27 March 2023

Hire — ROCI Overview

Introduction This guide provides the procedures for accessing a member into the
Reserve Officer Candidate Indoctrination (ROCI) program.
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Important e IMPORTANT: DO NOT click OK or Apply unless prompted. It will
Information not allow the pay record of the applicant to update correctly.

¢ You cannot future date a Hire Transaction Start Date. It will not allow
you to save it.

e Ensure the members paygrade is listed on the DD-4. If missing or there
is a discrepancy from what is listed in Direct Access, please return to
originator (Recruiter, RPM, EPM or OPM) to get corrected before
processing the accession.

e Date of Hire = Date of the Enlistment Contract or Oath of Office

e It is good practice to IMMEDIATELY enter the contract into Direct
Access once the hire portion is complete and Job Data has been
verified. The contract should not be approved without first viewing a
signed copy of the Oath of Office and Active Duty agreement if
applicable.
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Important Information Regarding Employee Records

Employee
Records

NOTE: If for any reason this Accession is not completed but an Empl ID
was issued and Job data was never entered, use the Add Employment
Instance option. All previous unsaved Job Data entries will need to be re-
entered.

NOTE: Do not use the Add Employment Instance if you had previously
entered and saved anything in Job Data with an EMPL ID given. Any

edits after the initial save will create a second Empl ID for the member. See
Before You Begin ANY Hire or Rehire Bad Example. Any edits should be

made using the Personal Information or Job Data links.
—

' Personal Information

f] Job Data

&1 Dependent Information
F-1 Search by SSN

& Email Address

£ Find an Employee

&1 Add Employmeant Instance I

The Add Relationship button is the key button that can give one Employee
ID another Employee Record. See Before You Begin ANY Hire or Rehire
Bad Example.

| Biographical Details ‘ Contact Informaticn Regional Qrganizational Relationships

Person ID 1234567

Choose Org Relationship to Add

Employee
O Contingent Worker
O Person of Interest

Empl Record 0
Select Checklist Code v

Add Relationship

Only persons with the ability to Access someone into DA have the two links
that display the Add Relationship button.
e Add a Person

e Add Employee Instance (see above)
—

- Search Applicants

F1 Hire Applicant

F-| Add a Person

The only time you should use the Add Employee Instance link is if the
Organizational Relationships tab is missing in Personal Information, you
did not finish the accession and the member does not have Job Data.

Name Q i1 v View All

Effective Date  06/16/2022 +| =
Format Type  English
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Accessing the Member into Direct Access

Introduction This section provides the procedures for accessing the member into
Direct Access (DA).

Procedure See below.
Step Action
1 Click on the Accessions tile.
Accessions
[ ] [

1.5 | Select the Add a Person option.
T

“ | Search Applicants

& Hire Applicant

=~ Add a Person

2 The Person ID field auto-populates with NEW. Click Add Person.
Add a Person

Person ID |NEW

Add Person

Search for Matching Persons

3 The Effective Date will default to the current date. Enter the appropriate date
(cannot be future dated). Click Add Name.

Biographical Details Contact Information Regional Organizational Relationships
Person ID NEW ]
Name Q 1of1 ~ View Al
*Effective Date |05/17/2022 [zz:] + | -
“Format Type | English v
Add Name
Display Name

Biographic Information

Date of Birth Years 0 Months 0
i UsA
Birth Country a United States
Birth State Q

Continued on next page
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Accessing the Member into Direct Access, Continued

Procedure,
continued

Step Action
4 Enter the member’s complete Name including full middle name. When
complete, click OK.

NOTE: Do not use NMN for members with “No Middle Name”. The
government travel card will be issued with a middle name of “N” and cause
denial of its use for the member. LEAVE IT BLANK.

Name X

English Name Format Help

Name Prefix | Miss hd
*First Name |Lisa

Middle Name |Marie

“Last Name |Simpson

Name Suffix
Display Name
Formal Name

Name

OK Cancel Refresh Name

! el | T

Continued on next page
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Accessing the Member into Direct Access, Continued

Procedure,
continued

Step Action
5 Name section:

e Effective Date — Defaults to current date. Enter the date of Accession (if
necessary).

e Format Type — Leave as English.

Biographical information section:

e Date of Birth — Enter the member’s birth date.

e Birth Country — Defaults to USA, if different, use the lookup icon to select
the correct birth country (other fields may appear/change).

e Birth State — Enter the state where the member was born.

e Birth Location — Enter the city/town where the member was born.

‘ Biographical Details ‘ Contact Information Begional Organizational Relatienships
Lisa Simpson Person D  NEW |
Name Q, 1of1 w View All
*Effective Date |05/17/2022 | | =
*Format Type | English hd
Edit Name

Display Name Lisa Simpson

Biographic Information

. N - el
Date of Birth | 05/09/1957 E2D vears 25 Months 0
i A
Birth Country | US Al United States
Birth State | MA Q
IMassachusetis . _
Birth Location | Springfield Waive Data Protection

Continued on next page
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Accessing the Member into Direct Access, Continued

Procedure,
continued

Step Action
5.5 | Biographical History section:
e Effective Date — Must match the Effective Date above.
e Gender — Not editable.
¢ Highest Education Level — Select the education level from the drop-down.
e Marital Status and As of — Select the status from the drop-down and enter
the date of marriage (if applicable).
e Language Code — Select English from the drop-down.
e Alternate 1D/Waive Data Protection & Full-Time Student — DO NOT
USE.
e National ID — Enter the member’s Social Security Number (with hyphens).
e Primary ID — Is automatically checked.
Biographical History Q 1of1 v WView Al

*Effective Date |05/17/2022 = | -

Gender | Unknown

*Highest Education Level | G-Bachelors Level Degres il
i 091997 el
“Marital Status Single ~ As of |05/09/1997 |a:]
Language Code | English hd
Alternate 1D ®
ent
* National ID
H Q 1-10f1 w Wiew All
*Country *National ID Type Mational ID Primary 1D
Usa Q| | Social Security Number  w | 123.45-5789 | || -
| Save | Netify Refresh Add Update/Display Include History

6 Select the Contact Information tab.

| Eiographical Details Contact Information Eegional Organizational Relationships

Dorome 1T

Continued on next page
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Accessing the Member into Direct Access, Continued

Procedure,
continued

Step Action
7 DA defaults the first Address Type to Home and the As Of Date is the date of
hire. Click the Add Address Detail link.

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

e Home of record address

e Mailing Address

EBiographical Details Contact Infermation Begional Crrganizational Relationships
Lisa Simpsen EmplID - NEW
Current Addresses
H Q 1-10f1 Wiew All
Address Type As Of Date Status Address
Home 05/17/2022 A = —
Phone Information
H Q 1-10f1 & View All
*Phone Type Telephone Extension Preferred
v + -
Email Addresses
H Q 1-10f1 ¥ Wiew Al
Email Type Email Address Preferred
Instant Message IDs (@
H Q 1-1of 1 ¥ View All
*IM Protocol *IM Domain *Network 1D Preferred
~ + -
| Save | Notify Refresh Add Update/Display Include History
Biographical Details Contact Information Reqgicnal Organizational Relationships

Continued on next page
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Accessing the Member into Direct Access, Continued

Procedure,
continued
Step Action
8 Enter the Effective Date (cannot be future dated). Click Add Address.

Address History
Address Type Home

Address History Q

o

*Effective Date | 051772022 |m:] Address
Country |USA Q

*Status | A

‘ OK | Cancel Refresh

e Address 1 — Enter the number and the street name.

e Address 2 — Not Used.

e Address 3 — Not Used.

e City — Enter the city.

e State — Enter the state.

e Postal — Enter the postal zip code.

e County — Enter the county (if known).

Click OK.

