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1 Introduction
This guide documents the procedures that should be used for the Rehire of members who have retired from
the U.S. Coast Guard as indicated by an approved Retirement Order and RWP/RWP job row on their most

current active duty job row. These procedures are a predecessor to the Assignment Officer (AO) ‘Make
Assignment process.

Retired members must be rehired before an AO issues Recall Orders in Direct Access. This applies to
both Recalls with and without a break in service.

SPO users must coordinate with CGPSC and PPC (RAS) when rehiring members for the purpose of

recall from retirement.

2 Portal Navigation
SPO users can access the Job Data component via the Portal Pagelet link indicated below.

HR Data Shortcuts =
Personal Information Joby Data
Dependent Information Search by S5M

0 Make sure to select the correct Job row before editing any data. The Rehire should take
place on the row with AD or RSV Reg Region.

Search Results

iew All First [4] 1-20f2 [] Last

[Empl Il |Empl Record Nam e First Name Last Name Second Last Name Alternate Character Mame Middle Name Business Unit Department Set ID Department Location Code Regulatory Region
h ENLCG 00010 003333 K50001 AD |
1 RETCG RETCG CGRETDEPT CGRETLOC |RETCG
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3 Rehire Recalled from Retirement Member

The predecessor process to rehiring a member is the retiree pay suspension process performed by PPC (RAS).

Users should make sure to communicate with PPC (RAS) and CGPSC when rehiring members for the purpose
of recalls from retirement.

3.1 Adding Rehire

Users must be in Correct History Mode. The member’s current job row should have an action/reason
Retirement w Pay/Retirement w/Pay.

R LGB Job Information || Job Labor || Payroll || SalaryPlan || Compensation
Empl ID:
Employee Empl Record: 0
Military Service:
Work Location Find First - 10f 14 D Last
*Effective Date: 05/30/2007 & GoToRow | [+][=]
Effective Sequence: 0 “Action: |Retirement with Pay =l
HR Status: Inactive Reason: | Refirement With Pay =l
Payroll Status: Retired With Pay *Job Indicator: | Secondary Job =l
Current m
Position Number: 00068644 % INSTRUCTOR
Owverride Position Data

Position Entry Date:
[~ Position Management Record

Regulatory Region: AD Active Duty

Company: ACG Active CG

Business Unit: ENLCG Enlisted CG
Department: 003333 PSC AT HOME SEP MBRS
Department Entry Date: 05/30/2007

o Before proceeding, click on the Job Information TAB and make note of the JOBCODE and EMPL

CLASS for the member. Now click back to the Work Location TAB.

Work Location Job Information Job Labor Payroll Salary Plan Compensation
Empl 1D:
Employee Empl Record: 0
Military Service:
Job Information find Fist Kl 20115 O Last
Effective Date: 05/30/2007  GoToRow
Effective Sequence: i} Action: Retirement with Pay
HR Status: Inactive Reason: Retirement With Pay
Payroll Status: Retired With Pay Job Indicator: Secondary Job
History m
["JohCode: 424003 Q, First Class Electronics Techni ]
Entry Date: 09/16/2004 El
Supervisor Level: OQ
Supervisor ID: OQ
Reports To: OQ
*RegularTemporary: Regular :l' *FulliPart: IFuII—Time :l'
I Empl Class: AD ﬂ ] *Officer Code: IN"”B j‘
*Regular Shift: NiA 3 Shift Rate:
*Classified Ind: Classified | Shift Factor:
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1. Click on the ‘“+’ to add a new row.
The effective date defaults to the current date. Edit the date to the date of the Rehire.

