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13 October 2023

Correcting CONUS COLA

This guide provides the procedures to correct both In-Range and Out-of-
Range CONUS COLA transactions in Direct Access (DA).

(a) Joint Travel Requlations, Chapters 8-10 (Allowances)

(b) Coast Guard Supplement to Joint Travel Regulations, COMDTINST
M4600.17 (series)

(c) Coast Guard Pay Manual, COMDTINST M7220.29 (series)

(d) EMR Volume 7A, Chapter 67

If the correction is In-Range (the entire affected period is within 24 pay
periods or 1 year): follow the steps in this guide and all corrections
should be processed automatically without manual intervention by PPC.

If the correction is Out-of-Range (any part of the affected period is older
than 24 pay periods or 1 year): follow the steps in this guide. Once all
corrections/changes have been approved, all the corrections/changes
MUST be reported to PPC Customer Care to be processed manually.

Refer to PSC Notice 5402 and the USCG Personnel and Pay procedures
Manual (3PM), PPCINST M1000.2 (series) which address the standard
business process for submitting and validating pay transactions. See the
following user guides for navigating, identifying, and researching pay
transactions:

e Pay Calculation Results

e Element Assignment By Payee (EABP)

e One Time Positive Input (OTPI)

When entering or verifying a zip code for CONUS COLA, the zip code is
limited to 5 digits. Do NOT add any additional numbers or letters after
the initial 5 digit zip code. Adding more than the 5 digit zip code will
result in non-payment of CONUS COLA.

It is important to verify the member’s zip code in Direct Access and
ensure you are entering the correct zip code when you re-enter the new
CONUS COLA rows. The program auto populates the COLA Zip as the
member’s current zip code.

o [f the effective date being entered is prior to the member’s current unit,
you will need to enter the correct zip code, for the effective date. Check
the mismatch box and attach a document (could be the PCS Orders for
that time period) before saving.

e If you use a zip code other than what is currently listed without
following these steps, DA will populate an error message to do the zip-
code mismatch.

Continued on next page
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Correcting CONUS COLA (In-Range), Continued

Before You
Begin

Contents

Whenever processing Reserve Orders, ensure CONUS COLA is
authorized and then started based on the type and duration of the orders.

When Reserve Orders end, the Reservist’s pay group is changed from
USCG (Actie Duty) back to USCG RSV (Reserve). The CONUS
COLA row will remain Active but will not pay until the member is back
on Active Duty (AD) Orders. If the member is not authorized to receive
CONUS COLA on the new set of orders, you must add a new CONUS
COLA row and approve it as INACTIVE to ensure the member is not
paid CONUS COLA erroneously. Ensure the member is receiving the
correct CONUS COLA entitlement every time they start a new set of AD
Orders.

NOTE: A Reserve Component member called/ordered to AD for any
“involuntary contingency” (Title 10 or Title 14) operation is authorized
primary residence/home-based CONUS COLA rate beginning the first
day of the orders.
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Correcting CONUS COLA (In-Range)

Introduction

In-Range vs.
Out-of-Range

Timing

This section provides the procedures for a SPO to process an In-Range
CONUS COLA correction in DA.

CONUS COLA does not allow edits of its rows; therefore, a correction
generally involves deleting an existing row(s).

If the correction is In-Range (the entire affected period is within 24 pay
periods or 1 year): follow the steps in this guide and all corrections
should process automatically without manual intervention by PPC.

If the correction is Out-of-Range (any part of the affected period is older
than 24 pay periods or 1 year): follow the steps in this guide. Once all
corrections/changes have been approved, all the corrections/changes
MUST be reported to PPC Customer Care to be processed manually.

CONUS COLA does not allow for editing of its rows; therefore, a
correction generally requires deleting and re-entering existing CONUS
COLA rows. Any deletion must be approved immediately, and a new
CONUS COLA row re-entered with the correct dates and entitlements.
The new row needs to be approved immediately as well.

THIS COMPLETE PROCESS MUST BE DONE WITHIN THE
SAME PAY PERIOD TO PREVENT PAY PROBLEMS! PPC
(MAS) RECOMMENDS COMPLETING THE ENTIRE PROCESS
WITHIN 10 MINUTES. FAILURE TO COMPLETE
CORRECTIVE ACTIONS IN PROPER SEQUENCE AND
TIMING MAY RESULT IN
OVERPAYMENTS/UNDERPAYMENTS.

First, delete the CONUS COLA row(s) from newest to oldest:
1. Delete the NEWEST incorrect CONUS COLA row.

2. Approve the deletion.

3. Repeat steps 1 and 2 until the entire affected period is deleted.

Then, add CONUS COLA row(s), from oldest to newest.

1. Add the oldest CONUS COLA row with the correct information.
2. Approve the addition.

3. Repeat steps 1 & 2 until the entire period is added.

Continued on next page
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Correcting CONUS COLA (In-Range), Continued

Scenario

Procedures

For the purposes of this user guide, the following scenario was used:
Member’s CONUS COLA was started April 2018 at the ‘with
Dependent’ rate. In October 2022, the member and his spouse divorced,
and the member has no other dependents. The SPO was not made aware
of the divorce until September 2023. This CONUS COLA correction
will be considered In-Range; therefore, it shouldn’t require manual
intervention by PPC.

To process this correction, any rows with an effective date after October
2022 will need to be deleted. Once all the necessary row(s) have been
deleted and those deletions have been approved, the first new row to be
entered is the divorce row changing the entitlement to CONUS COLA
without dependents. As each new row is entered, it will need to be
approved before the next row should be entered.

See below.

Step

Action

1 Click on the AD/RSV Payroll Workcenter tile.

AD/RSV Payroll Workcenter

6

Continued on next page




Correcting CONUS COLA (In-Range), Continued

13 October 2023

Procedures,
continued
Step Action
2 Scroll to the Cost of Living Allowance option under the Act/RSV Pay Shortcuts

drop-down.

Suppl Clothing Allowance

TSP Adjustment Reguest

View My Requests (All Types)
Act/RSV Pay Shortcuts

AvIP

BAH Dep Data Verification

Cost of Living Allowance

Dependent Information
Direct Deposit
Housing Allowance
Maintain Tax Data USA
MGIB Enrollments

Net Pay Distribution
Pay Calendar Results
Sea Time Balances
SGLI + FSGL

TDY Data

View Member W-2s

View Open Debts / Overpayments

Continued on next page
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Correcting CONUS COLA (In-Range), Continued

Procedures,
continued
Step Action
3 Enter the member’s Empl ID. Check the Correct History box and click Search.

Cost of Living Allowance

Find an Existing Value

Search Criteria

Empl 1D begins with w|[1234567 |
Empl RecnrdlZ]

Name[begins win ]
Last Name
Second Last NEIF"IE
Alternate Character Name| begins with v |
Middle Name| begins with v|
Business Unit| begins with w|
Department Set ID
Depa"tme'1t

U include History IﬁtorrectHisme [ case Sensitive

Q
Q

=[3l
Clear Basic Search 2 Save Search Criteria

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

CONUS COLA rows.