Edit Address

Country _Liniled Stales
Address 1 | 159 Mensa Drive

Address 2
Address 3

City | Springfield State |MA

Postal (01103

County

Massachusetis

OK Cancel

Continued on next page
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Accessing the Member into Direct Access, Continued

Procedure,
continued
Step Action
10 | Click the Plus button to add the Mailing Address.
‘ Biographical Details Contact Infermation Begional Organizational Relatienships
l__i_g_ﬂ_ _E_'E-Dﬂg?ﬂ Empl Il MNEW
Current Addresses
H Q f1 w View All
#’sf“ As Of Date Status  Address
, 159 Menga Drive P e _
Home 05/M7/2022 A Springfield MA 01103 Edit'View Address Detail -

Phone Information

M

11

Select Mailing from the Address Type drop-down and click the Add Address

Detail link.

Current Addresses

5 Q

Address Type  As Of Date Status Address

159 Mensa Drive

Home 0517/2022 A Springfield MA 01103

Billing
Business
Campus
Check
Depart From

Dormitory Telephone Extension
Home of Record

i Other2
Permanent
Preferred

Thrift Savings Plan
Veteran

Email Address

Biographical Details Contact Information Begional Crganizational Relationships

EmplID NEW

1-20f2 w View All

EditView Address Detail + -

Add Address Detail + -
v

Wiew All

Preferred

1 W Wiew All

Preferred

Continued on next page
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Accessing the Member into Direct Access, Continued

Procedure,
continued

Step

Action

12 | Click the Plus button and repeat steps 8 - 10 to enter the Home of Record as
identified on the DD4.

Address Type  As Of Date

Home 051772022

IMailing 05172022

Billing

F Business
Campus

Check

Depart From
Dormito

Home of Record
Lzgal

Other hd
Other

Other 2

| Permanent
Preferred

Thrift Savings Plan
eteran

Camail T

Status Address

158 Mensa Drive

A Springfigkd MA 01103

158 Mensa drive

2 Springfield MA 01103

Telephone Extension

Edit/View Address Detai = -—

Add Address Detail -

+

EditView Address Detail

1 W View All

Preferred

i1 w Wiew All

13 | Click the Plus button and repeat steps 8 — 10 to enter the Thrift Savings Plan
from the Address Type drop-down.

Address Type As OF Date

Home 05172022

Mailing 051772022

Home of

Record 0311772022

Billing
H Business
Campus
Check
Depart From
Dormitory
Legal
Other
Other v
Other 2
Permanent
H Prefered

Thrift Savings Plar

Status Address
A 139 Mensa Drive
Springfizkd MA 01103
A 159 Mensa drive
Springfield MA 01103
a 159 Mensa Drive
Springfiekd MA& 01103
Telephone Extensicn

Edit'View Address Detail = -

Edit'View Address Detail + —

Edit'View Address Detail -
+

Add Address Detail

1w View All
Preferred

+ -

1 % View Al

10

Continued on next page
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Accessing the Member into Direct Access, Continued

Procedure,
continued

Step Action
14 | The Phone Information, Email Addresses and Instant Message 1Ds should
be left blank (to be entered by the member at a future date).

‘Biographical Details Contact Information Regional Organizational Relationships

Lisa simpson Empl D NEW
ICurrent Addresses

5 Q 40fd v Viewr Al
Address Type AsOfDate  Stats Address

Home 05/17/2022 A éﬁ.ﬂ:@fi.ﬁlﬁma EdiliView Address Detail | -
Mailing 05/17/2022 A ;i?ir:“;:’e‘f;&i"; S EditiView Address Detail + | -
Home of Record 05/17/2022 A ;ﬁ:‘;::?;n?gv;mz EdiliView Address Detail + -
W 057022 A ;ﬁa&:gﬁ:ﬂg“;ma Edit/\View Address Detail *| -

Phone Information

5 Q

View All

*Phone Type Telephone Extension Preferred

Engfll Addresses

Email Type Email Address Preferred

InstAgt Message IDs @

“IM Protocel *IM Domain *Network ID Preferred
+ -
‘ Save ‘ Notify Refresh Adel UpdateiDisplay Include History
15 Select the Regional tab.
Biographical Details Contact Infermation Regional Crganizational Relationships

Continued on next page
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Accessing the Member into Direct Access, Continued

Procedure,
continued

Step Action

16 Ensure the Regulatory Region is USA. Click the lookup icon to select the
appropriate Ethnic Group category (If the member claims more than one
ethnic group, click the Plus button and add the additional group designation).

All other fields on this tab are left blank.

Eiographical Defails Contact Infermation Regional Organizaticnal Relationghips
Lisa Simpson Person ID  NEW
= usa
Ethnic Group Q Tof1 ¥ View All

. : A -
Regulatory Region JUSA Q United States

Ethnic Group §1

White:
Primary

Look Up Ethnic Group x
SetID usa
Ethnic Group | begins with ~ | ||
Description | begins with

‘ Search ‘ Clear Cancel Basic Lookup

Search Results

View 100 1-67 of 67 w
Giow,  Descrton ***Do not use the WHITE
link for the Ethnic Group,
2 Black or African American Black -
. always select the 1 link (per
5 American Indian or Alaska Native Am Indian the prog ram mers) .
‘ Hative }-fax..ilér‘-)l Ofher Pacific Islander Ha\jauan Must SeleCt the X or Y Iink
:L;:';I"QE :Iaskar\hﬂ;atésiéns :\a;fa; At for the H ispanic Ethnic
ALEUT Aleutian Aleutian Category-
AMIND American Indian/Alaska Mative Am. Ind
TUNGIT Tm;gt T u;-yt
TOHOMNO Tohono O'0dham Tohono O'0
VIETNAME | Vietnamese Vietnamese
Q' White White
X Ethnic Category - Hispanic or Latino Hispanic
Ethnic Categary - Not Hispanic or Latino | Not Hispan
YaQul Yaqu Yaqui

Continued on next page
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Accessing the Member into Direct Access, Continued

Procedure,
continued
Step Action
17 | Select the Organizational Relationships tab.

Biographical Details Contact Infermation

Regional Organizational Relationships

18

Check the Employee box and click Add Relationship.

Do NOT change the Empl Record number ever.

EBiographical Detailz Contact Information

Choose Org Relationship to Add

Employee
Contingent Worker
Person of Interest

Empl Record ®

Select Checklist Code

Add Relationship

| Save ‘ Motify Refresh

Biographical Details Contact Information Regicnal

Regional Crganizaficnal Relationships

Person Il WNEW

Add Update/Display Include History

Organizational Relationships

13

Continued on next page
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Accessing the Member into Direct Access, Continued

Procedure,
continued

Step Action

19 The Job Data screen displays. The Empl ID and Empl Record will be generated
on the Work Location tab ((Record this number for future reference.) See
NOTES.

e Effective Date — Defaults to the current date. This date may be future dated to
reflect the actual hire date.

e Effective Sequence — Do not change.

e Action — Select Hire from the drop-down.

e Reason — Select New Position from the drop-down.

e Position Number — Enter 00095687. Click on the lookup icon to search for other
position numbers. (Ex. A member being hired under ROCI but has prior service
as an officer with no break in service, use the position identified on the PCS
orders.)

Click the Override Position Data button.

| Work Locafion | Job Information Job Labor Payroll Salary Plan Compensation

Lisa Simpson Empl 1D 1234567

Employee Military Service +w | Empl Record 0

Work Location Details (& Q, af 1 v

s

*Effective Date || 05/17/2022 | Go To Row + =

Effective Sequence 0 *Action | Hire

HR Status  Active Reason | Mew Position

Payroll Status  Active *Job Indicator | Primary Job

Calculate Status and Dates

| _I o
Position Number || 00095687 Q, ROCI (SVC/ICIV) Current

Override Position Data I

Position Entry Date
05/17/2022
Position Management Record

NOTE: If for any reason this Accession is not completed but an Empl ID was
issued and Job data was never entered, use the Add Employment Instance
option. Enter the Empl ID that was issued, select the Organizational
Relationship tab, click Add Relationship & you will be returned to Job Data
with the issued Empl ID. All previous unsaved Job Data entries will need to be
re-entered.

