Overview

Introduction

Before You
Begin ANY
Hire or Rehire

Rehire-DCO

This guide provides the procedures for accessing a Direct Commiss
Officer with prior service (already possesses an Empl ID) into Direct
Access (DA).The example in this guide reflects a rehire onto Active

Duty. If you are rehiring someone into the Reserve component, pay
special attention tand refer toRehirelnto Reserves with Prior Service

Before starting a hire/rehire, you must first determine whether the
member is already in the system. Failure to do so may cause one m
to have two Empl Records or even two separate Employee IDs.

There are three places to verify this in the HR Data Shortcuts pagele

1 Search by SSNSocial Security Number).

1 Search by full name in eithdob Dataor Personal Information (this
may be time consuming with popular surnames).

HR Data Shortcuts L

IPersonaI Information I

Dependent Information

Email Address

Search by S5N

Find an Employee

When searching by SSN, you may find the member already Hasph

ID in the system:
Search by National ID
National ID | 123456789

*Search in | Empleyees / Contingents / POl ~
Lookup by National ID

H Q 1-10f1 » | View Al

National ID Empl ID Name Country Natienal ID Type

123-45-6789 11122333 Minnie Mouse United States  Social Security Number
Notify

NOTE: If the member already has an Empl ID, you must do a
Rehire.

Bad Example:

Search Results

First [l 1202 ] Lasi

Empl ID |[Empl Record First Name |Last Name | Second Last Name | Ilerllatelhne Middle Name Business Unit| Department Set 1D |Department | Location Code Remulatory Renion

'HCKEVHOUSEIHCKEY MOUSE  (blank) (blank ENLCG 003362
JIICKEY MOUSE MICKEY MOUSE  (blank) (blank] ENLCG 003862

Good Example:

Search Results

First i 1303 u Last|

Mouse  (blank) (blank) (blank) 003333 KSOOD1
Mouse  (blank) (plank (blank) 007800 KS0001

Mouse  (blank) (blank) (blank)

Continued on next page


https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/Accessions/REHIRE-RESERVE.pdf?ver=2020-09-09-151147-730

Overview, Continued

Known Issue State Withholding Tax (SWT) reverts back to the Home of Record
(HOR) automatically aftera REHIRE.LPO6s need to r
SWT when completing therehire and make the appropriate data
entriesto avoid any tax issues

Important 1 It is good practice to IMMEDIATELY enter the contract into Direct

Information Access once the hire/rehire portion is complete and Job Data has |
verified. The contract stutd not be approved without first viewing a
signed copy of the DE or Oath.

1 Ensure the members paygrade is listed on theiDIDmissing or there
is a discrepancy from what is listed in Direct Accgdsase return to
the originator (Recruiter, RPM, EPM or OPM) to get corrected
before processing the accession/rehire.

9 Date of Hire/Rehire = Date of the Enlistment Contract

TIMPORTANT: DO NOT clickOK or Apply unless prompted. It will
not allow the pay record of the applicant to update correctly.

1 After themember is rehired, transactions to effect the following mu:
be entered by the technician and approved by the supervisor (whe
required):

- Payand ay previous entitlements

- Tax withholdings

- Direct deposit information

- Enrollment/Election completed féwenefit programs (e.g. SGLI,
MGIB, Family Dental, etc.)

Position Important information about position numbers:

Numbers 1 Do not assess a member to a position number at their destination.
must navigate to Positions at a Department and choose an Bctiye
position similar to the member
your own unit or a unit cl ose

1 Annotate this number. It will be used later in the Rehire process (S
11).

1 The current path is: Recruiting > Assignments > RepoRssitions at
a Department

NOTE: Job Codenumber does not match t¥ade Stepi An error
message is received when the SPO is trying to approve the hire/rehi
must be fixed.

NOTE: Once the Rleire is complete, remember you must PCS the
member to the new duty statiand restart any entitlemenihese are
independent of the Rehire process.

Continued on next page
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When to Request a SOCS

Introduction This section provides the information for when a Statement of Credita
Service (SOCS) is required by the Advancements Branch (ADV) at th
Pay & Personnel Center (PPC).

Reference E-Mail ALSPO B/15

Requirements  Seebelowfor 7 reasons

Number Reason
1 The member 6s wmameuti ce dates ar e
1 Active Duty Base Date (ADBD)
1 Pay Entry Base Date (PEBD)
1 Date of Initial Entry into Military Service (DIEMS)

2 The member is enlisting (treingassessed as office) and has prior servicg
in another branch of service

3 The member is enlistin@r being assessed as an officamyl has prior Coast
Guard or Coast Guard Reserve service witheak in service

4 The member is a Coast Guard reservist @rater than 15 yearsof total
combined active service who is considering extended active duty (Retire
Sanctuary Rule).

