Correcting BAH

Introduction

In Range vs.
Out-of-Range

Timing

Content

This guide provides the procedures for Correcting BAH transactions in
Direct Access. This includes changes to the effective date, BAH Change,
BAH Qtr Status or Zip Code. This does not apply to the status
(active/inactive).

If the correction is In Range (the entire affected period is within 24 pay
periods or 1 year), follow the steps in this guide and all changes should be
processed by the automated system.

If the correction is Out-of-Range (the affected period includes dates older
than 24 pay periods or 1 year), the system will correct the most recent 24
pay calendars but a PPC Customer Care ticket must be submitted so all
earlier calendars can be manually adjusted by PPC-MAS.

NOTE: THIS COMPLETE PROCESS MUST BE DONE WITHIN
THE SAME PAY PERIOD TO PREVENT PAY PROBLEMS! PPC
(MAS) RECOMMENDS COMPLETING THE ENTIRE PROCESS
WITHIN 10 MINUTES. FAILURE TO COMPLETE CORRECTIVE
ACTIONS IN PROPER SEQUENCE AND TIMING MAY RESULT
IN OVERPAYMENTS/UNDERPAYMENTS.

Correct the BAH row(s), from oldest to newest.

1. Correct the oldest BAH row.

2. Approve the correction.

3. Repeat steps 1 & 2 until the entire period is corrected.
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In Range Correction

Introduction This section provides the procedures for an In Range (the entire affected

period is within 24 pay periods or 1 year) correction.

Scenario: BAH was started with BAH Qtr Status G. It should have been
BAH Qtr Status L. Make sure the dependent has been added before
changing the BAH Qtr Status.

Procedures See below.
Step Action
1 Select the Housing Allowance link from the Active & Reserve Pay Shortcuts

pagelet.

Active & Reserve Pay Shortcuts =
Direct Deposit Prosy - Submit Absence Request
Voluntary Deductions SGLI+ FSGLI
Maintain Tax Data USA Housing Allowance
Dependent Information Cost of Living Allowance
ACIP BAH Depndnt/EmrgneyData Emplid
MGIE Enrollments Sea Time Balances
Wiew Payslips (ADVRSW) Met Distributicn
Pay Calendar Results Wiew Member W-22

Enter the Empl ID, click the Include History and Correct History boxes, and
then click Search.
Housing Allowance

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: = ot

Name: begins with v ||

Last Name: begins with ||

Second Last Name: begins with ||
Alternate Character Name:| hegins with |

Middle Name: begins with ||
Business Unit: begins with ||
Department Set ID: begins with || @,
Department: | begins with || @,

Include History Correct History [Icase Sensitive

Search I Clear :Elasic Search E:.[.E] Save Search Criteria

Continued on next page



In Range Correction, Continued

Procedures,
continued
Step Action
3 The most recent BAH row will appear. Click View All.

W' OHA || FSH | MIHA |

EMP 1D:

Captain Boomerang Empl Record: 0

1234567

| BAH Entitlements

Find View Al First - 10f6 D Last
—

Delete | +
Effective  |05/12/2016 [ | Delete |
Statl.;s: Approved: Grand Fathered
Approver: 7654321 Deadshot
Approved at: 05/12M6 3:24PM
BAH Change |Transfer ~
G .
Egl:u(:_tr @ Description: WIO dependents; Mbr not in govt qtrs
BAH Zip: 06683 KS105 BAH Type: BAH Without Dependents
Military Rank: E4 BAH Rate: 792.0000
Fair Rent: BAH Entitle:  732.0000 Override Flag

[ BAH Dependent Beneficiaries st B0 1 of1 L Last

Customize | Find | B |

) Tomeston amoien
—
. . . - = Last
Dep/Ben Name Relation Birth BAH Elig In A Service 50% Supp Ap al
& =

Before making any changes, use this guide to take a screenshot of ALL affected
BAH rows using the Snipping Tool. Change the BAH Qtr Status, verify the
BAH Zip is correct and add the Dependent using the lookup.

m' OHA || FSH || MIHA |

Captain Boomerang EMP

| BAH Entitlements

Effective 051212016 |5

Status:

BAH Change |Transfer v
BAH Qtr G |4

Status:

BAH Zip: 56633 KS105

Military Rank: E4

Fair Rent:

