DCO Hire

Introduction This section provides the procedure for completing the accession of a Direct Commission

Officer (DCO) with or without prior service.

Procedural Any DCO in receipt of EAD orders to the DC area will need a different position number,

Warning

department and location than reflected in this guide: their position number is a RSV
unbudgeted position at RPM with a location in the DC area.

Additional note: in some rare cases a DCO entering from another service (inter service
transfer) may be hired onto active duty vice RSV IRR (TBD by OPM-1). This will
necessitate a Regulatory Region of AD vice RSV and should properly import with the
position number.

One final note: Remember: If a person possesses an EMPLID you are rehiring, not hiring.
Please see the Rehire guide.

Procedure Follow these steps to complete the accession of a DCO.
Step Action
1

Accessions

Find Applicants Hire Applicant

F

rom the Portal Page, select Add a Person from the Accessions pagelet.

United States Coast Guard Add to My Links Worklist

\U.5. Depariment of Homeland Security
My LinKSISe\ect One: hat

l

MyPage Guest SelfService Investor Administration Requests

=

& New window (2 Help [E Customize Page
Add a Person

PersoniD:  |NEW

Add Person

Search for Matching Persons

Click the Add Person button.

Continued on next page




DCO Hire, continued

Procedure (continued)

Step Action
3 =il = el [ Contact Information || Regional || Organizational Relationships |
() personin:  nEW
Find | View Al First K1 10f1 I Last
~Effective Date: 06/19/2013 Bl =
*Format Type: IEninsh 'l
Display Name:
Biographic Information
Date of Birth: ! o Years 0 Months
Birth Country: usa 2 United States
Birth State: q
Birth Location: [ I™ Waive Data Protection
Biographical History Find | View Al First EI 4 of 1 I Last
“Effective Date: 06/19/2013 El =l
*Gender: I Unknown vl
*Highest Education Level: I"\'NOt Indicated ﬂ
*Marital Status: | Unknown = asor el
Language Code: I :l'
Alternate ID:
™ Full-Time Student
- National ID Customize | Find | View 21| B | 3 First T 4074 1 Last
*Country *National ID Type National ID Primary ID
lusa @, |social Security Number = Ird =
The Effective Date will default to the current date. You may edit to a previous date.
Click on the Add Name button.
4 Edit Name
Prefix: 52
First Name: |Darth
Middle Hame: [
Last Name: |Vader
Suffix: 52
Display Name:
Formal Name:
Name:
Refresh Name
IF ok I Cancel | Refresh |

Enter member’s complete name, when completed click the OK button.

You will return to the Biographical Details Tab.

Continued on next page




DCO Hire, continued

Procedure (continued)

Step Action

5

Biographical Details Contact Information Regional Organizational Relationships

m Person ID: NEW

“Effective Date: 06/19/2013 || [#[=]
*Format Type: English -

Display Name: . Add Name |

Date of Birth: 041111990 E 23 vears 2 Months

Birth Country: Us‘\iq United State

Birth State: KE"iq Kansas

Birth Location: Topeka [l waive Data Protection

*Effective Date: 06/19/2013 [& =]
*Gender: Male -

*Highest Education Level: G-Bachelor's Level Degree M

*Marital Status: Unknown hd As of: [=

Language Code: English -

Alternate 1D:

[T/ Full-Time Student

Customize | Find | view A1l B | First K1 4074 & [aet

*Country *National ID Type Mational ID Primary ID
USA @, Social Security Number +  Joo0-00-0000 | B

The Effective Date defaults to the current date. It may be edited to reflect the actual hire date. It
cannot currently be future dated.

o Date of Birth: Enter the member’s date of birth.

Birth Country: Defaults to USA, if incorrect, select the lookup and select the correct Birth
Country. If selecting other than USA, other fields may be displayed.

Birth State: State where DCO was born

Birth Location: City/Town of birth.

Gender: Click the dropdown and select appropriate gender.

Highest Education Level: Click the dropdown and select education level.

Marital Status: Click the dropdown and select applicable status.

Language Code: Click the dropdown and select English.

National ID: Enter the member’s Social Security Number.

When completed, select the Contact Information Tab.

Continued on next page




DCO Hire, continued

Procedure (continued)

6 Biographical Details Contad Information Regional Organizational Relationships
Darth Vader Person ID: NEW
Current Addresses Customize | Find | view 20| BV | 3 Frot K g opg O Loat
Address As Of Date Status  Address
Type
Home 061202013 A Add Address Detail H|=
Phone Information Customize | Find | View A1l | # First Kl qor1 O Laat
*Phone Type Telephone Extension Preferred
= [ r H|=
Customize | Find | View 21| B8 | 3 First T g opq O Last
Email Type Email Address Preferred
]
Instant Message IDs Customize | Find | View 21| B8 | 3 st T g opq O as
*Hetwork ID “IM Protocol  *IM Domain Preferred
I | H (= ==

The system defaults the first address as Home and the As Of Date is the date of hire.

Select the Add Address Detail link.

7 Address History
Address Type: Home
Address History Find First B! 10f1 I3 Last
*Effective Date: 06/1212013 [ Address: (=]

Country: UsA Q
*Status: A Q

Add Address

I OK Cancel Refresh
The effective date defaults to the current date and may be edited to reflect the correct date of hire. This date
currently cannot be future dated.

Select the Add Address link.

Continued on next page



DCO Hire, Continued

Procedure (continued)

Step Action

8

Edit Address

Country: United States
Address 1: 1 Starship Lane

Address 2:
Address 3:
City: Topeka State: |KS @, Kansas
Postal: 12345
County: Shawnee
OK Cancel

Address 1: Number/street name
Address 2: Not used

Address 3: Not used

City: Enter address city

State: Enter Address state
Postal: Enter Postal Zip code
County: Enter county (if known)

Click the OK button.

Continued on next page




DCO Hire, continued

Procedure (continued)
Step Action
9 Address History
Address Type: Home

*Effective Date: 06122013 [

Address History Find First L4 10f1 a Last

Address: 1 Starship Lane

F[=
Country: USA @, Topeka KS 12345
*Status: A @,

Add Address

OK I Cancel Refresh

The address will display as entered.

