
and select the Visit, Board, Search and Seizure earning code. You can also click the
[Lookup | hutton to see a listing.

3 | To minimize your search results, Select Incentive Pay from the Entitlement Category
dI‘Op—dOWl’l menu. EntitlementCategow:I _'_I
Then click on the LL22kue | button.

4 | Select the Earnings Code VBS

Search Results

1-5 of 5
arnings Code Description Entitlement Category
o Awiation Career Incentive Pay Incentive

[E Awigtion Crew & Mon-Crew HDIP [hcentive

[n] Flight Dieck Hazardous Doty Pay [ncentive

High Pressure Chamber Incentive

*isit, Board, Search & Seizure Incentive

=

O

l
T

T
B
9]

-
m
]

Continued on next page
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Starting HDIP-BVSS, continued

Procedur e (continued)
Step Action
5 | Click®®"nu|, Enter the Start date. Lookup and enter "VBSS" for the Earnings Type
Description

Entitlements

*Earnings Code: |VBS ﬂ Viisit, Board, Search & Seizure

Start Stop _ i Approval . _
, !
'Start Date Time/Seq Stop Date Time/Seq Earnings Type Description Status gnwnch Detail Approve Earning Process Type
1 |11113r2008 0000 | £ nooo I Q) P I Detail| Approve E|

The Stop Date will automatically populate.

Note

Approval Statusis pre-filled. The transaction will remain in a pending (P) status until
it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval status is set to “A”.

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

\'

Detail. Not used.

Click the ZPP™"8| button and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.

Supporting Data

1234567 BAS  03/15/2011 EMLBAS
Approval Status: Pending Originator ID: CGHRSOMNLY

Role Name: CGHRSUP Approver EmpliD: 1234567 =Y

Click the button to return to the Entitlement Detail view.

Click the ﬁs#E"‘“:""button. The transaction will be routed, via the worklist, to the
approving official.

10

The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.

[1-11-K-6
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Deleting HDIP-VBSS

Introduction This section provides the procedure to delete a HDIP-VBSS entitlement row.

Procedure Follow the steps in Chapter 3, Employee Entitlements Basic Navigation, to
access the member’s entitlements detail page. Then, follow these steps to
enter a deletion of an HDIP-VBSS transaction.

Step Action

1 In the [@roresthistor) mode, find the Hazardous Duty Incentive Pay row to delete.
Click on the =1 button located in the row to be deleted.

2 Click the 'E3=v¢] button located at the bottom left of the screen.

HDIP for VBSS CH-1 11-11-K-7
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Coast Guard Servicing Personnel Office Manual

Part I, Pay Entitlements

Chapter 11, Special and Incentive Pays

Section L, Imminent Danger — Hostile Fire Pay

Overview

I ntroduction

Start/Stop Date
Quick
Reference
Table

This section provides the procedures for |mminent Danger —Hostile Fire
Pay (ID-FH). Thisentitlement is paid to members on official duty ina
designated area, subject to hostile fire or explosion of hostile mines, or to
members killed, injured, or wounded by hostile fire, or any other hostile
action.

Prior to 1 January 2012, members were entitled to the full monthly amount of
ID-HF for qualifying service during any part of a month.

On 1 January 2012 or later, members are entitled to 1/30™ of the full monthly
amount (not to exceed the monthly maximum amount) for service during a
day or part of aday.

On 1 January 2012 Imminent Danger — Hostile Fire Pay changed from a
monthly entitlement to a prorated day-for-day entitlement. Members who
performed qualifying service in designated areas prior to this change are
entitled to the full monthly amount, $225, even if they only served part of a
month in the area. However, due to system changes required to implement the
new entitlement rules you must “force” the system to pay the full monthly
amount by using the first and last dates of the month for start and stop dates
on transactions.

Start Date

If theduty in thedesignated area | Then ...

began

Prior to 1 Jan 2012 Use the 1% of the month in which the
member arrived in the designated
area asthe “ Start Date”

On or after 1 Jan 2012 Use the actual date the member
arrived in the designated area as the
“Start Date”

Continued on next page
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Overview, Continued

Start/Stop Date Quick Reference Table (continued)

Stop Date

If the duty in the designated area
ended

Then ...

Prior to 1 Jan 2012 Use the last day of the month in
which the member departed the area
asthe " Stop Date”

On or after 1 Jan 2012 Use the actual date the member

departed the designated area as the
“Stop Date’

Topics The following topics are covered in this section.
Topic See Page
Guiding Principles M-11-L-3
Starting Imminent Danger — Hostile Fire Pay [1-11-L-5
Stopping Imminent Danger — Hostile Fire Pay [1-11-L-9
Correcting Imminent Danger — Hostile Fire Pay -11-L-11
Deleting Imminent Danger — Hostile Fire Pay 11-11-L-13
Starting Imminent Danger — Hostile Fire Pay (Multiple Entry) | 11-11-L-15
Stopping Imminent Danger — Hostile Fire Pay (Multiple Entry) | 11-11-L-21
-11-L-2 CH-2 Imminent Danger — Hostile Fire Pay




Pay Entitlements

Guiding Principles

I ntroduction

Reference

Before you
begin

Effective 1 Jan
2012 payment
isprorated day
for day

This section provides the guiding principles for Imminent Danger — Hostile
Fire Pay.

The following reference provides additional information about Imminent
Danger — Hostile Fire Pay.

(a) National Defense Authorization Act (NDAA) for Fiscal Year 2012

(b) U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series),
Section 4-H

(c) DoD Financial Management Regulation, Volume 7a: Military Pay
Policy and Procedures - Active Duty And Reserve Pay, Chap 10,
Figure 10-1 Designated Hostile Fire or Imminent Danger Pay Areas

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3, Employee Entitlement
Navigation and Data Entry.

Section 616 of reference (a) modified the qualifying period for payment of
Imminent Danger — Hostile Fire Pay.

Effective 1 January 2012 Imminent Danger — Hostile Fire Pay is payable for
qualifying service during aday or portion of a day in the amount equal to
1/30™ of the maximum monthly amount ($225).

Members no longer receive the entire monthly amount for qualifying service
(on or after 1 January 2012) during a portion of a month.

Imminent Danger — Hostile Fire Pay is not payable for the 31st day of the
month unless the period of service (total period of active duty, i.e., 12 day
active duty orders) is less than 30 continuous days. In this case, the 31% day
of a calendar month isincluded in the same manner as basic pay. Note:
Although no entitlement accrues on the 31% day of the month, Imminent
Danger — Hostile Fire Pay transactions, effective 1 January 2012 or later,
must reflect the actual dates of qualifying service. If amember’s qualifying
service began or ended on the 31% day of the month, use that date as the start
or stop date for the transaction.

Continued on next page
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Pay Entitlements

Guiding Principles, continued

Auto-stop Imminent Danger — Hostile Fire Pay stops automatically on the day prior to
upon PCS PCS departure. Do not enter a Stop Imminent Danger — Hostile Fire Pay
departure transaction when a member departs PCS. The system will not reflect the

Imminent Danger — Hostile Fire Pay stop until the PCS Departing
Endorsement on Ordersis approved and saved.

Internal Imminent Danger — Hostile Fire Pay transactions require review and approval
controls by a PAO/CGHRSUP role user. The approver cannot be the same user that
originated the transaction.

Supporting TDY or PCS ordersto aunit located in one of the the designated IDP areas
documentation  |isted in reference (c) are the supporting documentation for payment of
special pay — duty subject to hostile fire or imminent danger.

For members not under orders on officia duty in one of the designated IDP
areas listed in reference (c), amemo, message or e-mail from the commander
of the deployable unit or aircraft stating the date the unit, or the member in
the case of an individual, entered and/or departed area is the supporting
documentation for payment of special pay — duty subject to hostile fire or
imminent danger.
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Starting Imminent Danger — Hostile Fire Pay

Introduction This section provides the procedure for starting Imminent Danger —Hostile
Fire Pay.
Procedure Follow the stepsin Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’ s entitlements detail page. Then, follow these
steps to enter a new Imminent Danger — Hostile Fire Pay entitlement.

Step Action
1 ;@ Inzlude Histary .
In the mode, click the button shown below.
viewaAl = Kl sor1a I =
*Earnings Code: W Q) Imminent Dnar-Hostile Fire Pay 3|
st Start Stop 2 Approval e
art Date Time/seq Stop Date Timerseq Earnings Type Description i I;:v\;cn Detail Approve Earning Process Type
Imminent Danger
1 01052012 [ 2579 0112720125 2580 HFCONT ggﬁ{:':u';'ums Eﬁ}’”’ A [ Detai| Approve @[ﬂ
further orders
Imminent Danger
2 040772009 [£] 2545 04/30/2010/ 9997 HFCONT SomelsED: & [ Detail| Approve ==
further orders
A new blank row appears with a Pending (P) approval status
wWanudl
“Start Date ?f;’;meq Stop Date T\r?&’Seq “Eamings Type Description ';‘:’a"l::""" g&ﬂcn Detail Approve Earning Process Type
- 17202012 ] vooo El oooo =Y @ [7]  Detail| Approve +[=
2 Enter the Start Date. The current date is automatically displayed. Use the calendar

button 2/ to select the desired date. You can also dlick & drag over the date field to
select the date then type the start datein MM/DD/YY Y'Y format.

Note: If the start dateis prior 1 January 2012, enter the 1% day of the month as the
start date (e.g. Member’s qualifying service in a designated area began on 27
November 2011, enter 11/01/2011 as the start date). Thiswill ensure the member
receives the entire monthly amount and not the daily prorated amount payable on
1 Jan 2012 or later (See: Guiding Principles - Effective 1 Jan 2012 payment is
prorated day for day, on page 3 of this section for more information).

Continued on next page
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Starting Imminent Danger — Hostile Fire Pay, Continued

Procedur e (continued)

Step Action

3 Enter the Stop Date. If starting this entitlement in connection with PCS reporting, the
Stop Date shall be left blank to pay continuous Imminent Danger — Hostile Fire Pay
(Earnings Code — HFCONT) (See Stopping Hostile Fire Pay, later in this section).
The Stop Date may be left blank if the member is reporting for temporary duty in a
designated area for an unknown period. Imminent Danger — Hostile Fire Pay will
continue until a Stop Date is entered or the member departs on PCS orders. SPOs
should ensure procedures are in place that will facilitate timely notification of the
member’ s departure from the designated area.

Note: If the stop dateis prior 1 January 2012, enter the last day of the month as the
stop date (e.g. Member’s qualifying service in a designated area ended on 28
November 2011, enter 11/30/2011 as the stop date). Thiswill ensure the member
receives the entire monthly amount and not the daily prorated amount payable on

1 Jan 2012 or later (See: Guiding Principles - Effective 1 Jan 2012 payment is
prorated day for day, on page 3 of this section for more information).

If using the “This Month Only” (HFLMTH) Earnings Code, |eave the Stop Date
blank. The system will automatically complete the field with the last day of the month
upon saving the transaction. Note: The HFIMTH Earnings Code can only be used for
transactions with an effective date prior to 1 January 2012,

4 Enter the Ear nings Type code if known or use the Xl to search and select from a
listing of available earning types.

(Only the “HFCONT” Earnings Type Code is available if the Start Date is in 2012 or later)
Search Results

1of 1
Earnings Code Earnings Type Description
HFE HFCOMT Imminent Danger Hostile Fire Fay - Continuous until further arders

(The “HF1MTH?” is available only if the Start Date is prior to 01/01/2012.)
Search Results

1-2 of 2

Earnings Code Earnings Type Description

HE1MTH Imminent Danger Hostile Fire Pay - This Month Qnly
HFCOMT Imminent Danger Hostile Fire Pay - Continuous until further orders

&
T ™M

Continued on next page
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Starting Imminent Danger — Hostile Fire Pay, Continued

Procedur e (continued)

Step Action

5 Description is pre-filled. Ensure the proper entitlement is shown, repeat step 6 to
select the correct type if necessary.

6 | Approval Statusis pre-filled. The transaction will remain in a pending (P) status until
it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval statusis set to “A”.

7 Manual Row Switch (CGHRSUP role users only) Select thisfield only when
necessary to override pay edits. Caution, overriding pay edits may result in errors and
apossible overpayment of entitlement.

8 | Click the 2= button to bring up the Supporting Data screen below:
Supporting Data

HF 07i01/2010  HF1MTH

Foreign Country: |- Q] Djibouti

Dollar Amount: |

| 0Ok || Cancel|

¢ Enter the Foreign Country code. Use the magnifying glass QJ to search and select
the code. The user must use a code for a country or region where Imminent Danger
—Hostile Fire Pay is authorized, not al codes on the lookup listing are valid for this
entitlement. Use “PG” for members serving aboard cutters deployed to the Per sian
Gulf.

e The Dollar Amount field is not used and is inaccessible.

e Click the button when finished.

Continued on next page
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Starting Imminent Danger — Hostile Fire Pay, Continued

Procedur e (continued)

Step Action
9 | Click the APP™"€| hutton and enter the Approving Official’s Employee | D number in
the Approver EmplID field of the Supporting Data section.
Supporting Data
1234567 BAS  03/15/2011 EMNLBAS
Approval Status: Pending Originator 1D: CGHRSONLY
Role Name: CGHRSUP Approver EmpliD: 1234567 =Y
| 0K I [ Cancel I
Click the __2K_| putton to return to the Entitlement Detail view.
10 | Click the "B 52¥e) hutton. The transaction will be routed, viathe worklist, to the
approving official.
Several reminders/warnings will appear upon saving.
11 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part |11, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
1-11-L-8
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Stopping Imminent Danger — Hostile Fire Pay

Introduction  This section provides the procedure for stopping Imminent Danger — Hostile
Fire Pay.

Reminder, Imminent Danger — Hostile Fire Pay stops automatically on the day prior to

PCSauto-stop PCS departure. Do not enter aDA Stop Imminent Danger — Hostile Fire Pay
transaction when a member departs PCS. The system will not reflect the
Imminent Danger — Hostile Fire Pay stop until the departing PCS
Endorsement on Orders transaction is approved.

Procedure Follow the stepsin Chapter 3, Employee Entitlement Navigation and Data
Entry, to access the member’ s entitlements detail page. Then, follow these
steps to enter a stop Imminent Danger — Hostile Fire Pay transaction.

Step Action
1 | Inthe B corectHistory) mode, find the row to stop. The stop date will be blank as shown:
viewall  |= [{] 12082 [F] =
*Start Date '?i‘:gis oq StoP Date T‘;‘;Seq +*Eamings Type Description ;‘fﬂ%‘;"a' E:\:;":I Detail Approve Earning Process Type
Imminent Danger
1 — 0000 HFGONT osleh s g [ Detai| Approve =1
further orders
2 | Enter the Stop Date for the entitlement by using the calendar button EJ 1o select the
desired date.
mManuai
*Start Date ‘?il:wrelfSeq Stop Date '?ir?fefﬂeq *Earnings Type Description .::)a%osva\ I;;\;\;:h Detail Approve Earning Process Type
Imminent Danger
1 o IR 220125 2580 HFCONT roslelmlal & [ Detail] Approve ==

further orders

Note: If the stop dateis prior 1 January 2012, enter the last day of the month as the stop
date (e.g. Member’ s qualifying service in a designated area ended on 28 November
2011, enter 11/30/2011 as the stop date). Thiswill ensure the member receives the
entire monthly amount and not the daily prorated amount payable on 1 Jan 2012 or
later (See: Guiding Principles - Effective 1 Jan 2012 payment is prorated day for day,
on page 3 of this section for more information).

Continued on next page
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Stopping Imminent Danger — Hostile Fire Pay, Continued

Procedur e (continued)

Step Action

3 | Manual Row Switch (CGHRSUP role users only) Select thisfield only when
necessary to override pay edits. Business rule edits will not be turned off when thisis
selected. Caution: Overriding pay edits may result in errors and a possible
overpayment of entitlements.
4 M Do Not Use. The detail isautomatically set when the earnings type for Imminent
Danger — Hostile Fire Pay is selected and the entitlement is saved.
5 | Anprovel isnot used. Stopping payment of Imminent Danger — Hostile Fire Pay does not
require audit and approval.
6 | Click the = putton (located at the bottom left of the screen) to approve and transmit

the entry.
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Correcting Imminent Danger — Hostile Fire Pay

Introduction  This section provides the procedure for correcting Imminent Danger — Hostile

Fire Pay.

Discussion Only the stop date and the Foreign Country code (on the supporting data

(detail) panel) may be corrected. To change the effective start date or an
incorrect earnings type, you must del ete the entire row (see the next section
for the procedure to delete Imminent Danger — Hostile Fire Pay) and then
start anew Imminent Danger — Hostile Fire Pay entitlement.

Procedure Follow these steps to correct an incorrect Stop date.
Step Action
1 In the B Canest Historw] mode, find the Imminent Danger — Hostile Fire Pay row to

s> Foreign Country: CO Q) Colombia

correct.

nanuai
% Start Stop s :o Approval : :
Start Date Time/Seq Stop Date Time/Seq Earnings Type Description Status I;:J\;\;Ch Detail Approve Earning Process Type
Imminent Danger
Hostile Fire Pay - : sl =
1 ” 01122012 [5]] 2580  HFCONT e il A Detail| Apprave it

further orders

or Foreign Country code as necessary.

Supporting Data

2001598 HF 01/08/2012 HFCONT

Dollar Amount;

| oK || Cancel |

Click the EED button located at the bottom | eft of the screen.
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Deleting Imminent Danger — Hostile Fire Pay

Introduction  This section provides the procedure for deleting | mminent Danger — Hostile

Fire Pay.

Discussion Thetotal Imminent Danger — Hostile Fire Pay entitlement will be recouped

when using this feature.

Procedure Follow the steps in Chapter 3, Employee Entitlement Navigation and Data

Entry, to access the member’ s entitlements detail page. Then, follow these
steps to enter adeletion of an Imminent Danger — Hostile Fire Pay

transaction.
Step Action
1 In the B Canest History] mode, find the Imminent Danger — Hostile Fire Pay row to
delete.
*Start Date Tiraneﬂeq Stop Date Ti;‘;ﬂeq “Earnings Type Description .;::apt:losvm S - Approve Earming Process Type
Switch
Imminent Danger
101052012 ] 2579 01A2/2012[5 2580 HFCONT Pl Eﬁg}’”' A | Detai| Approve &@
further orders
Click on the L=1 button located in the row to be del eted.
2 | Click the == hutton located at the bottom left of the screen.
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Starting Imminent Danger — Hostile Fire Pay (Multiple Entry)

Introduction This section provides the procedure for starting Imminent Danger — Hostile
Fire Pay (Multiple Entry). Refer to E-Mail ALSPO B/11 for access to this
component.

Procedure Follow these steps to enter a new Imminent Danger — Hostile Fire Pay

(Multiple Entry) entitlement.

Step Action

1 Select Menu itemsin the following order: Enterprise Menu > Compensate
Employees > Maintain Entitlements > Use > Manage Multiple Entitlements

The Multiple Entitlement Panel appears as shown below.
{ Turtiple Entlements

Earnings Code: ||_ Q)  start Date: I G  Stop Date: I B
Earnings I Q

Type:

Department: [AUSCG Q) | = ' Enlisted ' Active
¥ officer ¥ Reserve

¥ Include Parent and Sub Departments

Refresh List | Selact All | Unselact All |

2 Type “HF” in the Earnings Code field shown below or use the magnifying glass Q)
to search and select the Imminent Danger - Hostile Fire Pay Earnings Code.
J." Multiple Entitlements ".I_

Earnings Code: |HF |Q]  Start Date: EJ  stop Date: B4
Earnings HFCOMT ﬂ Imminent Danger Hostile Fire Pay - Continuous until further
Type: orders

Foreign Country: Q

3 Enter the Earnings Type Code:

e |f the members are entitled to Imminent Danger — Hostile Fire Pay for one month
only prior to 1 January 2012, then use code HFAIMTH. Note: The HFIMTH
Earnings Code can only be used for transactions with an effective date prior to
1 January 2012

o If the members are entitled to Imminent Danger — Hostile Fire Pay continuous or
the start dateisin 2012 or later, then use code HFCONT.

Continued on next page
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Starting Imminent Danger — Hostile Fire Pay (Multiple Entry),

Continued

Procedur e (continued)

Step Action

4 Enter the Foreign Country code. Use the magnifying glass QJ to search & sdlect the
code. You must use a code for a country or region where Imm. Danger — Hostile Fire
Pay is authorized, not al codes on the lookup listing are valid for this entitlement. Use
“PG” for members serving aboard cutters deployed to the Persian Gulf.

5 | Enter the Start Date. The current date is automatically displayed. Use the calendar

button &/ to select the desired date. You can also dlick & drag over the date field to
select the date then type the start datein MM/DD/YY Y'Y format.

Note: If the start dateis prior 1 January 2012, enter the 1% day of the month as the start
date (e.g. Members' qualifying service in a designated area began on 27 November
2011, enter 11/01/2011 as the start date). This will ensure the members receive the
entire monthly amount and not the daily prorated amount payable on 1 Jan 2012 or
later (See: Guiding Principles - Effective 1 Jan 2012 payment is prorated day for day,
on page 3 of this section for more information).

6 | Enter the Stop Date. The Stop Date may be left blank if the members are reporting for
temporary duty in adesignated area for an unknown period. Imminent Danger —
Hostile Fire Pay will continue until a Stop Date is entered or the member departs on
PCS orders. SPOs should ensure procedures are in place that will facilitate timely
notification of the member’s departure from the designated area.