BAH Dependent Beneficiaries

ID: 1234567 Empl Record: 0

Find | View1 First ') 1.6 0f6 | Last

| Delete |
Approved: ¥ Grand Fathered
Approver: 7654321 Deadshot
Approved at: 05/12M6 3:34PM
Description: WIO dependents; Mbr not in govt gtrs
BAH Type: BAH Without Dependents
BAH Rate: 792.0000
BAH Entitle: 792.0000 Override Flag

Customize | Find | B | #

First K 1071 I3 st

L Temeton iomoten
*DepiBen Name Relation Birth BAH Elig

1I|—oa I

In A Service 50% Supp

Last
Approval

[+ |[=]

5 Once the correction has been made, scroll down to the bottom of the page and

click Save.

|Gt Retum to Search | |[=] Notiy |

| | Update/Display | | 1 Include History | |17 Gomest History ||

Continued on next page


https://www.uscg.mil/ppc/ccb/Submitting%20Trouble%20Tickets%20with%20Supporting%20Images.pdf

In Range Correction, Continued

Procedures,
continued

Step Action
6 Once saved, the new BAH Rate/Entitlement will populate and it will be routed to
the SPO tree for approval. Click on the Notepad.

OHA FSH || MIHA |
Captain Boomerang EMP 1D: 1234567 Empl Record: 0
BAH Entitlements Find | View All First ) 1 of6 I Last
Effective Date: [05/12/2016 |1 | Delete |
Status: Active v Approved: || || Grand Fathered
Approver:
Approved at:
BAH Change [Transfer ~
gt'::'ugtr L Q Description: With dependents; Mbr and deps not assigned govt
. 66533 qirs
BAH Zip: KS105 BAH Type: BAH With Dependents

Military Rank: E4 BAH Rate: 1002.0000

Fair Rent: BAH Entitle: || override Flag
BAH Dependent Beneficiaries Customize | Find | \El | ]
 Termination Information

First K1 1of1 D' ast

*Dep/Ben Name Relation Birth BAH Elig In A Service 50% Supp Last Approval
1[07 @, |QuinnHarley Spouse  |D3/25(1996  05/01/2016 o e =

7 The Notepad will open a new window. Click Add a New Note.

'=| Notepad
* Instructions
+ Selection Criteria
*Emplid: 1234567
*Record: 0
*Effective Date: 2016-05-12
Notes From: [ Through: ]

| search '|I Add a New Note I
" Existing Notes Customize | Find | E1
Emplid Record Sective Subject Created

) 10/05/2016
1234567 O 2016-05-12 |BAH Calculation 3-29PM

) 10/05/2016
1234567 O 2016-05-12 | BAH Calculation 3:04PM

) 05122016
1234567 O 2016-05-12 |BAH Calculation 334PM

) 051212016
1234567 O 2016-05-12 |BAH Calculation 395PM

) 051212016
1234567 D 2016-05-12 |BAH Calculation 3:22PM

Continued on next page



In Range Correction, Continued

Procedures,
continued

Step Action

8 Be as specific as possible with the subject and the note text. This will help the
auditor and anyone else researching this transaction in the future. Below is a
suggested example of a detailed note. Click Save.
Selected Note

¥ Instructions
Sel‘ected Performance Note
Applications
Emplid: 1234567 Created: 10/05/2016 3:35PM
Record: 0 Creator: Rick Flag
Effective Date: 2016-05-12 Updated:

by:

Subject: |BAH Correction

Note Text:J.Just found out member got married en route on 5/1/16. Incomect BAH Qfr Status of G was entered when he reported in on 5/12/16. @@
Used Correct History mode to change to BAH Qir Status of L and add his spouse on 10/5/16.

9 The SPO auditor should approve the new BAH row immediately.
10 | Once approved, the new BAH row will look like this.

m" OHA | FSH |[ MIHA |
Captain Boomerang EMP 1D: 1234567 Empl Record: 0
BAH Entitlements Find | View Al First | 1.0f6 I Last
—— Delef +
Effective Date: [05/12/2016 |1 | Delete |
Status: Active hd Approved: Grand Fathered|
Approver: 7654321 Deadshot
Approved at: 10/05ME 3:23PM
BAH Change |Transfer v
gt':?ugtr L o‘ Description: 'With dependents; Mbr and deps not assigned govt
- 66633 qirs
BAH Zip: Ks105 BAH Type: BAH With Dependents
Military Rank: E4 BAH Rate: 10020000
Fair Rent: BAH Entitle: 1002.0000 Override Flag
BAH Dependent Beneficiaries Customize | Find | B | 3 First K1 q0F1 1 ozt
() oo —
*Dep/Ben Name Relation Birth BAH Elig In A Service 50% Supp Last Approval
167 @ QuinnHarey |Spouse  |03/25(1996 OS/D1/2016 aene =

