13 April 2023

Starting Special Duty Pay

Introduction This guide provides procedures for starting Special Duty Pay (SDP)
(formally Special Duty Assignment Pay, SDAP) for members in Direct
Access (DA).

References (a) Coast Guard Pay Manual, COMDTINST M7220.29 (series)
(b) Coast Guard Special Duty Pay (SDP), COMDTINST 1430.1 (series)
(c) Assignment and Special Duty Pays, DoDI 1340.26
(d) ALCOAST 478/22 - Update 1 - FY23 Special Duty Pay (SPP) And
Assignment Pay (AP)

Important In the event that retroactive SDP is required, SPOs MUST include the
Information CG-2044 Special Duty Pay Worksheet and all applicable source
documentation when submitting a PPC Trouble Ticket.

Auditing Chapter 11.A of the 3PM implemented a standard business process for
Standards submitting and validating pay transactions entered by Servicing
Personnel Offices (SPOs). See the following user guides for navigating,
identifying, and researching pay transactions:
e Pay Calculation Results
e One Time Positive Input (OTPI)
e Element Assignment by Payee (EABP)

Procedures See below.

Step Action

1 | Select Requests from the My Homepage drop-down. Click on the Payroll
Requests Tile.
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https://media.defense.gov/2019/Nov/15/2002211440/-1/-1/0/CIM_7220_29D.PDF
https://media.defense.gov/2019/Nov/15/2002211440/-1/-1/0/CIM_7220_29D.PDF
https://media.defense.gov/2018/Oct/02/2002047337/-1/-1/0/CI_1430_1Q.PDF
https://www.esd.whs.mil/Portals/54/Documents/DD/issuances/dodi/134026p.pdf?ver=2019-01-11-075015-873
https://content.govdelivery.com/accounts/USDHSCG/bulletins/33ba603
https://content.govdelivery.com/accounts/USDHSCG/bulletins/33ba603
https://media.defense.gov/2019/Jun/13/2002145127/-1/-1/0/CG_2044.PDF
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/PPPM/TTP/3PM%20TTP%20-%20Chapter%2011.pdf?ver=2019-10-17-112519-663
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/Earnings/Pay%20Calculation%20Results.pdf?ver=2019-07-01-111239-993
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/Earnings/OTPI.pdf?ver=2019-07-24-141857-707
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/Earnings/EABP.pdf?ver=2019-07-01-151820-917

13 April 2023

Starting Special Duty Pay, Continued

Procedures,
continued
Step Action
15

Select the Special Duty Pay Request option.

View My Requests

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

Advance Liguidation Schedule
Assignment Pay Request
Assignment Incentive Pay
Meal 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

Respansibility Pay
Career Sea Pay on TDY

Approved Absence Corrections

Cadet COMRATS

PHS Installment Special Pay

PHS Monthly Special Pay
EBDL Completion

Remaove EBDL Completion

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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Starting Special Duty Pay, Continued

Procedures,
continued
Step Action
2 | Enter the member’s Empl ID and click Add.
Add Action Request

Add a New Value

Empl ID|1234567 -y

Empl Record e}

3 | The Special Duty Pay Action Request will display.
Action Request

Submit Special Duty Pay
Eddie Brock

Requesting Special Duty Pay

1. Choose a Type.
2. Choose a Begin Date. The payment will be added during the pay period in which the Begin Date occurs.

3. Chose an End Date or leave blank. If the End Date is not entered, then Special Duty Pay continues until entered.
4. Press Submit.

Click on this link to get additional information about the Type and for step-by-step instructions.

hittps . fwww.dems. uscg. milPortals/10/CG-1/PPC/GUIDES/GE/SPO/Eamings/Special DutyPay. pdf
Request Details

Type: | Q
Begin Date: EJ
End Date: E

Get Details

Request Information

SP Duty Type:
SP Duty Category:

SP Duty Mthly
Rate:

Comment:

Submit Resubmit Withdraw

Continued on next page
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Starting Special Duty Pay, Continued

Procedures,
continued
Step Action
4 Complete the following fields in the Request Details section:

e Type — using the lookup (magnifying glass), select the appropriate SDP.
¢ Begin Date — enter the date the member became eligible for SDP (see Note 1).

e End Date — this may be left blank. If the SDP is a temporary entitlement, enter
an end date (see Note 2).