2. Select the appropriate Action and Reason.
a. Recall without a Break: Member recalled within 24 hours of retirement
Action: Rehire
Reason: Recall without a break

b. Recall with a Break: Member recalled more than 24 hours after retirement
Action: Rehire
Reason: Recall with a break in service

3. Enter the Position Number.
a. If the member is currently in a location near their new duty station and will not incur costs
associated with travel, the member should be hired into the position noted on the official order
letter from CGPSC.

b. If the member is currently in a location where travel to the new duty station is required, the
member should be hired into the Unbudgeted Position at the department nearest their current

residence.
Work Location Job Information Job Labor Fayroll Salary Plan Compensation
Empl ID:
Employee Empl Record: 0
Military Service:
Work Location Find First ) 1016 D Last
*Effective Date: 08/11/2014 £l | GoToRow | [#][=]
Effective Sequence: 0 *Action: | Renire =l
HR Status: Active Reason: Recall with a break in senice j
Payroll Status: Active *Job Indicator: Secondary Job =l
History
Position Number: 00054434 @, RESERVE UNBUDGETED POSITION
I Use Position Data
Position Entry Date: 08/M11/2014 EJ
™ Position Management Record
*Regulatory Region: RSV @, Resenists
*Company: ACG @, Active CG
*Business Unit: ENLCG @, Enlisted CG
*Department: 003333 Q PSC AT HOME SEFP MERS
Department Entry Date: 08/11/2014 Ei;l
*Location: KS0001 Q CGPPC
Establishment ID: usce Q Active CG Date Created: 08/11/2014
Last Start Date: 08/11/2014
Expected Job End Date: ki
Reserve Class Code: @,
Component Category: @,
Job Data Employment Data Eenefits Program Participation

After entering the position number the data associated with the position will display.
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@Currently, there are no Officer unbudgeted positions., only an AD and a RSV unbudgeted POSN
for each department, both ENL. Users must use the Override Position Data button under the Position
Number field to update the member’s Reg Region, Business Unit, and Establishment ID as needed to
retain the proper affiliation. Users will need to update this information for all instances when the
position information that is defaulted does not match the member’s current Business Unit and/or Reg
Region. Instances where this information will need to be manually updated include:

Hiring an Officer into any unbudgeted position
Hiring an AD member into a Reserve unbudgeted position

Update the Regulatory Region to AD or RSV according to the member’s correct AD or RSV
affiliation. For the example listed displayed above, the user would need to change the Reg Region
from RSV to AD.

Update the Business Unit according to the member’s Officer or Enlisted affiliation.

4. Click the Job Information tab.

a. Update the member’s Job Code to the last job code held as displayed on the member’s Retirement
with Pay job row.
In the example below, the member’s Job Code (415096 Seaman) has defaulted to the Job Code
associated with the Unbudgeted Position. The Job Code on the member’s Retirement with Pay row
is 424093 First Class Electronics Technician so this is what the user must enter on the Rehire job
row.
Work Location i N Job Labor Bayroll Salary Plan Compensation
Empl ID:
Employee Empl Record: 0
Military Service:
o o
Effective Date: 08111/2014 Soaieia
Effective Sequence: 0 Action: Rehire
HR Status: Active Reason: Recall with a break in sernvice
Payroll Status: Artive Job Indicator: Secondary Job
Current
*Job Code: 415008 @, Seaman
Entry Date: 08/11/2014 5
Supervisor Level: @,
Supervisor ID: @,
Reports To: O.
*RegulariTemporary: I Regular :I' *FulliPart: I Full-Time :I'
Empl Class: I[In\.-alid Value) :I' *Officer Code: INone :I'
*Regular Shift: A =~ Shift Rate:
*Classified Ind: |C'E'55iﬂed -] Shift Factor:

Once the Job Code is changed to the correct value, the user will get the message displayed below. Hit

t

he cancel button.
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IThe Current Job row values for Compensation Frequency, Standard Hours and Work Period are defaulted from Salary Plan Table. Do you want to update with the following data from the Job Code Table?

Comp Freq: M Wonthly
Standard Hours: 40.00

Work Period: M Monthly
OK | Cancel | Refresh |

b. Inthe Supervisor ID field enter the Employee ID for the SPO Supervisor that will be approving the
Rehire.

c. Update the member’s Empl Class as needed. For this example, the member’s Empl Class needs to be
changed to AD.

