7 April 2023

Processing Advance Pay, BAH, and OHA Requests

Introduction

Reference

Reservists

Before You
Begin

This guide provides the procedures for processing requests for Advance
Pay, Advance Basic Allowance for Housing (BAH), and Advance
Overseas Housing Allowance (OHA) in Direct Access (DA).

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

A member MUST be on Active Duty before Advance Pay may be entered.
Reservists ordered to Active Duty for 140 days or greater may be
authorized Advance Pay. The Reserve Active Duty orders MUST also be
in a Ready status in DA prior to any advance pay, advance BAH, or
advance OHA paying out.

Bonus, Leave Sold, & Lump Sum Payments: If receiving Leave Sold,
Bonus, or Lump Sum payments in a previous pay calendar, you may
experience an incorrect calculation of taxes withheld from pay when

processing Advance Pay.

Advancements: If the member is expecting to be advanced within the
timeframe of the Advance Pay request, ensure the member’s Advancement
has posted to Job Data prior to processing the request. If the Advance Pay
request is approved prior to the Advancement/Promotion, the member will
receive advanced pay for the lower paygrade. Review Job Data to determine
when the Advancement was created and ensure the request is NOT approved

on or prior to this date.

Work Location Job Information Job Labor Payroll

Reserve Class Code Q
Component Category Q,

Job Data Employment Data

Kaylee Frye,
Employee
Military Service
Work Location Details (¢
*Effective Date 05/01/2019 x|[H
Effective Sequence 0
HR Status Aclive
Payroll Status Active
Position Number 00010994 Q
Position Entry Date 11/16/2018 E]
Position Management Record
*Regulatory Region AD
Company ACG
*Business Unit ENLCG Q
*Department 000302 Q
Department Entry Date 11/16/2018 )
*Location BHR0003 Q
Establishment ID USCG (&}
Last Start Date 05/15/2006
Expected Job End Date
Military

Salary Plan Compensation

Empl ID 1234567
Empl Record 0
Find

First 4/ 1 0f20 Lasg

Go To Row E3]E]

*Action fPromation 4 |

1
Reason [Normal Career Progression M |

*Job Indicator | Frimary Job |
Current ]

Active Duty
UNITED STATES COAST GUARD
Enlisted CG
CGC MAUI

CGCMAUI
Active CG

Date Created 05/01/2019

Benefits Program Participation

Continued on next page
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Processing Advance Pay, BAH, and OHA Requests, Continued

Before You
Begin,
continued

Timing

Cancelling an
Advance Pay
Request

Advance Pay Request

Frye, Kaylee

Request Details

Type of Advance: Pay Payment Date: 06/01/2019
# of Months: 2 Repayments Start: 07/01/2019
or § Amount: 6077.08

# of Installments: 12

Request Information

Estimated 3 6 077.08
Advance:

Monthly § 50642
Deduction:

Comment:

Request Status:Approved (2 View'Hide Comments
P
Approved
nara Seira
v HE SPO

050919 - 3:24 PM

All dates (in this application) are pay period begin dates. To have an
advance pay on the 1% of the month, you must enter the pay period begin
date for the end-month pay date, which is the 16™ of the previous month.
For example, if the Advance is to pay out on 1 May 2018, the payment
date will be 16 April 2018.

DA will not allow an Advance Request to be submitted more than three
months early. For example, if a member is requesting an Advance to be
paid on June 1%, the request may not be submitted prior to March 16th, or
it will error out in DA. See chapter 9 of reference (a) for more details on
timing.

See the Payroll Processing Schedules in the DA Knowledge Base for pay
period begin dates.

If a member wants to cancel their Advance Pay request, a Trouble Ticket
must be submitted to PPC. PPC will cancel the Advance Pay request and
update/correct the member’s OTPI and EABP.

Continued on next page


https://cg.portal.uscg.mil/units/ppc/RoboHelp/DAGP/index.aspx#t=PayrollProcessing%2FProcessing_Schedule.aspx
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Processing Advance Pay, BAH, and OHA Requests, Continued

Procedures See below.
Step Action
1 | Select Requests from the My Homepage drop-down. Click on the Payroll

Requests Tile.