5 The member is a Coast Guard reservist who is integrating into the regulg
Active Duty Coast Guard

6 A member graduates from the Academy with an appointment as a
commissioned officer and the member attendedtttelar Program (served
on active duty or reserve) prior beinghired as a Cadet

7 A memberddis-enrolls from the Academy and returns to eteis status.



https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/alspo/2015/PriorServiceAccessionALSPOB15.pdf

Accessing the Member

Introduction This section provides the proceduresdocessing a member with an
Empl ID onto Active Duty in DA.

Procedures See below.
Step Action
1 | SelectthePersonal Information link from the HR Dat&Shortcuts pagelet.
HR Data Shortcuts e
IPersﬁnaI Information I Job Data
Dependent Information Search by SSN
Email Address Find an Employee

2 | Enter theEmpl ID, check theCorrect History box and clickSearch
Personal Information
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a Mew Value

w Search Criteria

Empl 1D | begins with ~ | | 1234567

Name | begins with +

Last Name | begins with

Second Last Name | begins with «
Alternate Character Name | begins with +
Middle Name | begins with

Business Unit | begins with

Department Set ID | begins with Q

Department | begins with Q

Ulnclude History orrect History [JCase Sensitive

Search Clear Basic Search iy Save Search Criteria

Find an Existing Value | Add a New Value

Continued on next page



Accessing the Member, continued

Procedures
continued
Step Action
3 | Information fields will default to previously entered data. Chakt Name if

missing fields.

Select theContact Information tab.

necessary (marriage/divorce/name change). ClicPlrebuttons in the Name
AND the Biographical History sections and update any incorrect, changed (¢

IMPORTANT: If the Birth State andBirth Location do not autepopulate, be
sure to enter that information (the Approving Official (AO) will geterror
stalling the approval procds$See Message below.

Biographical Details | Contact Information I Regional
Buzz Lightyear Person ID 1234567
Name Q of 1w View All
Effective Date  12/15/2014
Format Type English Py —— -
Display Name Buzz Lightyear
Biographic Information
Date of Birth | 02/27/1989 i Years 32 Months 5
Date of Death .....
Birth Country |USA Q United States
Birth State [HI Q Hawaii
Birth Location |0ahu O Waive Data Protection
Biographical History Q of 1 w View All
*Effective Date | 12/15/2014 =] -
Gender Male
*Highest Education Level = F-2-Year College Degree hd
*Marital Status | Married v Asof |09/08/2000 [
Language Code v
Alternate ID
O Full-Time Student
~ National ID
5 Q f1wv | View Al
*Country *National ID Type National ID Primary ID
UsA Q Social Security Number ~ 123-45-5729 + —
| Save | Return to Search Motify Refresh Add Update/Display Include History Correct History
Biographical Details Contact Information Regional
Message
The follow ng aata em ouna in e hire fransaction. Comect these emrors and re-submit the request for Approval

Continued on next page



Accessing the Member, continued

Procedures
continued

Step Action
4 | All sections should default with appropriate information. If not, edit as neceg

NOTE: Required Address Types must include the Thrift Savings Plan (TSP
address

Click thePlusicon, select Thrift Savings Plan from tAddress Typedrop-
down and click thédd Address Detaillink to add the address, if necessary.

Select theRegionaltab.

Biographical Details Contact Information | Regional I

Buzz Lightyear Empl ID 1234567

Current Addresses
F Q 1-20f2 v View Al
Address Type As Of Date Status  Address

1234 Andy's Way
Ewa Beach HI 96706

Home 06/03/2017 A

+ -

- 1234 Andy's Way o -
Mailin 06/0372017 A View Address Detalil —
< Ewa Beach HI 95706 a +
+

Billing

Business

Campus

Check 1 1w View All

Depart From

Dormitory

Legal

Other

Other v §55/55.5555 + -

Other 2

Permanent

Prefered

Thrift Savings Plan
tof1 v View A

Telephone Extension Preferred

Continued on next page



Accessing the Member, continued

Procedures
continued

Step

Action

5
category.

Click Save

Verify the Ethnic Group or use the lookup icon and select the appropriate

NOTE: If the member identifies with another ethnic group, checlPtiraary
box for the current group, click tidus button and select the other option.

Biographical Details Contact Information Regional

Buzz Lightyear

Person ID 1234567

Ethnic Group Q 10f2~ b M View Al
Regulatory Region | USA Q | United States -
Ethnic G\oup‘ Q | ymite
History Q ~ View Al
Effective Date |07/27/2021 [:: Date Entitled to Medicare =l + -
Citizenship (Proof 1) Citizenship (Proof 2)
Eligiblgfto Work in U.S.
Veteran
Military Status .
Military Discharge Date Edit Discharge Date
Smoker History
B Q of 1 v View Al
*Smoker *As of
1 hd = +| -
‘ Save | Return to Search Nof Refresh Add Update/Display Include History Correct History
Biographical Details Contact Informatior Regionaf
Search Results
View 100 67 of 67 W
Ethnic = Short
Group Le2g [ Description
1 White
2 Bllck or African American Black
. o * * % Do n oWH luTsEe
American Indian or Alaska Mative Am Indian I : n k f or | lt h ke: E
al ways gleilrict(
Mative Hawaiian or Other Pacific Islander Hawaiian y
: _ programmer s) .
African American Afr Amer .
ot o Must s &lodydti ntkf
ietnamese ietnamese . . .
t hHei s pEatnh i ¢ C
White White
X Ethnic Categery - Hispanic or Lating Hispanic
b Ethnic Category - Mot Hispanic or Latine | Mot Hispan
YAGU Yagqui Yagui

