
08 June 2023 
 

1 
 

Stopping Overseas Housing Allowance (OHA) 
Overview 

 
Introduction This guide provides the procedures for a SPO to stop a member’s 

Overseas Housing Allowance (OHA) in Direct Access (DA) in the event 
the member is checking into Government Quarters or departing the area. 

 
References (a) Joint Travel Regulations (JTR), Chapters 8-10 (Allowances) 

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

 
Auditing 
Standards 

Email ALSPO B/19 implemented a standard business process for 
submitting and validating pay transactions entered by Servicing 
Personnel Officers (SPOs).  See the following user guides for navigating, 
identifying, and researching pay transactions: 
• Pay Calculation Results 
• One Time Positive Input (OTPI) 
• Element Assignment by Payee (EABP) 

 
Contents  
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Quarters 

2 

Stopping OHA – Departing the Area 15 
  

 
  

https://www.defensetravel.dod.mil/Docs/perdiem/JTR_Chapters(8-10).pdf
https://media.defense.gov/2019/Nov/15/2002211440/-1/-1/0/CIM_7220_29D.PDF
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/ALSPO/2019/AuditingStandardPayTransactionsAlspoB19.pdf
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
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Stopping OHA – Checking into Government Quarters 
 

Introduction This section provides the procedures for stopping a member’s OHA in 
DA in the event the member checks into Government Quarters. 

 
Procedures See below. 
 

Step Action 
1 Click on the Active/Reserve Pay Tile. 

  
 

1.5 Select the Housing Allowance option. 

 
 

  

Continued on next page 
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Stopping OHA – Checking into Government Quarters, 
Continued 

 
Procedures, 
continued 

 

 
Step Action 

2 Enter the member’s Empl ID.  Check the Correct History box and click Search. 

 
 

3 The member’s BAH page will display.  Select the OHA tab. 

 
 

 
  

Continued on next page 
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Stopping OHA – Checking into Government Quarters, 
Continued 

 
Procedures, 
continued 

 

 
Step Action 

4 The member’s current OHA entitlement will display.  It is recommended to take a 
screenshot of this OHA row prior to continuing. 
 
Click View All.  It is important to be able to view the previous OHA row because 
that information is required to populate the new row (or refer to the screenshot 
taken). 
 
Click the (+) button to add a new OHA row. 

 
 

  

Continued on next page 
  

https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/CCB/Submitting%20Trouble%20Tickets%20with%20Supporting%20Images.pdf?ver=2019-03-18-112517-230
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Stopping OHA – Checking into Government Quarters, 
Continued 

 
Procedures, 
continued 

 

 
Step Action 

5 Enter the Effective Date.  This will be the date the member checked into 
government quarters.  Ensure the Status indicates Active.   

 
 

  

Continued on next page 
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Stopping OHA – Checking into Government Quarters, 
Continued 

 
Procedures, 
continued 

 

 
Step Action 

6 Using the drop-down, select the OHA Type.  This should reflect the member’s 
previous OHA row. 

 
 

  

Continued on next page 
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Stopping OHA – Checking into Government Quarters, 
Continued 

 
Procedures, 
continued 

 

 
Step Action 

7 Using the drop-down, select Govt Quarters Occupancy for the OHA Reason. 

 
 

  

Continued on next page 
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Stopping OHA – Checking into Government Quarters, 
Continued 

 
Procedures, 
continued 

 

 
Step Action 

8 Update the Locality Code (this should be entered the same as the previous row).  

  
 

  

Continued on next page 
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Stopping OHA – Checking into Government Quarters, 
Continued 

 
Procedures, 
continued 

 

 
Step Action 

9 Enter the following: 
 

• Monthly Rental Amount – Enter 0 or leave blank. 
• Utilities included in Rent – Select All (if anything other than All is selected, the 

member will be overpaid). 

 
 

  

Continued on next page 
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Stopping OHA – Checking into Government Quarters, 
Continued 

 
Procedures, 
continued 

 

 
Step Action 
10 If the member was drawing OHA with dependents, they will need to be added to 

the new OHA row by clicking the lookup icon under OHA Dependents.  Click the 
(+) button to add additional dependents as appropriate. 
 
