17 January 2024

SMR Batch Process

Overview

Introduction This guide provides the procedures for the Servicing Personnel Office
(SPO) to start or stop a Coast Guard Standard Meal Rate (CGSMR)
Batch request for an entire Cutter/Unit with a single transaction in Direct
Access (DA).

NOTE: This feature is programmed to start new EABP Instances OR
stop open EABP Instances due to Galley Closures, etc. This feature may
also be used to correct/change a Stop Date for a Cutter/Unit.

Stage Data If an SMR Batch Submission is started but unable to be completed at that
time, click Stage Data to save the SMR Batch Search Parameters. Upon
return to the SMR Batch Submission process, the Staged Data will
populate automatically.

NOTE: Only one set of parameters may be saved at a time.

SMR Batch Submit

SMR Batch Submission

¥ Instructions

Select this guide for step-by-step instructions.

hitps:{iwww dems. uscg, miliportalsi10/cg-1/ppc/guides/gp/spo/eamings/smrbatchprocess. pdf
Search
*Action ‘ New Meal Requests v Validation Status:
“Begin Date 11/12/2023
End Date ‘
*Set ID |m
*Department ‘m| )

*Batch Description  |CGC WM CHADWICK -Galley Closure|

[ Search Members ] I Stage Data I [ Clear My Submitted Process Monitor
Batches
Submit [ Delete Selected Members I
Members
F[]
Empl ID Empl Red Name Element Name
[l 1 [1111111 al 0 al Gamaee Gaffer A Discount Meal Rate | ==

SMR Staging Confirmation (31100_18)
Search parameters and member list successfully saved.

[OK ]

Continued on next page
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SMR Batch — New Meal Requests

Introduction This section provides the procedures for the SPO to start a new SMR
Batch request in DA.

NOTE: Out-of-Rance SMR transactions cannot be processed using the
SMR Batch Submission process. Individual transactions must be entered
using the Starting CG Standard Meal Rate (CGSMR) process.

Procedures See below.
Step Action
1 Navigate to: NavBar icon > Menu > Human Resources > Requests.

NavBar: Menu

O /o

Recently Visited ¢

P
> E PeopleTools >

R
-
ecruiting >
m Reporting Tools >
E Reserve Activities >
— m Enterprise Components >
s
Menu E Enterprise Learning > E Schedule a Query
G E Self Service >
Global Payroll & Absence Mgmt: m Self Service >
E Separations

H Human Resources

M
m Mobilization NavBar: Menu ]
Menu
= My Feeds
E My Preferences Reconyvimie)| FUMan Resources
E My System Profile E Email Address
° s = Find an Employee
E Orders
P — E Global Email Address
m PeopleTocls
Menu m Human Resources Programs >
R
m Recruiting > E Human Resources Reports >
m Reporting Tools > E Requests >I

Continued on next page
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SMR Batch — New Meal Requests, Continued

Procedures,
continued
Step Action
2 Scroll down and select the SMR Batch Submission option.

E Proxy - Submit Pay Correction

E Proxy - Submit SPDuty Pay Req
= Proxy - Supp CA Request
= Proxy - TSP Adjustment Request

= Ready Reserve Integration Rgst

= SMR Batch Approval
E SMR Batch Submission

E Submit a COLA Unique Request

The SMR Batch Submission page will display.

SMR Batch Submit
SMR Batch Submission

L ¥!Instructions

Select this guide for step-by-step instructions.

Search
“Action
“Begin Date |
End Date |
*Set ID Q
*Department Q

*Batch Description

hittps:ivewew dems uscg.miliportals/ 10/cg-1/ppc/guides/gpispolearnings/smrbatchprocess. pdf

v Validation Status:

Search Members H Stage Data | I

Clear

Batches

My Submitted Process Monitor

Continued on next page
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SMR Batch — New Meal Requests, Continued

Procedures,
continued

Step Action
4 Using the Action drop-down, select New Meal Requests.
SMR Batch Submit

SMR Batch Submission

¥ |nstructions

Select this guide for step-by-step instructions.

Search
*Action I New Meal Requests vl Validation Status:
“Begin Date ||
End Date ||
“Set ID [ al
*Department | —Q. | )
*Batch Description | |
l Search Members l l Stage Data l l Clear E’Igtg#iet;mitted Process Monitor

5 Enter a Begin Date (required). Enter an End Date (optional).

NOTE: The Begin Date CANNOT date more than 24 pay periods into the past
and the End Date CANNOT extend more than 12 pay periods into the future.

SMR Batch Submit I

SMR Batch Submission

¥ Instructions

Select this guide for step-by-step instructions.
https: ihwww dems uscg.miliportals/10/cg-1/ppc/guidesigp/spoleamingsismrhatchprocess pdf

Search

*Action New Meal Requests v Validation Status:
*Begin Date 11/13/2023

End Date 12/23/2023
*SetID Q

*Department Q

"Batch Description
Search Members ] Stage Data \ Clear ngtcshucbsmmecl Process Monitor

Continued on next page
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SMR Batch — New Meal Requests, Continued

Procedures,
continued
Step Action
6 Enter 00010 for the Set ID.
SMR Batch Submit
SMR Batch Submission
¥ Instructions
Select this guide for step-by-step instructions.
https: v, dems uscg miliportals/10/cg- 1/ppc/guides/gpispolearnings/smrbatchprocess pdf
Search
“Action | New Meal Requests - Validation Status:
“Begin Date 11/13/2023
End Date 1212312023
“Set D 00010 Q
“Department | Q |
"Batch Description ‘
Search Members ] [ Stage Data l [ Clear | My Submitted Process Monitor
Batches

7 Enter the Department ID number for the Cutter/Unit who will require CGSMR
to be started.

SMR Batch Submit

SMR Batch Submission

¥ Instructions

Select thiz guide for step-by-step instructions.
hittps v dems. uscg.miliportals/10/co-1/ppo/guides/gpispol/earnings/smrbatchprocess. pdi

Search
“Action ‘ New Meal Requests v Validation Status:
“Begin Date (111132023 [ |
End Date 1212312023 [iz]|
*Set ID 0010 Q-
*Department .

*Batch Description ‘ ‘

Search Members l l Stage Data l [ Clear My Submitted Process Monitor
Batches

Continued on next page
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SMR Batch — New Meal Requests, Continued

Procedures,
continued

Step Action
8 Enter a Batch Description. This is a required field and is limited to 50
characters (see Note).

Click Search Members.

NOTE: The Batch Description can be anything, but it is recommended the
description be indicative of the unit and reason for the SMR Batch Submission
(i.e., Unit name and Galley Closure or TEMDU, etc.). If there are multiple
entries for the same unit, it is recommended to include the date in the Batch
description.

[ SMR Batch Submit
SMR Batch Submission

¥ |nstructions

Select this guide for step-by-step instructions.
hittps:ifwww. dems.uscg.mil/portals/10/cg-1/poc/guides/opispe/earnings/smrbaich process. pdi

Search
*Action | New Meal Requests - Validation Status:
“Begin Date ||
End Date “
*Set D looot0 Q@
“Department |@| )

*Batch Description | CGC WM CHADWICK -Galley Closure|

Search Members l Stage Data l l Clear My Submitted Process Monitor
Batches

Continued on next page
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SMR Batch — New Meal Requests, Continued

Procedures,
continued
Step Action
9 | Alist of the Members assigned to the Department ID will display. Review the

listed.
e To add a member(s), see Step 10.
e To remove a member(s), see Step 11.

IMPORTANT: When adding and removing members
departed PCS but has not yet reported to their new un

requested SMR Batch period.

list of members to ensure all personnel who should be included in the batch are

remove them from the list of Members for the SMR Batch request. If adding a
Reservist to the list of Members, ensure they are on Active Duty orders for the

. If the member has
it (En route), be sure to

SMR Batch Submit

SMR Batch Submission
¥ Instructions

Select this guide for step-by-step instructions.
itps-/fwww.dems.uscg.milipertalsi 10vcg-1/ppe/guides/gp/spo/earnings/smriatchprocess. pdf

*Batch Description

Search
*Action | New Meal Requests v Validation Status:
*Begin Date |
End Date |12/23/2023
“Set ID loooto Q@
“Department 049033 Q|

|CGC WIM CHADWICK -Galley Closure

l Search Members

Ivly Submitted
Batches

] I Stage Data I [ Clear Process Monitor

Submit [ Delete Selected Members ]

Members
=)o X

Empl ID Empl Red Name Element Name

(S) IEUERERRLY al o Q|  Gamgee, Gaffer A Discount Meal Rate | 4 |
O 2|e222222 @ o Q| Baggins, Bibo B Discount Meal Rate | 4 |
O 3[3933323 al |o Q|  sackile, Lotho B Discount Meal Rate | + |
Of 44444444 al o Q  Brandybuck, Meriadoc C Discount Meal Rate | + |
0| 55555585 al o Q| Cotion, Bowman D Discount Meal Rate | + |
O oleeesses | o Q|  Appledore, Rowie E Discount Meal Rate | 4 |
al| r[mmmr Al o Q| Proudfoot, Sancho F Discount Meal Rate |_|
O ¢ |esssess al o Q|  Bombadi, Tomas G Discount Meal Rate | |
O o o990 al o Q|  Sandyman, Theodore H Discount \eal Rate |7|

Continued on next page
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SMR Batch — New Meal Requests, Continued

Procedures,
continued

Step Action

10 | To add a member to the list, click the plus (+) button on any row. This will
insert a blank row. Use the Lookup or enter the appropriate Empl ID for the
member to be added to the SMR Batch Submission (see note) and press Enter
or the Tab key. Repeat as necessary.

