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UPDATE CREDITABLE SERVICE DATES

Introduction The Statement of Creditable Service component provides the ability to change the
following:

= Service Dates
=  Prior Service Data

Service Dates are initially set during the new hire process. If these dates need
to be adjusted after a new hire is saved/approved in DA, it must be done using
the Statement of Creditable Service page. This page allows the following dates
to be updated:

Active Duty Base Date Military Service Date

Creditable Service Date Commissioned Corps Date

Current AD Date

Promotion Credit Date

DIEMS Date

Pay Base Date

Expected AD Term Date

Seniority Credit Date

Expected Loss Date

Training & Experience Date

Any updates to these dates require an approval for the changes to take effect. If
other dates not on this list need to be updated, you must contact the PPC.  Refer
to the PHS Accessions user guide for a full list of the PHS service dates.

Menu Path(s) Menu Navigation: =~ Workforce Administration > Job Information > Statement of
Creditable Svc > Statement of Creditable Svc

Portal Pagelet: Core HR

Need Help? If you do not know what data to enter/select for a certain field or have any
questions regarding Direct Access, contact PPC Customer Care:
= The web address for support is http: //www.uscg.mil/ppc/ccb/.
= (Customer Service phone number is: (866) 772-8724 (toll free) or (785)
339-2200.
= Phone support hours are 0700-1600 (central time) Monday through
Friday (and select weekends as posted on
www.uscg.mil/ppc/ccb/.)
Procedure The following steps will show you how to update service dates. All fields

are optional.
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1 Click the Statement of Creditable Svc link in the Core HR portal pagelet.

Core HR =
Job Data Person Profiles

Addresses Emergency Contact

Personal Diata Statement of Creditable Svc

2 On the Find an Existing Value tab, enter/select:

= Empl ID = enter/select the employee ID of the member. If Empl ID is unknown,
search for the member using the other search fields.

Statement of Creditable Svec

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 - (2107160
Empl Record: = -

Hame: begins with -

Last Name: begins with -

Second Last Name: begins with -

Alternate Character Name: begins with -

Middle Name: begins with -
Business Unit: begins with -
Department Set ID: begins with - OJ
Department: begins with - 3

[[Jcase Sensitive

Search Clear |Basic Search l\__):fdj Save Search Criteria

Click the Search button.

3 On the Statement of Creditable Svc page, make adjustments to the appropriate dates.
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Prior Service
TEST EMPLOYEE EMP ID: 2107160 Empl Record: 0
Effective Date: 0400312015
Effective Sequence: 0 S0CS Date:
Labor Agreement: PHS
L
Seniority Date Labor Seniority Date
ACTIVE DUTY BASE DATE 06/30/2013 [5
CREDITABLE SERVICE DAT 06/30/2010 [5
CURRENT AD DATE 06/30/2013 [5
DIEMS DATE 06i30/2013 [5
EXPECTED AD TERM DATE 06/30/2043 [5
EXPECTED LOSS DATE 06/30/2043 [5
MILITARY SERVICE DATE 06/30/2013 [5
COMMISSIONED CORPS DATE 06/30/2013 [
PROMOTION CREDIT DATE 06/30/2013 [5
PAY BASE DATE 06i30/2013 [5
SENORITY CREDIT DATE 06/30/2013 [5
TRAINING EXPERIENCE DATE 07/01/2002 [5
Submit for Approval
=  Upon approval, the system will automatically insert a new row into the member’s
& job data record with an Effective Date = the date of when the request was

l submitted for approval and Action/Reason = ‘Data Change/SOCS’.

= The Pay Base Date will automatically update the Salary Step field on the

member’s job data record based on longevity rules.
Click the Submit for Approval button.
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APPROVE/DENY SERVICE DATE CHANGE REQUEST

Introduction  This section provides procedures for approving/denying a creditable service date
change request.

Menu Path(s) Menu Navigation: Human Resources > Requests > View My Requests

Portal Pagelet: Requests tab > Requests > View My Requests (All Type)

Need Help?  If you do not know what data to enter/select for a certain field or have any
questions regarding Direct Access, contact PPC Customer Care:

= The web address for support is http: //www.uscg.mil /ppc/ccb/.

