Starting BAH for Reserve Members

Introduction This guide provides the procedures for starting BAH for Reserve members

in Direct Access.

Before you Whenever processing Reserve Orders, ensure the correct BAH Qtr Status

begin

is started based on the type and duration of orders.

When Reserve orders end, the Reservist’s pay group is changed from
USCG (Active Duty) back to USCG RSV (Reserve). The BAH row will
remain Active, but will not pay until the member is back on Active Duty
orders. Make sure the member is receiving the correct BAH entitlement
every time they start new Active Duty orders.

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

pagelet.

Active & Reserve Pay Shortcuts =

Direct Deposit Proxy - Submit Abzence Request
Woluntary Deductions SGL + FSGEL
daintain Tax Data USA Accrus Pay
| Housing Allowance | Dependent Information
Cost of Living Allowance ACIP
MGIE Enrcliments Sea Time Balances
Wiew Active Duty Payslips Hire Applicant
Proxy Member for eResume Add Employment Instance
Job Diata Modify & Person
Add a Perzon

Continued on next page




Starting BAH for Reserve Members, Continued

Procedures,

continued

Step

Action

2

Enter the Empl ID and hit Search.
Housing Allowance

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

Find an Existing Value

Maximum number of rows to return (up to 300): |3|]CI

Empl ID: [begins with “|[1234567] x|
Empl Record: = v

Name: begins with v||

Last Name: begins with » |

Second Last Name: begins with v||

Alternate Character Name:| begins with » |

Middle Name: begins with v||

Business Unit: begins with v||

Department Set ID: begins with s || @
Department: begins with v || @,

L include History [Icormect History [ case Sensitive

|.Clear...| Basic Search El Save Search Criteria

The member’s current BAH information (if any) will display. If the member has
an existing BAH row, click the Plus button to add a new row. If the member does

not have an existing BAH row, continue to the next step.
FSH MIHA

Captain America

EMP 1D 1234567 Empl Record:

view Al First KN 4 oF1 D Last

e +
Effective Date:[04/30/2015 |5 Helein
Status: Active v Approved: Grand Fathered
Approver:
Approved at:
BAH Change | v
BAH Qtr @ N
Status: S_— Description:
BAH Zip: BAH Type:
Military Rank: E5 BAH Rate: 0.0000
Fair Rent: BAH Entitle: 0.0000 Override Flag (]
BAH Dependent Beneficiaries Customize | Find | B | 3 First & 4071 L Last
ks
*Dep/Ben Name Relation Birth BAH Elig In A Service 50% Supp Last Approval
1 @, | =]

Continued on next page




Starting BAH for Reserve Members, Continued

Procedures,
continued
Step Action
4 Enter the Effective Date (defaults to current date) and ensure the Status reads

Active (Inactive means the member is not currently receiving pay). For Reserve
members on Active Duty, the effective date is the same as the Reserve Orders

begin date.

Effective Date:!Dfra'Dal.fzm ] =§

Status: Arctive N

BAH Change | v

BAH Qtr @,
Status:

BAH Zip: 66070
Military Rank: E&

Fair Rent:

Select the appropriate reason for the BAH Change, using the drop-down.

BAH Change AddaD Sent
a Dependen

BAH Qur BAH In Transit

Status: COLALPC

BAH Zip: Child Support

Military Rank: | Confinement

Fair Rent: gﬁ,rgﬁtéun
Failed to Complete Annual Val
Govt Gluarters Occupany
Govt Cluarters Termination
Hire

Inadequate Cwarters Designatn
Legal Separation

MHA Change

Mamied

Marmed to Member

Missing in Action Status
Promotion

Reserve/Recall Orders |
Restoration Annual Validation
Special Approval by PSC

Transfer

Continued on next page




Starting BAH for Reserve Members, Continued

Procedures,

continued

Step

Action

6

Enter the BAH Qtr Status or use the lookup to select the appropriate option.

If the Reservist is on Active Duty orders less than 31 days, select W or X for with
or without dependents. If the Reservist is on Active Duty orders for 31 days or
more, select the appropriate BAH code.

BAH | Reserve/Recall Orders L
Change
g W
BAH Qtr .
Status:
BAH zip: 58070
Military ER
Rank:
Fair Rent:
View 100 First [4] 1-180f18 [b] Las
BAH Fair Rental B
Quarters Long Description %‘é"—e Market B%H
Status - Indicator —
A With deps; Mbr &for deps assigned adeq CG-owned family type girs With N Y
B With deps: Mbr &for deps assigned adeq CG-eased girs With N Y
C With deps: Mbr &for deps assigned adeq DOD-owned family type atrs With N Y
D W/O deps or spouse in sve & no other deps, assigned CG-owned single girs Fartial N N
E W/O deps or spouse in svc & no other deps: assigned leased/family girs Without N Y
E W/O deps or spouse in svc & no other deps: assigned DOD-owned single girs Partial N N
G W/O dependents: Mbr not in govt girs Without N Y
H Spouse in svc & no other deps: Mbr not in atrs Without N Y
1 With deps: Mbr assigned inadeq CG owned girs With Y Y
K With deps: Mbr assigned inadeg DOD owned family atrs With Y Y
L With dependents: Mbr and deps not assigned govt girs With N Y
P Child support on or after 5 Dec 1991; Mbr assigned CG/DOD-owned single girs Diff N N
Q Child support on or after 5 Dec 1991; Mbr assigned CG leased single agtrs Diff N N
T With Deps: Based on child support- Mbr not assigned govt atrs With N Y
U Mbr in Transit - With deps or paying child support; Mbr & deps not assigned govi girs RCMWith [N N
WV Mbr in Transit - W/O deps or spouse in svc; no other deps and mbr not in govt girs RCIT WiOut N N
W Reservist or recalled retiree with deps, or paying child support. on AD for < 31 days & not assigned govt gtrs RC/T With [N N
X Reservist or recalled refiree w/o deps on AD for < 31 days & not in govt airs RCIT W/Out |N N

The BAH Zip will default to the current permanent duty station for Active Duty
members or the Home address for Reserve members. If the default is incorrect,
enter the correct BAH Zip.