The member’s CONUS COLA page will display. If the member has multiple
CONUS COLA rows, select View All. In this example, the member has 12

CONUS COLA QUTCONUS COLA
Harold Tasker

CONUS COLA Entitlements

Employee Empl ID 1234567 Empl Record 0

Effective Date: 01/01/2023

Delete
Status:
Approved:
Approver;
Approved at;

1234567_BATCH
12/29/22 10:34AM

COLA Type: CONUS COLA With Dependents
COLA Reason: Cost of Living Adjustment/LPC
COLAZip: 02109

Zip Code Mismatch

PDS Zip-Code Mismatch Authorized by PSC/CG-1332:
Attach the Authorization Document, if Applicable (1500 KB Limit)
Attached File

View Attachment

CONUS COLA Dependent Beneficiaries

Personalize | Find | (21| E§

Fmdl View All I First (4 l 1 of12| b Last

£}

First i4) 1of1 (b Last

Dependent Information Termination Information
DepiBen Name Relation Birth COLA Elig In A Service 50% Supp Last Approval
P — 121972012
[25(1977 H05/2( 5
102 TASKER, HELEN Spouse 12/12519 04/05/2002 19-55:51PM
[§]save ||[@ Returnto Search ||[=]Motify = 2% Refresh 2] Update/Display || &1 Include History % Correct History

Continued on next page
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Correcting CONUS COLA (In-Range), Continued

Procedures,

continued

Step

Action

5

In this example, the ‘Effective Date’ of the divorce falls before the LPC row, so
the existing LPC row will need to be deleted before the Divorce row can be
entered. It is important to take screenshots of the member’s CONUS COLA
rows before and after any corrections. To delete the LPC row, click Delete.

IMPORTANT: Rows are deleted in reverse chronological order with the most

recent being deleted first. Each deleted row must be approved before the next row

can be deleted. It is very important that these rows be re-entered with the correct

entitlement within minutes of each other to prevent an incorrect over/under
ayment to the member.

CONUS COLA QUTCONUS COLA

Hareld Tasker Emplayes EmplID 1234567 Empl Record  Q

CONUS COLA Entitlements Find | View 1 First (40 1-120f12 (b Last

@

Effective Date: 0140

Status: [ Actlv hd

Approved:
COLAType:  CONUS CO Diependenis Approver, 1234567_BATCH
COLA Reason:  Cost of Livi pustment/LPC Approved at: 1228022 10:34AM

COLA Zip: 02109
Zip Code Mismatch
PDS Zip-Code Mismatch Authorized by PSCICG-1332:
Attach the Authorization Document, it Applicable (1500 KB Limity
Attached File Add 2 U View Attachmant

CONUS COLA Dependent Beneficiaries Personalize | Find | 211 First (40 10f1 (& Last

Dependent Information Termdination Infenmation =K

Dep/Ban Name Retation Birth COLAENG  InA Service 0% Supp Last Approval
- [ e A2HNE012
0z AS SpoL 57187 41057,
102 TASKER, HELEM Spouse 121251977 0400572002 11°55'51PM
Effective Date: 02:012022 Delete =
Status: Active h Approved:
Approver: 1234567 Bear, CoastE
COLA Type: CONUS COLA With Dependents Approved at: 020122 1:52PM
COLA Reason:  Promation
COLA Zip: 02108

Zip Code Mismatch
PDS Zip-Code Mismatch Authorized by PSCICG-1332:
Attach the Authorization Document, if Applicable

Attached File Add Aff Wiew Aftachment
CONUS COLA Dependent Beneficiaries Persenalize | Find | 59 | E3 First (4 10f1 (b Last
Dependent Information Termdination Infenmation =K
DepBen Hame Relation Birth COLA EBg In A Service 50%: Supp Last Approval
102 TASKER, HELEN Spouse 12025M97TT 04052002 12119202
11:55:51PM
Effective Date:  01/01/2022 -
fective Dat |:|1‘. 2022 Delete [
Status: Aclive hd Approved:

Approver: 1234567 BATCH
Approved at: 125

COLA Type: CONUS
COLA Reason:  Cost of Living Al
COLA Zip: 02108

mendents

tmentLPC

Zip Code Mismatch

PDS Zip-Code Mismatch Authorized by PSCICG-1332:
Agtach the Authorization Document, if Applicable

attached File tachment Wiew Altachmant
CONUS COLA Dependent Beneficiaries Personalize | Find | £ | [ First (4) 1011 (k) Last
Dependent Information | Termination Infermation | [F9
DeplBen Name Relation Birth COLA EBg In A Service 50% Supp  Last Approval
Py
102 TASKER, HELEN Spouse 120251977 | 0400512002 IS
[§] zave ||[GF Return to S=arch =] Notify || s Refresh 4 UpdatzfDisplay A Includz History

Continued on next page
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Correcting CONUS COLA (In-Range), Continued

Procedures,
continued

Step Action
6 A warning message will display. Click Yes.

Submit record for approval to delete? (0,0)

Yes No

7 Scroll to the bottom and click Save. The row will remain a part of the member’s
CONUS COLA page until the deletion is approved.

CONUS COLA OUTCONUS COLA
Haregld Tasker Emplayee Empl ID 1234567 Empl Record 0

CONUS COLA Entitlements Find | View 1 Frst (4 1-120f12 (r Last

Effective Date: 01/01/2023 Deleta #

- | Active w
Status Approved:

Approver: 1234567_BATCH

COLA Type: CONUS COLA With Dependents
Approved at: 12729022 10:34AM

COLA Reason:  Cost of Living Adustment/LPC
COLA Zip: 0z109
Zip Code Mismatch
PDS Zip-Code Mismatch Authorized by PSCICG-1332:
Attach the Authorization Document, it Applicable (1500 KE Limity
Attached File \dd Attachmant View Attachmant
CONUS COLA Dependent Beneficiaries Personalize | Find | 211 & First (4 1of1 (b Last
Dependent Information || Termination Infermation | [F=9

DepBen Kame Relation Birth COLA Ellg In A Service &0% Supp Lazt Approwval
, R ’ 1211972012
102 TASKER, HELEMN Spouse 121251977 0410872002 1EES1PM
Effective Date: 02012022 Delete &

Status: [Acve ] Approved:
Approver: 1234567 Bear, CoastE

COLA Typa: CONUS COLAWith Dependenis Approved at: 00122 1-52PM
COLA Reason:  Promotion
COLA Zip: 02109
Zip Code Mismatch

PDS Zip-Code Mismatch Authorized by PSCICG-1332:

Attach the Authorization Document, if Applicable

Attached File Add Attachment View Altachment
CONUS COLA Dependent Beneficiaries Personalize | Find | & | B3 First 40 10of1 (b Last
Dependent Information || Termination Information | [F=8
Hame Relation Birth COLA ERg InA Service 505 Supp Last Approval

e P 121912012

102 TASKER, HELEN Spouse 1225MHTT 04052002 1155:518M

DepBen

Effective Date: u1-'-.J‘.'2U?2 Delete
Status: Active bl Approved:
Approver: 1234567 _BATCH

COLA Type: CONUS COLA With Depandenis
ype - ) Approved at: 12728721 10-16AM

COLA Reason:  Cost of Living Adustment/LPC
COLA Zip: 02108
Zip Code Mismatch

PDS Zip-Code Mismatch Authorized by PSCICG-1332:
Aigtach the Authorization Document, if Applicable

Attached File View Attachmant

CONUS COLA Dependent Beneficiaries Persenalize | Fing | £] l;}.‘ First (40 1of1 () Last

Dependent Information Tarrminalion |nfermation =

DepiBen Name Relation Birth COLA EEg In A Service £0% Supp  Last Approval

102 TASKER, HELEM Spouse 121251977 0400572002 :?-;ggn;i‘

I [E] 3ave I [E+ Return o 3zarch | [Z] Netify || & Refresh 42 Updat=/Display Jﬁ Includzs History . Comredt History

Continued on next page
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Correcting CONUS COLA (In-Range), Continued

Procedures,

continued

Step

Action

8

Once the deletion has been approved, return to the member’s CONUS COLA
page. Notice the LPC row is no longer listed (there are only 11 rows). In this
example, the divorce took place after the Promotion row so no further rows need
to be deleted. The Divorce row now needs to be entered. To add a row, click the
Plus (+) button on the most recent row.

CONUS COLA CUTCONUS COLA

Harold Tasker Emplayee EmplID 1234587 Empl Record 0
CONUS COLA Entitlements Find | View 1 Frst (4f 1-11 of 11 & Last
Effective Date:  02/01/2022 Delete
Status: Active hd Approved:
Approver: 1234567 Bear, CoastE
COLA Type: CONUS COLAWith Dependents Approved at: 00122 1°52PM
COLA Reason:  Promation
COLA Zip: 02100
Zip Code Mismatch
PDS Zip-Code Mismatch Authorized by PSCICG-1332:
Amach the Authorization Document, if Applicable
Attached File Wigw Attachmeant
CONUS COLA Dependent Beneficiaries Personalize | Find | | 2 First (4 1of1 (b Last
Dependent Information Tarmunation Information
DepBen Madme Birth COLA EBj In A Sefvice 50% Supp Last Appraval
TASKER, HELEN Spouse HZENGTT 0052003 155 5

e Enter the Effective Date and ensure the Status indicates Active. Using the drop-
downs, select the appropriate COLA Type and COLA Reason. Ensure the
COLA Zip is correct.

e In a case where dependents would need to be added, click the lookup icon under
Dependent Information and select the appropriate Dependent from the Search
Results. Click the Plus (+) button to add additional dependents as necessary.

Note: The zip code is limited to 5 digits, do NOT add any additional numbers or
letters after the initial zip code. Adding more than the 5 digit zip code will result in

non-payment of CONUS COLA.

CONUS COLA T

!—I.ar_glllq_'!'.a_g.kle_r Employes Empl ID 1234587 Empl Record
CONUS COLA Entitlements Find | View 1 Fist (4 4920012 (b Last
Effective Date: |10/122022 |y i *
Status: Qv . Approved:
Approver:
COLA Type: CORUS COLA Without Dapandant: v Approved at

COLA Reason:] | Diverce ¥
COLA Zip 4l

Zip Code Mismatch

PDS Zip-Code Mismatch Authorized by PSCICG-1332:
Artach the Authorization Document, if Applicable (1500 KB Limit)

Attached File Agd Attachment Vi Aftachment
CONUS COLA Dependent Beneficiaries Personalize | Fing | L2/ | 58 First 4 1of1 (b Last
Dependent Information Tenmination Information | [F=0

*Dep/Ben Name Relation Birh COLAENG  InA Service 50% Supp Last Approve

B

Continued on next page
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Correcting CONUS COLA (In-Range), Continued

Procedures,

continued

Step Action
10 | e IF the effective date is prior to the member’s current unit, you must complete the
Zip Code Mismatch Section. Check the PDS Zip Code Mismatch Authorized
by PSC/CG-1332 box and click Add Attachment.

o If the zip code is the same at the current unit, skip to Step 14.

CONUS COLA QUTCONUS COLA
Harold Tasker Employes Empl ID 1234587 Empl Record 0
CONUS COLA Entitlements Find | View 1 First (4 1120012 (b Last
= +
Effective Date: 10122022 |y Ca
Status: e Approved:
Approver:
COLA Type: CONUS COLA Without Depandent:v Approved ai:
COLA Reason: | Divorce bl
COLA Zip: ozee
Zip Code Mismatch
PDS Zip-Code Mismatch Authorized by PSCICG. l'}J?:
Antach the Authorization Document, if Applicable (1500 KB Limit
Attached File Add Attachment View Aflachment
CONUS COLA Dependent Beneficiaries Pergonalize | Fing | 2201 5 First (4 1of1 (b Last
Dependent Information | Temmnation Information | [F58
*DeguBen Name Fielaticn Birth COLA Elig InA Service 50% Supp Last Approval
1 Q +| |=]

11 | Click on Choose File, then select the document (recommend PCS orders for
the applicable time period) from your files.

File Attachment X

Choose Filel No file chosen

Upload Cancel

12 | The document name will display. Click Upload.
File Attachment x

Choose File | PCS Orders Sample Doc.docx

13 | The document name will display in the Zip Code Mismatch section. Click View
Attachment to verify it is the correct document. Click View 1 or scroll down.
Zip Code Mismatch

PDS Zip-Code Mismatch Authorized by PSCICG-1332:
Attach the Authorization Document, if Applicable (1500 KB Limit)

Attached File  PCS_Orders_Sample_Doc docx Add Attachment View Attachment

Continued on next page

10
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Correcting CONUS COLA (In-Range), Continued

Procedures,

continued

Step

14

Action
Click Save and notify the SPO Auditor the request is now awaiting approval.
CONUS COLA OUTCONUS COLA
Harold Tasker Employee Empl ID 1234567 Empl Record 0
CONUS COLA Entitlements Find | ! First (4 1o0f12 Last
E3]
ZET; Delets
Effective Date: 10/12/2022 |3 e
Status: Approved:
Approver:
COLAType: | CONUS COLAWithout Dependent:v| Approved at:
COLA Reason; [Divorce v|
COLA Zip: 02109
Zip Code Mismatch
PDS Zip-Code Mismatch Authorized by PSC/CG-1332:
Attach the Authorization Document, if Applicable (1500 KB Limit)
Attached File  PCS_Orders_Sample_Doc.docx Add Attachment View Attachment
CONUS COLA Dependent Beneficiaries Personalize | Find | GU | [E8 First (4) 10f1 (p) Last
Dependent Information || Termination Information
*DepiBen Name  Relation Birth COLAElg  InA Service 50% Supp Last Approval
1 aQ #H =
I_EJJSEVE I [5F Return to Search (=] Notify ¥ Refrezh #7 Update/Display Jj Include History

15

Once the CONUS COLA request has b

een approved, return to the member’s

CONUS COLA page (notice there are now 12 rows). Click the Plus (+) button on
the most recent row to re-enter the LPC row that was deleted in Step 4.