= (Customer Service phone number is: (866) 772-8724 (toll free) or (785)
339-2200.

= Phone support hours are 0700-1600 (central time) Monday through
Friday (and select weekends as posted on

http://www.uscg.mil/ppc/ccb/.)

Procedure The following steps will show you how to approve/deny a service date
change.
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1 Click on the Requests tab and select the View My Requests (all types) link in the Self

Service Requests pagelet.

Enterprise Menu navigation: ~Human Resources > Requests > View My Requests

My Page | Requests l

Content Layout

Self Service Requests =

Submit an Absence Reguest

View My Abzence Reguests

Submit a Delegation Reguest

View My Beguests (all tvpes)

2 On the View My Action Requests page, select:

= Requests I am Approver For = Yes
= Transaction Name = PHS SOCS Approval
= Transaction Status = Pending

_' My Submitted Requests @ Requests | am Approver For _! All Requests
Transaction Name: PHS 30CS Approval A
Transaction Status: Pending -
Submission From Date: x|
Submission To Date: Ex| Populate Grid Refresh
>

Enter a Submission From Date and/or Submission To Date to further filter your results.
l These fields are optional.

Click the Populate Grid button. All approval requests matching the Transaction Name
will be listed in the search results grid.

3 In the search results grid, click the Approve/Deny link.

A £l ol
Transaction Name Status Member

Member's Last Hame Member's Emplid Member's Deptid  Submitted By

Approver on Date ApproveiDeny
PHS SOCS Approval Pending TESTEMPLOYEE  EMPLOYEE 2107160 021411 TESTSUBMITTER TESTAPPROVER  11/01/2015
ks 4] ]
Transaction Name Status Member Member's Emplid  Submitted By

Approver Submission Date  Approve/Deny

Approve/Deny

.
l The approval page will display in a new browser tab or window.

On the Action Request page, enter any comments and click the Approve or Deny button.
As an approver, you must review/audit the details.
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Action Request
PHS SOCS Approval

TEST EMPLOYEE

1.Please verify the Service dates information.
2 If Changes are needed, enter details about changes in the Comments field.
3. Click Approve or Deny button.

Effective Date: 04/03/2015
Effective Seq: 0
Labor Agreement: PHS

Get Details

Active Duty BaseDt: 06/30/2013 Expected AD TermDt: 06/30/2043

Creditable Svc Dt 06/30/2005 Commissioned Corps: 06/20/2013
Current AD Dt: 06/30/2013 Promotion Credit: 06/30/2010
DIEMS Date: 06/30/2013 Pay Base Dt: 06/30/2010
Expected Loss Dt: 06/30/2043 Seniority CreditDt: 06/30/2010

Military ServiceDt: 06/30/2013 Trng Experience Dt: 07/01/2000

Approver: 2052200 TEST APPROVER

Comment:

Approve Deny

SOCS Approval section.

PHS SOCS Approval
— SO0CS Approval Request:Approved

One Level Approval

Approved
9’ APPROVER, Test
PHS_SPOSUP Approvers
110115 - 7:05 PM

5 If the request was approved/denied successfully, a confirmation will display in the PHS
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6 Upon approval, the system will automatically insert a new row into the member’s job data
record with an Effective Date = the date of when the request was submitted for approval
and Action/Reason = ‘Data Change/SOCS’.

The service fields will be updated with the values indicated in the approved request.
Updating the Pay Base Date will automatically update the Salary Step (upon approval)
based upon the following:

Step | Years of Service Step | Years of Service
1 2 or Less 12 Over 20
2 Over 2 13 Over 22
3 Over 3 14 Over 24
4 Over 4 15 Over 26
5 Over 6 16 Over 38
6 Over 8 17 Over 30
7 Over 10 18 Over 32
8 Over 12 19 Over 34
9 Over 14 20 Over 36

10 Over 16 21 Over 48
11 Over 18 22 Over 40

All other data will be retained from the prior row.
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UPDATE PRIOR SERVICE DATA

Introduction

Menu Path(s)

Need Help?

Procedure

This section provides procedures for updating prior service data for a PHS
member. Changes to prior service data do not require an approval.

