
13 April 2023 

1 

 

Starting Dive Duty Pay 

 
Introduction This guide provides the procedures for starting Diving Duty Pay in Direct 

Access (DA). 

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

(b) Diving Program Manual, COMDTINST M3150.1 (series) 

 
Information 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. 

 
 

 
Procedures See below. 

 

Step Action 

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

Requests Tile. 

    
 

 

 

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
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Starting Dive Duty Pay, Continued 

 
Procedures, 

continued 
 

 

Step Action 

1.5 Select the Diving Duty Pay option. 

 
 

 

 

Continued on next page 
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Starting Dive Duty Pay, Continued 

 

Procedures, 

continued 
 

 

Step Action 

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

 
 

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 

from the lookup icon. 

 
 

 

Continued on next page 
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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. 

 
 

Continued on next page 
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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. 

 
 

6 The action request will update to a Pending status and will be routed to the SPO 

tree for approval. 

 
 

 

 

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

