Checking the Status of a BRS Opt-in Request

Introduction This guide provides the procedures for a member to check the status of

their BRS Opt-in Request in Direct Access. There are two ways to check
the status. Both will be shown below.

Note: This only works if the member Opted-in using Self Service in Direct
Access. If they submitted a paper form, they will need to call PPC/submit
a ticket to check their status.

Procedures See below.
Step Action
1 The quickest way to check the status of your BRS Opt-in request is to look in the

same place the transaction was entered. From the Tasks column of the Employee
pagelet, select the 11 More... link.

Profile Tasks View
PCS eResumes Iy Profile
My Airport Terminal Orders Member Training Rating
Emergency Contacts My Reserve Points Statement
Home and Mailing Address My Reserve Drills
Phone Mumbers ‘iew My Payslips (AD/RSW)
Allotments My Employee Reviews
Direct Deposit Employee Review Summary
Federal & State Tax Elections Off Comparison Scale Summary
All Duty Report SWE PDE

WI 6 More...

Select My BRS Elections.

Main Menu > CG AD Seif Service: Empioyee >
Tasks

ey PC S eReSUMES mem Emergency Contacts

= 1_ View jobs and manage your applications. 1= Add or update your emergency contact information.
Home and Mailing Address Allotments

= =)

§~—| Home and Mailing Address 1= This link will take you to view, add, change, or stop your voluntary deductions.

me Direct Deposit m==m All Duty Report

= This link will take you to view and/or change your EFT/Direct Deposit. ||~ All Duty Report

ey Thrift Savings Plan My BRS Elections

§~—| Review a summary of your savings plan enroliments l —| This contains my Blended Retirement System Elections

s Annual Screening Questionnaire e My Assignments Endorsements

J——| Annual Screening Questionnaire 3!:_] My Assignments Endorsements

- e My eResume

=] My Email Addresses {i=—] My eResume Submission Report

pen My Panel Submissions

| Aliows the member 1o apply 10 screening panels and advance training

Continued on next page



Checking the Status of a BRS Opt-in Request, Continued

Procedures,
continued
Step Action
3 The My BRS Elections page will display. The Status will show one of the
following:

Pending (the request has been routed, but not approved/denied yet):
My BRS Elections

David Beckham 1234567 Status: Pending

You must answer all the questions below with YES in order for the enroliment fo proceed. Once you have answered all the
questions and select SUBMIT to enter the Blended Retirement System you will receive an email confirmation that your request is

under review to ensure eligibility. Once the review of your request is complete, you will receive an email notification stating you
are enrolled in the BRS or ineligible for the BRS.

1. | have completed the Blended Retirement System opt-in training and /or have acquired the necessary financial
knowledge to make an informed decision to opt-in to the Blended Retirement System.
| acknowledge that | am making an informed decision as it relates to my BRS election. Yes i

2. lunderstand that once | make the election to opt-in to the Blended Retirement System, this election cannot be
changed and | will no longer be eligible for the legacy High Three Retirement System.
| acknowledge that | cannot change my election once submitted. Yes W

3.

I understand that this decision to Opt-In to the Blended Retirement System is effective on the date that |
submit this election.

| acknowledge that my election will be effective as of the date below. Yes w

BRS Entry Date: | 10/17/2017

Save Submit

Continued on next page



Checking the Status of a BRS Opt-in Request, Continued

Procedures,
continued

Step Action

3 Approved (the request has been approved):
(cont.) | My BRS Elections

David Beckham 1234567 Status:  Approved

You must answer all the questions below with YES in order for the enrollment to proceed. Once you have answered all the
guestions and select SUBMIT to enter the Blended Retirement System you will receive an email confirmation that your request is
under review to ensure eligibility. Once the review of your request is complete, you will receive an email notification stating you
are enrolled in the BRS or ineligible for the BRS.

1. | have completed the Blended Retirement System opt-in training and for have acquired the necessary financial
knowledge to make an informed decision to opt-in to the Blended Retirement System.

| acknowledge that | am making an informed decision as it relates to my BRS election. Yes v

2. lunderstand that once | make the election to opt-in to the Blended Retirement System, this election cannot be
changed and I will no longer be eligible for the legacy High Three Retirement System.

| acknowledge that | cannot change my election once submitted. Yes ~

3. lunderstand that this decision to Opt-In to the Blended Retirement System is effective on the date that |
submit this election.

| acknowledge that my election will be effective as of the date below. Yes hd

BRS Entry Date: [10M7/2017

Save

Submit
Denied (the request has been denied):
My BRS Elections
David Beckham 1234567 Status: Denied

v'ou must answer all the questions below with YES in order for the enrcliment to proceed. Once you have answered all the
questions and select SUBMIT to enter the Blended Retirement System you will receive an email confirmation that your request is

under review to ensure eligibility. Once the review of your request is complete, you will receive an email notification stating you
are enrolled in the BRS or ineligible for the BRS.