Continued on next page



In Ran

ge Correction, Continued

Procedures,

continued

Step

Action

11

Once the next pay calculation has run, return to the notepad. A note cannot be
edited once saved, so a new note must be added to include any additional details

about what happened. See example below.
|=| Selected Note

Selected Performance Note

Emplid: 1234567 Created: 10/06/2016 4:01PM
Record: 0 Creator: Rick Flag
Effective Date: 2016-05-12 Updated:

by:

Subject: |BAH Correction
Just found out member got married en route on 5/1/16. Incorrect BAH Qfr Status of G was entered when he reported in on 5M2M16. @@
Used Correct History mode to change the BAH Qir Status to L and add his spouse on 10/5/16.

Note Text:

10/6/16: System comrected all previous calendars and generated a credit of $973 for the member. I

Save




Out-Of-Range Correction

Introduction

This section provides the procedures for an Out-of-Range (the affected

period includes dates older than 24 pay periods or 1 year) correction. The
system will correct the most recent 24 pay calendars but a PPC Customer
Care ticket must be submitted so all earlier calendars can be manually

adjusted by PPC-MAS.

Scenario: Member divorced over a year ago and had no other dependents.

Procedures See below.
Step Action
1 Select the Housing Allowance link from the Active & Reserve Pay Shortcuts

pagelet.

Active & Reserve Pay Shortcuts =
Direct Deposit Proxcy - Submit Absence Reguest
Voluntary Deductions SGLI+ FSGLI
Iaintsin Tax Data USA | Housing Allowance
Dependent Information Cost of Living Allowance
ACIP BAH Depndnt/EmrgncyCata Emplid
MGIB Enrollments Sea Time Balances
View Payslips (ADIRSY) Net Distribution
Pay Calendar Results Wiew Member W-2s

Enter the Empl ID, click the Include History and Correct History boxes, and

then click Search.

Housing Allowance

" Find Cvisting 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); |300

Empl ID: [begins with v [[1234567 |
Empl Record: = W

Name: begins with ||

Last Name: begins with ||

Second Last Name: begins with ||

Alternate Character Name:| begins with ||

Middle Name: begins with w |
Business Unit: begins with ||
Department Set ID: begins with ||
Department: begins with w |

Include History W] Correct History [Icase Sensitive

Search I Clear | Basic Search E{,E] Save Search Criteria

Continued on next page



Out-Of-Range Correction, Continued

Procedures,
continued

Step

Action

3

The member’s current BAH row will display. Click View All.

" OHA |[ FSH || MIHA |

The Joker

Status:

EMP

1D: Ty

Approved: &

Approver:

BAH Change [COLAILPC

Approved at:

BAH Qtr S
Status:

BAH Zip: 66633
Military Rank: E7

Fair Rent:

BAH Dependent Beneficiaries

K5105

=N GRG0 B ¢ Termination Information |

Description:
BAH Type:
BAH Rate:
BAH Entitle:

Empl Record: 0

| BAH Entitlements Find Viewall Frrst 1 103 O 1ast
Effective Date: [01/01/2016 | Delete |

7654321

01/0116 T:45AM

‘With dependents; Mbr and deps not assigned govt girs
BAH With Dependents

1251.0000
1440.0000

bar
Customize | Find | B | 3 First £ 4 01 I (ot

+ Grand Fathered
Deadshot

Override Flag

*Dep/Ben Name

1|02 &, Quinn, Harley

Relation Birth BAH Elig In A Service 50% Supp Last Approval
12720/2012
Spouse 03/25M1996 05/23/2014 12-3451AM =]

Continued on next page



Out-Of-Range Correction, Continued

Procedures,
continued

Step Action

4 All rows will be displayed. Before making any changes, use this guide to take a
screenshot of ALL existing rows using the Snipping Tool. The screenshots must
be attached to the PPC Customer Care trouble ticket.

