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How to Create a Dependent Payment

This section will provide the procedures for creating a
dependent payment, which involves creating a recipient ID on
the dependent and assigning it to the DEPEND PYMT payroll
element in One Time Positive Input (OTPI) and a PPC auditor
approving the OTIP action request.

The following types of payments can be made to a dependent:

e Advance Pay for Evacuation
e BAH/OHA Deceased Active Duty

Note: Forfeiture payments to a dependent are discussed in
the Forfeiture Dependent Payment procedural guide.

Topics The following topics are covered in this section.
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How to Create a Dependent Payment 2
How to Approve/Deny a Pending Dependent Payment 5




How to Create a Dependent Payment

PPC will take the following steps below to create a dependent payment in Global

Payroll.

Note: Only a user with the CGHRSIC role can create this payment.

Step Action

1 Log into Global Payroll.

2 Bring up the Deduction Recipients page by following the path below for the
Enterprise Menu:

Product Related > Global Payroll & Absence Mgmt > Banking > Deduction
Recipients

Make the component a favorite by clicking the Add to My Links link, so that it can
be pulled up from the favorites vice having to path to the component each time.

3 Enter the member's EMPLID and click the Search button. If there is any recipient
IDs attached to the member it should show up. For instance, 1096404A,
10964048, etc.

4 Click the Add a New Value tab. Enter the next sequential alpha character behind
the EMPLID that hasn’t been used yet. For instance, if Recipient ID 1096404A
already exists and 1096404B doesn't, enter 1096404B.

5 Click the ADD button.

6 Enter the recipient’s (dependent’s) name in the Description field.

7 The Status field should be Active.

8 Click Individual for the Recipient Category field.

9 Click the Payment Method drop down box and select the payment method.

10 If Payment Method is by check, click on the Address link and enter the address the
garnishment will be mailed to. Be sure to only enter information in the Address 1,
City, State, and Postal fields. Do not enter information in the Address 2 and
Address 3 fields. Click OK.

If Payment Method is by Bank Transfer (direct deposit), enter the banking
information in the Bank ID, Account Number, and Account Name fields.

11 Click on the Recipient Deposit Schedule tab.

12 Enter the recipient’s SSN within the Purpose 1 field.

13 If Payment Method is by Bank Transfer, click the USCG Recipient Info tab and
select ‘Checking’ or ‘Savings’ for the Account Type.

14 Click SAVE.

15 Click on the Home link.

16 Click on the One Time (Positive Input) link within the Pay Processing Shortcuts
pagelet from the home page.

17 Click Add a New Value tab.

18 Enter member’'s EMPLID.

19 Enter member’'s Empl Rcd, which normally is ‘0’

20 Click on the Pay Group field and select/enter member’s pay group.




How to Create a Dependent Payment, continued

Step Action
21 Click on the Calendar ID and find the period that the dependent payment
needs to be paid on. For instance, end-month May 2014 pay period would be
CG ACT 2014MO5E.
22 Click the Add button.
Note: Member may already have an OPTI entry for the pay period that the
payment is being paid out. In this case, the Add a New Value tab shouldn’t be
used.
23 Click on the Entry Type and change it to ‘Deduction’.
24 Click on the Element Name field and select/enter DEPEND PYMT.
25 Click on the Action Type field and select ‘Add’".
26 | click on the Calendar icon. =Y
27 Click on the Amount field and enter the amount of the payment to the
dependent for the pay period.
28 Click on the Details icon.  +=
The Positive Input — Details page should come up.
29 Click on the Final Pay Recipient ID field and enter the recipient ID that was
created in steps 4-5 above.
30 Click on the Type field and select the type of payment that the dependent is
entitled to. One of the three below can be selected:
"Tye: I _
.-'-'ud\.ran-::e Fay for Evacuation
oK Cancel R BAHCHA Deceasad Active Duty
BAH/OHA Pay Grade E4
31 Click the OK button.
32 Click the Save button. An example of the OPTI entry for dependent payment
is shown below:
One Time (Positive Input)
Employee ID: Name: Eric Empl Record: 0 J
Pay Group: USCG Description: USCG Active Duty Pay Entity: UsSCG
Calendar ID: CG ACT 2014MISE Begin Date: 05/16/2014 End Date: 053172014
=)
IDecIuction -i DEPEMD PYMT |,  [Dependent Paymenis 1| Add -l i) 200.00 5| [UsD ol

When the next pay calculation is done on the current pay calendar, the DEPEND
PYMT deduction should show up on the member’s pay, as shown in the example

below.




