
12 April 2023 

1 

 

View a Member’s Open Debts 

 
Introduction This guide provides the procedures for viewing a member’s open debts in 

Direct Access (DA). 

 
Procedures See below. 

 

Step Action 

1 Click on the Active/Reserve Pay Tile. 

  
 

1.5 Select the View Open Debts / Overpayments option. 

 
 

 

Continued on next page 
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View a Member’s Open Debts, Continued 

 
Procedures, 

continued 
 

 

Step Action 

2 Enter the Empl ID and click Search. 

 
 

 

 

Continued on next page 
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View a Member’s Open Debts, Continued 

 
Procedures, 

continued 
 

 

Step Action 

3 The View Open Debts and Overpayments page will display. If NOT currently 

collecting on any debts, this will display noting the Debt Pay Period End 

Date.  

 
 

4 If there are open debts collecting, the information will be display as below 

with the Total Payment Amount (Last Pay Period) and the current Total 

Debt Balance.  

 
5 There is currently no back button or return to search button, click the Home 

icon to return to the main DA home page and repeat Steps 1-4, if necessary. 

 
 

 