NOTE: Members assigned to other Department IDs may be added to the SMR
Batch request.

| SMR Batch Submit |

SMR Batch Submission

¥ Instructions

Select this guide for step-by-step instructions.
hitps:/fwww. dems .uscg.miliportalsi10/cg-1/ppc/guides/gp/spo/earnings/smrbatchprocess. pdf

Search
*Action | New Meal Requests v Validation Status:
“Begin Date | 11/13/2023
End Date |12/23/2023
*Set ID o010 Q
*Department |@|

*Batch Description | CGC WM CHADWICK -Galley Closure|

l Search Members l l Stage Data l l Clear My Submitted Process Monitor
Batches

Submit l Delete Selected Members l

Members
®|[q

Empl ID Empl Red Name Element Name

o 1 ‘1111111 o.| |o o.| Gamgee, Gaffer A Discount Meal Rate ‘ +‘
O 2222 Qf o Q.| Baggins, Bibo B Discount Meal Rate ‘ + ‘
o 3 ‘3333333 Q | |o Q | Sackville, Lotho B Discount Meal Rate ‘ + ‘
(] 4 ‘4444444 Q | |0 Q | Brandybuck, Meriadoc C Discount Meal Rate ‘ =+ ‘
O 5 ‘5555555 Q | |0 Q | Cotton, Bowman D Discount Meal Rate ‘ - ‘
O sl al [o Q|| umﬁaw—'j: ‘
O 7 ‘6666666 Q | |0 Q | Appledore, Rowlie E § Discount Meal Rate ‘ =+ ‘

Continued on next page
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SMR Batch — New Meal Requests, Continued

Procedures,
continued
Step Action
11 | Toremove a member, check the box for the Empl ID to be removed from the

SMR Batch Submission. Once all appropriate boxes have been checked click

Delete Selected Members.

SMR Batch Submit

SMR Batch Submission

¥ |nstructions

Select this guide for step-by-step instructions.
ttps-ferww dems. useg. milipertalsi10/eg- Uppe/ouides/gp/spo/earnings/smrbatchprocess paf

Search
“Action ‘ New Meal Requests v Validation Status:
*Begin Date 111312023
End Date 12/23/2023
*Set D |m
*Department |m|

*Batch Description | CGG WM CHADWICK -Galley Closure

I Search Members H Stage Data I l Clear ] My Submitted Process Monitor
Batches

Submit I Delete Selected Members I

Members
ISy

Empl ID Empl Red Name Element Name

Ol 1] al [o Q | Rice Richard Allen Discount Meal Rate | + |
O 2 |2222222 Q ‘ |0 Q ‘ Baggins, Bilbo B Discount Meal Rate | -+ |
0| ¢ |30022 al |o Q| Sackvile, Lotho B Discount Meal Rate | + |
(] 4 |4444444 Q ‘ |0 Q ‘ Brandybuck, Meriadoc C Discount Meal Rate | =+ |
5 |5555555 Q ‘ |D Q ‘ Cotton, Bowman D Discount Meal Rate | + |
O 6 |6666666 Q ‘ |0 Q ‘ Appledore, Rowlie E Discount Meal Rate | =+ |
7 |???T?’?? Q ‘ |O Q ‘ Proudfoot, Sancho F Discount Meal Rate | =+ |
O ¢ |sssssss al fo Q. Bombadil, Tomas G Discount Meal Rate | + |
O 9 |9999999 Q ‘ |0 Q ‘ Sandyman, Theodore H Discount Meal Rate | + |

A confirmation message will display. If sure, click Yes.

SMR. Delete Confirmation (31100,28)
Selected members will be deleted from the members grid.

Click Yes to continue or No to go back.

| |

10

Continued on next page



17 January 2024

SMR Batch — New Meal Requests, Continued

Procedures,
continued

Step Action

12 | Once the list of members has been reviewed and verified, click VValidate.

| SWRBatch Submit |

SMR Batch Submission

¥ Instructions

Select this guide for step-by-step instructions.
hittps:/wwnw.dems. uscg. miligortalsi10/cg-1/ppc/guides/gp/sposearnings/smrbatchprocess. pdf

Search
*Action ‘ New Meal Requests v Validation Status:
*Begin Date ‘
End Date 1012312023
*Set ID |oooto @
*Department ‘@‘

“Batch Description | CGC ALEX HALEY - Galley Closure \

I Search Members H Stage Data ] [ Clear My Submitted Process Monitor
Batches

Submit [ Delete Selected Members l

Members
=[a]

Empl ID Empl Red Name Element Name

O 1 |1111111 Q | |0 Q | Gamgee, Gaffer A Discount Meal Rate ‘ + |
O 2l al o Q|  Baggins, BiboB Discount Meal Rate ‘ + |
O 3 |3333333 Q | |0 Q | Sackville, Lotho B Discount Meal Rate ‘ + |
(] 4 |4444444 Q | |0 Q | Brandybuck, Meriadoc C Discount Meal Rate ‘ + |
O 5 |5555555 Q | |0 Q | Cotton, Bowman D Discount Meal Rate ‘ + |
O 6 |6666666 Q | |0 Q | Appledore, Rowlie E Discount Meal Rate ‘ + |
O o Al o Q|  Proudfoot, Sancho F Discount Meal Rate ‘ + |
] 8 |8888888 Q | |0 Q | Bombadil, Tomas G Discount IVleal Rate ‘ + |
O 9 |9999999 Q | |0 Q | Sandyman, Theodore H Discount Meal Rate ‘ + |

11

Continued on next page
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SMR Batch — New Meal Requests, Continued

Procedures,
continued
Step Action
13 | A confirmation message will display. Click Yes to begin the Validation Process.

SMR Validation Confirmation (31100,17)
Process will now initiate data validation for every member in the list. "Validation Status” field will list the members that failed validation.

Click Yes to continue or No to go back and change the selection.

14

A Validation message will display. It should indicate Validation Complete (if
not, see Step 15). Click OK. The Validation Status of the SMR Batch
Submission will list all of the Empl IDs for those members who validated
successfully. Skip to Step 16.

SMR Validation (31100,189)
Validation Complete.

If there 2

amine Validation Status field for any validation errors..

R0 errors, click "Submit” button to Submit requests

[ <]
AN

Select this guide for step-by-step instructi

* Instructions

Search
~Action | New Meal Reqm%?\ v| Validation Status: .
——— 9 Validating 1234567, 0 Success. . -
*Begin Date |11f13f2023 10. Validating 1235678, 0 Success...
:. 11. Validating 1236789, 0 Success...
End Dat 1212312023 [iz] 12. Validating 1237890, 0 Success...
ne Hate |7 13 Validating 1221234’ 0 Success. .
*Set ID |00010 Q 14. Validating 1232345, 0 Success...
S 15. Validating 1239876, 0 Success...
. 16. Validating 1237654 0 Success
Department |049033 Q | End \Validation. '/

“Batch Description | CGC WM CHADWICK -Galley Closure|

| Iy Submitted Process Monitor
l Search Members l l Stage Data l l Clear Batches
l Validate l l Submit l l Delete Selected Members l
Members
|E‘;||Q| 1-16 of 16 ~
Empl ID Empl Red Name Element Name
RERENEEETTEY al o Q Gamgee, Gaffer A Discount Meal Rate ‘ + ‘

Continued on next page

12
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SMR Batch — New Meal Requests, Continued

Procedures,
continued

Step Action
15 | During the validation process, if a member already has SMR running for the
period specified in the request, the following message will display. Click OK.

To determine which member the message applies to, see the Validation Status
block of the SMR Batch Submission. The Validation Status will pause at the
affected member.

Click Stage Data to save the SMR Batch Submission parameters. Exit the SMR
Batch process and research the affected member; OR see Step 11 for
instructions to remove the member, then click Validate again to continue the
Validation process.