Continued on next page



Accessing the Member, continued

Procedures
continued
Step Action
6 | Navigate to the DA home page and sellmti Datafrom the HR Data Shortcuts
agelet.
HR Data Shortcuts ov
Personal Information Job Data
Dependent Information Search by S5N
Email Address Find an Employee
7 | Enter theEmpl ID, verify thelnclude History andCorrect History boxes are

checked and clicksearch

Job Data

Find an Existing Value

w Search Criteria
Empl ID

Empl Record

Name

Last Name

Second Last Name
Alternate Character Name
Middle Name

Business Unit
Department Set ID

Department

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

Keyword Search

begins withﬂ
- M

begins with v/
begins with |V
begins withﬂ
begins withﬂ
begins with |V
begins withﬂ
begins withﬂ

begins withﬂ

Elnclude History @Correct History [lCase Sensitive

Search Clear Basic Search Gy Save Search Criteria

1234567

Continued on next page



Accessing the Member, continued

Procedures
continued
Step Action
8 | TheWork Location tab will display. After verifying that the
Termination/Discharge Job Row was competed, clicklhe button to add a
new row (this example is a member with no break in service).
Work Location Job Information Job Labor Payroll Salary Plan Compensation
Buzz Lightyear EmplID 1234567
Employee Military Service Empl Record 0
Work Location Details (3 Q 1of24 w » »
*Effective Date |07/24/2021 “ Go To Row
Effective Sequence i} *Action | Termination ~
HR Status Inactive Reason | Discharge v
Payroll Status  Terminated *Job Indicator | Primary Job i
Position Number |00029260 Q AIRSTAMHG5 Current O
Use Position Data
Position Entry Date | 06/02/2020
Position Management Record
*Regulatory Region |AD Q Active Duty
Company ACG UNITED STATES COAST GUARD
*Business Unit |ENLCG Q Enlisted CG
*Department | 000121 Q ARSTAEBARBERS PT
Department Entry Date | 02/26/2015 "'"
*Location |HI0OD07 Q KAPOLEI HI
Establishment ID | USCG Q Active CG Date Created 07/24/2021
Last Start Date 01/24/2012 Termination Date  07/23/2021
Expected Job End Date "'"
Last Date Worked (7/23/2021 [0 Override Last Date Worked
~ Military
Reserve Class Code Q
Component Category Q

Continued on next page



Accessing the Member, continued

Procedures
continued

Step Action
9 | Enterthe following

1 Effective Datei It will default to the current dat&nter the date of the rehire

1 Effective Sequencé If the rehire wasmmediately preceded by a discharge
from the Coast Guard (Active or Reserve component) change the Effectiv
Sequence field to the neths$willbeaoaber
examplg because the discharge has already createdaaw in Job Data with
the same effective date. Other wi g

9 Action T Select Rehire from the dregown.

9 Reasoni Select Rehire from the dregoown.

9 Position Numberi Enter 00002172 or use the lookup icon to find the
appropriate numnmgr.

Click Override Position Data

Work Location Job Information Job Labor Payroll Salary Plan Compensation
Buzz Lightyear Empl ID 1234567
Employee Military Service Empl Record 0
Work Location Details (7) Q 10f26 % b M
*Effective Date Go To Row + -
Effective Sequence *Action | Rehire i
HR Status  Active Reason | Rehire i
Payroll Status  Active *Job Indicator | Primary Job A
Position Number NAV SIMULATOR (SCANTS) SUPPORT current u
I Use Position Data I

Continued on next page



Accessing the Member, continued

Procedures
continued
Step Action
10 | Verify the informationupdated after entering the Position Number. If not, cor|

with the information below:
1 Regulatory Regioni Select AD (Reserve IRR or SELRES).
1 Business Uniti Select OFFCG from the lookup icon.

NOTE: Select OFECG (Officer Prior Enlisted Service CG)darofficer who

qualifies for a Special Rate of Basic Pay (O1E, O2E, or C8&gPay Manual
Chapter 2.A.5If selecting this option, warning mességenay display, click

OK to dismiss all messages.

rors fiound in the hire transaction. Comect these errors and re-sulbmit the request for Approval

Joboode Grade

9 Departmenti Select the appropriate number from the accession authority

1 Department Entry Date 1 Verify the date of rehire.

9 Location i Select the appropriate number, if not defaulted from the
Department entered.

i Establishment ID T If not defaulted, slect USCG from the lookup icon.