Note: If the stop dateis prior 1 January 2012, enter the last day of the month as the
stop date (e.g. Members' qualifying servicein adesignated area ended on 28
November 2011, enter 11/30/2011 as the stop date). Thiswill ensure the members
receive the entire monthly amount and not the daily prorated amount payable on 1 Jan
2012 or later (See: Guiding Principles - Effective 1 Jan 2012 payment is prorated day
for day, on page 3 of this section for more information).

Continued on next page
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Starting Imminent Danger — Hostile Fire Pay (Multiple Entry),

Continued

Procedur e (continued)

Step Action
7 | Complete the “ Selection Criteria’ fields as outlined below.
Department: [AUSCG Q) | q) W Enisted M Active
¥ officer ¥ Reserve

¥ Include Parent and Sub Departments

Field Description/I nstructions
Department | There are 2 |lookup boxes located next to Department...
Leave the first box set to AUSCG (Active USCG Units) as shown
below.

'}
Department: [AUSCG Q] | 4

Type the Department Code in the 2™ block or use the A/ to search
and select from alisting of available codes.
Enlisted A checkmark M indicates enlisted personnel will beincluded in the
selection. Click on the box to remove enlisted personnel, if desired.
A blank box [ indicates enlisted personnel have been removed
from the selection criteria.
Active A checkmark M indicates Active Duty personnel will be included
in the selection.
Officer A checkmark ¥ indicates officers will beincluded in the selection.
Click on the box to remove officers, if desired. A blank box ™
indicates officers have been removed from the selection criteria
Reserve A checkmark M indicates reserve personnel will be included in the
selection. Click on the box to remove reserve personndl, if desired.
A blank box I indicates reserve personnel have been removed
from the selection criteria.
Include A checkmark ¥ indicates sub departments will be included in the
Parent and | selection. Click on the box to remove sub departments, if desired.
Sub A blank box I indicates sub departments been removed from the
Departments | oo ection criteria.

Continued on next page

Imminent Danger — Hostile Fire Pay CH-2 -11-L-17



Pay Entitlements

Starting Imminent Danger — Hostile Fire Pay (Multiple Entry),

Continued

Procedur e (continued)

Step Action
8 Click the _®™"55" | 1y tton. A listing of personnel meeting the criteriain the
previous step appears in the table below.
Find |= EIFFEERE =|
FSelec‘ted Hame g:g:nptlun E:ggmztmn g?:;: Department | *EmpliD :‘:pl ’7’7
‘ Coastie, Joe PER82 Regular ‘wz ‘unnnnu “ 1 J“_‘-‘E
Note. Clicking on this button in later steps will undo all changes.
9 Select Entries to be Processed:

ﬁ ‘M | Coastie, Joe PERS2  |Reguiar w2 |oooooo (@l | [+]|[=]

Click the %241 | ytton. Each row in the table will run through a series of

internal edits and all that pass will receive a check mark as shown below.

Empl
Department | *EmpliD Rcd
Hbr

Short Employee Salary

Selected |Name Description |Classification |Grade

A check mark in the Selected Column indicates that the entitlement will be
generated and placed in the member’ s history file upon saving.

10

Removal of Entries From Being Processed:

Review thelist and click the ¥ box to remove appropriate entries. A blank box

I indicates that an entry will not be generated upon saving. The =1 putton can
be used to remove an entire row and gain the same effect.

he _Unseeet41 | 1 tton can be used to remove dll entriesif desired.

Continued on next page
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Starting Imminent Danger — Hostile Fire Pay (Multiple Entry),

Continued

Procedur e (continued)

Step Action

11 Add Entries to Be Processed:
Click the == button in any row to add a blank row.

Type the member’ s employee identification number in the Empll D block shown

below or use the magnifying glass QJ to search and select individuals from alist.
End K

Empl
Department | *EmpliD Recd
Mbr

C'oastie, Joe PERS2Z Regular w2 000000 ||1111111 =Y |n =1
| Qe |=|=]

Click on the empty box located in the Selected column so an entry will be
generated upon saving.

Short Employee Salary
Description |Classification |Grade

9

Note: Carefully review your work one last time to ensure there are no mistakes
before saving.

12| click the 22222 puton.
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Stopping Imminent Danger — Hostile Fire Pay (Multiple Entry)

Introduction  This section provides the procedure for stopping Imminent Danger — Hostile

Fire Pay (Multiple Entry). Refer to E-Mail ALSPO B/11 for access to this
component.

Reminder, Imminent Danger — Hostile Fire Pay stops automatically on the last day of
PCSauto-stop the month of PCS departure. Do not enter a Stop Imminent Danger — Hostile

Fire Pay (Multiple Entry) transaction when a member departs PCS. The
system will not reflect the Imminent Danger — Hostile Fire Pay stop until the
PCS Departing Endorsement on Orders transaction is approved and saved.

Procedure Follow these steps to enter a stop Imminent Danger — Hostile Fire Pay

(Multiple Entry) transaction.

Step

Action

Select Menu itemsin the following order: Enterprise Menu > Compensate
Employees > Maintain Entitlements > Use > Manage Multiple Entitlements

The Multiple Entitlement Panel appears as shown below.

J.f Multiple Entitlements “\I_

Earnings Code: || =Y Start Date: I E) Stop Date: I B
Earnings I =Y

Type:

Department: |AUSCG@ | @l ¥ Enlisted [ Active
I oOfficer ¥ Reserve

I Include Parent and Sub Departments

Refresh List I Selact All I Unselect All |

Type “HF” in the Earnings Code field shown below or use the magnifying glass
QJ to search and select the Hostile Fire Imminent Danger Pay Earnings code.
Multiple Entitlerments ‘.I_

Earnings Code: IHF Q)  start Date: I EJ  stop Date: I B

Earnings IHFCONT ﬂ Imminent Danger Hostile Fire Pay - Continuous until further
Type: arders

AW

Enter the Earnings Type Code HFCONT.

Start Date - Leave blank.

Continued on next page
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Stopping Imminent Danger — Hostile Fire Pay (Multiple Entry),

Continued

Procedur e (continued)

Step Action

5 Stop Date - Enter the date to stop the entitlement.

Note: If the stop date is prior 1 January 2012, enter the last day of the month as the
stop date (e.g. Members qualifying servicein a designated area ended on 28
November 2011, enter 11/30/2011 as the stop date). Thiswill ensure the members
receive the entire monthly amount and not the daily prorated amount payable on 1
Jan 2012 or later (See: Guiding Principles - Effective 1 Jan 2012 payment is
prorated day for day, on page 3 of this section for more information).

6 Completethe“ Selection Criteria” fields as outlined below.

Department: [AUSCG Q) | @ W Enisted W/ active
¥ officer ¥ Reserve

¥ Include Parent and Sub Departments

Field Description/Instructions
Department | There are 2 lookup boxes |ocated next to Department...
Leave the first box set to AUSCG (Active USCG Units) as
shown below.

Department: [AUSCG Q] | I =Y

Type the Department Code in the 2™ block shown above or use
the A/ to search and select from alisting of available codes.
Enlisted A checkmark ¥ indicates enlisted personnel will beincluded in
the selection. Click on the box to remove enlisted personnel, if
desired. A blank box ™ indicates enlisted personnel were
removed from the selection criteria

Active A checkmark ¥ indicates active duty personnel will be
included in the selection. Click on the box to remove active
duty personnel if desired.

Officer A checkmark M indicates officers will beincluded in the
selection. Click on the box to remove officers, if desired. A
blank box ™' indicates officers were removed from the
selection criteria.

Continued on next page
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Stopping Imminent Danger — Hostile Fire Pay (Multiple Entry),

Continued

Procedur e (continued)

Action

Field
Reserve

Description/I nstructions
A checkmark M indicates reserve personnel will beincluded in
the selection. Click on the box to remove reserve personnel if
desired.
A blank box ™ indicates reserve personnel were removed from
the selection criteria.
A checkmark M indicates sub departments will beincluded in
the selection. Click on the box to remove sub departments if
desired. A blank box ™ indicates sub departments were
removed from the selection criteria.

Include
Parent and
Sub
Departments

Click the _E=ntt | hytton. A listing of personnel meeting the criteriain the
previous step appears in the table below.

< [ 1ot 1 [ =

=

|nuuuuu ||IH1T@‘|U—“E|

Eind

Short Employee Salary K
FSEIEdEd Name Description |Classification |Grade Department | *EmplID Red

Empl

| 1| Il ‘Cnastie,Jue |PER82 |Regu|ar |W2

Note: Clicking on this button in later stepswill undo all changes.

Select Entriesto be Processed:
Mark the Checkbox in the Selected column for each person you want to create a
transaction on, or you can also click the _ st | pytion, Each row in the table
will run through a series of internal edits, and all that pass will receive a check mark
as shown below.
*EmpliD
Nbr

EY

A check mark in the Selected Column indicates that the entitlement transaction will
be generated for the member(s) upon saving.

Empl

Short Red

Description

Salary
Grade

Employee

Selected Classification

Hame Department

Coastie, Joe PERSZ  |Regular W2 000000 =]

Continued on next page
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Stopping Imminent Danger — Hostile Fire Pay (Multiple Entry),

Continued

Procedur e (continued)

Step Action
9 Removal of Entries From Being Processed:
Review thelist and click the ¥ box to remove appropriate entries. A blank box ™

indicates that an entry will not be generated upon saving. The =T putton can be
used to remove an entire row and gain the same effect.

The U=t | 1y ton can be used to remove all entries if desired.

10 Add Entriesto Be Processed:

Click the =+ button in any row to add a blank row.

Type the member’ s employee identification number in the EmplI D block shown

below or use the magnifying glass QJ to search and select individuals from alist.
Find |= [ 1202 [ =|

Short Employee Salary .
Selected |Name Description |Classification |Grade |CEPartment | *EmpliD Red

Hbr
1| iV | Coastie, Joe PERS2  |Regular w2 |oooooo ([ Qo =]
2 Qo =

Click on the empty box located in the Selected column so an entry will be generated
upon saving.

Note: Carefully review your work one last time to ensure there are no mistakes
before saving.

111 Glick the ==2e) b son.
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Part Il, Pay Entitlements
Chapter 11, Special and Incentive Pays

Section M — Personal Money Allowance
Overview

Introduction This section provides the procedures for Personal M oney Allowance. This

entitlement is paid to members entitled to basic pay while serving in the grade
of Vice Admiral or above and as the Master Chief Petty Officer of the Coast

Guard.
Topics The following topics are covered in this section
Topic See Page
Guiding Principles II-11-M-3

Starting Personal Money Allowance 1I-11-M-5
Stopping Personal Money Allowance 1I-11-M-9
Correcting Personal Money Allowance II-11-M-11
Deleting Personal Money Allowance II-11-M-13
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Guiding Principles

I ntroduction

Reference

Beforeyou
begin

Auto-stop
upon PCS
departure

Internal
controls

Supporting
documentation

This section provides the guiding principles for Personal M oney Allowance.

The following reference provides additional information about Personal
Money Allowance.

(a) U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series), Section
3-L

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3 of this part (Employee
Entitlement Navigation and Data Entry).

Personal Money Allowance stops automatically on the day of PCS departure.
Do not enter a Stop Personal Money Allowance transaction when a member
departs PCS. The system will not reflect the Personal Money Allowance stop
until the PCS departing endorsement or separation has been approved.

Responsibilty Pay start transactions require review and approval by a
PAO/CGHRSUP role user. The approver cannot be the same user that
originated the transaction.

PCS or TDY orders a required for this entitlement.

1-11-M-4

CH-1 Personal Money Allowance



http://www.uscg.mil/directives/cim/7000-7999/CIM_7220_29b.pdf�

Pay Entitlements

Personal Money Allowance CH-1 [1-11-M-5



Pay Entitlements

This page left blank intentionally.

[1-11-M-6 CH-1 Personal Money Allowance



Pay Entitlements

Starting Personal Money Allowance

Introduction This section provides the procedure for starting Personal M oney Allowance.

Procedure Follow the steps in Chapter 3 of this part (Employee Entitlement Navigation

and Data Entry) to access the entitlements detail page. Then, follow these
steps to enter a new Personal Money Allowance entitlement.

Step

Action

ﬂ}f??mﬂ‘l‘l [ oooo [ oooo Ql P []  Detail| Approve =1

H i .
In the Z2[EVREER mode, click the button shown below.

*Earnings Code: P& ﬂ Persanal Monetary Allowance

iewal < [ qerq [P 5|

Manual
Row  Detail Approve Earning Process Type
Switch

[ramtizon 6 [oss  [oozamooz ) [ees | [pwa @ Fereonalioner W Detai] Anprove | [Conversion El

A new blank row appears...

. Start Approval
Start Date Stop Date Status

Time/Seq Earnings Type Description

Stop
Time/Seq

viewal | [l 42012 [H 5|

Manual
Row  Detail Approve Earning Process Type
Switch

Approval

*Start Date Status

a Stop b o
Timelseq StoP Date Timeiseq "EMings Type Description

2 08/27/2001 [] 0999 03222004 [ 2502 PMA oaonaMonen s Detail| Approve | Canversion =

Allowance

Enter the Start Date. The current date is automatically displayed. Use the calendar

button 2! to select the desired date. The user can also click & drag over the date field
to select the date and type the start date in MM/DD/YYY'Y format.

The Stop Date may be left blank to pay continuous Personal Money Allowance. If
this is a temporary entitlement, you may enter the stop date.

ol

Stop Time s pre-filled by the system and must not be changed.

»

Enter the Earnings Type code “PMA” if known or use the Q to search and select
from a listing of available earning types.

Description is pre-filled. Ensure the proper entitlement is shown, repeat step 6 to
select the correct type if necessary.

Approval Statusis pre-filled. The transaction will remain in a pending (P) status
until it is opened and saved by a CGHRSUP role user. The approver cannot be the
same person who entered the transaction. A transaction is not completed and
transmitted to JUMPS for processing until the approval status is set to “A”.

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayments of
entitlements.

Continued on next page
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Starting Personal Money Allowance, Continued

Procedur e (continued)
Step Action
10 | Click the “PP""&| button and enter the Approving Official’s Employee | D number in

the Approver EmplID field of the Supporting Data section.

Supporting Data

1234567

Role Name: CGHRSUP

ok [Ganeel]

BAS

Approval Status: Pending

03/15/2011 EMLBAZ

Originator ID; CGHRSOMNLY

Approver EmpliD: 1234567

Ql

Click the [ oK ] button to return to the Entitlement Detail view.

11 Click the ES45""‘="\'button. The transaction will be routed, via the worklist, to the
approving official.
12 | The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
11-11-M-8 CH-1 Personal Money Allowance
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Stopping Personal Money Allowance

Introduction  This section provides the procedure for stopping Personal M oney

Allowance,

Reminder, Personal Money Allowance stops automatically on the day of PCS departure.
PCSauto-stop Do not enter a Stop Personal Money Allowance transaction when a member

departs PCS. The system will not reflect the Personal Money Allowance stop
until it is resynchronized with JUMPS.

Procedure Follow the steps in Chapter 3 of this part (Employee Entitlement Navigation

and Data Entry) to access the entitlements detail page. Then, follow these
steps to enter a stop Personal Money Allowance transaction.

Step Action
1 In the |[E#Corest History) mode, find the row to stop. The stop date will be blank as shown:
“Earnings Code: [PV [Q Personal Monetary Allowance
*Start Date Tim'; Stop Date “m'; *Earnings Type Description 2{";3;"5' Row  Detail Approve Earning Process Type
Switch
1 Im—@ W PMA Q) iﬁ;i\gﬁlemmey A [l MM'Cnnversmn j El
2[12i112001 (5] o898 | [o2222000 ) [eoge | [pwa (@ FrreomelMoney g = Detail Approve |[Conversion ==

2 Enter the Stop Date for the entitlement by using the calendar button Bl 15 select the
desired date. The user can also click & drag over the date field then Type the stop
date in MM/DD/YYY'Y format. The stop date can be future dated.

3 Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Business rule edits will not be turned off when this is
selected.

Caution: Overriding pay edits may result in errors and possible overpayments of
entitlements.

4 .

Click the B sove) button (located at the bottom left of the screen) to approve and
transmit the entry.
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Correcting Personal Money Allowance

Introduction  This section provides the procedure for correcting Personal M oney
Allowance.

Discussion Only the stop date may be corrected. To change the effective start date or an
incorrect earnings type, you must delete the entire row (see the next section
for the procedure to delete Personal Money Allowance) and then start a new
Personal Money Allowance entitlement.

Procedure Follow these steps to correct an incorrect Stop date.

Step Action
1 In the |Etonest History) mode, find the Personal Money Allowance row to correct.

Click & drag over the Stop Date field to change its value. Dates must be typed in
MM/DD/YYYY format. The user may also use calendar buttons Bl ¢ modify dates
and the magnifying glass @ to change the earning type.

Click the & save button located at the bottom left of the screen.

Personal Money Allowance CH-1 1-11-M-11
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Deleting Personal Money Allowance

Introduction  This section provides the procedure for deleting Per sonal Money Allowance.

Discussion The total Personal Money Allowance entitlement will be recouped when
using this feature.

Procedure Follow the steps in Chapter 3 of this part (Employee Entitlement Navigation
and Data Entry) to access the member’s entitlements detail page. Then,
follow these steps to enter a deletion of a Personal Money Allowance
transaction.

Step Action

1 In the |Etonest History) mode, find the Personal Money Allowance row to delete.

Click on the =1 button located in the row to be deleted.

Click the & sove button located at the bottom left of the screen.

Personal Money Allowance CH-1 [1-11-M-13
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Coast Guard Servicing Personnel Office Manual
Part Il, Pay Entitlements
Chapter 11, Special and Incentive Pays
Section N - Responsibility Pay

Overview

Introduction  This section provides the procedures for Responsibility Pay. This
entitlement is paid to officers in pay grades O-1 through O-6 who are
assigned and serving as a Commanding Officer of a Coast Guard vessel.

Topics The following topics are covered in this section.
Topic See Page
Guiding Principles II-11-N-3
Starting Responsibility Pay II-11-N- 5
Stopping Responsibility Pay II-11-N-7
Correcting Responsibility Pay II-11-N-9
Deleting Responsibility Pay II-11-N- 11
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Guiding Principles

I ntroduction

Reference

Beforeyou
begin

Auto-stop
upon PCS
departure

Internal
controls

Supporting
documentation

This section provides the guiding principles for Responsibility Pay.

The following reference provides additional information about Responsibility
Pay.

(a) U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series), Section
4-D

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3 of this part (Employee
Entitlement Navigation and Data Entry).

An officer serving as Acting Commanding Officer for periods of less than 30
days is not entitled to Responsibility Pay. Payment for periods over 30 days
requires Commandant (CG-1222) approval.

Responsibility Pay stops automatically on the day prior to PCS departure. Do
not enter a Stop Responsibility Pay transaction when a member departs PCS.
The system will not reflect the Responsibility Pay stop until it is
resynchronized with JUMPS.

Responsibilty Pay start transactions require review and approval by a
PAO/CGHRSUP role user. The approver cannot be the same user that
originated the transaction.

PCS or TDY orders a required for this entitlement.

Responsibility Pay

CH-1
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Starting Responsibility Pay

Introduction This section provides the procedure for starting Responsibility Pay.

Procedure Follow the steps in Chapter 3 of this part (Employee Entitlement Navigation

and Data Entry) to access the officer’s entitlements detail page. Then, follow
these steps to enter a new Responsibility Pay entitlement.

Step Action
1 In the Zz L) mode, click the button shown below.
Entitliements viewall  |< Kl sofs [H] |
*Eamings Code: RP1 @] Responsibility Pay
view Al [« [ 101 [M] 5
=Start Date '?it;:ﬁeq Stop Date %‘;‘;Seq “Earnings Type Description ';z]pt:l‘:'m g;::m Detail Approve Earning Process Type
1 06/07/2004 [ 2512 03/22/2011 ] 0000 RP1 Responsibility Pay A wlljl MM Y1
A new blank row appears...
viewAl = Kl gore [F] =
*Earnings Code: RP1 Q] Responsibility Pay
ViewAll | [{] 12082 [F] 2|
“Start Date '?it:gJ’Seq Stop Date .?:IS‘ZISEQ *Eamings Type Description ‘g‘:’aptﬂ'm Ei{:l Detail Approve Earning Process Type
‘1%@0000 &] 0000 Q) P [ Detail| Approve| *][=]
| 2 080712004 [ 2512 03/22/2011 )] 0000 RP1 Responsibility Pay A B MM =1

2 Enter the Start Date. Pay accrues from date of actual assumption of command.

4 The Stop Date may be left blank to pay continuous Responsibility Pay. If this is a
temporary entitlement, enter the stop date.

Note: If absent from the vessel for a period of 30 days or more, on TDY, leave, or
hospitalized, the stop date will be the day prior to the day entering such status.
Pay will be stopped on the day of relief from duty as commanding officer.

6 Enter the Earnings Type code “RP1” or use the Q! to search and select from a listing
of available earning types.

7 Description is pre-filled. Ensure the proper entitlement is shown, repeat step 6 to
select the correct type if necessary.

8 | Approval Statusis pre-filled. The transaction will remain in a pending (P) status until
it is opened and saved by a CGHRSUP role user. The approver cannot be the same
person who entered the transaction. A transaction is not completed and transmitted to
JUMPS for processing until the approval status is set to “A”.

9 Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

Continued on next page
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Starting Responsibility Pay, Continued

Procedur e (continued)

Step Action

10 Click the “PP™®&  button and enter the Approving Official’s Employee | D number
in the Approver EmplID field of the Supporting Data section.