Since this member divorced in 2015, the divorce row must be added from the
existing 2015 BAH row. (Always add the BAH row to the row that is previous to
the effective date.) Click Add (plus sign).

m OHA [ FSH || MIHA

The Joker EMP 1D: T777TTT Empl Record: o

- ; -
Effective Date: [01/01/2016 [ IElcicieom &
Status: Approved: +' Grand Fathered
Approver: 7654321 Deadshot
Approved at: 01/01/16 7:45AM
BAH Change |COLAILPC vl
Et':glgtr L o“ Description: ‘With dependents; Mbr and deps not assigned govt girs
BAH Zip: 5633 KS105 BAH Type: BAH With Dependents
Military Rank: ET BAH Rate: 1251.0000
Fair Rent: BAH Entitle: 1440.0000 Override Flag
BAH Dependent Beneficiaries Customize | Find | B | % First 1 4071 1) (st
T
*Dep/Ben Name Relation Birth BAH Elig In A Service 50% Supp Last Approval
. 1212002012
1|[p2 @, Quinn, Harley Spouse 03/25/1996 | 05/23/2014 1238 51AM [+ =]
Effective Date: [01/01/2015 ) LS
Status: Approved: & ~| Grand Fathered
Approver: FEE4321 Deadshot
Approved at: 01/01/15 1:458AM
BAH Change [COLALLPC v
L -
gg:gtr R Description: ‘With dependents; Mbr and deps not assigned govt girs
BAH Zip: 66633 K105 BAH Type: BAH With Dependents
Military Rank: ET BAH Rate: 1389.0000
Fair Rent: BAH Entitle: 1440.0000 Override Flag

Teminston womsten

*Dep/Ben Name Relation Birth BAH Elig In A Service 50% Supp Last Approval
; 1272012012
1/[D2 @, Quinn, Harley Spouse 03/25/1996 05/23/2014 12:34:51AM [+]|[=]

Continued on next page


https://www.uscg.mil/ppc/ccb/Submitting%20Trouble%20Tickets%20with%20Supporting%20Images.pdf

Out-Of-Range Correction, Continued

Procedures,
continued
Step Action
5 Update the new BAH row with the appropriate information: Effective Date,

BAH Change reason, BAH Qtr Status, BAH Zip (if changed) and remember to
remove the dependent.

Effective Date: [01/01/2015 [ Delete [+]
Status: Active v Approved: Grand Fathered
Approver:
Approved at:
BAH Change | hd
BAH Qtr @ o
Status_: s Description:
BAH Zip: | KS105 BAH Type:
Military Rank: E7 BAH Rate: 0.0000
Fair Rent BAH Entitle: 0.0000 Override Flag

Tt omi

sl

i First K 1 of1 D1 ast

Customize | Find | B |

*Dep/Ben Name Relation Birth

1/|02 @, Quinn, Harley

Spouse

BAH Elig

03/25/1996 05/23/2014

In A Service

50% Supp Last Approval
1220/2012
12:34:51AM

=H|=l

6 When removing the dependent, this message will appear. Click OK.
Delete Confirmation
Delete curmrentiselected rows from this page? The delete will occur when the
transaction is saved.
 Cancel
7 Once all changes have been made, scroll down (if necessary) and click Save.

Effective Date: [07/01/2015

Status:

BAH Change |[Divorce v
BAH Qtr G [@

Status:

BAH Zip: 66683 KS105
Military Rank:  E£7

Fair Rent:

Teminton omi

Approved:

Approver:
Approved at:

Description:

BAH Type:
BAH Rate:
BAH Entitle:

Customize | Find | B | 7

Delete [+

Grand Fathered

WO dependents; Mbr not in govt gtrs

BAH Without Dependents
0.0000
0.0000 Override Flag

2 st D qorq 1 Last

*DepiBen Relation Birth BAH Elig

—

Name

[G Retum to Search | [Z] Notify |

In A Service

:EUpda‘ten'Displﬁy Q Include History E“/ Cormect History

50% Supp

Last Approval

=|=

Continued on next page



Out-Of-Range Correction, Continued

Procedures,
continued
Step Action
8 Once saved, the new BAH Rate/Entitlement will populate and the transaction will

be routed to the SPO tree.

Effective Date: [07/01/2015
Status:

BAH Change |[Divorce v
BAH Qtr G [@

Status:

BAH Zip: 66683 KS105

Military Rank: E7

Fair Rent:

Delete [+]
Approved: Grand Fathered
Approver:
Approved at:
Description: W/O dependents; Mbr not in govt qtrs
BAH Type: BAH Without Dependents
BAH Rate: 1044 0000
BAH Entitle: 1044.0000 Override Flag

The SPO auditor should approve the new BAH row immediately.