My Homepage v

je Pavroll Requests

Wy Homepage

Requests

£
| rroaucuon D

s

1.5

Select the Advance Pay 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 Liquidation 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

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

5 Proxy - BRS Disenrollment

Proxy - Continuation Pay

TSP Adjustment Request
Non-Chargeable Absence
SMR Batch Submission

Continued on next page
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Processing Advance Pay, BAH, and OHA Requests, Continued

Procedures,
continued

Step Action

2 | Enter the member’s Empl ID, then click Add.
Add Action Request

Add a New Value

Empl ID 1234567 Q

Empl Record 0Q

Add

3 | The Submit Advance Pay Action Request page will display. Specific details for
eligibility, amount authorized, and repayment schedule are outlined at the top of the
page. Please review these before proceeding.

NOTE: Disregard the third statement of the Payment Date / Repayments Start
section of the instructions. DA requires the Payment Date and Repayments Start
date to be entered prior to forwarding for approval.

Action Request

Submit Advance Pay Request
Taylor, Jonas

Advance Pay

The maximum amount of Advance Pay is three months basic pay less: taxes; SGLI; AFRH; debts; forfeitures; MGIB; dependent dental
plan deductions; garnishments; and TSP (basic pay) contributions. Advance Pay can be liquidated over a minimum period of one month
up to a maximum of 12 months (24 months when the PCS move causes unusually large expenses). Commanding officers must

personally authorize: (a} advance pay requests from members E-4 and below; (b) requesis exceeding one month advance pay; and (c)
requests for liquidation over a period greater than 12 months.

Advance BAH/OHA

Advance BAH may be entered # of Months or $ Amount. Advance OHA may only be entered as a § Amount. The amount of Advance
BAH/OHA depends on the ber's d ted housing . The maximum amount of Advance BAH iz 3 months BAH. The
maximum amount of Advance OHA is 3 months OHA (12 months in excepfional circumsiances per Appendix K, JFTR). Advance BAH
can be liquidated over a maximum of 12 months (24 months in cases where the CO personally determines severe hardship exists)
Advance OHA can be liquidated over a maximum of 12 months (unless Commandant CG-1332 authorizes a longer liquidation period). I

the member is currently assigned to Government Quarters but becomes enfitied to Advanced BAH, the SPO will need to enter the BAH
amount that the member will be eligible fo receive.

Payment Date / Repayments Start
Enter the first day of the pay period in which the advance should be paid in the Payment Date box. 1T no Payment Daie is specified, the

advance is paid out in the current pay period. Liquidation of advance begins the month after the advance payment unless a specific
Repayment Start date is specified.

Get Details
After Get Details is clicked, the system will display the Estimated Advance and Monthly Deductions amounts.

Request Details

Type of Advance: Payment Date: e
# of Months: Repayments Start: El
or $ Amount:

# of Installments:

Get Details

Request Information

Estimated
Advance:
Monthly
Deduction:

Comment:

Submit Resubmit Withdraw

Continued on next page
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Processing Advance Pay, BAH, and OHA Requests, Continued

Procedures,
continued

Step Action

4 | Using the Type of Advance drop-down, select the appropriate type of advance pay
(see Step 23 for additional examples of Advance BAH and Advance OHA).

Request Details

Type of Advance: . Payment Date: I"aT.

. AH -
# of Months: OHA Repayments Start: =
or § Amount: Pay

# of Installments:

Get Details

5 | Enter the # of Months or the $ Amount of the advance request. Do NOT use
commas when entering specific dollar amounts.

Note: For Advance OHA, a $ Amount must be entered. Advance Pay and
Advance BAH may be requested for a specific # of Months or a $ Amount.

Request Details

Type of Advance: |Pay v| Payment Date: [
# of Months: 12 ] Repayments Start: [#)
or $ Amount: |

# of Installments:

Get Details

6 | Enter the # of Installments the Advance will be repaid in.

Note: A member may request liquidation for a period greater than 12 months, but
not to exceed 24 months when the PCS move causes unusually large expenses and
repayment within 12 months would create a severe personal financial hardship.
Request Details

Type of Advance: | Pay V| Payment Date: =)
# of Months: 2 Repayments Start: E1
or $ Amount:

# of Installments: |12 )

Get Details

Continued on next page
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Processing Advance Pay, BAH, and OHA Requests, Continued

Procedures,
continued
Step Action
7 | Enter the Payment Date (see Note 1 & 2) and the Repayments Start date. Click

Get Details.

NOTE 1: DA will not allow an Advance request to be submitted more than three
months early.

