31 May 2023

SMR Batch Process

Overview
Introduction This guide provides the procedures for the Servicing Personnel Office
(SPO) to start or stop a Coast Guard Standard Meal Rate (CGSMR)
Batch request for an entire Cutter/Unit with a single transaction in Direct
Access (DA).
NOTE: This feature is programmed to start new EABP Instances OR
stop open EAPB Instances due to Galley Closures, etc. This feature may
also be used to correct/change a Stop Date for a Cutter/Unit.
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31 May 2023
Overview, Continued

Stage Data If an SMR Batch Submission is started but unable to be completed at that
time, click Stage Data to save the SMR Batch Search parameters. Upon
return to the SMR Batch Submission process, the Staged Data will
populate automatically.

NOTE: Only one set of parameters may be saved at a time.

SMR Batch Submit

SMR Batch Submission

Instructions

Search

*Action [ Mew Meal Requests v Validation Status:

*Begin Date 06/14/2021 |[H]

End Date 06/25/2021  |[5]

*Set ID 00010 |Q

*Department 000192 Q
*Batch Description | TAWAS - TEMDU y

. Search Members ;| Stage Data || Clear My Submitted Batches  Process Monitor

Validate
Members
Personalize | Find | (2] Q First (4) 1-210f21 (b Last
Empl ID Empl Red Name Element Name
11111111 Q|0 Q@ Wilson, Wade W. Discount Meal Rate il ;I
o [annace o L leoas o $08on Oate [l [
Message

SMR Staging Confirmafion (31100,18)

Search parameters and member list successfully saved.
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SMR Batch — New Meal Requests

Introduction This section provides the procedures for the SPO to start a new SMR
Batch request in DA.
NOTE: Out-of-Range SMR transactions cannot be processed using the
SMR Batch Submission process. Individual transactions must be entered
using the Starting CG Standard Meal Rate (CGSMR) process.

Procedures See below.

Step Action
1 After selecting Requests from the My Homepage drop-down, click on the

(O]
<

My Homepage

Requests

Requests ~

>

Self Service Requests

& d

+

Payroll Requests tile.

Notifications C

< 20of2

Payroll Requests

b

- 4

Request Reports

No notifications.
Vhen new notifications arive, the Refresh *(%
button uil show 3 hadne

1.5

Select the SMR Batch Submission option.

View My Requests

Absence Request
Civilian Clothing Allowance

Suppl Clothing Allowance
Officer Uniform Allowance
Diving Duty Pay

Fareign Language Pay
Hazardous Duty Pay

Family Separation Allowance

Advance Pay
Special Duty Pay Request

5 Advance Liguidation Schedule

Assignment Pay Request
Assignment Incentive Pay
IMeal Rate

Cadet ICA

Hostile Fire Pay

Combat Tax Exclusion

Career Sea Time

Career Sea Time Override
Career Sea Pay Premium
Balance Adjustment
Hardship Duty Pay

Pay Corrections

Responsibility Pay
Career Sea Pay on TDY

Approved Absence Corrections

Cadet COMRATS

PHS Installment Special Pay
PHS Monthly Special Pay
EBDL Completion

Remove EBDL Completion

1 Proxy - BRS Enrollment

Proxy - BRS Disenrollment
Proxy - Continuation Pay
TSP Adjustment Request

Non-Chargeable Absence

SMR Batch Submission

Continued on next page
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SMR Batch — New Meal Requests, Continued

Procedures,
continued
Step Action
2 The SMR Batch Submission page will display.

SMR Batch Submit

SMR Batch Submission

{Instructions

Search

*Action p Validation Status:

*Begin Date El
End Date [#]
*Set ID Q

*Department (&}

*Batch Description y

Search Members Stage Data Clear My Submitted Batches  Process Monitor

Using the Action drop-down, select New Meal Requests.
SMR Batch Submit

SMR Batch Submission

Instructions
Search
*Action FNew Meal Requests v Validation Status:
*Begin Date E‘J
End Date [5]
*Set 1D a
*Department QL
*Batch Description i
Search Members Stage Data Clear My Submitted Batches  Process Monitor

Continued on next page
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SMR Batch — New Meal Requests, Continued

Procedures,
continued
Step Action
4 Enter a Begin Date (required). Enter an End Date (optional).

NOTE: The Begin Date CANNOT date more than 24 pay periods into the past
and the End Date CANNOT extend more than 12 pay periods into the future.

SMR Batch Submit

SMR Batch Submission

Instructions

Validation Status:

Search

=Action New Meal Requests
*Begin Date 06/14/2021 I3

End Date 06/25/2021 |5

*SetID Q
*Department Q
*Batch Description

Search Members Stage Data Clear

My Submitted Batches

Process Monitor

Enter 00010 for the Set ID.

SMR Batch Submit

SMR Batch Submission

Instructions

Validation Status:

Search

*Action [ New Meal Requests v
*Begin Date 06/14/2021 [

End Date 06/25/2021  |[5)

*Set D 20010 2

*Department Q
*Batch Description

Search Members Stage Data Clear

My Submitted Batches

Process Monitor

Continued on next page
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SMR Batch — New Meal Requests, Continued

Procedures,
continued

Step

6

Action

Enter the Department ID number for the Cutter/Unit who will require CGSMR
to be started.

SMR Batch Submit

SMR Batch Submission

Instructions

Search

*Action New Meal Requests v Validation Status:

*Begin Date 06/14/2021 |[5]

End Date 06/25/2021 |[5]

*Set ID 00010 |@

*Department 000192 9

)

*Batch Description

Search Members Stage Data Clear My Submitied Batches  Process Monitor

Continued on next page



SMR Batch — New Meal Requests, Continued

31 May 2023

Procedures,
continued
Step Action
7 Enter a Batch Description. This is a required field and is limited to 50

characters (see Note).

Click Search Members.

NOTE: The Batch Description can be anything, but it is recommended the
description be indicative of the unit and reason for the SMR Batch Submission
(i.e., Unit name and Galley Closure or TEMDU, etc.). If there are multiple
entries for the same unit, it is recommended to include the date in the Batch
description.

SMR Batch Submit

SMR Batch Submission

Instructions

Validation Status:

Search

*Action New Meal Requests v
*Begin Date 06/14/2021 |5
End Date 06/25/2021 |3

*SetID 00010 |3

*Department 000192 Q

*Batch Description ITA‘-!‘,’AS - TEMDU

Search Members Stage Data Clear

My Submitted Batches

Process Monitor

Continued on next page
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SMR Batch — New Meal Requests, Continued

Procedures,
continued

Step Action

8 A list of the Members assigned to the Department ID will display. Review the
list of members to ensure all personnel who should be included in the batch are
listed.
e To add a member(s), see Step 9.
e To remove a member(s), see Step 10.

IMPORTANT: When adding and removing members: If the member has
departed PCS but has not yet reported to their new unit (En route), be sure to
remove them from the list of Members for the SMR Batch request. If adding a
Reservist to the list of Members, ensure they are on Active Duty orders for the
requested SMR Batch period.

SMR Batch Submit

SMR Batch Submission

Instructions

Search
*Action [ New Meal Reguests v Validation Status:
*Begin Date 06/14/2021 |5
End Date 06/25/2021 E{J
*Set ID 00010 |@
*Department 000192 Q,
P

*Batch Description |TAWAS - TEMDU

Stage Data Clear My Submitted BEatches  Process Monitor
Validate Delete Selected Members
Members
Personalize | Find | (2| E First (4) 1-24 0f 24 (}) Last
Empl ID Empl Red Name Element Name

O 11 Q |0 Q. Wilson, Wade W. Discount Meal Rate [+]
[0 21234567 Q |0 @, Jones, Jessica Discount Meal Rate [+]
[ 32345678 Q |0 Q, Cage, Luke Discount Meal Rate 1]
[0 43333333 Q |0 @ Murdock, Matt Discount Meal Rate [+]
[J 5|3576891 Q |0 @, Rand, Danny Dizcount Meal Rate ﬂ
[ 64567890 Q [0 Q. Knight, Misty Discount Meal Rate ﬂ
[ 7|4718529 Q |0 Qy Elektra Discount Meal Rate [+]
[ &|5678912 Q|0 Gy Melson, Foggy Discount Meal Rate ﬂ
O 95962374 Q |0 Q, Wing, Colleen Discount Meal Rate ﬂ

Continued on next page
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SMR Batch — New Meal Requests, Continued

Procedures,
continued

Step Action

9 To add a member to the list, click the (+) button on any row. This will insert a
blank row. Use the Lookup or enter the appropriate Empl ID for the member to
be added to the SMR Batch Submission (see Note) and press Enter or the Tab
key. Repeat as necessary.

NOTE: Members assigned to other Department IDs may be added to the SMR
Batch request.