Position Number

Position Entry Date

*Regulatory Region

Company ACG UNITED STATES COAST GUARD
*Business Unit |OFFCG Q Officer CG
*Department | 002294 Q ICC SMUGGLING DIV
Department Entry Date |07/24/2021 ...
“Location | DCO001 Q ceice
Establishment ID JUSCG Q Active CG Date Created 07/24/2021
Last Start Date  01/24/2012 Termination Date  07/23/2021
Expected Job End Date ....
Last Date Worked 07/23/2021 [0 Override Last Date Worked
¥ Military
Reserve Class Code Q
Component Category Q

00002172 Q MAY SIMULATOR (SCANTS) SUPPORT Current 0

Use Position Data

06/02/2020

Position Management Record

Continued on next page
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Accessing the Member, continued

Procedures
continued

Step Action
11 | Reserve Commission ONLY:
9 Reserve Class CodeSelectone of theappropriate Codefrom the lookup
icon:
- Inact Du Offficer w/in 8 yr obl T for an Officer with no prior, oless than 8
years prior service
- w/Svc Oblig not in another Clasi for a prior service officer
9 Component Categoryi Select the appropriate category from the lookup ic(

Position Number | 00002172 Q NAY SIMULATOR (SCANTS) SUPPORT Current O

Use Position Data

Position Entry Date | 06/02/2020

Position Management Record

*Regulatory Region |AD Q Active Duty
Company ACG UMITED STATES COAST GUARD
*Business Unit |OFFCG Q Officer CG
“Department | 002294 Q ICC SMUGGLING DIV
Department Entry Date | 07/24/2021 _.
*Location | DC0001 Q celee
Establishment ID | USCG Q Active CG Date Created 07/24/2021
Last Start Date  01/24/2012 Termination Date  07/23/2021
Expected Job End Date |
Last Date Worked (7/23/2021 O Override Last Date Worked
¥ Military
Reserve Class Code Q
Component Category Q

12 | Select thelob Information tab.

Work Location Job Information Job Labor Bayroll Salary Plan Compensation
Buzz Lightyear Empl ID 1234567
Employee Military Service Fmpl Record 0

Continued on next page



Accessing the Member, continued

Procedures
continued

Step Action
13 | For these three fields, ONL¥nter or select from the lookup icons:

fJob Codei ENS, LTJG, or LT(this example) and verify with the Step for th
correct Salary on the Salary Plan tab.
IMPORTANT: If the Job Codenumberdoes nomatch the Grade Step in
Step 21 the AO will get an error during the approv&ée Message below.

1 Supervisor IDT CGHRSUP Empl ICthat approves Rehires or use the lookt
icon.

9 Empl Classi SelectAD (Reserveé IRR or SELRES¥rom the dropdown.

NOTE: Standard Hours will default to either 160 or 24@o not change.

Cument |
“Job Code [000096 Q| Lieutenant
Entry Date |07/24/2021 f==]
Supervisor Level Q
Supervisor ID |?554321 Q | Bo Peep
Reports To Q
*RegularTemporary | Regular w *Full/Part | Full-Time A
Empl Class I AD VI *Officer Code | None hd
*Regular Shift | Not Applicable hd Shift Rate
*Classified Ind | Unclassified hd Shift Factor
Standard Hours @
Standard Hours ’Iﬂm" Work Period |M Q Monthly
FTE 0.000000 Adds to FTE Actual Count? Encumbrance Override
Contract Number (3
Contract Number Q Next Conftract Number
Contract Type
—
Message
The following data emors found in the hire fransaction. Comect these errors and re-sulbmit the request for Approval.
Grade does not match Joboode Grade
i

14 | Select thelob Labor tab.

Work Location Job Information Job Labaor Payroll Salary Plan Compensation
Buzz Lightyear Empl ID 1234567
Employee Military Service Empl Record Q

Continued on next page



Accessing the Member, continued

Procedures
continued

Step Action

15 | Enter the following:

9 Labor Agreementi Enter OFF.

9 Employee Categoryi Select from the lookup icon

9 Labor Agreement Entry Date i Verify it displays the date of the rehire.

9 Employee Subcategory Select from the lookup icofiReserves Only)
Scroll down and click/iew All andRecalculate Seniority Dates

Position Management Record
Union Code Q

Union Seniority Date
Works Council ID
Labor Facility ID Q

Entry Date

[ Stop Wage Progression
[ Pay Union Fee

Work Locatien Job Informaticn Job Labor Payroll Salary Flan Compenzation
Buzz Lightyear EmplID 1234567
Employee Military Service Empl Record @
Labor Information @ 1025 ~| b »
Effective Date  07/24/2021 Action  Rehire
Payroll Status  Active Job Indicator  Primary Job
Bargaining Unit Q Current
Labor Agreement | OFF A oficer and Warrant Officer
Labor Agreement Entry Dt |07/24/2021 fai]
Employee Category |1 Q| Regular, Permanent Commission
Employee Subcategory Q
Employee Subcategory 2 Q

