
10 April 2023 

1 
 

Viewing Pay Transactions 

Overview 
 

Introduction This guide provides two ways for viewing pay transactions for a member 
that require(ed) approval (through the Request tab) in Direct Access 
(DA), whether they are pending, approved or denied. 

 
Information • CGHRS user role is required for this transaction. 

• This does not display PCS Orders, Reserve Orders, or Separation 
Orders. 

• This is useful for locating transactions sent to an erroneous Empl ID or 
to see specific details including when it was approved/denied and by 
whom. 

 
Contents  
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Global Payroll Action Request Report 
 

Introduction This section provides the procedures for viewing pay transactions for a 
member using the Global Payroll Action Request link. 

 
Procedures See below. 
 

Step Action 
1 Click the Active/Reserve Pay Reports tile. 

  
 

1.5 Select the Global Payroll Action Requests option. 

 
 

2 Complete the following required fields: 
• Empl ID – Enter the member’s employee ID. 
• Entered After – Enter a begin date. 
• Entered Before – Enter an end date. 
To narrow the search, go to the next Step. To continue with only the required 
fields, skip to Step 8.  

 
 

 

Continued on next page 
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Global Payroll Action Request Report, Continued 

 

Procedures, 
continued 

 

 
Step Action 

3 Click the Category lookup icon. 

 
 

4 Depending on the choice of Category will affect which Action(s) become 
available. Steps 5 and 6 will show different Action lookups. 

   
 

Continued on next page 
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Global Payroll Action Request Report, Continued 

 

Procedures, 
continued 

 

 
Step Action 

5 In the DISCIPLINARY ACTIONS Category lookup, two different Actions can 
be viewed. 

 
 

 

Continued on next page 
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Global Payroll Action Request Report, Continued 

 

Procedures, 
continued 

 

 
Step Action 

6 In the PAYROLL Category lookup, there are more results. Select an Action to 
narrow the search. 

 
 

 
 

 

Continued on next page 



10 April 2023 

6 
 

Global Payroll Action Request Report, Continued 

 

Procedures, 
continued 

 

 
Step Action 

7 Select the Company lookup icon and select the appropriate Company. 

 
 

 
 

 

Continued on next page 
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Global Payroll Action Request Report, Continued 

 

Procedures, 
continued 

 

 
Step Action 

8 Click View Results. 

 
 

9 This member’s report has 3 Request items per the search parameters for this 
example. 
 
NOTE: Information in columns Key1 through Key8 will vary depending on the 
individual action request. See Step 10. 

 
 

 

Continued on next page 
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Global Payroll Action Request Report, Continued 

 

Procedures, 
continued 

 

 
Step Action 
10 Here is a Reservist’s Scheduled Drills Request example. 

 
NOTE: Information in columns Key1 through Key8 will vary depending on the 
individual action request. 

 
 

11 Here are several Request examples (BAH, EABP Approvals, etc.). This will 
occur when the Category and Action fields are blank. 
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Viewing Pay Transactions by Member 
 

Introduction This section provides the procedures for viewing pay transactions for a 
member using View My Requests (all Types). 

 
Procedures See below. 
 

Step Action 
1 Click the Self Service Requests tile. 

  
 

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

 
 

2 Click the Approve/Deny link. 

 
 

3 Click the Add a New Value tab. 

  
 

 

Continued on next page 
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Viewing Pay Transactions by Member, Continued 

 

Procedures, 
continued 

 

 
Step Action 

4 Then click the Find an Existing Value tab. 

  
 

5 Enter the member’s Empl ID and click Search. 

  
 

 

Continued on next page 
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Viewing Pay Transactions by Member, Continued 

 

Procedures, 
continued 

 

 
Step Action 

6 A list of pay transactions for that member will display. Sort by a column 
description to fit your purpose (Sequence Number used in this example). 
Select the Empl ID link of the transaction to see additional information. 

 
 

 

Continued on next page 
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Viewing Pay Transactions by Member, Continued 

 

Procedures, 
continued 

 

 
Step Action 

7 This will show details about that transaction including the auditor and the 
status. 

 
 

 

 


	Overview
	Introduction
	Information
	Contents
	Global Payroll Action Request Report
	Introduction
	Procedures
	Viewing Pay Transactions by Member
	Introduction
	Procedures