Supporting Data
1234567 BAS  03/15/2011 ENLBAS
Approval Status; Fending Originator ID: CGHRSONLY
Role Name: CGHRSUP Approver EmpliD: Wﬂ
(o] [cane]

11 Click the ES45""‘="\'button. The transaction will be routed, via the worklist, to the
approving official.

12 The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Stopping Responsibility Pay

Introduction  This section provides the procedure for stopping Responsibility Pay.

Reminder, Responsibility Pay stops automatically on the day prior to PCS departure. Do
PCSauto-stop not enter a Stop Responsibility Pay transaction when a member departs PCS.

The system will not reflect the Responsibility Pay stop until it is
resynchronized with JUMPS.

Procedure Follow the steps in Chapter 3 of this part (Employee Entitlement Navigation

and Data Entry) to access the entitlements detail page. Then, follow these
steps to enter a stop Responsibility Pay transaction.

Step

Action

In the |Btarest History] mode, find the row to stop. The stop date will be blank as shown:

*Earnings Code:|RF1 =Y Responsibility Pay

Manual

L
Start Stop Row  Detail Approve Earning Process Type
itch

Time Stop Date Time
1 |bm ] 2400 | [RP G Responsihility Pay ~ a F  Detail Approve |[Conversion =] =]
2 [12i0172001 | B [s9gs  [oz22r2002 () (3993 IFP1 QJ Responsibility Pay A ¥ Detaill Approve | [Conversion | =]

*Gtart Date *Earnings Type Description

Enter the Stop Date for the entitlement by using the calendar button B 15 select the
desired date. Stop responsibility pay on the day of relief from duty as commanding
officer.

Note: If absent from the vessel for a period of 30 days or more, on TDY, leave, or
hospitalized, the stop date will be the day prior to the day entering such status.

Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Business rule edits will not be turned off when this is
selected.

Caution: Overriding pay edits may result in errors and possible overpayments of
entitlements.

Click the B save) button (located at the bottom left of the screen) to approve and
transmit the entry.

Responsibility Pay CH-1 11-11-N-7
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Correcting Responsibility Pay

Introduction  This section provides the procedure for correcting Responsibility Pay.

Discussion Only the stop date may be corrected. To change the effective start date or an
incorrect earnings type, the user must delete the entire row (see the next
section for the procedure to delete Responsibility Pay) and then start a new
Responsibility Pay entitlement.

Procedure Follow these steps to correct an incorrect Stop date.

Step Action
1 In the |Btanest History) mode, find the Responsibility Pay row to correct.

Click & drag over the Stop Date field to change its value. Dates must be typed in
MM/DD/YYYY format. The user may also use calendar buttons Bl ¢o modify dates
and the magnifying glass 4 to change the earning type.

Click the B save) button located at the bottom left of the screen.

Responsibility Pay CH-1 11-11-N-9
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Deleting Responsibility Pay

Introduction  This section provides the procedure for deleting Responsibility Pay.

Discussion The total Responsibility Pay entitlement will be recouped when using this
feature.
Procedure Follow the steps in Chapter 3 of this part (Employee Entitlement Navigation

and Data Entry) to access the member’s entitlements detail page. Then,
follow these steps to delete a Responsibility Pay transaction.

Step Action
1 In the |Btanest History) mode, find the Responsibility Pay row to delete.

Click on the =1 button located in the row to be deleted.
2 Click the & save button located at the bottom left of the screen.

Responsibility Pay CH-1 11-11-N-11
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Coast Guard Servicing Personnel Office Manual

Overview

I ntroduction

Topics

Part Il, Pay Entitlements
Chapter 11, Special and Incentive Pays

Section O - Special Duty Assignment Pay

This section provides the procedures for Special Duty Assignment Pay
(SDAP). This entitlement is paid to enlisted members entitled to basic pay

and performing duties designated as requiring special skills.

The following topics are covered in this section.

Topic See Page
Guiding Principles 11-11-O-3
Starting SDAP 11-11-O-5
Stopping SDAP 1I-11-0-7
Correcting SDAP 1I-11-0-9
Deleting SDAP 11-11-O-11
JUMPS Effect II-11-O-13
FY 2011 SDAP Codes 1I-11-O-15
FY 2010 SDAP Codes 11-11-O-19
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Guiding Principles

Introduction

References

Before you
begin

Annual rate
and code
changes

Auto-stop upon
PCSdeparture

This section provides the guiding principles for Special Duty Assignment
Pay.

The following references provide additional information about SDAP.

(a) Special Duty Assignment Pay, COMDTINST 1430.1P

(b) U.S. Coast Guard Pay Manual, COMDTINST M7220.29(series),
Section 4-1

(c) COMDT COGARD WASHINGTON DC 131639Z AUG
10/ALCOAST 419, CG12, COMDNOTE 1430

(d) E-Mail ALSPO J/10; FY2011 SDAP Codes

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found in Chapter 3 of this part (Employee
Entitlement Navigation and Data Entry).

SDAP entitlements and rates change annually. Procedural guidance is
released prior to each fiscal year via ALCOAST and e-mail ALSPO
messages. Refer to these messages before taking any action to start or stop
SDAP.

FY 2011 rates and codes were published in e-mail ALSPO J/10
FY 2010 rates and codes were published in e-mail ALSPO H/09
FY 20009 rates and codes were published in e-mail ALSPO J/08
FY 2008 rates and codes were published in e-mail ALSPO K/07
FY 2007 rates and codes were published in e-mail ALSPO H/06

SDAP stops automatically on the day prior to PCS departure. Do not enter a
Stop SDAP transaction when a member departs PCS. The system will not
reflect the SDAP stop until the departing endorsement on orders transaction is
approved and saved.

Continued on next page
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Guiding Principles, continued

Internal SDAP start transactions require review and approval by a PAO/CGHRSUP

controls role user. The approver cannot be the same user that originated the
transaction.

Supporting References (a) through (c) list the qualification and designation requirements

documentation  receipt of SDAP. A designation letter is the supporting document for SDAP.
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Starting SDAP

Introduction This section provides the procedure for starting Special Duty Assignment

Pay.

Procedure for Follow the steps in the Basic Navigation Guide (Chapter 3 of this Part) to
Starting SDAP  access the member’s entitlements detail page. Then, follow these steps to

enter a new SDAP entitlement.

Step | Action
H I .
1 In the B nclude History mode, click the button shown below.
*Earnings Code: [SDA|Q Special Duty Assignment Pay . o
+ [toitrzo01 ) [assa [T130/z001 ) [ssas | [CEceTa | @ 2@t LEDET Boarding Sw:fh Detai| Approve | [Sorersion E|
A new blank row appears...
AL | L 1 L
“Earmings Cada: [S0A S Speecial Duby Assignment Piry =1
Y -7 ) oo | 3 200 | Y , = [etai] approve | ===
2 [rmrrann ) [ 2773700 9 [ | [EDRTD  Domiovabio Toam A W [Detail [Approve | [Sammreiom = = =1

2 Enter the Start Date. The current date is automatically displayed. Use the calendar
button 2! to select the desired date. The user can also click & drag over the date
field to select the date then type the start date in MM/DD/YYY'Y format.

3 The Stop Date may be left blank to pay continuous SDAP. If this is a temporary
entitlement, enter the stop date. Leave the stop date blank for active duty members
and RC members on AD for 140 or more days ADT or more than 181 days (ADOT).
SDAP will automatically stop upon RELAD or PCS.

4 Enter the Earnings Type code “SDA” or use the Q/ to search and select from a
listing of available earning types.

Reminder: Some Earnings Type codes require the assignment of a Competency
Code before the member is eligible to receive SDAP.

5 Description is pre-filled. Ensure the proper entitlement is shown, repeat step 4 to
select the correct type if necessary.

6 Approval Statusis pre-filled. The transaction will remain in a pending (P) status
until it is opened and saved by a CGHRSUP role user. The approver cannot be the
same person who entered the transaction. A transaction is not completed and
transmitted to JUMPS for processing until the approval status is set to “A”.

Continued on next page
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Starting SDAP, Continued

Procedurefor Starting SDAP (continued)

Step | Action

10 | Click the PP button and enter the Approving Official’s Employee | D number
in the Approver EmplID field of the Supporting Data section.

Supporting Data
1234567 BAS  03/15/2011 ENLBAS
Approval Status: Pending Originator ID: CGHRSONLY
Role Name; CGHRSUP Approver EmpliD; 1234567 Ql
| 0K | [Cancal |

11 Click the ﬁsQE""F""button. The transaction will be routed, via the worklist, to the

approving official.

12 The PAO/CGHRSUP role user should refer to the Reviewing and Approving an
Entitlement Start topic in Part II, Chapter 3, Employee Entitlement Navigation and
Data Entry, of this manual for the review and approval procedure.
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Stopping SDAP

Introduction This section provides the procedure for stopping Special Duty Assignment
Pay.

Reminder, PCS SDAP stops automatically on the day prior to PCS departure. Do not enter a

auto-stop Direct Access Stop SDAP transaction when a member departs PCS. The
system will not reflect the SDAP stop until the departing endorsement on PCS
orders transaction is approved and saved.

Pr ocet_iurefor Follow the steps in the Basic Navigation Guide (Chapter 3 of this Part) to
Stopping SDAP  access the member’s entitlements detail page. Then, follow these steps to
enter a stop SDAP transaction.

Step | Action

1 In the |BCanest History] mode, find the row to stop. The stop date will be blank as shown:

Entitlements

“Earnings Code: [FOA| Q) Special Duly Assignment Pay =

e ’ starn Stop . - A onsal
Stan Date Thme  Stop Date Thme EQrMings Type Description Staties

Manual
v

Detail  Approve  Earning Process Type
Switch

Stan LEDET
1 [—wir.m [6885 | [(EOETD <) Deployable Taarm a = Detail] Approve | [Eanvarsion =l =1=1
Leader SDAP
e s I— Start LEDET Boarding 4 A= =1 —
2 [Tomotizoot | i [eees | [Tirsorzoot [ [feee | [LECETe |4 OfMcer SDAP A [ Dotall] Approve ||'-0n‘-'erSIOn = ==

2 Enter the Stop Date for the entitlement by using the calendar button B 6 select the
desired date. The user can also click & drag over the date field and type the stop date
in MM/DD/YYYY format. The stop date can be future dated.

3 Approval Statusis pre-filled.

4 Manual Row Switch (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Business rule edits will not be turned off when this is
selected.

Caution: Overriding pay edits may result in errors and possible overpayment of
entitlement.

5 Click the &2 pytton (located at the bottom left of the screen) to approve and
transmit the entry.
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Correcting SDAP

Introduction This section provides the procedure for correcting Special Duty
Assignment Pay.

Discussion Only the stop date may be corrected. To change the effective start date or an
incorrect earnings type, you must delete the entire row (see the next section
for the procedure to delete SDAP) and then start a new SDAP entitlement.

Procedurefor  Follow these steps to correct an incorrect Stop date.

correcting
SDAP
Step | Action

1 In the |BiCarest History) mode, find the Special Duty Assignment Pay row to correct.

Click & drag over the Stop Date field to change its value. Dates must be typed in

MM/DD/YYYY format. The user may also use calendar buttons Bl to modify dates
and the magnifying glass @ to change the earning type.

2 Click the "=22*¢) button located at the bottom left of the screen.
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Deleting SDAP

Introduction This section provides the procedure for deleting Special Duty Assignment
Pay.

Discussion The total Special Duty Assignment Pay entitlement will be recouped when
using this feature.

Pr oc_edurefor Follow the steps in the Basic Navigation Guide (Chapter 3 of this Part) to
deleting SDAP  access the member’s entitlements detail page. Then, follow these steps to
enter a deletion of an SDAP transaction.

Step | Action

1 In the |BCarest History] mode, find the Special Duty Assignment Pay row to delete.

Click on the =1 button located in the row to be deleted.

Click the B save) button located at the bottom left of the screen.

Special Duty Assignment Pay CH-1 1-11-0-11
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JUMPS Effect

Introduction This section describes the transactions created and segments modified in
JUMPS when a Start or Stop SDAP entitlement row is saved in Direct
Access.

Start SDAP Creating and saving a new SDAP entitlement row generates a P607
transaction with the following variable data element:

Code Element DA Field Name/Description

70 | 2 Character Alpha- Earnings Type Code
Numeric Code e SDAP Pay Codes and rates are published
(R3, TS etc.) annually via ALSPO message.
The transaction effective date/time is derived from the Direct Access Start
Date/Time fields.

Stop SDAP Completing the Stop Date field of an SDAP entitlement row in Direct
Access will generate a P625 transaction with the following variable data
element when the transaction is saved:

Code Element DA Field Name/Description
70 Stop Date
The transaction effective date/time is derived from the Direct Access Stop
Date/Time fields.

Pay segment Segment 06 is updated by the SDAP transaction. The segment contains
information on a member's entitlement to Special Duty Assignment Pay.
Example:
SEG HIST COMPUTE OBJECT AMOUNT SDAP-RATE
06 201006 4 11750  $150.00 2D2

EFFDTE TIME DTPROC SLC PAT DTPREP DIST RU FORM
ENT ACTION
START 20100114 9999 20100204 0 PPS 20100203 07 00 67  P607
STOP 20100510 9999 20100527 0 PPS 20100520 07 00 67  P625

Continued on next page
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JUMPS Effect, continued

Segment 06 This table describes fields unique to Segment 06. Please see Part IX of this
datafields manual for descriptions of fields common to all segments.
Field Description
OBJECT Object code. See next page for a listing of SDAP object
codes.

AMOUNT | Monthly rate from pay tables.

SDAP SDAP Rate Code from P607 Element Code 70. See next

RATE page.
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FY 2011 SDAP Codes

SDAP Codes The following codes are valid for FY 2011 SDAP transactions.
Billet/Title Level | Object Code | 72MPS DTAy E:‘C”(;Qgs Note
Academy Company Chief SD1 1175W 2F1 OCSCHF DA description
changed from
“USCGA/OCS
Company Chief”
Cape May Recruit Battalion Commander SD3 11754 1V3 RECBAT
Cape May Recruit Company Commander SDS5 11754 1V5 REC-CC
Cape May Recruit Section Commander SD4 11754 1V4 RECSEC
CGIS Special Agent SD2 11753 102 SPECAG
CGRC Recruiter SD2 11751 1R2 RECPRO
CMC (Level 1) SD1 1175A 1BI CMCLV1
e  Sector
e SILC
e SFLC
e ALC
e RFMC
e CGRC
e CPO Academy
e SELC
CMC (Level 2) SD2 1175A 1B2 CMCLV2
e USCGA
e TRACEN
CMC (Level 3) SD3 1175A 1B3 CMCLV3 “DANTES”
e  Districts removed from
e DOG description.
e  PSC Arlington
e JIATF
o C4IT
CMC (Level 4) SD4 1175A 1B4 CMCLV4
e  VCG/(Future) DCMS
e FORCECOM
e  DCO/(Future) OPCOM
CMC (MCPOCG Level 5) SD5 1175A 1B5 CMC-MC
CMC (MCPOCGREF Level 5) SD5 1175A 1B5 CMCRES
D17 ATON SD1 1157B 2C1 D17
Deployable Specialized Forces (DSF) Aerial New code for FY
Gunner SD1 1195D 2K1 DSFAGN 11
DSF Boarding Officer SD1 1175D 1D1 DOGBO DA description
changed from
“DOG Boarding
Officer”
DSF Canine Officer SD1 1175N 171 CANINE DA description
changed from
“DOG Canine
Handler”
DSF Deployable Team Leader SD2 1175D 1D2 DOGDTL DA description
changed from
“DOG Deployable
Team Leader
Continued on next page
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SDAP Codes (continued)
Billet/Title Level | Object Code | 72MPS DT'L; E:rcnéggs Note
New code for FY
Equal Opportunity Advisor SD1 1195A 2H1 EQOADV 11
New code for FY
11
See “Eligible
criteria
clarifications”
First Class Diver SD1 1175Y 2Gl1 FCLDIV below
Heavy Weather Coxswain SD2 1175R 1W2 COXHWC
Helicopter Rescue Swimmer SD3 11758 1Y3 HELORS
HITRON Aerial Gunner SD2 1175E 1H2 HIRON
Honor Guard Petty Officer SD2 1175H 1J2 HONOR
Independent Duty Food Services Officer SD2 11750 2D2 IDFSO See “Eligible
(FSO) criteria
clarifications”
below
International Training Division - Team SD1 11751 1K1 ITDLDR
Leader
International Training Division - Team SD1 11751 1M1 ITDMBR
Member
New code for FY
Middle East Training Team Leader SD1 1195C 2]1 METTLR 11
New code for FY
Middle East Training Team Member SD1 1195C 2J1 METTMR 11
NCV Pursuit Coxswain (Cutter) SD2 1175V 2E2 COXCUT
NCV Pursuit Coxswain (Station) SD2 1175T 2A2 COXNCV
NCYV Pursuit Crewmember (Cutter) SD1 1175V 2E1 NCVCUT
NCV Pursuit Crewmember (Station) SD1 1175T 2A1 NCVPST
NSF Response Member SD1 11757 1X1 NSF-RM
NSF Response Supervisor SD3 11757 1X3 NSF-RS
NSF Response Technician SD2 11757 1X2 NSF-RT
OIC Afloat SD5 11750 1S5 OICAFL
OIC Ashore SD5 11752 1T5 OICASH
Special Mission Training Center High Risk New code for FY
Training Instructor SD1 1175X 2B1 SMTCRI 11
Surfman SD4 11759 1A4 SURFCT
USDAO Defense Attaché Staff SD3 1175G 1F3 DETACH
New code for FY
White House Comms Agency SD2 1195B 212 WHOCMM 11

Continued on next page
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FY 2011 SDAP Codes, continued

Eligibility The information supplements the guidance in paragraph 4 of COMDT
criteria COGARD WASHINGTON DC 1316397 AUG 10/ALCOAST 419, CG12,
clarifications  COMDNOTE 1430:

First Class Diver: SDAP is authorized concurrently with Diving Duty pay.

Independent Duty Food Services Officer (FSO): SDAP is authorized the day
member reports. The member must acquire the FS-17 Competency Code
within one year of their reporting date. If the member has not acquired the
FS-17 Competency Code within one year of their reporting date, SDAP will
be suspended until the FS-17 Competency Code is acquired from the FS
Rating Force Master Chief. See ALCOAST 226/09 for additional
information.
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FY 2010 SDAP Codes

FY 2010 SDAP  The table below lists SDAP codes for FY 2010. These codes are not

Codes available in DA before the end-Month September 2009 update.
Billet/Title Level | Qiect | JUMPS DTAy E:ggggs Note(s)
Cape May Recruit Battalion Commander SD3 | 11754 1V3 RECBAT
Cape May Recruit Company Commander SD5 | 11754 1V5 REC-CC
Cape May Recruit Section Commander SD5 | 11754 1V5 RECSEC
CGIS Special Agent SD2 | 11753 102 SPECAG
CGRC Recruiter SD3 | 11751 1IR3 RECPRO Renamed from “Recruiter-
Production”. Merged with
RECSUP/Recruiting Supervisor
SDAP
CMC (Level 1) SD1 | 1175A 1B1 CMCLV1 | New code for FY 10
e  Sector
e SILC
e SFLC
e ALC
e RFMC
e CGRC
e  CPO Academy/
e SELC
CMC (Level 2) SD2 | 1175A 1B2 CMCLV2 New code for FY 10
e USCGA
e TRACEN
CMC (Level 3) SD3 | 1175A 1B3 CMCLV3 New code for FY 10
e  Districts
e DOG
e  PSC Arlington
e DANTES
e (C4IT
CMC (Level 4) SD4 | 1175A 1B4 CMCLV4 New code for FY 10
e VCG
e DCO
e DCMS
e FORCECOM
e OPCOM
CMC (MCPOCG Level 5) SD5 | 1175A 1B5 CMC-MC
CMC (MCPOCGREF Level 5) SD5 | 1175A 1BS CMCRES
D17 ATON SD1 | 1157B 2C1 D17
DOG Boarding Officer SD1 | 1175D 1D1 DOGBO New code for FY 10
DOG Canine Officer SD1 | 1175N 171 CANINE Renamed from “MSR/MSST K-9
Handlers” for FY 10
DOG Deployable Team Leader SD2 | 1175D 1D2 DOGDTL | New code for FY 10
DOG NSF Response Member SD1 | 11757 1X1 NSF-RM Added “DOG” to title
DOG NSF Response Supervisor SD3 | 11757 1X3 NSF-RS Added “DOG” to title
DOG NSF Response Technician SD2 | 11757 1X2 NSF-RT Added “DOG” to title
Heavy Weather Coxswain SD2 | 1175R 1W2 COXHWC
Helicopter Rescue Swimmer SD3 | 11758 1Y3 HELORS
HITRON Aerial Gunner SD1 | 1175E 1H1 HIRON
Honor Guard Petty Officer SD2 | 1175H 1J2 HONOR

Continued on next page
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FY 2010 SDAP Codes (continued)

Object

JUMPS

DA Earnings

Billet/Title Level Code Code Type Code Note(s)
Independent Duty Food Services Officer (FSO) | SD2 11750 2D2 IDFSO
International Training Division - Team Leader SD2 11751 1K2 ITDLDR
International Training Division - Team SD1 11751 1M1 ITDMBR
Member
NCV Pursuit Coxswain (Cutter) SD2 1175V 2E2 COXCUT
NCV Pursuit Coxswain (Station) SD2 1175T 2A2 COXNCV | Added “Station” to title
NCV Pursuit Crewmember (Cutter) SD1 1175V 2E1 NCVCUT
NCV Pursuit Crewmember (Station) SD1 1175T 2A1 NCVPST Added “Station” to title
OIC Afloat SD5 11750 1S5 OICAFL
OIC Ashore SD5 11752 IT5 OICASH
Surfman SD4 11759 1A4 SURFCT
TRATEAM Team Leader SD1 1175F 111 LTMLDR | Removed “PAC & LANT”
from title
USCGA/OCS Company Chief SD1 | 1175W 2F1 OCSCHF
USDAO Defense Attaché Staff SD3 1175G 1F3 DETACH
Continued on next page
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FY 2010 SDAP Codes, continued

Codes The table below lists the FY 2009 SDAP codes that were discontinued and
Discontinued  notes whether the SDAP was stopped or continued under a new
for FY 2010 code/description for FY 2010.