NOTE: Do not use the Add Employment Instance if you had previously
entered and saved anything in Job Data with an EMPL ID given. Any edits
after the initial save will create a second Empl ID for the member. Any edits
should be made using the Personal Information or Job Data links. See
Employee Records.

14
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7] Personal Information

f] Job Data

%] Dependent Information
%] Search by SSN

5] Email Address

& Find an Employee

% Add Employment Instance

Continued on next page
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Accessing the Member into Direct Access, Continued

Procedure,
continued

Step Action
20 | Change/update as necessary:
e Position Entry Date — Date of hire
e Regulatory Region — Select RSV from the lookup icon.
e Company — Verify ACG is displayed.
e Business Unit — Select ENLCG from the lookup icon.
e Department — Enter 004750.
e Department Entry Date — Verify the Date of hire.
e Location — If not defaulted from the Department entered, enter CT0038.
e Establishment ID — Select USCG from the lookup icon.

Position Number | 00095687 Q ROCI (SVCICV) Current -
Use Position Data
Position Entry Date | 05/17/2022
Position Management Record
*Regulatory Region |RSV Q Resenvisls
“Company |ACG Q UNITED STATES COAST GUARD
*Business Unit |ENLCG Q Enlisted CG
*Department | 004750 Q CG Academy
Department Entry Date J05/17/2022
*Location |CT0038 Q CG Academy
Establishment ID |USCG Q Active CG Date Created g5/17/2022

21 | Select the appropriate code:
¢ Reserve Class Code —select the appropriate Code from the lookup icon:
— Inact Du Offficer w/in 8 yr obl — for an Officer with no prior, or less than
8 years prior service
—w/Svc Oblig not in another Clas — for a prior service Officer
e Component Category — Do not use.

Last Start Date _05/17/2022

Expected Job End Date
* Military

P

Reserve Class Code Inact Du Officer wfin & yr obl

Component Category Q

Job Data Employment Data Benefits Program Pardicipation

OK Cancel Apply Refresh

Work Location Job Information Job Labor Payroll Salary Plan Compensation

Continued on next page

16



27 March 2023

Accessing the Member into Direct Access, Continued

Procedure,
continued

Step Action
22 Select the Job Information tab.

‘Work Location Job Information Job Labor Bayrall Salary Plan Compensation

Emnl i 12348K7

23 | Only enter these three fields, DO NOT enter any other data fields.

e Job Code — Enter 451097 (if not defaulted) and hit tab.

e Supervisor ID — Enter the CGHRSUP Empl ID that approves Accessions.
e Employee Class — Select IRR from the drop-down.

Work Locafion Job Infermation Job Labor Payraoll Salary Plan Compensation
Lisa Simpson EmplID 1234567
Employee Military Service + | Empl Record 0
Job Information Details &) Q i1 v
Effective Date 5972022 Go To Row
Effective Sequence 0 Action Hire
HR Status  Active Reaszon  Mew Position
Payroll Status  Active Job Indicator  Primary Job Current a
*Job Code |4E1 go7 QI Officer Candidate
Entry Date | 05/7/2022 [z
Supervisor Level Q
supervisor 1D [ 9876543 Q| minouse van Houten
Reports To Q
*RegularTemporary | Regular w *Full/Part | Full-Time w
Empl Class I IRR vI *Officer Code | Mone w
*Regular Shift | Mot Applicable hd Shift Rate
*Classified Ind | Classified hd Shift Factor
Commdoard
Work Location Job Information Job Labor Bayraoill Salary Plan Compensation
Emnl I 12345A7

Continued on next page
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Accessing the Member into Direct Access, Continued

Procedure,

continued

Step

Action

25

Only enter these fields, DO NOT enter any other data fields.
e Labor Agreement — Select ENL from the lookup icon.

e Labor Agreement Entry Dt — Will default to date of hire.
e Employee Category — Select IRR from the lookup icon.

e Employee Subcategory — Enter TRAYPAY Code J.

Scroll down the page and click View ALL for Assigned Seniority Dates.

Woark Location Job Infermation

Employee Military Service

Labor Information (2
Effective Date
Effective Sequence
HR Status
Payroll Status
Bargaining Unit
Labor Agreement
Labor Agreement Entry Dt
Employee Category
Employee Subcategory

Employee Subcategory 2

Union Code

Union Seniority Date
Works Council ID

Labor Facility 1D

Entry Date

Assigned Seniority Dates @
5 Q

Seniority Date

Job Labor Payroll

Salary Plan

Empl ID 1234567

+  Empl Record o

05/17/2022
L]
Active

Aclive

Control Value

Q
ENL Q
Reserve Component Enlisted
0572022
IRR Q Individual Ready Reserve
! a Res Enlisted wait/attend OCS
Q

Position Management Record

Q

Q

-

Stop Wage Progression
Pay Union Fee

Reason
Exempt from Layoff

Labor Seniority Date

Compensation

Action  Hire
Reason  New Position

Job Indicator  Primary Job

Override

Go To Row

3

Current

1-50f 22 ~ » »

Override Reason

18

Continued on next page
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Accessing the Member into Direct Access, Continued

Procedure,
continued

Step Action
26 | Only enter dates as indicated. All other fields must be left blank.

e Active Duty Base Date — Date of the hire or Oath of Office

e AD Pay Scale Date — Date of the hire or Oath of Office

e DEP Date — Leave blank.

e Commission Date — Date of the hire or Oath of Office

e DIEMS Date — Date Initial Entry Military Service (any component)

e RSV Drill Obligation Date — Leave blank.

e Expected Loss Date — 8 years from the original DIEMS date (minus 1 day)

¢ Job Family Entry Date — Date of the hire or Oath of Office

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

e Pay Allowance Date — Date of the hire or Oath of Office

e Pay Base Date — Date member departs on RSV IADT orders to OCS.

NOTE: Submit a request to PPC Customer Care for a Statement of Creditable
Service (SOCS) in the case of prior military service. Any necessary adjustments
will take place via the SOCS process (see E-Mail ALSPO B/15).

Aﬂnetl Seniority Dates (%
| H Q 1-22 0f 22
Seniority Date Control Value Labor Seniority Date QOverride Override Reason
ACTIVE DUTY BASE DATE 05/17/2022 =
AD PAY SCALE DATE 05M7/2022 =
DEP DATE E=
COMMISEION DATE 05M7/2022 =)
DIEMS DATE 05/17/2022 =
RSV DRILL OBLIGATION DATE =
EXPECTED LOSS DATE 05M7/2052 =
JOB FAMILY ENTRY DATE 05/17/2022 =
MIL CELIGATION COMPL DATE 05/16/2030 =)
PAY ALLOWANCE DATE 05/17/2022 =
PAY BASE DATE 05/17/2022 =

Continued on next page
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Accessing the Member into Direct Access, Continued

Procedure,
continued
Step Action
26 e Date of Rank — Date of the hire or Oath of Office
Cont. | ¢« RSV Comp SBP Elect Date — Leave blank.
e Rotation Date — Leave at default.
¢ Reserve Accession Class Date — Date of the hire or Oath of
Office/Enlistment Contract
e Reserve Anniversary Date — Date of Enlistment Contract or date of initial
entry if continuous service
e Reserve Eligibility Date — Date of the hire or Oath of Office
e Reserve Initiation Date — Date of the hire or Oath of Office
e Reserve Letter Date — Leave blank.
e RTB Eligibility Date — Leave blank.
e RTB Letter Date — Leave blank
e RTB Letter Response Date — Leave blank.
DATE OF RANK 000095 05/17/2022 il
RSV COMP SBP ELECT DATE =
RSRV ACCESSION CLASS DATE 051712022 =
RSV ANNIVERSARY DATE 05/17/2022 el
RSV ELIGIBILITY DATE 051712022 =l
RSV INITIATION DATE 0511772022 =
RESERVE LETTER DATE =]
RTB ELIGIBILITY DATE il
RTE LETTER DATE =)
RTB LETTER RESPONSE DATE e
Recalculate Seniority Dates
Job Data Employment Data Benefits Program Participation
el | Retum 1o search Notify Refresh Update/Display Include History Correct History
fork Location | Job Information | Job Laber | Payroll Salary Plan Compensation
27 Select the Payroll Tab.
Work Location Job Information Job Labor Payroll Salary Plan Compensation
£ Emnlin  1234RR7

20

Continued on next page
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Accessing the Member into Direct Access, Continued

Procedure,

continued

Step

Action

28

Pay Group — Should default to USCG STG. Once the hire has been approved
this will update to USCG RSV (USCG Reservist).