SMR Batch Submit

SMR Batch Submission

Instructions

Search
*Action | Mew Meal Requests v Validation Status:
*Begin Date 06/14/2021 |5
End Date 06/25/2021 |5
*Set ID 00010 |@
*Department 000192 aQ
e

*Batch Description | TAWAS - TEMDU

Stage Data Clear My Submitted Batches  Process Menitor
Validate Submit Delete Selected Members
Members
Personalize | Find | (3] | Q First (4) 1-24 of 24 (» Last
Empl ID Empl Rcd Name Element Name

O 11111111 Q|0 Q, Wilson, Wade W. Discount Meal Rate ﬂ
O 21234567 Q|0 Q Jones, Jessica Discount Meal Rate [+]
[ 32345678 Q |0 Q, Cage, Luke Discount Meal Rate ﬂ
O 43333333 Q |0 Q) Murdock, Matt Discount Meal Rate ﬂ
[ 53576891 Q [0 @, Rand, Danny Discount Meal Rate ﬂ
[ 64567890 Q [0 @, Knight, Misty Dizcount Meal Rate ﬂ
[ 7 |4718529 Q [0 Q Elekira Discount Meal Rate [+]
[ 85678912 Q [0 Q@ Nelson, Foggy Discount Meal Rate ﬂ
[J 9/|5962374 Q|0 @, Wing, Colleen Discount

(O 0 Q [0 Q

O 11|6112233 Q |0 @, Temple, Claire Discount Meal Rate ﬂ

Continued on next page
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SMR Batch — New Meal Requests, Continued

Procedures,
continued

Step Action

10 | To remove a member, check the box for the Empl ID to be removed from the
SMR Batch Submission. Once all appropriate boxes have been checked, click
Delete Selected Members.

SMR Batch Submit

SMR Batch Submission

Instructions

Search
*Action New Meal Requesis v Validation Status:
“Begin Date 06/14/2021 |[5)
End Date 06/25/2021 |[5]
*SetID 00010 |3
*Department 000192 Q,
A

*Batch Description | TAWAS - TEMDU

i_Search Members : | Stage Data Clear My Submitted Batches  Process Monitor

Validate Submit I Delete Selected Members l

Members

Personalize | Find | {1 | @ First (4) 1-24 of 24 (») Last

Empl ID Empl Red Name Element Name
E. 11111111 Q|0 Q_ Wilson, Wade W. Discount Meal Rate [+]
O] 21234567 Q |0 Q, Jones, Jessica Discount Meal Rate [+]
| 32345673 Q|0 G, Cage, Luke Discount Meal Rate ﬂ
O] 43333333 Q|0 Q@ Murdock, Matt Discount Meal Rate [+]
| 53576891 Q |0 @, Rand, Danny Discount Meal Rate ﬂ
6 |4567890 Q[0 @ Knight, Misty Discount Meal Rate ﬂ
) 7|4718529 Q [0 Q, Elektra Discount Meal Rate [+]
8 | B678912 Q [0 @, Nelson, Fogay Dizcount Meal Rate ﬂ
| 9 |5962374 Q[0 Q_ Wing, Colleen Discount Meal Rate il

A confirmation message will display. If sure, click Yes.
Message

SMR Delete Confirmation (31100,28)

Selected members will be deleted from the members grid.

Click Yes to continue or No to go back.

Yes No

Continued on next page
10
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SMR Batch — New Meal Requests, Continued

Procedures,
continued
Step Action
11 | Once the list of members has been reviewed and verified, click Validate.

SMR Batch Submit
SMR Batch Submission

Instructions

Search
*Action New Meal Requests v Validation Status:
“Begin Date 06/14/2021 |3
End Date 06/25/2021 |5
*Set ID 00010 |&
*Department 000192 Q
)

*Batch Description | TAWAS - TEMDU

Stage Data Clear My Submitted Batches  Process Monitor

Validate Submit Delete Selected Members

Members

Personalize | Find | (7 | E First (4) 117 of 17 (») Last

Empl IDv Empl Red Name Element Name
O 1p1mn Q |0 Q Wilson, Wade W. Discount Meal Rate [+]
[0 21234567 Q[0 Q Jones, Jessica Discount Meal Rate [+]
[ 32345678 Q |0 Q, Cage, Luke Dizcount Meal Rate ﬂ
O 43333333 Q[0 Q@ Murdock, Matt Discount Meal Rate [+]
[ 5|3576891 Q |0 @, Rand, Danny Dizcount Meal Rate ﬂ
[ 6 |4567890 Q [0 Q_ Knight, Misty Discount Meal Rate ﬂ
[ 7 |4718529 Q |0 Q, Elekira Discount Meal Rate [+]
[ 85678912 Q [0 Q_ Nelson, Foggy Discount Meal Rate ﬂ
[ 95962374 G 0 Q  Wing, Colleen Discount Meal Rate [+]

12

A confirmation message will display. Click Yes to begin the Validation Process.
Message

SMR Validation Confirmation (31100,17)

Process will now initiate data validation for every member in the list. "Validation Status™ field will list the members that failed validation.

Click Yes to continue or No to go back and change the selection.

No

Continued on next page
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SMR Batch — New Meal Requests, Continued

Procedures,
continued
Step Action
13 | A Validation message will display. It should indicate Validation Complete (if

not, see Step 14). Click OK. The Validation Status of the SMR Batch
Submission will list all of the Empl IDs for those members who validated
successfully. Skip to Step 15.

Message

SMR Validation (31100,19)

| validation Complete. [Examine Validation Status field for any validation errors...

[T there are no errors, click "Submit” button to Submit requests.

~

SMR Batch Submit
SMR Batch Submission
Instructions
Search
*Action New Meal Requests v Validation Status:
13. Validating 4561238, 0 Success.. -
*Begin Date 061412021 |[5) 14. Validating 4612345, 0 Success...
15. Validating 4623785, 0 Success...
End Date 06/25/2021 E{J 16. Validating 4712345 0 Success...
17. Validating 4723456, 0 Success...
*Set 1D 00010 |G 18. Validating 4812347, 0 Success. .
19. Validating 4823488 0 Success. .
*Department 000192 Q 20. Validating 5289631, 0 Success...
21.Validating 6543215, 0 Success...
*Batch Description |TAWAS - TEMDU End Validation... y
Search Members Stage Data Clear My Submitted Batches  Process Monitor
Validate Submit
Members
Personalize | Find | (2| E First (4) 1-210f21 (») Last
Empl ID Empl Red Name Element Name
11111111 Q|0 QL Wilson, Wade W. Discount Meal Rate ﬂ j

Continued on next page

12
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SMR Batch — New Meal Requests, Continued

Procedures,
continued

Step Action
14 | During the validation process, if a member already has SMR running for the
period specified in the request, the following message will display. Click OK.

To determine which member the message applies to, see the Validation Status
block of the SMR Batch Submission. The Validation Status will pause at the
affected member.

Click Stage Data to save the SMR Batch Submission parameters. Exit the SMR
Batch process and research the affected member; OR see Step 10 for
instructions on removing the member, then click Validate again to continue the

Validation process.
Message

For a member, for this transaction, there can only be one open transaction at a time. (30003,75)

[The begin date for this action request conflicts with an existing transaction.]For this member, examine the Element Assignment By Payee Component.
Look for open fransactions. There cannot be moreﬁone open transaction at a time.

\

SMR Batch Submit

SMR Batch Submission

Instructions

Search
“Action New Meal Requests hd \fl‘i%?itcilgﬂnzta;SuSsS:333. 0 Success.. -
ognone 201
come 152 5
ot \ oo snerapsucess
*Department 000192 Q N iddaeﬂrngg aied b Seree
13. Validating 5374158, 0 ] v

*Batch Description |TAWAS - TEMDU

| Search Members | Stage Data I Clear My Submitted Batches  Process Monitor

Validate Submit Delete Selected Members

Members

Personalize | Find | (2 | Q First (4) 117 of 17 (») Last
Empl ID Empl Rcd Name Element Name

O 1pmnn Q |0 Q Wilson, Wade W. Discount Meal Rate [+]
O 2 |1234567 Q [0 Q, Jones, Jessica Discount Meal Rate [+]
[ 3|2345678 Q |0 Q, Cage, Luke Dizcount Meal Rate ﬂ
[0 4[3333333 Q [0 Q Murdock, Matt Discount Meal Rate [+]
O 5/|3576891 Q |0 @, Rand, Danny Dizcount Meal Rate ﬂ
[ &|4567890 Q |0 Q Knight, Misty Dizcount Meal Rate ﬂ
[ 714718529 O 10 O Elekira Discount Meal Rate [+]

Continued on next page
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SMR Batch — New Meal Requests, Continued

Procedures,
continued

Action
Once the Validation process has successfully completed, a confirmation message
will display. Click OK, then click Submit.

Message

Step
15

SMR Validation (31100,19)
Validation Complete. Examine Validation Status field for any validation errors...

[T there are no errors, click "Submit” button to Submit requests.