1l
For a member, for this transaction, there can only be one open transaction at a time. (30003,75)
in date for this action request conflicts with an existing transactionj For this member, examine
the Element Assignment By Payee Component. Look for open transactions. There cannot be more
than one open transaction at a time.
A ¥
\
¥ Instructions
Select this guide for step-by-step instructions.
hitpsfwwiw. dems. uscg.mil/portals/10/cg-1/ppciguides/op/spo/earnings/smrgatchprocess. pdf
Search
“Action | NewMealRequests  v| | Vallten Sutus
" 9. Validating 123456?-; 0 Success... ‘
“Begin Date |W13-’2023 10. Validating 1235678 , 0 Success...
— 11. Validating 1236789, 0 Success...
End Date |12f23.r‘2023 12. Validating 1237890, 0 Success...
e — 13. Validating 1231234 | 0 Success...
*Set ID |00010 Q 14. Validating 1232345 | 0 Success...
"Depal‘tment | 049033 Q | 16. Valldatlng 1237654 . 0
*Batch Description | CGC WM CHADWICK -Galley Closure|
¥ My Submitted Process Monitor
[ Search Members l Stage Data [ Clear Batches
I Validate I I Submit I [ Delete Selected Members l
Members
5)[a]
Empl ID Empl Red Name Element Name
O 1 | 1111111 Q | | 0 Q Gamgee, Gaffer A Discount Meal Rate | + ‘

Continued on next page

13
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SMR Batch — New Meal Requests, Continued

Procedures,
continued
Step Action
16 | Once the Validation process has successfully completed, a confirmation message

will display. Click OK, then click Submit.

SMR Validation (31100,19)
Walidation Complete. Examine Validation Status field for any validation errors. ..

If there are no errors, click "Submit” button to Submit requests.

OK

ﬁl—

¥ Instructions

Select this guide for step-by-step instructions.

Search
+Action | NewfalRequests v Valldation St o succss _
9. Validating 1234567, 0 Success...
“Begin Date 10. Validating 1235678 , 0 Success
11. Validating 1236789, 0 Success...
End Date 12 Validating 1237890, 0 Success...
13. Validating 1231234 | 0 Success...
*Sat ID 14 Validating 1232345 | 0 Success...
15. Validating 1239876 , 0 Success...
“Department 16. Validating 1237654 0 '/

*Batch Description | Ccf: WM CHADWICK -Galley Closure|

I i
\ My Submitted Process Monitor
l Search Members H / Stage Data l l Clear Batches
l Validate "| Submit || l Delete Selected Members l
Members
|E‘;||Q| 116 0f 16 +
Empl ID Empl Red Name Element Name
O [ al o Q|  Gamgee, Gaffer A Discount Meal Rate - ‘ + ‘

17

A confirmation message will display. Click Yes to continue with the SMR
Batch Submission. Click No to go back and make changes.

SMR Batch Confirmation (31100,20)

"New Meal Request” batch process will now be submitted. You can see the process status by clicking the refresh icon on the
page or going to the process monitor.

Click Yes to continue or Mo to go back to change the selection.

L[]~

Continued on next page

14
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SMR Batch — New Meal Requests, Continued

Procedures,
continued
Step Action
18 | The Process Status box will display where the Members list had been. Click the

green arrows (%, ) to refresh the Process Status until it indicates Success (skip to
Step 20) or click Process Monitor to open the Process List (See Step 19).

NOTE: This step may take a considerable amount of time depending on the size
of the SMR Batch request. You may exit this page. Upon returning to the SMR
Batch Submission page (see Steps 1-3), click My Submitted Batches to view
the status of the batch.

| SMR Batch Submit |
SMR Batch Submission

¥ Instructions

Select this guide for step-by-step instructions.

Search
*Action | New Meal Reguests v Validation Status:
*Begin Date ||
End Date 121232023 [i]|
“Set ID |m
*Department ‘m| )

"Batch Description | GGC WM CHADWICK -Galley Closure |

Search Members l I Stage Data l l Clear ] My Submitted
Batches

Process Status
Process Instance 1489431 Queued

Continued on next page

15
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SMR Batch — New Meal Requests, Continued

Procedures,
continued
Step Action

19 | The Process List will open in a new window. Click Refresh until the Run
Status indicates Success and the Distribution Status indicates Posted. To exit
the Process List, close the window.

l Process List I

View Process Request For

User ID \ 1234567 Q  Type v Last v 1| | Days v
Server ¥ Name Q| Instance From Instance To
Run Status % Distribution Status v Save On Refresh Report Manager

¥ Process List

H|Q

View All

Distribution o .
giie Details Actions

Select Instance Seq. Process Type Process Name User Run Date/Time Run Status Sta

1489431 Application Engine  CG_SMR_SUB 1234567 12/12/2023 1:06:30PM EST] Processing N/A Details = ¥ Actions
m‘ Notify ‘

20 | Once the Process Status indicates Success, click My Submitted Batches.
| SMR Batch Submit |
SMR Batch Submission

¥ Instructions
Select this guide for step-by-step instructions.
hittgs iy 5

ms uscg, miliportals i 0/cg. 1ippc/guidesiop/spolearningsismibatchprocess pdf
Search
*Action New Meal Requests v Validation Status:
“Begin Date 111132023 [=2)
End Date 12/23/2023  [i21)
“SetlD o010 Q
*Department 049033 Q
*Batch Description CGC Wi CHADWICK, -Galley Closure
Search Members . Stage Data ‘ [ Clear ;'-;],;|[C}L:.::”ted Process Maonitar

Process Status
Process Instance 1489431 :r:,

21 | The Batch Details will display. Make a note of the Batch ID for the SMR Batch
just completed. The Approver will need this to locate the SMR Batch for

approval.
Click Return to close the Batch Details.
View Batch Details x
Help
[5][a]
View Details Batch ID  Batch Description Request Type SetID Department Batch Status Count ProcessInstance Process Status Submitted By DateTime
1 View Details 00000636 EE;YZMCHADW'CK'GBHSV New Meal Requests 00010 049033 Pending 17 1489431 Success 1234567 12/12/2023 1:08PM

Continued on next page
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SMR Batch — New Meal Requests, Continued

Procedures,
continued
Step Action
22 | The SMR Batch is now awaiting approval.

To exit, click the Home button or to enter another SMP Batch, click Clear.

[ SMR Batch Submit \
SMR Batch Submission

* Instructions
Select this guide for step-by-step instructions

Dites:/wyny doms uscp,mAportals10/69- 1/pec/guidesigR/sno/eaming s/smibatcnprocess oof
Search
*“Action Mew Meal Requests v Validation Status:
“Begin Date 11132023 [
End Date 12232023 [z
*Set D 00010 Q
“Department 049033 Q )

“Batch Description CGC WM CHADWICK -Galley Closure

Search Members Stage Data Clear My Submitted Process Monitor
| I\ ) Batches
Process Status
Process Instance 1489431 Success »

23

A SMR Confirmation message will display. Click Yes and return to the
beginning of this guide and follow the appropriate procedures.

SMR Confirmation (31100,26)

All fields including the IMembers section will be cleared. Note that your staged data, if any, will be
permanently deleted.

Click Yes to continue or Mo to go back.

‘ Mo

17
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SMR Batch — Stop Active Request

Introduction

This section provides the procedures to stop or update an actively
running SMR transaction in DA.

Important
Information

If SMR is only to be stopped temporarily, it is important to submit a New
Meal Request SMR Batch immediately to restart SMR as appropriate.
See the SMR Batch — New Meal Requests section for procedures to
restart SMR.

Out-of-Range SMR transactions cannot be processed using the SMR
Batch Submission process. Individual transactions must be entered using
the Pay Corrections Action Request process.

Procedures See below.
Step Action
1 Navigate to: NavBar icon > Menu > Human Resources > Requests.

NavBar: Menu €§}
B P
@ m Benefits > E PeopleTools >
Recently Visited [ R
Carepf Management > m Recruiting N
: —2 Change My Password E Reporting Tools 3
Favorites
m Reserve Activities >
— E Enterprise Components >

G m Self Service >
E Self Service >
E Separations >
E
E Set Up HCM >
M
E Mobilization T NavBar: Menu ]
= Test Usage Monitoring Menu
= My Feeds @
My Pref Recently Visited 1UMan Resources
Y Freterences | Workforce Administration >
Email Address
My System Profil E
E V System Frotile m Workfordg Development > o
o E Find an Employee
. Favorites
E Orders N m Worklist >
P — = Global Email Address
PeopleTools >
m P \ Menu E Human Resources Programs >
R
E Recruiting > m Human Resources Reports >

s
m Enterprise Learning > E Schedule a Query

Continued on next page
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SMR Batch — Stop Active Request, Continued

Procedures,
continued
Step Action
2 Scroll down and select the SMR Batch Submission option.

Proxy - Submit Pay Correction

Proxy - Submit SPDuty Pay Req

Proxy - Supp CA Request

Proxy - TSP Adjustment Request

Ready Reserve Integration Rgst

SMR Batch Approval

SMR Batch Submission

Submit a COLA Unique Request

The SMR Batch Submission page will display.

SMR Batch Submit

Search

*Action

End Date

“SetID

*Begin Date

“Department

SMR Batch Submission

Select this guide for step-by-step instructions.
hitps:iivwen. dems uscg.miliportals/10/cg-1/ppe/guidesigp/spo/earningsismrbatchprocess pdf

Q

Q

*Batch Description |

Search Members ” Stage Data H

Clear

Batches

My Submitted

Validation Status:

Process Monitor

19

Continued on next page
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SMR Batch — Stop Active Request, Continued

Procedures,
continued

Step

Action

4

Using the Action drop-down, select Stop Active Requests.

