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Advancing a Member 

 
Introduction This guide provides the procedures for advancing a member’s paygrade 

in Direct Access (DA). 

 
Reference (a) Enlistments, Evaluations, and Advancements, COMDTINST 

M1000.2 (series) 

 
IMPORTANT Once the Advancement Action Request has been approved and has 

processed through a nightly calculation, it is important to review the 

member’s Pay Calculation Results and EABP rows to ensure the 

member’s pay processed correctly and no pay entitlements were 

erroneously started or stopped. 

 
Procedures See below. 
 

Step Action 

1 Click on the AD/RSV Payroll Workcenter tile and scroll down and select the 

Proxy – Promote One Member option. 

              
 

 

Continued on next page 
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Advancing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

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

 
 

3 The Submit Promote/Advance Member action request page will display. 
 

Using the Type drop-down, select the appropriate reason for the Advancement. 
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Advancing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

4 Using the Salary Admin Plan lookup, select ENL (Enlisted Pay Table).  
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Advancing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

5 Using the lookup, select the appropriate Job Code. Using the Search by drop-

down, select Job Family.   

 
 

 
 

 

Continued on next page 
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Advancing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

6 Enter a description (i.e., rating specialty) in begins with and click Search. 

 

NOTE 1:  Ensure the Job Code selected is a valid Job Code. Current enlisted 

job codes will fall within the 400000 series.   

 

NOTE 2:  When searching the Job Family for Culinary Specialist, use the 

search parameter CU vice CS or FS. 
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Advancing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

7 Enter only the following fields: 

• Effdt – Enter the effective date the member is to be advanced. 

• Uniform Allowance – Using the drop-down, select Not Applicable. 

 

Click Get Details. 

This will populate the Request Information section. Ensure the Grade is 

correct.   
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Advancing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

8 Enter the Approver’s Emplid, then enter any Comments for the Approver as 

appropriate. 

 

Click Submit (see NOTE). 

 

NOTE:  Ensure the details of the action request are correct prior to submitting 

for approval. If a correction to the action request is required after it is sent for 

Approval, a PPC Trouble Ticket will need to be submitted requesting the action 

request be deleted. 
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Advancing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

9 The action request will update to a Pending status and be forwarded for 

approval. 

*NEW* To advance another member, click on Add Promote One and repeat 

steps 2-8. 

If complete, proceed to step 10. 

 
 

 

10 Upon approval of the action request, go to the member’s Job Information tab in 

Job Data. Ensure a Promotion Job row was created, and the Job Code and 

Entry Date are correct. 

 
 

 

 