Select the OK button.
10 customize | Find | View A0 BV #E frot B g ora T Last
?"‘“e“ As Of Date Status  Address
ype
Home 06212013 A ;USF}ELE;“ES%”;*S EditiView Address Detail =]
The Home address has been recorded. Click the “+” to add a Mailing Address
11 Darth Vader Person ID: NEW
Customize | Find | View A1 [ | B8 First Kl 42012 D Last
#d‘"e“ As Of Date Status  Address
ype
Home 06M2/2013 A jmsl}:z“?sf;;ﬁ Edit/View Address Detail HE
Click the Address Type drop down and select Mailing. Then click the
Add Address Detail link.
12 Address History
Address Type: Mailing
*Effective Date: 061212012 [ Address: =
Country: USA @,
*Status: A @,
OK Cancel Refresh
Click the Add Address link.

Continued on next page



DCO Hire, continued

Procedure (continued)

Step

13

Edit Address

Country:
Address 1:
Address 2:
Address 3
City:
Postal:
County:
0K

LInited States

Action

|1 Starship Lane

|TUDEHE' State: (K5 @, Kansas

12345

|Shawnee

Cancel

Enter Mailing Address. Address line 2 and 3 are not used. When completed, click the OK button.

14

Address History
Address Type:

Mailing

SARTES S ] Find First Kl 1 or1 I3 Last
*Effective Date: 061202013 [l pgdress: 1 Starship Lane
Country: USA =) Topeka KS 12345
*Status: A @

Add Address

'
0K ICanceI |

Refresh |

B

The Mailing address will be listed as entered. Click the OK button.

15

Darth Vader

Address

rype As Of Date
Home 061122013
Mailing 06/12/2013

Biographical Details leadiiom\ﬂnn Regional Organizational Relationships

Person ID:

Customize | Find | View A1 | # First K 4-20r2 0 Lost

Status Address
1 Starship Lane =
A Topeka KS 12345 Edit'View Address Detail H|E=
1 Starship Lane ’ =
A Topeka KS 12345 Editview Address Datail ==

NEW

Click the “+” and repeat steps 10, 11 and 12 to enter a Home of Record as identified on the DD4.

Continued on next page




DCO Hire, continued

Procedure (continued)

Step Action

16 Biographical Details Contact Information Regional Organizational Relationships

Person ID: NEW
Current Addresses

=
Customize | Find | View A1 BV | 2 First Kl 13073 1 Lost

Address Type As Of Date Status Address

Home 061912013 A Starshiptans

H|E
Topaka KS 12345 Edit/View Address Detail H|=
1 Starship Lane —3

Mailing 0BM9I2013 A Topeka KS 12345 EditiView Address Detail H|=
Home of 1 Ocean Way =3
e 061912013 A Cau Galie FL 84321 EditiView Address Detail H|=
Phone Information Customize | Find | View A1 BV | 3 First 5 qorq I Last
*Phone Type Telephane Extension Preferred

- \ s} ®H =

Customize | Find | view A1TEV | 3 First Kl 4014 0 Lost

Email Type Email Address

Preferred

Instant Message IDs Customize | Find | View A B ) 35 st B g orq O Last
*Network 1D *IM Protocol *IM Domain Preferred
[ - a H|E

The Phone Information, Email Address and Instant Message 1Ds are left blank.

Select the Regional Tab.

17 Biographical Details | Contact Information Organizational Relationships
Darth Vader Person ID: NEW
“Eusa
Ethnic Group Find | view a1 First Kl 101 O Last| |
Regulatory Region: USA A United states
(o]
Ethnic Group: ! tihite
I~ Primary
History Fing | View Al First K) 1011 D Lasc| |
4 =
Effective Date: 5 Military Status: :I' &=
Date Entitled to Medicare: ) mitary Discharge Date: Edit Discharge Date
Citizenship (Proof 1): Citizenship (Proof 2):
¥ Eligible to Work in U.S.
Smoker History Ccustomize | Find [ view A1 B | B First K g o1 O Last
*Smoker *As of
il & B E][E]

Click the Ethnic Group lookup and select the appropriate category. All other data fields are left blank.
Note: After selecting the member’s self-identified primary Ethnic Group, click the plus sign and select

Hispanic or non-Hispanic. Should the member identify with several Ethnic Groups, they may be entered
in this same manner.

Select the Organizational Relationship Tab.

Continued on next page




DCO Hire, continued

Procedure (continued)

Step Action
———
18 Biographical Details || ContactInformation || Regional |[eJfEFEIRLEWEEGREGT
Darth Vader Person ID: NEW

Choose Org Relationship to Add

¥ Employee
Contingent Worker

™ Person of Interest

Empl Record: 0

Select Checklist Code: I j ®

| Add Relationship |

Check the Employee box, and then click the Add Relationship button.

The Employee ID number is generated and will automatically navigate to Job Data.

19

I Job Information | Job Labor |( Payroll || Salary Plan || Gompensation

Darth Vader | EmpliD. ___1234ce7 |

Employee Empl Record: 0

*Effective Date:

Effective Sequence: ,_9 *fiction Hire =l
HR Status: Active Reason: New Fosition -]
Payroll Status: Active “Job Indicator:  RenmanJob zll
Calculate Status and Dates
Current ]
Position Number: ponazzst a4 RESERVE UNBUDGETED POSITION
Use Position Data

Fosition Entry Date: fiizans 5

I~ Position Management Record
*Regulatory Region: REV 4
Company: ACE ctil
*Business Unit: OFFCG 4 Officar GB
*Department: pazeit a RESERVE PERS MGMT
Department Entry Date: 01232018 )
*Location: VD323 a FERSONNEL SERVICE CENTER
Establishment ID: 4 Date Created: 017232015
Last Start Date: 017232015

Expected Job End Date Z
1
Reserve Class Code: N 4, w/Svc Oblig not in anather Cla
Component Category: 4,

The effective date defaults to the current date. Remember to use the current hire date.

Continued on next page




DCO Hire, Continued

Procedure (continued)

Step Action
19 Reason: Click the drop down and select New Position.
cont.

