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Processing Advance Pay, BAH, and OHA Requests 

 
Introduction 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). 

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

 
Reservists 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. 

 
Before You 

Begin 

 

 

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.  

 
 

Continued on next page 

https://media.defense.gov/2019/Nov/15/2002211440/-1/-1/0/CIM_7220_29D.PDF
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Processing Advance Pay, BAH, and OHA Requests, Continued 

 
Before You 

Begin, 

continued 

 

 
Timing All dates (in this application) are pay period begin dates.  To have an 

advance pay on the 1st of the month, you must enter the pay period begin 

date for the end-month pay date, which is the 16th 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 1st, 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. 

 
Cancelling an 

Advance Pay 

Request 

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. 

    
 

1.5 Select the Advance Pay option. 

 
 

 

  

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. 

 
 

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.    

 
 

 

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).   

 
 

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. 

 
 

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. 

 
 

  

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 1st of the month, you must enter the Payment Date for the 

pay period begin date for the end-month pay date (which is the 16th of the previous 

month).  To have an advance pay out on the 15th 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 1st 

day of the month.  

 
 

8 The Request Information section will populate with the Estimated Advance 

amount and the Monthly Deduction to repay the Advance. 

 
 

  

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. 

 
 

10 The status will update to Pending and the request will be forwarded to the SPO tree 

for approval.   

 
 

  

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.  

 
 

12 To review 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. 

 
 

12.5 Select One Time (Positive Input) option. 

 
 

 

  

Continued on next page 

https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/guides/GP/SPO/Earnings/Viewing%20Pay%20Processing%20Shortcuts.pdf


7 April 2023 

9 

 

Processing Advance Pay, BAH, and OHA Requests, Continued 

 
Procedures, 

continued 
 

 

Step Action 

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

 
 

 

 

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 ID from the Search Results. 

 
 

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. 

 
 

16 Click the Details icon to display the details of the Advance Pay element.   

 
 

  

Continued on next page 

  



7 April 2023 

11 

 

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). 

 
 

 

  

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

 
Procedures, 

continued 
 

 

Step Action 

18 To review EABP: Click on the Pay Processing Shortcuts Tile.   

  
 

18.5 Select the Element Assignment By Payee option. 

 
 

 

 

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. 

 
 

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

 
 

 

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). 

 
 

  

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.  

 
 

   

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): 

 
 

Example of Advance BAH ($ Amount): 

 
 

Example of Advance OHA ($ Amount): 

 
 

  

 