CONUS COLA QUTCONUS COLA

Harold Tasker Employee

CONUS COLA Entitlements

Effective Date:  10/12/2022
status:
Approved:
Approver:
COLA Type: CONUS COLA Without Dependents Approved at:
COLA Reason: Divorce
COLA Zip: 02109

Zip Code Mismatch
PDS Zip-Code Mismatch Authorized by PSC/CG-1332:
Attach the Authorization Document, if Applicable (1500 KB Limit)
Attached File PCS_Orders_Sample_Doc.docx

CONUS COLA Dependent Beneficiaries
Termination Information

Dependent Information

Dep/Ben Name Relation Birth COLA Elig InA

Empl ID 1234567 Empl Record 0
Find | View 1 First (4 1-120f12 (p/ Last
Delete
7654321 Bear,Coast E
09/12/23 11:39AM
View Attachment
Personalize | Find | 0| [ First (4) 10f1 (») Last
Service 50% Supp Last Approval

11

Continued on next page
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Correcting CONUS COLA (In-Range), Continued

Procedures,
continued

Step Action

16 | e Enter the Effective Date and ensure the Status indicates Active. Using the drop-
downs, select the appropriate COLA Type and COLA Reason. Ensure the
COLA Zip is correct. It is important that the COLA Type, COLA Reason, and
COLA Zip match the LPC row screenshot taken in Step 4.

o [F the effective date is prior to the member’s current unit, you must complete the
Zip Code Mismatch Section. See Steps 10-13.

e In a case where dependents would need to be added, click the lookup icon under
Dependent Information and select the appropriate Dependent from the Search
Results. Click the Plus (+) button to add additional dependents as appropriate.

e Click Save and notify the SPO Auditor the request is now awaiting approval.

CONUS COLA OUTCONUS COLA

Harold Tasker Employee Empl ID 1234567 Empl Record 0

CONUS COLA Entitlements Find | View Al First (4) 10f13 (» Last
]

01 Delete
Effective Date: | 01/01/2023 [+

Status: Approved:

Approver:

COLAType: LCONUS COLA Without Dependent: v]
ype Approved at:

COLA Reason: LCostof Living Adjusiment/LPC
coLAZip:  [02108

Zip Code Mismatch

PDS Zip-Code Mismatch Authorized by PSC/ICG-1332:
Attach the Authorization Document, if Applicable (1500 KB Limit)

View Attachment

Attached File PCS_0Orders_Sample_Doc.docx

CONUS COLA Dependent Beneficiaries Personalize | Find | (2| £ First (4) 10f1 (b Last
Dependent Information Termination Information

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

! [a] =

[Sh Returnto Search [=] Motify % Refresh #7 Update/Display 2| Include History

Continued on next page
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Correcting CONUS COLA (In-Range), Continued

Procedures,
continued

Step

Action

17

Once the CONUS COLA row is approved, return to the member’s CONUS COLA
page. In this example, the LPC row was the last row to be entered and approved.
Notice the date/time of the approvals are within 15 minutes of each other.

CONUS COLA

Harold Tasker Employes Empl 10 1234567 Empl Record

CONUS COLA Entitlements Find | [Wiaw 1 Fist (4 1430013 (b Last
Effective Date: 01012023 Daiete
Status >

Approved:
Approver: TEE4321 Bear, Coast E

Approved at:

COLA Type:

COLA Reason: C
COLA Zip:

Zip Code Mismatch

PDS Zip-Code Mismatch Authorized by PSC/ICG-1332:
Attach the Authorization Document, it Applicable (1500 KB Limit)

Attached File PCS_Onders_Samphe_Doc docx

CONUS COLA Dependent Baneficlaries

Dependent INfommation

DepBen Hame Relatson Bt COLA Elg A Service SO Supp Last Approvil

Effective Date: 107122022 Delete
Status: v b
Approved:
Approver:

Approved at: [091223  1018AM

COLA Type: CONUS COLA Without Dependants

COLA Reason: Divorce
COLA Zip
Zip Code Mismatch

POS Zip-Code Mismatch Authorized by PSC/CG-1332:
Attach the Authorization Document, if Applicable

Attached File PCS_Crders_Sampls_Doc doc Wil Attachimant

CONUS COLA Dependent Beneficiaries Personaiize | Find | g2 B2 First 4 1of1 (& Last

Dependent Information

DepBen Mame  Relation Birth COLAElg  InA Service S0t Supp Last Approval

18

Remember, because this correction is In-Range (the entire affected period is

within 24 pay periods or 1 year), the correction should process automatically
without manual intervention by PPC.

It is important to review the member’s Pay Calculation Results after the correction
has processed through a nightly pay calculation to ensure the CONUS COLA
transactions processed correctly. Please see the Pay Calculation Results user
guide for more information on navigating, reviewing, and researching a member’s

Pay Calculation Results.

13
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Correcting CONUS COLA (Out-of-Range)

Introduction

In-Range vs.
Out-of-Range

Timing

This section provides the procedures for a SPO to process an Out-of-
Range CONUS COLA correction in DA.

CONUS COLA does not allow edits of its rows; therefore, a correction
generally involves deleting an existing row(s).

If the correction is In-Range (the entire affected period is within 24 pay
periods or 1 year): follow the steps in this guide and all corrections
should process automatically without manual intervention by PPC.

If the correction is Out-of-Range (any part of the affected period is older
than 24 pay periods or 1 year): follow the steps in this guide. Once all
corrections/changes have been approved, all the corrections/changes
MUST be reported to PPC Customer Care to be processed manually.

CONUS COLA does not allow for editing of its rows; therefore, a
correction generally requires deleting and re-entering existing CONUS
COLA rows. Any deletion must be approved immediately, and a new
CONUS COLA row re-entered with the correct dates and entitlements.
The new row needs to be approved immediately as well.

THIS COMPLETE PROCESS MUST BE DONE WITHIN THE
SAME PAY PERIOD TO PREVENT PAY PROBLEMS! PPC
(MAS) RECOMMENDS COMPLETING THE ENTIRE PROCESS
WITHIN 10 MINUTES. FAILURE TO COMPLETE
CORRECTIVE ACTIONS IN PROPER SEQUENCE AND
TIMING MAY RESULT IN
OVERPAYMENTS/UNDERPAYMENTS.