Enter the appropriate Position Number that is provided by the order issuing authority with the
accession authorization. In this example we use 00062541. You may click on the lookup button to search
for other position numbers.

Important note: Please see the Knowledge Base for the current DCO position number and verify with
what information you have been provided by the order-issuing activity.

Position Entry Date: Date of Hire.

Click the Override Position Data button.

The Regulatory Region, Company, Business Unit, Department, Department Entry Date and Location

information will default to the data identified with the position number entered. You may need to change

data depending on the type accession you are completing.

e Regulatory Region: RSV

e Company: ACG

e  Business Unit: OFFCG or click the lookup icon and select OFECG for an officer who may qualify
for Special Rate of Basic Pay (O1E, O2E or O3E), See Pay manual Chapter 2.A.10.

e Department: Enter the department number for member as authorized by the accession authority.

*  Department Entry Date: Date of Hire If you are completing an accession of

e Location: Default with data matching Department entered. an officer who qualifies for Special
i 0062541 @ § Rate of Basic pay, set the Business
Position Number: 4 RESERVE UNBUDGETED POSITION Unit field to "OFECG" (Officer Prior
Use Position Data Enlisted Service CG), acknowledge
the warning message regarding the
Position Entry Date: 011232015 Eﬂ

Job Code field (Click OK to dismiss).

[” Position Management Record Set the Job Code field on the Job
, i Ray Q ) / Information tab (Step 20) to the code
Regulatory Region: / Y Resenists corresponding to ENS, LTJG or LT.

Company: ACE Adtiv Ensure the paygrade (01E, 02E or
03E) is set correctly on the Salary
Plan tab (Step 25).

Business Unit OFFC6 & T oficerce
' Department: 002817

a RESERVE PERS NGNT
Department Entry Date: (112302015 Eﬂ

Q

Q

Immediately submit a PPC Customer
Care Help Ticket notifying PPC you
PERSONNEL SERVICE CENTER have accessed a member eligible for
Special Rate of Basic Pay.

'Location: VAD323

Establishment ID:

Continued on next page
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DCO Hire, continued

Procedure (continued)

Step Action
19 I UL =1 | Job Information || Job Lsbor || Payroll | Salary Plan || Compensation
cont. Darih Vadar Empl 1D 1234567
Er;;by;; ------- Empl Record: ]
Military Service: j
*Effective Date: oz W Gnginiinny 2=
Effective Sequence: ’_D *Action: Hirz j
HR Status: Active Reason: New Position =l
Payroll Status: Active *Job Indicator: Frimary Job ﬂ
Calculste Status and Dates
Current ]
Pasition Number: ooesd &, RESERVE UNSUDGETED FOSITION
Use Position Data
Position Entry Date: ’W i)

[~ Position Management Record

*Regulatory Region: Rav 4 Rezarvists

Company: ACE Active CG

*Business Unit: OFFCE 4 Officer GG
*Department oz 4 RESERVE PERS MGMT

Department Entry Date: izt i
*Logation: VADRZY 4 FERSONNEL SERVICE CENTER

Establishment D: 4 Date Created 01iZY2015
Last Start Date: 01i2372015

Expected Job End Date i

Reserve Class Code:

=
=

|

w/Svc Oblig not in another Cla

Component Category:

If this is a Reserve Commission, you will need to select the appropriate Reserve Classification Code
describing the officer’s military obligation (e.g. “Inact Du Officer w/in 8 yr obl” for an officer with no
prior (or less than 8 years prior) service or “w/Svc Oblig not in another Class” for a prior service officer).

Click on the Job Information Tab.

Continued on next page
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DCO Hire, continued

Procedure (continued)

Step Action
20 Work Location NLLAL TR Job Labor | Payroll SalaryPlan  Compensation
Darth Vader Empl ID: 1234587
Employee Empl Record: 0
Military Service: M
Job Information Fing Frst L 011 Lm
Effective Date: 012372015 GoToRow
Effective Sequence: 0 Action: Hire
HR Status: Active Reason: New Position
Payroll Status: Active Job Indicator: Primary Job
Current D
*Job Code: I‘UUUUQE Q gutenant I
Entry Date: 0172372018 BJ
Supervisor Level: Q
Supervisor ID: Syivester Cat
Reports To: O\
*RegularTemporary: Reqular M *FulliPart: Full-Time M
Empl Class: *Officer Code: None M
“Regular Shift NiA M Shift Rate:
“Classified Ind: Unclzssid v Shift Factor:
Standard Hours
Standard Hours: 160.00 Waork Period: M Q Monthly
FTE: 0.000000!
[¥] Adds to FTE Actual Count? [“JEncumbrance Override
‘Contract Number
(Contract Number: @ Next Contract Number
‘Contract Type:

Job Code: Will default with data applicable to Position Number entered or it will be blank if you changed

the Business Unit field in the previous step. If hiring to different rank or if it is blank, click the lookup
icon and select the applicable code.

Supervisor ID: Enter the Employee 1D for the CGHRSUP who will be approving the accession.
Employee Class: Click on the drop-down and select the appropriate entry; typically, this will be IRR

Click on the Job Labor Tab.

Continued on next page




DCO Hire, continued

Procedure (continued)

Step

Action

Salary Pan = Comgensaton

21

Empl ID: 1234567
Empl Record 0

Military Service: .'J

[ Labor infoemaion

| T, T

Effective Date:

Effective Sequence: 0 Action:

HR Status Acsve Reason
Payroll Status Actve JobIndicator:  Primary Job

Bargaining Unit
Labor Agreement
Labor Agresment Entry O (01232015 5
Employes Category
Employee Subcategory
Employee Subcategory 2

%
0

T Position Management Record
Union Code:
Union Seniority Date:
Works Counil 1D:
Labor Facility 10
Entry Date:
™ Stop Wage Progression
I~ Pay Union Fee
T Exemptirom Layo Rezcon

Go To Row

Select the appropriate Employee Category

Labor Agreement: Click on the lookup icon and select OFF.
Labor Agreement Entry Dt: Will default to date of hire.