SMR Batch Submit

SMR

Insfructions

Search

. Search Membrs |

atch Submission

=Action New Meal Requesis v Validation Status:
T.vdliuduiny JTULI S, U JULLEDD... s
" 06/14/2021 10. Validating 6112233, 0 Success...
*Begin Dyte & 11. Valdating 6123347, 0 Success...
[IE T 12 Validating 6223457, 0 Success...
06/25/2021
End Date & 12. Validating 6374159, 0 Success...
14. Validating 7418529, 0 Success...
* 00010
setiD Q 15. Validating 7538691, 0 Success...
. A 16. Validating 8691590, 0 Success...
Departmen 000182 Q 17 Validating 9518473, 0 Success...
End Validation... 4

TAWAS - TEMDU

Stage Data Clear

My Submitted Batches

Process Monitor

Validate Delete Selected Members
Members
Personalize | Find | {2 | E First (4, 1-17 of 17 (») Last
Empl ID Empl Red Name Element Name
O 1p1mnn Q |0 Q@ Wilson, Wade W. Discount Meal Rate [+]
O 21234587 Q |0 @, Jones, Jessica Discount Meal Rate [+]
[ 3 |2345678 Q |0 @, Cage, Luke Discount Meal Rate 1]
. 4[3339333 - I A U M Dis Meal R =

Continued on next page
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SMR Batch — New Meal Requests, Continued

Procedures,
continued
Step Action
16 | A confirmation message will display. Click Yes to continue with the SMR

Batch Submission. Click No to go back and make changes.

Message

SMR Batch Confirmation (31100,20)
"New Meal Request” batch process will now be submitted. You can see ihe process status by clicking the refresh icon on the page or going to the process monitor.
Click Yes to continue or No to go back to change the selection

No

17

The Process Status box will display where the Members list had been. Click the
green arrows ( * ) to refresh the Process Status until it indicates Success (skip to
Step 19) or click Process Monitor to open the Process List (see Step 18).

NOTE: This step may take a considerable amount of time depending on the
size of the SMR Batch request. You may exit this page. Upon returning to the
SMR Batch Submission page (see Step 1), click My Submitted Batches to view
the status of the batch.

SMR Batch Submit

SMR Batch Submission

Instructions

Search
*Action Mew Meal Reguests v Validation Status:
*Begin Date 0611412021 |[&)
End Date 06/25/2021 |[5)
*Set D 00010 |Q
*Department 000192 Q
y

*Batch Description | TAWAS - TEMDU

Search Members Stage Data Clear My Submitted Batches | Process Monitor

Process Status

Process Instance 1023084 Queued

Continued on next page
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31 May 2023

SMR Batch — New Meal Requests, Continued

Procedures,
continued

Step Action

18 | The Process List will open in a new window. Click Refresh until the Run Status
indicates Success and the Distribution Status indicates Posted. To exit the
Process List, close the window.

Process List
View Process Request For
UseriD (9876583 Q. Type v Last - 1| [Days ~
Server b4 Name Q | Instance From Instance To Report Manager
Run Status . Distribution Status M Save On Refresh
Process List
B Q 1-10f1 v | ViewAl
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status ?i:::li:mio" Details
1023084 Application Engine  CG_SMR_SUB 9876543 07/20/2021 9:37:18AM PDT IProcessmg N/A Details
19 | Once the Process Status indicates Success, click My Submitted Batches.
SMR Batch Submit
SMR Batch Submission
Instructions
Search
*Action [ New Meal Reguests v Validation Status:
*Begin Date 0611412021 5§
End Date 06/252021 |5
*SetID 00010 |Q
*Department 000192 Q
P
*Batch Description | TAWAS - TEMDU
Search Members Stage Data Clear My Submitted Batches | Process Monitar
Process Status
Process Instance 1023084 o

Continued on next page
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SMR Batch — New Meal Requests, Continued

Procedures,
continued
Step Action
20 | The Batch Details will display. Make a note of the Batch ID for the SMR Batch

just completed. The Approver will need this to locate the SMR Batch for

approval.

Click Return to close the Batch Details.

View Batch Details

Personalize | Find | &1 [ First (4 10f1 () Last
View Details BatchID  Batch Description Request Type SetID Department Batch Status. Count Process Instance Process Status Submitted By DateTime
""" ii5 00000001 TAWAS-TEMDU New Meal Requests 00010 000192 Pending 16 1023084 Success 9876543 07/20/2021 9:38AM

Return

21

The SMR Batch is now awaiting approval.

To exit, click the Home button or to enter another SMR Batch, click Clear.

SMR Batch Submit
SMR Batch Submission

Instructions

Search

“Action [ New Meal Requests v Validation Status:

*Begin Date 06/14/2021 |5

End Date 06/2512021 |

*Set ID 00010 |G,

*Department 000192 Q.
*Batch Description |TAWAS - TEMDU P

Search Members Stage Data My Submitted Batches  Process Monitor

Process Status

Process Instance 1011657 Success o

Continued on next page
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SMR Batch — New Meal Requests, Continued

Procedures,
continued
Step Action
22 | Click Yes and return to the beginning of this guide and follow the appropriate
rocedures.
IMessage

SMR Confirmation (31100,26)

All fields including the Members section will be cleared. Mote that your staged data, if any, will not be cleared.

Click Yes to continue or No to go back.

No

18
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SMR Batch — Stop Active Requests

Introduction This section provides the procedures to stop or update actively running

SMR transactions in DA.

NOTE 1: If SMR is only to be stopped temporarily, it is important to
submit a New Meal Request SMR Batch immediately to restart SMR as
appropriate. See the SMR Batch — New Meal Requests section for
procedures on restarting SMR.

NOTE 2: Out-of-Range SMR transactions cannot be processed using
the SMR Batch Submission process. Individual transactions must be
entered using the Pay Corrections Action Request process.

Procedures See below.

Step Action
1 After selecting Requests from the My Homepage drop-down, click on the

Pavroll Requests tile.

Requests ~ ¢ 20f2 - Nofifications (&
My Hemepage
Self Service Requests Payroll Requests Request Reports
Requests. —a -
a4 > '
' . i
No netifications
< Vhen new notifications arive, the Refresh *(%
Dutton il show 3 badae

1.5 | Select the SMR Batch Submission option.

Career Sea Time Override

View My Requests

Career Sea Pay Premium
i Ab R t
EErED L Balance Adjustment

Hardship Duty Pay

5 Civilian Clothing Allowance

Suppl Clothing Allowance

Officer Uniform Allowance
Diving Duty Pay

Foreign Language Pay
Hazardous Duty Pay

Family Separation Allowance

Advance Pay

5| Special Duty Pay Request
5 Advance Liquidation Schedule

51 Assignment Pay Request

5 Assignment Incentive Pay

Meal Rate

Cadet ICA

Hostile Fire Pay
Combat Tax Exclusion

Career Sea Time

Pay Corrections

Responsibility Pay

Career Sea Pay on TDY
Approved Absence Corrections
Cadet COMRATS

PHS Installment Special Pay
PHS Monthly Special Pay
EBDL Completion

Remove EBDL Completion
Proxy - BRS Enrollment
Proxy - BRS Disenrollment
Proxy - Continuation Pay
TSP Adjustment Request

Non-Chargeable Absence

SR Batch Submission

19

Continued on next page
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SMR Batch — Stop Active Requests, Continued

Procedures,
continued

Step Action
2 The SMR Batch Submission page will display.

SMR Batch Submit

SMR Batch Submission

structions

Search

*Action e Validation Status:

*Begin Date E‘:I
End Date [
*Set ID Q,

*Department Q

*Batch Description y

Search Members Stage Data Clear My Submitted Baiches  Process Monitor

3 Using the Action drop-down, select Stop Active Requests.

SMR Batch Submit
SMR Batch Submission
Instructions
Search
*Action |Stoo Active Requests "l Validation Status:
End Date [#]
*Set ID a
*Department Q
EABP Date Range r
Begin Date From EH To 5]
End Date From B To [5]
*Batch Description
Search Members Stage Data Clear My Submitted Batches ~ Process Monitor

Continued on next page
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SMR Batch — Stop Active Requests, Continued

Procedures,
continued
Step Action
4 Enter the End Date SMR is to stop (End Date CANNOT extend more than 12

pay periods into the future). Remember, you must process a separate SMR
Batch transaction to restart SMR.

SMR Batch Submit

SMR Batch Submission

Instructions

Search

Validation Status:

*Action [Stop Active Requests v

End Date I

*SetID Q

*Department Q

EABP Date Range A
Begin Date From EH To El

End Date From EH To El

*Batch Description

Search Members Stage Data Clear My Submitted Batches  Process Monitor

Enter 00010 for the Set ID.