Earn Description/Note I1D SDAP | Object

Type Code | Code
CMCFO CMC (Flag Officer/Area) ® 1B4 1175A
CMCPSC | CMCPSC (TOPEKA) 1B1 1175A
CMCTR3 | CMC TRACEN Cape May ? 1B2 1175A
CMCTR2 | CMC (TRACEN Yorktown & Petaluma) ? 1B2 1175A
CMCTRI | CMC Coast Guard Recruiting Cmd (CGRC) ? 1B1 1175A
CMCCGA | CMC Coast Guard Academy ¥ 1B2 1175A
CMCIAO | CMC (Dist/MLCS/JAITE/DOG/DANTES) ? 1B3 1175A

CMC (CPO Acad. Chief/CMC Course Chief/Sectors &

CMCCHF | REMCS) @ 1B1 1175A
CMCOS | CMC (MFPU/PATFORSWA) @ 2B1 1175A
LTMMBR | TRATEAM (PAC & Lant) (Boarding Officer) " 111 1175F
LEDETB | LEDET Boarding Officer ) 1D2 1175D
LEDETD | LEDET Deployable Team Leader 1D3 1175D
LEDETG | LEDET Aerial Gunner " 1D1 1175D
MSSTBO | MSST Boarding Officer ) IN1 11751
MSSTTL | MSST Team Leaders ) 1N2 1175J
MSRTTR | MSRT (DAS Troop Leader) " 2G1 1175P
MSRTSL | MSRT (DAS Squad Leader) " 2G1 1175P
MSRTCB | MSRT (CBRNE) " 1G2 1175P
MSRTAG | MSRT (Flight Mech Aerial Gunners) 1G1 1175P
RSINST Recruiting School Staff ") 101 11758
RECSUP | Recruiting Supervisor 1R3 11751

SDAP stopped.

N —

SDAP authorized in FY 10 under new CMC (level 1, 2, 3, or 4) code as appropriate for

the command to which assigned. Data entry required by SPOs to start FY 10 SDAP.

3. SDAP authorized in FY 10 under new DOG SDAP code as appropriate for duty
(Boarding Officer or Deployable Team Leader). Data entry required by SPOs to start
FY10 SDAP.

4. PPC merged RECPRO (Recruiter-Production) and RECSUP (Recruiter-Supervisor) into

single code - RECPRO. Inactivated RECSUP. Changed DA description to CGRC

Recruiter, no SPO action was/is necessary to continue SDAP from FY09 to FY10.
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PPC SPO Manual

Part I, Pay Entitlements

Chapter 12, Temporary Duty (TDY) Entitlements

Overview
Introduction This section provides the procedures for changing a member’s subsistence
and/or sea pay/time entitlement due to Temporary Duty (TDY)/Per missive
Orders.
Contents This chapter contains the following topics.
Topic See Page
Guiding Principles 11-12-3
Quick Reference Table 1I-12-7
Starting/Stopping BASDMR due to TDY I-12-11
Refund of BASDMR due to TDY 11-12-13
Starting/Changing Career Sea Pay Due to TDY I1-12-17
Pay Entitlements Associated With TDY 11-12-23
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Guiding Principles

I ntroduction

Reference

DA Menu Item
(Transaction)
tousefor TDY
Subsistence and
Career Sea Pay

Reservists

This section provides the guiding principles for TDY Entitlements.

The following references provide additional information about TDY
Entitlements.

e Pay. Personnel, & Procedures Manual, Chap. 2-B and Chap 7-B
e U.S. Coast Guard Pay Manual, Chapter 3-A, Chapter 4-B

The DA Entitlements menu must be used to report changes to subsistence
and CSP when a member is ordered TDY. The transaction is required for
every TDY assignment which results in a change to subsistence allowance for
enlisted personnel or CSP for officers and enlisted personnel.

The Compensate Employees > Maintain Entitlements > Use > Employee
Entitlements menu is also used to enter stops of CSP for TDY in excess of
30 days and to administer other pay entitlements (SDAP, FSA, HDP-L, etc.)
affected by TDY.

The following sections, Understanding Subsistence Allowances for Enlisted
Personnel and Understanding Career Sea Pay, along with the Quick
Reference Table, will help you to determine if a DA TDY Entitlements
transaction for BAS and/or CSP is needed.

This guide applies to active duty personnel (officers and enlisted) and to
Reservists on EAD or long-term active duty. Do not submit BAS Entitlements
on Reservists on short-term active duty (Subsistence entitlements are entered
on the Reserve Orders Partial Entitlements tab. Use the Employee
Entitlements menu if member is entitled to CSP). BAS and CSP are not
payable to Reservists on IDT.

Continued on next page
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Guiding Principles, continued

Timing

Under standing
Subsistence
Allowancesfor
Enlisted

Per sonnédl

Do not submit the DA TDY Entitlements BAS or CSP transactions with dates
that overlap an existing TDY period.

Do not submit the DA TDY Entitlements BAS or CSP transactions with dates
that a member is in a PCS enroute status.

If the member will immediately depart PCS following the TDY period the
Departing Endorsement on Orders transaction will auto stop (close) any open
BAS or CSP entitlement rows when the transaction is approved and saved. In
these cases it is not necessary to stop the TDY BAS and/or CSP entries.

Note: See the “Working With Effective Dates” guidance in chapter 3 of this
part for information on entering transactions in the correct sequence.

When a member performs TDY, payroll transactions may be needed to adjust
subsistence allowances. Read section 3-A of the Coast Guard Pay Manual for
regulations pertaining to substance allowances. After reading the regulations
you should understand that:

1. All enlisted personnel, other than those in accession training, have a
continuous entitlement to Enlisted Basic Allowance for Subsistence
(ENLBAS).

2. BAS Discount Meal Rate (BASDMR) is not an allowance, but a
mandatory pay account collection of a debt owed to the government
for meals made available to the member.

3. When members are assigned to circumstances where mandatory pay
account collections are required for government furnished meals made
available, these collections will be made whether the meals are eaten
or not.

4. Collection of BASDMR is refunded during TDY if the member is not
provided with meals.

For members TDY to U.S. Navy, or other U.S. Government vessels as other
than passengers, or to foreign navy vessels, ESM charges (BASDMR) will be
suspended and members will settle messing charges on a PAYGO basis.

Continued on next page
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Guiding Principles, continued

Understanding  When a member performs TDY to or from a CSP eligible vessel or mobile

Career SeaPay unit, payroll transactions are needed to start and stop sea pay/time. Read
section 4-B of the Coast Guard Pay Manual for regulations pertaining to
Career Sea Pay. After reading the regulations you should understand that:

e There are three levels of CSP for members per manently assigned to a CSP
eligible unit.
e With the exception of assignments to vessels operating In-Theater:
—Members temporarily assigned to a CSP eligible unit are eligible for
Level-1 CSP.
—The CSP level for a member going TDY from one CSP eligible unit to
another CSP eligible unit does not change.
e CSP entitlement stops after 30 days TDY (not including leave taken before
or after TDY) away from a CSP eligible unit.
e CSP is not payable during periods of leave taken after 30 days TDY
(PAYMAN Fig 4-3, Note 2).

Note: For a member who is TDY from a CSP eligible unit, the system does
not generate any transaction which would stop CSP after 30 days TDY. When
a member is TDY from a CSP eligible unit for more than 30 days, you must
usethe DA Employee Entitlements menu to stop and restart CSP.

Continued on next page
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Guiding Principles, continued

Known Issue The old DA TDY Entitlements (P620) transaction, which is no longer used,

with inserted a row in the member’s Employee Entitlements to reflect the stop and
Entltlement start of BAS entitlements. The row inserted by the TDY Entitlements
ows

transaction is dated incorrectly making it appear, in the Employee
Entitlements view, as if there were a one-day gap in the member’s overall
BAS entitlement.

SPOs must not attempt to manipulate the stop and start dates of the two rows.
The JUMPS segments (24 & 27), affected by the P620 transaction, have the
correct stop and start dates. This is a known issue with the TDY Entitlements
(P620) component and is one of the reasons the transaction is no longer in
use.
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Quick Reference Table

Table Use this table to determine if a TDY BAS and/or CSP entitlement
transaction needs to be submitted when an officer or enlisted member is
TDY.
Abbreviations used in this table:
e BAS-Basic Allowance for Subsistence
e BASDMR-Enlisted BAS, Discount Meal Rate
e ENLBAS-Enlisted BAS
e OFFBAS-Officer BAS
e PDS-Permanent Duty Station
o CSP-Career Sea Pay
e CSPP-Careers Sea Pay Premium
BAS at Messing | CSP | CSP TDY Entitlementstransactionsfor BAS and/or Career Sea Pay
PDS at TDY at at (CSP) Needed?
PDS | TDY
ENLBAS | ENLBAS | NO NO | No. TDY does not impact the member’s substance or CSP entitlement.
OFFBAS | OFFBAS | NO NO | No. TDY does not impact the officer’s substance or CSP entitlement.
OFFBAS | OFFBAS | YES | NO | No. If TDY is more than 30 days:
1. Use Employee Entitlements to stop CSP/CSPP on 30" day of TDY
2. Enter new CSP/CSPP rows to resume upon return from TDY.
BASDM | ENLBAS | NO NO | Yes. Refund DMR deductions during TDY Period.
R TDY Period 30 daysor less:
Submit a single DA Employee Entitlements Refund DMR for Missed
Meals transaction, on the last day of TDY.
TDY Period morethan 30 days:
Submit a DA Employee Entitlements Refund DMR for Missed Meals
transaction, on the last day of the first month of TDY. Submit additional
Refund DMR for Missed Meals transactions on the last day of each
subsequent month and a final transaction on the last day of TDY (if last
day of TDY is other than the last day of the month).
Note: The effective date for ALL Refund DMR for Missed Meals
transactions is the last day of the month. The system will automatically
enter the date in the transaction Start and Stop date fields when the
DMRRMM Earnings Type code is selected.
BASDMR | BASDMR | NO YES | Yes. CSP Only. This TDY does not impact the member’s substance
entitlement.
Starting TDY:
Start Sea Pay on day arrived to CSP unit. (check “ Sea Pay while TDY”
box)
Ending TDY:
Stop Sea Pay on day departed the CSP unit
BASDMR | BASDMR | YES NO | Yes. CSP Only. This TDY does not impact the member’s substance
entitlement.
If TDY ismorethan 30 days:
1. Use Employee Entitlements to stop CSP/CSPP on 30™ day of TDY
2. Enter new CSP/CSPP rows to resume upon day of return.

Continued on next page
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Quick Reference Table, continued

Table (continued)

BAS at
PDS

M essing
at TDY

CSP at
PDS

CSP
at TDY

TDY Entitlementstransactionsfor BAS and/or Career
Sea Pay (CSP) Needed?

BASDMR

BASDMR

NO

NO

No. TDY does not impact the member’s substance or CSP
entitlement.

OFFBAS

OFFBAS

NO

YES

Yes. Needed to start/stop CSP for officers.

Starting TDY:

Start Sea Pay on day arrived to CSP unit. (check “ Sea Pay
while TDY"” box)

Ending TDY:

Stop Sea Pay day departed the CSP unit

BASDMR

BASDMR

YES

YES

No. TDY does not impact the member’s substance or CSP
entitlement

Do not stop CSP. The member will continue to receive
CSP at current level while TDY.

Exception: If TDY unit is In Theater AND member’s
CSP level for PDS is “1” or “2”, then stop current CSP
entitlement and start a new one. Fill in the fields (making
sure the In Theater checkbox is marked, notify PPC
Customer Care if the checkbox is not marked and the
vessel is operating In Theater) on the “Detail” page. This
will pay CSP at level “3” while the member is TDY.

ENLBAS

BASDMR

NO

NO

Yes. Needed to start/stop BASDMR during TDY.
Starting TDY:

Stop ENLBAS the day prior to arriving at TDY unit.
Start BASDMR day arrived TDY unit. (check “BAS
while TDY” box)

Ending TDY:

Stop BASDMR day prior to arriving PDS unit.

Restart ENLBAS day returned to PDS unit * except when
member will depart PCS Next Day.

*Ending TDY when the member departs PCS next
day:

Stop ENLBAS day prior to arriving PDS unit (to end the
TDY period).

Start ENLBAS day of PCS departure to start ENLBAS.

Continued on next page
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Quick Reference Table, continued

Table (continued)

BAS at
PDS

Messing
at TDY

CSP at
PDS

CSP
at TDY

TDY Entitlementstransactionsfor BAS and/or Career
Sea Pay (CSP) Needed?

ENLBAS

BASDMR

NO

YES

Yes. Needed to start/stop BASDMR and CSP during TDY.
Starting TDY::

Stop ENLBAS the day prior to arriving at TDY unit.

Start BASDMR day arrived TDY unit. (check “BASwhile
TDY” box)

Start CSP day arrived TDY unit (check “ Sea Pay while TDY
block™)

Ending TDY:

Stop CSP day departed CSP unit.

Stop BASDMR day prior to arriving PDS unit.

Restart ENLBAS day returned to PDS unit * except when
member will depart PCS Next Day.

*Ending TDY when the member departs PCS next day:
Stop BASDMR day prior to arriving PDS unit (to end the
TDY period).

Start ENLBAS day of PCS departure to start ENLBAS.

BASDMR

ENLBAS

YES

NO

Yes. Refund DMR deductions during TDY Period and, if
TDY is more than 30 days, stop CSP.

TDY Period 30 daysor less:
Submit a single DA Employee Entitlements Refund DMR for
Missed Meals transaction, on the last day of TDY.

TDY Period morethan 30 days:

1.  Submit a DA Employee Entitlements Refund DMR for
Missed Meals transaction, on the last day of the first
month of TDY. Submit additional Refund DMR for
Missed Meals transactions on the last day of each
subsequent month and a final transaction on the last day
of TDY (if last day of TDY is other than the last day of
the month).

Note: The effective date for ALL Refund DMR for Missed
Meals transactions is the last day of the month. The system
will automatically enter the date in the transaction Start and
Stop date fields when the “DMRRMM” Earnings Type code
is selected.

2. Use Employee Entitlements to stop CSP/CSPP on 30"
day of TDY

3. Enter new CSP/CSPP rows to resume upon day of return
from TDY.

Temporary Duty (TDY) Entitlements
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Starting/Stopping BASDMR due to TDY

Introduction This section provides the procedure for changing Basic Allowance for

Procedure

Subsistence. Use this procedure when a member reports for TDY or returns
to his/her PDS upon completion of TDY.

Sign into Direct Access and select the following menu path: Compensate
Employees > Maintain Entitlements > Use > Employee Entitlements. Then,
follow these steps to stop the current BAS entitlement and to enter a new
BAS entitlement for the TDY period.

Note: This procedure is only used when stopping ENLBAS and starting BASDMR. See “Refund
of BASDMR?” in this chapter for members TDY from BASDMR units to units where ENLBAS

is payable.
Step Action
1 Enter the Stop Date in the currently open BAS entitlement row.
* Start Stop i : o
Start Date Time/Seq Stop Date Time/Seq Earnings Type Description
1 01/01/2008 |5 0001 | [4] 2999 EMLBAS Enlisted BAS

e If submitting this transaction in connection with a member departing for TDY, the
Stop Date will be the day prior to the member’s arriving at a TDY unit.

e [f submitting this transaction in connection with a member returning from TDY,
the Stop Date will be the day prior to arriving PDS unit.

Wraneal

Start st . o A | _
*Start Date TiriefSeq Stop Date Tir?E-fSeq *Earnings Type Description S?;L?a Row Detail
Switch
105302000 [ 2565 | [osogrz010]( 0000 |  BASDMR %EFRU\””‘ Hedlds & [] Detail
2 Click the = button to right of the row you entered in the Stop Date in to insert a
new BAS entitlement row.
it |
*Start Date Ti;emeq Stop Date '?\?12;3 o “EGMINGS Type Description ‘;f;[:"a' Por el Earning Process Type
Switch
1[01/01/2008 |5 0001 04/09/2010(E] 9999 ENLBAS Enlisted BAS A O Conversion ﬂ
3 Enter the Start Date.
R Start Stop . y = Approval &= y
Start Date Time/Seq Stop Date Time/Seq Eamings Type Description Status Row Detail
Switch

1|04r0i2010 [ o000 | EJ oooo =Y P [] Detail
~If submitting this transaction in connection with a member departing for TDY, the
Start Date will be the date the member reported to the TDY unit.
~If submitting this transaction in connection with a member returning from TDY,
the Start Date will be the date the member returned to the PDS unit.

Continued on next page
Temporary Duty (TDY) Entitlements 11-12-11



Pay Entitlements

Starting/Stopping BASDMR due to TDY, Continued

Procedur e (continued)
Step Action
4 The Stop Date may be left blank to pay continuous BAS. If this is a temporary

entitlement, you may enter the stop date. The stop date will be the day prior to
member arriving back at the PDS unit. You must also repeat steps 2 and 3 to insert a

new BAS entitlement row to resume the member’s BAS entitlement for the PDS.

5 Start Stop Approval [EE-TITET] .
Start Date Time/Seq Stop Date Time/Seq Status isiko;;cn Detail

1 04102010 [E] 0ooo umsxzmdg}l‘iﬂ] 0000 =Y P [] Detail

*Earnings Type Description

Enter the Earnings Type in the code if known or use the Q to search and select from
a listing of available earning types.

5 Start Stop
Start Date Time/Seq Stop Date Time/Seq

Wanual
Approval ;
Status Row Detail Ea

Switch
1 [04110/2010 [E] 0000 [04r152010]5 0000 BASDMR  [Q P [] Detail

*Earnings Type Description

Description is pre-filled. Ensure the proper entitlement is shown, repeat the previous
step to select the correct type if necessary.

Approval Statusis pre-filled. The status will automatically change from Pending (P)
to Approved (A) upon saving. BAS transactions do not require CGHRSUP approval.

Manual Row Switch - (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Caution: Overriding pay edits may result in errors
and possible overpayments of entitlements.

Click the M button and check the “BASwhile TDY” box when starting BAS at the
TDY unit. DO NOT check this box when resuming BAS upon completion of TDY.
Supporting Data

Bas  04M10/2010 BASDMR

| 0K || Cancel |

10

Click the &= pytton (located at the bottom left of the screen) to approve and
transmit the entry.

1-12-12
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Refund of BASDMR due to TDY
Introduction This section provides the procedure for entering a Refund of DMR for
missed meals. Note: There is no need to stop BASDMR when doing RMM
entitlement for missed meals.
Procedure Follow these steps to enter a new Refund of DMR entitlement.
Step Action
1 Click the [*] button shown below.
Entitiements viewall = K 7ors I 2|
*Earnings Code: RMM =Y Refund DMR for Missed Meals
View3  |= [ 15085 [¥] =
*Siart Date '?itran:l’Seq Stop Date '?itrzZJ’Seq *Earmings Type Description '::):;LOEWI aﬂ:vr;“al Detail Earning Process Type
1043012070 ] 2561 04300201028 2562 DMRRMM DR Refund for A O Detail =
A new blank row appears...
Entitiements ViewAll = Kl 7o O 2|
*Earnings Code: RMM ﬂ Refund DMR far Missed Meals
viewd  |<[{] 16of6 (] =
*Start Date ?f:‘:ﬁeq Stop Date %‘;‘;ﬁeq *Earnings Type Description ’;f;{::’a‘ g:\:"m Detail Earning Process Type
Switch
-1 parzsiz010 [ o000 Eill 0000 Q) P [ Detail =
2 0473002010 [ 2561 04/30/2010 il 2562 DMRRMM a:‘g;@e’:‘“e”a‘g‘” A £ Detail =
2 Enter the Start Date. The current date is automatically displayed. Use the calendar
button Bl to select the desired date.
Note: Upon moving to the Earnings Type code (see step 4), the Start Date and Stop
Date will automatically change to reflect the last day of the month.
Start St . .
~Start Date Tir?1&f5&q Stop Date Ti;';meq *Earnings Type Description
- [E———— ODMR Refund for
1 081312010 [ 0000 08/31/2010 E4J| 0000 DMRRMM Q] Hiseed Meals
3 The Stop Date may be left blank. This field will automatically update to equal the
Start Date (see note above for start date).
4 Enter the Earnings Type code “DMRRM?” or use the QJ to search and select from
a listing of available earning types.
S Description is pre-filled. Ensure the proper entitlement is shown,
6 Approval Statusis pre-filled. The status will automatically change from Pending
(P) to Approved (A) upon saving.
7 Manual Row Switch - (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Caution: Overriding pay edits may result in errors
and possible overpayments of entitlements.

Continued on next page
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Refund of BASDMR due to TDY, continued

Procedure (continued)
Step Action
8 Click the 22 button to bring up the Supporting Data screen below:

Supporting Data Leave in Connection With TDY
1234567 RMM  08/31/2010 DMRRMM Do not include the number of meals
Number of Breakfast: | missed or the dates when a member was
umber of breaklast: on leave (including sick leave). The
Humber of Dinners: leave transaction (Vacation Request),
will automatically credit missed meals for
Humber of Suppers: members who take leave while on TDY.
Begin Date: Bl End Date: x| Submittiqg this transac_tion yvith date§
overlapping a leave period will result in

| 0k || Cancel | an overpayment.