IMPORTANT: If selecting BAH code W or X, change the BAH

Zip to 99999.

BAH |Reserve/Recall Orders v
Change .

BaHQtr |V A

Status:

BAH zip:  [99999

Military ER

Rank:

Fair Rent:

The Military Rank will default to the member’s current rank. The Fair Rent field
is only used for Inadequate Quarters.

Continued on next page



Starting BAH for Reserve Members, Continued

Procedures,
continued
Step Action
8 | Click on the Notepad (opens in a new window) to add specific comments for the

auditor of this transaction.
" BAH Entitiements

Effective  |05/04/2015 |5
Date:

status:

BAH [Reserve/Recall Orders v]
Change

BAHQr (W R

Status:

BAHZip: (99999

Military ER

Rank:

Fair Rent:

Approved:

Approver:
Approved at:

Description:

BAH Type:
BAH Rate:

BAH Entitle:

Find | View All_ First EJ 4 of1 D Last
| Delete | [+

Grand Fathered

Reservist or recalled retiree with deps, or paying child support, on AD
for = 31 days & not assigned govt girs
BAH RC/T 'With Dependents

0.0000

0.0000 Override Flag

Click Add a New Note.

Notepad

} Instructions

+ Selection Criteria

*Emplid: 1234567
*Record: 0
*Effective Date: 2015-05-04

Notes From: | e

 Search | AddaNew Note

Through: E‘J

Continued on next page




Starting BAH for Reserve Members, Continued

Procedures,
continued
Step Action
10 | Enter the specific information for this BAH Change and then click Save.

F Instructions
Selected Performance Note

Applications

Emplid: 1234567 Created: 0473002015 10:40AM

Record: 0 Creator: Tony Stark

Effective Date: 2015-05-04 Last Update:

by:
Subject: Starting BAH
Mote Text: Enter specific information regarding the transaction. E@
(Ex. Member's ADT-AT begins 5/4/15)

| sae |

11

Return to the Housing Allowance page. If the member has dependents, use the
Dep/Ben lookup to add them. Use the Plus button to add additional dependents. If
the member does not have dependents, continue to the next step.

[ BAH Entitlements

Find | View All First EI 4 of4 I Last

- e
Effective  [05/04/2015 31 | Delete |
Date: _
Status: Approved: O [ Grand Fathered
Approver:
Approved at:
BAH [Reserve/Recall Orders v
Change
W _—
gt‘;:lgtr a Description: Reservist or recalled retiree with deps, or paying child support, on AD
N . 00099 for = 31 days & not assigned govt girs
BAH Zip: BAH Type:  BAH RC/T With Dependents
Military ER .
Rank: BAH Rate: 0.0000
Fair Rent: BAH Entitle: 0.0000 [ override Flag m

Customize | Find | B | 2

Kl g1 &

First Last

=

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

1||_% | O =

Continued on next page




Starting BAH for Reserve Members, Continued

Procedures,
continued
Step Action
12 | Click the Save button. The transaction will be routed to all of the SPO Auditors in

the same Dept ID of the HRS User’s SPO (SPO Tree).
m OHA |[ FSH | MIHA

Captain America EMP 1D: 1234567 Empl Record: 0
| BAH Entitlements Find | View All_First Kl 1.0F1 I Last
; ; +
Effective  [05/04/2015 [ . Delste | E3|
Date: _
Status: Approved: Grand Fathered
Approver:
Approved at:
BAH Change| Reserve/Recall Orders v|
W I
Eggjgtr Q Description: Reservist or recalled retiree with deps, or paying child support, on AD for = 31
_ 99993 days & not assigned govi girs
BAH Zip: BAH Type:  BAH RCIT With Dependents
Military Rank: E5 BAH Rate: 0.0000
Fair Rent: BAH Entitle: 0.0000 Override Flag m

Customize | Find | B | 3% Firet & 1202 1 [ast

Temnton meion

*Dep/Ben Name Relation Birth BAH Elig In A Service 50% Supp Last Approval
; ; 1212002012
1/|05 Q America Jr, Captain Son 0272002004 | 02/20/2004 o 12:13:55AM |£| I:—I
1212012012
2[07 @, Romanoff Natasha Spouse  D1/01/1985  11/28/2009 12-1355AM +H|[=]
[Eh Return to Search | =] Notify | | UpdateiDisplay | | & Include History | | (77 Comect History |

13 | Once saved, the new BAH Rate and BAH Entitlement will display. It will also
auto-generate a BAH Calculation note in the Notepad for additional review.
If a change was made to the BAH Qtr Status or the BAH Zip, verify that the BAH
Rate and BAH Entitlement amounts updated.
Effective  [D5/04/2015 |5 (milalihives| #
E?a}tl:s: Approved: Grand Fathered
Approver:
Approved at:
BAH Change|Reserve/Recall Orders v|
Eggjgtr W1, Description: Reservist or recalled retiree with deps, or paying child support, en AD for < 31
BAHZip: (99999 BAH Type: B RO ﬁ?ﬁ%ﬁﬁ?ﬁa‘ﬁﬁéﬁ
Military Rank: E5 BAH Rate: £80.2000
FairRent: | | BAH Entitle: 29,2000 Override Flag
14 | Click the Home link to return to the home page.