Click Get Details.

Note 1: Do NOT enter a begin date prior to 10/1/2019. Special Duty Pay (SDP)
became effective 10/1/2019. Any Retro requests to pay SDAP (Special Duty
Assignment Pay) MUST be submitted through a customer service trouble ticket.

Note 2: For Reserve members on long term active duty orders, leave the End
Date blank. SDP will stop automatically upon RELAD.
Action Request

Submit Special Duty Pay
Eddie Brock

Requesting Special Duty Pay

1. Choose a Type.

2. Choose a Begin Date. The payment will be added during the pay period in which the Begin Date occurs.

3. Chose an End Date or leave blank. If the End Date is not entered, then Special Duty Fay continues uniil entered.
4. Press Submit.

Click on this link to get additional information about the Type and for step-by-step instructions.
hittps . dems. uscg.miliPortals 1 0WCG-1/PPC/GUIDES/IGP/SPO/Eamings/ Special DutyPay . pdf

Request Details

Type: lcaeveos Q|

Begin Date: 10/04/2019 1

End Date: #

Get Details

Request Information

SP Duty Type:
SP Duty Category:

SP Duty Mthly
Rate:

Comment:

Submit

Continued on next page




13 April 2023

Starting Special Duty Pay, Continued

Procedures,
continued
Step Action
4 The list of all available Special Duty Pay types:

(cont.)

Look Up Type

Search by: Special Duty Pay Type begins with |
Lesok Up Cancel | Agvanced Lookup
[Search Hesults
Wiew 100 First 4

Special Duty
Pay Type

ADVINT ADVAMCED INTERDICTION COXSWAIN

ANSPS AN/SP-A0E TECH

APMARK  PRECISION MARKSMAN - AVIATIONHITRONTACLET (PM-A)
ATTCAST  ATTC AVIATION SURVIVAL TECHNICLAM (AST) INSTRUCTORS
CANINE CAMINE EXPLOSNE DETECTION HAMDLERS

COSED CRYPTOLOGIC DIRECT SUPPORT ELEMENT (CDSE) OPS AFLOAT
CGCYBO1  CGCYBER CGCG CHO

CGCYBOZ CGCYBER CPT CLOSE ACCESS NETWORK OPERATOR
COCYBO3 COCYBER CPT CVBER SECURITY ANALYSTS

CGCYBO4  CGCYBER CPT INTERACTIVE OPERATOR

COCYEDS COCYEER CPT NETWORK INFRASTRUCTURE SERVICE SPECIALIST
CGCYBOE CGCYBER CPT SYSTEMS ARCHITECT

CGCYBOT CGCYBER CPT ALL SDURCE INTEL ANALYST

COCYBDE  COCYBER CSOC INCIDENT RESPONDER

COCYENS COCYEER CSOC INTELLIGENCE WATCH DFFICER

CGCYBE10  CGCYBER CSOC WATCH SUPERVISOR

COCYE1? COCYBER CSOC DEPUTY BATTLE WATCH CAPTAIN
CGCYE13  COCYBER EOC METWORK WATCHSTANDERS

CGCYBE14  CGCYBER EOC SYSTEM WATCHSTANDERS

CGCYBE1S  CGCYBER EOC WATCH SUPERVISOR

COCYBIE  COCYBER CSDE FUNCTIONAL TEAM MAMAGERS (FTM)

Description

CGCYE1E  CGCYBER CSDE WATCH SUP (WS3) & FUNCTIONAL TEAM LEAD (FTL)