Reason Q
O Exempt from Layoff
Assigned Seniority Dates @
H Q 15015 v b B
Seniority Date Control Value Labor Seniority Date Override Override Reason
| Save | Return to Search Motify Refresh Update/Display Include Hig#Ory Correct History
Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation

RUOTATTIN TUATE ST

Recalculate Seniority Dates

/

Continued on next page



Accessing the Member, continued

Procedures
continued

Step Action
16 | Enter thefollowing:

1 Active Duty Base Date’ Date of rehirgseeE-Mail ALSPO B/15)

1 AD Pay Scale Daté Date of rehire

9 DEP Datei Delayed Entry Program date only populates if they spent time
delayed entry. Otherwise it will be blank.

1 CMA Date i See Chapter 3 of tHeOAST GUARD PAY MANUAL,
COMDTINST M7220.290for the correct date per situation.

7 Current AD Date i Date of rehire OR leave as is without a break in servics
1 DIEMS Date 1 Date Initial Entry Military Service (any component), should
match the DEP Date if they did the DHPno DER, then this should be the

date the member executes/signs their initial Enlistment Contract/documern
an Oath of Office.

9 Expected AD Term Datei Term of the AD contract minus 1 daip(
Reserves leave blank SeeNOTE.

1 Expected Loss Daté 30 years from rehire or day before 60th birth (If prior
Officer Service(nonWarrant Officer), loss date will be less any prior
commission time served in anydoich or component.) S&EOTE.

NOTE: If rehiring with abreak in serviceOR areservist going on active duty
use the date of rehire and request a SOCS through PPC Customer Care.

Adjustments will take place via the SOCS process.\VBleen to Request a SOC
(or seeE-Mail ALSPO B/15.

Assigned Seniority Dates (2
B Q 150715 w View 5
Seniority Date Control Value Labor Seniority Date Override Override Reason
ACTIVE DUTY BASE DATE 012472012 ....
AD PAY SCALE DATE 072372021 ....
DEP DATE ]
CMA DATE 012412012 ....
CURRENT AD DATE 0112472012 ....
DIEMS DATE 120172011 ....
EXPECTED AD TERM DATE 0712312027 ....
EXPECTED LOSS DATE 0712312027 ....

Continued on next page
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Accessing the Member, continued

Procedures
continued

Step Action
17 | §Job Family Entry Date i Date of rehire

1 Mil Obligation Compl Date i 8 years from the original DIEMS date (minus
day) unless prior discharge authorized under an approved program (i.e.
VOLSEP

1 Pay Allowance Datei Date of the rehire OR leave as is without a break in
service.

1 Pay Base Daté Date of rehire or if rehiring withowtbreak in service use th¢
existing PBD from previous job row. SBEOTE.

i Date of Rank(DOR) 1 Date of the rehire or if rehiring without a break in
service use the existing DOR from the previous Job row.

i Rotation Date1 Date of the rehire

NOTE: If rehiring with abreak in serviceOR areservist going on active duty
use the date of rehire and request a SOCS through PPC Customer Care.

Adjustments will take place via the SOCS process.VBleen to Request a SOC
(or seeE-Mail ALSPO B/15.

Fey

JOB FAMILY ENTRY DATE 03162012

MIL OBLIGATION COMPL DATE 1113072019 =]
PAY ALLOWANCE DATE 0172472012 u
POINT START DATE 08/02/2016 u

PAY BASE DATE

DATE OF RANK 452595 070172017

ROTATION DATE 07/24/2021

Recalculate Seniority Dates

18 | Select thePayroll Tab.

Work Location Job Information Job Labor Payrall Salary Flan Compensation
Buzz Lightyear Empl ID 1234567
Employee Military Service Empl Record 0

Continued on next page
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Accessing the Member, continued

Procedures
continued

Step Action
19 | ThePay Group should default t&JSCG Staging. Once approved, this will
update to USCG AD
| Work Location ‘ Job Information Job Labor Payroll Salary Plan Compensation
Buzz Lightyear EmpIID 1234567
Employes Military Service Empl Record 0
Payroll Information (%) Q 10125 | b M
Effective Date  07/24/2021
Go To Row
Effective Sequence 1 Action Rehire
HR Status  Active Reason Rehire
Payroll Status  Active Job Indicator Primary Job
Current
Payroll System  Global Payroll
Global Payroll
| Pay Group USCG STG USCG AD Staging Paygroup |
Setting Holiday Schedule CGWIDE CG Wide Holiday Schedule
Use Pay Group Eligibility Eligibility Group
Use Pay Group Rate Type Exchange Rate Type
Use Pay Group As Of Date Use Rate As OF
Joh Data Employmeni Data Benefits Program Parlicipation
Save Return to Search Notify Refresh Update/Display Include History Correct History
Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation
20 | Select thesalary Plantab.
Work Location Job Information Job Labor Payroll Salary Flan Compensation
Buzz Lightyear EmplID 1234567
Employee Military Service Empl Record 0

Continued on next page



Accessing the Member, continued

Procedures
continued

Step Action
21 | { Salary Admin Plani Should default t®FF (OFE for an officer with more
than four years prior enlisted senjic€orrect, if necessary.