SMR Batch Submit

SMR Batch Submission

¥ Instructions
Select this guide for step-by-step instructions

https: i dems. uscg.miliportals/10/cg-1/ppciguides/gn/spolearnings/smrbatehproc

pdf

Search

*Action I Stop Active Requests

VI

Validation Status:

End Date |

9]

| Q

*SetID
*Department

EABP Date Range

To|

Begin Date |

From

To|

End Date From |

“Batch Description

[ Search Members ] [ Stage Data l I

Clear

Process Monitor

] My Submitted
Batches

Batch transaction to restart SMR.

Enter the End Date SMR s to stop (End Date CANNOT extend more than 12
pay periods into the future). Remember, you must process a separate SMR

SMR Batch Submit
SMR Batch Submission
¥ Instructions
Select this guide for step-by-step instructions.
hitps: /Ay, dems. uscg. mil/portals/10/cg-1/ppc/guides/gp/spo/earnings/smrbatchprocess pdf
Search
“Action | Stop Active Reguests - Validation Status:
End Date 12/11/2023
*Set ID aQ
*Department | Q ‘
)
EABP Date Range
Eegln Date o | ‘
rom
End Date From ‘ To | ‘
“Batch Description | |
Search Members H Stage Data ] [ Clear l My Submitted  Process Monitor
Batches

Continued on next page
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SMR Batch — Stop Active Request, Continued

Procedures,
continued
Step Action
6 Use the look up to enter 00010 for the Set ID.

Validation Status:

SMR Batch Submit
SMR Batch Submission
* Instructions
Select this guide for step-by-step instructions
hitps: iy dems. uscg, milfportals/ 0/cg-1/ppe/guides/g p/spolearnings/smrbatchprocess . pdf
Search
*Action | Stop Active Requests ~
End Date |12111/2023
*Set ID 00010 Q
*Department | Q |
EABP Date Range
Begin Date [=:]
From | To | . ‘
End Date From | To | ‘
“Batch Description | |
l Search Members H Stage Data H Clear My Submitted
Batches

Process Monitor

Use the look up to enter the Department ID number of the unit/members SMR

should be stopped.

SMR Batch Submit

SMR Batch Submission

¥ Instructions

Select this guide for step-by-step instructions

hitps.ifwww.deme. uscg. milipartals/ 10/co-1/ppc/guides/gp/spolearnings/smrbaichprocess. pdf

Validation Status:

¥

vty Submitted
atches

Search
*Action | Stop Active Requests v
End Date |12111/2023
“SetID |ooo10 Q|
*Department 000099 Q
EABP Date Range
Begin Date | . ‘ ‘
From
End Date From | To ‘ ‘
*Batch Description ‘
Search Members ” Stage Data H Clear

Process Monitor

21
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SMR Batch — Stop Active Request, Continued

Procedures,
continued

Step Action
8 Enter a Batch Description. This is a required field and is limited to 50
characters (see Note).

To utilize the EABP Date Range field (optional) see Step 9; otherwise, click
Search Members.

NOTE: The Batch Description can be anything, but it is recommended the
description be indicative of the unit and reason for the SMR Batch Submission
(i.e., Unit name and Galley closure or TEMDU, etc.). If there are multiple
entries for the same unit, it is recommended to include the date in the Batch

description.
| SMR Batch Submit
SMR Batch Submission
~ Instructions
Select this guide for step-by-step instructions.
hitps:/fwwrw dems uscg,mil'portats/10/cg-1/ppe/guides/gp/spoleamings/smrbatchprocess pdf
Search
~Action Stop Active Reguests v Validation Status:
End Date 12111/2023  [i2]
"Set D 00010 Q
*Department 0000089 Q

EABP Date Range

Begin Date it
From E To
End Date From |: To

“Batch Description ICGC THETIS Galley Closure 12 Dec 2|

I Search Members | I| Stage Data | Clear My Submitted Process Monitor

Batches

Continued on next page
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SMR Batch — Stop Active Request, Continued

Procedures,
continued

Step Action

9 | The EABP Date Range may be used to narrow the list of members available for
the SMR Batch Submission. This may be especially helpful for those units with
a large number of members with numerous EABP DMR Instances. The EABP
Date Range is not limited to In-Range Dates only. This is to allow the system to
search for SMR transactions that have been continuously running for more than
24 pay periods or have an open End Date.

All EABP Date Range fields are optional. Enter an EABP Date Range, then
click Search Members.

WARNING: Use the EABP Date Range feature with caution. If the Begin
Date From/To and/or the End Date From/To date ranges are used, the Search
Results will ONLY display those EABP DMR Instances that fall within the date
range(s) provided.

IMPORTANT: Review the list of Members carefully to ensure all members to
be included in the SMR Batch Submission populated. If not, see Step 12 to add
members or remove the EABP Date Range parameter and click Search
Members again.

| SMR Batch Submit

SMR Batch Submission

¥ Instructions

Select this guide for step-by-step instructions
hittps:/iwvnw dems uscg milportals/10/cg-1/poc/guides/gp/spo/eamings/smrbaichprocess pdf

Search

*Action Stop Active Requests - Validation Status:
End Date 121172023 [i%]

*SetID 00010 Q

"Department 000099 Q

EABP Date Range

Begin Date 10/18/2023 E To | 12122023
From
End Date From E To

"Batch Description CGC THETIS Galley Closure 12 Dec 2

|| {“Search Members | || Stage Data | Clear My Submitted Process Monitor

Continued on next page
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SMR Batch — Stop Active Request, Continued

Procedures,
continued
Step Action
10 | A list of the Members will populate based on the search parameters defined in

Steps 4-9. Members may be listed multiple times if they have multiple DMR
Instances in EABP.

To remove a member that should not be included in the SMR Batch OR to
remove closed DMR Instances (see Important note below), check the box for the
Empl ID to be removed from the SMR Batch Submission. Once all appropriate
boxes have been checked, click Delete Selected Members.

To add a missing member, see step 13.
IMPORTANT: If the member has multiple DMR Instances listed, only the

DMR Instance to be stopped/adjusted should be left in the list. All other DMR
Instances MUST be removed to prevent over/under payments.

When adding and removing members: If the member has departed PCS but has
not yet reported to their new unit (En route), be sure to remove them from that
list of Members for the SMR Batch request. If adding a Reservists to the list of
Members, ensure they are on Active Duty orders for the requested SMR Batch
period.

[ sMR Batch submit |

SMR Batch Submission
~ Instructions

Select this guide for step-by-step insiructions

hitos: v dems.uscg, mi/portals/10/cg- ngs/smrbatchorocess.odt
Search
“Action | Stop Active Requests vl Validation Status:
End Date [12112023
*SetID looot0 Q]
“Department 000089 Q| |
EABP Date Range
Begin D i
Begin Date [10102/2023 s | 1271202023 [
End Date From ‘ To | =l
"Batch Description | GG THETIS Galley Glosure 12 Dec 2|
l Search Members H Stage Data H Clear l My Submitted  Process Monitor
Batches
Submit [ Delete Selected Members ]
Members
EIEY
Empl ID Empl Red Name Element Name Begin Date End Date  Descr Descr2  Instance
— p CALCULATED BY GLOBAL [y |
g 1111111 0 Gamgee, Gaffer A Discount Meal Rate  10/02/2023 PAYROLL YES 2 i
-1 | } | - j {CALCULATED BY GLOBAL | ] Hwl
1 2222222 U Baggins, Bibo B ;DISCﬂth WMeal Rate 210’020023 EPAYROLL ;VES 10 i
0§ 33333333 0 Sackville, Lotho B Discount Meal Rate  10/02/2023 CALCULATED BY GLOBAL YES 4 +
PAYROLL ha
[ | # 4444444 0 Brandybuck, Meriadoc G Discount Meal Rate ' 10/02/2023 CALCIUATEDIBY(CEGHAR YES 5 +
PAYROLL ha
5! 5555555 10 | Cotton, Bowman D | Discount Meal Rate | 10/02/2023 | [GLEIUIED Y GUEREL ey |y H g
i | | {PAYROLL | | T
[ ATEn DV AL ADAL =

Continued on next page
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SMR Batch — Stop Active Request, Continued

Procedures,
continued

Step Action
11 | A confirmation message will display. Click Yes.

SMR Delete Confirmation (31100.28)
Selected members will be deleted from the members gnd.

Click Yes to continue or No to go back.

o

e

12 | Once the list of Members has been reviewed and verified, click VValidate and
skip to Step 14.