154 o I8

CGCYEIT  COCYBER NETWORK OFS SECURITY CENTER BATTLE WATCH CAPTAIN

L\VL4
VL2
vz
LvL1
LV
LVLE
LVLE
LVLE
LVL3
LVL:
LVLE
LVLE
Lz
LVLY
LVLE
Lz
VL2
LvLY
LVLE
LVL3
LVLE
vz

COCYRIS  COCYBER CSDE AMALYST LVL1
COCYE3  COCYBER CYBERSECURITY OPERATIONS CENTER (CSOC) AMALYST LVL1
COXHW  HEAVY WEATHER CERTIFIED COXSWAIN LVL1
COMMEST MSST TACTICAL COXSWAIN LV
COXMCY NGV PURSINT COXSWAIN - ASHORE(ES AND BELOWWAFLOAT iz
COXPSU  PSU TACTICAL COXSWAIN (Actve Duty) LVL1
COXTACT TACTICAL CERTIFIED COXSWAIN LVL1
Coc CLOSE QUARTERS COMBAT INSTRUCTOR (COCH LVLE
Dé D8 MARINE INSPECTORS ENGAGED IN CONDUCTING OCSLO0P INSPECTIONS LVL1
DoTL DIVE DEPLOYABLE TEAM LEADER (DTL) Lz
DOGEZ  MSAT TACTICAL OPERATOR (MSRT-TO) LVLZ
DOGBO  TACLET TACTICAL OPERATOR L
DOGODTL  MSST DEPLOYABLE TEAM LEADER LVL1
DOGDTL1  TACLET DEPLOYABLE TEAM LEADER LVL3
ODVIHRT  ATTC AND NOSTC (DIVE HRT) LVLZ
HELORS  HELICOPTER RESCUE SWIMMER Ll
HOMOR  CEREMONIAL HOHOR GUARD MEMBERS ([ENLISTED AND OFFICERS) VL2
IDFS0 INDEPEND DUTY FS0 140, 110 + &7 PE WITH F5-17 COMPETENCY LVL3
ITOLDR  MTE DEPLOYABLE TEAM LEADER LVLZ
ITOMBR  MTB DEPLOVABLE TEAM MEMBER LVL1
MLEAINT  NCVMLEA HIGH RISK TRAINING INSTRUCTOR/SAFETY OFFICER VL
MSRTIL  MSRT DEPLOYABLE TEAM LEADER (DTL) ENLISTED (EB AND BELOW) LVLE
HUWLML O PURSUIT MISSION COMMANDER - AFLOAT ([ENLISTED) LviLs
NMLBSINT  HATIGMAL MOTOR LIFEBOAT SCHOOL SURFIMAN IMSTRUCTORS LVLS
NSFRM  NSF NATIONAL STRIKE FORCE RESPONSE MEMBER LVL1
NSFRS  NSF MATIONAL STRIKE FORCE RESPONSE SUPERVISOR VLY
HSFRT  NSF MATIOMAL STRIKE FORCE RESPONSE TECHNICIAN Lz
RECPAD  CGRC RECRUITING ASSIGHMENTS LVL3
SMTCINT  SMTCSMTD HIGH-RISK TRAIMING INSTRUCTORS AND SCHOOL CHIEFS LvL1
SHMTCHAVY SMTCSMOT NAVY DIVING SALVAGE TRAINING CENTER GG HRT INSTR L
SURFCT  SURFMAN CERTIFIED (ENLISTED AND OFFICER) VLS

Continued on next page
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Starting Special Duty Pay, Continued

Procedures,
continued

Step Action

5 | The Request Information section will populate with the SP Duty Type, SP Duty
Category, and SP Duty Monthly Rate.
Action Request

Submit Special Duty Pay

Requesting Special Duty Pay

1. Choose a Type.
2. Choose a Begin Date. The payment will be added during the pay period in which the Begin Date occurs.

3. Chose an End Date or leave blank. If the End Date is not entered, then Special Duty Pay continues until entered.
4. Press Submit.

Click om this link to get additional information about the Type and for step-by-step instructions.

hitps./www. dems. uscg miliPortals/10/CG-1/PPC/GUIDES/GP/SPO/Eamings/SpecialDutyPay. pdf
Request Details

Type: CGCYBO3 Q,
Begin Date: 10/04/2019 E:J
End Date: [

Get Details

Request Information

SP Duty Type: CGCYBER CPT Cyber Security Ana
SP Duty Category: LVL3

SP Duty Mthly g225
Rate:

Comment:

Submit Resubmit Withdraw

Continued on next page
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Starting Special Duty Pay, Continued

Procedures,

continued

Step

Action

6 | Enter Comments as appropriate and click Submit.

Action Request

Submit Special Duty Pay
Eddie Brock

Requesting Special Duty Pay

1. Choose a Type.

2. Choose a Begin Date. The payment will be added during the pay period in which the Begin Date occurs.

3. Chose an End Date or leave blank. If the End Date is not entered, then Special Duty Pay continues until entered.
4. Press Submit.