NOTE 2: All dates within this application are pay period begin dates. To have an
advance pay out on the 1% of the month, you must enter the Payment Date for the
pay period begin date for the end-month pay date (which is the 16" of the previous
month). To have an advance pay out on the 15" of the month, you must enter the
Payment Date for the pay period begin date for the mid-month pay date (which is
the first of the month). In this example, the member is requesting to receive the
Advance Pay in their mid-month pay so the Payment Date was entered for the 1%
day of the month.

Request Details

Type of Advance: |Pay v Payment Date: 06/01/2019  |[
# of Months: 2 Repayments Start: [07/01/2019 [+
or $ Amount:

# of Installments: |12

Get Details

The Request Information section will populate with the Estimated Advance
amount and the Monthly Deduction to repay the Advance.

Request Details

Type of Advance: | Pay v| Payment Date: 06/01/2019 [z
# of Months: 2 Repayments Start: |07/01/2019 [#]
or § Amount:

# of Installments: |12

Request Information

Estimated § 6,077.08
Advance:

Monthly § 506.42
Deduction:

Continued on next page
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Processing Advance Pay, BAH, and OHA Requests, Continued

Procedures,
continued

Step Action

9 | Enter Comments as appropriate. Click Submit.
Request Details

Type of Advance: |Pay v Payment Date: 06/01/2018  |[5]
# of Months: 2 Repayments Start: |07/01/2019 |[5{
or $ Amount:

# of Installments: |12

Get Details

Request Information

Estimated § 6,077.08
Advance:

Monthly § 506.42
Deduction:

Comment: Enter comments as appropriate.

| Submit I

10 | The status will update to Pending and the request will be forwarded to the SPO tree
for approval.

Request StatusEPending (&) View/Hide Comments

1

Pending

Multiple Approvers
CGHRSUP for User's SPO

Comments

Jonas Taylor at 05/09/2019 - 3:18 PM
Enter comments as appropriate.

Continued on next page
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Processing Advance Pay, BAH, and OHA Requests, Continued

Procedures,
continued

Step Action

11 | Once the Advance Pay Request has been approved, it is important to review the
member’s OTPI and EABP to ensure the advance pay request processed correctly
and the repayment schedule has been established.

Request Status{Approved (5 ViewHide Comments

1

Approved
Terry Tanaka
J CGHRSUP for Users SPO
050919 - 3:24 PM

Comments

Jonas Taylor at 05/08/2019 - 3:18 PM
Enter comments as appropriate.

12 | Toreview the OTPI: Click on the Pay Processing Shortcuts Tile.

NOTE: For more information on navigating and understanding a member’s Pay
Calculation Results, OTPI, and EABP, see the Viewing Pay Processing Shortcuts
user guide.

Pay Processing Shortcuts

12.5 | Select One Time SPositive Ingutg ogtion.

“ Pay Calculation Results

“~| Element Assignment By Payee

%~ One Time (Positive Input)

Continued on next page
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Processing Advance Pay, BAH, and OHA Requests, Continued

Procedures,
continued
Step Action
13 | Enter the member’s Empl ID and click Search.

One Time (Positive Input)

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

‘ Find an Existing Value ‘ Add a New Value

* Search Criteria
begins with ~ | 1234567

Empl ID
Empl Record
Pay Group
Calendar ID

Mame

L

beqgins with

begins with

begins with

[ Case Sensitive

. ] . )
Basic Search & Save Search Criteria

Find an Existing Value

Add a New Value

Continued on next page
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Processing Advance Pay, BAH, and OHA Requests, Continued

Procedures,
continued
Step Action
14 | Select the appropriate Calendar 1D from the Search Results.
Search Results
View All First ‘4" 441011 B Last
Empl ID Empl Record Pay Group Calendar ID Name
1234567 0 UsSCc  AT4MIZPRDA#HA Jonas Taylar
1234567 0 USCG  A15M12PRD2#HH2 Jonas Taylor
1234567 0 USCG  A19MO4PRDIFEI Jonas Taylor
12345670 USCG CG ACT 2015M04M Jonas Taylor
1234567 0 USCG  CG ACT 2015MO06M Jonas Taylor
1234567 0 USCG  CG ACT 2015MOTM Jonas Taylor
1234567 0 USCG  CG ACT 2016M02M Jonas Taylar
1234567 0 USCG  CG ACT 2016MO7M Jonas Taylor
1234567 0 USCG  CG ACT 2017MO1M Jonas Taylor
1234567 0 USCG  CG ACT 2019MO5M Jonas Taylor
1234567 0 USCG  CGACT 2019MO0B6M Jonas Taylor
15 | The selected OTPI will open. Ensure the Element Name indicates ADVANCE
PAY. Click the Expand All icon to display all fields of the OTPI.
One Time (Positive Input)
Employee ID 1234567 Name Jonas Taylor Empl Record 0 m
Pay Group USCG Description USCG Active Duty Pay Entity USCG
Calendar ID CG ACT 2019MO6M Begin Date 06/01/2019 End Date 06/15/2019
Eamings and Deductions Personalize | Find | View All | @I E First ‘4’ 10f1 '* Last
Action Main Components Source
Entry Type Element Name Element Description Instance Action Type
Eamings Advance Payment 1 Add
Save  ||ah Return to Search 1| Previous in List Mext in List [=] Notify % Refresh =4 Add ¥ Update/Display
16 | Click the Details icon to display the details of the Advance Pay element.