For DCOs the appropriate Employee Category should be: IRR
Employee Subcategory should read (TRAPAY code) H

13

Continued on next page




DCO Hire, continued

Procedure (continued)

Step Action
22 JFiiorLocaion  Job information Bayroll  Salary Flan | Compensation i |
Darth Vader Empl ID: 2106836
Employee Empl Record: ]
Military Service: -
{Labormfomatos g Do Dl
Eftactive Date: 0BM912013 GoToRow
Effective Sequence: 0 Action: Hire
HR Status: Aithve Reason: New Position
Payroll Status: Active Job Indicator: Primary Job
Curment 0
Bargaining Unit: aQ
Labor Agreement: OFF 4 Officer and Warrant Officar
Labor Agreement Entry Dt (05192013
Empioyee Category: a,
Employes Subcategory: @
- Employee Subcategory 2: Q o
Pasition Management Record
Union Code: Q,
Union Seniority Date: C]
Works Council ID:
Labor Facility ID: @
Enlry Date: )
[7] Stop Wage Progression
("1 Pay Union Fee _
Exempt from Layoff Reason: @,
ASHgHed SChiorRy Dasees Customze | Fry | view 23] 3| B et Kl 150115 D st
I
Seniority Date Control Value Labar Seniority Date OverTide Override Reason
ACTIVE DUTY BASE DATE w
Scroll down the page to Assigned Seniority Dates and select View All.
Note: You may find it necessary to click on Recalculate Seniority Dates to open all fields; you may also
find it necessary to be in Correct History mode.

Continued on next page
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DCO Hire, continued

Procedure (continued)

Step

Action

23

E::W ority Dates Custontze | Fig | View s | B o ety

Sanorty Oate Controt Vaio Lador Saniorty Date Ovemids Ovarrice Resson

ACTIVE DUTY BASE DATE I r A

AD PAY SCALE DATE C] r

DEF DATE W r

COMMISSION DATE G -

DIEMS DATE T E

RSV DRILL OSLIGATION DATE i -

BXPECTED LOSS DATE e r

JOB FAILY ENTRY DATE T -

ML OBLIGATION COMPL DATE waan & -

PAY ALLOWANCE DATE 7 -

PAY BASE DATE T B 1

DATE OF RANK 00088 G r

RSV COMP S8P ELECT DATE i r

ROTATION DATE 0 -

RSRV ACCESSION CLASS DATE o2as W r .

RSV ANNIVERSARY DATE ANt r

RSV ELIGIBILITY DATE i o

RSV INTIATION DATE s -

RESERVE LETTER DATE W r

RTS ELIGIBILITY DATE ) r

RTB LETTER DATE ) o]

RTB LETTER RESFONSE DATE " r 3
Recakoate Senorty Dates

Do not enter any information in the Reserve data fields if hiring an active duty officer. Only enter dates

as indicated. All other fields are blank.

e Active duty Base Date: First day of official travel in conjunction with the Extended Active duty
orders.

e AD Pay Scale Date: Date of Oath of Office

e Commission Date: Date of Oath of Office

Continued on next page
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DCO Hire, Continued

Procedure (continued)

Step Action
23 e DIEMS Date: Date Initial Entry Military Service (any component)
cont. | e Expected AD Term Date: 30 years from Oath or date before 6oth date of birth (for a Reserve

Commission leave blank)

Expected Loss Date: 30 years from Oath or date before 60™ date of birth. If prior-service officer (non
Warrant Officer), loss date will be less any prior commission time served in any branch or component.
Job Family Entry Date: Date of Oath of Office

Mil Obligation Completion date: 8 years from original DIEMS date (minus 1 day) unless prior
discharge authorized under an approved program (i.e. VOLSEP).

Pay Allowance Date: Date of Oath of Office

Pay Base Date: Date of Oath of Office. Submit a request to PPC (ADV) for a Statement of Creditable
Service (SOCS) in the case of prior military service. Any necessary adjustments will take place via the
SOCS process (see Email ALSPO B/15)

Date of Rank: Date of Oath of Office

Reserve Fields:
Reserve Anniversary Date: Date of Oath of Office

RSV Eligibility Date: Date of Oath of Office
RSV Initiation Date: Date of Oath of Office

Other unpopulated fields should be left blank

Click on the Payroll Tab.

Continued on next page
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DCO Hire, continued

Procedure (continued)

Step Action
24 Work Location Jdob Infermation Job Labor Salary Plan Compensation

Darth Vader Empl ID: 2106836

Employee Empl Record: 0

Military Service: -

| Payroltnformation _________________________________________________roor= o D]
Effective Date: 06/19/2013 . GoToRow |
Effective Sequence: a Action: Hire
HR Status: Active Reason: New Position
Payroll Status: Active Job Indicator: Primary Job

Current m

*Payroll System: Global Payroll -

Global Payroll

Pay Group: USCG STG @) USCG AD Staging Paygroup
Holiday Schedule: @

Use Pay Group Eligibility
[7] use Pay Group Rate Type Eligibility Group: 2
Exchange Rate Type: @

Use Pay Group As Of Date
Use Rate As Of:

-

Click on the Salary Plan Tab.

The Pay Group should default to USCG STG. If not, click on the lookup icon and select USCG STG.

Continued on next page




DCO Hire, continued

Procedure (continued)

Step Action
25 Work Location Job Information Job Labor Payroll Compensation
Darth Vader Empl ID: 2106836
Employee Empl Record: 0
Military Service: -
Salary Plan Find | View A1 First K1 1.0F1 I Last
Effective Date: 06M9/2013 . GoToRow |
Effective Sequence: 0 Action: Hire
HR Status: Active Reason: New Position
Payroll Status: Active Job Indicator: Primary Job
Current m

[Clincludes Wage Progression Rule

Rank: @, Rank Entry Date: £l
Worn Rank: @,

Worn Rank Type: -

Skill Grade: M

Salary Admin Plan: ‘OFF @Y

Grade: ’rQ\Q Grade Entry Date: 0611812013 i
Step: e Step Entry Date: 06/19/2013 [

service.

Salary Admin Plan: Should default to OFF or OFE for an officer with more than four years prior enlisted

Grade: Defaults to Pay Grade based on Job Code entered on the Job Information Tab. If member is being
accessed at a different grade, click the lookup icon and select the appropriate Grade. In this example O3

based on the Job Code.