" Work Location | L st 1 08 Job Labor | Bayroll | SalaryPlan | Compensation |

Empl ID:
Employee Empl Record: 0
Military Service:
Job Information Find First - 1 of 15 1
Effective Date: 0811102014  GoToRow
Effective Sequence: 0 Action: Rehire
HR Status: Active Reason: Fecall with a break in service
Payroll Status: Active Job Indicator: Secondary Job
Current
*Job Code: 424083 Q First Class Electronics Techni
Entry Date: 09/16/2004 E]
Supervisor Level: @,
Supervisor ID: @
Reports To: @,
*Regular/Temporary: I Regular :I' *FulliPart: I Full-Time :I'
Empl Class: AD ﬂ_ *Officer Code: I None :I'
*Regular Shift: MNIA = Shift Rate:
*Classified Ind: | Classified =] Shift Factor:
Standard Hours: ’W Work Period: ’M—% IWonthly
FIE: [ 1000000 @ As of Date: [ osnizotalsy
[ Adds to FTE Actual Count? I~ Encumbrance Override
Combined Standard Hours: 99.99 FTE:  1.000000
Contract Number: liQ | Next Contract Number |
Contract Type:
F B ysa

5. Click on the Job Labor tab.

a. Update the Labor Agreement to ENL or OFF as needed. The Labor Agreement Entry Dt will
default to date of hire.

b. Adjust Labor Seniority Dates as needed being sure to calculate the constructive Active Duty Base
Date, calculate the constructive Pay Entry Base Date.
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Assigned Seniority Dates

Seniority Date Control Value
ACTIVE DUTY BASE DATE

AD PAY SCALE DATE
CMADATE

CURRENT AD DATE

DIEMS DATE

EXPECTED AD TERMDATE
EXPECTED LOSS DATE

JOB FAMILY ENTRY DATE

MIL OBLIGATION COMPL DATE
PAY ALLOWANCE DATE
POINTS SWE DATE

PAY BASE DATE

DATE OF RANK 424003

ROTATION DATE

Labor Seniority Date

11/24/1991 El

fomensez
fomenesz |
o2nsiess |
EET I
BET I
Daziness i
2014997
fomenssz |

02/15/1089 E
09/16/2004 El
07/01/2007 B

Customize | Find | View 5| B | % Frst & 114 0f14 1 Last
Override Override Reason

A —
-

& r
& [
.
2 r
& [
—
= [ ]
" E—
-

2 —
= r
& r

Click on the Payroll tab
a.

Make sure to change the member’s Pay Group from AD_NO_PAY to USCG STG (USCG AD

Staging Pay group. The Pay Group will update once the Rehire is approved.

Global Payroll
Pay Group:

@, USCG AD Staging Paygroup

" Work Location || Job Information || Job Labor (8350 %P0 SalaryPlan | Compensation |
b o Empl ID:
Employee Empl Record: [a]
Military Service:

Payroll Information Find First 1 10f 45 I Last
Effective Date: 08/11/2014 | Go ToRow |
Effective Sequence: [i] Action: Rehire
HR Status: Aictive Reason: Recall with a break in serdce
Payroll Status: Active Job Indicator: Secondary Job

Current

*Payroll System: Global Payroll =

[ Use Pay Group Eligibility
¥ Use Pay Group Rate Type

¥ Use Pay Group As Of Date

Holiday Schedule:
Eligibility Group:
Exchange Rate Type:
Use Rate As Of:

CGWIDE 2 G Wide Holiday Schedule

Job Data Employment Data

Eenefits Program Participation
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7. Click on the Salary Plan tab.
a. Verify the member’s Salary Admin Plan, Grade, Grade Entry Date on the new Rehire row matches
the data on the member’s Retirement with Pay row. If the data does not match, update the fields
appropriately.