SMR Batch Submit

SMR Batch Submission

Instructions

Search
*Action [Stop Active Requesis v Validation Status:
End Date 07/08/2021 |5
*SetID 00010 [la
*Department Q
EABP Date Range )
Begin Date From EH To i
End Date From H To B

*Batch Description

Search Members Stage Data Clear My Submitted Batches  Process Monitor

Continued on next page
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SMR Batch — Stop Active Requests, Continued

Procedures,
continued

Step Action
6 Enter the Department ID number for the unit/members SMR should be stopped.

SMR Batch Submit

SMR Batch Submission

Instructions

Search

*Action |St00 Active Reguests v Validation Status:
End Date 07/08/2021 |5

*SetID 00010 |@

*Department 000246 Q

EABP Date Range

Begin Date From H To [5]
End Date From EH To [5]

*Batch Description

Search Members Stage Data Clear My Submitted Batches  Process Monitor

Continued on next page
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SMR Batch — Stop Active Requests, Continued

Procedures,
continued

Step Action
7 Enter a Batch Description. This is a required field and is limited to 50
characters (see Note).

To utilize the EABP Date Range field (optional), see Step 8; otherwise, click
Search Members.

NOTE: The Batch Description can be anything, but it is recommended the
description be indicative of the unit and reason for the SMR Batch Submission
(i.e., Unit name and Galley Closure or TEMDU, etc.). If there are multiple
entries for the same unit, it is recommended to include the date in the Batch
description.

SMR Batch Submit
SMR Batch Submission
Instructions
Search
*Action |Stoo Active Requests - Validation Status:
End Date 07/08/2021 |5
*Set ID 00010 |Q
*Department 000246 Q
EABP Date Range r
Begin Date From B To El
End Date From B To El
*Batch Description [SAG Galley Closure |
Search Members Stage Data Clear My Submitted Batches  Process Monitor

Continued on next page
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31 May 2023

SMR Batch — Stop Active Requests, Continued

Procedures,
continued

Step Action

8 The EABP Date Range may be used to narrow the list of members available for
the SMR Batch Submission. This may be especially helpful for those units with
a large number of members with numerous EABP DMR Instances. The EABP
Date Range is not limited to In-Range Dates only. This is to allow the system to
search for SMR transactions that have been continuously running for more than
24 pay periods or have an open End Date.

All EABP Date Range fields are optional. Enter an EABP Date Range, then
click Search Members.

WARNING: Use the EABP Date Range feature with caution. If the Begin
Date From/To and/or the End Date From/To date ranges are used, the Search
Results will ONLY display those EABP DMR Instances that fall within the date
range(s) provided.

IMPORTANT: Review the list of Members carefully to ensure all members to
be included in the SMR Batch Submission populated. If not, see Step 11 to add
members or remove the EABP Date Range parameter and click Search
Members again.

SMR Batch Submit

SMR Batch Submission

Instructions

Search

*Action [ Stop Active Requests v Validation Status:

End Date 07/08/2021 |5
*SetID 00010 |
*Department 000246 Q,

EABP Date Range P
Begin Date From 07/16/2020 |5 To|07/31/2021 El

End Date From EH To ]

*Batch Description |SAG Galley Closure

Search Members Stage Data Clear My Submitted Batches  Process Monitor

Continued on next page
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31 May 2023

SMR Batch — Stop Active Requests, Continued

Procedures,

continued

Step

Action

9

A list of the Members will populate based on the search parameters defined
in Steps 3-8. Members may be listed multiple times if they have multiple
DMR Instances in EABP.

To remove a member that should not be included in the SMR Batch OR to
remove closed DMR Instances (see Important note below), check the box for
the Empl ID to be removed from the SMR Batch Submission. Once all
appropriate boxes have been checked, click Delete Selected Members.

IMPORTANT: If the member has multiple DMR Instances listed, only the
DMR Instance to be stopped/adjusted should be left in the list. All other
DMR Instances MUST be removed to prevent over/under payments.

When adding and removing members: If the member has departed PCS but
has not yet reported to their new unit (En route), be sure to remove them from
the list of Members for the SMR Batch request. If adding a Reservist to the
list of Members, ensure they are on Active Duty orders for the requested
SMR Batch period.

SMR Batch Submit
SMR Batch Submission

Instructions

Search
*Action Validation Status:
End Date 07/082021 |[5]
*Set ID 00010 |
*Department 000246 Q
EABP Date Range )

Begin Date From 0716/2020 To|07/31/2021 |[5]

End Date From [ To [

*Batch Description |SAG Galley Closure

[ Search Members | | Stage Data Clear | Wy Submitted Batches  Process Monitor

Validate Delete Selected Members
Members
Personalize | Find | (1 | [ First 4 1-110f11 (b Last
Empl ID Empl Rcd  Name Element Name Begin Date End Date Descr Descr2 Instance
of 1 11 0 Wilson, Wade W, Discount Meal Rate  07/16/2020 CALCULATED BY GLOBAL  vgg 4 =
- PAYROLL
2 1234567 0 Parker, Peter B. Discount Meal Rate 0472472021 06/0912021 Sj&%tf‘m” BYGLOBAL  vgs 2 [*]
Of 3 1234567 0 Parker, Peter B Discount Meal Rate 07/06/2021 CALCULATED BY GLOBAL g 3 3]
U PAYROLL
4 1455789 0 Stark, Anthony £ Discount Meal Rate  10/23/2020 10/2512020 F,C;‘\ECLU‘TED BYGLOBAL  ypg 3 3]
5 1456789 0 Stark, Anthony E Discount Meal Rate  10/26/2020 011112021 PCF’:;F%'L-[‘TEB BYGLOBAL  veg 4 [
6 1456 A = 116004 CALCULATED BY GLOBAL

P41 6 1456789 0 Stark, Anthany E. Discount Meal Rate 02/26/2021 03162021 givpoy YES 5 #]
Of 7 1456780 0 Stark, Anthony £ Discount Meal Rate 0311972021 g;;%%tf‘m” BYGLOBAL  ypg 6 3]
O s 2583697 0 Romanova Natalia A Discount Meal Rate  09/15/2020 E;\%SSE‘TEB BYGLOBAL ypg 1 [+
O o 3572419 0 Barlon, Clinton F. Discount Meal Rate  09/202020 F,C;‘\E%EE‘TED BYGLOBAL  ves 1 #
)10 3608745 0 Banner, Bruce Discount Meal Rate  04/1672021 PCE&%'L-[‘TED BYGLOBAL  veg 1 [*
Of 11 4124129 0 Maximoff, Wanda Discount Meal Rate  06/06/2021 CALCULATED BY GLOBAL  ygg 1 E3]
- PAYROLL
Validate Delete Selected Members

Continued on next page
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31 May 2023

SMR Batch — Stop Active Requests, Continued

Procedures,
continued
Step Action
9 A confirmation message will display. Click Yes.

(cont.)

Message

SMR Delete Confirmation (31100,28)
Selected members will be deleted from the members grid.

Click Yes to continue or Mo to go back.

es Mo

10

Once the list of Members has been reviewed and verified, click Validate and
skip to Step 12.

SMR Batch Submit
SMR Batch Submission

Instructions

Search
*Action Stop Active Requests v Validation Status:
End Date 07082021 |5
*SetID 00010 |Q
“Department 000246 a
EABP Date Range 2|
Begin Date From EH To &)
End Date From To )

*“Baich Description |SAG Galley Closure

Search Members Stage Data Clear My Submitted Batches  Process Monitor
Validate Submit Delete Selected Members
Members
Personalize | Find | G| ]~ First (0 1-7of 7 (b Last
Empl 1D EmplRcd  Name Element Name Begin Date End Date Descr Descrz Instance
o W I - GALCULATED BY GLOBAL
O 111 o Wilsan, Wads W Discount Meal Rate  07/16/2020 ChLeuL vES 4 =
O 2 1234567 0 Parker, Pter B Discount Meal Rate  07/06/2021 CALCULATEDBY GLOBAL  yggq 3 [+
PAYROLL
[ 31456789 0 Stark, Anthony E Discount Meal Rate 031912021 CALCULATEDBYGLOBAL g 8 #
AYROLL
O 4 2583697 0 Romanova, Natalia A Discount Meal Rate 0911512020 A OLMTEDBYGLOBAL  ygg 1 E3]
O 5372419 0 Barton, Clinton F Discount Meal Rate  09/20/2020 AROLTEDBYGLOBAL  ygg 1 [+
[ 6 3608745 0 Banner, Bruce DiscountMealRate 041612021 AROLMEDBY GLOBAL  ygg q =
O 7412129 0 Maximoff, Wanda Discount Meal Rate  06/06/2021 CALCULATEDBY GLOBAL  yeq 1 3|
PAYROLL
Validate Submit Delete Selected Members

Continued on next page
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31 May 2023

SMR Batch — Stop Active Requests, Continued

Procedures,
continued

Step Action

11

key. Repeat as necessary.

Batch request.

requested SMR Batch period.