9 Gradei Defaults to Pay Grade based on Job Code entered on the Job
Information Tab. If member is being accessed at a different grade, click th
lookup icon and select the appropriate grade.

9 Grade Entry Date i Shauld default to the date of rehire.

i Stepi Enterl andhit tah.

NOTE: This step is necessary for the information on the Compensation ta
to populate.

1 Step Entry Datei Will default tothedate ofrehire If rehiring without a break
in service, use the existing Step Entry Date from the previous job row.

Work Location Job Information Job Labor Payroll Salary Plan Compensation
Buzz Lightyear Empl ID 1234567
Employee Military Service Empl Record 0
Salary Plan Details (@ Q 10f25 ~| b B
Effective Date  07/24/2021 Go To Row
Effective Sequence 1 Action Rehire
HR Status  Active Reason  Rehire
Payroll Status  Active Job Indicator  Primary Job
Current
¥ Military
Rank Q
Rank Entry Date [
Worn Rank Q
Worn Rank Type i
Skill Grade hd
Salary Admin Plan |OFE Q | “ Officers w/ Prior Enl Exp
L —
Grade |O3E Q| © 2021 Officers w/ Prior Enl Grade Entry Date |07/24/2021 [m2:
Step |1 Q Step Entry Date |01/24/2020 =l
O Includes Wage Progression Rule
Job Data Employment Data Benefits Program Participation
Save | Return to Search Notify Refresh Update/Display Include History Correct History
\Worl Location Job Information Job Labor Payroll Salary Flan Compensation
22 | Select theCompensationTab.
Work Location Job Information Job Labor Payroll Salary Plan Compensation
Buzz Lightyear Empl 1D 1234567
Emplovee Militarv Service Empl Record @

Continued on next page



Accessing the Member, continued

Procedures
continued

Step

Action

23

Click on theDefault Pay Componentsbutton. This will automatically update
the Compensation Ratedata.

Click theBenefits Program Participation link.

Work Location Job Information Job Labor Payroll Salary Plan Compensation
Buzz Lightyear EmplID 1234567
Employee Military Service Empl Record 0
Compensation Details @) Q 10f26 v b ¥
Effective Date  07/24/2021
Go To Row
Effective Sequence 1 Action Rehire
HR Status  Active Reason  Rehire
Payroll Status  Active Job Indicator Primary Job Cument
I Compensation Rate 3,405 60 usb Q I *Frequency M Q| wonthiy
» Comparative Information (2
} Pay Rates (@
I Default Pay Components I Coniract Change Prorate Option
Pay Components &
"B oQ 1101 »
Amounts Controls Changes Conversion | v
“Rate Code Seq Comp Rate Currency Frequency Points  Percent gn?;igode
1 /BASIC Q 0 3,405 600000 3 usD Q| |m Q + -
Calculate Compensation
Job Data Employment Data I Benefits Program Participation I
| Save | Return to Search Notify Refresh Update/Display Include History Correct History
Work Location | Job Information | Job Labor | Payroll | Salary Plan | Cempensation

Continued on next page



Accessing the Member, continued

Procedures
continued

Step Action
24 | 1 BenefitsSystemi Ensure Base Benefits is selected

1 Effective Datei If you are completing the Job Data AFTER the effective d
of the rehireyou need to change the date to the datetofe.

1 Benefit Program i If not defaulted, click the lookup icon and select ACG.

Click theJob Datalink.

Benefit Program Participation

Buzz Lightyear Empl ID 1234567
Employes Military Service Empl Record 0
Benefit Status (2 Q 10f25 ~| b »
Benefit Record Number |0 ke Go To Row

Effective Date  07/24/2021

Effective Sequence 1 Action Rehire
HR Status  Active Reason Rehire
Payroll Status  Active Job Indicator Primary Job
: Current
Benefits System I Base Benefits - I Bensits Employee Stafus  Actve
Annual Benefits Base Rate = usp

Benefits Administration Eligibility ®

BAS Group ID Q
Elig Fid 1 Elig Fid 2 Elig Fid 3
Elig Fid 4 Elig Fid 5 Elig Fid 6
Elig Fid 7 Elig Fid 8 Elig Fid 9
Benefit Program Participation Details (@ Q 10f10 | » B View Al
*Effective Date J07/24/2021 u Currency Code  USD + -
*Benefit Program |ACG Q CGINOAA Active Deduction Prog
Employment Data Eenefits Program Participation
Save | Return to Search MNotify Refresh Update/Display Include History Correct History