Step: The step corresponds to a member’s longivity for pay purposes. Click on the Step lookup icon and
select the appropriate step. In this example 1 = less than 2 years of military service, then Tab.

Step Entry Date: Will default to date of Hire.

Click on the Compensation Tab.

Continued on next page



DCO Hire, continued

Procedure (continued)

Step Action
26 . Work Location . Job Information . Job Labor h Payroll o Salary Plan
Darth Vader Empl ID: 2106836
Employee Empl Record: 0
Military Service: v
Compensation Find First B! 4071 I3 Last
Effective Date: 06912013 | GeToRow |
Effective Sequence: 0 Action: Hire
HR Status: Active Reason: New Pasition
Payroll Status: Active Job Indicator: Primary Job
Current m
Compensation Rate: 2,558,255 UsD @, “Frequency: & gemimonthi

» Pay Rates

irst n 10f1 ] Last

 Calculate Compensation |

Job Data -EmgluymemData

| Conlract Change Prorate Option
Pay Components Customize | @|Lﬂ. E
Controls || Changes || Conversion |
*Rate Code Seq Comp Rate Currency Frequency Points Percent Rate Code Group
1asic @ [ o | 51165000005 [UsD |@, [m [}

H|=

Benefits Program Paricipation

data.

Click the Employment Data link.

Click on the Default Pay Components button. This will automatically update the Compensation Rate

19

Continued on next page




DCO Hire, continued

Procedure (continued)

Step Action
7 (e 1
Darth Vader Empl ID: 2106836
Employee Empl Record: 0
Military Service: v

‘Organizational Instance Rcd: a Original Start Date:

Last Start Date: First Start Date:

Termination Date: Years Months
Org Instance Service Date: [Z] override ':’ 0 0

Instance Record

Organizational Instance

Organizational Assignment Data

[Cloverride

Days
0

Last Assignment Start Date:

0619/2013 First Assignment Start: 06/19i2013
Assignment End Date:
HomelHost Classification: Home Years Months  Days
Company Seniority Date: [ override o 0 o 0
Benefits Service Date: [Z] override v 0 0 0
Seniority Pay Calc Date: [T override v 0 ] ]
Probation Date: B
Professional Experience Date: 1] Last Verification Date: ]
Business Title: Lieutenant Position Phone:
¥ Military
~E=ysa O\
[C] owns 5% {or More) of Company
Appointment End Date: Eﬂ Term of Enlistment: 0 -
[Zl Accrue Tenure Services K FTE for Tenure Accrual:
"
Sponsor Code: % “  FTE for Flex Service Accrual:
Job Data Employment Data

Benefits Program Participatio

There are no entries to be made on this page.

Click the Benefits Program Participation link.

Note: Do not enter Term of Enlistment here; this is now down in Contract Data.

Continued on next page




DCO Hire, continued

Procedure (continued)

Step Action
28 Benefit Program Participation
Darth Vader EmplID: 2108836
Employee Empl Record: 0
wittary Senvice: | ORI -
Benefit Status Find Frst  qor1 1 Lest |
°
Benefit Record Number: b [% GoTaRow
Effective Date: 06/19/2013
Effective Sequence: 0 Action: Hire
HR Status: Active Reason: New Posiion
Payroll Status: Active Job Indicator: Primary Job
Current El
*Benefits System: [ [Base Benefic gl Benefits Employee Status: Actve
Annual Benefits Base Rate: = uso
Benefits Administration Eligibility
BAS Group ID: @,
Elig Fld 1: Elig Fld 2: Elig Fid 3:
Elig Fld 4: Elig Fld 5: Elig Fid 6:
EligFld 7: Elig Fid &: Elig Fid 9:
| Benefit Program Participation Eind [ View A1 First K1 1071 D Lt |
“Effective Date: [081922013 4 Currency Code: HE
"Benefit Program; AoE__ 3
Job Data Employment Data Benefits Program Participation

Ensure Benefits System reads Base Benefits
Benefit Program: Click the lookup icon and select ACG.

Effective Date: If you are completing the Job Data AFTER the effective date of hire, you need to change
the date to the date of hire.

Click the Job Data link.

Continued on next page
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DCO Hire, continued

Procedure (continued)

Step Action
29 Job Information Job Labor Bayroll Salary Flan Compensation
Darth Vader Empl ID: 2110173
Employes Empl Record: 0

Military Service: T - |
*Effective Date: 0e92013

Find First & 10f1 1 (=et

Current ﬂ

Effective Sequence: 0 *Action: | Hire
HR Status: Adive Reason: | New Pasition
Payroll Status: Active *Job Indicator: [ Primary Job
Calculste Status and Dates
Position Number: oooo3102 @ INTEL- DUTY
Use Positicn Data

Position Entry Date: 081812013 =1
I~ Position Management Record

*Requlatory Region: AD a Active Duty
*Company: ACG a Active CG
*Business Unit CFFCG a Officer CG
*Department: 002234 Q‘
Department Entry Date: 06182013 |
“Location: DCooot X celce
Establishment 1D: @

ICC MARITIME SMUGGLING ER

Date Created: 08/18/2013

Last Start Date: 0611972013

Expected Job End Date: &

Reserve Class Code: @,
Compeonent Category: Q@

Benefits Program Participation

Job Dats Employment Dats
‘ OK I Cancel I Apply
Click the OK button.
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DCO Hire, continued

Procedure (continued)

Step

Action

30

You will receive several “Warning” messages:

Head Count — Click the OK button.

position. (1000,156)

or leave as is.

Hourly Rate — Click the OK button.

Grade Table. (1000,32)

hourly rate.

Warning -- Head count of 1125 exceeds maximum head count of 0 for

When Position Management is installed, head counts for each position are

compared to the maximum head count an the Specific Infarmation page.
Carrect position number, change maximum ta allow an additional incumbent,

(o] || Cancel |

Warning -- Hourly Rate is less than the minimum specified in the Salary

A minimum hourly rate is specified in the Salary Grade Table, and the hourly
rate entered on this panel falls below that minimum.