Once any dependents have been added as appropriate, click the Notepad icon. 

 
 

  

Continued on next page 
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Stopping OHA – Checking into Government Quarters, 
Continued 

 
Procedures, 
continued 

 

 
Step Action 
11 The Notepad will open in a new window.  Select Add a New Note. 

 
 

12 Enter a Subject and Note Text describing the reason for the OHA row.  Click 
Save and then ‘X’ out of the window to return to the member’s OHA page. 

 
 

  

Continued on next page 
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Stopping OHA – Checking into Government Quarters, 
Continued 

 
Procedures, 
continued 

 

 
Step Action 
13 Scroll to the bottom of the page and click Save.  The request will be routed to the 

SPO tree for approval.   

 
 

  

Continued on next page 
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Stopping OHA – Checking into Government Quarters, 
Continued 

 
Procedures, 
continued 

 

 
Step Action 
14 Per Email ALSPO B/19, once the OHA request has been approved, it is important 

to review the member’s Pay Calculation Results to ensure the pay transaction 
processed correctly.  Please see the Pay Calculation Results user guide for more 
information on navigating, reviewing, and validating pay transactions (see Step 15 
to view the Pay Calculation Results for the example used in this section). 

 
 

  

Continued on next page 
  

https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/ALSPO/2019/AuditingStandardPayTransactionsAlspoB19.pdf
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/Earnings/Pay%20Calculation%20Results.pdf?ver=2019-07-01-111239-993
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Stopping OHA – Checking into Government Quarters, 
Continued 

 
Procedures, 
continued 

 

 
Step Action 
15 In this example, the member moved into Government Quarters on 08/29/2019; 

therefore, the OHA was stopped on 08/28/2019 (notice the Slice End Date).  
Because the member moved into Quarters, the OHA stopped, and no other housing 
allowances were started.   
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Stopping OHA – Departing the Area 
 

Introduction This section provides the procedures for a SPO to stop a member’s OHA 
in DA in the event the member is departing the area. 

 
Procedures See below. 
 

Step Action 
1 Click on the Active/Reserve Pay Tile. 

  
 

1.5 Select the Housing Allowance option. 

 
 

  

Continued on next page 
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Stopping OHA – Departing the Area, Continued 

 
Procedures, 
continued 

 

 
Step Action 

2 Enter the member’s Empl ID.  Check the Correct History box and click Search. 

 
 

3 The member’s BAH page will display.  Select the OHA tab. 

 
 

 
  

Continued on next page 
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Stopping OHA – Departing the Area, Continued 

 
Procedures, 
continued 

 

 
Step Action 

4 The member’s current OHA entitlement will display.  It is recommended to take a 
screenshot of this OHA row prior to continuing. 
 
Click View All.  It is important to be able to view the previous OHA row because 
that information is required to populate the new row (or refer to the screenshot 
taken).     
 
Click the (+) button to add a new OHA row. 

 
 

  

Continued on next page 
  

https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/CCB/Submitting%20Trouble%20Tickets%20with%20Supporting%20Images.pdf?ver=2019-03-18-112517-230
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Stopping OHA – Departing the Area, Continued 

 
Procedures, 
continued 

 

 
Step Action 

5 Enter the Effective Date.  This will be the first day the member begins terminal 
leave, transfers, or begins TLA.  Using the drop-down, change the Status to 
Inactive.  

 
 

  

Continued on next page 
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Stopping OHA – Departing the Area, Continued 

 
Procedures, 
continued 

 

 
Step Action 

6 Using the drop-down, select the OHA Type.  This should reflect the member’s 
previous OHA row.    

 
 

  

Continued on next page 
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Stopping OHA – Departing the Area, Continued 

 
Procedures, 
continued 

 

 
Step Action 

7 Using the drop-down, select the OHA Reason.  

 
   

  

Continued on next page 
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Stopping OHA – Departing the Area, Continued 

 
Procedures, 
continued 

 

 
Step Action 

8 Update the Locality Code, Monthly Rental Amount, Home Owner Indicator or 
Fixed Exchange Rate, Utilities Included in Rent, and the Utility Point Total (if 
applicable) to mirror the previous OHA row.  The Entitled OHA Amount will 
auto-populate based on each of the fields entered. 
 