Continued on nextage



Accessing the Member, continued

Procedures
continued

Step Action
25 | Click Save
| Work Location | Job Informaticn Job Labor Payroll Salary Plan Compensation
Buzz Lightyear Empl 1D 1234557
Employee Military Service Empl Record 0
Work Location Details (2 Q 10f26 w| B M
*Effective Date | 07/24/2021 u Go To Row + -
Effective Sequence 1 *Action | Rehire .
HR Status  Active Reason | Rehire 4
Payroll Status  Active *Job Indicator | Primary Job hd
Position Number | 00002172 Q NAV SIMULATOR (SCANTS) SUPPORT Current u
Use Position Data
Position Entry Date | 06/02/2020 =
Position Management Record
*Regulatory Region |AD Q Active Duty
Company ACG UMNITED STATES COAST GUARD
*Business Unit OFFCG Q Officer CG
*Department | 002294 Q ICC SMUGGLING DIV
Department Entry Date | 07/24/2021 =
*Location | DC0001 Q ceice
Establishment ID |USCG Q Active CG Date Created 07/24/2021
Last Start Date  01/24/2012 Termination Date  07/23/2021
Expected Job End Date “
Last Date Worked (7/23/2021 [0 Override Last Date Worked
* Military
Reserve Class Code Q
Component Category Q
Job Data Employment Data Benefits Program Participation
Return to Search Notify Refresh Update/Display Include History Correct History
Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation

Continued on next page




Accessing the Member, Continued

Procedures
continued

Step

Action

26

Several Messages will display (randomly ordered). GD&k (wait for the
fprocessingeircleof-d eat ho .t o fini sh)

‘Warning - Head count of 2 exceeds maximum head count of 1 for position. (1000,156)

When Position Management is installed, head counts for each position are compared to the maximum head count on the Specific Information page.
Correct position number, change maximum to allow an additional incumbent, or leave as is.

| 0K || Cancel

Warning -- FTE was changed and no change was made to Standard Hours or Work Period. (1500,121)

You have changed the FTE field without making a corresponding change to the Standard Hours field or Work Period field;
these fields generally need o be changed together.

oK || Cancel |

27

Now proceed tdntering the Contra¢b complete the rehire proce3te
Accession must be approved prior to the contract being entered.




Approving the Accession

Introduction This section provides the proceduresdpproving an accession in DA.
SPO Auditor/PAO user access is required to approve an accession.
approver cannot be the same person who entered the accession.

Procedures See below.

Step Action

pagelet

1 | Before approving the accession, review/audit the information by clicking on
Personal Information link and theJob Datalink in the HR Data Shortcuts

HR Data Shortcuts

Personal Information I

Dependent Information

Email Address

Search by SSN

Find an Employee

2 | Click theView My Requests (all types)ink from the SelfService Requests
agelet under the Requests tab.

My Page Self Service

Self Service Requests
Submit an Absence Request

View My Absence Requests

View My Requests (all types}l

Submit a Drill Request

Requests

<
MNon-Chargeable Absence Request
Submit a Delegation Request
PHS Submit Retirement Docs

User Access Request

v

3 | Select theRequests | am Approver Forradio button. You may narrow the
search by filling inTransaction Name StatusandDates Click Populate Grid.

View My Action Requests

1. "My Submitted Reguests’ allows member to bring up only their Action Requests

2. "Requests | am Approver For' allows approver to bring up enly those Action Requests 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 parficular transaction (i.e., Absence Request, 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 Name
Transaction Status, and what was entered in the Submission From/Submizsion To Dates.

equests | am Approver For

(O My Submitted Requests

O All Requests
Transaction Name: All Transactions W
Transaction Status: Pending v
Submission From Date: El
Submission To Date: El FEIED

Continued on next page



Approving the Accession, Continued

Procedures
continued

Step Action
4 | Click the Approve/Deny link for the accession you are approving.
Personakze | Find | Viewall | £ | [§First 4 10f1 (b Last
Transaction Mame  Status  Mamber Member's Last Name Member's Emplid Member's Deptid Submitted By ~ Approver Submission Date  Drill Date ApproveDeny
AccessionHire Pending Buzz Lightyesr Lighty=ar 1234567 000121 Sheriff Woody Bo Pesp O7/24/2021 Aoprove/Deny

Enter any neede@ommentsand select eithekpprove or Deny (deny returns
the Rehire to the HRS user).
Action Request

Approval’S0OD for Accessions

Lightyear, Buzz

Review hire data in the Request Information bose.

To approve 3 Hire Reguest, press the Approve bution,

To deny a Hire Request, enter 3 comment and press the Deny button. A Notification will be sent to the onginator.
After 3 Hre Request has been approved, data will be pushed 1o DA 8.0,

Request Details
Employee ID: 1234567

Request URL

Click here to view additional request information.