Ifthe specified haurly rate is carrect, leave as is. Othenwise, enter the correct

(o] || Cancal |
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DCO Hire, continued

Procedure (continued)

Step

Action

30
cont.

Establishment ID Click the OK button.

Enter an establishment ID.

Warning -- Estahlishment ID is required for a location inthe LIS, (1000,111)

The country is U5, and the establishment 1D field is blank. Establishment ID
is arequired field for LS. locations.

0K || Cancel |
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DCO Hire, continued

Procedure (continued)

Step Action

31 After a successful Save you will be returned to the Organizational Relationships Tab.

Biographical Details Contact Information Regional ‘Organizational Relationships

Darth Vader Person ID: 2106653

Employee
Contingent Worker
Person of Interest

Empl Record: 0

Select Checklist Code: A ®

AddRelationship

[5] save | |=] notity | [ Refresh | [k Add | | 5] Update/Display| | & Include History | |[7# Correct History |

Biographical Details | Contact Information | Regional | Organizational Relationships

The accession is now ready for review and approval (see next page).

Note: For specific information with respect to processes and entitlements, please visit our DA website at:
http://www.uscg.mil/ppc/gp/

You may wish to make liaison with the DEERS representative to ensure information is passed to the
DMDC.
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Accession Approval

Introduction This section provides the procedure for approving an accession.

Discussion SPO Auditor/PAO user access is required to approve an accession. The approver cannot be
the same person who entered the accession.

Procedure Follow these steps to approve an accession.

Step Action

1

United States Coast Guard
US. Depariment of Homeland Security
My Llnkslm

My Page } Guest | Self Sewvice  Iwestor Adminisiration quests
Content  Layout

Announcements Updated 02 April
Employee -] Self Service for Commands
March Leave & Earnings Statements Posted Profile Tasks View Reports Use
LESs for larch are avaiable. Go to “View Paycheck” in Direct Workfiow User C C History Fostions at 5 Command information
Access under Employee Self Service 1o view. Preferences Depariment
View Paveheck Command Marks Inguiry
Emergency Contact Info
March Reserve Points Statements Posted Test Resuts by Dept Separation Reauests
Reserve retirement point data for March 2013 is avaiable. Go - i
to "Wiew Reserve Points” in Direct Access under Self Service Stock Option Summary PDE By Dept Report Employee Revigw
Summary
o view Licenses and Stock Option Activity eResume Report
Centificates Reguest Traning
New Procedures for Thrift Savings Plan Self Service Stock Purchase Activity Enroliment
(21Feb) FCS eResumes B
o
Refer to the Thrift Savings Plan Overview topic for more Membersine A;q[“:"‘:‘ Enrolimznt Student Training
information. A video ing the new features s also Hembershis sl Summary
avaiable. Professional Training SWE PDE
Servicemembers' Group Life Insurance (SGLI) and Emergency Contacts
Family SGLI Tech Refresh (SPO User 21 Feb) 45 Hore
Reverto E-Mail ALSPO D/13: DA I SGLUFSGLISFO User — Sel g Personnel Office
Guide (POF) for more information. y
Proxy - Submit Absence Regu
Dependent Information Tech Refresh Project (SP0 F— R
users) Tasks View
Allotm Dependent information
2 D .
See E-Mal ALSPO O/12: DA Il Dependent Infromation SEQ Aporove Offer Ermployes Informalion
User Guide (PDF) for procedures. Hice Anpicant
GLI = FS Appl
Enter Interview Resulls  Employee Information
Allotment Procedures idden) Proxy Member for eResume Add Emplovment Instance
Job Requisition Status
Self-Service users see the folowing topics for procedures, cral Job Data Modify  Person
Allotments Overview | Starting a New Allotment | Chanaing an Prepare for New Hire T - =
Alotment | Stopping an Allotment Rad 3 Person e
Wiew video-demo of the Self-Service Allotment Start Prepare Job Offer Bhone Humber (Hidden

As approver you should review/audit the accession process prior to approval.

From the Portal Page you click the Modify a Person and Job Data links for review/audit. Once
you have completed review, follow the procedures below for approval.

From the Portal Page, select Requests located at the top of the page.

Continued on next page

26



Accession Approval, Continued

Procedure (continued)

Step

2

Action

Content Layout

Requests

Submit an Abzence Reguest

Submit a Delegation Reguest

PHS Submit Retirement Docs

View My Absence Reguests

[M?Paqe Guest SelfSenvice Inwvestor Administration [Requests

View My Reguests (all types

[

2 &

Request Reports
Absence Reguest Listing

2 &

Click the View My Requests (all types) link.

Continued on next page




Accession Approval, continued

Procedure (continued)

Step

Action

3

View My Action Requests

Sylvester Cat
1. "My Submitted Requests’ allows member to bring up only their Action Requests.
2."Requests | am Approver For allows approver to bring up only those Action Requests submitted to them.
3. "All Requests’ allows the approver fo pull up their Action Requests and those submitted to them.
4 Transaction Mame field allows user fo select 8 paricular transaction (i.e., Absence Request, Delegation, eic)
5. Refresh button clears the grid and defaults it back to *My Submitted Requests’ and Transaction Status of ‘Pending
6. Populate Grid button populates the grid based on what was selected for the radio button, Transaction Name,
Transaction Status, and what was entered in the Submission From/Submission To Dates.

© My Submitted Requests I @ Requests | am Approver ForI © All Requests
Transaction Name: All Transactions -
Transaction Status: Pending -
Submission From Date: E

Submission To Date: Eﬂ I Populate Grid I Refresh

Select the Requests | am Approval For radio button.

The Transaction Name and Transaction Status defaults for all pending transactions. You may click

the drop down to narrow your search parameters.

Click the Populate Grid button.
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Accession Approval, Continued

Procedure (continued)

Step

Action

4

View My Action Requests

Sylvester Cat

1. "My Submitted Requests’ allows member to bring up only their Action Requests.