How to Create a Dependent Payment, continued

Calendar Group Resulis Eamings and Deductions Accumulators Supporting Bements

I::r_x_: B 10 Empl Record: ]
Calendar Group 1D: C114051 201405 On-Cycle AD End Month
Calendar Information
Calendar 1D: CG ACT 2014MOSE Pay Group: UscG
Segment Number: 1 Version: 1 Revigion: 1
Gross Result Value: 3s14.0282  usp Net Result Value: 2479753 usp

Earnings & Deductions

Element Results [RoN Retro Adjusment D ion Amears || User Fields
Element Type Element Name & Amount* Description Instance glai: 5 gl;:e £l Resolution Details
Earnings BAS 175.77000057] Basic Allow for Subsistence 0 051642014 054312014 | Besolufion Details =
Earnings BASIC PAY 3414.45000057] Basic Pay 0/05/16/2014 | 05/31/2014 | Besolution Defails
Earnings CLOTHING 20.9000007] Clothing Allow ance 0/05/16/2014  05/31/2014 | Resolufion Defails
Deduction AFRH 0.25000057] Armed Forces Refirement Home 0/ 05/16/2014 | 05/31/2014 |Resolution Details
Deduction DEPEND PYMT 200.00000057] Dependent Payments 1/05/16/2014 | 05/31/2014  |Besolution Defails

When the pay calendar is finalized, the Banking process will be run, which will
create a payment for the dependent (Recipient ID). It will be forwarded to them
on the scheduled payment date for military pay.



How to Approve/Deny a Pending Dependent Payment

The PPC auditor will take the following steps below to approve or deny a
submitted dependent payment.

Note: Only a user with the CG_ADGP_AUDITOR role can approve this
transaction.

Step Action

1 Log into Global Payroll.

2 Click on the Request Link (upper left corner of the portal page).

3 Click on the View My Requests (all types) link within the Requests shortcut

menu.
Il'-.n'h.r Fage Guest Seif Service Investor Adminisiration l Requests
Content Layout
Self Service Requests 2a
Submit an Absence Reguest Wiew My Absence Requests
Submit & Delegation Reques | Wiew My Requests (all types) |
PHS Submit Retirement Docs Submit s Civilian CA Request
Submit & Supp CA Regues Submit an Officer CA Request
Submit an FS& Reguest Submit 8 COLA Unigue Request
Submit a Drill Reguest Submit an Advance Pay Request

4 The radio button ‘My Submitted Requests’ should already be clicked. Change
it to “Requests | am Approver For’. The radio button ‘Requests | am Approver
For' is strictly for approvers who want to view/approve/deny/change Action
Requests (which includes Dependent Payment Requests) that have been
submitted to them.

) My Submitted Requests @ Requests | am Approver For () All Requests
5 Click on the Transaction Name drop down field and select OTPI Approvals.
Transaction Name: |OTP1ﬁ.pprn'.'aI ﬂ

The Transaction Status field should be defaulted to ‘Pending’, which will show
all of the Action Requests (includes Dependent Payment Requests), that have
been submitted by the PPC clerk that are in a pending status.

Transaction Status: Fending -

Click the Populate Grid button.

~N| O

Click on the Approve/Deny link on the OTPI Approval row on the member that
needs to be approved or denied. A new window will open and the action
request page will appear with the information that was submitted on it. Review
to make sure the payroll element is correct within the Request Details page.
The type of payroll element shown should be DEPEND PYMT.




How to Approve/Deny a Pending Dependent Payment, continued

Step Action

8 Click the URL within the Request URL block.

Click here to view additional request information.

The system will open up a new window and the OTPI page will appear.
Review the following:

The payment is being paid on the correct pay period

Element Name (should be DEPEND PYMT)

Action Type should be ‘Add’

Amount field shows correct amount

The Details page should show the correct recipient ID, and type of
dependent payment.

9 If necessary, enter comments within the Comments field. Comments are
required if the request is denied.

Comment:

10 Click the ‘Approve’ or ‘Deny’ button.

Approve Deny

o If the Dependent Payment was approved, it will show an Approved
status on the View My Action Requests Page.

e If the Dependent Payment was denied, it will show a Denied status on
the View My Action Requests Page.

11 Close the windows that brought were brought up during the
review/approval/denial of the action request.