First, delete the CONUS COLA row(s) from newest to oldest:
1. Delete the NEWEST incorrect CONUS COLA row.

2. Approve the deletion.

3. Repeat steps 1 and 2 until the entire affected period is deleted.

Then, add CONUS COLA row(s), from oldest to newest.

1. Add the oldest CONUS COLA row with the correct information.
2. Approve the addition.

3. Repeat steps 1 & 2 until the entire period is added.

Continued on next page
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13 October 2023

Correcting CONUS COLA (Out-of-Range), Continued

Scenario

Procedures

For the purposes of this user guide, the following scenario was used:

Member’s CONUS COLA was started April 2018 at the ‘with
Dependent’ rate. In January 2022, the member and his spouse divorced,
and the member has no other dependents. The SPO was not made aware
of the divorce until September 2023. This CONUS COLA correction
will be considered Out-of-Range; therefore, screenshots must be taken
and attached to the PPC Trouble Ticket notifying PPC of the Out-of-
Range transaction.

To process this correction, any rows with an effective date after January
2022 will need to be deleted. Once all the necessary rows have been
deleted and those deletions have been approved, the first new row to be
entered is the Divorce row changing the entitlement to CONUS COLA
without dependents. As each new row is entered, it will need to be
approved before the next row should be entered.

See below.

Step

Action

1 Click on the AD/RSV Payroll Workcenter tile.

ADI/RSV Payroll Workcenter

62

Continued on next page
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13 October 2023

Correcting CONUS COLA (Out-of-Range), Continued

Procedures,
continued
Step Action
2 Scroll to the Cost of Living Allowance option under the Act/RSV Pay Shortcuts

drop-down.

Suppl Clothing Allowance

TSP Adjustment Reguest

View My Requests (All Types)
Act/RSV Pay Shortcuts

AvIP

BAH Dep Data Verification

Cost of Living Allowance

Dependent Information
Direct Deposit
Housing Allowance
Iaintain Tax Data USA
MGIB Enrollments

Net Pay Distribution
Pay Calendar Results
Sea Time Balances
SGLI + FSGL

TDY Data

View Member W-2s

View Open Debts / Overpayments

16

Continued on next page




13 October 2023

Correcting CONUS COLA (Out-of-Range), Continued

Procedures,

continued

Step

Action

3

Enter the member’s Empl ID. Check the Correct History box and click Search.

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

Find an Existing Value

Search Criteria

Empl ID[begins with | 1234567 |
EmplRecord[= W]

Name[begins with V]
Last Name
Second Last Name
Altemate Character Name
Middle Name | begins with |
Business Unit| begins with |

Department Set ID[begins with v/| Q

Department a

include History [l case Sensitive

Search Clear
| Search |

Basic Search @3 Save Search Criteria

The member’s CONUS COLA page will display. If the member has multiple
CONUS COLA rows, select View All. In this example, the member has 12

CONUS COLA rows.

I Find | ViewAIII

First (4 |1 0f12| b Last

CONUS COLA || DUTCONUS COLA
Harold Tasker Employee Empl ID 1234567 Empl Record 0
CONUS COLA Entitlements
Effective Date: 01/01/2023 Delete
Status: Approved:
Approver: 7654321 BATCH

COLA Type: CONUS COLA With Dependents
COLA Reason: Cost of Living Adjustment/LPC
COLAZip: 02109

Zip Code Mismatch

Approved at:  12/29/22 10:34AM

PDS Zip-Code Mismatch Authorized by PSC/CG-1332:
Attach the Authorization Document, if Applicable (1300 KB Limit)

Attached File Add Attachment View Aftachment

CONUS COLA Dependent Beneficiaries
Dependent Information || Termination Information

DepiBen Name Relation Birth COLAElig  In A Service 50% Supp

102 TASKER,HELEN Spouse 120251977 04/05/2002

[Elsave ||[gt Retumnto Search ||[=] Notify | |i Refresh #] Update/Display

Personalize | Find | (2| £

£

First (4) 10f1 (p) Last

_ﬁ Include History 7 Correct Histon

Continued on next page
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13 October 2023

Correcting CONUS COLA (Out-of-Range), Continued

Procedures,

continued

Step

Action

5

In this example, the ‘Effective Date’ of the divorce falls prior to the Promotion row,
so the existing LPC row and Promotion row will need to be deleted before the
Divorce row can be entered. It is important to take screenshots of the member’s
CONUS COLA rows before and after any corrections/deletions. This is especially
important because this correction is Out-of-Range and these screenshots are required
to be attached to the PPC Trouble Ticket. To delete the LPC row, click Delete.

IMPORTANT: Rows are deleted in reverse chronological order with the most recent
being deleted first. Each deleted row must be approved before the next row can be
deleted. It is very important that these rows be re-entered with the correct entitlement
within minutes of each other to prevent an incorrect over/under payment to the

CONUS COLA
Harold Tasker Employee Empl ID 1058312 Empl Record
CONUS COLA Entitlements Find | View 1 First & 1120112 » Last
+
Effective Date: 010172023
Status Active b
COLA Type Ba
COLA Reason:  Cost of Living Adjustment/LF a0
COLA Zip: 9
Zip Code Mismatch
PDS Zip-Code Mismatch Authorized by PSC/ICG-1332:
Attach the Authorization Document, if Applicable (1500 KB Limit)
Attached File Viow Atachment
Persona Find L 1011
X g nAS e
+
Delete
Bear,Coast E
PDS Zip.Code Mismatch Authorized by PSCICG.1332
Attach the Authorization Document, if Applicable
Attached Flle View Attachment
M ze d b5 1of
»
F nA S . SUp L Ap
Effective Date: 01/01/2022 .
" Deiete
Status. b
Approved:
COLA Type Approver 7654321 _BATCH
COLA Reason: Cost Approved at $ 10 16A
COLA Zip 0
Zip Code Mismatch
PDS Zip-Code Mismatch Authorized by PSC/ICG-1332
Attach the Authorization Document, if Applicable
Attached File View Attachment
CONUS COLA Dependent Beneficiaries Personalize | Find | £ | B Fst 4 1of1 » Last
leaal,
Narne Relation Birth COLA Elig In A Service 50% Supp Last Approval
TASKER HELE

Continued on next page
18
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13 October 2023

Correcting CONUS COLA (Out-of-Range), Continued

Procedures,
continued
Step Action
6 | A warning message will display, click Yes.

Submit record for approval to delete? (0,0)

Yes No

COLA page. Notice the LPC row is no longer

7 Click Save. The row will remain a part of the member’s CONUS COLA page
until the deletion is approved.
|I_§JJ Save I.gf‘ Return to Search [=] Nofify ||+* Refresh 2| Update/Display J.j Include History 27 |
8 Once the deletion request has been approved, return to the member’s CONUS

available (there are now 11 rows).