Note: When submitting this transaction for missed meals due to TDY orders, the
numbers of meals per day will always be three (03). Do not adjust meal count
based on time of departure or return to unit. Do not include meals missed while on
leave.

Enter 3 digits (i.e. 003) for the Number of Breakfast meals missed during the
month. Leave blank if none were missed.

Enter 3 digits (i.e. 003) for the Number of Dinners missed during the month.
Leave blank if none were missed.

Enter 3 digits (i.e. 003) for the Number of Suppersmissed during the month.
Leave blank if none were missed.

Begin Date: Enter the date of the first day for which the Refund of DMR is being
credited.

End Date: Enter the date of the last day for which the Refund of DMR is being
credited. May be left blank if entering a transaction for a member who is TDY for
more than 30 days. However, you must enter the end date on the final Refund DMR
transaction for the TDY period.

Note: The Begin and End date fields are not part of the transaction (P603) that
migrates to JUMPS for processing. Do not include dates the member was on leave.
Click the button when finished.

9 Click the &=/ pytton (located at the bottom left of the screen) to approve and
transmit the entry.
Continued on next page
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Refund of BASDMR due to TDY, continued

Example Here is an example of a Completed Refund of DMR entry-- Member TDY
from a BASDMR unit to an ENLBAS unit from 9 to 16 April.
Entitlements
: - [+
*Earnings Code: [RMM| G Refund DMR for Missed Meals
Manual
. Start Stop 5 . L Approval .
Start Date Time/Seq Stop Date Time/Seq Earnings Type Description Status Rm_'.r Detail Ear
Switch
' (g DMR Refund for :
1|04/30/2010 (1 2583 04/30/2010|Ed] 2584  DMRRMM prjoine A ] Detail
ey e DMR Refund for Z
2 05130;2009]@ 2579 usrawzunﬂ@ 2580  DMRRMM okl A [l Detail
Supporting Data /
RMM  04/30/2010  DMRRIM
Number of Breakfast: |5
Humber of Dinners: B
Number of Suppers: b
Begin Date: |04/10/2010 [E] £nd pate:| 04/15/2010 [}
Correctionsto Follow the steps in the Basic Navigation Guide to access the member’s
Refund of entitlements detail page. Then, follow these steps to enter a correction of a
BASDMR Refund of DMR transaction. Only the Detail (number of missed meals by
transactions type, Begin date and End date) may be corrected.
y y
Step Action

1 Click the 2% button to bring up the Supporting Data screen.
Supporting Data

_ RMM  05/31/2011 DMRRMM

Humber of Breakfast: 3
Humber of Dinners: 3

Humber of Suppers: 3

| Ok || Cancel |

Continued on next page
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Refund of BASDMR due to TDY, continued

Correctionsto Refund of BASDMR transactions (continued)

Step Action

2 Enter 3 digits (i.e. 003) for the Number of Breakfast meals missed during the
month. Leave blank if none were missed.

Enter 3 digits (i.e. 003) for the Number of Dinners missed during the month.
Leave blank if none were missed.

Enter 3 digits (i.e. 003) for the Number of Suppersmissed during the month.
Leave blank if none were missed.

Supporting Data

Note: Setting the number of meals to “0”
e R BRI 0831/2011 M| on the detail panel (see corrections on
the previous page) will “undo” any
erroneous credit.

This is preferable to deleting a transaction.
Deleting this type of transaction causes
JUMPS to put the member in an overpaid
status if any other BAS changes process
during the same month.

Number of Breakfast: 3

Mumber of Dinners: 3

Humber of Suppers: 2
Begin Date: 05/23/2011 Ei ppd pate: 05/25/2011 [

| 0K || Cancel |
Click the button when finished.

3 Click the === button (located at the bottom left of the screen) to approve and
transmit the correction.

Deletions of Follow the steps in the Basic Navigation Guide to access the member’s
Refund of entitlements detail page. Then, follow these steps to enter a deletion of a
BASDMR Refund of DMR transaction.
transactions
Step Action
1 Find the Refund of DMR row to delete.

Click on the =] button located in the row to be deleted.

Click the L button located at the bottom left of the screen.
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Starting/Changing Career Sea Pay Due to TDY

Introduction This section provides the procedures for starting or changing Career Sea Pay

due to TDY. Procedure 1 provides the procedure for a member TDY from a
non-CSP unit to a CSP unit. Procedure 2 provides the procedure for a
member TDY from a CSP unit to a non-CSP unit.

Procedurel—  This is the procedure for entering a TDY entitlement to Career Sea Pay when
Member TDY  a member is TDY to a CSP eligible unit.
from a non-
CSPunittoa
CSP unit
Step Action
1 Follow these steps to enter a new CSP entitlement for the TDY period.

2

Enter the Start Date. The current date is automatically displayed. Use the calendar

button £ to select the desired date. You can also click & drag over the date field to
select the date then type the start date in MMDDYYY'Y format.

Entitlements

“Earnings Code: [55F | Career Sea Pay

Manual

Start Stop Approval Row Detail Approve

Time/Seq S1°P D3 fimerseq Status  Sov'
1[04109/2010 | 0000 | | &l o000 | & P [ Detail| Approve

— The Start Date will be the day the member arrived at the CSP unit.

*&tart Date *Earnings Type Description

The Stop Date may be left blank to pay continuous CSP. If this is a temporary
entitlement, you may enter the stop date.

Manual
Row Detail Approve |
Switch

1[04i09r2010|E 0000 |[o4ntsi2010]Efjooon | <l P [0  Detail| Approve
— The Stop date will be the date the member departed the CSP unit.

Start Stop

Approval
TimelSeq SOP DA iaiseq

*Start Date Status

*Earnings Type Description

Enter “CSPAY” for the Earnings Type in the code or use the Q) to search and select
from a listing of available earning types.

Manual

Start Stop Approval

*Start Date TimelSeq Stop Date TimefSeq*Eammgs Type Description Status ';E.r\i':ch Detail Approve E
104002010 0000 [04nsi2010]Eff o000 [osPay Q) Career sea Pay] P [0 Detail| Approve

Continued on next page
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Starting/Changing Career Sea Pay Due to TDY, Continued

Procedure 1 —Member TDY from a non-CSP unit to a CSP unit (continued)

Step Action

5 Approval Statusis pre-filled. The status will automatically change from Pending
(P) to Approved (A) upon saving.

6 Manual Row Switch - (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Caution: Overriding pay edits may result in errors
and possible overpayments of entitlements.

7 Click the M button to bring up the Supporting Data screen.

Click the Qnext to the Department field and select the unit assigned for Career Sea

Pay entitlement. The level of sea pay will be based on the Department ID.
1234567 CSP 05M9/2008 CSPAY

This checkbox is marked when the vessel
is designated as operating ‘In Theatre’.
The field is set by PPC. Notify PPC
(Customer Care) if the checkbox is
marked and you know the vessel is no
longer operating In Theater on the
effective date of this transaction. Do not
input the transaction until the checkbox is
cleared by PPC.

SetiD: AUSCG Q]

Department; 000090 Q) ©GC DEPENDABLE

Is Member in Theater |/

ATU: 20 OPFAC: 12112 CSP Level: 1
Sea Pay while TDY |V

The Sea Pay while TDY box will already be marked if starting CSP on a member
whose permanent unit is not CSP eligible.

Note: Notice the Checkbox for ‘In Theatre’. Members sent TDY to sea are
normally entitled to Level 1 sea pay while TDY however, if the vessel to which the
member is sent TDY is serving in Theatre, the member is entitled to Level 3 Sea Pay.
If a member is sent TDY from one Career Sea Pay eligible vessel to another Career
Sea Pay eligible vessel, do NOT check the box for Sea Pay unless the vessel the
member is TDY to is a vessel operating in Theatre. This is because members who go
TDY from one vessel to another vessel continue to receive Career Sea Pay at the
level established for their permanent unit. Their Career Sea Pay does not revert to
Level 1 while TDY.

8 Click the L_9%_| button to close the Supporting Data screen.

9 Click the "®=*) button (located at the bottom left of the screen) to approve and
transmit the entry.

Continued on next page
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Starting/Changing Career Sea Pay Due to TDY, Continued

Procedure 1 —Member TDY from a non-CSP unit to a CSP unit (continued)

Example: Completed CSP Entitlement Entry — Member TDY to a CSP unit. Reported on 9
April and departed on 15 April.

Enﬁﬂements View All Kl 707 [ |
*Earnings Code: @g Career Sea Pay
view Al |< [ 1011 [ 5|
*Start Date ﬂtrizISeq Stop Date 'Is'itrzeefSeq *Earnings Type Description ,gfapt{]osval E&E::l Detail Earning Process Type
104002010 2540 [o4rsr2010]E] 2541 [csPAY  [Q Career Sea Pay A [0 Detail| Temporary Additional Duty =]
...And the corresponding BAS entitlement entries for the same TDY period.
|Entitlements View All | 05 O >|
*Earnings Code: @ﬂ Subsistence
ViewAll |< [ 130f5 _
*Start Date 151trar12f5 eq Stop Date 'Is'itr?&fs aq *Earnings Type Description ,gszt[josvai E&E:l Detail Earning Process Type
1[oameizoto|Eooo0 | |Eoooo  [EntBas [ Eniisted BAS P O =]

Discount Meal Rate
2 (0410912010 ]El 0000 [o4r1512010|E 0000 [BASDMR [Q] JEEY P O
3[01/01:2008 B 0001 [o4i0erz010[E] 9909 ENLBAS Enlisted BAS

Detail| Temporary Additional Duty =1
Conversion =1

A

Supporting Data

BAS  04/09/2010 BASDMR

| oK || Cancel |

Continued on next page
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Starting/Changing Career Sea Pay Due to TDY, Continued

Procedure2—  Follow this procedure to stop and resume CSP when a member performs
Member TDY ~ TDY away from a CSP eligible unit for more than 30 days.

from a CSP

unit to a non

CSP unit for

more than 30

days

Step Action

1 Follow these steps to stop the current CSP entitlement on the 30™ day of TDY and to
resume CSP upon return from TDY.

2 Enter the Stop Date. The Stop Date will be the 30™ day of TDY.

20712412008 [ 2516 |[01/01r2010[El|2521  CSPAY Career Sea Pay

Note: The system will automatically stop Career Sea Pay Premium on the same
date, if applicable. The stop date will be entered after the CSP entry is approved and

saved.
—— Pon— Career Sea Pay
2 [uwzauzuug [ 2518 |01/012010| ]| 2522 CSPREM B e

3 Click the @ pytton (located at the bottom left of the screen) to approve and
transmit the entry.

4 Click the = button to right of the row you entered the Stop Date to insert a new CSP
entitlement row.

Enter the Start Date.

The Start Date will be the date the member returned to the CSP unit.

*Earnings Code: '[CSF']'E Career Sea Pay

. Start Stop
Start Date TimelSeq Stop Date TimelSeq

1 {o2/01rz010| ) 2523 E4 oooo CSPAY Career Sea Pay
0210172010 3] L]

*Earnings Type Description

5 Enter “CSPAY” for the Earnings Type in the code or use the Q) to search and select
from a listing of available earning types.
*Earnings Code: | CSF Q) Career Sea Pay

i Start Stop ” " ks Approva
Start Date Time/Seq Stop Date Time/Seq Earnings Type Description Status
10210112010 | B 2523 [l oooo  |csPay  [Q] Career Sea Pay P

Continued on next page
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Starting/Changing Career Sea Pay Due to TDY, Continued

Procedure 2 — (continued)

Step Action

6 | Click the 224 button to bring up the Supporting Data screen

Enter the Department ID number for the member’s permanent duty unit.
Supporting Data
CSP  02/07/2010 CSPAY

SetiD: | AUSCG[Q

Department: 000001 [Q} CGC GALLATIN

ATU: 20  OPFAC: 11407 CSP Level: 3
Sea Pay while TDY []

[8]38 | Cancell

9 Click the —2%_| button to close the Supporting Data screen.

10 | Click the 222 button (located at the bottom left of the screen) to approve and
transmit the entry.

Complete steps 11-14 if the member was also entitled to Career Sea Pay Premium.

11 If the member was receiving Career Sea Pay Premium:

Click the = button to right of the row the system entered in the Stop Date in to

insert a new Career Sea Pay Premium entitlement row.
2 _U?I2M2DUQ:@ 2516 01/01/2010 @ 2521 CSPAY Career Sea Pay A .| Detail El

12 Enter the Career Sea Pay Premium Start Date. The date will be the same as the date

used to restart CSP.
*Earnings Code: CSR% Career Sea Pay Premium

. Start Stop . ) —
Start Date Time/Seq Stop Date Time/Seq Earnings Type Description
I ] Career Sea Pay
1 ;D2I01I201D_@ 2524 (B4 oooo CSPREM s
2072412000 |E] 2518 [01012010|] 2522 CSPREM e

13 Enter “CSPREM?” for the Earnings Type in the code or use the Qlto search and
select from a listing of available earning types.

14 Click the 2= pytton (located at the bottom left of the screen) to approve and
transmit the entry.

Continued on next page
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Starting/Changing Career Sea Pay Due to TDY, Continued

Procedure 2 — (continued)

Example: Refund of BASDMR, Start/Stop of CSP & CSP-Premium entitlement entriesfor a
member TDY from a CSP unit to anon CSP unit from 3 December to 31 January. CSP &
CSP-Premium stopped on 30" day of TDY (1 January). CSP and CSP-Premium restarted

upon return to PDS (1 February):

~Eamings Code: [RMH[<

Refund DMR for Missed Meals

View All

j< [ 1202 [F] 5|

Manual
o Start Stop i . Approval y
Start Date TimelSeq Stop Date Timelseq Earnings Type Description Status I;o‘.r.trC Detail Earning Process Typi
1[01312007 |l 2608 [01/31/2007| 5] 2509 DMRRMM M Refund fon A [1 Detai \
212312006 B 2506 [123172006E] 2507 DMRRMM Ei’gg‘eierz‘gﬂm A O Detai]

Career Sea Pay

===
*Eamings Code: LQEE_IQ

Supporting Data
AW 1RGNS DR
[ ———- ]
Samber of Diers: 47
it o S, T8
Bogin Dase: 12935004 ] gt Date:

Refund of DMR submitted on
last day of first month of TDY.
End date left blank to indicate

Manual that another transaction will
Start Stop 2 Approval
=start Dat Stop Dat “E Type D i R Detail E P T
al ate Tlmejseq lop Date Tlmen’Seq arnings Type Descnption Status sg:]’:‘:h etall armng Proces’ Ype follow.
1 EDEJD‘IQDD ]@ 2529 |@ 0000 CSPAY Career Sea Pay A [ Detail ey
2 [o7i24i29b6 |1 2516 [01/01/2007]] 2521 Career Sea Pay A [] Detail =]
3|030 _‘Iggglﬂ 9999 !E?_f@%@ 9947 Career Sea Pay A [0  Detail| Conversion E|
Supporting Data
I.-———Kl . RMM  0MG12007  DURRMM
Earnings Code: @JJ Career Sea Pay Premium
Mumber of Breakfast 11
Manual Mumber of Dinnors: 31
‘startbate St oq Ston Date i aq "EAMIngs Type Descriptiol Aporoval Row  Eaming Process Type, Sombor 2 Seopern B
Switch Begin Date: 01012007 |5 g pute: 017312007 (£
C?)P & CSP- , 007 |5 2524 Floooo  csprem  CareerseaPay ial o] [Ganaar]
remium — .
2[orizaz006 )6 2518 [o1012007|E 2522 csPREM Career Sea A CSP & CSP- Refund of DMR submitted on last
restarted upon |07/24/2006 | [071/01/2007] . it / day TDY (which also h: b
roturn to PDS e Prem. Stopped ay (which also happens to be
. [ . .
3[osi0nz2002|) 9999 (07172008 CSPREM ngn%mea o A on 30™ day of the last day of the month in this
TDY case).
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Pay Entitlements Associated With TDY

Table When a member is on TDY away from his/her duty station, the following pay
entitlements are impacted.
Entitlement I mpact Reference | DA Procedure
Guide
Enlisted (1) Enlisted members are entitled to ENL PAYMAN, SPOMAN,
Subsistence BAS during periods of travel time. Chapter 3-A | Part II, Pay
(2) While at the TDY dite: Entitlements

If the TDY site is a Coast Guard ship with a
galley, a Class “A” School, or OCS, the
member is entitled to ENL BAS minus
Discount Meal Rate (BASDMR).

(a) If the TDY site is an Essential Station
Messing Unit (a shore unit with
government quarters and dining
facilities), and the member is in pay
grade E-6 or below, the member is
entitled to ENL BAS minus Discount
Meal Rate.

(b) If the TDY site is not a Coast Guard
ship with a galley, Class “A” School,
OCS, or an Essential Station Messing
Unit, the member is entitled to ENL
BAS. However, if the member’s
permanent unit is ESM or EUM (e. g.
member is entitled to BASDMR at
the permanent) discount meal rate
charges will be credited back to the
member for the TDY period.

Continued on next page
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Pay Entitlements Associated With TDY, Continued

Table (continued)

Entitlement I mpact Reference | DA Procedure
Guide
Career Sea | (1) If a member goes TDY TO a CSP PAYMAN, SPOMAN,
Pay (CSP) eligible unit: Chapter 4-B Part II, Pay
(a) From a non-CSP eligible unit, the Entitlements

member is entitled to CSP at the Level
One rate while TDY.

(b) From one CSP eligible unit to another
CSP eligible unit, the member is
entitled to continue to receive the CSP
Level established for the member’s
PDS.

(¢) From a non-CSP eligible unit or from
a CSP eligible unit to anther CSP
eligible unit that is operating In-
Theater (meets qualifications for
Imminent Danger Pay as prescribed in
section 4-H of reference (a)), the
member is entitled to Level-Three rate
while TDY.

(2) If a member goes TDY FROM a CSP
eligible unit to a non-CSP eligible unit,
the member’s CSP entitlement stops at
2400 on the 30™ calendar day in a TDY
status.

Continued on next page
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Pay Entitlements Associated With TDY, Continued

Table (continued)

Entitlement I mpact Reference | DA Procedure
Guide
Hardship Duty | (1) If a member goes TDY TO an HDP-L PAYMAN, SPOMAN,
Pay for eligible location for a continuous period | Chapter 4-A, Part II, Pay
Location of more than 30 days: Entitlements
(HDP-L) (a) From a non-HDP-L location, the

)

member is entitled to HDP-L for the
TDY location retroactive to the first
day of TDY.

(b) From a different HDP-L location, and
the member is serving an
accompanied tour at the PDS, the
member is entitled to HDP-L for the
PDS or TDY location, whichever is
higher, while TDY.

(c) From a different HDP-L location, and
the member is serving an
unaccompanied tour at the PDS, the
member is entitled to HDP-L for the
PDS or TDY location, whichever is
higher, for the first 30 days of TDY,
then HDP-L for the TDY location for
the remainder of the TDY period.

If a member goes TDY FROM an HDP-

L location to a non-HDP-L location for a

continuous period of more than 30 days,

and the member is serving an
accompanied tour at the PDS, the
member is entitled to continue to receive

HDP-L during the entire TDY period. If

the member is serving an unaccompanied

tour at PDS, the member’s HDP-L
entitlement stops at 2400 on the 30™
calendar day of TDY.

Continued on next page
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Pay Entitlements Associated With TDY, Continued

Table (continued)

Entitlement I mpact Reference | DA Procedure
Guide
Family If a member with dependents (or spouse in PAYMAN, SPOMAN,
Separation service) is TDY away from his/her PDS Para 3-H-3 Part II, Pay
Allowance continuously for more than 30 days, and the Entitlements
(FSA-T) dependents do not reside at or near the TDY
station, the member is entitled to FSA-T
retroactive to the first day of TDY.
Hostile Fire, If a member goes TDY to an IDP eligible PAYMAN, SPOMAN,
Imminent location, the member is entitled to IDP for Figure 4-7, Part 11, Pay
Danger Pay the entire month. Entitlements
(HFIDP)
Combat Tax If a member goes TDY to a Combat Tax PAYMAN SPOMAN,
Exclusion Exclusion qualifying area, the member is Para 8-G-4 Part II, Pay
entitled to Combat Tax Exclusion for the Entitlements
entire month.
Combat SGLI If a member goes TDY to a Combat Tax E-Mail SPOMAN,
Allowance Exclusion qualifying area, in support of ALSPO B/06 Part II, Pay
Operations Enduring Freedom or Iraqi Entitlements
Freedom, the member is entitled to Combat
SGLI Allowance for the entire month.
Special Duty | If a member receiving SDAP goes TDY: PAYMAN, SPOMAN,
Assignment (a) And duties while TDY require use of Para 4-1 Part II, Pay
Pay (SDAP) skills on which SDAP is based, the Entitlements
member’s SDAP continues during the | COMDTINST
TDY period. 1430.10
(b) And duties while TDY do not qualify
for SDAP, the member’s SDAP
entitlement stops at 2400 on the 90"
calendar day in a TDY status.
Continued on next page
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Pay Entitlements Associated With TDY, Continued

Table (continued)

Entitlement I mpact Reference | DA Procedure
Guide
Foreign If a member receiving FLPP goes TDY: PAYMAN SPOMAN,
Language (a) And duties while TDY require use of Sec. 4-K Part II, Pay
Proficiency skills on which FLPP is based, the Entitlements
Pay (FLPP) member’s FLPP continues during the
TDY period.
(b) And duties while TDY do not qualify
for FLPP, the member’s FLPP
entitlement stops at 2400 on the 90™
calendar day in a FLPP status.
Diving Duty | If a member receiving Diving Duty Pay goes | PAYMAN SPOMAN,
Pay TDY: Figure 4-6, Part II, Pay
(a) And TDY is for diving duty purposes, Entitlements
Diving Duty Pay continues to accrue
while the member is TDY.
(b) And TDY is for other than diving
duty, the member’s Diving Duty Pay
stops at 2400 on the 30™ calendar day
in a TDY status.
Responsibility | An officer serving as acting commanding PAYMAN SPOMAN,
Pay officer may be authorized Responsibility Pay Sec. 4-D Part II, Pay
Entitlements
Temporary Duty (TDY) Entitlements 11-12-27
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Overview

I ntroduction

In thisguide

Advance
payment of
Earned Income
Credit (EIC)
discontinued

PPC SPO Manual
Part I, Pay Entitlements

Chapter 13, Tax Withholding

This guide provides the procedure for navigating the Tax Withholding

component in Direct Access.

