Change in Advance Liquidation Schedule

Introduction This guide provides the procedures for processing requests to Change an
Advance Liquidation Schedule in Direct Access.

Reference (a) Personnel and Pay Procedures Manual (PPPM) PPCINST M1000.2B
(b) Pay Manual, COMDTINST M7220.29 (series)

Procedures See below.
Step Action
1 Before entering a Change in Advance Liquidation Schedule, you will need to
locate the Advance ID number located in the members Element Assignment
By Payee data.

2 Click the Element Assignment By Payee link from the Pay Processing
Shortcuts pagelet.

Pay Processing Shortcuts

Pay Calculation Results Element Assignment By Pavee

One Time (Positive Input)

3 Enter the Empl ID and click the Search button.

Element Assignment By Payee

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

Empl ID: begins with v §1234567 ]
Empl Record: = v

Name: begins with V||

Last Name: begins with ||

Second Last Name: begins with v||

Alternate Character Name:| bagins with |

Middle Name: begins with ||

Business Unit: begins with V||

Department Set ID: begins with || Q@,
Department: begins with || @,

[Jcase Sensitive

Search I Clear |Basic Search IQ«,‘J Save Search Criteria

Continued on next page



Change in Advance Liquidation Schedule, continued

Procedures,
continued
Step Action
4 The Element Assignment By Payee page will display. Click the ADVANCE
PYBK link.
Element Assianment Bv Pavee
Pan, Peter

_______________________ ID: 1234567 Empl Record: 0

Selection Criteria

Category: | Select with Matching Criteria|
Entry Type: Element Name: | Clear |
&Assignments

e

Customize | Find | | 3

First K1 1 or1 I Lt
S Recipient
—

Element Name  Description P“’mc : ’: Begin Date  End Date Active Instance
SOVANCE Liquidation of Advance 999 02/01/2015 & 1

5 The Element Details will display.

Element Detail
Employee ID: 1234567 Empl Record: o} Name: Ppan, Peter
Element Name: ADVANCE PYBK Liguidation of Advance Instance: 1
|| Assignment Is Active Currency Code: USD US Dollar
Process Order: 999 RecipientTag: 0
Begin Date: 02/01/2015 End Date: Previous End Date:

|+ Allow Batch Update of End Date Updated in Payroll Run

 Calculation Information

Calculation Rule Amount
Amount: Numeric

Amount Element:

Amount Value: 139,365

Advance Type: Fa
IAI:Ivance ID: 1 .DUODU[]I

+ Required Fields

Frequency Option: Use Element Frequency

Frequency:

Generation Option: Use Element Generation Confrol

Generation Control:

ok | cancel | Refresh |

The Advance ID number is located in the Required Fields.

Annotate the number and then click the OK button to return to the members
EABP page.

Continued on next page



Change in Advance Liquidation Schedule, continued

Procedures,

continued

Step

Action

5

Click the Requests link to return to the Direct Access Home page.

My Page  Self Service JRequests

Element Assignment By Payee
Pan, Peter 1D: 1234567 Empl Record: 0

Category:
Entry Type: Element Name:
As of Date: Select with Matching Cn’teria:

Clear

6 Click the Advance Liquidation Schedule link from the Payroll Requests
pagelet.
Payroll Requests =
Wiew My Requests Absence Reqguest
Civilian Clothing Allowance Suppl Clothing Allowance
Officer Uniform Allowance Diving Duty P
Foreign Lanquage Pay Hazardouws Duty Pa
Family Separation Allowsance Advance Pay
Advance Liguidation Schedule SDaP
Iesl Rate Cadet ICA
Hostile Fire Pay Combat Tax Exclusion
Career Sea Time Overide Career Sea Pay Premium
Hardship Duty Pa Pay Comections
Career Sea Pay on TDY Responsibility Pay on TDY
Cadet COMRATS
7 Enter the member’s Empl ID, then click the Add button.

Add Action Request

Add a New Value

Empl 1D: 1234567 » |-

Empl Record:[ D@,

[

Continued on next page



Change in Advance Liquidation Schedule, continued

Procedures,
continued

Step Action

8 The Action Request page will display. Detailed information for how to
Submit Liquidation Schedule Change is provided. Official policy for
editing repayment schedule is contained in Reference (b).
Action Request

Submit Liquidation Schedule Change
Pan, Peter

1. Enter Advance ID associated with the advance to be changed.

2. Press Get Details button. Current advance information should appear in the Reguest Information box.
3. Enter pay period begin date the change will take effect. The change must be in an unfinalized calendar. You may correct a
current pay period amount by entering the current begin date as the Change Date as long as the current pay calendar is

Advance ID:

Change Date: E‘j

New Monthly %: |

Get Details |

Advance Type:| Pay
Deduction Start:} 02/01/2015
Current Deduction:} 132.36
Prior Pay Balance:} NO PRIOR BALANCE

e Enter the Advance ID number identified in Step 5 and click the Get
Details button.

e The Request Information section will display details of the original
advance request.

Continued on next page



Change in Advance Liquidation Schedule, continued

Procedures,
continued

Step Action

4 The new changes are entered in the Request Details section.

Submit Liquidation Schedule Change
Pan, Peter

1. Enter Advance |ID associated with the advance to be changed.

2. Press Get Details button. Current advance information should appear in the Request Information box.

3. Enter pay period begin date the change will take effect. The change must be in an unfinalized calendar. You may correct a
current pay perod amount by entering the current begin date as the Change Date as long as the current pay calendar is
unfinalized.

4. Enter the new monthly liguidation amount.

Request Details

Advance ID: D
Change Date: (02012014 |5y
New Monthly §:  LZ5.00

Get Details |

Request Information

Advance Type: Pay
Deduction Start: 02/01/2015
Current Deduction: 13236
Prior Pay Balance: NO PRIOR BALANCE

Comment: Received CG-2010 from Commanding Officer authorizing liquidation change to $75.00 per month.

I' sm;mnl | Resubmit | |- Withdraw- |

Edit the updated information in the Request Details section:
e Change Date: Enter the first day of the month the change is to be
effective.

¢ New Monthly $: Enter the new monthly repayment amount.
e Comments: Enter any comments for approving official.
e Click the Submit button.