SMR Batch Submit

SMR Batch Submission

¥ Instructions

Select this guide for step-by-step instructions.
ttpsz/iwww. doms. uscg.miliportals/ 1 0/cg-1/ppciguides/op/spo/eamings/smrbatchprocess. pdf

Search
*Action | New Meal Requests ~ Validation Status:
*Begin Date |
End Date 12/23/2023
*Set ID 00010 Q@
*Department |m‘

“Batch Description |CGC WM CHADWICK -Galley C\osure|

[ Search Members H Stage Data ] l Clear My Submitted Process Monitor
Batches

Submit I Delete Selected Members l

Members
|E‘;||Q| 1-190f 19 +

Empl ID Empl Red Name Element Name

O 11111111 al |o Q.| Gamgee, Gaffer A Discount Meal Rate | + |
o |2222222 qQ | |o Q | Baggins, Bilbo B Discount Meal Rate | + |
O 3 |3333333 qQ | |o Q | Sackville, Lotho B Discount Meal Rate | + |
(] 4 |4444444 Q | |D Q | Brandybuck, Meriadoc G Discount Meal Rate | + |
O 5 |5555555 Q | |0 Q | Caotton, Bowman D Discount Meal Rate | + |
O 6 l| Q I |0 Q | Discount Meal Rate | L |
O 7leseeess Q| |o Q| Appledore, Rowle F Discount Meal Rate | + |

Continued on next page
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SMR Batch — Stop Active Request, Continued

Procedures,
continued
Step Action
13 | To add a member to the list, click the plus (+) button on any row. This will

insert a blank row. Click Select Member, then use the Lookup or enter the
appropriate Empl ID for the member to be added to the SMR Batch Submission
(see Note) and press Enter or the Tab key. Repeat as necessary.

Once the list of Members has been reviewed and verified, click VValidate.

NOTE: Members assigned to other Department IDs may be added to the SMR
Batch request.

IMPORTANT: When adding and removing members: If the member has
departed PCS but has not yet reported to their new unit (En route), be sure to
remove them from the list of members for the SMR Batch request. If adding a
Reservist to the list of Members, ensure are on Active Duty orders for the

requested SMR Batch period.

SMR Batch Submission

~ Instructions

uide for step-by-step instructions
vy dems uscg, miliporials/10/cg:1 ings/smrbatchprocess pdf

Search

*Action | Stop Active Requests vl Validation Status:

End Date [12111/2023

“Set ID [ooo0 Q|

“Department 00009 Q| )

EABP Date Range
Begin Dat p
BeginDate [10/0212023 To | 1211272023 [iF)|
End Date From | To ‘ |

*Batch Description ‘CGC THETIS Galley Closure 12 DECZ‘

My Submitted Process Monitor

l Search Members ” Stage Data H Clear
Batches
Submit Delete Selected Members
Members
Ly
EmplID EmplRed Name Element Name Begin Date End Date Descr Descr2 Instance
- p CALCULATED BY GLOBAL
O 11 0 Gamgee, Gaffer A Discount Meal Rate  10/02/2023 PAYROLL YES 2 +
- CALCULATED BY GLOBAL
O 2 2222222 0 Baggins, Bilbo B Discount Meal Rate  10/02/2023 PAYROLL YES 4
ols 0 Discount Meal Rate +
[ 2 4444444 0 Brandybuck, Meriadoc C ~ Discount Meal Rate  10/02/2023 gﬁ;ggthED By ELEL YES 9 +

14

A confirmation message will display. Click Yes to continue with the SMR Batch
Submission. Click No to go back and make changes.

SMR Validation Confirmation (31100,17)
Process will now initiate data validation for every member in the list. "Validation Status” field will list the members that failed validation.

Click Yes to continue or No to go back and change the selection.

Continued on next page

26



17 January 2024

SMR Batch — Stop Active Request, Continued

Procedures,
continued

Step Action

15 | A Validation message will display. It should indicate Validation Complete (if
not, see Step 16). Click OK. The Validation Status of the SMR Batch
Submission will list all of the Empl IDs for those members who validated
successfully.

Click Submit and skip to Step 18.

SMR Validation (31100,19)

| Validation Complete| Examine Validation Status field for any validation errors...

If there are no efxgrs, click "Submit” button to Submit requests.

| SMRBatch Submit | \
SMR Batch Submission

¥ Instructions

Select this guide for step-by-step instructions.

https:ifwww dems . uscg. mil/portals/10/cg-1/ppc/guides/gp/spolearnings/smMgatchprocess. pdf

Search

=Action | Stop Active Requests v l -

74. Validating 1234567 , 0 Success. ..

75. Validating 1235678 , 0 Success...

76. Validating 1236789 , 0 Success. ..

End Date 1211112023 77. Validating 1237890 0 Success. .

. SR 78. Validating 1231234 | 0 Success. .

Set D |OOO10 Q | 79. Validating 1232345 0 Success. .
I ————— 80. Validating 1239876 | 0 Success. .. ]

*Department 000099 Q 81. Validating 1237654 | 0 Success. .
epartmen oocs Q] End Validation... 2023-12-12-16.38.14.000000_|”)

EABP Date Range

Begin Date 10102/2023 To |121212023 x|
End Date From | To| |

“Batch Description |GGC THETIS Galley Closure 12 Dec 2|

l Search Members l I Stage Data I l Clear My Submitted  Process Monitor
Batches
l Validate l l Submit l l Delete Selected Members l

Continued on next page
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SMR Batch — Stop Active Request, Continued

Procedures,
continued

Step Action

16 | During the validation process, if a member does not have any active SMR
Instances running, there is a conflict with another SMR Instance, or has multiple
EABP rows, the following message(s) will display. Click OK.

To determine which member the message applies to, see the Validation Status
block of the SMR Batch Submission. The Validation Status will pause at the
affected member.

Click Stage Data to save the SMR Batch Submission parameters. Exit the SMR
Batch process and research the affected member or see Step 10 for the steps to
remove the member, then click Validate to continue the Validation process.

For a member, for this fransaction, there can only be one open transaction at a time. (30003,75)

The begin date for this action request conflicts with an existing transaction. For this member, examine
the Element Assignment By Payee Component. Look for open transactions. There cannot be more
than one open transaction at a time.

| SMR Batch Submit | \
SMR Batch Submission
¥ Instructions
Select this guide for step-by-step instructions
hittps: /v . dems.uscg. mil/portals/ 1 0/cg-1/ppo/guides/gpispo/earningsismrbatchprocess. pdf
Search
*Action | Stop Active Requests v Validation Status: :
T4 Validating 1234567 , 0 Success... “
75. Validating 1235678 , 0 Success...
76. Validating 1236789 , 0 Success...
End Date 1211172023 77. Validating 1237890 0 Success. .
. —— 78. Validating 1231234 | 0 Success. ..
SetID |00010 Q ‘ 79. Validating 1232345 0 Success...
————— 80. Validating 1239876 0 (]
*Department 000099 Q| =
EABP Date Range .
Begin Date ;
Begir 100212023 To | 1211272023 [
End Date From | To | |
“Batch Description |GGC THETIS Galley Closure 12 Dec 2‘
l Search Members “ Stage Data Il Clear ] My Submitted  Process Monitor
Batches
I Validate I l Submit l l Delete Selected Members l

Continued on next page

28



17 January 2024

SMR Batch — Stop Active Request, Continued

Procedures,
continued
Step Action
18 | A confirmation message will display. Click Yes to continue with the SMR

Batch Submission. Click No to go back and make changes.

SMR Batch Confirmation (31100,20)

"New Meal Request” batch process will now be submitted. You can see the process status by clicking the refresh icon on the
page or going to the process monitor.

Click Yes to continue or No to go back to change the selection

19

The process Status box will display where the Members list had been. Click the
green arrows (< ) to refresh the Process Status until it indicates Success (skip to
Step 21) or click Process Monitor to open the Process List (see Step 20).

NOTE: This step may take a considerable amount of time depending on the size
of the SMR Batch request. You may exit this page. Upon returning to the SMR
Batch Submission page (see steps 1-3), click My Submitted Batches to view
the status of the batch.

[ SMR Batch Submit ‘
SMR Batch Submission

¥ Instructions

Select this guide for step-by-step instructions.

Search
~Action | Stop Active Requests - Validation Status:
End Date (121172023 [
“Set ID |ooo10 Q|
*Department | 000099 Q )
EABP Date Range
Begin Dat
BeginDate | To | =]
End Date From | To | |

“Batch Description | CGC THETIS Galley Closure 12 Dec 2|

Search Members ] l Stage Data l l Clear My Submitted | Process "'-'10”“0f|

Batches
Process Status

Process Instance 1480439 CQueued

Continued on next page
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SMR Batch — Stop Active Request, Continued

Procedures,
continued
Step Action
20 | The Process List will open in a new window. Click Refresh until the Run

Status indicates Success, and the Distribution Status indicates Posted. To exit
the Process List, close the window.