This guide covers the following topics:

Topic See Page

Federal and State Tax Changes 3
Tax Change Procedure 5
Federal and State Income Tax Withholding for Residents of 11
Puerto Rico on Active Duty

Federal and State Income Tax Withholding for Residents of 13

the Commonwealth of the Northern Mariana Islands

State Tax Withholding Data Entry Procedures 17
State Tax Listing 23

The option of receiving advance payroll payments of EIC expired on
December 31, 2010. Individuals who received advance payments of EIC in
2010 must file a 2010 federal income tax return. Individuals eligible for EIC
in 2011 can still claim the credit when they file their 2011 federal income tax
return. In addition, if members who expect to be eligible for the EIC and will
have income tax withheld from their wages in 2011, may reduce their
withholding in order to receive the benefit of a portion of the credit
throughout the year. Members must complete a new IRS form W-4 to change

withholding.
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Federal and State Tax Changes

Introduction This section provides procedures for non self-service employee tax data
changes. The Employee Tax Data page has five tabs for data entry.
" Federal Tax Data 1 ‘\‘ Federal TaxData 2 Federal Tax Data 3 State Tax Data 1 State Tax Data 2

The usage of each tab is described below.

e The Federal Tax Data 1 tab is used to input various types of federal tax
information including Special Tax Withholding Status, Tax Marital Status,
Withholding Allowances and Additional Withholding.

o The Federal FaxData2tab-is-used-for Earned-Income-Credit.

e The Federal Tax Data 3 tab is used for the input of Foreign Country for
Non-Resident Aliens (Coast Guard Academy Cadets only).

e The State Tax Data 1 tab is used for State of Legal Residence, Special Tax
Withholding Status, State Withholding Marital/Tax Status, Withholding
Allowances and Additional Withholding.

e The State Tax Data 2 tab is used for special rules that apply to Mississippi.

Timing Change employee federal tax data when a person:

e Becomes a member of the Coast Guard, Coast Guard Reserve, NOAA
Commissioned Officer Corps or is accepted as a cadet at the CG Academy.
Note: If submitting this transaction as part of an accession, ensure the
effective date is the same as the accession date and that the transactions,
including a Payment Option Election (Non Self-Service), are all
submitted in the same JUMPS update cycle.

¢ Changes citizenship status. (Ensure supporting documentation is submitted.)

e Files a new IRS Form W-4 (except for those prepared as part of the
retirement package).

e [s a non-resident alien and changes marital status. (Ensure supporting
documentation is submitted.)

e Changes state of legal residence.

e Changes withholding status for the state of legal residence.

¢ Terminates non-resident alien status.

e [s a U. S. citizen, resident alien, or a non-resident alien who is terminating
such status to become a resident alien, and the member's state of legal
residence is a taxing jurisdiction, and the state has a state tax withholding
agreement with the Secretary of the Treasury.

Continued on next page
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Federal and State Tax Changes, Continued

Required Change in State Tax Information must be supported by one of the following
Supporting e Employee's Withholding Allowance Certificate (IRS Form W-4),
Documents e State of Legal Residence Certificate (DD-2058 (CG)), or DD-2058-2 (for

Native American State Tax Exemptions),
e Certificate of Non-resident Alien, or
e Appropriate state tax income tax form.

Claiming Self-service cannot be used to claim an exemption from federal income tax

Exempt withholding (FITW). Members who meet the conditions for an exemption
from FITW must submit a signed IRS form W-4 to their SPO for processing.
Member s claiming exemption from federal withholding must filea new
IRS Form W-4 each year by 15 February.

Special In the past, employers had to send the IRS any W-4 form claiming more
Reporting to than 10 allowances or claiming complete exemption from withholding if
IRS $200 or more in weekly wages was expected.

Regulations issued by the Treasury Department eliminated the
requirement that employers send copies of potentially questionable W-4
forms to the IRS. The new regulations took effect on April 14, 2005.

W-4 forms are still subject to review by the IRS. Employers will no longer

have to submit them to the tax agency, unless directed to do so in a written

notice to the employer or pursuant to specified criteria set forth in future

published guidance.

e Members claiming exemption or more than 10 withholding allowances
from federal withholding must file a new IRS Form W-4 each year by
15 February.

EffectiveDate A tax change will normally be effective the first day of the month
following the month it is submitted. If the tax change is submitted on the
first day of the month, it will be effective the same month. Examples:
¢ A tax change submitted on 1 March will be effective in March.
¢ A tax change submitted between 2 and 31 March will be effective in April.
Tax changes cannot be submitted retroactively. Tax withheld cannot be
refunded by the Coast Guard. The member will have to file an income tax
return (State or Federal) in order to receive a refund of any taxes withheld
in excess of taxes due.

1-13-4 Tax Withholding


http://www.irs.gov/pub/irs-pdf/fw4.pdf?portlet=3�

Pay Entitlements

Tax Change Procedure

Procedure Login to Direct Access and follow these steps to change employee tax data.
Step Action
1 Select menu items in the following order:

Home > Compensate Employees > Maintain Payroll Data (US) > Use > Employee
Tax Data

A search page will appear. Enter the member's employee ID number or other search
criteria and click the =222 button.

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

The Employee Tax Data page will open and the Federal Tax Data 1 tab will be
displayed.

Continued on next page
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Tax Change Procedure, Continued

Procedure (cont.)
Step Action
4 Choose the appropriate tab for the type of tax change and complete the fields as

described below.

{ Federal Tax Data 1 3

Sponge, Bob
Company:

*Effective Date: 0112212010 [Ei]

@ None

_' Maintain gross (no tax WH)will be zero unless specified in 'Additional Withholding' below
W-4 Processing Status:

Tax Marital Status:

Withholding Allowances: 3

Amount:

Field Description/Instructions

1D: 1234567
CGA Active Coast Guard Employees

< [{] 1011 [¥] =

Find | View All

+
012212010

This data was last updated by Emp SfSvc  on

Exempt (not subject to FIT)and do not withhold tax

@ None _! Notification Sent _ New W-4 Received

@ Single ) Married

[ Letter Received

Percentage: Limit On Allowances:

Effective date This defaults to current date. This date may not be future dated.

Special Tax This field defaults to None. Change it to "Maintain gross option” if

Withholding "Exempt" status indicated on Line 7 of Form W-4.

Status
Note: Self-service cannot be used to claim an exemption from
federal income tax withholding (FITW). Members who meet the
conditions for an exemption from FITW must submit a signed IRS
form W-4 to their SPO for processing.

W-4 Processing This field defaults to None.

status

Tax Marital Tax Marital Status defaults to Single. Click either 'Single' or

Status 'Married'. If member elects 'Married at the Higher Single Rate' on the
W-4, click 'Single'.

Withholding Withholding Allowances defaults to zero. Enter the number of

Allowances allowances claimed by the member on IRS Form W-4.
Non-resident aliens who are not residents of Canada, Mexico or
Puerto Rico cannot claim more than ONE allowance on IRS Form
W-4. Members who claim more than 10 exemptions must file a new
IRS Form W-4 each year by 15 February.

Add’l Enter the dollar amount of additional tax to be withheld monthly.

Withholding Amt | This amount must be in whole dollars.

Per centage Not applicable.

L ock-In Details The fields in this block are not applicable and will not be used by the
USCG application.

Continued on next page
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Tax Change Procedure, Continued

Procedure (cont.)

Step Action
4 [ TFederaiTmDam?
(cont.) Sponge, Bob ID: 1234567
Company: CGA  Active Coast Guard Employees
view Al First [ 1 or1 [ Last
Effective Date: 01/22/2010 Federal tax data last updated by Emp SfSvc opn  01/22/2010
Exempt from FUT [7] use Total Wage for Multi_State

@ Not applicable

_) Single,or married no sp filing W-5 Processing Status

_ Married, both spouses filing @ None () Notification Sent (' New W-5 Received

[T statutory Employee [7] Legal Representative
[] Deceased [] Deferred Compensation
["] Pension Plan

Note: No changes are required on this tab unless-the-memberisrequesting-advaneced
payment-of Earned-Ineeme Credit(EIC).
Field Description/I nstructions

Effective date Copied from the Federal Tax Data 1 tab.
Federal tax datalast | Shows the date the member's federal tax data was last updated.
updated by
Exempt From FUT Direct Access will automatically check this field.
Use Total Wagesfor | Not used.
Multi-Stat Employee
Earned Income Leave default entry of "Not Applicable" unless-the-memberis
Credit claiming-advance EICH the-memberis-entitled-to-EIC,choose
» e
¥ 3 el  Masried with bodl i
° 1 1 " H, . 1
W-5 Processing Not applicable.
Status
W-2 Reporting Not applicable.

Continued on next page
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Tax Change Procedure, Continued

Procedure (continued)
Step Action
4 j Federal TaxData3
(cont.) Sponge, Bob 1234567
Company: CGA  Active Coast Guard Employees
Effective Date View All  First [ 1061 [M] Last
Effective Date: 01/22/2010
Country: =X [C] Form 8233 Recd? 8233 In Effect Date: Ed
Date of Entry: Edl [C] Form W8-BEM Recd?  \yg_BEN In Effect Date: Edl
Treaty ID: &l [ Form W9 Recd? W In Effect Date: E)
Treaty Exp Date: Edl Taxpayer ID Number:
Allowable Earnings Codes View All First (4] 1 or1 [ Last
Income Code {for 1042-5) Max Earnings Eligible Per  Tax Rate Tax Rate
Year (after form) (before form)
$0.00 0.000000 0.000000

Note: No changes are required on this tab unless the member is a non-resident alien.

Field Description/Instructions

Effective Date Copied from the Federal Tax Data 1 tab.
Country Enter the member's Country if member is a non-resident alien.
All other fieldson | The other fields on this page are not applicable and will not be used
this page in the USCG application.
[SebTmoaaiy,
Sponge, Bob ID: 1234567
Company: CGA Active Coast Guard Employees
Effective Date Eind | View All |= [ 101 [ =)
Effective Date: 01/22/2010
Find | View Al |< (4] 1084 [F] |
*State: La No State Withholding
Resident Ul Jurisdiction
@ None ) Exempt and do not withhold tax ©) Native American

Maintain gross taxable; SWT will be zero unless specified in "Additional Withholding' below

Marital Status: 1 g 3ingle or married claim single
Withholding Allowances: 0

Amount: [C] Letter Received
Percentage: Limit On Allowances:

Note: See the State Tax Withholding Data Entry Procedures topic for more detailed
instructions on completing the State Tax Data tab. See Federal and State Income Tax
Withholding for Residents of Puerto Rico on Active Duty for special rules it the
member is a resident of Puerto Rico (PR).

Continued on next page
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Tax Change Procedure, Continued

Step Action
4 State Tax 1(cont.):

(cont.)
Effective Date Copied from the Federal Tax Data 1 tab.
State Enter the member's State of Legal Residence. The drop-down

menu lists standard two-letter abbreviation codes to choose from.

Resident Leave this field selected (checked).
Ul Jurisdiction Leave this field selected (checked).
Speci al Tax Refer to the State Tax Withholding Data Entry Procedures tOpiC to

Withholding Status | complete this field. Choose:
¢ None, if member is not entitled to any exemption from state
income tax withholding (e.g. Member's state does not provide an
exemption for military personnel who live outside the state or
member is currently stationed in their State of Legal Residence).
e Exempt and do not withhold tax, if member is entitled to an
exemption from state income tax withholding (e. g. Member's
state exempts income earned by military personnel stationed
outside the state).
Note: States that qualify are AZ, CA, CT, ID, KY, PA, MO,
MN, MT, NJ, NM, NY, OH, OK, OR, PR and VT.
Puerto Rico (PR) residents: See Federal and State Income Tax
Withholding for Residents of Puerto Rico on Active Duty for
special rules.
Native American, if member is a Native American and meets
eligibility requirements. The SPO will have eligible members
sign a DD Form 2058-2.
e The "Maintain gross taxable..." option is not used.
Marital Status Click the Al button and choose the appropriate marital status code.
If exempt from state taxes, leave this field at the default or current
status. Do not change it.
1 |Single or married claim single

2 |3ingle Head of Household

3 |Married, claiming self

4 |Married, claim self and spouse

5 |Married filing jointly
Withholding Enter the number of allowances claimed by the member for state
Allowances tax withholding purposes. If exempt from state taxes, leave this

field at the default or current number. Do not change it.
Add’'| Withholding | Enter the whole dollar amount, if any, of additional tax to be
Amount withheld monthly.

Add’l Withholding
Per centage Not used, leave blank.
Lock in Details

Continued on next page
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Tax Change Procedure, Continued

Procedure (cont.)
Step Action
4 ( State TaxData 2
(cont.) Sponge, Bob ID: 1234567
Company: CGA Active Coast Guard Employees

Effective Date Find | ViewAll  |= [ 10r1 [M] =
Effective Date: 101472008

Find | ViewAll  |= (4] 1011 [¥] =]

State: AK
Addl Allowances:

% of Federal WiH: Annual Exemption Amt:

(AZ Only) (M3 Only)
*SDI Status: Exempt - Retirement Plan [
(PR Only)
o
Disability/Unemployment Plan: State/State - Exempt From SUT

Note: No changes are required on this tab unless the member’s State of Legal
Residence is Mississippi.

Effective Date Copied from Federal Tax Data 1 tab.

State State of Legal Residence, copied from State Tax Data 1 tab.
Add’l Allowances Not used, leave blank

% of Federal WH
Annual Exemption If the member is a resident of Mississippi, enter the Exemption

Amt (MSOnly) Amount.
SDI Status Not used, leave as default "N/A".
Retirement Plan Not used, leave blank.
Exempt From SUT | Not used, leave checked
California Wage Not used, leave default "State/State".
Plan Code
5 Verify that all the information submitted is correct.
Click the B32=v2) button after completing all applicable fields.
[1-13-10 Tax Withholding
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Federal and State Income Tax Withholding for Residents of
Puerto Rico on Active Duty

Reference

Purpose

Rules

Personnel and Pay Procedures Manual, PSCINST M1000.2 (series), Sec 8-B

This section provides rules for withholding federal and state income tax for
active duty members claiming Puerto Rico as their state of legal residence.

Residents of Puerto Rico on active duty are subject to federal or state income tax
withholding depending on their assignment in or outside of the 50 United States.
The table below shows which tax is to be withheld based on the member's
assignment.

If the mbr isassigned to duty... Then...

in the US (one of the 50 states) | only federal income tax is withheld.

Member is exempt from state tax withholding.

outside of the US only Puerto Rico tax is withheld.
Member is exempt from federal tax withholding.

Fed withholding
stopswhen PR
withholding
starts

Member Action

Federal tax withholding will be stopped automatically in JUMPS anytime
Puerto Rico tax withholding is started.

e If the member wants both federal and Puerto Rico taxes withheld, the
SPO will need to enter a federal tax transaction to start federal tax
withholding.

Members shall notify the SPO, using the procedures established in
reference (a), to begin Puerto Rico tax withholding when they are
stationed outside of the U.S. Members shall notify the SPO when they are
stationed back in the U.S. to stop Puerto Rico withholding and begin
federal withholding.

Continued on next page
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Federal and State Income Tax Withholding for Residents of
Puerto Rico on Active Duty, Continued

SPO Action When a member who claims Puerto Rico as their state of legal residence is
stationed outside the United States, the SPO shall:

e Submit a State Tax transaction. Ensure that "PR" is shown as the State of
Legal Residence and that the "Exempt and do not withhold tax" radio
button denoting exemption from state tax is NOT marked (member is not
exempt). Ensure the fields for Marital Status and No. State Exemptions
Claimed are completed on the transaction.

Note: The State Tax Transaction will automatically stop any federal tax
withholding the member has. If the member wants both federal and Puerto
Rico taxes withheld, the SPO shall submit a federal tax transaction (in
addition to the state tax transaction).

When a member who claims Puerto Rico as their state of legal residence is
stationed back in the United States, the SPO shall:

¢ Submit a State Tax transaction. Ensure that "PR" is shown as the State of
Legal Residence and that "Exempt and do not withhold tax" radio button is
marked denoting exemption from state tax.

e Submit a Federal Tax transaction to begin federal withholding.
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Federal and State Income Tax Withholding for Residents of
the Commonwealth of the Northern Mariana Islands

Introduction This section provides the procedure for entering tax withholding for residents

of the Commonwealth of the Northern Mariana Islands (CNMI).

Discussion The US Treasury has entered an agreement with the CNMI for the mandatory

withholding of CNMI income tax from the pay of members of the U. S.
Armed Forces who are residents of the CNML

The state code will be "MP", and Federal exclusion code will be a newly
established code of "7".

Members with Legal residency of CNMI will have CNMI state taxes withheld
at the federal rate, and FICA withheld. No FITW, regardless of unit state.

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:
Home > Compensate Employees > Maintain Payroll Data (US) > Use > Employee Tax
Data
2 A search page will appear. Enter the member's employee ID number or other search
criteria and click the ~Z21 button to select the member you wish to display.
3 The Employee Tax Data page will open, and the Federal Tax Data 1 tab will be

displayed. The Federal Tax Data 1 tab is used for the input various types of federal tax
information including 'Special Tax Withholding Status', 'Tax Martial Status',
Withholding Allowances' and 'Additional Withholding.

Continued on next page
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Federal and State Income Tax Withholding for Residents of
the Commonwealth of the Northern Mariana Islands, Continued

Procedure (continued)
Step Action
4 Choose the appropriate tab for the type of tax change and complete the fields as
described below. Federal Tax 1:
| Federal TaxData 1 |
Sponge, Bob ID: 1234567

Company.
Effective Date

Amount:

01/22i2010 ]

*Effective Date:

Tax Marital Status:

Withholding Allowances:

CGA  Active Coast Guard Employees
Find | View All

This data was last updated by Emp Sf3vc  on

Exempt {not subject to FIT)and do not withhold tax

I aintain gross (no tax WH)will be zero unless specified in "Additional Withholding' below

W-4 Processing Status:

) None () Notification Sent ) New W-4 Received
@ Single ) Married
0
[] Letter Received
Percentage: Limit On Allowances:

01/22/2010

[= [ 10F1 [¥] |

Field Description/I nstructions

Effectivedate | This defaults to the current date. This date may not be future dated.
Special Tax Select "None" (default). CNMI residents are not subject to FITW.
Withholding Setting the state code to "MP" on the_State Tax Data 1 tab will exempt
Status the member from FITW in JUMPS.

The remaining fields on this tab may be left at their defaul
on the State Tax Data 1 tab to continue.

t values. Click

Sate Tax 1:

Eederal TaxData 1 FederalTaxData2 | FederalTaxData3 ;

State Tax Data 1

.

‘‘‘‘‘
..........

¢ Slate TaxDalE2

Company: CGA Active Coast Guard Employees
Find | View All J< [4] 1ot
Effective Date: 052012008
State In'c. ind | View Ali_|< (4] 1.0r1 [}]
" State: ||'-!P ‘;_i_'-_ Graduated Tax Tbis-Allowances

1.,¥ Resident r I Ul Jurisdiction

L. g " Exemptand do not withhold tax " Native American
© Maintain gross taxable; SWT will be zero unless specified in "Additional Withholding' below

[ 'I:l-antal Status: [1_ Ql Single or‘i‘na[liec claim single

.'..'n:\.l'lmholding Allowances: ’0_
a3t Amount | djustment . (I D
Amount: ) g e I™ Letter Received
Percentage: Limit On Allowances: I_

Continued on next page
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Federal and State Income Tax Withholding for Residents of
the Commonwealth of the Northern Mariana Islands, Continued

Procedure (continued)
Step Action
4 Sate Tax 1(cont.):
(cont)
Effective Date Copied from the Federal Tax Data 1 tab.
State Enter or select code "M P" for residents of the CNMI.
Resident Leave this field selected (checked).
UI Jurisdiction Leave this field blank (unchecked).
Special Tax Status e Select: None
e The "Maintain gross taxable..." option is not used.
Marital Status Click the @l button and choose the appropriate marital status
code. If exempt from state taxes, leave this field at the
default or current status. Do not change it.
1 |Single or married claim single
2 |Single Head of Household
3 |Married, claiming self
4 |Married, claim self and spouse
5 |Married filing jointly
Withholding Enter the number of allowances claimed by the member for
Allowances state tax withholding purposes.
Add’l Withholding | Enter the whole dollar amount, if any, of additional tax to be
Amount withheld monthly.
Add’l Withholding
Percentage Not used, leave blank.
Lock in Details
S Click the 'B==v=] button to save the information.
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State Tax Withholding Data Entry Procedures

Introduction This section provides additional information for state income tax processing
and provides guidance for establishing or changing state tax withholding
information in Direct Access.