2. "Requests | am Approver For allows approver to bring up only those Action Requests submitted to them

3. All Requests’ allows the approver to pull up their Action Requests and those submitted to them.

4. Transaction Name field allows user to select a particular fransaction (i.e., Absence Request, Delegation, etc.)

5. Refresh button clears the grid and defaults it back to "My Submitted Requests’ and Transaction Status of ‘Pending’.
6. Populate Grid button populates the grid based on what was selected for the radio button, Transaction Name,
Transaction Status, and what was entered in the Submission From/Submission To Dates

@) My Submitted Requests @ Requests | am Approver For (©) All Requests
Transaction Name: All Transactions -
Transaction Status: Pending -
Submission From Date: EN
Submission To Date: E‘J Populate Grid Refresh

Customize | Find | View All|

Transaction Hame Status Member Member's Emplid Submitted By Approver Submission Date
AccessionHire Pending Eusebio Pedroza 1234567 Mickey Mouse Sylvester Cat 061812013
AccessionHire Pending Brad Majors 1112223 Goofy Dog Sylvester Cat 05242013 Approve/Deny
AccessionHire Pending JanetWeiss 2223334 Daffy Duck Sylvester Cat 0512312013 Approve/Deny

A listing of all accessions you have been identified for approval will be displayed.

Select Approve/Deny for the member you are approving.

Continued on next page
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Accession Approval, Continued

Procedure (continued)

Step

Action

5

Action Request

Approval/SOD for Accessions
Darth Vader

« Review hire data in the Request Information box.

« To approve a Hire Request, press the Approve buttan.
& To deny a Hire Request, enter a comment and press the Deny button. A Motification will be sent to the originator.

e After a Hire Request has been approved, data will be pushedto DA S.0.

Request Details

Employee ID: 1234567
Approver: TEA4321 Sylvester Cat
Comment:

Accessions Hire Approval

~ Delegation Approval Process:Pending (2 ViewHide Comments
One Approval level

Pending
@ Sylvester Cat
Initial Approve Action Reguest

— Comment History
Mickey Mouse at 05/18/2013 - 2:55 PM
View History

You can now either Approve or Deny the accession. You may enter any comments for the
review by the person who submitted the accession for approval.

Select either Approve or Deny.

Continued on next page




Accession Approval, continued

Procedure (continued)

Step

Action

6

Action Request

Approval/SOD for Accessions
Darth Vader

+ Review hire data in the Request Information box.

+ Toapprove a Hire Request, press the Approve button.

+ Todenya Hire Request, enter a comment and press the Deny button. A Notification will be sent to the originator.
« After a Hire Request has been approved, data will be pushed to DA 8.0,

Employee ID: 1234567
Approver: 7654321 Sylvester Cat
Comment:

Accessions Hire Approval

= Delegation Approval Process:Approved
One Approval level

Approved

Sylvester Cat
Initial Approve Action Request
05/24M13 - 12:35 PM

= Comment History
Mickey Mouse at 05/18/2013 - 2:55 PM
View History

If Approved, the Approve/Deny buttons will gray out after system saves the approval.

You can now click on the “X” at the top of the document to close this page and repeat the process for
the next accession.
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Accessions — Contract Data

Introduction This section provides the procedure for completing a contract of a Direct Commission
Officer (DCO)
Procedure Follow these steps to approve the contract
Step Action
1 Career Management =
Obligated Service Report

DD-4 Enlistment/Reenlistment

Ext/Rext within 30 days Report

Extenzions not Executed

Agreement to Extend/Reextend

AD Bth or 10th ¥ Anniversary

From the portal Page, navigate to Contract Data found on the Career Management pagelet

Update Contracts

Find an Existing Value Add a New Value

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); (200

Empl ID: [oegins with =]
Contract Number: |begins withj|
Hame: |begins withj|
Last Name: |begins withj|
Second Last Name: | begins with =] |

AlternateCharacterName:lbegins withj|
¥ Include History [ Correct History [

Case Sensitive

Search || Clear Basic Search @E' Save Search Criteria

Click on Add a New Value
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Accessions — Contract Data, Continued

Step Action
3 Update Contracts
Eind an Existing Value '.' Add a New Val. -
Empl ID: | 1111111 @,
Contract Number |EIEIEI1
Add
Enter EMPLID and Contract Number (First contract = 0001)
Click Add
You will be navigated to Contract Status/Content
4 act Satus/Content ] Contract Type/Clauses ~ Reason/Oathinfo  Contractleave | MorSenice Dates  ConfractApproval — Contract Audit
DARTHVADER PersonD: 2113255
Contract Number 001 “Contract Staus: e 1]
Contract Begin Date: m Contract Expected End Date:
Contract End Date: EU *Regulatory Region: n
Comment " Addionl Confract
Contract Template ID: OJ T Wore than one year expected
Inifialize Coniract I'WawekainT\meComp\\ance
Provider [D: 9
Contract Content: Member is a great candidate for this position 2

Contract Status/Content page will appear with Contract Number (in this case 001)
Ensure Contract Begin Date is appropriate date

Alter Regulatory Region to appropriate region (in this case RSV)

A Contract Content statement is required

Navigate to Contract Type/Clauses

Continued on next page
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Accessions — Contract Data, Continued

Step Action
5 Contract Status/Content Cmmnpelctzmes Reason/OathInfo | ContractLeave | MbrSenvice Dates || ContractApproval | Contract Audit
Darth Vader Person ID: I
Contract Number: 0001 Begin Date: 0619/2013 Contract Status: Active
Contract Type Find | View Al First K 1071 O Lot
Effective Date: oeoi2013 B [#[=]
Contract Type: kcon a Officer Commission
[ Extend Contract
Contract Clauses Find | View A1 First K 4.0f4 I Last
Seq Nbr: ,71 Clause: ’_Q =
Clause Status: :l'
Long Descr: |
Comment:
Enter appropriate Contact Type from the drop-down
Effective date should default correctly
Under Contract Clauses you may select Clause status (optional/required) and Enter any
contractual specific comments
Navigate to Reason/Oath Info
6 Contract Status/Content Contract Type/Clauses Contract Leave Mbr Service Dates Contract Approval Contract Audit

Darth Vader Person ID: 1111111
Contract Data st
Contract Number: 0001 Beqin Date:  06/19/2014  Contract Status: Active Expected End Date:

Total Length of Extensions this Enlistment(YMM): Number of Extensions this Enlistment:

Contract Type Find | View Al First K011 0 Lost

Effective Date: 06(19/2014  ContractType: COM Officer Commission Cancel Confract| [T Cancalled
Reason/Qath

Contract Term Years/Months/Days: 30 [~ Indefinite Re-Enlistment

Reason for Extension/Reextension/Retention

Reason: [Request of Hemper =l WMember Signature Date: (0611912014 [
Other (Specify): | Begin Extension/Re-Extension: [~

Uath AGmINISIrator Informaton

Hame: Luke Skywalker Wilitary Grade: 06 =

city: [Topeka ] State: kS

Contract Term Years: Enter the number of whole years of commission minus prior service years:
for non-prior service you would enter 30. Enter whole years only rounded to next highest year.
Should you be accessing a member whose contract term years will place them past their 60"
birthday, use the appropriate number of whole years and then submit a Customer Care ticket
to PPC to effect adjustment of the Expected AD term and Loss dates.