Process List

View Process Request For
UserID | 1234567 Q  Type | v Lest v| \ 1| [pays v |__Refesh |

Server ‘ Name ‘ Q‘ Instance From ‘ | Instance To ‘ | Clear
Reset
Run Status | "‘ Distribution Status ‘ "‘ Save On Refresh Report Manager

¥ Process List

¥ ‘

‘E‘iHQ| 20f2 v View Al

Select Instance Seq. Process Type Process Name User Run Date/Time Run Status [5)";:3: ution Details Actions
1489439 Application Engine  CG_SMR_SUB 1234567 12/12/2023 4:47:28PM EST  Processing NIA Details | ¥Actions
1489436 Application Engine | CG_SMR_APR | 1234567 12/12/2023 3:47:45PM EST Details | ¥Actions

21

Once the Process Status indicates Success, click My Submitted Batches.

| SMR Batch Submit |

SMR Batch Submission

* Instructions

Select this guide for step-by-step instructions.
hitps:/iwww dems wscg.mil/portals/10/co-1/poc/guides/op/spolearnings/smrbatchprocess pdf

Search

*Action | Stop Active Requests v Validation Status:

End Date |12111/2023 [z |

“Set D 00010 Q|

“Department |000099 Q y:

EABP Date Range

Begin Date
Frc?m ‘ To | ‘
End Date From ‘ To | ‘

“Batch Description ‘CGC THETIS Galley Closure 12 Dec 2|

Search Members l l Stage Data l [ Clear My Submitted Process Monitor
Batches

Process Status
Process Instance 1489439 ':’

Continued on next page
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SMR Batch — Stop Active Request, Continued

Procedures,
continued

Step Action

22 | The Batch Details will display. Make a note of the Batch ID for the SMR Bath
just completed. The Approver will need this to locate the SMR Batch for

approval.
Click Return to close the Batch Details.
View Batch Details x
Help
[=][a
View Details | Batch D  Batch Description Request Type SetD Department Batch Status  Count Process Instance Process Status Submitted By DateTime
1 View Details SSCCZTBHET‘SGa”EVC"’SU’e12 Stop Active Requests 00010 000099 Pending 81 1480439 Success 1234567 12112/2023 454PM

23 | The SMR Batch is now awaiting approval.
To enter another SMR Batch, click Clear.

[ SMR Batch Submit ]
SMR Batch Submission

¥ Instructions

Select this guide for step-by-step instructions

Search

*Action | Stop Active Requests - Validation Status:

End Date 121172003 [

“Set ID oot Q|

“Department 000099 Q )

EABP Date Range

Begin Date
S 10/02/2023 To 1271212023 [
End Date From ‘ To ‘ |

“Batch Description |CGC THETIS Galley Closure 12 Dec 2|

Search Members Stage Data I Clear I‘ My Submitted Process Monitor
= Batches

Process Status

Process Instance 1489439 Success

24 | A confirmation message will display. Click Yes and return to the beginning of
this guide.

SMR Confirmation (31100,26)
All fields including the Members section will be cleared. Note that your staged data, if any, will be permanently deleted.

Click Yes to continue or No to go back.

Yes Mo
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Approving an SMR Batch Submission

17 January 2024

Introduction This section provides the procedures to approve a SMR Batch
Submission in DA.

Important You must have the CGHRSUP role to approve SMR Batch
Submissions.

Procedures See below.

Step

Action

0 @

NavBar: Menu {E}’

B
@ m Benefits >

Recently Visited ¢

Cares lanagement >
o hange My Password
Favorites
— m Enterprise Components >
;“u m Enterprise Learning 3

Global Payroll & Absence Mgmt>

H

] >

M
m Mobilization
= My Feeds
E My Preferences
= My System Profile

o

m Orders >
P

m PeopleTools >
R

E Recruiting >
m Reporting Tools >

1 Navigate to: NavBar icon > Menu > Human Resources > Requests.

A

P
m PeopleTools

R

m Recruiting

m Reporting Tools
m Reserve Activities

s
E Schedule a Query
m Self Service
E Self Service
m Separations
m SetUp HCM

T

= Test Usage Monitoring

kforce Administration

m Workforce Bgvelopment

m Worklist

NavBar: Menu {Eﬁ

Human Resources

Recently Visited
E Email Address
Qo
Favorites E Find an Employee
[ E Global Email Address
Menu Human Resources Programs >
N Human Resources Reports >

E >

Menu

32
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Approving an SMR Batch Submission, Continued

Procedures,
continued
Step Action
2 Scroll down and select the SMR Batch Approval option.

E Proxy - Submit Pay Correction

E Proxy - Submit SPDuty Pay Req
E Proxy - Supp CA Request

E Proxy - TSP Adjustment Request

E Ready Reserve Integration Rgst

El SMR Batch Approval I

E SMR Batch Submission

= Submit a COLA Unigue Request

The SMR Batch Approval page will display.

[ SMR Batch Approval ]

SMR Batch Approval

¥ Instructions

Select this guide for step-by-step instructions.
hitps-fivewwe dems uscg milfpertals/10¢co-1/ppc/guides/gp/spo/eamings/smrbatchprocess pdf

Search

Validation Status:

“Action ~

*Batch Q

Search ‘ [ Clear Process Monitor

33

Continued on next page



Approving an SMR Batch Submission, Continued

17 January 2024

Procedures,
continued
Step Action
4 Using the Action drop-down, select the appropriate action type.
SMR Batch Approval
SMR Batch Approval
¥ Instructions
Select this guide for step-by-step instructions.
hitps:dfvweorw.dems.uscg milfportals/10/cg-1/ppc/guides/op/spofeamings/smrbatchprocess. pdi
Search
Validation Status:
*Action I hd
Stop Active Requests
I Search H Clear I Process Monitor
5 Enter the Batch 1D number or use the Lookup to locate and select the

appropriate Batch 1D to be approved.

NOTE: Only the Batch ID’s falling under the Auditor’s SPO tree and for the

Action type selected will be listed in the Search Results.

SMR Batch Approval

SMR Batch Approval

¥ Instructions

Select this guide for step-by-step instructions.
hitps:veww. dems.uscg. milfportalsi10/cg-1/opc/gy (gp/

feamings/smrbatchprg .pdi

Search
Validation Status:

*Action New Ivleal Requests v

*Batch

Search / H Clear Process Monitor

/ Look Up *Batch

Search by | Btch ID v| begins with ‘pooooa

Advanced Lookup

View 100 o
SMR
Batch G Process
Description Batch
ID Instance Status Count
00000637 |STAFTLAUDERDALE - Galley Closure 1488435 Pending 83

Employee Created Datetime

12/12/2023 3:26PM

Help

34
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Approving an SMR Batch Submission, Continued

Procedures,
continued

Step
6 Click Search.
[ SMR Batch Approval ‘

SMR Batch Approval

Action

¥ Instructions

Select this guide for step-by-step instructions.
hitps: v dems. uscg.milfportals/10/cg-1/ppc/guidesigp/spo/earnings/smrbatchprocess. pdf

Search
Validation Status:
*Action | New IMeal Requests v
“Batch 00000837 Q| s7p ey AUDERDALE -
Galley Closure
e
I Search IH Clear l Process Monitor

Review and verify the Members listed, then click Validate.

[ SMR Batch Approval \
SMR Batch Approval

~ Instructions

Select this guide for step-by-step instructions
hito: s

m wseo it
Search
Validation Status:
“Action [ New Meal Requests v
“Batch 00000657 @ g7 e aupERDALE -
Galley Glosure
4

[ Search ) H Clear ] Process Monitor

Aoprove Doy Al ‘DenyAH Comments:

Members

=[q]
Details || Addiional Info | Iy

Batch D Action SetlD Dept  EmplID EmplRed Name BeginDate EndDate  Seq Nums Status Instance  Deser Approver Action
100000637  New Meal Requests 00010 000011 1111111 0 Gamgee, Gaffer A 1200772023 121112023 1

Pending
2 00000837 New Meal Requests 00010 000011 2222222 0O Baggins, Bilbo B 12/07/2023  12/11/2023 1 Pending

A confirmation message will display. Click Yes to continue with the SMR
Batch Submission. Click No to go back and make changes.

SMR Validation Confirmation (31100,17)

Process will now initiate data validation for every member in the list. "Validation Status” field will list the members that failed validation.
Click Yes to continue or No to go back and change the selection.

Continued on next page
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Approving an SMR Batch Submission, Continued

Procedures,
continued

Step Action
9 | A Validation message will display. It should indicate VValidation Complete.
Click OK. The Validation Status of the SMR Batch Submission will list all of
the Empl I1Ds for those members who validated successfully.

Click Approve.

SMR Validation (31100,19)

[Validation Complete |Examine Validation Status field for any validation errors..