Note: Procedures for members who are legal residents of U. S. Territories

are also included in this section.

Discussion The two charts in Personnel and Pay Procedures Manual, PSCINST
M1000.2(series), State Tax Listing Pages 8B are helpful in explaining

withholding requirements and providing useful state address information.
This section is meant to supplement, not replace, those charts.

The focus of this section is to categorize states by their processing
similarities and provide an understanding of how each category should be
treated when establishing or changing a member’s state income tax
information in Direct Access.

Category 1 -- The following states do not have a state income tax:

States With No Alaska (AK) South Dakota (SD)

Income Tax Florida (FL) Texas (TX)
Nevada (NV) Washington (WA)
New Hampshire (NH) Wyoming (WY)

Direct Access procedures:
When establishing or changing state of legal residency to one of the above
states, enter only State Code, ignoring Marital Status and Number of
Exemptions fields. Their default values will not be passed to JUMPS.

*State: FL &
Resident

Mo State Withholding

Find | View Al |= (4] 101 [¥] =

[T] ur Jurisdiction

Example Direct-
Access Sate Tax @ None ) Exempt and do not withhold tax () Native American
Datal Page for Maintain gross taxable; SWT will be zero unless specified in "Additional Withholding below
state with no
incorm tax Marital Status: 1 g Single or married claim single
Withholding Allowances: 0
Amount: [C] Letter Received
Percentage: Limit On Allowances:
Continued on next page
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State Tax Withholding Data Entry Procedures, Continued

Category 2 -- The following states (and U.S. Territories) have a state income tax but do not
StatesThat Do have an agreement with the Department of Treasury to withhold state income
Not Have an taxes from a military member’s pay or exempt all military earnings from
Agreementto  giate taxes.
Withhold Mllinois (IL) American Samoa (AS)
Kentucky (KY)
Michigan (MI) Guam (GU)
Tennessee (TN) Virgin Islands (VI)
West Virginia (WV)
Direct Access procedures:
When establishing or changing state of legal residency to one of the above
states, enter only State Code, ignoring Marital Status and Number of
Exemptions fields. Their default values will not be passed to JUMPS.
Find|View Al |= [{] 1051 [ =
Example DireCt- *State: . Tﬂ Mo State Withholding o
Resident [C1 ut Jurisdiction
Access Sate Tax
Data 1 Page fOf @ None ) Exempt and do not withhold tax () Native American
state VV|th no Maintain gross taxable; SWT will be zero unless specified in "Additional Withholding" below
agreement:
Marital Status: 1 Q) Single or married claim single
Category 3 -- The following states (and U.S. Territories) have a state income tax and have
States With an agreement with the Department of Treasury to withhold state income
Military taxes from a military member’s pay, but have conditions which allow a
Exemptions

member to claim exemption from paying those taxes. See the 3PM, Ch 8 -
State Tax Listings for an explanation of the required conditions.

|Arizona (AZ) New Jersey (NJ)

California (CA) New York (NY)

Connecticut (CT) Ohio (OH)

Idaho (ID) Oklahoma

Minnesota (MN) Oregon (OR)

Missouri (MO) Pennsylvania (PA)

Montana (MT) Vermont (VT)

INew Mexico (Reservists (not on AD) [Puerto Rico (PR)-See Federal and State Income
with Legal Residence in NM are not  |Tax Withholding for Residents of Puerto Rico on
state tax exempt, the SPO should not fAetive Duty for special rules

mark them as exempt.)

Note: Kentucky (KY) and Michigan (MI) exempt all military pay but are
listed as Category 2 states (no withholding agreement).

Continued on next page
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State Tax Withholding Data Entry Procedures, Continued

Category 3 --
States With
Military
Exemptions
(continued)

Direct Access procedures:

When establishing or changing state of legal residency for a member who
meets the exemption conditions, enter State Code and indicate “Exempt and
do not withhold tax” in the Special Tax Status field on State Tax Data 1 page,
ignoring the Marital Status and Number of Exemptions fields. Their default
values will not be passed to JUMPS. No state wages or taxes will be reported
to JUMPS.

When establishing or changing state of legal residency for a member who
does not meet the exemption conditions, enter State Code, Marital Status, and
Number of Exemptions. Special Tax Status block on State Tax Data 1 page
must indicate “None”.

Note: Members who claim one of the above states are automatically subject
to state income tax when they are stationed inside that state/territory. After a
reporting endorsement processes in JUMPS, a Direct Access tax event must
be completed (either by member self-service or SPO) if the default values
(single and zero) are not acceptable to the member.

Example Sate Tax Data 1 Page, member entitled to exemption:

Find|View Al |= ({41 10r1 [ =

*State: p"\ ﬂ Graduated Tax Tbls-Allowances
Resident Ul Jurisdiction

) None @ Exempt and do not withhold tax ©) Native American
Maintain gross taxable; SWT will be zero unless specified in "Additional Withholding® below

Marital Status: 1 ﬂ Single or married claim single
Example Sate Tax Data 1 Page, member not entitled to exemption:
|< [{4] 1061 [

Find | View Al
*State: A &) Graduated Tax This-Allowances
Resident Ul Jurisdiction

@ None ) Exempt and do not withhold tax () Native American
Maintain gross taxable; SWT will be zero unless specified in "Additional Withholding' below

Marital Status: Y Single or married claim single

Withholding Allowances: 0

Amount: @ [] Letter Received

Percentage: Limit On Allowances:

Continued on next page
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State Tax Withholding Data Entry Procedures, Continued

Category 4  The following states have a state income tax and an agreement to withhold state
income tax from a CG member’s pay.

States With
Agreements

Alabama (AL) | Iowa (IA) Nebraska (NE) North Carolina
NO)
Arkansas (AR) | Kansas (KS) New Mexico North Dakota(ND)
Colorado (CO) (NM)(Reservists | Rhode Island (RI)
Delaware (DE) | Louisiana (LA) (not on AD) w/ South Carolina
District of Maine (ME) Legal Residence | gy
. in NM aren’t state
Colum@a (DC) tax exempt, the
Georgia (GA) | Maryland (MD) SPO shouldn’t Utah (UT)
Hawaii (HI) Massachusetts(MA) | mark them Virginia (VA)
Indiana (IN) Mississippi (MS)* | exempt.) Wisconsin (WI)

Direct Access procedures:
When establishing or changing state of legal residency, enter State Code, Marital
Status and Number of Allowances.

*For residents of Mississippi, enter State Code (MS) and ignore the values in the
Marital Status and Number of Exemptions fields. Enter a dollar amount in the
Annual Exemption Amount block on State Tax Data 2 page.

Example DA State Tax Data 1 Page for State With Agreement to Withhold:
|= (4 101 [¥] =

State Info.

Find | View All

*State: K3 ﬂ Graduated Tax This-Allowances

Resident Ul Jurisdiction

) Exempt and do not withhold tax () Native American

Maintain gross taxable; SWT will be zero unless specified in 'Additional Withholding' below

@ None

Marital Status: 2 Q) Single Head of Household
Withholding Allowances: 3
Example DA State Tax Data 2 Page, member resident of Mississippi:
Find | View Al |= ({1 1081 [F] =

State: Ms
% of Federal W/H: | Annual Exemption Amt: $3,000
(AZ Only) (M3 Only)
. A - Retirement Plan [

SDI Status: ! (PR OmY}

Exempt From SUT

Disability/Unemployment Plan: State/State -

Note: The Annual Exemption Amt can be obtained from Mississippi form 89-350-
98-1, http://www.mstc.state.ms.us/taxareas/withhold/89-350001.pdf

Continued on next page
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State Tax Withholding Data Entry Procedures, Continued

Category 5 -- There are special procedures for eligible Native American service members
Special State who claim exemption from state tax withholding. Exemption is recorded by
TaxTreatment  clicking the Native American tab in the Special Tax Status field on State Tax
fﬁ(\)rrnglr?ga\{r?s Data 1 page. The Marital Status and Number of Exemptions fields should not

be completed; their default values will not be passed to JUMPS. No state
wages or taxes will be reported to JUMPS.

Category 6 Please see Tax Withholding for Residents of the Northern Mariana Islands.
Commonwealth

of the Northern

Mariana lsdands
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State Tax Listing

(334) 242-1170

State and Contact Phone Number Authorized to Tax State Tax Office Address
Have SITW Withholding
Withheld From Form State
Military Requires
Members
Alabama Yes State Form A-4 | Alabama Dept of Revenue

Individual & Corporate Tax Div.
PO Box 327465
Montgomery, AL 36132-7465

?913;1)‘1 659300 NO STATE INCOME TAX
Arizona Yes (Exempts State Form A-4 | Arizona Dept of Revenue

800-852-5711(automated)

(602) 255-3381 all military pay) | or A-4M Taxpayer Info & Assistance

PO Box 29086

Phoenix, AZ 85038-9086
Arkansas Yes State Form Arkansas Department of Finance
(501) 682-7225 AR-4EC and Administration

Individual Income Tax Section

Rm 138, Ledbetter Building

Little Rock, AR 72203
California Yes State Form California Franchise Tax Board
800-338-0505 EDD DE4 * PO Box 942840

Sacramento, CA 94240-0040

~Conditions for exemption from state tax: If member is on active service and is stationed

outside the state.

800-382-9463 (in state)
(860)297-5962(out of state)

~Conditions for exemption from state tax:

quarters are NOT considered to be maintaining a

W4

Colorado Yes Federal Form Colorado Department of Revenue
303-232-2446 W-4 * 1375 Sherman Street

Denver, CO 80261
Connecticut Yes State Form CT- | Taxpayer Services Division

Department of Revenue Services
25 Sigourney Street
Hartford, CT 06106-5032

If the member does not maintain a permanent place of abode in the state, AND maintains a permanent place of abode outside
the state, AND spends not more that 30 days in the state during the tax year. Members occupying single-type government
permanent place of abode in the state.

(202) 727-4829

Delaware Yes Federal Form Delaware Division of Revenue
(302) 577-8200 W-4 * 820 N. French Street

Wilmington, DE 19801
District of Columbia Yes State Form D-4 DC Government

Office of Tax & Revenue
941 Capitol St. NE
Washington, DC 20002

Florida

(850) 922-4827/4826 NO STATE INCOME TAX

Georgia Yes State Form G-4 | Georgia Department of Revenue

(404) 656-4188 270 Washington St. SW
Atlanta, GA 30334

Hawaii Yes State Form HW- | Hawaii Department of Taxation

800 222-3229 4 PO Box 3559

Honolulu, HI 96811-3559

* These states use Federal W-4 annotated " For SITW Purposes Only" .

Continued on next page
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State Tax Listing, Continued

State and Contact Phone Number Authorized to Tax State Tax Office Address
Have SITW Withholding
Withheld From Form State
Military Requires
Members
Idaho Yes Federal Form Taxpayer Services
(208) 334-7660 W-4* Idaho State Tax Commission
800-972-7660 PO Box 36
Boise, ID 83722-0036

Illinois
800-732-8866

No (exempts all active duty military

pay)

Illinois Department of Revenue
Taxpayer Correspondence

PO Box 19044

Springfield, IL 62794-9044

Indiana Yes State Form Indiana Department of Revenue
(317) 232-2240 WH-4 Taxpayer Services Division
Indiana Government Center
100 N. Senate Avenue, No. 105
Indianapolis, IN 96811
Iowa Yes State Form Finance Taxpayer Services and
800-367-3388 (in state) T1A-W4 Iowa Department of Revenue
(515) 281-3114 (out of state) PO Box 10457
Des Moines, 1A 50306-0457
Kansas Yes Federal Form Kansas Department of Revenue
(785) 368-8222 W-4 * Taxpayer Assistance Bureau
915 SW Harrison Street
Topeka, KS 66625-0001

Kentucky No (exempts all active duty military | Kentucky Revenue Cabinet
(502) 564-4581 pay) Taxpayer Assistance
200 Fair Oaks Lane

Frankfort, KY 40620

Louisiana Yes Federal Form Louisiana Department of Revenue
(225) 925-4611 W-4 * PO Box 201

Baton Rouge, LA 70821
Maine Yes Federal Form Maine Revenue Services
(207) 626-8475 W-4 * Income/Estate Tax Division

24 State House Station

Augusta, ME 04333-0024
Maryland Yes State Form Maryland Taxpayer Service
(410) 260-7980 (Central MD) MW-507 110 Carroll St
800-638-2937 (Others) Annapolis, MD 21411
Massachusetts Yes Federal Form Massachusetts Taxpayers Assist.

(617) 887-6367

W-4 *

200 Arlington St
Chelsea, MA 02150

Michigan No (exempts all active duty military | Michigan Dept of the Treasury
800-487-7000 Pay) Treasury Building

Lansing, MI 48922
Minnesota Yes Federal Form Minnesota Department of Revenue

(651) 296-3781
800-652-9094

W-4 *

Individual Income Tax Division
Mail Station 5510
St. Paul, MN 55146-5510

~Conditions for exemption from state tax: If member is on active service and is stationed outside the state.

* These states use Federal W-4 annotated " For SITW Purposes Only" .

Continued on next page
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State Tax Listing, Continued

~Conditions for exemption from state tax:

quarters are NOT considered to be maintaining a

State and Contact Phone Number Authorized to Tax State Tax Office Address
Have SITW Withholding
Withheld From Form State
Military Requires
Members
Mississippi Yes State Form Mississippi State Tax Commission
(601) 923-7089 62-420 PO Box 1033
Jackson, MS 39215-3338
Missouri Yes State Form Taxpayer Services
(573) 751-7191 MO W-4 Missouri Department of Revenue

PO Box 3300
Jefferson City, MO 65105

If the member does not maintain a permanent place of abode in the state, AND maintains a permanent place of abode outside
the state, AND spends not more that 30 days in the state during the tax year. Members occupying single-type government

permanent place of abode in the state.

Montana
(406) 444-6900

Yes (exempts all
active duty
military pay)

Federal Form
W-4 *

Montana Department of Revenue
PO Box 5805
Helena, MT 59604

~Conditions for exemption from state tax: If member performs active duty in the Regular Armed Forces, is legal resident of
Montana, and entered into active duty from Montana. However, members serving in Reserve components should have state
income taxes withheld. Active duty personnel must file a return even if qualified for an exemption.

Nebraska
800-742-7474

Yes

Federal Form
W-4 *

Nebraska Department of Revenue
301 Centennial Mall S.

PO Box 94818

Lincoln, NE 68509-4818

Nevada
(775) 687-4892

NO STATE INCOME TAX

New Hampshire
(603) 271-2186

NO STATE INCOME TAX

New Jersey
(609) 292-6400

~Conditions for exemption from state tax:

quarters are NOT considered to be maintaining a

Yes

Federal Form
W-4 *

Division of Taxation
PO Box 266
Trenton, NJ 08695-0266

If the member does not maintain a permanent place of abode in the state, AND maintains a permanent place of abode outside
the state, AND spends not more that 30 days in the state during the tax year. Members occupying single-type government

permanent place of abode in the state.

New Mexico
(505) 827-0827

~Conditions for exemption from state tax: Active

Yes (Exempts
all active duty
military pay)

Federal Form
W-4 *

Taxation and Revenue Department
PO Box 25122
Santa Fe, NM 87504-5122

Duty - Exempts all

active duty) with Legal Residence state of NM are not state tax exem

active duty military

pay. Reserve: Reservists (not on
t, the SPO should not mark them as exempt.

New York
800-225-5829

~Conditions for exemption from state tax:

quarters are NOT considered to be maintaining a

Yes

Federal Form
W-4 *

Correspondence Unit
W.A. Harriman Campus
Albany, NY 12227

If the member does not maintain a permanent place of abode in the state, AND maintains a permanent place of abode outside
the state, AND spends not more that 30 days in the state during the tax year. Members occupying single-type government

permanent place of abode in the state.

North Carolina
(919) 733-2332

Yes

State Form NC-
4

Department of Revenue
PO Box 25000
Raleigh, NC 27640-0640

* These states use Federal W-4 annotated " For SITW Purposes Only" .

Continued on next page
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State Tax Listing, Continued

State and Contact Phone Number Authorized to Tax State Tax Office Address
Have SITW Withholding
Withheld From Form State
Military Requires
Members
North Dakota Yes Federal Form State the Tax Commissioner
800-638-2901 (In state) W-4 * State Capitol
(701) 328-3450 (Out of state) 600 E Boulevard Avenue
Bismarck, ND 58505-0599
Ohio Yes State Form Taxpayer Services Division
800-282-1780 IT-4* 830 Freeway Drive N

Columbus, OH 43229

and forward it to the SPO for entry in DA.

Conditions for exemption from state tax: If member is on active service and is stationed outside the state. Member must
complete form Ohio IT 4 MIL (http://tax.ohio.gov/documents/forms/ohio_individual/individual/2008/IT_IT4MIL_2008.pd

Oklahoma
800-522-8165 (In state)
(405) 521-3160

Yes

Federal Form
W-4 *

Taxpayer Assistance Division
2501 Lincoln Boulevard
Oklahoma City, OK 73194

2014, all military pay received by active duty or r
income tax.

Per Oklahoma Statute, Title 68, § 2358 (2009), effective for taxable years beginning on or after 1 January 2010 and through
eserve members of the Armed Forces will be exempt from Oklahoma

Oregon
800-356-4222 (In state)
(503) 378-4988 (All others)

Yes

Federal Form
W-4 *

Revenue Building

Tax Help, Room 135
955 Center Street NE
Salem, OR 97310-2555

Conditions for exemption from state tax:

quarters are NOT considered to be maintaining a

If the member does not maintain a permanent place of abode in the state, AND maintains a permanent place of abode outside
the state, AND spends not more that 30 days in the state during the tax year. Members occupying single-type government
permanent place of abode in the state.

Pennsylvania
888-728-2937

Conditions for exemption from state tax:

quarters are NOT considered to be maintaining a

Yes

Federal Form
W-4 *

Bureau of Individual Taxes
Taxpayer Inquiry Unit

5" Floor, Strawberry Square
Harrisburg, PA 17128

If the member does not maintain a permanent place of abode in the state, AND maintains a permanent place of abode outside
the state, AND spends not more that 30 days in the state during the tax year. Members occupying single-type government
permanent place of abode in the state.

Puerto Rico
(787) 721-2020

the state tax authority to determine tax liability.

Yes
(If stationed
outside the U.S.)

Form 499R-4.1

Director, Income Tax Division
Treasury Department

PO Box S-4515

San Juan, PR 00901

Note: Filing of a tax return and payment of personal income tax may

be required. It is the member's responsibility to contact

(803) 898-5709

W-4 *

Rhode Island Yes Federal Form Rhode Island Division of Taxation
(401) 222-3911 W-4 * 1 Capitol Hill

Providence, R1 02908
South Carolina Yes Federal Form South Carolina Department of

Revenue
PO Box 125
Columbia, SC 29214

South Dakota
800-829-9188

NO STATE INCOME TAX

* These states use Federal W-4 annotated " For SITW Purposes Only" .

Continued on next page
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State Tax Listing, Continued

State and Contact Phone Number

Authorized to Tax
Have SITW Withholding
Withheld From Form State
Military Requires
Members

State Tax Office Address

Tennessee
800-342-1003 (In state)
(615) 741-3506

No (exempts all active duty military
pay)

Department of Revenue
Jackson State Office Building
500 Deaderick St

Nashville, TN 37242

(802) 828-2865

W-4 *

Texas
300-662-4335 NO STATE INCOME TAX
Utah Yes Federal Form Utah State Tax Commission
800-662-4335 W-4 * 210N 1950 W

Salt Lake City, UT 84134
Vermont Yes Federal Form Vermont Department of Taxes

Taxpayer Services Division
109 State Street
Montpelier, VT 05609

Conditions for exemption from state tax: If member is on active service and is stationed o

utside the state.

Virginia
(804) 367-8031

Yes State Form

VA-4

Customer Services Section
PO Box 1115
Richmond, VA 23218-1115

800-942-8297
(304) 558-3333

the state tax authority to determine tax liability.

Washington NO STATE INCOME TAX
800-647-7706
West Virginia No Department of Tax & Revenue

Taxpayer Services Division
PO Box 3784
Charleston, WV 25337-3784

Note: Filing of a tax return and payment of personal income tax may

be required. It is the member's responsibility to contact

Wisconsin
(608) 266-2772

Yes Federal Form

W-4 *

Wisconsin Department of Revenue
PO Box 8903

Madison, WI 53708

Wyoming
(307) 777-5200

NO STATE INCOME TAX

* These states use Federal W-4 annotated " For SITW Purposes Only" .
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PPC SPO Manual

Part I, Pay Entitlements

Chapter 14, JUMPS Action Generator (JAG) Inquiry

I ntroduction

This section provides the procedure for using the Jumps Action
Generator (JAG) Inquiry. The JAG Inquiry is a useful research tool for
reviewing and troubleshooting approved transactions on specified
members prior to release to JUMPS, as well as after they have been
migrated to JUMPS.

Topics Topic See Page
JAG Audit Inquiry I1-14-3
JAG Archive Inquiry 11-14-5
Common Fields
Field Description
Status P=Processed
G=Garbaged
Action Rsn Displays the action reason transaction type and code. This code points to the
(Action Reason) | data element template used for sending information to JUMPS.
Description Displays a short description of the transaction.
Code Displays the Pay Action Code (PMIS form) for the transaction.
A/C/D A = Approved
C = Correction
D = Deletion
Eff Date Displays the start date of the transaction (effective date).
Trans Date Displays the JUMPS Transaction Date. This date should be the same as the
effective date.
Time Displays the effective time of the transaction (irrelevant).
Entered By Displays the person who entered and/or approved the transaction.
EmplID Displays the Employee ID of the person who entered/approved the
transaction.
Unit Displays the unit of the member that entered/approved the transaction.