In this example, the Promotion row also need to be deleted. To delete the
Promotion row, click the Delete button. A warning prompt will display, click

Yes. Then click Save and notify the SPO Aud
awaiting approval.

itor the next delete request is

Remember: Take a screenshot of the row prior to deleting.

CONUS COLA
Hareld Tasker

OUTCONUS COLA

Employee Empl ID 1234567
CONUS COLA Entitlements

Effective Date: 02/01/2022

-
Status: I hd Approved:
Approver: 7654321
COLA Type: CONUS COLAWith Dependents Approved at:  02/01/22 1:52PM

COLA Reason: Promation

COLAZip: 02109

Zip Code Mismatch
PDS Zip-Code Mismatch Authorized by PSC/CG-1332:
Attach the A ion D if Appli (1500 KB Limit)
Attached File

CONUS COLA Dependent Beneficiaries

Dependent Information Termination Information
DepiBen Name Relation Birth COLA Elig
102 TASKER,HELEN Spouse 121251977 04/05/2002
[§)save || Retumnto Search ||=] MNofify || &% Refresh

View Attachment

Empl Record 0
Findlf_\{i_gf.f_.fx_\_! First (40 10of11 (») Last
E3)
Bear, CoastE

Personalize | Find | 21| [B§  First (40 10f1 (b Last

In A Service 50% Supp Last Approval

12/19/2012
11:55:51PM

Z] Update/Display || = Include History

Submit record for approval to delete? (0,0)

Yes No

19

Continued on next page



https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/CCB/Submitting%20Trouble%20Tickets%20with%20Supporting%20Images.pdf?ver=2019-08-02-101001-967

13 October 2023

Correcting CONUS COLA (Out-of-Range), Continued

Procedures,

continued

Step

Action

9

Once the deletion request has been approved, return to the member’s CONUS
COLA page. Notice there are now 10 CONUS COLA rows. For this example, the
Divorce row needs to be entered. To enter a new row, click the Plus (+) button.

CONUS COLA OUTCONUS COLA
Harold Tasker Employee
CONUS COLA Entitlements
Effective Date:  01/01/2022
Status:
COLA Type: CONUS COLA With Dependents
COLA Reason: Cost of Living Adjustment/LPC
COLA Zip: 02109

Zip Code Mismatch

PDS Zip-Code Mismatch Authorized by PSC/CG-1332:

Attached File

CONUS COLA Dependent Beneficiaries

Dependent Information | Termination Information

EmplID 1234567

Approved:

Approver:

Approved

Attach the Authorization Document, if Applicable (1500 KB Limit)

at:

Empl Record

Delete

T654321_BATCH
12/29/21 10:16AM

View Attachment

Personalize | Find | &1 | [E2

First (4) 10f10 (»' Last

Find | View All

First (4) 10f1 (b Last

Dep/Ben Name Relation Birth COLA Elig In A Service 50% Supp Last Approval
- 1211972012
ASKER,| S /2511977 105/2( -
102 TASKER,HELEN Spouse 12/25M19 04/05/2002 11-55.51PM
;JJSave [oh Return to Search (=] Notify = Refresh 2| Update/Display )j nclude History

20

Continued on next page




13 October 2023

Correcting CONUS COLA (Out-of-Range), Continued

Procedures,
continued

Step Action

10 | e Enter the Effective Date and ensure the Status indicates Active. Using the drop-
downs, select the appropriate COLA Type and COLA Reason. Ensure the
COLA Zip is correct.

e In a case where dependents would need to be added, click the lookup icon under
Dependent Information and select the appropriate Dependent from the Search
Results. Click the Plus (+) button to add additional dependent as necessary.

Click Save and notify the SPO Auditor the request is now awaiting approval.

Note: The zip code is limited to 5 digits, do NOT add any additional numbers or
letters after the initial zip code. Adding more than the 5 digit zip code will
result in non-payment of CONUS COLA.

CONUS COLA OUTCONUS COLA

Harold Tasker Employee EmplID 1058312 Empl Record 0
CONUS COLA Entitlements Find | View 1 First (4 1-110f11 (b Last
T L]
Effective Date: || 01202022 |5 Delete
Status: Active ~|
Approved:
. Approver:
COLA Type: Approved at:

Zip Code Mismatch
PDS Zip-Code Mismatch Authorized by PSC/ICG-1332: [
Attach the Authorization Document, if Applicable (1500 KB Limit)

Attached File Add Attachment View Attachment
CONUS COLA Dependent Beneficiaries Personalize | Find | &2 | B2 First (4) 10f1 (» Last
Dependent Information || Termination Information | [F=9
*Dep/Ben Name Relation Birth COLA Elig In A Service 50% Supp Last Approval
: =
[5] Save | [&F Return to Search [=] Notify ||£# Refresh #1 Update/Display = Include History

Continued on next page
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13 October 2023

Correcting CONUS COLA (Out-of-Range), Continued

Procedures,
continued
Step Action
11 | e IF the effective date is prior to the member’s current unit, you must complete the

Zip Code Mismatch Section. Check the PDS Zip Code Mismatch Authorized
by PSC/CG-1332 box and click Add Attachment.
e If the zip code is the same at the current unit, skip to Step 15.

CONUS COLA QUTCONUS COLA
Harold Tasker Employee Empl ID 1234557 Empl Record 0
CONUS COLA Entitlements Find | View 1 First (4 1-120f12 (& Last
T +
Effoctive Date: | 101202022 [y Delate
Status: A bl Approved:
Approvid:
COLA Type: CONUS COLA Withcut Dependent v Approved at:
COLA Reason: [Dvorce ki
COLAZp: 02109
Zip Coda Mismatch
PDS Zip-Code Mismatch Authorized by PSCACG-1332: D
Attach the Authorization Document, if Applicable (1500 KB Limit
Attached File Atd Attachment View Atachment
CONUS COLA Dependent Beneficiaries Personalize | Find | (20 5 First ‘40 1of1 (0 Last
Dependent Information | Termination (nformation | [F58
*Dep'Ben Mame  Relation Birth COLAENG  InA Service 50% Supp Last Approval
1 Q + [=

12 | Click on Choose File, then select the document (recommend PCS orders for
the applicable time period) from your files.
File Attachment b4
IE Choose File I Mo file chosen
Upload Cancel
13 | The document name will display. Click Upload.

File Attachment >

Choose File |PCS Orders Sample Doc.docx

Continued on next page
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13 October 2023

Correcting CONUS COLA (Out-of-Range), Continued

Procedures,
continued
Step Action
14 | The document name will display in the Zip Code Mismatch section. Click View

Attachment to verify it is the correct document. Click View 1 or scroll down.