If there are no errors, click "Approve” button to Approve requests.

l SMR Batch Approval 1
SMR Batch Approval
¥ Instructions
Select this guide for step-y-step instructions
httg u dems uscg_mil/portal pot
Search
*Acti New Meal Reguests v g
Action [ NewbealRequests 77 Valdating 1234567, 0 Success...
| 78. Validating 1235678, 0 Success.
“Batch |00000’537 Q@ STAFTLAUDERDALE. |79, Validating 1236789, 0 Success...
Galley Closure 80. . Validating 1237890, 0 Success
81. . Validating 1231234, 0 Success
82, Validating 1232345, 0 Success.
83. . Validating 1239876, 0 Success.
[ Search ) Giear ] Process Wonitor End Validation... 2023-12-12-15.45.47.000000
("Validas ") I Approve I I Deny Al l ‘DenyAHCommems:
Members <
Y
Details || Addilional Info | II¥
Batch ID  Action SetlD Dept EmplID EmplRcd Name Begin Date EndDate SeqNum5  Status Instance Descr Approver Action
1 00000637 New Meal Requests 00010 000011 1111111 0 Gamgee, Gaffer A 12/07/2023 12/11/2023 1 Pending Approve
2 00000837 New Meal Requests 00010 000011 2222222 0 Baggins, Bilbo B 12/07/2023 12/11/2023 1 Pending Approve

10 | A confirmation message will display. Click Yes. A second confirmation will
display indicating the approved SMR Batch has been submitted. Click OK.

SMR Batch Confirmation (31100,20)

"Approve" batch process will now be submitted. You can see the process status by clicking the refresh icon on the page or going to the process monitor.
Click Yes to continue or No to go back to change the selection

Continued on next page
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Approving an SMR Batch Submission, Continued

Procedures,
continued

Step Action

11 | The Process Status box will display where the Members list had been. Click the
green arrows (%, ) to refresh the Process Status until it indicates Success (skip
to Step 13) or ciick Process Monitor to open the Process List (see Step 12).

NOTE: This step may take a considerable amount of time depending on the
size of the SMR Batch request. You may exit this page. Upon returning to the
SMR Batch Submission page (see Steps 1-3), click My Submitted Batches to
view the status of the batch.

| SMR Batch Approval |
SMR Batch Approval

¥ |nstructions

Select this guide for step-by-step instructions.
https-Mfeesnwe dems uscg. mil/portals/10fcg-1/ppcfguides/gp/sposeamingsismrbatchprocess pdf

Search

Validation Status:
*Action New Meal Requests v reat “

*Batch 00000BaT Q, | STAFTLAUDERDALE -
Galley Closure

Process Monitor

Search ] l Clear

Process Status
Process Instance 1489436 Queued

12 | The Process list will open in a new window. Click Refresh until the Run
Status indicates Success, and the Distribution Status indicates Posted. To exit
the Process List, close the window.

[ Process List }
View Process Request For

UserID |8765422 Q. Type | v Last v \ 1 [Days | | Refresh |

Server ‘ V‘ Name | Q | Instance From ‘ | Instance To ‘ | Clear

Run Status |7v| Distribution Status ‘7\“ Save On Refresh Report Manager
> Process List
‘ i ‘ ‘ Qa ‘ View All
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status g'i;:tn;:ution Details Actions

1489436 Application Engine CG_SMR_APR 1234567 12/12/2023 3:47:45PM EST ISuccess Posted IDeta\Is ¥ Actions

Continued on next page
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Approving an SMR Batch Submission, Continued

Procedures,
continued

Step Action
13 | Once the Process Status indicates Success, it is important to review Element
Assignment By Payee (EABP) to ensure the SMR Batch processed correctly.

Continue at Step 15 for procedures to review members’ EABPs.
[ SMR Batch Approval I

SMR Batch Approval

¥ Instructions

Select this guide for step-by-step instructions.
hitps:/fwww dems uscg.milportals/ 1 0/cg-1/ppc/guides/gp/spo/earnings/smrbatchprocess. pdf

Search
. Validation Status:
Action | New Meal Requests v
“Batch 00000637 Q| gra FTLAUDERDALE -
Galley Closure
)
Search H Clear ]

Process Status

Process Instance 1489436 Success|

14 | To verify the SMR Batch Submission processed correctly, ensure an EABP for a
new SMR request was created or an End Date was populated to stop an existing
SMR transaction.

To do this, click the Pay Processing Shortcuts tile.

Pay Processing Shortcuts

B
-0

15 | Select the Element Assignment By Payee option.

Element Assignment By Payee

& One Time (Positive Input)

% Pay Calculation Results

Continued on next page
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Approving an SMR Batch Submission, Continued

Procedures,
continued
Step Action
16 | Enter the Empl ID for one of the members from the Batch process and click

Search.

Element Assignment By Payee

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

I Find an Existing Value \

w* Search Criteria
Empl ID ‘ begins with V‘ 1234567

Empl Record ‘

Name ‘ begins with V‘ |

Last Name ‘ begins with V‘ |

Alternate Character Name ‘ begins with V‘ |

Middle Name | begins with | |

|
|
|
Second Last Name ‘ begins with V‘ | |
|
|
|

Business Unit ‘ begins with v‘ |

n Department Set ID ‘ begins with V‘ | Q ‘

Department ‘ begins with V‘ | Q ‘

[ Case Sensitive

Basic Search @3 Save Search Criteria

17

A list of the member’s EABPs will display. Scroll through the list to verify the
transaction processed correctly. In this example, the CG SMR (shown as DMR)
was stopped on 12/11/2023.

Assignments

= [q 22

[ Elements ‘ ‘ Recipient | 1»

EI:HT::t Description Pr%izs; Begin Date  End Date Active Instance=
|DF-,-1R Discount Meal Rate 999 12/07/2023 12#11f2023| 1
OASEEPBCK  Fayback OASDIEE 999 01/01/2021  04/30/2021 1

Deferral Amt
Add New Assignment Deduction Recipients
Save l Return to Search l l Notify ] I Refresh l

39



17 January 2024

Denying an SMR Batch Submission

Introduction This section provides the procedures to deny an entire SMR batch
Submission in DA.

Important You must have the CGHRSUP role to deny SMR Batch Submissions.
Information
NOTE: Once the SMR Batch Submission has been denied, it is no longer

stored in DA. A new SMR Batch will need to be submitted for approval.

Procedures See below.

Step Action
1 Navigate to: NavBar icon > Menu > Human Resources > Requests.

NavBar: Menu {‘3}

B
@ m Benefits > m PeopleTools >

Recently Visited o

m Enterprise Components >

Menu m Enterprise Learning > E Schedule a Query
G

M| Global Payroll & Absence Mgmt> m Self Service >

H m Separations >

i Human Resources >
" m SetUp HCM NavBar: Menu o]
m Mobilization

= My Feeds
Recently Visited Human Resources

E Email Address

Favorites = Find an Employee

Menu

— E Global Email Address

E PeopleTools

R
m Recruiting >
m Reporting Tools >

E Human Resources Programs >

mf| Human Resources Reports >

Continued on next page
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Denying an SMR Batch Submission, Continued

Procedures,
continued

Step Action
2 Scroll down and select the SMR Batch Approval option.

E Proxy - Submit Pay Correction
E Proxy - Submit SPDuty Pay Req
E Proxy - Supp CA Request

E Proxy - TSP Adjustment Request
E Ready Reserve Integration Rgst
= | ey

E SMR Batch Submission

E Submit a COLA Unique Request

3 The SMR Batch Approval page will display.

[ SMR Batch Approval }

SMR Batch Approval

¥ Instructions

Select this guide for step-by-step instructions.
hitps: v dems uscg. millpertals/i0icg-1/ppc/guidesigp/spo/earnings/smrbatchprocess. pdf

Search

Validation Status:

*Action v

*Batch Q

l Search ‘ [ Clear I Process Monitor

4 Using the Action drop-down, select the appropriate action type.
| SMR Batch Approval ]
SMR Batch Approval

¥ Instructions

Select this guide for step-by-step instructions
hitps.dvnw.dems . uscg.mil/portals/10/cg-1/ppciguides/gp/spo/earnings/smrbatchprocess. pdf

Search
Validation Status:
*Action "I
“Batch New Meal Requests
Stop Active Requests
)
Search I l Clear I Process Monitor

Continued on next page
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Denying an SMR Batch Submission, Continued

Procedures,
continued
Step Action
5 Enter the Batch ID number or use the Lookup to locate and select the
appropriate Batch 1D to be denied.
NOTE: Only the Batch IDs falling under the Auditor’s SPO tree and for the
Action type selected will be listed in the Search Results.
[ SMR Batch Approval }
SMR Batch Approval
* Instructions
Select this guide for step-by-step instructions.
hitps:ifwww.dems.uscg.mil/portals/10/co-1/ppo/guides/gp/spo/eamings/zmrbatchprocess. pdi
Search
Validation Status:
=Action New Meal Requests v
*Batch
P
Search H /J\ear l Process Monitar
/
/ Look Up *Batch x
Search by: | Batcl V| begins with [ Help
’:m Advanced Lookup
Search Results,
View 100 of 1 v
Batch D 1 s Process g"!‘.Rh Employee Created Dateti
D escription Instance Staa: Count reated Datetime
us
CGC WM CHADWICK - Galley Closure 1489899  Pending 18 12/13/2023 811AM
6 Click Search.
| SMR Batch Approval |
SMR Batch Approval
* Instructions
Select this guide for step-by-step instructions.
hitps:ffwww.dems. uscg.mil/portals/10/cg-1/ppc/ouides/gp/spo/eamings/smrbatchprocess. pdf
Search
Validation Status:
=Action ‘ MNew Meal Requests v
“Bateh  |P0000636 Q| e vy cHADWICK -
Galley Closure
I Search II Clear l Process Monitor 4

42
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Denying an SMR Batch Submission, Continued

Procedures,
continued
Step Action
7 Enter comments (required) in the Deny All Comments block, then click Deny
All.
¥ Instructions
Select this guide for step-by-step instructions.
hitos /fvevy 159, miVoortais/10/cq: 1/ppc/guides/gnispoleamings/smrbatchorocess pdf
Search
Validation Status:
*Action New Meal Requests v
“Batch 00000636 Q| cGe Wit CHADWICK -
Galley Closure
{ Search ‘ Clear ‘ Process Monitor
] Validate | e Deny All Comments:
— Comments are REQUIRED when denying an SMR
Batch Submission
Members
| Q
Details Additional Info | |I»
Batch ID Action SetID Dept Empl ID Empl Red Name Begin Date §

8 | A confirmation message will display. Click Yes. A second confirmation
message will display indicating the SMR Batch Deny All Request has been
submitted. Click OK.