If the member was drawing OHA with dependents, they will need to be added to 
the new OHA row by clicking the lookup icon under OHA Dependents.  Click the 
(+) button to add additional dependents as appropriate. 
 
Click the Notepad icon.   

 
 

  

Continued on next page 
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Stopping OHA – Departing the Area, Continued 

 
Procedures, 
continued 

 

 
Step Action 

9 The Notepad will open in a new window.  Select Add a New Note. 

 
 

10 Enter a Subject and Note Text describing the reason for the OHA row.  Click 
Save and then ‘X’ out of the window to return to the member’s OHA page. 

 
 

  

Continued on next page 
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Stopping OHA – Departing the Area, Continued 

 
Procedures, 
continued 

 

 
Step Action 
11 Scroll to the bottom of the page and click Save.  The OHA request will be 

forwarded to the SPO tree for approval. 
 
It is important to request immediate approval so BAH-Transit can be started.  

 
 

  

Continued on next page 
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Stopping OHA – Departing the Area, Continued 

 
Procedures, 
continued 

 

 
Step Action 
12 Verify the OHA request has been approved (see Steps 1-4 for navigating back to 

the member’s OHA page).  The Approved box will be checked, and the 
Approver information will be populated.   
 
Click the BAH tab to return to the BAH page.  

  
  

  

Continued on next page 
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Stopping OHA – Departing the Area, Continued 

 
Procedures, 
continued 

 

 
Step Action 
13 If the current BAH row is blank, skip to Step 14.  If the member has an existing 

BAH row, click the (+) button. 

 
  

  

Continued on next page 
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Stopping OHA – Departing the Area, Continued 

 
Procedures, 
continued 

 

 
Step Action 
14 A new row will display.  Enter the Effective Date (this should be the same date as 

the Inactive OHA row approved in step 12) and update the Status to Active. 

 
 

15 Using the drop-down, select the BAH Change reason and BAH Qtr Status code.  
If the member has dependents, be sure to add them by clicking the lookup icon 
under *Dep/Ben and selecting them from the provided list.    
 
Note:  The BAH Zip will auto-populate based on the member’s location.  Do not 
change. 

 
 

  

Continued on next page 
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Stopping OHA – Departing the Area, Continued 

 
Procedures, 
continued 

 

 
Step Action 
16 Click the Notepad icon. 

 
 

17 The Notepad will open in a new window.  Select Add a New Note. 

 
 

  

Continued on next page 
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Stopping OHA – Departing the Area, Continued 

 
Procedures, 
continued 

 

 
Step Action 
18 Enter a Subject and Note Text describing the reason for the BAH row.  Click 

Save and then ‘X’ out of the window to return the member’s BAH page. 

 
 

19 Click Save. 

 
 

  

Continued on next page 
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Stopping OHA – Departing the Area, Continued 

 
Procedures, 
continued 

 
 

Step Action 
20 Upon saving, the BAH Rate and BAH Entitle will populate and the request will 

be routed to the SPO tree for approval.  It is important to request immediate 
approval. 

 
 

21 Per Email ALSPO B/19, once the OHA and BAH requests have been approved, it 
is important to review the member’s Pay Calculation Results to ensure the pay 
transactions processed correctly.  Please see the Pay Calculation Results user 
guide for more information on navigating, reviewing, and validating pay 
transactions (see Step 22 to view the Pay Calculation Results for the example used 
in this section). 

 
   

Continued on next page 

https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/ALSPO/2019/AuditingStandardPayTransactionsAlspoB19.pdf
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/Earnings/Pay%20Calculation%20Results.pdf?ver=2019-07-01-111239-993
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Stopping OHA – Departing the Area, Continued 

 
Procedures, 
continued 

 

 
Step Action 
22 In this example, the member departed the area on 09/13/2019; therefore, OHA was 

stopped on 09/12/2019 (notice the Slice End Date) and BAH-Transit was started 
on 09/13/2019 (notice the Slice Begin Date).   
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