13 April 2023

Starting Dive Duty Pay

Introduction

References

Information

This guide provides the procedures for starting Diving Duty Pay in Direct
Access (DA).

(a) Coast Guard Pay Manual, COMDTINST M7220.29 (series)
(b) Diving Program Manual, COMDTINST M3150.1 (series)

Complete details for eligibility of diving duty pay and entering lapse
dates may be found in reference (a).

Prior to staring Diving Duty Pay, the member must be assigned a Diving
Duty Competency in Person Profiles.

IOPSDB Diver (Second Class) 11/08/2021 IApprovedIOI’ﬁcia\ 3-Good a
OPSDU Diving Under Instruction (DUI) 07/21/2020 Approved/Official Good a
TACDT Tactical Designated Trainer 12/22/2016 Approved/Official Good a
Procedures See below.
Step Action

1 Select Requests from the My Homepage drop-down. Click on the Payroll

Requests Tile.

My Homepage ~
y Pag je Payroll Requests
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Requests
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Continued on next page


https://media.defense.gov/2019/Nov/15/2002211440/-1/-1/0/CIM_7220_29D.PDF
https://media.defense.gov/2019/Jan/29/2002083907/-1/-1/0/CIM_3150_1D.PDF
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/PersonProfile/Competencies.pdf?ver=2018-09-07-094424-243

13 April 2023

Starting Dive Duty Pay, Continued

Procedures,

continued

Step

Action

1.5

Select the Diving Duty Pay option.

View My Requests

Absence Request
Civilian Clothing Allowance

Suppl Clothing Allowance

Officer Uniform Allowance

Diving Duty Pay

Foreign Language Pay
Hazardous Duty Pay

Family Separation Allowance

Advance Pay

Special Duty Pay Request
Advance Liguidation Schedule
Assignment Pay Request
Assignment Incentive Pay
Meal Rate

Cadet ICA

Hostile Fire Pay

Combat Tax Exclusion

Career Sea Time

Career Sea Time Override
Career Sea Pay Premium
Balance Adjustment

Hardship Duty Pay

Pay Caorrections
Respaonsibility Pay
Career Sea Pay on TDY

Approved Absence Corrections
Cadet COMRATS
PHS Installment Special Pay

PHS Maonthly Special Pay
EBDL Completion

1 Remove EBDL Completion

Proxy - BRS Enrollment
Proxy - BRS Disenrollment

Proxy - Continuation Pay

F-1 TSP Adjustment Request

Non-Chargeable Absence
SMR Batch Submission

Continued on next page




13 April 2023

Starting Dive Duty Pay, Continued

Procedures,
continued

Step

Action

Add Action Request

Add a New Value

*Empl 1D} 1234567

|

Empl Record 0,

Add

2 Enter the member’s Empl ID and click Add.

from the lookup icon.

3 The Submit Diving Duty Pay action request will display. Review the instructions
provided at the top of the page. Select the appropriate Type of Diving Duty Pay

Action Request

Submit Diving Duty Pay
 Washburne, Zoe

Requesting Diving Duty Pay

except - DUI and NOAA

block.
6. Press Submit

Request Details

4. Press the Get Details button to validate the member is assi Look Up

5. Choose the Approver who will approve this payment reque:

1. Choose a Type. The Diving Duty Type will determine the amount
2 Choose a Begin Date. The payment will be added during the pay period in which the Begin Date occurs.
3. Enter the Diving Duty Lapse Date. The payment will stop du Ao

Competency will be dispiayed in the Reguest Information b

Cancel

View 100

Type: |

Q Content item

Begin Date:
Lapse Date:

Gt Dotalis )
Request Information
Type:
Category:
Competency:
Effective Date:

Search Results

Type
Help

First (40 1-100f10 () Last

Description

DNl DUI - Performing Diving Duty at school under instruction
HS HS9B - Medical Deep Sea Diving Tech
NOAA' NOAA - Diver
OPSDA OPSDA - Diver (Scuba)
OPSDB OPSDB - Diver (Second Class)
| oPsSDC OPSDC - Diver (First Class)
OPSDD OPSDD - Diver (Master)
OPSDE OPSDE - Ship Salvage Dive Off
OPSDF OPSDF - Diving Off (Basic)
PHS PHS - Diver

! ot

Continued on next page



13 April 2023

Starting Dive Duty Pay, Continued

Procedures,
continued

Step Action
4 Enter the Begin Date the Diving Duty Pay is to start. Enter the applicable Lapse
Date. Click Get Details.

NOTE: The Lapse Date will be the date the member is expected to be detached
from diving duty or the member’s qualifications will lapse.
Action Request

Submit Diving Duty Pay
_Washburne, Zoe

Requesting_Diving_Duty Pay

1. Choose a Type. The Diving Duty Type will determine the amount.

Choose a Begin Date. The payment will be added during the pay period in which the Begin Date occurs

Enter the Diving Duty Lapse Date. The payment will stop during the pay period in which the Lapse Date occurs.

Press the Get Details button to validate the member is assigned the Diving Duty Competency in Person Profiles. Details for the
Competency will be displayed in the Request Information block. A Diving Duty Competency is required for all Diving Duty Types
except - DUI and NOAA

Choose the Approver who will approve this payment request and include any optional supporting information in the Comment
block.

Press Submit

PRy )

@

Request Details

Type: OPSDB Q
Begin Date: 010172023 |[5]
Lapse Date: 08/30/2023  |[5}

Get Details

Continued on next page



13 April 2023

Starting Dive Duty Pay, Continued

Procedures,
continued
Step Action
5 The Request Information section will populate with the member’s competency

information retrieved from Person Profiles.
Enter Comments as appropriate and click Submit.

Request Details

Type: OPSDB a
Begin Date: 01/01/2023 E‘J
Lapse Date: 06/30/2023  |[5]

Get Details

Request Information

Type: | FERSON
Category: | COMPETENCY
Competency: | OFPSDE
Effective Date: | 2021-11-08

Comment: Enter comments as appropriate.

Resubmit \ithdra

The action request will update to a Pending status and will be routed to the SPO
tree for approval.

Request Status|Pending (&) View/Hide Comments

Approvers

Pending
Multiple Approvers
@ CGHRSUP for User's SPO

Comments

Zoe Washburne at 11/18/22 - 3:15 PM
Enter comments as appropriate.



https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/PersonProfile/Competencies.pdf?ver=2018-09-07-094424-243