Menu Navigation: ~Workforce Administration > Job Information > Statement of
Creditable Svc > Statement of Creditable Svc

Portal Pagelet: Core HR

If you do not know what data to enter/select for a certain field or have any
questions regarding Direct Access, contact PPC Customer Care:

= The web address for support is http: //www.uscg.mil/ppc/ccb/.

= (Customer Service phone number is: (866) 772-8724 (toll free) or (785)
339-2200.

= Phone support hours are 0700-1600 (central time) Monday through
Friday (and select weekends as posted on
http://www.uscg.mil/ppc/ccb/.)

The following steps will show you how to update prior service data.
Only From, Through, and Service fields are required. Retirement point
columns (i.e. Qualifying Year, IDT, FHD, RMP, etc) are not used by PHS and should
be left blank.
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1 Click the Statement of Creditable Svc link in the Core HR portal pagelet.

Core HR =
Job Data Person Profiles

Addresses Emergency Contact

Personal Diata Statement of Creditable Svc

2 On the Find an Existing Value tab, enter/select:
= Empl ID = enter/select the employee ID of the member.

Statement of Creditable Svc

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 200); |300

Empl 1D: begins with + 2107160
Empl Record: = -

Hame: begins with -

Last Hame: begins with -

Second Last Name: begins with -

Alternate Character Name: begins with -

Middle Name: begins with -
Business Unit: begins with -
Department Set ID: begins with - OJ
Department: begins with - &,

[[Icase Sensitive

Search Clear |Basic Search [ Save Search Criteria

Click the Search button.

3 Click the Prior Service tab. In the Prior Service section, enter/update the prior service
data. Only From, Through, and Service fields are required.

Retirement point columns (i.e. Qualifying Year, IDT, FHD, RMP, etc) are not used by PHS and
should be left blank.
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Statement of Creditable Svc

TESTEMPLOYEE EMP 1D: 2107160 Empl Record:

Days of Leave Sold:

=
From Through Service Grade Q”:‘E'f;:”g IDT |FHD RMP ATP REGAD RSV AD Mbrship Course
1[0101/2005 | [12/31/2006 |5 National Guard - - [+ [=]
2[ov01/2007 | 12312012 |5 Nawy Reserve - - [+ [=]

[5] Bave | [5Gt Returnto Search | |[Z] Notify

Statement of Creditable Svec | Prior Service
Click the Save button. No approvals are required for this transaction.

» I'he member must have a finalized pay calendar before the leave sold accumulator
l can be adjusted. Days of Leave Sold can only be indicated when the member has a
prior finalized pay calendar.

4 Use the ‘+ / -’ icons to insert rows, as necessary.
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APPENDIX A - PAY BASE DATE AND SALARY STEP EXAMPLE

The following member is an 01 with a little over one year of service (noted in Step field) and her
Step Entry Date is 8/18/2012.

" Wiiork Location || Job Information || Job Labor | Bayroll (EElERAEERE Y Compensation |
Empl ID: 2094707
Employee Empl Record: 0
Military Senice:
Salary Plan Eing | view &1 First KN 4 or1 D Lot
Effective Date: 01/01/2014 | GoToRow |
Effective Sequence: i] Action: Pay Rate Change
HR Status: Active Reason: Adiustrnent
Payroll Status: Active Job Indicator: Primary Job
Current |

+ Military

Rank: @, Rank Entry Date: [

Worn Rank: @,

Worn Rank Type: | j

Skill Grade: | =

4

Salary Admin Plan: OFF A%

Grade: 01 e Grade Entry Date: DA 82012 [

Step: | @, [Step Entry Date: 06182012 5|

[T Includes Wage Progression Rule

The years of service (step) and step entry date were determined by her Pay Base Date of
8/18/2012.

Assigned Seniority Dates Cuztomize | Find | Wiew S | B | 2 Fiest B 410 of 10 1 Last
Seniority Date~ Control Value Labor Seniority Date Querride Ouverride Reazon
ROTATION DATE e )
FPAY BASE DATE 08i 012 El | =
Her current Step:
2014 04 01
- 20120818

1 yr 7 mths 14 days

Since the monthly basic pay table below goes from 1 to 2 years of service (which she hasn’t met
yet), her step would be 1.