Select the Salary Plan tab.

Use Pay Group Eligibility
Use Pay Group Rate Type
Use Pay Group As Of Date

Job Data Employment Data
oK Cancel Apply
Work Location Job Information Job Labor Payroll

Work Location Job Information Job Labor Payroll I Salary Plan I Compensation
Lisa Simpson EmplID 1234567
Employee Military Service Empl Record D
Payroll Information (2 Q 10f1 w
Effective Date 5472022 Go To Row
Effective Sequence 0 Action  Hire
HR Status  Active Reason Mew Position 0
Current
Payroll Status ~ Active Job Indicator  Primary Job
Payroll System  Global Payroll
Global Payroll
I Pay Group  USGG STG USCG AD Staging Payaroup I
Setting Holiday Schedule

Eligibility Group
Exchange Rate Type
Use Rate As OfF

Benefits Program Participation

Refresh

Salary Plan Compensation

Continued on next page
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Accessing the Member into Direct Access, Continued

Procedure,
continued

Step Action
29 | Only enter fields as indicated. All other fields must be left blank.

e Salary Admin Plan — Should default to ENL (If not, select it from the lookup
icon).

e Grade — Defaults to the Pay Grade based on the Job Code entered on the Job
Information Tab. If the member is being accessed at a different grade, click
the lookup icon and select the appropriate Grade. In this example E2 based on
SAOC Job Code.

e Grade Entry Date — Should default to the date of hire.

e Step — Enter 1 and hit tab.

NOTE: If the Job Code number does not match the Grade Step — An error
message is received when the SPO is trying to approve the hire and must be
fixed.

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

e Step Entry Date — Will default to the date of hire.

Select the Compensation tab.

Work Location Job Information Job Labor Payroll Salary Plan | Compensation I
Lisa Simpson Empl ID 1234567
Employee Military Service Empl Record 0
Salary Plan Details () Q 10f1 w
Effective Date  g5/17/2022 Go To Row
Effective Sequence ( Action Hire
HR Status  Active Reason MNew Position
Payroll Status ~ Active Job Indicator Primary Job
Current
- Military
Rank Q
Rank Entry Date =l
Worn Rank Q
Worn Rank Type v
skill Grade hd
. o "
Salary Admin Plan J| EML Q Enlisted Pay Table
"
v
Grade |E2 Q 2022 Enlisted Pay Table Grade Entry Date [05/17/2022 M
step 1 Q Step Entry Date [05/17/2022 [iF]
Includes Wage Progression Rule
Job Data Employment Data Benefits Program Paricipation
OK Cancel Apply Refresh
Work Location Job Informaticn Job Labor Payroll Salary Plan Compensation

Continued on next page
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Accessing the Member into Direct Access, Continued

Procedure,
continued

Step

Action

30

Select the Compensation tab.

Work Location |

1 F.

Job Information Job Labor

Payroll

Salary Plan Compensafion

Emnlinn 1334RFT

31

Click Default Pay Components (this updates the Compensation Rate and
Frequency data). Click the Benefits Program Participation link.

Work Location Job Information Job Labor Payroll Salary Plan Compensalion
EmpliD 1234567
Military Service Empl Record 0
Compensation Details ) Q of 1
Effective Dat
ective Date  pgn7o022 Go To Row
Effective Sequence 0 Action  Hire
HR Status  Active Reason New Position
Payroll Status ~ Active Job Indicator  Primary Job C
Y i Current a
Compensation Rate 231g.2570 .
i usp Q Frequency sQ emimenth!
» Comparative Information (3
¥ Pay Rates (%
I Default Pay Components I Contract Change Proraie Option
Pay Components (3
5 Q v
Amounts Controls Changes Conversion I
" Rate Code
Rate Code Seq Comp Rate Currency Frequency Points Percent oot
1 | BASIC Q o 4636.500000 7 USD aQl M Q + -
Calculate Compensation
Job Data Employment Data Benefi rogram Participation
| oK | Cancel Apply Refresh
Work Location | Job Information Job Labor Payroll | Salary Plan | Gompensalion

32

Benefits System — Select Base Benefits from the drop-down.

Benefit Program Participation

Employee

Military Service
Benefit Status &)

Benefit Record Number
Effective Date

Effective Sequence
HR Status

Payroll Status
*Benefits System

Annual Benefits Base Rate

BAS Group ID
Elig FId 1
Elig Fid 4

EligFld 7

Empl ID 1234567
| Empl Record @

0 -

05/17/2022

[} Action  Hire

Active Reason  New Position
Active Job Indicator  Primary Job

Benefits Administration Eligibility (O

Elig Fid 2

Elig Fld &

Elig Fid 8

Benefits Employee Status

Elig Fid 3
Elig Fid 6

Elig Fid 9

Go To Row

o

Current

Active

23

Continued on next page
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Accessing the Member into Direct Access, Continued

Procedure,
continued

Step

Action

33

Click the Job Data link.

Only enter fields as indicated. All other fields must be left blank.

e Effective Date — If completing the Job Data AFTER the effective date of
hire, change the date to the date of hire.

¢ Benefit Program — Select ACG from the lookup icon.

Benefit Program Parficipation

Emplayee Military Service

Benefit Status (2

-
Benefit Record Number |0

Effective Date
051712022
Effective Sequence 0

HR Status  Active

Payroll Statuz  Active

*Benefits System | Base Benefits
Annual Benefits Base Rate
Benefits Administration Eligibility (&
BAS Group ID
Elig Fid 1

Elig Fid 4

Elig FId 7

Benefit Program Participation Details (3

s

*Effective Date J§ 05/17/2022

*Benefit Program | ACG Q

Employment Data

‘ oK Apply

| Cancel

Empl ID 1234567

«  EmplRecord 0

Action Hire

Reason  Mew Position

Job Indicater  Primary Job

~

Elig Fid 2
Elig Fid 5

Elig Fid 8

Currency Code ysD

CG/MNOAA Active Deduction Prog

Q of 1 w
Go To Row
Curmrent a
Benefits Employee Status Active
Elig Fid 3
Elig Fid &
Elig Fid 9
1 W View All

+_

Benefits Pregram Parficipation

Refresh

24

Continued on next page
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Accessing the Member into Direct Access, Continued

Procedure,

continued

Step

34

To submit, click OK.
‘Work Location Job Information Job Laber Payroll Zalary Plan Compensation
Lisa Simpson EmplID 1234567
Employee Military Service + | EmplRecord 0
Work Location Details (2 Q of 1 w
e + -
*Effective Date | 05/17/2022 Go Te Row
Effective Sequence L] *Action | Hire -
HR Status  Active Reason | Mew Position ~
Payroll Status  Active *Job Indicator | Primary Job -
Calculate Status and Dates
Position Number | 00095687 Q Current a
ROCI (SVEICN)
Use Position Data
Position Entry Date |05/17/2022 i)
Position Management Record
*Regulatory Regi RSV
egulatory Region Q Reservists
*Ci ACG
ompany a UNITED STATES COAST GUARD
*Busi Unit | OFFCG
usiness Uni Q Enlisted CG
*Department | 004750 Q
CG Academy
Department Entry Date | 05/17/2022 =]
*Location | CT0038 Q CG Academy
Establishment ID | USCG Q Active £ Date Created s5/17/2022
Last Start Date _05/17/2022
Expected Job End Date
~ Military
Reserve Class Code || Q Inact Du Officer wiin & yr obl
Component Category [N Q
Mot Applicable
Job Data Employment Data Benefits Program Parficipation
Cancel Apply Refresh
Work Location Job Informafion Job Labor Payroll Salary Plan Compensation

25
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Accessing the Member into Direct Access, Continued

Procedure,
continued

Step Action
35 | Several Messages will display (randomly ordered). Click OK for each one
wait for the “processing-circle-of-death” to finish).