" Work Location || Job Information || Job Labor | Payroll |[EEE sk Compensation |

Empl ID:
Employee Empl Record: ]
Military Service:
Find | View Al First " 4 of 15 0
Effective Date: 08/11/2014 | ' GoToRow |
Effective Sequence: i} Action: Rehire
HR Status: Active Reason: Recall with a break in senice
Payroll Status: Active Job Indicator: Secondary Job
Current
"
Salary Admin Plan: ENL (@ ¢
L
Grade: 6 @' Grade Entry Date:  |08/11/2014 [[5]
Step: % Step Entry Date: E"J
[~ Includes Wage Progression Rule

Job Data Employment Data Eenefits Program Participation

b. Click on Benefits Program Participation at the bottom of the page.
c. Click the “+” sign to add a new row.

d. Enter the Rehire date as the Effective Date and enter ACG as the Benefit Program.

Military Service:
Benefit Status fnd Fist £ 10f15 O Last
Benefit Record Number: b % | GoToRow
Effective Date: 081172014
Effective Sequence: i} Action: Rehire
HR Status: Active Reason: Recall with a break in senice
Payroll Status: Active Job Indicator: SecondaryJoh
Current
*Benefits System: I Base Benefits = Benefits Employee Status: Retired With
Benefits

A ysp

Annual Benefits Base Rate:

Benefits Administration Eligibility

BAS Group ID: [ &

Elig Fid 1: [ ] Elig Fid 2: [ Elig Fid 3: [ ]
Elig Fid 4: [ ] Elig Fld 5: [ Elig Fld 6: [ ]
Elig Fld 7: [ ] Elig Fid 8: [ Elig Fid 9: [ ]

Benefit Program Participation

Find | View Al Frst | 1of21 O L

t

*Effective Date: 120012013 [ Currency Code: UsoD IEI =
*Benefit Program: ACG @, CGMNOAA Active Deduction Prog
Job Data Employment Data Eenefits Program Participation
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8. Click the Job Data link.

9. Click Save at the bottom of the page.

Work Location |8 Job Infarmation (" Job Labor ATe Eayroll e Salary Plan ATe Compensation N

Empl ID:
Employee Empl Record: i}
Military Service:
Work Location Find Frst 1) 10f45 01
~Effective Date: 0811172014 ] | GoToRow | [#][=]
Effective Sequence: o *Action: |Renire ﬂ
HR Status: Active Reason: | Recall with a break in service |
Payroll Status: Active *Job Indicator: | secondary Job =
Current
Position Number: 00054434 @, RESERVE UNBUDGETED POSITION
| Use Position Data |
Position Entry Date: 08/112014 3]
[~ Position Management Record
*Regulatory Region: AD Q Active Duty
*Company: ACG Q Active CG
*Business Unit: ENLCG @, Enlisted CG
*Department: 003333 @ PPC AT HOME SEP MBRS
Department Entry Date: 02/11/2014 EJ
*Location: Ks0001 % CGPPC
Establishment ID: usce @, Active CG Date Created: 08/11/2014
Last Start Date: 08/11/2014
Expected Job End Date: )
‘ Job Data Employment Data Eenefits Program Participation
[0 save | (" RetumtoSesron | (1) revous i | 4] Nextimist | (=] Notty | &3 Reiresh | 5] Updatsepiey ) noiude Hstoy | |17

You will receive several Warning messages:

Head Count — Click the OK button.

‘Warning — Head count of 503 exceeds maximum head count of 1 for position.
{1000,156)

When Position Managementis installed, head counts for each position are

compared to the maximum head count on the Specific Information page.
Carrect position number, change maximum to allow an additional incumbent,
arleave as is.
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Total FTE — Click the OK button.

Warning — Total FTE of active appointments for employee 1090254 has
exceeded 1.0, (1500,132)

Sum of FTEs of all active appointments (with employee status ACTIVE ar
SHORT WORK BREAK) for this employee has exceeded 1.0.

Cancel

Benefit System — Click the OK button.

Warning — Benefit System not unique for current jobs with same Benefit
Record Mumber. (3000 557)

This employee has current jobs inthe same Benefit Recaord which are
managed by different Benefit Systems. Verify that this is correct.

Cancel

10. Once the page and changes have saved, follow currect Accession Hire/Rehire procedures to approve the
accession.
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