To add a member to the list, click the (+) button on any row. This will insert a
blank row. Use the Lookup or enter the appropriate Empl ID for the member to
be added to the SMR Batch Submission (see Note) and press Enter or the Tab

Once the list of Members has been reviewed and verified, click Validate.
NOTE: Members assigned to other Department IDs may be added to the SMR
IMPORTANT: When adding and removing members: If the member has
departed PCS but has not yet reported to their new unit (En route), be sure to

remove them from the list of Members for the SMR Batch request. If adding a
Reservist to the list of Members, ensure they are on Active Duty orders for the

SMR Batch Submit
SMR Batch Submission

Instructions

Search
*Action Stop Aclive Requests - Validation Status:
End Date 07/082021 |[&]
*Set ID 00010 |a
*Department 000248 Q
EABP Date Range y

Begin Date From 07/16/2020 To|07/31/2021 |5

End Date From H To 5
*Batch Description |SAG Galley Closure

Search Members

Stage Data Clear My Submitted Batches  Process Monitor

Delete Selected Members

PAYROLL

Delete Selecled Members

Members
Personalize | Find | (1| [ First (4) 1-Tof 7 (b Last
Empl ID Empl Red  Name Element Name: Begin Date End Date Descr Descr2 Instance
[RIREIRSECRREI Wilson, Wade W. Discount Meal Rate  07/16/2020 CACULATEDBY GLOBAL  vpg 4
- marmr | ) ’ S CALCULATED BY GLOBAL
[0 2 1234567 0 Parker, Peter B, Discount Meal Rate 07/06/202 PAYROLL YES 3 [+
O 3 1456789 0 Stark, Anthony E. Discount Meal Rale  03/19/2021 CALCLLATEDEY GLOBAL  veg [ E3]
S I el . . CALCULATED BY GLOBAL
O 4 2583587 0 Romanova, NataliaA  DiscountMeal Rate  09/15/2020 abcuLs YES 1 =
O 53572419 0 Barton, Clinton F Discount Meal Rate  09/20/2020 CALCULATED BY GLOBAL g 1 +
PAYROLL

- ‘ PR CALCULATED BY GLOBAL
[ 6 3698745 0 Banner, Bruce Discount Meal Rate 04/16/202 PAYROLL YES 1 [+
O 7 #2129 0 Maximoff, Wanda Discount Meal Rate  06/06/2021 CALCULATED BY GLOBAL g 1 E3]
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31 May 2023

SMR Batch — Stop Active Requests, Continued

Procedures,
continued

Step Action
12 | A confirmation message will display. Click Yes to continue with the SMR
Batch Submission. Click No to go back and make changes.

Message

SMR Validation Confirmation (31100,17)

Process will now initiate data validation for every member in the list. "Validation Status™ field will list the members that failed validation

Click Yes to continue or Mo to go back and change the selection

Yes Mo

Continued on next page
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31 May 2023

SMR Batch — Stop Active Requests, Continued

Procedures,
continued
Step Action
13 | A Validation message will display. It should indicate Validation Complete (if

not, see Step 14). Click OK. The Validation Status of the SMR Batch
Submission will list all of the Empl IDs for those members who validated

successfully.

Click Submit and skip to Step 15.

Message

SMR Validation (31100,19)

If there are no errors,

Validation Cnmplete.kxamine Validation Status field for any validation errors...

ick "Submit” button to Submit requests.

SMR Batch Submit
SMR Batch Submission

Instructions

Search
*Action | Stop Active Requests v
End Date 07/08/2021 |5
*Set 1D 00010 |@
*Department 000246 Q,

EABP Date Range

Begin Date From 0716/2020 |5 To|07/31/2021

EH To

End Date From

*Batch Description |SAG Galley Closure

Search Members Stage Data Clear

E
E

My Submitted Batches

i Validate Delete Selected Members
Members
Persq
Empl ID Empl Rcd  Name Element Name Begin Date End Date Descr
n
[ 1 1111444 0 Wilenn Wads W Dierount Maal Bate 07162020 CALCUL

Validation Status:

Start Validation... 2021-07-20-10.45.19.000000
. Walidating 1111111, 0 Success...

Validating 1234567, 0 Success...

alidating 1456789, 0 Success...

—

2.

3

4 Validating 2583697, 0 Success. ..

5. Validating 3572419, 0 Success. ..

6. Validating 3698745, 0 Success. .

7. Validating 4124129, 0 Success. ..

End Validation... 2021-07-20-10.45.19.000000

Process Monitor

29
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31 May 2023

SMR Batch — Stop Active Requests, Continued

Procedures,
continued
Step Action
14 | During the validation process, if a member does not have an active SMR

Instances running, there is a conflict with another SMR Instance, or has multiple
EABP rows, the following message(s) will display. Click OK.

To determine which member the message applies to, see the Validation Status
block of the SMR Batch Submission. The Validation Status will pause at the

affected member.

Click Stage Data to save the SMR Batch Submission parameters. Exit the SMR
Batch process and research the affected member; or see Step 9 for instructions
on removing the member, then click Validate to continue the Validation

TrOCCESS.

Message

Mew Begin/End Date Error {30003,133)

Mew Begin Date cannot be greater than the new or current End Date. New End Dale cannot be pricr to the new or current Begin Date.

~

SMR Batch Subm
SMR Batch Subm

ion

Instructions

Validation Status:

1. Validating 1111111, 0 Success..
. Walidating 1234567, 0 Success...
. Walidating 1456789, 0 Success...
. Walidating 2583697, 0 Success..
.Walidating 3572419, 0

ra

[5 [ S

Search
*Action Stop Active Requests w \
End Date 07/08/2021 |[5)
*SetID 00010 |Q
*Department 000248 Q

EABP Date Range

Begin Date From E To El
End Date From E To El

*Batch Description

Search Members Stage Data
Validate

SAG Galley Closure

Clear

Delete Selected Members

Members

My Submitied Batches

Process Monitor
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31 May 2023

SMR Batch — Stop Active Requests, Continued

Procedures,
continued
Step Action
14 Click OK.
(cont.)

To determine which member(s) the message applies to, see the Validation
Status block of the SMR Batch Submission. See Step 9 for instructions on
removing the member, then click Validate to continue the Validation process.
Message

SMR Validation (31100,23)

IMuItipIe EAEP rows present for below member::s_u.lF'le ase delete row(s) you do not want to submit for processing.

AN

SMR Batch Submit
SMR Batch Submission
Instructions

Search

*Action Stop Active Requests w

3. Validating 1456789, 0 Success..
4. Validating 2583697, 0 Success...
5. Validating 3572419, 0 Success....
End Date 07/08/2021 |[5) 6. :'v':al@dat@ng 3698745, 0 Success...
7.Validating 4124129, 0 Success...
E

*Set 1D 00010 @ nd Validation... 2021-07-27-14.17.25.000000
*Department 000246 aQ, Mulitple EABP rows present for below members(s):
EABP Date Range 2583607, 3698745 P
Begin Date From EH To El

End Date From FH To el

*Batch Description |SAG Galley Closure

Search Members Stage Data Clear My Submitted Batches  Process Monitor

Validate Submit Delete Selected Members

Members

Continued on next page
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SMR Batch — Stop Active Requests, Continued

Procedures,
continued
Step Action
15 A confirmation message will display. Click Yes to continue with the SMR

Batch Submission. Click No to go back and make changes.

Message

SMR Batch Confirmation (31100,20)
"Stop Active Request” batch process will now be submitted. You can see the process status by clicking the refresh icon on the page or going to the process monitor.|
Click Yes to continue or Mo to go back to change the selection

Yes No

16

The Process Status box will display where the Members list had been. Click
the green arrows ( * ) to refresh the Process Status until it indicates Success

(skip to Step 18) or click Process Monitor to open the Process List (see Step
17).

NOTE: This step may take a considerable amount of time depending on the
size of the SMR Batch request. You may exit this page. Upon returning to the

SMR Batch Submission page (see Step 1), click My Submitted Batches to
view the status of the batch.
SMR Batch Submit

SMR Batch Submission

Instructions

Search
*Action | Stop Active Requests v Validation Status:
End Date 07/08/2021  |[5]
*SetID 00010 |Q@
*Department 000246 Q,
EABP Date Range p

Begin Date From 07/16/2020 |5 To|07/31/2021 |5
End Date From EH To [#]

*Batch Description |SAG Galley Closure

Search Members Stage Data Clear My Submitted Batches | Process Monitor

Process Status

Process Instance 1023085 Queued

Continued on next page
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31 May 2023

SMR Batch — Stop Active Requests, Continued

Procedures,
continued

Step

Action

17

The Process List will open in a new window. Click Refresh until the Run Status
indicates Success, and the Distribution Status indicates Posted. To exit the
Process List, close the window.