Wamning -- Head count of 1366 exceeds maximum head count of 0 for position. {(1000,156)

When Paosition 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.

OK || Cancel |

Warning -- Compensaticn Frequency has been updated. (1010,264)

Compensalion Frequency has been updated.

OK | Cancel |

Warning -- Hourly Rate is less than the minimum specified in the Salary Grade Table. (1000, 32)

A minimum hourly rate is specified in the Salary Grade Table. and the hourly rate eniered on this panel falls below that minimum.

If the specified hourly rate is comect, leave asis. Othenwise, enter the comrect hourly rate.

OK | Cancel |

JOE DATA CMF EMPLID : 1234567 COMPANY ACG ACTION HIR (0,0)

L0k |

Continued on next page
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Accessing the Member into Direct Access, Continued

Procedure,
continued

Step Action

36 | After a successful completion you will be returned to the Organizational
Relationships tab or the Add employee Instance screen. Return to the Direct
Access home page.

Biographical Details ‘Contact Information Regional | Organizatienal Relationships I

Lisa Simpson PersonID 1234567

Choose Org Relationship to Add

Employee
Contingent Worker
Person of Interest

Add Employment Instance |

Empl Record 0

Select Checklist Code v @ Empl ID | 1234567 Q|
Add Relationship
Empl Record 0

Save Notify Refresh Add Update/Display Include History I

Add Relationship ]

Biographical Details Contact Information Regional Organizational Relationships

37 If you have the roles to add the member’s gender, navigate to the NavBar icon
> Menu > Workforce Administration drop-down arrow > Personal
Information > Biographical > Modify a Person’s Gender (not shown).

If you do not have the roles, a PPC help ticket must be entered to have this
information added.

NavBar: Menu

B
@ m Benefits >

Recently Visited C

Career Management >
E Reporting Tools >
O E Change My Password
E Reserve Activities >
Favorites
E
s
Ents ise C t:
— m nierprise Gompenents > E Schedule a Query
m Enterprise Learning > m Self Service >
Menu
G

m Self Service >
E Separations >

m Global Payroll & Absence Mgmt:

Change My H
Menu Pessuord m Human Resources > E Set Up HCM >
M T

L] bt E Test Usage Monitering

=

=

L E My Feeds

E Workforce Administration
E My Preferences
C hﬂnﬂe M!f |} Workforce Development
pﬂﬁ Swﬂlrd E My System Profile

Continued on next page
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Accessing the Member into Direct Access, Continued

Procedure,
continued
Step Action
38 Enter the Empl ID and click Search. The Include History box is already
checked.

Personal Gender Change

Enter any information you hawe and click Search. Leave fields blank for a st of all values
Find an Existing Walue

Search Criteria

Empl IC[ begins with w [1234587 |
Hame[ begins with ¥ |
Last Name[ begins with |
Second Last Name[ begins with w |
Altzrnste Character Name[ begins with w |
Middle Name[ begins with w |

Business Unit| begins with w |
Diepariment Set ID[ begins with W | a
Oepartment Begis it v ] N

Include History (] Case Sensitive

. 2 - -
Search Clzar Bazic S=arch 2 Sawe Search Criteria

Continued on next page
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27 March 2023

Accessing the Member into Direct Access, Continued

Procedure,
continued
Step Action
39 The Gender Change tab will display. The Gender Marker Change Effdt must be

the day after your date of entry. This date cannot be back-dated.

Select the appropriate Gender radio button and select Data Correction from the
Gender Change Reason drop-down (used for entering a new member’s gender
OR to correct an incorrect gender).

NOTE: DO NOT USE Gender Marker Change — Used to modify a member
who has followed established COMDT Policy and is physically changing
genders.

Click Save.
Gender Change
Lisa Simpson Empl ID 1234567
Personal Data Effdt Find | View All First (4) 10of1 (») Last
*Effective Date 0511812022
Gender
*Highest Education Level Bachelor's
*Marital Status Single As of 05/00/1097
Language Code
Alternate ID Full-Time Student
Gender Mark Data Personalize | Find | View All | (21| [ Biographical Information 4/ 1 0f1 (» Last
Effective Date Gender g:::g; Change Last Update Date/Time by
05M18/2022

Gender Marker Change

Effdf] 05/18/2022 [+ I@Female O Malel Gender Change Reason  [Data Correction v

I_EJJ Save I [gr Return to Search 27 Update/Display

40

Now showing 1 of 2 rows.

Gender Change
Miss Lisa Simpsaon Empl ID 1234557
Personal Data Effdt Find | ViewAd F '5t35'-
*Effective Date 051812022
Gender Femalz
*Highest Education Lewel Sachelor's
*Marital 5tatus Single A= of A5M0 -
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Approving an Accession
Introduction

Information

27 March 2023

This section provides the procedures for approving an Accession in DA.

e SPO Auditor/PAO user access is required to approve an accession.

e The approver cannot be the same person who entered the accession.
The member will NOT be paid until the accession transaction is
approved (remains in the staging Pay Group), the contract is entered and
then the contract is approved.

Procedure See below.
Step Action
1 Before approving the accession, review/audit the information by clicking on the

Personal Information and the Job Data options.

5~ Personal Information

F1 JobData

5~ Dependent Information
F-1 Search by S5N
& Email Address

&1 Find an Employee

51 Add Employment Instance

7| Submit an Absence Request

5] View My Absence Requests

5| Submit a Delegation Request

%] Non-Chargeable Absence Request

r View My Requests (all types)

&1 PHS Submit Retirement Docs
%1 Submit a Drill Request

5] UserAccess Request

5] Submit A School Request

2 After selecting Requests from the My Homepage drop-down, click on the Self
Service Requests tile.
o X i O
Requests ~ < 20f2 Notifications C i
@ - -
2.5 | Select the View My Requests (all types) option.

30

Continued on next page
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Approving an Accession, Continued

Procedure,
continued

Step
3

Action
Select the Requests | am Approver For radio button. You may narrow the

search by filling in the Transaction Name, Status and Dates. Click Populate
Grid.

View My Action Requests

Milhouse Van Houten

1. "My Submitted Requests' allows memiber to bring up only their Action Requests.
2. "Requests | am Approver For' allows approver to bring up only those Action Reqguests submitted o them.
3. "All Requests' allows the approver to pull up their Action Requests and those submitted to them.

4. Transaction Mame field alows user to select 3 particular transaction (e, Absence Request, Delegation, eto.)
5. Refresh button clears the gnid and defaults it back to "My Submitted Requests' and Tran

saction 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/Subrnission To Dates.

o My Submitted Requests F'.EI:]IJEEtE | am Approver For O an Requests
Transaction Mame: Al Transactions W
Transaction Status: Pending il

Submission From Date:

Submission To Date: =) I Populate Grid I Refresh

4 Click the Approve/Deny link for the accession you are approving.

Personalize | Find | View All | €0 | [ First 4 10f1 (b Last
Transaction Name Status Member Member's Last Name Member's Emplid Member's Deptid Submitted By Approver Submission Date  Drill Date  Approve/Deny
AccessionHine Pending Lisa Simpson Simpson 1234567 002817 Ralph Wiggum Mihouse Van Houten 20220517 ApproveDeny
Oirder Annrovale ize | Find | View sl | (311 B Fist 4 1-4ofd b last

Continued on next page
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27 March 2023

Approving an Accession, Continued

Procedure,
continued

Step Action

5
the accession to the HRS user).

Enter any needed Comments and select either Approve or Deny (deny returns

Action Request
Approval/SCD for Accessions

* Review hire data in the Reguest Information box.