Zip Code Mismatch

Attached File PCS_Orders_Sample_Doc.docx

PDS Zip-Code Mismatch Authorized by PSCICG-1332:
Attach the Authorization Document, if Applicable (1500 KB Limit)

Add Attachment View Attachment

15 | Click Save and notify the SPO Auditor the request is now awaiting approval.
l__EJJSave | [ Return to Search [=] Nofify ||s* Refresh 2| Update/Display _,_‘l nclude History : |
16 | Once the CONUS COLA request has been approved, return to the member’s

CONUS COLA page (notice there are now 11 rows). Click the Plus (+) button to
add the Promotion row that was deleted in Step 7.

CONUS COLA OUTCONUS COLA

Harold Tasker

Employee

CONUS COLA Entitlements

Effective Date: 01/20/2022

Active v

Status:

COLA Type:
COLA Reason:
COLA Zip:

CONUS COLA Without Dependents
Divorce
02109

Zip Code Mismatch
PDS Zip-Code Mismatch Authorized by PSCICG-1332:

Attach the Authorization Document, if Applicable (1300 KB Limit)

Attached File PCS_Orders_Sample_Doc.docx

CONUS COLA Dependent Beneficiaries

Dependent Information || Termination Information
Dep/Ben Name Relation Birth COLA Elig
1
[§ Save ||[Gh Return to Search [=] Motify || Refresh

Empl ID 1234567

Approved:

Approver:
Approved at:

Empl Record 0

First (4 10f11 (» Last

[+

Delete

7654321 Bear, CoastE

09/14/23 8:19AM

View Attachment

Personalize | Find | 1| [ First (40 10f1 (1) Last

In A Service 50% Supp Last Approval

- Update/Display J,_'l Include History

23
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13 October 2023

Correcting CONUS COLA (Out-of-Range), Continued

Procedures,
continued

Step Action
17 | e Enter the Effective Date and ensure the Status indicates Active. Using the drop-
downs, select the appropriate COLA Type and COLA Reason. Ensure the
COLA Zip is correct. It is important that the COLA Type, COLA Reason, and
COLA Zip match the screenshot of the Promotion row taken in Step 7.

e In a case where dependents would need to be added, click the lookup icon under
Dependent Information and select the appropriate Dependent from the Search
Results. Click the Plus (+) button to add additional dependents as necessary.

e If the zip code does not match the current unit repea Steps 11-14.

e Click Save and notify the SPO Auditor the request is now awaiting approval.

CONUS COLA QUTCONUS COLA

Harold Tasker Employes Empl ID 1234567 EmplRecord 0
CONUS COLA Entitlements F|'1d | View All First (4 10f12 Last
]
Delete

Effective Date: (02/01/2022 |[5]

Status:

Approved:
Approver:
Approved at:

CONUS COLA Without Dependent:

COLA Type:

COLA Reason: LPromotion

COLA Zip: 102109 |

Zip Code Mismatch

PDS Zip-Code Mismatch Authorized by PSC/CG-1332:

Attach the Authorization Document, if Applicable (1500 KB Limit)

Attached File  PCS_Orders_Sample_Doc docx Add Attachment View Aftachment
CONUS COLA Dependent Beneficiaries Personalize | Find | (2 | [E§ First (4) 10f1 () Last
Dependent Information Termination Information
*Dep/Ben Name Relation Birth COLA Elig In A Service 50% Supp Last Approval
| =
I jJJSa\.re I [Gh Return to Search =] Motify i Refresh | Update/Display J,_'] nclude History

Continued on next page
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13 October 2023

Correcting CONUS COLA (Out-of-Range), Continued

Procedures,
continued
Step Action
18 | Once the CONUS COLA request has been approved, return to the member’s

CONUS COLA page (notice there are now 12 rows). Click the Plus (+) button to
add the LPC row that was deleted in Step 4.

CONUS COLA OUTCONUS COLA

Harold Tasker Employee Empl ID 1234567 EmplRecord 0
CONUS COLA Entitlements Find | View All First 4 Last
—
Effective Date: 02/01/2022 elete
s | Active v
Status: = ‘ Approved:
COLA Type: CONUS COLA Without Dependents Approver: 7654321 Bear, CoastE
Approved at:  09/14/23 8:29AM

COLA Reason: P
COLA Zip: 02109
Zip Code Mismatch

PDS Zip-Code Mismatch Authorized by PSC/CG-1332:
Attach the Authorization Document, if Applicable (1500 KB Limit)

Attached File  PCS_Orders_Sample_Doc.docx View Attachment

CONUS COLA Dependent Beneficiaries Personalize | Find | &2 | B3 First (4’ 10of1 (2 Last
Dependent Information Termination Information =p
Dep/Ben Name Relation Birth COLA Elig In A Service 50% Supp Last Approval
/Save ||[Gh Retunto Search ||[=] Notify | &% Refresh #] Update/Display || & Include History

19

e Enter the Effective Date and ensure the Status indicates Active. Using the drop-
downs, select the appropriate COLA Type and COLA Reason. Ensure the
COLA Zip is correct. It is important that the COLA Type, COLA Reason, and
COLA Zip match the screenshot of the Promotion row taken in Step 7.

e In a case where dependents would need to be added, click the lookup icon under
Dependent Information and select the appropriate Dependent from the Search
Results. Click the Plus (+) button to add additional dependents as necessary.

e If the zip code does not match the current unit repea Steps 11-14.

e Click Save and notify the SPO Auditor the request is now awaiting approval.

CONUS COLA QUTCONUS COLA
Malcolm Reynolds Employee EmplID 1234567 Empl Record 0
CONUS COLA Entitlements [ First ‘4" 10f4 * Last
- Delete [+]
Effective Date: | 01/01/2019 _|[5)
Status: [Active hd
Approved:
Approver:
COLA Type: |CONUS COLA Without Dependen v Approved at:
COLA Reason: | Cost of Living Adjustment/LFC ~
COLA Zip: 02109
CONUS COLA Dependent Beneficiaries Personalize | Find | (2 | B First ‘4’ 10f1 ‘' Last
Dependent Information Termination Information
*Dep/Ben Name Relation Birth COLA Elig In A Service 50% Supp Last Approval
{ I =
\o" Return to Search =] Notify 2| Update/Display 22| Include History

Continued on next page
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13 October 2023

Correcting CONUS COLA (Out-of-Range), Continued

Procedures,

continued

Step

Action

20

Once approved, return to the member’s CONUS COLA page. In this example, the
LPC row was the last row to be entered and approved. Notice the date/time of the
approvals are within 15 minutes of each other.