10

Once approved, return to the Housing Allowance component to correct the LPC
BAH row. Click the Housing Allowance link.

Active & Reserve Pay Shortcuts
Direct Deposit

Voluntary Deductions
Maintain Tax Data USA

Dependent Information

ACIP

MGIE Enrcliments

Wiew Payslips (ADVRSW)

Pay Calendar Results

EE

Prosey - Submit Absence Reguest

SGLI+ FSGL

Housing Allowance

Cost of Living Allowance

BAH Depndnt/EmrgneyData Emplid
Sea Time Balances
Met Distributicn

Wiew Member W-2s

Continued on next page



Out-Of-Range Correction, Continued

Procedures,
continued

Step Action
11 | Enter the Empl ID, click the Include History and Correct History boxes, and

then click Search.
Housing Allowance

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): |3E|D

Empl ID: beging with V|1234-56? I
Empl Record:

Name: begins with |

Last Name: begins with |

Second Last Name: begins with v ||

Alternate Character Name:| begins with |

Middle Name: begins with ||

Business Unit: begins with w ||

Department Set ID: beging with w||

Department: | begins with ||

£p

[ Include History ] Correct History] [ Case Sensitive

Search Clear iElasic Search @ Save Search Criteria

12 | The most recent BAH row will display. Change the BAH Qtr Status and remove

the member’s dependent.
OHA FSH MIHA

The Joker EMP 1D: vy Empl Record: 1]
BAH Entitlements Find | View Al First ) 104 I |ast
g : =
Effective Date: [01/01/2016 | . Delete | #
Status: Approved: & +' Grand Fathered
Approver: 7654321 Deadshot
Approved at: 01/01/16 7:45AM
BAH Change |COLA/LPC ~]
Eggjgtr w Description: With dependents; Mbr and deps not assigned govt gtrs
BAH Zip: 66623 KS105 BAH Type: BAH With Dependents
Military Rank: E7 BAH Rate: 1251.0000
Fair Rent: BAH Entitle: 1440.0000 Override Flag
BAH Dependent Beneficiaries Customize | Find | B | # Fist KU qoi1 1 (ost
Temision imetn
*Dep/Ben Name Relation Birth BAH Elig In A Service 50% Supp Last Approval
. 1212012012
1/|02 OQ Quinn, Harley Spouse 03/25M1996 05/23/12014 12-34°51AM |£| E

Continued on next page



Out-Of-Range Correction, Continued

Procedures,
continued
Step Action
13 | When removing the dependent, this message will appear. Click OK.

Delete Confirmation

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

OK | Cancel

14 | Once all changes have been made, click Save.

" OHA || FSH || MIHA

The Joker EMP 1D: i Empl Record: 0
| BAH Entitlements Find | View Al First | 1 of 4 I Last
Effective Date: [01/01/2016 |5 |- Delete |
Status: Active v Approved: & +/| Grand Fathered
Approver: 7654321 Deadshot
Approved at: 01/01/16 7:45AM
BAH Change [COLAILPC v|
E;:I;Iu(;tr ¢ [ Description: ‘With dependents; Mbr and deps not assigned govt gtrs
BAH Zip: 66633 KS105 BAH Type: BAH With Dependents
Military Rank: E7 BAH Rate: 1251.0000
Fair Rent: BAH Entitle: 1440.0000 Override Flag
BAH Dependent Beneficiaries Customize | Find | BV | 3 st T 1011 O (ot
) oo o
*DepiBen Name Relation Birth BAH Elig In A Service 50% Supp Last Approval
1 Q, =
Save | [GfRetumto Search | |[Z] Motity | | 7| Upaste/Display | | ] Include History | | (=7 Comert History |

15 | Once saved, the new BAH Rate/Entitlement will populate and the transaction will
be routed to the SPO tree. Click the Notepad to add a new note.