One Time (Positive Input)

Employee ID 1234567 Name Jonas Taylor Empl Record 0 m
Pay Group USCG Description USCG Active Duty Pay Entity USCG
Calendar ID CG ACT 2019M06M Begin Date 06/01/2019 End Date 06/15/2019
Earnings and Deductions Personalize | Find | View All | ] | E First ‘4 10f1 ‘b’ Last
Entry Type ElementName Element Description Instance ActionType Unit Rate  Amount Currency Code  Details \jpdated BY | ast Update Date/Time ~ Batch Code
Eamings ‘;E\‘:ANCE Advance Payment 1 Add & 6077.085 UsD v 9876543 05/09/2019 3:24:11PM
Save ||[ah Return to Search 1] Previous in List Mext in List [=] Motify || i Reiresh

Continued on next page
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Processing Advance Pay, BAH, and OHA Requests, Continued

Procedures,
continued

Step

Action

17

The Advance Pay OTPI details will open. This displays the Calendar ID the
advance will pay out on, the Amount of the advance, the Advance Type, and the

Advance ID number (this number is important when researching the EABP).
One Time (Positive Input)
Pasitive Input - Details

Employee ID 1234567 Name Jonas Taylor Empl Record 000
Pay Group USCG Description USCG Active Duty
I Calendar ID CG ACT 2019M06M I Begin Date 06/01/2019 End Date 06/15/201%
IEIemenl ADVANCE PAYI Element Name Advance Payment Instance 001

Unit Value Unit Element
Rate Value Rate Element
Base Value Base Element
Percent Value Percent Element Currency
I Amount Value 6077.080] I Amount Element usD
Begin Date End Date
Absence Dates
Absence Begin Date Absence End Date
Period Begin Date Period End Date
Other Data
Batch Code Description of Pl

Supporting &Element Overrides
Business Unit ENLCG

I Advance Type Pay I

[ Advance 1D 5.000000 |

Required Fields

OK Cancel Refresh

Continued on next page
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Processing Advance Pay, BAH, and OHA Requests, Continued

Procedures,
continued

Step Action

18 | Toreview EABP: Click on the Pay Processing Shortcuts Tile.

Pay Processing Shortcuts

18.5 | Select the Element Assignment BZ Payee option.

“ Pay Calculation Results

%~ Element Assignment By Payee

%~ One Time (Positive Input)

Continued on next page
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Processing Advance Pay, BAH, and OHA Requests, Continued

Procedures,
continued

Step

Action

19

Enter the member’s Empl ID 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[v|

Empl Record | = [v]

Name | begins with[V|

Last Name | begins wnhﬂ

Second Last Name | begins withﬂ
Alternate Character Name | begins withﬂ
Middle Name | begins with|v|

Business Unit | begins wnhﬂ

Department Set ID | begins with[V|

Department | begins with|v|

[JCase Sensitive

Clear Basic Search [ Save Search Criteria

|1234567

20

The member’s EABP page will display. Click the Expand All icon.