1. | have completed the Blended Retirement System opt-in training and for have acquired the necessary financial
knowledge to make an informed decision to opt-in to the Blended Retirement System.

| acknowledge that | am making an informed decision as it relates to my BRS election. Yes ~
2. lunderstand that once | make the election to opt-in to the Blended Retirement System, this election cannot be
changed and | will no longer be eligible for the legacy High Three Retirement System.
| acknowledge that | cannot change my election once submitted. Yes ~
3. lunderstand that this decision to Opt-In to the Blended Retirement System is effective on the date that |
submit this election.

| acknowledge that my election will be effective as of the date below. Yes 4

BRS Entry Date: [10/117/2017

Save Submit

Continued on next page



Checking the Status of a BRS Opt-in Request, Continued

Procedures,
continued
Step Action
4 The other place where the status can be checked is from the Requests tab.

Click View My Requests (all types).

United States Coast Guard

LS. Department of Homeland Security

My Page Seli Senvice | Reguests

Content Layout
Self Service Requests
Submit an Absence Reguest Miew My Absence Reguesis
Submit & Delegation Request Wiew My Reguests (all types)
Submit & Drill Reguest Lser Access Request

The View My Action Requests page will display. Leave the My Submitted
Requests radio button selected, enter specific parameters (if applicable), then
click Populate Grid.

View My Action Requests

David Beckham

1. "My Submitted Requesis” allows member to bring up only their Action Requesis.

[? "Reguests | am Approver For' allows approver to bring up only those Action Requests submitted to them.

3. "All Requesis’ allows the approver to pull up their Action Requesis and those submitied fo them.

M. Transaction Name field allows user to select a particular transacfion (i.e., Absence Request, Delegation, efc.)

b. Refresh bution clears the grid and defaults it back to "My Submiited Requests' and Transaction Status of "Pending’.
. 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 ) All Requests
Transaction Name: All Transactions L%
Transaction Status: Al Statuses v
Submission From Date: | |
Submission To Date: 7@ I Populate Grid I Refresh

Continued on next page



Checking the Status of a BRS Opt-in Request, Continued

Procedures,

continued

Step

Action

6

Locate the BRSSSEnroll Transaction Name and click the View Details link.

JERSSSENroll

View My Action Requests

David Beckham

"My Submitted Requests' allows member to bring up enly their Action Requests

. "Reguests | am Approver For' allows approver to bring up only these Action Requests submitted to them.

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

. Refresh button clears the grid and defaults it back to "My Submitted Requests' and Transaction Status of “Pending’.

4
2
&
4. Transaction Name field allows user to select a particular transaction (i.e., Absence Request, Delegation, etc )
5
a

. Populate Grid button populates the grid based on what was selected for the radio button, Transaction Name,

[Transaction Status, and what was entered in the Submission From/Submission To Dates.

® My Submitted Requests O Requests | am Approver For

Transaction Name: [ Transactions v|

Transaction Status: |Pendmg v|

Submission From Date: El
El

Submission To Date: Populate Grid

1234567 000620

Pending David Beckham Beckham

Oan Requests

David Beckham

First K1 120 0f 26 ¥ Last |
TEE View Details

PPC ADV User 1017/2017 View Details

Continued on next page



Checking the Status of a BRS Opt-in Request, Continued

Procedures,

continued

Step

Action

7

The Action Request page will display. The Status will show one of the

following:

Pending (the request has been routed, but not approved/denied yet):

Action Request

BRS Self Service Enrollment
Beckham, David

pst Letans

BRS Enroliment  [10/17/2017 |5

Dt:

Comment:

Submit Resubmit Withdraw
Certify Eligibility
= Request Status

First Approval

Pending

@ Multiple Approvers
BRS Member Eligibility

Approve for BRS
= Request Status|Awaiting Further Approvals]

Final Approwval

Not Routed

=, Multiple Approvers
BRS Entry Approvers

Continued on next page



Checking the Status of a BRS Opt-in Request, Continued

Procedures,
continued

Step Action
7 Approved (the request has been approved):
(cont.) | |Action Request

BRS Self Service Enroliment

Beckham, David

BRS Enrollment Dt: 10/17/2017

Comment:

:SLIDITIlt :Resuhmii :'-I'.'iihdraw
Certify Eligibility
— Request Status|Approved

First Approval

Approved
v PPC ADV User
BRS Member Eligibility
10M7M7 - 11214 AM

Approve for BRS
— Request Status|Approved
Final Approval
Approved

« PPC MAS Sup
BRS Eniry Approvers

10M7M17 - 11:18 AM

Continued on next page



Checking the Status of a BRS Opt-in Request, Continued

Procedures,
continued

Step Action

7 Denied (the request has been denied):

(cont.) | |[Action Request
BRS Self Service Enroliment
Beckham, Victoria
Request Details
BRS Enroliment  |10M17/2017 [
Dit:
Comment: Member is not eligible due to insufficienttime in service.
: Submit Resubmit Withdraw
Certify Eligibility
— Request Status{Denied
First Approval
Denied
0 PPC ADV User
BRS Member Eligibility
10M7MT - 1:15 PM
Approve for BRS
=~ Request Status{Denied
Final Approval
Terminated
x Multiple Approvers
BRS Enfry Approvers