Process List

View Process Request For

Server v Name Q | Instance From Instance To Report Manager
Run Status . Distribution Status . Save On Refresh
Process List
B Q 120f2 v | View Al
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status 22:2:"“"" Details
1023085 Application Engine CG_SMR_SUB 9876543  07/20/2021 10:47:51AM PDT IPmcess\ng N/A Details
1023084 Application Engine CG_SMR_SUB 9876543  07/20/2021 9:37:16AM PDT Success Posted Details

18

Once the Process Status indicates Success, click My Submitted Batches.

SMR Batch Submit
SMR Batch Submission

Instructions

Search
*Action | Stop Active Requests » Validation Status:
End Date 07/08/2021 |
*Set ID 00010 |3
*Department 000246 Q,
EABFP Date Range 4

Begin Date From 07/16/2020 |[H] To|07/31/2021 |[&]
End Date From [ To [#]

*Batch Description |SAG Galley Closure

Search Members Stage Data Clear

My Submitted Batches

Process Monitor

Process Status

Process Instance 1023085

o

Success

Continued on next page
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SMR Batch — Stop Active Requests, Continued

Procedures,
continued
Step Action
19 | The Batch Details will display. Make a note of the Batch ID for the SMR Batch

just completed. The Approver will need to this to locate the SMR Batch for

approval.

Click Return to close the Batch Details.

View Batch Details
Personalize | Find | &1 [Ed First (4 120f2 (b Last
View Details Batch ID Batch Description Request Type SetID Department Batch Status  Count Process Instance Process Status Submitted By DateTime
SAG Galley Closure Stop Active Requests 00010 000248 Pending 7 1023085 Success 9876543 07/20/2021 10:48AM
00000001 TAWAS - TEMDU New Meal Requests 00010 000192 Pending 16 1023084 Success 9876543 07/20/2021 9:38AM
20 | The SMR Batch is now awaiting approval.
To enter another SMR Batch, click Clear.
SMR Batch Submit
SMR Batch Submission
Instructions
Search
-Action Siop Active Requests - Validation Status:
End Date 0770872021 E{J
*SetlD 00010 |3y
*Department 000248 Q
EABP Date Range r

Begin Date From 07/16/2020 |[H] To|07/31/2021 |[5]
End Date From H To [5]

*Batch Description |SAG Galley Closure

Search Members Stage Data My Submitied Batches  Process Monitor

Process Status

Process Instance 1023085 Success '

Continued on next page
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SMR Batch — Stop Active Requests, Continued

Procedures,
continued
Step Action
21 | Click Yes and return to the beginning of this guide and follow the appropriate
rocedures.
Message

SMR Confirmation (31100,26)
All fields including the Members section will be cleared. Mote that your staged data, if any, will not be cleared.
Click Yes to continue or Mo to go back.

Yes i No
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Approving an SMR Batch Submission

Introduction This section provides the procedures to approve an SMR Batch
Submission in DA.
Important You must have the CGHRSUP role to approve SMR Batch Submissions.
Procedures See below.
Step Action
1 After selecting Requests from the My Homepage drop-down, click on the
Payroll Requests tile.
o MO
Requests v ¢ 202 - Notifications (G
My Horepage l Self Service Requests Payroll Requests Request Reports
Requests. ‘
| - N . —
- 4 l
o
Lo when ne\;;‘;:%;;‘ :r::le;;\:mnesn o

1.5

Select the SMR Batch Approval option.

View My Requests

1 Absence Request
F-1 Civilian Clothing Allowance
Suppl Clothing Allowance
Officer Uniform Allowance
Diving Duty Pay

Foreign Language Pay

Hazardous Duty Pay

Advance Pay
Special Duty Pay Request

Assignment Pay Request

Assignment Incentive Pay

Meal Rate
Cadet ICA

Hostile Fire Pay

Combat Tax Exclusion

Career Sea Time

Family Separation Allowance

Advance Liquidation Schedule

Career Sea Time Override
Career Sea Pay Premium
Balance Adjustment
Hardship Duty Pay

Pay Corrections

Responsibility Pay

Career Sea Pay on TDY
Approved Absence Corrections
Cadet COMRATS

PHS Installment Special Pay
PHS Monthly Special Pay
EBDL Completion

Remove EBDL Completion
Proxy - BRS Enrollment
Proxy - BRS Disenrollment
Proxy - Continuation Pay
TSP Adjustment Request
Non-Chargeable Absence
SMR Batch Submission

SMR Batch Approval

36
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31 May 2023

Approving an SMR Batch Submission, Continued

Procedures,
continued
Step Action
2 The SMR Batch Approval page will display.
SMR Batch Approval
SMR Batch Approval
Instructions
Search
Validation Status:
*Action v
*Batch (e}
y:
Search Clear Process Monitor

Using the Action drop-down, select the appropriate action type.

SMR Batch Approval
SMR Batch Approval

Instructions

Search
Validation Status:

*Action v
*Batch

New Meal Requasts

Stop Active Requests

Wi
Search Clear Pracess Monitor

Continued on next page
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31 May 2023

Approving an SMR Batch Submission, Continued

Procedures,
continued
Step Action
4 Enter the Batch ID number or use the Lookup to locate and select the

appropriate Batch ID to be approved.

NOTE: Only the Batch IDs falling under the Auditor’s SPO tree and for the
Action type selected will be listed in the Search Results.

SMR Batch Approval

SMR Batch Approval

Validation Status:

Instructions
Search
*Action [ Stop Active Requests v
Bt
Search lear Process Monitor

Look Up *Batch

Searchby: [BgfhlD |

begins with ||

Look Up Cancel Advanced Lookup

Search Re:

View 100 First
P Empl
Batch ID / Description rocess Batch mployee
Instance Count
Status

00000008 Eaginaw - Galley Reno (06/15-07/22) 1011658 Pending 46

Help

1) 1of1 (}) Last

Created Datetime

06/10/2021 1:49PM

38
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31 May 2023
Approving an SMR Batch Submission, Continued

Procedures,
continued

Step Action
5 Click Search.

SMR Batch Approval

SMR Batch Approval

Instructions
Search
Validation Status:
*Action [ Stop Active Requests v|
*Batch 00000008 | saginaw - Galley Reno

(06/15-07/22)

Clear Process Monitor

6 Review and verify the Members listed, then click Validate.

SMR Batch Approval
SMR Batch Approval
Instructions
Search
Validation Status:
*Action Stop Active Requesis v
*Batch 00000008 |@  saginaw - Galley Reno
(08/15-07/22
4
Search | Clear Process Monitor
Validate Approve Deny All Deny All Comments:
4
Members
Personalize | Find | &| & First 4 1460f46 » Last
Details Additional Info
Batch ID Action SetlD Dept  EmplID  EmplRcd Name Begin Date End Date Seq Num§ Status Instance Descr  Approver Action
CALCULATED
100000008 Stop Active Requests 00010 000246 1234567 0 Parker, PeterB.  02/27/2017 08/15/2021 5 Pending 3 BY GLOBAL
PAYROLL
CALCULATED
2 00000002 Stop Active Requests 00010 000246 1234567 0 Parker, PeterB.  06/07/2017 06/15/2021 5 Pending 4 BY GLOBAL
PAYROLL
CALCULATED
nnnnan ton Artive Dasiacts ONNAN ANADAS  4934ERT 0 Darkar DatarB  0&MONN nmiMERNY & Panding 5By alnpa

7 A confirmation message will display. Click Yes to continue with the SMR
Batch Submission. Click No to go back and make changes.

Message

SMR Validation Confirmation (31100,17)

Process will now initiate data validation for every member in the list. "Validation Status” field will list the members that failed validation.

Click Yes to confinue or No fo go back and change the selection.

No

Continued on next page
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31 May 2023

Approving an SMR Batch Submission, Continued

Procedures,

continued

Step

Action

8

A Validation message will display. It should indicate Validation Complete.
Click OK. The Validation Status of the SMR Batch Submission will list all of
the Empl IDs for those members who validated successfully.

Click Approve.

Message

SMR Validation (31100,19)

If there are no errory, click "Approve” button to Approve requests.

Validation Complete.|Examine Validation Status field for any validation errors. ..

SMR Batch Approval

SMR Batch Approval

Instructions
Search
Validation Status:
T =
*Action Stop Active Requests hd 0. Validating 3698547, 0 Success

1. Validating 3698547, 0 Success.

“Batch 00000008 |QL saginawr - Galley R 2 Validating 3698547, 0 Success
osmsomn 3. Valigating 3698547, 0 Success
4 Validating 4124539, 0 Success
5. Validating 4124539, 0 Success
8. Validating 4124539, 0 Success
nd Vaiigation... 2021-06-10-13.56.29.000000 A
Search Clear Process Monitor

Deny All Comments:

Validate Deny Al

Members

Details Additional Info

Batch ID Action SetlD  Dept EmplID  EmplRed Name Begin Date EndDate  SeqNum5  Status Instance Descr  Approver Action
CALCULATED
1 00000008 Stop Active Requests 00010 000246 1234567 0 Parker, Peter 8. 02/27/2017 06/15/2021 5 Pending 3 BY GLOBAL Approve
PAYROLL
CALCULATED
nnnanan: fon Active Penuecte 00010 0N24A 1294EA7 0 Parker PatarB 08079017 0AMER1 & Bending Aevaloea Annc

Personalize | Find | (1| [ First (4) 1460f46 (} Last

40
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31 May 2023

Approving an SMR Batch Submission, Continued

Procedures,
continued

Step

Action

9

A confirmation message will display. Click Yes. A second confirmation will
display indicating the approved SMR Batch has been submitted. Click OK.