Assignments

Element Name

TRICARE DEF

TRICARE DEP

TRICARE DEF

DMR

IN SRVC DEBT

ADVANCE PYBK

ADVANCE PYBK

ADVANCE PYBK

ADVANCE PYBK

ADVANCE PYBK

Jonas Taylor

Selection Criteria

Elements | Racipient

Element Assignment By Payee

ID 1234567

Category
Entry Type
As of Date

Element Name

Personalize | Find | | Q

- Process
Description Order Begin Date

Tricare Dependent Dental

Tricare Dependent Dental

Tricare Dependent Dental

Discount Meal Rate

In-Service Debt

Liquidation of Advance

Liquidation of Advance

Liguidation of Advance

Liguidation of Advance

Liquidation of Advance

999 01/012015

999 01/01/2016

999 04/0122017

999 05/06/2016

999 01/012017

999 08/01/2015

999 03/01.2017

999 08/01/2019

999 08/012019

999 07/01/2019

Empl Record

Select with Matching Criteria

End Date Active

1213172015 4

03312017 4

03/31/2018 4

06/12/2016

01152017

08/31/2016 4

10312017 4
W
4
o

First ‘4’ 1-390f39 ' Last

0

Instance

13

Continued on next page
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Processing Advance Pay, BAH, and OHA Requests, Continued

Procedures,
continued
Step Action
21 | Scroll through the list of EABPs. Locate the appropriate Liquidation of Advance

and click ADVANCE PYBK.

NOTE: If member has multiple EABPs for ADVANCE PYBK, use the Instance
number to select the appropriate one (this is the Advance ID identified in Step 17).

Element Assignment By Payee
Jonas Taylor ID 1234567 EmplRecord 0
Selection Criteria
Category
Entry Type Element Name
As of Date Select with Matching Criteria
Assignments Personalize | Find | 0| & First '4' 1390f39 '}’ Last
Element Name Description Pr%?;ﬁ Begin Date End Date Active Instance Recipient Tag
TRICARE DEP i 999 01/01/2016 03/31/2017 ] 3
Dental
~
TRICARE DEP B::‘I?;? Lt el 900 041012017 03312018 & 4
DMR Discount Meal Rate 099 05/06/2016 06/12/2016 v 1
IN SRVC DEBET  In-Service Debt 999 01/01/2017 011572017 ] 1
ADVANCE PYBK Liguidation of Advance 999 08/01/2015 08/31/2016 W 1
ADVANCE PYBK Liguidation of Advance 999 03/01/2017  10/,31/2017 v 2
ADVANCE PYBK Liguidation of Advance 999 08/01/2019 W 3
ADVANCE PYBK Liguidation of Advance 999 08/01/2019 > 4
ADVANCE PYBK |Liguidation of Advance 999 07/01/2019 ] 5 v

Continued on next page
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Processing Advance Pay, BAH, and OHA Requests, Continued

Procedures,
continued

Step Action

22 | The EABP details will display. The EABP identifies the repayment start date and

the amount to be collected from the member’s pay each month.
Element Assignment By Payee

Element Detail

Employee ID 1234567 EmplRecord 0 Name Jonas Taylor
Element Name ADVANCE PYBK Liquidation of Advance Instance 5 ﬁ
Assignment Process Detail
| Assignment Is Active Currency Code USD US Dollar
Process Order 999 I Begin Date 07/01/2019 I End Date

Recipient Tag 0 Previous End Date

/| Allow Batch Update of End Date Updated in Payroll Run

Calculation Information
Calculation Rule Amount
Amount Numeric

Amount Element

[ Amount vaiue 506.42 |

Required Fields

Advance Type Pay
Advance ID 5.000000

Additional Overrides
Frequency Option Use Element Frequency
Frequency

Generation Option Use Element Generation Control

Generation Control

oK Cancel Refresh

Continued on next page
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Processing Advance Pay, BAH, and OHA Requests, Continued

Procedures,
continued

Step Action

23 | Example of Advance BAH (# of Months):

Request Details

Type of Advance: | BAH v| Payment Date: 06/01/2019  |[#]
# of Months: : Repayments Start: |07/01/2019 |5
or § Amount:

#of Installments: |12

..GetDetails _;

Request Information
Estimated § 11.007.00

Advance:

Monthly § 917.25
Deduction:

Example of Advance BAH ($ Amount):
Request Details

Type of Advance: |BAH v Payment Date: 06/01/2019 |[3)
# of Months: Repayments Start: |07/01/2019 |5
or § Amount: 2000

# of Installments: |12

Request Information

Estimated § 2 000.00
Advance:

Monthly § 666.67
Deduction:

Example of Advance OHA ($ Amount):
Request Details

Type of Advance: | OHA v| Payment Date: 06/01/2019  |[5]
# of Months: Repayments Start: |07/01/2019 |[3]
or $ Amount: 6300

# of Installments: |12

Request Information

Estimated § 6,500.00
Advance:

Monthly § 54167
Deduction:

16