Request Approvers

Approver: 112134 Bo Peep
Comment: Rehire no bresk in senvice|

=

Accessions Hire Approval

Accession Hire Request:Pending
One Approval level

Pending

BO PEEF
D Initial Approve Action Reguest

OnceApproved, the buttons will be greyed out. Click the X to close the page

Accessions Hire Approval
Accession Hire Request|Approved () viewrHide: Comments
‘One Approval level

Approved
BO FEEP
Initial Azprove Action Request
v oTr2421. 10T AM

Comments

BO PEEP at07/24/21 - 11:07 AM
Rehire with no break in service.




Entering the Contract

Introduction This section provides the procedufesentering a DCOehirecontract
into DA.
Procedures See below.
Step Action

1 | SelectContract Data from the Career Management pagelet.

Career Management
Obligated Service Report
DD-4 EnlistmentReenlistment
Ext/Rext within 30 days Report

Extensions not Executed

$]

f+ 2 4

Coniract Data

Agreement to Extend/Reextend

AD 6th or 1Mh Y1 Anniversary

Board Images

2 | Alist of current contracts will display. Take note of @entract Numbers.

| Search | Clear | Basic Search [ Save Search Criteria

Search Results

View All

Empl ID Empl Record Contract Number Name

1234567 | (blank) 0001 [Buzz Lightyear (blank)

1234567 | (blank) 0002

Buzz Lightyear (blank)

Find an Existing Value Add a New Value

Second Last Name Last Name Alternate Character Name Contract Begin Date Contract End Date Contract Status

of2 v

Lightyear (blank) 01/24/2012 (blank) Active

Lightyear | (blank) 04/14/2021 (blank) Active

3 Select theAdd a New Valuetab.

Update Contracts

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

Find an Existing Value

Add a Mew Value

* Search Criteria

4 | Enter theEmpl ID, enter thenext sequentiaContract Number, and clickAdd.

Update Contracts

Find an Existing Value

Add a New Value

Empl ID |1234567 Q

Contract Number | 0003

Add

Find an Existing Value Add a New Value

Continued on next page



Entering the Contract, Continued

Procedures
continued

Step

Action

5

1 Contract Begin Datei Defaults to current date, ensure it is the date of reh
9 Regulatory Regioni Enter or select AD from the lookup icon.

i Contract Contenti A statement is required.
Contract Status/Content Contract Type/Clauses Reason/Oath Info Contract Leave Mbr Service Dates Contract Approval | 3
Buzz Lightyear EmplID 1234567
Contract Data
Contract Number 0003 “Contract Status | Active v
Contract Begin Date |07/24/2021 Contract Expected End Date
Contract End Date *Regulatory Region
Comment O Additional Contract
Contract Template ID Q [0 More than one year expected
Initialize Contract [ Waive Working Time Compliance
Provider 1D Q
Contract Content |Rehire without a break in service. &
Save Notify Add Update/Display Include History Correct History
Contract Status/Content | Confract Type/Clauses Reason/Oath Info Confract Leave | Mbr Service Dales Contract Approval Confract Audit
6 | Select theContract Type/Clausesab.
Contract Status/Content | Contract Type/Clauses I Reason/Oath Info Contract Leave Mbr Service Dates Contract Approval >
Buzz Lightyear Empl ID 1234567

Comments if necessary.

Enter the appropriat€ontract Type from the lookup icon and enter any

| Contract Status/Content ‘ Contract Type/Clauses Reason/Oath Info Contract Leave Mbr Service Dates Contract Approval Contract Audit
Buzz Lightyear Empl ID 1234567
Contract Data
Contract Number 0003 Begin Date  07/24/2021 Contract Status  Active
Contract Type Q of 1 v View Al
Effective Date | 07/24/2021 =22 + =
Contract Type Officer Commission
O Extend Contract
Contract Clauses Q v View Al
Seq Nbr 1 Clause a + | -
Clause Status hd
Long Descr
Comment &
Save Notify Add Update/Display Include History Correct History
Confract Status/Content | Confract Type/Clauses | Reason/Oath Info | Contract Leave | Mbr Service Dates | Contract Approval | Contract Audit

Continued on next page



Entering the Contract, Continued

Procedures
continued

Step Action
8 Select thdReason/Oath Infotab.

9 | T Contract Term Years/Months/Daysi Enter the contract term (in this
example 8 years).

i Reasoni Select an option from the drajpwn. IAW Enlistments,
Evaluations, and Advancements, COMDTINST M1000.2, Chap 1.fhsa,
field needs to reflect the actual reason for the service obligation

1 Member Signature Datei Enter the date the contract was signed

I Namei Enter the name of the Oath Administrator.

I Military Grade i Sel ect t he Oath Admi ndowrt r

1 City and Statei Must be the place of initial enlistment unless there is &kbr¢
in service

10 | Click theContract Leavetab.

[ ]

Continued on next page