Continued on next page
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JUMPS Action Generator (JAG) Inquiry, Continued

Detail Fields Click the Detail Fields Tab to review further information.
First (4] 1.6 ot [P Last
| Commen Fields | OetailFields &\
Field Description
Earnings Code Displays the transaction’s earnings code.
Start Time Displays the start time of the transaction.
Stop Date Displays the stop date of the transaction if entered.
Stop Time Displays the stop time of the transaction if a stop date was entered.
Dep/Benef.
Report Dt
Discp Step
Discp Type Not used.
Plan Type
Benefit#
Company
State
[1-14-2
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JAG Audit Inquiry

Introduction This section provides the procedure for using the Jumps Action Gener ator

(JAG) Audit Inquiry, which is a useful tool for reviewing and
troubleshooting transactions on members prior to release to JUMPS. To view
transactions that have been migrated to JUMPS, use the JAG Archive Inquiry.

Procedure Log into Direct Access and follow these steps to access JAG Audit inquiry.

In this example we will review a Small Store Checkage previously processed
in Direct Access.

Step Action
1 Select Menu items in the following order:
Home > Compensate Employees > Maintain Payroll Data (US) > Inquire > JAG Audit
Inquiry
2 Enter the member’s Employee ID number.
EmpliD;  1234567]
Audit Thl: M REFRESH
First (4] 1011 [} Last
Commen Fields Detail Fields Garbage Fields
Action Rsn Description Code  AICID Eff Date Trans Date Time Entered By EmpliD Unit
,
3 Select an audit table in the drop-down menu to view. “Entitlements” is chosen in this
example.
{ JAG Audit Table Inquiry
Emplip: 1234567
Audit Tbi: M REFRESH|
Debt Allotments -
Dependency Data
Direct Deposit
B iy Action |
{ Cemmen FEducation Allotments o
Action Code  AICID Eff Date Trans Date Time Entered By EmpliD Unit
General Allotments
1 HOTRS Employee Information
4 ) =
Click the button.
5 Entitlements transactions awaiting migration appear as shown in the example below.

Note that there are 2 tabs in this panel; one labeled “Common Fields”, and the other,
labeled “Detail Fields”. To show “Detail Fields”, click its tab.
(" JAG UG TaBle auiry

EmpliD: |‘123455? Squid, Ward

Audit Thi: I Entitlernents j

First [ 1.5 ot [P Last
|-' Common Figlds '.I Detail Fields

Action Rsn Description Code A/CD Eff Date Trans Date Time Entered By EmpliD Unit
1 PAY 542 Misc CreditDebit- HRSIC He04 A 10/21/2002 08/20/2010 2531 Puff, Poppy 7654321 PPC CUSTOMER CARE BR
2 PAY 542 Misc CreditDebit- HRSIC He04 A 10/18/2002 08/18/2010 2532 Puff, Poppy 7654321 PPC CUSTOMER CARE BR
3 PAY 542 Misc CreditDebit- HRSIC He04 A 10/21/2002 08/20/2010 2533 Puff, Poppy 7654321 PPC CUSTOMER CARE BR
4 PAY 542 Misc CreditDebit- HRSIC He04 A 10/01/2002 08/01/2010 2534 Puff, Poppy 7654321 PPC CUSTOMER CARE BR
5 PAY 542 Misc CreditDebit- HRSIC He04 A 1002172002 08/20/2010 2535 Puff, Poppy 7654321 PPC CUSTOMER CARE BR
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JAG Archive Inquiry

Introduction This section provides the procedure for using the Jumps Action Gener ator

(JAG) Archivelnquiry, which is a useful tool for reviewing and
troubleshooting specified members’ approved transactions that have migrated

to JUMPS.
Procedure Log into Direct Access and follow these steps to access JAG Archive Inquiry.
This example reviews a PCS Assignment transaction previously entered in
DA.
Step Action
1 Select Menu items in the following order:
Home > Compensate Employees > Maintain Payroll Data (US) > Inquire > JAG
Archivelnquiry
2 Enter the member’s Employee ID number.
EmpliD: 1234567
Arch Tol: -
|
Common Fields
DateTime Stamp Status Action Rsn Description Code  AICID Eff Date Trans Date Time Entered By EmplID  Unit
3 Select an audit table in the pull-down menu to view. “PCS Assignment” is chosen in
this example.
EmpliD: 1234567
Arch Thi: - REFRESH
HRSIC Separation
Hire Mbr - Reporting Endorseme
Common Fig Hire Member
DateTim hﬁ\; List escription Code AICID Eff Date  Trans Date Time Entered By EmpliD  Unit
;
4 | Click the button.
5 The PCS Assignment transactions that have migrated to JUMPS appear as shown in

the example below. Note that there are 2 tabs in this panel; one labeled “Common

Fields”, and the other, labeled “Detail Fields”. To show “Detail Fields”, click its tab.

EmpliD: 1234567 Star, Patrick

Arch Tbl: PCS Assignment - REFRESH

Commen Fields Detail Fields

DateTime Stamp Status Action Rsn Description Code A/CID EffDate  Trans Date Time Entered By EmplD  Unit
1 08/18/2010 09:48 P XFR 224 PCS Assignment NOME A 08/11/2010 08112010 2352 Krabs, Eugene 7654321 PPC CUSTOMER CARE BR
2 08/18/2010 09:48 P XFR 224 PCS Assignment NONE C 08/11/2010 08M11/2010 2352 Krabs, Eugene 7654321 PPC CUSTOMER CAREBR
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Coast Guard Servicing Personnel Office Manual

Part I, Pay Entitlements

Chapter 15, SPO Access to “View Members Paycheck” (eLES)

SPO Access to “View Member’s Paycheck” (eLES)

Introduction This chapter provides procedures for Direct Access (DA) users at Servicing

Personnel Offices to view a member’s Leave and Earnings Statement (LES).

Discussion The SPO view duplicates the LES information individuals can access via

Self-Service. SPOs will continue to have access to the LES in JUMPS.
However, access to the DA “View Member’s Paycheck” page will aid SPOs
when counseling members on pay entitlement issues.

Procedure Follow these steps to access the View Member’s Paycheck page:
Step Action
1 Select the following menu items:

Enterprise Menu > Compensate Employees > Maintain Payroll Data (US) > Inquire >
View Members Paycheck

Enterprise Menu
(> Administer Workforce
* Compensate Employees
[> Administer Base Benefits
[> Maintain Entitlements.
= Maintain Payroll Data (US)
* Inquire

W-2 Information Summan

Tﬁe “Find an Existing Value” page will display as shown below:

Note: In some situations the system bypasses this page and will take you directly to the View Members Paycheck
page for the employee ID you were last viewing or updating data on. If this occurs, go to the bottom of the View
Members Paycheck page and click the “Return to Search” button or click the “Inquire” link at the top of the page
(in the menu path).

Home = Compensate Employees = Maintain Payroll Data (US) = Inquire = View Members Paycheck

View Members Paycheck

Find an Existing Value
EmpIID:I
Advanced Search

Enter the member’s employee ID number in the “EmplID” field click the “Search”
button or press the “Enter” key.

Continued on next page
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SPO Access to “View Member’s Paycheck” (eLES), Continued

Procedure (continued)

Step Action

3 The View Members Paycheck page will display. LES data for the current month will
be shown.

4 | To view LES data for a different month, click the Paycheck Selection link.

View Paycheck
Firstname Lastname
Active Coast Guard Employees

For a prior pay period, NGk Paycheck Selection Comments

A listing of available months will display, select the link for the month you want to
view. The Paycheck Selection link only lists the current month and the previous 12
months. If you need LES data, older than 12 months, access the LES menu in JUMPS.
5 To view LES Remarks, click the Comments link.

View Paycheck
Firstname Lastname
Active Coast Guard Employees

Fora priar pay peried, click Paycheck Selection

The Comments Section provides:

e General statements for all members

e Supporting information regarding:
0 Changes to a member’s pay file
0 Debt Liquidations

Continued on next page
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SPO Access to “View Member’s Paycheck” (eLES), Continued

Procedure (continued)

Step Action
5
(cont’d) | Tf the View All, First, Last or Arrow links are active, use them to view additional
lines.
Paycheck comments page
View Paycheck
Firstname Lastname
Active Coast Guard Employees
Firstname Lastname Employee ID: 1234567 TAXDATA:  Federal VA state
123 Any Street, Apt 12 Department; 000770 M Sl
Any City ST 12345 ||Location Code: CGC JauEs  ||Alowances: 1 k
Addl. Pct.:
Job Title: 'SF:!cCIiCIass Food Service E::l:enod End 03/31/2009 P
Check Date: 09i01/2009
view Al First [4] 1250¢30 I3 Last
* VERIFYING THE ACCURACY OF YOUR PAY AND OTHER INFORMATIOM ON YOUR LES
18 YOUR RESPOMNSIBILITY. YOU MUST REPORT SUSPECTED ERRORS TO YOUR
SERVICING PERSONMNEL OFFICE (SPO).
Note: The View Paycheck/el.es page now includes access to the remarks/comments
for the current month and the previous 12 months.
Click either the “OK” or “Cancel” button at the bottom of the Comments section to
return to the View Members Paycheck page.
FLAN. SEE HITPRVWWWYW. DU MILMMILI TARTEATI FUR FUR THER UELAILD.
* CONGRATULATIONS ON YOUR 01SEP0S PROMOTION TO 2ND CLASS PETTY OFFICER.
* LONGEVITY RAISE FOR 02 YEARS SERVICE EFFECTIVE 18SEP09.
ok | | Cancel |
6 The top section of the View Members Paycheck page shows the member’s mailing
address, rank/rate, employee ID number, unit assignment, payroll month, pay date,
tax withholding marital status (for tax withholding purposes) and allowances claimed
Firstname Lastname Employee ID: 1234557 TAX DATA:  Federal VA State
123 Any Street, Apt 12 Department: 000770 Marital Status: Single
Any City ST 12345 Location Code: CGC JAMES Allowances: 1
Job Title:  Third Class Food Service  ||Pay Period End 08/31/2009
Speci Date:
Check Date: ~ 09/01/2009 |
7 The Leave section of the View Members Paycheck page includes the following
fields:
Begin = Balance carried over from previous month.
Earned = Leave earned this month.
Used = Leave charged this month.
Balance = Balance at the end of this month.
Sold CP = Leave sold this month.
Lost Prv FY = Number of days leave lost previous fiscal year.
Sold Cumm = Total days leave sold.

SPO Access to “View Members Paycheck” CH-1 11-15-3



Pay Entitlements

This page left blank intentionally.

11-15-4 CH-1 SPO Access to “View Members Paycheck”



	Part II, Pay Entitlements

	Chapter 1, Allotments

	Overview
	Cutoff Dates
	Allotment Rules
	Starting a New Allotment
	Changing an Allotment
	Stopping an Allotment
	Montgomery GI Bill Allotments (Accession Points and PPC)
	Montgomery GI Bill Additional Amount (SPOs)

	Chapter 2, Direct Deposit
	Chapter 3, Employee Entitlement Navigation and Data Entry
	Accessing Employee Entitlements
	Working with Effective Dates
	Automatic Stopping of Entitlements
	Starting an Entitlement
	Reviewing and Approving an Individual Entitlement Start

	Stopping an Entitlement
	Correcting an Entitlement
	Deleting an Entitlement

	Chapter 4, Advances

	Section A, Advance Pay

	Guiding Principles
	Starting Advance Pay

	Section B, Advance Basic Allowance for Housing

	Guiding Principles
	Starting Advance BAH

	Section C, Advance Overseas Housing Allowance

	Guiding Principles
	Entering Advance OHA
	Routing and Approving Advance OHA

	Section D, Change Liquidation Schedule

	Guiding Principles
	Change Liquidation Schedule - Navigation
	Change Liquidation Schedule
	Approve Change Liquidation Schedule
	JUMPS Effect


	Chapter 5, Subsistence Allowance
	Overview
	Section A, Basic Allowance for Subsistence
	Overview
	Guiding Principles
	Starting BAS
	Stopping BAS
	Correcting BAS
	Deleting BAS
	BAS (Multiple Entry)

	Section B, Refund of DMR for Missed Meals
	Overview
	Guiding Principles
	Refund of DMR
	Corrections
	Deletions


	Chapter 6, Bonuses

	Guiding Principles
	Starting Bonuses
	Approving Bonus Entries
	Bonus Suspension/Termination
	Bonus Maintenance
	JUMPS Affect

	Chapter 7, Career Sea Pay and Time

	Overview
	Guiding Principles
	Starting CSP
	Stopping CSP
	Correcting CSP
	Deleting CSP
	CSP Multiple Entry
	Starting Career Sea Pay Premium (CSPP)
	Correcting CSPP
	Deleting CSPP

	Chapter 8, Clothing and Uniform Allowances.pdf
	Chapter 8, Clothing and Uniform Allowances
	Overview

	Section A, Officer Uniform Allowance
	Overview
	Guiding Principles
	Starting Officer Uniform Allowance
	Correcting Officer Uniform Allowance
	Deleting Officer Uniform Allowance

	Section B, Small Stores Checkage
	Overview

	Section C, Supplemental Clothing Allowance
	Overview
	Guiding Principles
	Entering Enlisted Supplementary Clothing Allowance
	Deleting Enlisted Supplementary Clothing Allowance

	Section D, Maternity Uniform Allowance
	Overview
	Guiding Principles
	Starting Maternity Uniform Allowance
	Deleting Maternity Uniform Allowance

	Section E, Civilian Clothing Money Allowance
	Overview
	Guiding Principles
	Starting Civilian Clothing Monetary Allowance
	Correcting Civilian Clothing Monetary Allowance
	Deleting Civilian Clothing Monetary Allowance

	Section E, Civilian Clothing Money Allowance
	Overview
	Guiding Principles
	Starting Civilian Clothing Monetary Allowance
	Correcting Civilian Clothing Monetary Allowance
	Deleting Civilian Clothing Monetary Allowance


	Chapter 9, Cost of Living Allowances.pdf
	Chapter 9, Cost of Living Allowances
	Chapter Overview

	Section A, CONUS COLA
	Overview
	Guiding Principles
	Starting CONUS COLA
	Stopping CONUS COLA
	Correcting CONUS COLA
	Deleting CONUS COLA

	Section B, OUTCONUS COLA With Dependents
	Overview
	Guiding Principles
	Starting OUTCONUS COLA with Dependents
	Stopping OUTCONUS COLA with Dependents
	Correcting OUTCONUS COLA with Dependents
	Deleting OUTCONUS COLA with Dependents

	Section C, OUTCONUS COLA Without Dependents
	Overview
	Guiding Principles
	Starting OUTCONUS COLA without Dependents
	Stopping OUTCONUS COLA without Dependents
	Correcting OUTCONUS COLA without Dependents
	Deleting OUTCONUS COLA without Dependents

	Section D, Fractional OUTCONUS COLA
	Overview
	Guiding Principles
	Entering Fractional OUTCONUS COLA
	Correcting Fractional OUTCONUS COLA
	Deleting Fractional OUTCONUS COLA


	Chapter 10, Housing Allowances

	Section A, Basic Allowance for Housing (BAH)

	Guiding Principles
	BAH During PCS
	Direct-Access Earnings Codes and Earnings Type Codes
	Starting BAH
	Stopping BAH
	Correcting BAH
	Deleting BAH
	BAH for Reservists on Non-Contingency AD Orders Less Than 31 days
	Appendix (A): 
Government Quarters In Connection With PCS Table
	Appendix (B):  
Change in Housing Other Than PCS Table
	Appendix (C):  
BAH & Allotments for Public Private Venture Housing
	Appendix (D):  
BAH/COLA Entitlements for  Single Members Paying Child Support

	Section B, Overseas Housing Allowance

	Guiding Principles
	Starting OHA
	Stopping OHA
	Correcting OHA
	Deleting OHA

	Section C, Inadequate Quarters Rrental Charge

	Guiding Principles
	Change Inadequate Quarters Rental Charge
	Approval
	Stopping Inadequate Quarters Rental Charge
	Correcting Inadequate Quarters Rental Charge
	Deleting Inadequate Quarters Rental Charge
	Partial BAH, BAH-RC/Transit & BAH-Diff Rates

	Section D, Overseas Housig Allowance - Inadequate Quarters

	Guiding Principles
	Starting OHA-IQA
	Start OCOLA

	Section E, Interim Overseas Housing Allowance

	Guiding Principles
	Starting Interim Overseas Housing Allowance
	Stopping Interim Overseas Housing Allowance
	Correcting Interim Overseas Housing Allowance
	Deleting Interim Overseas Housing Allowance


	Chapter 11, Special and Incentive Pays.pdf
	Chapter 11, Special and Incentive Pays
	Overview

	Section A, Aviation Career Incentive Pay
	Overview
	Guiding Principles
	Starting ACIP
	Stopping ACIP
	Remove Suspension of Aviation Career Incentive Pay
	Correcting ACIP
	Deleting ACIP

	Section B, Aviation Crew and Non-Crew HDIP
	Overview
	Guiding Principles
	Starting Aviation Crew HDIP
	Stopping Aviation Crew HDIP
	Correcting Aviation Crew HDIP
	Deleting Aviation Crew HDIP

	Section C, Combat SGLI Allowance
	Overview
	Guiding Principles
	Starting Combat SGLI Allowance
	Stopping Combat SGLI Allowance
	Correcting Combat SGLI Allowance
	Deleting Combat SGLI Allowance
	Starting Combat SGLI Allowance (Multiple Entry)
	Stopping Combat SGLI Allowance Multiple Entry

	Section D Combat Tax Exclusion
	Overview
	Guiding Principles
	Starting Combat Tax Exclusion (Single Entry)
	Stopping Combat Tax Exclusion (Single Entry)
	Correcting Combat Tax Exclusion
	Deleting Combat Tax Exclusion
	Starting Combat Tax Exclusion (Multiple Entry)
	Stopping Combat Tax Exclusion (Multiple Entry)

	Section E, Diving Duty Pay
	Overview
	Guiding Principles
	Starting Diving Duty Pay
	Stopping Diving Duty Pay
	Correcting Diving Duty Pay
	Deleting Diving Duty Pay

	Section F, Family Separation Allowance
	Overview
	Guiding Principles
	Family Separation Housing (FSH) Allowance
	Starting FSA
	Stopping FSA
	Correcting FSA
	Deleting FSA
	Starting FSA (Multiple Entry)
	Stopping FSA (Multiple Entry)

	Section G, Flight Deck Hazardous Duty Incentive Pay
	Overview
	Guiding Principles
	Starting Flight Deck Hazardous Duty Incentive Pay
	Deleting Flight Deck Hazardous Duty Incentive Pay

	Section H, Foreign Language Proficiency Pay
	Overview
	Guiding Principles
	Entering Foreign Language Test Results
	Starting FLPP
	Stopping FLPP
	Correcting FLPP
	Deleting FLPP
	JUMPS Effect

	Section I, Hardship Duty Pay Location
	Overview
	Guiding Principles
	Starting Hardship Duty Pay
	Stopping Hardship Duty Pay
	Correcting Hardship Duty Pay
	Deleting Hardship Duty Pay

	Section J, HDIP for High Pressure Chamber
	Overview
	Guiding Principles
	Starting High Pressure Chamber HDIP
	Stopping High Pressure Chamber HDIP
	Correcting High Pressure Chamber HDIP
	Deleting High Pressure Chamber HDIP

	Section K, HDIP for Visit,Board,Search and Seizure Boarding Team Members
	Overview
	Guiding Principles
	Starting HDIP-BVSS
	Deleting HDIP-VBSS

	Section L, Imminent Danger - Hostile Fire Pay
	Overview
	Guiding Principles
	Starting Imminent Danger – Hostile Fire Pay
	Stopping Imminent Danger – Hostile Fire Pay
	Correcting Imminent Danger – Hostile Fire Pay
	Deleting Imminent Danger – Hostile Fire Pay
	Starting Imminent Danger – Hostile Fire Pay (Multiple Entry)
	Stopping Imminent Danger – Hostile Fire Pay (Multiple Entry)

	Section M, Personal Money Allowance
	Overview
	Guiding Principles
	Starting Personal Money Allowance
	Stopping Personal Money Allowance
	Correcting Personal Money Allowance
	Deleting Personal Money Allowance

	Section N, Responsibility Pay
	Overview
	Guiding Principles
	Starting Responsibility Pay
	Stopping Responsibility Pay
	Correcting Responsibility Pay
	Deleting Responsibility Pay

	Section O, Special Duty Assignment Pay
	Overview
	Guiding Principles
	Starting SDAP
	Stopping SDAP
	Correcting SDAP
	Deleting SDAP
	JUMPS Effect
	FY 2011 SDAP Codes
	FY 2010 SDAP Codes


	Chapter 12, Temporary Duty Entitlements
	Guiding Principles
	Quick Reference Table
	Starting/Stopping BASDMR due to TDY
	Refund of BASDMR due to TDY
	Starting/Changing Career Sea Pay Due to TDY
	Pay Entitlements Associated With TDY

	Chapter 13, Tax Withholding Basic Navigation
	Federal and State Tax Changes
	Tax Change Procedure
	Federal and State Income Tax Withholding for Residents of Puerto Rico on Active Duty
	Federal and State Income Tax Withholding for Residents of the Commonwealth of the Northern Mariana Islands
	State Tax Withholding Data Entry Procedures
	State Tax Listing

	Chapter 14, JUMPS Action Generator (JAG) Inquiry
	JAG Audit Inquiry
	JAG Archive Inquiry

	Chapter 15, SPO Access to "View Members Paycheck" (eLES)