CONUS COLA Entitlements Find | View 1 First (4 1493 0f13 (b Last
)
Effective Date:  01/01/2023 Deleta
Status: Active v
Approved;
Approver:
COLA Type: Approved at:
COLA Reason: Cost of Livin
COLA Zip: 02109

Zip Code Mismatch
PDS Zip-Code Mismatch Authonized by PSCICG-1332:
Attach the Authorization Document, if Applicable (1500 KB Limit)

Attached File  PCS_Ovrders_Sample_Doc docx View Atachment

CONUS COLA Dependent Beneficiaries Personalize | Find | &2 | & First (1) 10f1 (») Last
Dependent Information | Termination Information | [F53

DepBen Mame Relation Barth COLA Elig In A Service 50% Supp Last Approval

-l
Deleta )
Effective Date: 0012022
. Active v
Stats: - Approved:
Approver: Jo54371 faEs
COLA Type: CONUS COLA Without Dependents Approved at:
COLA Reason: Fromation
COLA Zip: 02109
Zip Code Mismatch
PDS Zip-Code Mismatch Authonized by PSCICG-1332:
Attach the Authorization Document, if Applicable
Attached File  PCS_Orders_Sample_Doc docx View Attachment
CONUS COLA Dependent Beneficiaries Personalize | Find | &2 | £ First (1) 1of1 (& Last
Dependent Information | Termination Information | [0
Dep/Ben Mama Relation Birth COLA Elig In A Service 50% Supp Last Approval
+
Effective Date: 0172002022 Delata o
Status: Active e
Approved:
Approver:

COLA Type: CONUS COLA Without Dependents
COLA Reason: Divorce
COLA Zip: 02109

Approved at: | 02/14/23 & 19AM

Zip Code Mismatch
PDS Zip-Code Mismatch Authorized by PSC/ICG-1332:
Anach the Authorization Document, it Applicable

Attached File PCS_Orders_Sample_Doc.docx i 1 View Attachment
CONUS COLA Dependent Beneficiaries Personalize | Find | £2)] [ First (4 10of1 (b Last
Dependent Information Termination Information =TT

Dep/Ben Name Relation Barth COLA Elig In A Service 50 Supp Last Approval

21

Remember, because this correction is Out-of-Range (any part of the affected
period is older than 24 pay periods or 1 year), all the corrections/changes MUST
be reported to PPC Customer Care to be processed manually.
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13 October 2023

Approving CONUS COLA

Introduction

In-Range vs.
Out-of-Range

Timing

This section provides the procedures for a SPO Auditor to approve a
CONUS COLA request in Direct Access (DA).

If the correction is In-Range (the entire affected period is within 24 pay
periods or 1 year): follow the steps in this guide and all corrections
should process automatically without manual intervention by PPC.

If the correction is Out-of-Range (any part of the affected period is older
than 24 pay periods or 1 year): follow the steps in this guide. Once all
corrections/changes have been approved, all the corrections/changes
MUST be reported to PPC Customer Care to be processed manually.

For guidance on how to take and attach screenshots (required) when
submitting a Customer Care ticket, see the Submitting Trouble Tickets
with Supporting Images user guide.

CONUS COLA does not allow for editing of its rows; therefore, a
correction generally requires deleting and re-entering existing CONUS
COLA rows. Any deletion must be approved immediately and a new
CONUS COLA row re-entered with the correct dates and entitlements.
The new row needs to be approved immediately as well.

THIS COMPLETE PROCESS MUST BE DONE WITHIN THE
SAME PAY PERIOD TO PREVENT PAY PROBLEMS! PPC
(MAS) RECOMMENDS COMPLETING THE ENTIRE PROCESS
WITHIN 10 MINUTES. FAILURE TO COMPLETE
CORRECTIVE ACTIONS IN PROPER SEQUENCE AND
TIMING MAY RESULT IN
OVERPAYMENTS/UNDERPAYMENTS.

First, delete the CONUS COLA row(s) from newest to oldest:
1. Delete the NEWEST incorrect CONUS COLA row.

2. Approve the deletion.

3. Repeat steps 1 and 2 until the entire affected period is deleted.

Then, add CONUS COLA row(s), from oldest to newest.

1. Add the oldest CONUS COLA row with the correct information.
2. Approve the addition.

3. Repeat steps 1 & 2 until the entire period is added.

Continued on next page
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13 October 2023

Approving CONUS COLA, continued

Procedures See below.
Step Action
1 Navigate to Member Self Service via the drop-down or by page arrows.

Member Self Service v

I< 20f2 I Notifications (&

Direct Access Anncuncements Absence Request - View

AD/RSV Payslip

Actions Alerts ‘

Click on the Requests (All Types) - View tile.

Requests (All Types) - View

28

Continued on next page




13 October 2023

Approving CONUS COLA, continued

Procedures,
continued

Step

Action

3

Select the Requests | am Approver For radio button. Ensure the Transaction
Status indicates Pending. Click Populate Grid.

Note: The Search Results may be narrowed by selecting the Submission From
Date and/or Submission To Date.

View My Action Requests

Coast E Bear

1. "My Submitied Requests’ allows member to bring up only their Action Reguesis.

2. "Requests | am Approver For' allows approver to bring up only those Acfion Reguests submitted to them

3. "All Requests’ allows the approver to pull up their Action Requests and those submitted to them

4. Transaction Name field allows user to select a particular transaction {i.e., Absence Reguest, Delegation, etc.)

5. Refresh button clears the grid and defaults it back to "My Submitted Requests’ and Transaction Status of "Pending’
6. Populate Grid button populates the grid based on what was selected for the radio button, Transaction Mame,
Transaction Status, and what was entered in the Submission From/Submission To Dates

) My Submitted Requests ® Requests | am Approver For O All Requests
Transaction Name: [ All Transactions v
Transaction Status: [ Pending |
Submission From Date: [5]
Submission To Date: [5] Refresh

A list of pending requests will display. Locate the appropriate request and click
Approve/Deny to open the request.

Personalize | Find | View All | (1] E5 First (4 1-200f 34 Last

Transaction Name Status Member Member's Last Name  Member's Emplid  Member's Deptid

Submitted By Approver Submission Date  Drill Date
ApproveDeletion Pending Harold Tasker

Tasker 12343567 007474 lohnny Appleseed  CoastE Bear 2023/09/12

Continued on next page
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13 October 2023

Approving CONUS COLA, continued

Procedures,
continued

Step Action

5 The Action Request will display. To view the details of the action request, click
‘Click here to view additional request information’ URL.

Enter Comments as appropriate (required if the request is being denied).
Click Approve or Deny as appropriate.

Action Request

Delete Transaction on Approval
Tasker, Harold
INSTRUCTIONS HERE

Request Details

Type: CONUS
EffDt: 01/01/2023
QOCONUS Type

Code:
QCOMNUS Instance:

Request URL

| Click here fo view additional request information. |

Comment:

6 The Request Status will update based on the selection made in Step 5.
Request Status]Approved

Approvers

Approved
Coast E Bear

¢ CGHRSUR for User's SPO
0912723 - 11:51 AM
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