
BAH/COLA Report 

Introduction This guide provides the procedures for running the BAH/COLA Report 

in Direct Access (DA). 

NOTE:  It is recommended that this report be run regularly to identify 

specific entitlement errors causing potential over/underpayments.  

Required DA 

User Roles 
The user must have the CGHRS or CGHRSUP user role to run this 

report. 

Procedures See below. 

Step Action 

1 Navigate to: NavBar icon > Menu > Schedule a Query. 
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BAH/COLA Report, Continued 

 

Procedures, 

continued 
 

 

Step Action 

2 If not already established, click the Add a New Value tab. 

 
 

3 Enter a Run Control ID (this may be anything but it is recommended to name 

the query something easily remembered).  Click Add. 

 
 

4 Enter CG_BAH_COLA in the Query Name field and click Search. 
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BAH/COLA Report, Continued 

 

Procedures, 

continued 
 

 

Step Action 

5 The Scheduled Query Search page will display.  Click the CG_BAH_COLA 

Query link. 

 
 

6 • Set ID – Enter 00010 for Coast Guard 

• Deptid - SPO Deptid (Required) – Enter the SPO Department ID or use the 

Lookup to locate and select the SPO Department ID 

 

Click OK. 
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Procedures, 

continued 
 

 

Step Action 

7 The Schedule Query page will display.  Click Run. 

 
 

8 Using the Server Name drop-down, select PSUNX.  Click OK. 
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BAH/COLA Report, Continued 

 

Procedures, 

continued 
 

 

Step Action 

9 A Process Instance number will populate.  Click Process Monitor. 

 
 

10 The Process List will display.  The Run Status may initially indicate Queued or 

Processing.  Click Refresh until the Run Status indicates Success and the 

Distribution Status indicates Posted.  This may take several minutes depending 

on the size of the report.  Continue to click the Refresh button periodically as 

necessary. 

 

Once the process has posted successfully, click the Details link. 
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Procedures, 

continued 
 

 

Step Action 

11 Click View Log/Trace. 
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Procedures, 

continued 
 

 

Step Action 

12 To open the report, select CG_BAH_COLA-#######.csv. 
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BAH/COLA Report, Continued 

 

Procedures, 

continued 
 

 

Step Action 

13 DA will prompt you to save the report.  Select a location, enter a File Name, and 

select Save. 

 
 

14 Locate the report and open.  Sort the results according to your needs and 

research as appropriate.  Some of the potential errors identified on this report 

include: 

• BAH Zip Code is different than the Unit Zip Code 

• Spouse in SVC does not show Y for members that are married member-to-

member (including other branches of service) 

• Member has a BAH Qtr Status of L (with depns) but shows 0 in the 

#Dependents column 

• Member has an incorrect CONUS COLA Zip Code 

 
 

 

 
 

 

 

4 March 2023