= Toaporove 3 Hire Request, press the Approve button
.

.

Request Details

Employee 1D: 1234567

Request URL

Click here to view sdditional request information

Request Approvers

Approver: 5876543

To deny 2 Hire Request, enter a comment and prass the Deny button. A Motification will be sent o the criginator.
After 3 Hire Request has besn approved, dats will be pushed to DA 800

Milhouse Yan Houten

Comment: elcome sboard.

Dleny

| Approve I

Accessions Hire Approval

Accession Hire Request:Pending
Onez Approval level

Pending

Milhous= Wan Howtsn
D Initial Approws Action Request

approval. Click the X to close the page.

Once Approved, the buttons will be greyed out after the system saves the

Accessions Hire Approval
Accession Hire Request Approved

One Approval level

Approved
Milhouse Wan Howtsn
Initial Approve Action Request
v 0517122 - 330 M
Comments

Milhouse Van Houten at 051722 - 3:30 PM
Velcome aboard.

'{_-"'-.l"IE'.I'.I'-'HiGE Comments

32
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Approving an Accession, Continued

Procedure,

continued

Step

Action

7

Return to the Job Data Payroll tab to confirm the members Pay Group has

changed to USCG RSV and

repeat the process for the next accession.

Use Pay Group Eligibility
Use Pay Group Rate Type
Use Pay Group As Of Date

Work Location Job Information Joh Labor I Payroll I Salary Plan Compensation
Lisa Simpson EmplID 1234567
Employee Military Service Empl Record 0
Payroll Information (2 Q v
Effective Date  gs5/17/2022
Go To Row
Effective Sequence 0 Action Hire
HR Status  Active Reason  New Position
Payroll Status  Active Job Indicator Primary Job
Payroll System  Global Payroll Current
Global Payroll
I Pay Group USCG RSV USCG Resenvist I
Setting Holiday Schedule

Eligibility Group
Exchange Rate Type
Use Rate As Of

Job Data Employment Daia 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
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Entering Contract Data

Introduction This section provides the procedures for completing the contract of a
member (in this example with no prior service).

Procedure See below.
Step Action
1 Click on the Career Management tile.
Career Management
00

TN

1.5 | Select the Contract Data option.

“ Obligated Service Report

E— Contract Data

“ DD-4 Enlistment/Reenlistment
| Agreement to Extend/Reextend

Ext/Rext within 30 days Report
&1 AD 6th or 10th Yr Anniversary
Extensions not Executed

©~| Board Images

Continued on next page
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Entering Contract Data, Continued

Procedure,

continued

Step

Action

2

Click the Add a New Value tab.

Update Contracts

Enfer 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
Empl ID | begins with

Contract Number | begins with
Name | begins with +

Last Name | begins with

Second Last Name | begins with

Alternate Character Name | begins with

Include History [ Correct History [ Case Sensitive

= . .
Search Clear Basic Search &7 Save Search Criteria

Find an Exisfing Value Add a New Value

Enter the Empl ID and the Contract Number (Ex. 0001). Click Add.

Update Contracts

Find an Existing Value Add a New Value

*Empl ID | 1234567 Q

*Contract Number | 0001

Add

Find an Exisfing Value | Add a New Value

35

Continued on next page
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Entering Contract Data, Continued

Procedure,

continued

Step

Action

4

The Contract Status/Content tab displays with the Contract Number (Ex. 0001).
e Contract Begin Date — Ensure it is the date of hire.

e Regulatory Region — Change to the appropriate region (in this case AD).

e Contract Content — A statement is required.

[ Contract Status/Content l Contract Type/Clauses Reason/Oath Info Contract Leave Mbr Service Dates Contract Approval | 3

Lisa Simpson PersonID 1234567
Contract Data

Contract Number _000 *Contract Status | Active v
Contract Begin Date p5M7i2022 = Contract Expected End Date
Contract End Date "' *Regulatory Region

Comment O Additional Contract
Contract Template ID Q [0 More than one year expected
- O Waive Working Time Compliance
Provider ID Q

Contract Content | Member is a great candidate for this position.

]

Save Notify Add Update/Display Include History Correct History

Contract Status/Content | Contract Type/Clauses Reason/Oath Info | Confract Leave | Mbr Service Dates | Centract Approva Contract Audit

Select the Contract Type/Clauses tab.

[ Contract Status/Content ll Coniract Type/Clauses I Reason/Oath Info Confract Leave Mbr Service Dates Contract Approval >

e Contract Type — Select the appropriate type from the lookup icon (Ex. ENL).
e Comment — Enter any contractual specific reasons.

Contract Status/Content Contract Type/Clauses Reason/Qath Info Contract Leave Mbr Service Dates Contract Approval Contract Audit
Lisa Simpson Person ID 1234567
Contract Data Look Up Contract Type x
Contract Number 0001 Begin Date  05/17/2022
SetID SHARE Help
Contract Type Contract Type | begins with v ‘l | al
Effective Date | 05/17/2022 Search Clear Cancel | Basic Lookup -
Contract Type Search Results
nlistment
[ Extend Contract View 100 180i8 v

Contract CI
ontract -lauses Contract Type Description

Seq Nbr 1 Clause Q Cancel Extension/Reextension
Clause Status v Com ficer Commission
Long Descr IENL Initial Enlistment I
Comment EXT Extension
REC Recall
REN Reenlistment

RET Retenfion
Save Notify [tory

REX Reextension
Contract Status/Content | Confract Type/Clauses | Reason/Oath Info | Contract Leave |k

Continued on next page
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Entering Contract Data, Continued

Procedure,
continued
Step Action
7 Select the Reason/Oath Info tab.
Contract Status/Content Contract Type/Clauses | Reason/Oath Info I Contract Leave Mor Service Dates Contract Approval Contract Audit

e Contract Term Years/Months/Days — Enter the contract term (in this
example 8 years).

e Reason — Select from the drop-down IAW Enlistments, Evaluations, and
Advancements, COMDTINST M1000.2, Chap 1.F.1.a, this field needs to
reflect the actual reason for the service obligation.

e Member Signature Date — Enter the date the contract was signed.

e Name — Enter the appropriate name of the Oath Administrator (can be a
Notary, Court Clerk or Judge).

e Military Grade — Enter the rank of the Oath Administrator (leave blank if
non-military).

e City — Enter the City in which the contract was signed.

e State — Enter the State in which the contract was signed.

Contract Status/Content Contract Type/Clauses Reason/Cath Info Contract Leave Mbr Service Dates Contract Approval Contract Audit
Lisa_Simpson Person ID 1234567
Contract Data
Contract Number: 0001 Begin Date:  05/17/2022 Contract Status: Active Expected End Date:

Total Length of Extensions this Enlistment(YMM): Number of Extensions this Enlistment:

Contract Type Q 1of1 v View All

5 . . Cancelled
Effective  05/17/2022 Confract Type: EMNL  Initial Enlistment Cancel Contract
Date:

Reason/Oath

Contract Term Years/Months/Days: Indefinite Re-Enlistment

Reason for Extension/Reextension/Retention

Reason: I SchoolTraining Rguirement v Member Signature 05HM712022 -I

e
Begin Extension/Re-Extension:
Other (Specify):

Oath Administrator Information

Name: Milhouse Van Houten Military Grade: 05 v

City: Springfield State: MA
| Save ‘ Notify Add Update/Display Include History Correct History
Contract Status/Conient | Contract Type/Clauses Reason/Cath Info Confract Leave Mbr Service Dales Contract Approval Contract Audit

Select the Contract Leave tab.

Contract Status/Content Confract Type/Clauses Reason/Oath Info I Contract Leave I Mor Service Dates Contract Approval Contract Audit

n i dnmace

Continued on next page
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Entering Contract Data, Continued

Procedure,
continued

Step Action
9 Total Leave to Sell (Days) — Greyed out for OCS hires.

Select the Mbr Service Dates tab.

