
Starting Special Duty Assignment Pay 

  
Introduction This guide provides procedures for starting Special Duty Assignment Pay 

(SDAP) for members in Direct Access.   

  
Procedure See below. 
 

Step Action 
1 Select the Request tab at the top of the home page. Select the SDAP link in the 

Payroll Requests pagelet. 

 
 

2 Enter the members Empl ID and hit Add. 

 
 

  

 Continued on next page 



Starting Special Duty Assignment Pay, Continued 

  
Procedure, 
continued 

 

 
Step Action 

3 The Requesting Special Duty Assignment Pay Request page will display.  

 
 
Enter Type from the Look Up icon.  

 
 
Enter the Begin Date. 
The End Date can be left blank to pay continuous SDAP. If this is a temporary 
entitlement, enter an End Date.  Leave the date blank for AD members and RC 
members on AD for 140 or more days ADT or more than 181 days ADOT.  
SDAP will stop automatically upon RELAD or PCS. 
 
Click the Details button. 
 

  

 Continued on next page 
  



Starting Special Duty Assignment Pay, Continued 

  
Procedure, 
continued 

 

 
Step Action 

4 The Request Information section will populate. 

 
 
Enter any comments if necessary and click the Submit button. 
 

5 Once submitted, the transaction status is Pending and has been routed to the SPO 
auditor for approval. 

 
 

6 Once approved SDAP is located in Element Asssignment By Payee (EABP) in 
the Pay Processing Shortcuts pagelet. 
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