Message

SMR Batch Confirmation (31100,20)

'Approve” batch process will now be submitted. You can see the process status by clicking the refresh icon on the page or going to the process monitor
Click Yes to continue or Mo to go back to change the selection

Yes Mo

Message

Approval Request submitted. (0,0)

10

The Process Status box will display where the Members list had been. Click the
green arrows (@) to refresh the Process Status until it indicates Success (skip to
Step 12) or click Process Monitor to open the Process List (see Step 11).

NOTE: This step may take a considerable amount of time depending on the
size of the SMR Batch request. You may exit this page. Upon returning to the

SMR Batch Submission page (see Step 1), click My Submitted Batches to view
the status of the batch.

SMR Batch Approval

SMR Batch Approval

Instructions
Search
Validation Status:
*Action | Stop Active Requests v
*Batch 00000008 |Q,  saginaw - Galley Reno

(06/15-07/22)

Search Clear Process Monitor

Process Status

Process Instance 1011659 Queued

Continued on next page
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31 May 2023
Approving an SMR Batch Submission, Continued

Procedures,
continued

Action

Step

The Process List will open in a new window. Click Refresh until the Run Status

11
indicates Success, and the Distribution Status indicates Posted. To exit the
Process List, close the window.
Process List
View Process Request For
UserID 7534219 Q Type - Last v 1 Days v
Server . Name Q Instance From Instance To Report Manager
Run Status v Distribution Status v Save On Refresh
Process List
B Q 1-10f1 ~ | ViewAll
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status EE:U:WO" Details
1011659 Application Engine CG_SMR_APR 7534219 06/10/2021 1:58:31PM PDT ISuccess Posted |Detai\s
12 | Once the Process Status indicates Success, it is important to review Element

Assignment By Payee (EABP) to ensure the SMR Batch processed correctly.

Continue with Step 13 for procedures on reviewing members’ EABPs.

SMR Batch Approval
SMR Batch Approval

Instructions

Search
Validation Status:
=pction Stop Active Requests v
*Batch 00000008 |Q  saginaw - Galley Reno
(06/15-07/22)
Search Clear Process Monitor
Process Status
Process Instance 1011859 Success
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31 May 2023
Approving an SMR Batch Submission, Continued

Procedures,
continued

Step Action

13 | To verify the SMR Batch Submission processed correctly, ensure an EABP for a
new SMR request was created or an End Date was populated to stop an existing
SMR transaction.

To do this, select Element Assignment By Payee from the Pay Processing
Shortcuts pagelet.

NOTE: For more information on EABPs, see the Element Assignment By
Payee user guide.
Pay Processing Shortcuts o &

Pay Calculation Resulis Element Assignment By Payes

Cne Time (Positive Input)

14 | Enter the Empl ID for one of the members from the Batch process and click

Search.
Element Assignment By Payee
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

¥ Search Criteria

Empl ID | begins with | [1234567 ]

Empl Record | = v

Name  begins with v

Last Name  begins with

Second Last Name  begins with ~

Alternate Character Name | begins with «

Middle Name = begins with «

Business Unit = begins with v
Department SetID = begins with ~ Q
Department | begins with v Q

[ cCase Sensitive

I I [
Search Clear Basic Search @ Save Search Criteria

Continued on next page
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Approving an SMR Batch Submission, Continued

Procedures,
continued
Step Action
15 | Scroll through the list of EABPs to verify the SMR transaction processed
correctly. In this example, the SMR (shown as DMR) was stopped on
06/15/2021.
Assignments
Ei Q 1.1 ; C: 4 ; con
Elements Recipient (13
El T Process Begin Date o
ement Name Description= Order | = End Date Active Instance
DMR Discount Meal Rate 999 10/23/2020  10/25/2020 3
DMR Discount Meal Rate 999 10/26/2020  01/11/2021 4
DMR Discount Meal Rate 999 02/26/2021  03/16/2021 5
DMR Discount Meal Rate 999 03/19/2021  08/15/2021 6
FORFEITURE Forfeiture 999 02/25/2021  03/31/2021 1
IN SRVC DEBT | In-Service Debt 999 06/01/2019  08/30/2019 1
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31 May 2023

Denying an SMR Batch Submission

Introduction This section provides the procedures to deny an entire SMR Batch
Submission in DA.

Important You must have the CGHRSUP role to deny SMR Batch Submissions.
NOTE: Once the SMR Batch Submission has been denied, it is no
longer stored in DA. A new SMR Batch will need to be submitted for
approval.

Procedures See below.

Step Action
1 After selecting Requests from the My Homepage drop-down, click on the

Payroll Requests tile.

Absence Request

Civilian Clothing Allowance
Suppl Clothing Allowance
Officer Uniform Allowance
Diving Duty Pay

Foreign Language Pay
Hazardous Duty Pay

Family Separation Allowance
Advance Pay

Special Duty Pay Request
F] Advance Liquidation Schedule
Assignment Pay Request

Assignment Incentive Pay

Meal Rate
Cadet ICA

Hostile Fire Pay

Combat Tax Exclusion

Career Sea Time

Requ_ests - < 20f2 - Notifications (&
My Homeoage L Self Service Requests Payroll Requests Request Reponts
Regquests 1 - —a -
+ 4 l
¢}
No notifications
) v s ntctons s ha s °C
1.5 | Select the SMR Batch Approval option.
. 1 Career Sea Time Override
* View My Requests
Career Sea Pay Premium

Balance Adjustment
Hardship Duty Pay

Pay Corrections

Respaonsibility Pay

Career Sea Pay on TDY
Approved Absence Coarrections
Cadet COMRATS

PHS Installment Special Pay
PHS Monthly Special Pay
EBDL Completion

Remove EBDL Completion
-1 Proxy - BRS Enrollment
F] Proxy - BRS Disenrallment
| Proxy - Continuation Pay
| TSP Adjustment Request
-1 Non-Chargeable Absence
= | SMR Batch Submission

F-] SMR Batch Approval
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31 May 2023

Denying an SMR Batch Submission, Continued

Procedures,
continued
Step Action
2 The SMR Batch Approval page will display.

SMR Batch Approval
SMR Batch Approval

{ b iInstructions

Search
Validation Status:

*Action

*Batch

Search Clear Process Monitor

Using the Action drop-down, select the appropriate action type.

SMR Batch Approval

SMR Batch Approval
Instructions
Search
Validation Status:
*Action W
*Batch
New Meal Requests
Stop Active Requests
Search Clear Process Monitor
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31 May 2023

Denying an SMR Batch Submission, Continued

Procedures,
continued
Step Action
4 Enter the Batch ID number or use the Lookup to locate and select the

appropriate Batch ID to be approved (or denied).

NOTE: Only the Batch IDs falling under the Auditor’s SPO tree and for the
Action type selected will be listed in the Search Results.

SMR Batch Approval
SMR Batch Approval

Instructions

Search
Validation Status:
=Action New Meal Requests v
*Batch
y:
Search lear Process Monitor

/

Look Up *Batc,

Help

Search by: fBatch ID v | begins with |
Look Up Cancel Advanced Lookup
Search Results
View 10 First (4 1-2of2z (k) Last
Batch Description Frocess SMR Batch Employee Created Datetime
Instance Status Count

00000003 TEMDU 1023086 Pending 7 07/20/2021 11:05AM
00000004 TEMDU 003 1023087 Pending 29 07/20/2021 11:12AM

Continued on next page
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31 May 2023
Denying an SMR Batch Submission, Continued

Procedures,
continued
Step Action
5 Click Search.
SMR Batch Approval
SMR Batch Approval
Instructions
Search
Validation Status:
*Action Mew Meal Requests v
*Batch 00000004  |Q TEMDU 003
4
Clear Process Monitor

Enter comments (required) in the Deny All Comments block, then click Deny
All

SMR Batch Approval

SMR Batch Approval

Instructions

Search

Validation Status:
*Action | New Meal Requests v |
*Batch 00000004

Q TEMDU 003

Clear Process Monitor

Validate Approve | Deny All | Deny All Comments:

Comments are REQUIRED when denying an SMR
Eatch Submission.

