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CG Exchange Allotment for Ditty Bag Bill 

 
Introduction This guide provides the procedures for the Recruit TRACEN SPO only 

to start an allotment to recoup money owed for a Ditty Bag. 

 
Procedures See below. 

 

Step Action 

1 Click on the Active/Reserve Pay Tile. 

  
 

2 Select the Voluntary Deductions option. 

 
 

 

 

Continued on next page 
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CG Exchange Allotment for Ditty Bag Bill, Continued 

 
Procedures, 

continued 
 

 

Step Action 

3 The Earning/Deduction Override page will display. Enter the member’s Empl ID 

and click Search. 

 
 

 

 

Continued on next page 
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CG Exchange Allotment for Ditty Bag Bill, Continued 

 
Procedures, 

continued 
 

 

Step Action 

4 The Summary page will display. Select the Add Deduction link. 

 
 

5 Select CG Exchange from the Deduction drop-down. 

 
 

  

Continued on next page 
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CG Exchange Allotment for Ditty Bag Bill, Continued 

 
Procedures, 

continued 
 

 

Step Action 

6 Recipient information auto-populates, as well as the Policy #. Enter the Amount 

of the deduction (tabbing adds 4 zeros), the Begin Date, and the End Date (must 

be last day of the month). Click Save Deduction. 

 
 

7 This error message will appear if the End Date is not the end of the month. Click 

OK. 

 
 

  

Continued on next page 
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CG Exchange Allotment for Ditty Bag Bill, Continued 

 
Procedures, 

continued 
 

 

Step Action 

8 The Summary page will display. The allotment can be edited using the Pencil 

icon and you can Notify the member via email from this page. If complete, click 

Return to Search. 

 
 

9 To notify the member of the change, enter the member’s email in the To: field 

and click Ok to exit the page or Apply to remain on the page. 

 
 

 

  

Continued on next page 
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CG Exchange Allotment for Ditty Bag Bill, Continued 

 
Procedures, 

continued 
 

 

Step Action 

10 To edit the information, the Amount can be updated. The deduction Begin Date 

and the End Date can also be updated. The Stop Deduction button is also 

available to cancel the deduction. 

 
 

11 Verify the information updated correctly and click Return to Search. 

 
 

 

 