Step Entry Dates throughout her career:

Step  Step Entry Date
<2 8/18/2012  This is reflected now on her current JOB row.

2 8/18/2014  Her next step increase which will be updated via the longevity app
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engine process during EOM August 2014. A Job row will be
created to update her Step to 2 and her Step Entry Date to
8/18/2014 and her compensation.

3 8/18/2015

4 8/18/2016

Since her Step is 1 and she’s an 01, her monthly compensation is $2,905.20.

Compensation

Effective Date: 0140142014 [Ml
Effective Sequence: 0 Action: Fay Rate Change
HR. Status: Active Reason: Adjustment
Payroll Status: Active Job Indicator: Frimary Job

Current m
Compensation Rate: 1,452_50@ WQ% *Fredquency: 5@, Semimaonthl

» Comparative Information
» Pay Rates

|- Default Pay Companents |

Contract Change Prarate Option
Pay Components

Customize | Find | il | T First 10f1 Last

o - o o N \
Amounts Controls Changes Canversian ==t M

*Rate Code Seq Comp Rate Currency Frequency Points Percent Rate Code Group

1lpasic @ [ o | 250620000050 SD @, M @, [+ |[=]

This would be correct based off of the 2014 monthly basic pay table:
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Longevity Steps on the pay
table.

1.0% increase
MONTHLY BASIC PAY TABLE
EFFECTIVE 1 JANUARY 2014
TEARSOF SERVICE
PAY
GRADE < 2 3 & & ] 10 12 14 1% 13 20 2 24 2% ] ] a2 ED) * 3 40

0-10 0.00 0.00 0.00 0.00 000 000 1607220 1515050 16486.80 1707150 1707150 1792530 1792530 1882110 18821.10
o8 0.00 0.00 0.00 .0 0.00 0.00 .00 14056.80 14238 14552.10 15062.40 15062.40 15816.00 15816.00 18606.80 18506.30
(=] 10488.30 1054860 1081860 0 1137380 11802.00 1182 12827.10 1331510 1384730 13647.30 13647.30 13647.30 13989.00 13889.00 1433350 14338350
o7 8826.00 B967.30 5222.90 9767.70 10055.00 . 12043.80 1204380 1204330 12043.80 12105.60 12105.60 12347.70 12347.70 1234770 1234770
(<2 77120 7171200 T1sES0 7 TH4IT0 734770 0 9180.30 §623. S878.40 10134.60 10632.00 10632.00 10844.10 10844.10 1034410 10844.10
05 615060 B225.60 ©474.30 694950 712550 819930 B422.20 887570 8675.70 B675.70 8673.70 867370 867370 867570
04 0 5440.80 551640 583230 6593.10 8921.30 735660 7336.60 T336.60 735660 7356.60 7336.60 735660 735660 733660
03 0 473370 5167.80 5415.30 586260 613150 630240 630240 ©202.40 630240 6302.40 630240 630240 B30240 £302.40
o2 3 10 439050 453370 453230 463230 463230 463230 463230 453230 463230 463230 463230 463230 463230 453230
o1 302400 365550 365550 365550 3 0 365550 365550 3 0 365550 365550 385550 3 365550 365550 365550 365550 365550 385550 3
COMMISSIONED OFFICERS WITH OVER 4 YEARS ACTIVE DUTY SERVICE
A3 AN ENLISTED MEMBER OR WARRANT DFFICER
O-3E 000 000 516780 541530 568710 586260 615150 633540 653550 672600 672600 672600 672600 672600 672600 672600 672600 672600 672600
Q-2 0.00 000 4538.70 483230 477850 502860 522080 538430 536430 536430 5384.30 538430 5364.30 5364.30 536430 5364.30 536430 538430 335430
Q-1E 0.00 000 3835.50 3890330 404750 419520 434010 453870 453870 453370 4538.70 453870 4538.70 453870 4538.70 433870 453370 433870 453870
WARRANT OFFICERS
WS 000 0.00 0.00 a.00 0.00 0.00 .00 000 0.00 ao0 711840 747560 774840 B046 30 B04630 B44390 844390 837100 887100
w4 400350 430650 442980 455160 476100 496830 517200 549390 577050 0 624930 645330 676800 702180 7311.00 731100 745710 745710 745710 F45T10 7
w3 365530 3B0B20 396450 401580 417960 450180 483720 493500 S177.70 5704 50 593310 606990 621540 641310 641310 641310 641310 641310 641310
w2 323490 3540.80 363540 3699.80 390990 4236.00 439740 455840 475110 4802.%( 504060 5203.30 531360 5398.70 5399.70 5398.70 5399.70 539970 539870 338870
w1 283330 314520 322740 340110 350660 3809.30 405060 424770 444240 458540 473380 4906.80 4506.80 490680 4906 80 4906.80 430680 4906.80 490680 4806.20