Confract Status/Content Contract Type/Clauses Reason/Oath Info Contract Leave | Mbr Service Dates I >

Person ID 1234567

Lisa Simpson
Contract Data
Contract o1 Begin Date  05/17/2022 Contract Status  Active
Number
Leave Balances
Leave Balance: Cumulative Sold Leave: As of:
Contract Type Q 10f1 w View All
Effective Date: 05172022
Contract Type: COoM Officer Commission
Leave Disposition i1 w View All
Total Leave to Sell {Days): D
Save Notify Add Update/Display Include History Correct History

Contract Status/Content | Contract Type/Clauses | Reason/Oath Info | Confract Leave | Mbr Service Dates | Contract Approval | Contract Audit

10 | Click View All on the Assigned Seniority Dates,

Contract Status/Content Contract Type/Clauses Reason/Oath Info Contract Leave Mbr Service Dates | %

Lisa Simpson Person ID 1234567

Effective Date: 05M17/2022 Empl Red 0  Eff Seq: 0 Labor Agreement: OFF
Assigned Seniority Dates

= 1-120f22 ~ | b

Seniority D Labor Senjority Date

Continued on next page
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Entering Contract Data, Continued

27 March 2023

Procedure,
continued
Step Action
11 | Confirm Labor Seniority Dates set during the Accession process are correct. If

not, return to Job Data and verify the dates were entered correctly.

Assigned Seniority Dates
5

Seniority Date

ACTIVE DUTY BASE DATE

AD PAY SCALE DATE

DEF DATE

COMMISSION DATE

DIEMS DATE

RSV DRILL OELIGATION DATE
EXPECTED LOSS DATE

JOB FAMILY ENTRY DATE

MIL CBLIGATICN COMPL DATE
PAY ALLOWANCE DATE

PAY BASE DATE

DATE OF RANK

RSV COMP SEP ELECT DATE
ROTATION DATE

RSRV ACCESSION CLASS DATE
RSV ANNIVERSARY DATE
RSV ELIGIBILITY DATE

RSV INITIATION DATE
RESERVE LETTER DATE

RTE ELIGIBILITY DATE

RTE LETTER DATE

RTB LETTER RESPONSE DATE

| save | Notify Add

Labor Senicrity Date

05172022

05/17/2022

051712022

05172022

05/17/2052

05172022

05/16/2030

05/17/2022

05172022

05172022

05/17/2022

05/17/2022

05172022

051712022

Update/Display

Include History

Correct History

12

Select the Contract Approval tab.

¢ | Reason/Cath Info

Effective Date:  05/17/2022

Contract Leave

Empl Rcd

Mbr Service Dates

0

Eff Seq:

0

Contract Approval Contract Audit

Person ID 1234567
Labor Agreement: OFF

39
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Entering Contract Data, Continued

Procedure,
continued
Step Action
13 Update Dept of Approving SPO (if necessary). Click Submit for Approval.
< Reason/Cath Info Contract Leave Mbr Service Dates Contract Approval Contract Audit
Lisa_Simpson Person ID 1234567
Contract Data
Contract Number 0001 Begin Date  05/17/2022 Contract Status  Active
Contract Type Q 10f1 v View Al
Effective Date: 051742022 Contract Type: ENL Initial Enlistment

Route for Approval
Approval Type:
Approver:
Esﬁgpot: of Approving Office Candidate School
Approval Status:

Approval Date:

Submit for Approval

Save Notify Add Update/Display Include History Correct History

deood Cuodin 3 deoct T I O TR ) Focteoot ) BBl Coion Tias Frapy

14

The Approval Status updates to Pending and the contract will be routed to the

Approving SPO.
£ Reason/Oath Info Contract Leave Mbor Service Dates Contract Approval Contract Audit
_L_i_S_i!__S_iI_T_I[J_S_p_I’] Person ID 1234567
Contract Data
Contract Number (001 Begin Date  05/17/2022 Contract Status  Active
Contract Type Q 10f1 v View Al
Effective Date: 05172022 Contract Type: ENL Initial Enlistment

Route for Approval
Approval Type:
Approver:
Deptof Approving VL Office Candidate School
Approval Status:
Approval Date:

Submit for Approval

Save Notify Add Update/Display Include History Correct History

b ki " PR L o PR iy s n e Ty PR
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Approving a Contract

Introduction This section provides the procedures for approving a contract.

Information e SPO Auditor/PAO user access is required to approve a contract.
e The approver cannot be the same person who entered the contract.
e The member will NOT be paid until the contract is entered and then
approved

Procedure See below.

Step Action

1 After selecting Requests from the My Homepage drop-down, click on the Self
Service Requests tile.
o R @

Requests ~ < 20f2 Notifications C

My Homepage
Self Service Requests Payroll Requests Request Reports

= | = |
: S/ i

Requests

No netifications

V) e ew ntcatons amve he Refresh *C;

bution vl show 3 badg

1.5 | Select the View My Requests (all types) option.

“ Submit an Absence Request

“— Non-Chargeable Absence Request

& View My Absence Requests

Submit a Delegation Request

WView My Requests (all types)

PHS Submit Retirement Docs

Submit a Drill Request

User Access Request

% Submit A School Request

Continued on next page
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27 March 2023

Approving a Contract, Continued

Procedure,
continued

Step Action
2 Select the Requests | am Approver For radio button. You may narrow the

search by filling in the Transaction Name, Status and Dates. Click Populate
Grid.

View My Action Requests

Milhouse Van Houten

1. "My Submitted Requests' allows memiber to bring up only their Action Requests.

2. "Requests | am Approver For' allows approver to bring up only those Action Reqguests submitted o them.

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

4. Transaction Mame field alows user to select 3 particular transaction (e, Absence Request, Delegation, eto.)
5. Refresh button clears the gnid and defaults it back to "My Submitted Requests' and Transaction Status of "Pending
&. Populate Grid button populates the grid based on what was selected for the radio button, Transaction Mame,
Transacbon Status, and what was entered in the Submission From/Subrmission To Dates.

o My Submitted Requests F'.EI:]IJEEtE | am Approver For O an Requests
Transaction Mame: Al Transactions W
Transaction Status: Pending il

Submission From Date:

Submission To Date: £ I Populate Grid I Reafrash

Continued on next page
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27 March 2023

Approving a Contract, Continued

Procedure,
continued
Step Action
3 Click the Approve/Deny link for the contract you are approving.
- - -
Personalize | Find | Viewall | | [§  First (4 1of1 (b Last
Transaction Name Status Member Member's Last Name Member's Emplid Member's Deptid  Submitted By Approver Submission Date  Approve/Deny
Contract Approval Pending Lisa Simpson  Simpson 1234587 002817 Ralph Wiggum  Milhouse Van Houten 202205117
Order Approvals Perzanalize | Find | Viewall | (21 | E First (4 1of1 (b Last
Name fatirc Member Memher's Emnlid En Annrwer Oate  AnnwoyeiNeny

Enter Comments and click Approve or Deny (deny returns the contract to the
HRS user).

Action Request
Conftract Approva

1. Please verfy the contract data and leave disposition information.

2. If Changes are needed, enter details about changes in the Comments field.
3. Click Approve or Deny button

Request Details

Contract Number: 0001
Contract Status: A
Contract Begin Dt: 056172022
Expected End Dt:  05/18/2052

Contract Type: COM
Contract Effdt: oaMTR2022

Get Details

Request Information

Contract Term: 20 Years Mbr Signature Date:

Reason: SchoodTraining Rouirement SREB Entitlement:

Num Extensions: O EXT Tour Length:

Expect AD TermDt: Expected Loss Date: 05M17/2052

Leave Balance: 0 Cumulative Sold: 0

Total Leave Sell:

Comment:

Contract Approval
Contract Approval:Pending (EViewHide Comments
One Level Approval
Pending
Muttiple Approvers
O Contract Approvers
Comments
System at 05/17/22 - 3:46 PM

Save Motify Add Update/Display Include History Correct History

Continued on next page
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27 March 2023

Approving a Contract, Continued

Procedure,
continued
Step Action
5 The contract is approved and the member is fully accessed into the Coast Guard
with pay.
Contract Approval
Contract ApprovaljApproved (ZViewHide Comments
Cine Level Approval
Approved

Milhouss Wan Howten

Coniract Approvers

v 51722351 PM
Comments

System at 05/17/22 - 3:46 PM
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BAH and Direct Deposit

Introduction

This section provides the procedures for ensuring the member is

receiving Basic Allowance for Housing (BAH) and that their direct

deposit has been set up to receive pay.