SMR Batch Confirmation (31100,20)

"Deny All" batch process will now be submitted. You can see the process status by clicking the refresh icon on the page or
going to the process monitor.

Click Yes to continue or Mo to go back to change the selection.

]I No

Deny All Request submitted. (0.0)

Continued on next page
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Denying an SMR Batch Submission, Continued

Procedures,
continued

Step Action

9 The Process Status box will display where the Members list had been. Click the
green arrows «, ) to refresh the Process Status until it indicates Success (skip to
Step 11) or click Process Monitor to open the Process List (see Step 10).

NOTE: This step may take a considerable amount of time depending on the size
of the SMR Batch request. You may exit this page. Upon returning to the SMR

Batch Submission page (see Step 1), click My Submitted Batches to view the
status of the batch.

[ SMR Batch Approval ‘
SMR Batch Approval

¥ Instructions

Select this guide for step-by-step instructions.
hitps v dems . uscg.milipertals/0/cg-1/ppc/guidesigo/spo/earnings/smrbatchprocess. pdf

Search
Validation Status:
*Action | New Meal Requests V| Fication Stamis
“Batch 00000636 Q| ¢yt CHADWICK -
Galley Closure
Search H Clear l IPrccess I'-,‘Iani:orl £

Process Status

Process Instance 1489900 Queued

10 | The Process List will open in a new window. Click Refresh until the Run
Status indicates Success, and the Distribution Status indicates Posted. To exit
the Process List, close the window.

[ Process List I
View Process Request For
User ID ‘1234567 Q  Type | V‘ ‘ Last v‘ | 1| ‘ Days v‘ I Refresh I
Server ‘ V| Name | Q| Instance From | | Instance To | |
Run Status | "‘ Distribution Status ‘ "| Save On Refresh Report Manager
¥ Process List
| = H Q | View Al
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status I:s!:::[i:ulion Details Actions
1489900 Application Engine  CG_SMR_APR 1234567  12/13/2023 8:26:27AM EST || Processing NIA Details ¥ Actions

Continued on next page
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Denying an SMR Batch Submission, Continued

Procedures,
continued
Step Action
11 | Once the Process Status indicates Success, the SMR Batch has been successfully
denied.

To approve or deny another SMR Batch, click Clear. Return to the necessary
section of this guide and follow the appropriate procedures.

[ SMR Batch Approval ]
SMR Batch Approval

* Instructions

Select this guide for step-by-step instructions

hitps: e dems uscg,mil/portals/10/co-1/ppc/guidesiop/spo/earningsismrbatchprocess pdl
Search
Validation Status:
*Action New Meal Requests v
“Batch 00000636 Q| ¢Ge Wi CHADWICK -
Galley Closure
Search “ Clear I Process Monitor

Process Status

Process Instance 1489900 ol
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SMR Batch Inquiry

Introduction This section provides the procedures to review the status of SMR Batches
submitted in DA.

Procedures See below.

Step Action
1 Click on the AD/RSV Payroll Workcenter Tile.

AD/RSV Payroll Workcenter
Sﬂ

2 Select the SMR Batch Inquiry option, from the Reports/Processes section.
« Reports/iProcesses

Payroll Reports "
Generate BAH/Emergency Contact
Report Manager
Schedule a Query

| SMR Batch Inquiry |
USCG Absence Special Leave Rpt

USCG GP Results from Archive

3 The SMR Batch Inquiry page will display.

[ SMR Batch Report ‘
SMR Batch Inquiry
» Instructions
Search Parameters
Action |—v‘ setlD |7Q'|
Empl ID |—Q| Department | Q |
Submitted By | Q| BachiD | Q|
Submitted Date | | g::::':iption |
Date Range
Begin Date | To ‘
From — —
End Date From ‘ T | |
Search l l Clear l

Continued on next page
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SMR Batch Inquiry, Continued

Procedures,
continued
Step Action
4 Using the Action drop-down, select the appropriate type of action.

| SMR Batch Report |
SMR Batch Inquiry
» Instructions
Search Parameters
Action New Meal Reques +
Empl ID New Meal Requests
Submitted By Stop Active Requests
Submitted Date | |
Date Range
Begin Date
From To
End Date From To
[ Search l [ Clear l

Set ID

Department
Batch ID

Batch
Description

Enter 00010 for the Set ID. Click Search.

NOTE: To narrow the search results, additional parameters may be entered in
any of the following fields: Empl ID, Department, Submitted By, Submitted

Date, Begin Date, and/or End Date.

[ SMR Batch Report ]
ISMR Batch Inquiry

» Instructions
Search Parameters

New Meal Reques v

Action
Empl ID Q
Submitted By Q
Submitted Date
Date Range
Begin Date To
From
End Date From To
I Search I [ Clear |

SetID

Department

Batch ID
Batch

Description

Q

47
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SMR Batch Inquiry, Continued

Procedures,
continued

Step

Action

6

The Search Results will display with any submitted SMR Batches matching the

search parameters entered in step 5.

Click View Details for the Batch ID to be reviewed.

121272023 3.26PM

/12/2023 1.08PM

SMR Batch Report
SMR Batch Inquiry
¥ Instructions
Search Parameters
Action New Meal Requesi v SetiD 0010 @
Empl ID Q Department Q
Submitted By Q Batch ID a
Submitted Date Batch
Description
Date Range
Begin Date T
From
End Date From -
Search Results
Batch Header
g Q
ViewDetails BatchID  Batch Description Request Type SetlD Department BatchStatus Count Process Instance Process Status Submitted By Submitted Date
Viev s | cocoosar gﬂ’:srLMUDERD‘“E -Galley  New Meal Requests | 00010 | 000011 Processed a3 1489435 Success 1234567
View Detaits || 00000836 | SO0 WM CHADWICK -Gally. | e, eal Requests |00010 {04903 | Pending ) 1489431 | Success | ares4az

The Batch Details will display for the Batch ID selected.

Search Results

Batch Header

5| Q
ViewDetails  BatchiD  Batch Description Request Type SetiD  Department Batch Status Count Process Instance Process Status Submitted By ~Submitted Date
ooooossr. [ STAFTLAUDERDALE - Gelley NewMealRequests 00010 000011 Processed 8 1489435 Sucoess 8765432 12/12/2023 326PM
00 e CHAIVCIS. ey NewMealRequests 00010 049033  Pending 17 1489431 Success 1234567 1211272023 108PM
BatchID EmpliD EmpiRed Name BeginDate EndDate  SeqNum$ Status  Request Type Instance Submitted By SubmittedOn  ApprovedBy  LastUpdatedOn  LastUpdated By
00000638 [1111111 |0 Gamgee, GafterA | 11132023 |12292023 |2 [Pending | New Meal Requests ‘a [ 1224807 1212723 1.08PM [121223 108 169m | 1204567
2 00000636 2222222 O Baggins, Bibo B MMI2023 12282023 1 Pending  New Meal Requests 0 1234567 1212723 1:08PM 1211223 108 16PM 1234567
00000636 3333333 0 Sackville, Lotho B 1MM32023 12282023 5 Pendng  NewMeal Requests 0 1234567 121223 1.08PM 1211223 108 16PM 1234567
I 400000636 4444444 O Brandybuck, Meriadoc C 11132023 12232023 5 Pendng  New Meal Requests 0 1234567 121223 1.089M 1211223 10816PM 1234567
5 00000636 5555555 O Cotton, Bawman D M132023 12282023 2 Pendng  New Meal Requests 0 1234567 1212723 1.08PM 12112723 1081601 1234567
5 00000638 6666666 O Appledore, Rowie E 11132023 12202023 2 Pending  NewMeal Requests 0 1234567 121223 1.08PM 121223 108-16PM 1234567
7 00000636 T777TTT O Proudloot, SanchoF 11132023 12232023 4 Pending  NewMeal Requests 0 1234867 1211223 1.08PM 121223 10816PM 1234567
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