Members

Pars
Details Additional Info | |F=5H
Batch ID Action SetlD Dept Empl ID Empl Red Name Begin Date End Date
1 00000004 Mew Meal Requests 00010 000204 1234567 0 Colossus 07/09/2021 07/21/2021

Continued on next page
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31 May 2023
Denying an SMR Batch Submission, Continued

Procedures,
continued

Step Action

7 A confirmation message will display. Click Yes. A second confirmation
message will display indicating the SMR Batch Deny All request has been
submitted. Click OK.

Message

SMR Batch Confirmation (31100.20)
"Deny All" batch process will now be submitted You can see the process status by clicking the refresh icon on the page or going to the process monitor
Click Yes to continue or No to go back to change the selection

Yes No

Message

Deny All Request submitted. (0,0)

8 The Process Status box will display where the Members list had been. Click the
green arrows ( * ) to refresh the Process Status until it indicates Success (skip to
Step 10) or click Process Monitor to open the Process List (see Step 9).

NOTE: This step may take a considerable amount of time depending on the
size of the SMR Batch request. You may exit this page. Upon returning to the
SMR Batch Submission page (see Step 1), click My Submitted Batches to view
the status of the batch.
SMR Batch Approval

SMR Batch Approval

Instructions

Search
Validation Status:
=Action New Meal Reguests w
*Batch 00000004 | TEMDU 003
4
Search Clear Process Monitor

Process Status

Process Instance 1023090 Queued

Continued on next page
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31 May 2023
Denying an SMR Batch Submission, Continued

Procedures,
continued

Step Action

9 The Process List will open in a new window. Click Refresh until the Run Status
indicates Success, and the Distribution Status indicates Posted. To exit the
Process List, close the window.

Process List
View Process Request For
User ID | 7534219 Q Type v Last - 1 Days ~ Refresh
Server v Name Q | Instance From Instance To Report Manager
Run Status M Distribution Status . Save On Refresh
Process List
HF Q 120f2 v View All
Select Instance Seq. Process Type Process Name  User Run Date/Time Run Status Igigglils)utiun Details
1023080 Application Engine CG_SMR_APR 7534219 07/20/2021 11:34:28AM PDT | Processing NIA Details
1023089 Application Engine  CG_SMR_APR | 7534219 07/20/2021 11:28:15AM PDT  Success Posted Details

10 | Once the Process Status indicates Success, the SMR Batch has been successfully
denied.

To approve another SMR Batch, click Clear.

SMR Batch Approval

SMR Batch Approval

Instructions

Search

Validation Status:
*Action New Meal Requests v|
*Batch 00000004 |G, TEMDU 003

Search Process Monitor

Process Status

Process Instance 1023090 Lt

Continued on next page
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31 May 2023
Denying an SMR Batch Submission, Continued

Procedures,
continued
Step Action
11 | Click Yes and return to the beginning of this guide and follow the appropriate
rocedures.
IMessage

SMR Confirmation (31100,26)
All fields including the Members section will be cleared. Mote that your staged data, if any, will not be cleared.
Click Yes to continue or No to go back.

Yes No
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31 May 2023

SMR Batch Inquiry

Introduction This section provides the procedures to review the status of SMR
Batches submitted in DA.
Procedures See below.
Step Action
1 Click on the Active/Reserve Pay Reports Tile.

Active/Reserve Pay Reports

0|

1.5

Select the SMR Batch Inquiry option.

Global Payroll Action Requests

Payroll Verification by SPO
NOAA Payroll Verification Rpt
Payroll Verification By EMPLID
PHS Payroll Verification Rpt
Absence Takes

Retroactive Job Actions Report
Allotment Audit Report

USCG Bonus Installment Report
USCG GP Results from Archive
SGLI COMBAT Mismatch Report
FSGLI with No Spouse/Age Info

SGLIFSGLI Covrage-SPO
Updates

USCG Absence Special Leave Rpt

SMR Batch Inquiry
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31 May 2023

SMR Batch Inquiry, Continued

Procedures,
continued

Step

Action
2

The SMR Batch Inquiry page will display.

SMR Batch Report

SMR Batch Inquiry

Instructions

Search Parameters

Action [ ~v]  sep Q
Empl ID Q Department Q,
Submitted By Q Batch ID Q
Submitted Date B Batch
Description
Date Range
Begin Date From H To [51)

End Date From

Search Clear

Using the Action drop-down, select the appropriate type of action.
SMR Batch Report

SMR Batch Inquiry
Instructions
Search Parameters

Action

Set ID Q,
Empl ID Department Q
Submitted BY | New Meal Requests Batch ID aQ
Submitted Date & ci Batch
Stop Active Requests Description

Date Range

Begin Date From E"J To Eﬂ

End Date From Bl To Bl

Search Clear

Continued on next page
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31 May 2023

SMR Batch Inquiry, Continued

Procedures,
continued

Step

Action

4

Enter 00010 for the Set ID. Click Search.

NOTE: To narrow the search results, additional parameters may be entered in

any of the following fields: Empl ID, Department, Submitted By, Submitted
Date, Begin Date, and/or End Date.

SMR Batch Report

SMR Batch Inquiry

Instructions

Search Parameters

Action New Meal Request v Set D 00010 Q@

Empl ID Q Department Q
Submitted By Q Batch ID Q
Submitted Date B Batch

Description

Date Range

Begin Date From H To [51)

End Date From B To B

Search Results will display with any submitted SMR Batches matching the
search parameters entered in Step 4.

Click View Details for the Batch ID to be reviewed.

SMR Batch Inquiry

Instructions

Search Parameters

Action New Meal Request v setID 00010 |

Empl 1D Q Department Q
Submitied By <Y Batch ID a
Submitted Date Batch

Description

Date Range

Begin Date From EH To ]

End Date From H To [

Search Clear

Search Results

Batch Header Personalize | Find | (21| [[§  First (4 1-30f3 (b Last

View Details _ Batch 1D Batch Description  Request Type SetID Department Batch Status  Count Process Instance Process Status Submitted By ~Submitted Date
W View Details 00000004 TEMDU 003 New Meal Requests 00010 000204 Deny All 29 1023087 Success 9876543 07/2012021 11:12AM
4 View Details 00000003 TEMDU New Meal Requests 00010 000041 Processed 7 1023086 Success 9876543 07/20/2021 11:05AM
View Details 00000001 TAWAS - TEMDU ~ New Meal Requests 00010 000192 Processed 16 1023084 Success 9876543 07/20/2021 9:38AM

Continued on next page
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31 May 2023

SMR Batch Inquiry, Continued

Procedures,
continued

Step

Action

6

The Batch Details will display for the Batch ID selected.

SMR Batch Report
SMR Batch Inquiry
Instructions

Search Parameters

Action New Meal Request v Set1D 00010 |Q
Empl ID Q Department Q
Submitted By Q Batch ID a
Submitted Date 5 Batch
Description
Date Range
Begin Date From H T (e
End Date From H T 5}
Search Clear
Search Results
Batch Header Personaiize | Find | (2| [ First (0 130f3 () Last
View Details  BatchID  Baich Description  Request Type SetlD  Department Batch Status  Count Process Insiance Process Status Submitted By Submitted Date
Details 00000004 TEMDU 003 New Meal Requests 00010 000204 Deny All 29 1023087 Success 9876543 07/20/2021 11:12AM
View Details §00000003  TEMDU New Meal Requests 00010 000041 Processed 7 1023086 Success 9876543 07/2072021 11:05AM
00000001 S-TEMDU  New Meal Requests 00010 000192 Processed 16 1023084 Success 9876543 07/2072021 9:38AM
Batch Details Fersonaize | PG | L1 B Frst & 1707 & Lest
Batch ID Empl ID EmplRcd  Name Begin Date End Date SeqNum5  Status Request Type Instance  Submitted By Submitted On Approved By  Last Updated On Last Updated By
1 00000003 1234567 0 Wilson, Wade W. 071152021 1 Approved  New Meal Requests 0 07720121 11:05AM 7534219 07720121 11:39:40AM 7534219
2 00000003 1502637 0 Cable 0711512021 1 Approved New Meal Requests 0 07/20/21 11:05AM 7534219 07/20/21 11:39:42AM 7534219
3 00000003 1728395 0 Collins, Rusty 1 Approved New Meal Requests 0 07720121 11:05AM 7534219 0720121 11:39:55AM 7534219
4 00000003 2583697 0 Domino 1 Approved New Meal Requests 0 9876543 07/20/21 11:05AM 7534219 07/20/21 11:40:02AM 7534219
5 00000003 2631598 0 \Warhead, NegasonicT. 1 Approved  New Meal Requests 0 9876543 07/2021 11:05AM 7534219 07/20/21 11:40:10AM 7534219
6 00000003 3572413 0 Yukio 07152021 1 Approved  New Meal Requests 0 072021 11:05AM 7534219 07720121 11:40:17AM 7534219
7 00000003 3602581 0 Peter 1 Approved  New Meal Requests 0 07/20/21 11:05AM 7534219 07/20/21 11:40:24AM 7534219
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