Select a Reason from the drop-down and Select Member Signature Date (date contract signed)

Add Name of Oath Administrator and applicable Military Grade and City/State using place of
initial enlistment.

Navigate to Contract Leave tab
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Accessions — Contract Data, Continued

Continued on next page

Step Action
7 Contract Status/Content ~ Contract TypelClauses  Reason/Oath Info WMbrSenice Dates  Contract Approval
Darth Vader Person ID: i
Contract Number: 0001 Begin Date: 061912013 Contract Stafus: Active
Leave Balance: Cumulative Sold Leave: Asof:
Contract Type fing | View A1 First K0 4 074 1) Last
Effective Date: 061912013
Contract Type: COM Ofiicer Commission
Total Leave to Sell (Days): l—
Enter any leave to be sold
Navigate to Mbr Service Dates
R B st 0 4220122

Seniority Date Labor Seniority Date

ACTIVE DUTY BASE DATE 12/08/2014

AD PAY SCALE DATE 12/08/2014

DEF DATE

COMMISSION DATE 1210812014

DIEMS DATE 1210812014

RSV DRILL OBLIGATION DATE

EXPECTED LOSS DATE 12/07/2044

JOB FAMILY ENTRY DATE 12/08/2014

MIL OBLIGATION COMPL DATE 1210712022

PAY ALLOWANCE DATE 12/08/2014

PAY BASE DATE 12/08/2014

DATE OF RANK 12/08/2014

REV COMP SBP ELECT DATE

ROTATION DATE 12/29/2014

RERV ACCESSION CLASS DATE 12/09/2014

RSV ANNIVERSARY DATE 12/08/2014

RSV ELIGIBILITY DATE 12/08/2014

REV IMITIATION DATE 12/08/2014

RESERVE LETTER DATE

RTB ELIGIBILITY DATE

RTE LETTER DATE

RTE LETTER RESPONSE DATE

Click View All on Assigned Seniority Dates
Note: these dates should concur with dates set during the ACCESSION process; if not, return to

Job Data and verify the dates entered during the ACCESSION process are entered correctly (see

Expected Loss Date note on Step 6).
Navigate to Contract Approval
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Continued on next page

Accessions — Contract Data, Continued

9 Contract Status/Content | Contract Type/Clauses || Reason/Oathinfo || ConfractLeave || MbrService Dates | [elliistaa il e
Darth Vader Person ID: M
Contract Data
Contract Number: 0001 Begin Date: 061912013 Contract Status: Active
Contract Type Find | View Al Frst K 401 IV Last
Effective Date: 06M9/2013 Contract Type:  COM Officer Commission
Route for Approval
Approval Type:
Approver:

Dept of Approving SPQ:|000210 @, CGAIRSTADETROIT

Approval Status:

Approval Date:

' Submit for Appraval

N
Click on Submit for Approval and approval will be routed to Approving SPO
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Contract Approval

Introduction This section provides the procedure for approving a contract.
Discussion SPO Auditor/PAQ user access is required to approve a contract. The approver cannot be the
same person who entered the accession.
Procedure Follow these steps to approve a contract
Step | Action
1 i
My Page | Self Senice | Reguests |
Approver should select Requests
2
Self Service Requests
Submit an Abzence Reguest View My Absence Reguests
Submit a Delegation Reguest View Mv Reguests (all types)
Submit a Civilian CA Request Submit a Supp CA Regue
Submit an Officer CA Reguest Submit an FSA Reguest
Submit a COLA Unigue Reguest Submit a Drill Reguest
Submit an Advance Pay Reguest
Select View My Requests (all types)
3 T My Submitted Requests IG Requests | am Approver For! I T All Requests
Transaction Name: | Al Transactions 4|
Transaction Status: |F‘ending j
Submission From Date: &
Submission To Date: El Refresh
Select Requests | am Approver For and Populate Grid
4
Customize | Find | View A1 | B | 3
Transaction Hame Status Member Member's Emplid Submitted By Approver Submission Date Approve/Deny
Contract Approval Pending Alexis Arguello RaRNahi| ;:irgﬁ?d Edwin Rosario 071812014 | Approve/Deny
Click on Approve/Deny
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Contract Approval, Continued

Continued on next page

Step

Action

Action Request
Contract Approval

Contract Number:
Contract Status:
Contract Begin Dt:
Expected End Dt:

Get Details

Contract Term:
Reason:

Num Extensions:
Expect AD TermDt:
Leave Balance:

Total Leave Sell:

Arguello,Alexis Bohorquez
1. Please verify the contract data and leave disposition information.

2 IfChanges are needed, enter details about changes in the Comments field
3. Click Approve or Deny button

0001

A
071712014
07/16/2022

8Years

Request of Member

=

Contract Type:
Contract Effdt:

Mbr Signature Date:
SRB Entitlement:
EXT Tour Length:

Expected Loss Date:

Cumulative Sold:

ENL
0711712014

071712014

07i16/2022
0

Comment: I |

Approve

Deny

Enter comments and click Approve or Deny

Note: selecting Deny returns contract to HRS user

Contract Approval

= Contract Approval:Approved

One Level Approval

Approved

« Edwin C. Rosario
PO Approvers Deptid
07H3M4-10:53 AN

Contract is approved. Member is fully Accessed into USCG
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