If a SOCS is completed/approved on her on 4/1/2014 and it changes her PBD to 8/15/2010, her
Step would need be changed from 1 to 3 years and her Step Entry Date would need to be changed to
8/15/2013 (since her last longevity would have been that date (she would have went over 3 years
on that date)).

Step:

2014 04 01

- 20100815 (new date)
3 yrs 7 mths 17 days

Since the monthly basic pay table below goes from 3 to 4 years of service (which she hasn’t met
yet), her step would be 3.

If her PBD would have initially been correct, her Step Entry Dates throughout her career would
have been:

Step  Step Entry Date

<2 8/15/2010

2 8/15/2012

3 8/15/2013  This is what would be reflected in her new JOB row that was created
by the SOCS approval.

4 8/15/2014  Her next step increase which will be updated via the longevity app
engine process during mid-month August 2014. A Job row will be
created to update her Step to 4 and her Step Entry Date to
8/15/2014 and her compensation.

6 8/15/2016

Based on the SOCS approval, a new JOB row would be created 4/1/2014 and her PBD would show
8/15/2010
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Assigned Seniority Dates Customize | Find | 4 5 | H | 2 Fipst E 410 of 10 0 Last

Seniority Date v Control Value Labor Seniority Date Override Override Reason

ROTATION DATE el )
P BASE DATE 081572010 El 72

-—
S —

Her Step would be changed to 3 and her Step Entry Date would be changed to 8/15/2013:

Rank: [ & Rank Entry Date: [ E

Worn Rank: [ &

Worn Rank Type: | =]

Skill Grade: | =]

Salary Admin Plan: WQ r:,

Grade: or @ Grade Entry Date: 081872012 [

lstep: & Step Entry Date: [EEEENEN
[ Includes Wage Progression Rule

Based on the step increase, her monthly compensation would change to the following (based on
2014 monthly basic pay table):

Military Service:
Compensation
Effective Date: 04/01/201 4  GoToRaw
Effective Sequence: 0 Action: Fay Rate Change
HR Status: Active Reason: Adjustment
Payroll Status: Active Job Indicator: Frimary Joh
Current
Compensation Rate: 1,82?.?5@ ush Q‘h *Frequency: 5 % Sernirmonthl

¥ Comparative Information
F Pay Rates

. Default Fay Components Contract Change Prarate Cption

Pay Components Customize | Find | | 2 Fiest KD qor1 D Last

o F Y N . =
Amounts Contrals Changes Conversion ST M

*Rate Code Seq Comp Rate Currency Frequency Points Percent Rate Code Group

1lpasic @ [ 1 | 365550000050 [USD @, M @, (=l

Reconciliation would have to be done by MAS to determine how much she was underpaid prior to
4/1/2014. They would figure out what she was actually paid and what she should have got paid
and then do the necessary adjustments via OTPI (if it ends up being an overall credit (which it
would in her case)) or EABP (if it ends up being a debt (PBD was changed to a later date than an
earlier date; i.e., went from 4/1/2010 to 4/1/2012)). There are other payroll elements that
would be affected since longevity is part of their formula.

Page 16 of 16



	Update Creditable Service Dates
	Approve/Deny Service Date Change Request
	Update Prior Service Data
	Appendix A – Pay Base Date and Salary Step Example