Information Once the hire, the contract and the BAH are approved, then direct deposit
must be entered.
Procedures See below.
Step Action
1 Click on the Active/Reserve Pay tile.

ﬂ

Active/Reserve Pay

1.5

Select the Housing Allowance option.

7 Direct Deposit

s Proxy - Submit Absence
Request

i1 Voluntary Deductions
f] SGLI + FSGLI
i~ Maintain Tax Data USA

-1 Housing Allowance
—
4 Dependent Information

i} Cost of Living Allowance n

= Generate BAH/Emergency
! Contact

i1 BAH Dependency Verification
| MGIB Enroliments
AvIP

i~ Sea Time Balances

i1 View Payslips (AD/RSV)
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27 March 2023

BAH and Direct Deposit, Continued

Procedure,
continued

Step Action
2 Enter the Empl ID and click Search.
Housing Allowance

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

Find an Existing Value
Search Criteria

Empl ID[ begins with % || 1224567 |
Empl Record| = il |
Marme[ begins with W |
Last 'Nla"re
Second Last 'Nla"re
Alternate Character \Ia"na
hiddl= '%Ia"na
Business L'r'i'.

Department Set 1D begins with | Q
Department] begins with | Q

Include History [ correct History [ case Sensitive

]
Search Clear Basic Search & Save Search Crteria

Continued on next page
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Approving a Contract, Continued

Procedure,

continued

Step

Action

3

Follow the Basic Allowance for Housing (BAH) guide for starting BAH,

keeping the following in mind:

¢ For married members, ensure dependents are entered in DA prior to starting
a BAH row.

e BAH With cannot be entered without eligible dependents.

e Pay special attention to a recruit that is married member to member, to
ensure that BAH With is only being paid as authorized.

e For recruits authorized BAH With, utilize the zip code on the dependency
worksheet, vice the recruit’s contract.

e Recruits are authorized BAH, not OHA.

o If dependents live somewhere that BAH does not exist, recruits will receive
Unit BAH With.

e Check zip codes for CONUS/OCONUS COLA where applicable.

e Married reservists are entitled to BAH With.

e Single reservists will be authorized BAH Without Depn ONLY if they have
a lease agreement in their recruit packet.

Look Up BAH Qitr Status
BAH Quarters Status| begins with W | Help
Look Up Clear Canece: Basic Lookup
Search Results
iew 100 First (&) 1-18af1a (k! Last
Fair _
e i BAHType Renta o=
Guarters Long Description - Based
Status = Market b
Indicator
A With deps; Mbr &for deps assigned adeq CG-owned famidy type qirs With M A
B With deps; Mbr &for deps assigned adeq CG-leased girs With N L
[ With deps; Mbr &for deps assigned adeq DOD-owned family type girs Wiith N A
D WD deps or spouse in sve & no other deps; igned CG-owned single qtrs Partiz M M
E WD deps or spouse in sve & no other deps; igned |easedfamily qirs Without N A
F WD deps or spouse in sve & no other deps; igned DOD-owned single gtrs Partiz N M
G WD dependents; Mbr not in govt girs Without M A
H Spouse in swc & no other deps; Mbr not in gtrs Without N i
\With deps; Mbr assigned inadeq CG owned girs With A
K \With deps; Mbr assigned inadeq DOD owned family afrs With L
L With dependents; Mbr and deps not assigned govt gtrs With N A
P Child support on or after § Dec 1881; Mbr assigned CG/DOD-owned single girs Diff M M
Q Child support on or after § Dec 1881; Mbr assigned GG leased single gtrs Diff N M
T With Deps; Based on child support; Mbr not assigned govi gtrs With L L
U Mbr in Transit - With deps or paying child support; Mbr & deps not assigned gowt gtrs RCIT With N M
Mbr in Transit - WO deps or spouse in swe: no other deps and mibr not in gowt gtrs RCIT WOut N N
W Reservist or recalled retires with deps: or paying child support: on AD for < 31 days & not assigned gowvt gtrs RCT With N M
X Reservist or recalled retires wio deps on AD for < 31 days & not in govt gtrs RCIT WOut N M
——————————————————————————————————————————————————————————————

Continued on next page
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https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/Earnings/BAH.pdf?ver=yABFPmesJcEm9O0dnZE0dg%3d%3d&timestamp=1611175244976

BAH and Direct Deposit, Continued

27 March 2023

Procedure,
continued

Step

Action

4

When completed, click Save.

BAH OHA FSH MIHA

Lisa Simpson

EAH | OHA | FSH | MIHA

________________ Employee EmplID 1234567 Empl Record 0
BAH Entitlements Find | wiew &l First ‘4 1of1 (b Last
e — Delata +|
Effective Date: |09/17/2022 |[&
Status: Approved: Grand Fathered
Approver:
— Approved at:
BAH Change LHire ~
|G a -
BAH Qir Status: o5 4 Description: WO dependents; Mbr not in govt girs
BAH Zip: === DCO53 EAH Type: BaH Without Dependents
Military Rank: 02 BAH Rate: 2499.00
Fair Rent: BAH Entitle:  2499.00 Orwerride Flag _'|
BAH Dependent Beneficiaries Personalize | Find | 21| [ First (4) 10f1 (b Last
Dependent Information Termination Information =]
*DeplBen Mame Relation Birth BAH Elig In A Service 0% Supp Last Approval
1 Q H =
I i Save I |ah Return to Search =] Motify 2 Update/Display =
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BAH and Direct Deposit, Continued

Procedure,
continued
Step Action
5 Without leaving the screen, select the Direct Deposit option.

= Proxy - Submit Absence
“J Request

i~ Voluntary Deductions
i1 SGLI + FSGLI

§~| Maintain Tax Data USA
i~ Housing Allowance

i~ Dependent Information
| Cost of Living Allowance

= Generate BAH/Emergency
%) Contact

7| BAH Dependency Verification
i1 MGIB Enroliments

i1 AvIP

7~ Sea Time Balances

i1 View Payslips (AD/RSV)

" Direct Deposit |

Enter the Empl ID and click Search.

Direct Deposit

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

Find an Existing Value

Search Criteria

Search by: |EmplID

w | begins with [1234567] |

Advanced Search
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BAH and Direct Deposit, Continued

Procedure,
continued
Step Action
7 Click Add Direct Deposit.

EFT/Direct Deposit
Lisa Simpson_
Pay Digtribution Instructions N EL
Status E':-:EE’WE Payment Method  Bank Mame Account Mumber

| Add Direct Deposit |

|2 Return to Search

EFT/Direct Deposit

Liss Simpson_

Pay Distribution Instructions (JE
Status E';f::"h'e Payment Method  Bank Mame Account Number
Current OTIZUZN0 Bank Transfer  DotAPEDERAL SAVINGS  o7ogpesg =dit

BAMK {214074260)

|&t Return to Search

8 Enter the following:
e Account Type — Select from the drop-down.
¢ Routing Number — Enter the appropriate data.
e Account Number — Enter the appropriate data.
Click Save.
EFT/Direct Deposit
Lisa Simpson
Distribution Instruction Details
Distribution Method: Bank Transfer Effective Date:
*Account Type: Chacking v |
*Routing Number: 214074260 (Be sure to verify; this must be 9 digits)
*Account MNumber: (52200000200 {Limited to 17 characters; no spaces)
Bank Name: USas FEDERAL SAVINGS BAMK
Save
Retum to Summary
|3 Return to Search
9 The Pay Distributions Instructions will display with the new data.
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