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Self Service – Allotments 

Overview 

 
Introduction This guide provides the procedures for how to view, change, add or stop 

an allotment using Direct Access Self Service Voluntary Deductions.  

   
Before you 
begin 

If you haven’t used Self Service before, please review the initial log-on 
instructions available at http://www.uscg.mil/ppc/ras/gp/ or in Issue 01/2010 
of the Retiree Newsletter (http://www.uscg.mil/ppc/retnews/2010/January10newsletter.pdf). 

  
In this guide  
 

Topic See Page 
Starting an Allotment 2 
Changing an Allotment 7 
Stopping an Allotment 9 

  
  

http://www.uscg.mil/ppc/ras/gp/
http://www.uscg.mil/ppc/retnews/2010/January10newsletter.pdf
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Starting an Allotment 

  
Allotment Start 
Date 

The start date for all allotments must always be the first of the month. 
If starting an allotment while the current pay calendar is open (e.g. Prior to 
on or about the 20th of the month), the start date will default to the first of 
the current month. If starting an allotment during after the current calendar 
has close (e.g. On or about the 20th of the month), the start date must be 
the first of the next month. 

  
Procedure Log into DA II Self-Service at https://portal.direct-access.us/ and follow these 

steps to start a new allotment. 
 
Step Action 

1 Select the Change My Voluntary Deductions link on the Self Service page. 

 
2 Your current Allotments will display. Review the bullets before making any changes. 

In this example, a deduction will be added. Click Add Deduction 
 

Continued on next page 

https://portal.direct-access.us/
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Starting an Allotment, Continued 

  
Procedure (continued) 
 
Step Action 

2 

 
Click Add Deduction 

 
Continued on next page 
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Starting an Allotment, Continued 

  
Procedure (continued) 
 
Step Action 

3 The new deduction page will open.  
 
Begin by selecting a Deduction type from the dropdown list. 

 
 

Continued on next page 
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Starting an Allotment, Continued 

  
Procedure (continued) 
 
Step Action 

4 Enter the Account information. In this example we have slected a Savings type 
deduction. Other types are similar, however, in some cases much of the acount 
information will be pre-filled.  
 
Note: When entering the Account Number, the number must start completely aligned 
to the left of the block (make sure there are no spaces before the number). 

 
Next, click the Save Deduction. 

5 Once saved, this screen will display. Click Return to Summary. 

 
 

 
Continued on next page 
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Starting an Allotment, Continued 

 
Procedure, 
continued 

 

 
Step Action 

6 The change will be reflected in the Allotments list. 
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Changing an Allotment 

  
Introduction This section provides the procedure to change an allotment amount. 

 
Changing an 
allotment 

Changes to account names and account types are not allowed on existing 
allotments. If one of these need to be changed, stop the allotment and 
restart it with the new information. Enter the amount in dollars and cents. 
Do not enter a dollar sign. If changing the Routing/Account numbers, the 
change date must be greater than or equal to the first of the current month 
no matter which pay calendar it is entered. 
If changing the End Date, it must be the last day of the month. 

  
Procedure Log into DA II Self-Service at https://portal.direct-access.us/ and follow these 

steps to change an allotment. 
 

Step Action 
1 Select the Change My Voluntary Deductions link on the Self Service page. 
2 Click the Pencil icon in the row for the allotment you want to change.  

Note: Health Deductions cannot be edited from this page. Please contact the vendor 
for changes to Health Deductions. 

 
4 The deduction information page will display. Change the amount as desired. 

 
 

Continued on next page 

https://portal.direct-access.us/
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Changing an Allotment, Continued 

  
Procedure (continued) 
 

Step Action 
5 Click the Save Deduction button at the bottom of the page. 
6 Once saved, this screen will display. Click Return to Summary. 

 
 

7 The change will be reflected in the Allotments list. 

   
  



Direct Access II/Retired Global Pay Self Service 

9 

Stopping an Allotment 

  
Introduction This section provides the procedure to stop an allotment. 

  
Stopping an 
allotment 

Log into DA II Self-Service at https://portal.direct-access.us/ and follow 
these steps to stop an allotment. See the Changing an Allotment section to 
access the allotment to change.  

 
There are two ways to stop an allotment: 
1. Enter an End Date in the End Date field and click the Save Deduction 
button at the bottom of the page. Enter the last day of the month the 
allotment deduction shall be made. For example, if you want the last 
allotment payment to be made on 1 March 2017 payday, enter 02/28/2017 
as the End Date: 

 
Click Save Deduction. 

 
 
Verify the allotment stop date appears in the end date column correctly. If 
there is an error, click the Edit icon (pencil), correct it and save the 
deduction again. 

 
 

 
Continued on next page 

https://portal.direct-access.us/
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Stopping an Allotment, Continued 

  
Stopping an 
allotment 
(cont’ed) 

2. To stop an allotment immediately, click Stop Deduction at the bottom of 
the page. If stopping an allotment while the current month calendar is open, 
the stop date will default to the last day of the previous month. If stopping an 
allotment after the current month calendar is closed, the stop date will default 
to the last day of the current month. 

 
The Stop Deduction can also be used to “delete/Undo” a pending allotment. 
For example, if an allotment is input with a Start Date of 02/01/2015, and 
then prior to the end-month February payroll finalize date, the member 
decides he/she does not want the allotment to start, click the Stop Deduction 
button. This will stop/swap the allotment effective 01/31/15, and the 
allotment will be deleted from the Allotment Summary page. 
 
When the Stop Deduction button is used on an existing allotment, it will be 
removed from the Allotment Summary page. 

 
 
 

  

Note that the row for the CG Museum Assoc Dues allotment has been completely removed because the “Stop 
Deduction” button was used in the same month as the month of the allotment start. This effectively undid the 
allotment start. 
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