BAH Enfitlements Find | view Al First 1 1 of4 DN a5t
Effective  [01/01/2016 [ | Delete |
Date: .
Status: Approved: + Grand Fathered
Approver:
Approved at:
BAH Change [COLALFG v
G L
ggl:ug_tr @ Description: WO dependents; Mbr not in govt girs
BAH Zip: 66633 KS105 BAH Type: BAH Without Dependents
Military Rank: E7 BAH Rate: 1005.0000
Fair Rent: BAH Entitle: 10440000 Override Flag

Continued on next page



Out-Of-Range Correction, Continued

Procedures,
continued
Step Action
16 | The Notepad will open a new window. Click Add a New Note.
=| Notepad
} Instructions
~ Selection Criteria
*Emplid: 7Ty
*Record: 0
*Effective Date: 2016-01-01
Notes From: | ] Through: ]
[ search || Add a New Note |
" Existing Notes Customize | Find | EI
Emplid Record Siective Subject Created
7777777 0 2016-01-01  BAH Calculation ;fg;ﬁmﬁ
7777777 0 2016-01-01  BAH Calculation Efiglﬁmﬁ

17 | Be as specific as possible with the subject and the note text. This will help the
auditor and anyone else researching this transaction in the future. Below is a
suggested example of a detailed note. Click Save.

E Selected Note

¥ Instructions
Selected Performance Note
Applications

Created: 10/07/2016 2:19PM

Emplid: TITi7TT
Record: 0 Creator: Rick Flag
Effective Date: 2016-01-01 Updated:
by:
Subject: IEIAH Correction
2

Note Text:jMember divorced on 7/1/15 and has no other dependents. Used correct history to insert an earlier BAH row reflecting the divorce
and the change from BAH Qir Status L to G effective 7/1/15. Also updated the LPC row to reflect the change from L to G.

18 | The SPO Auditor should approve the new BAH row immediately.

Continued on next page



Out-Of-Range Correction, Continued

Procedures,
continued
Step Action
19 | Once approved, the new BAH rows will look like this.

" OHA | FSH || MIHA |

The Joker EMP 1D: 7T Empl Record: 1]
| BAH Entitlements Find | View 1 First L 14 o4 1| (st
| +
Effective Date: [01/01/2016 | | Delete |
Status: Approved: & +/ Grand Fathered
| Approver: 7654321 Deadshot
|Approved at: 10/07/16 2:29PM
BAH Change [COLALLPC v
Et':?u(:tr G O‘ Description: WIO dependents; Mbr not in govt girs
BAH Zip: 6e6s3 Ks105 BAH Type: BAH Without Dependents
Military Rank: E7 BAH Rate: 1005.0000
Fair Rent: BAH Entitle: 1044.0000 Override Flag
BAH Dependent Beneficiaries Customize | Find | =] 1 # First Kl 101 O (ast
i e romsen —
*Dep/Ben Name Relation Birth BAH Elig In A Service 50% Supp Last Approval
& =
Effective Date: [07/01/2015 | | Delste |
Status: Approved: & Grand Fathered
Approver: 7654321 Deadshot
. Approved at: 10/07/16 2:20PM
BAH Change |Divorce ~]
G A
E;:tlu(:tr Q Description: WO dependents; Mbr not in govt gtrs
BAH Zip: 6e6s3 Ks105 BAH Type: BAH Without Dependents
Military Rank: E7 BAH Rate: 1044.0000
Fair Rent: BAH Entitle:

1044.0000 Override Flag
BAH Dependent Beneficiaries B

) emeen omesr

*Dep/Ben Name Relation Birth BAH Elig In A Service 50% Supp Last Approval

] — L

20

Submit a trouble ticket to PPC explaining everything that happened and attach the
appropriate screenshots.

Continued on next page



Out-Of-Range Correction, Continued

Procedures,
continued
Step Action
21 | Once a pay calculation has run, return to the notepad. A note cannot be edited

once saved, so a new note must be added to include any additional details about
what happened. See example below.
|=| Selected Note

¥ Instructions

Selected Performance Note
Emplid: 7ITTIIT Created: 1001112016 2:19PM
Record: 0 Creator: Rick Flag
Effective Date: 2016-01-01 Updated:
by:

Subject: |BAH Correction Update

Note Text: |Member divorced on 7/1/15 and has no other dependents. Used correct history to insert an earlier BAH row reflecting the divorce @@
and the change from BAH Qtr Status L to G effective 7/1/15. Also updated the LPC row to reflect the change from L to G.

10/11/16: The system corrected all previous pay calendars from October 2015-September 2016, creating a debt of 34752,
Submitted frouble ficket #H8EEEE so PPC can manually collect the remaining amount from 7/1/15-8/30/15.




