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Changing a Member’s Advance Liquidation Amount 

 
Introduction This guide provides the procedures for a request to change a Member’s 

Advance Liquidation Schedule in Direct Access (DA). 

 
Reference Coast Guard Pay Manual, COMDTINST M7220.29 (series) 

 
Procedures See below. 

 

Step Action 

1 Prior to entering a change in the Advance Liquidation Schedule Amount, you 

will need to obtain the Advance ID number which is found in the member’s 

Element Assignment By Payee (EABP) data.   

 

Click on the Pay Processing Shortcuts Tile.   

  
 

1.5 Select the Element Assignment By Payee option. 

 
 

 

 

Continued on next page 

https://media.defense.gov/2019/Nov/15/2002211440/-1/-1/0/CIM_7220_29D.PDF
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Changing a Member’s Advance Liquidation Amount, 

Continued 

 
Procedures, 

continued 
 

 

Step Action 

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

 
 

 

 

Continued on next page 
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Changing a Member’s Advance Liquidation Amount, 

Continued 

 

Procedures, 

continued 
 

 

Step Action 

3 Scroll through the list to locate the Element Name ADVANCE PYBK and click 

to display the details. 

 
 

4 The Element Details of the advance will display. Locate and verify the correct 

Advance Type is displayed (this is especially important if the member has more 

than one Advance Pay (i.e., Advance Pay and Advance BAH).   

Take note of the Advance ID number. Click OK and return to DA’s home page.  

  
   

 

Continued on next page 
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Changing a Member’s Advance Liquidation Amount, 

Continued 

 

Procedures, 

continued 
 

 

Step Action 

5 Select Requests from the My Homepage drop-down. Click on the Payroll 

Requests Tile. 

    
 

5.5 Select the Advance Liquidation Schedule option. 

 
 

 

 

Continued on next page 
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Changing a Member’s Advance Liquidation Amount, 

Continued 

 
Procedures, 

continued 
 

 

Step Action 

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

 
 

7 The Submit Liquidation Schedule Change request will display. Enter the 

Advance ID obtained in Step 4 and click Get Details.    

 
 

8 The Request Information section will populate with the current Advance Type, 

the Deduction Start date, and the Current Deduction amount.   

 
 

 

 

Continued on next page 
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Changing a Member’s Advance Liquidation Amount, 

Continued 

 

Procedures, 

continued 
 

 

Step Action 

9 Enter the Change Date the new Advance Liquidation is to begin (the date must 

be in an un-finalized pay calendar). Enter the New Monthly $ amount to be 

deducted from member’s pay. In this example, the member is increasing their 

repayment amount from $250.00 to $300.00 beginning on 12/01/2022. 

 
 

10 Enter Comments as appropriate and click Submit. 

 
 

 

Continued on next page 
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Changing a Member’s Advance Liquidation Amount, 

Continued 

 

Procedures, 

continued 
 

 

Step Action 

11 The request status will update to Pending and will be routed to the SPO tree for 

approval. 

 
 

 

 