Click on this link to get additional information about the Type and for step-by-step instructions.
https:fwww dems. uscg miliPortals N 0/CG-1/PPC/GUIDES/GP/SPO/Eamings/Special DutyPay . pdf
Request Details

Type: CGCYEBO3 a,
Begin Date: 10/04/2019  |[5)
End Date: [51)

Get Details

Request Information
SP Duty Type: CGCYBER CPT Cyber Security Ana
SP Duty Category: LVL3

SP Duty Mthly §225
Rate:

Comment: Member has met all eligibility requirements 10/04/2018.

Resubmit Withdraw

7 | The Request Status will update to Pending.

Special Duty Pay

Request StatusiPending (& View/Hide Comments

Approvers

Pending

Multiple Approvers
CGHRSUP for User's SPO

Comments

Eddie Brock at 10/11/19 - 9:14 AM
Member has met all eligibility requirements 10/04/2019.

Continued on next page
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13 April 2023

Procedures,
continued

Step

8

Once the Special Duty Pay Action Request has been approved, an Element
Assignment By Payee (EABP) for SDP will be generated. Click on the Pay
Processing Shortcuts Tile.

Pay Processing

L
02

Shortcuts

8.5

Select the Element Assignment BZ Payee option.

“ Pay Calculation Results

% Element Assignment By Payee

%~ One Time (Positive Input)

Enter the member’s Empl ID and click Search.

Element Assignment

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

Empl Record

Name

Last Name

Second Last Name
Alternate Character Name
Middle Name

Business Unit
Department Set ID

Department

[JcCase Sensitive

By Payee

begins with|v| |123456?

-
begins with||
begins with ||
begins with|v |
begins with ||
begins with|v |
begins with ||
begins with|v |

begins with ||

Search Clear Basic Search Fin Save Search Criteria

Continued on next page
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Starting Special Duty Pay, Continued

Procedures,
continued
Step Action
10 | A list of the member’s EABPs will display. Special Duty Pay is generally located

towards the bottom of the list. To view the details of the Special Duty Pay element,
click SP DUTY PAY.

Element Assignment By Payee

Selection Criteria

Category

Entry Type

As of Date

Assignments

5 Q

Elements

Element Name

Recipient | [I»

Description

CFC Combined Federal Campaign
OTHER Other Allotment
SAVINGS Savings
SAVINGS Savings
TRICARE DEP Tricare Dependent Dental
TRICARE DEP Tricare Dependent Dental
FSA Family Separation Allowance
IN SRVC DEBT  In-Service Debt
SP DUTY PAY Special Duty Pay
Add New Assignment
Save Return to Search Notify

Element Name

Process
Order

Refresh

999

999

999

999

999

999

999

999

999

ID 1234567

Begin Date End Date
01/01/2015 1213112015
11/01/2004 08/31/2015
09/01/2003

09/01/2013

04/01/2018 03/31/2019
04/01/2019

03/22/2015 04/25/2015
05/01/2017 051512017
10/04/2019

Empl Record 0

Select with Matching Criteria

Clear

1-20 of 20|

Active Instance

Deduction Recipients|

Continued on next page
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Starting Special Duty Pay, Continued

Procedures,
continued

Step Action

11 | The Element Details should match the details noted in Step 5.

Element Assignment By Payee

Element Detail

Employee ID 1234567 Empl Record 0 Name Eddie Brock

Element Name SP DUTY PAY Special Duty Pay Inst

Assignment Process Detail
V! Assignment Is Active Currency Code USD US Dollar
Process Order 999 I Begin Date 10/04/2019 I

Allow Batch Update of End Date

w Calculation Information

Calculation Rule
Amount
Amount Element

Amount Value

w SP Duty Pay Element Overrides

*PosniSpecialty Title CGCYB03
“SDAP CATEGORY  Special Duty/Assignment Pay 3

~ Additional Overrides

Frequency Option Use Element Frequency
Frequency

Generation Option  Use Element Generation Control

Generation Control

OK Cancel Refresh

ance 1

End Date

Previous End Date

Updated in Payroll Run

10




