6 November 2023

Pay Transactions — Action Requests

Overview

Introduction This guide provides two ways for viewing pay transactions for a member
that require(ed) approval in Direct Access (DA) and whether they are
pending, approved or denied.

Information e CGHRS user role is required for this transaction.
e This does not display PCS Orders, Reserve Orders, or Separation
Orders.
e This is useful for locating transactions sent to an erroneous Empl ID or
to see specific details including when it was approved/denied and by

whom.
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Global Payroll Action Requests

Introduction

6 November 2023

This section provides the procedures for viewing pay transactions for a

member using the Global Payroll Action Request link.

Procedures See below.
Step
1 Click the AD/RSV Payroll Workcenter tile.

ADI/RSV Payroll Workcenter

=
[Beg

Scroll to the Queries drop-down and select the Global Payroll Action Requests

option.

View Payslips (AD/RSV)

Voluntary Deductions

« Queries

Payroll Queries
Absence Request Listings
Absence Takes
Audit Allotment Report

FSGLI NO AGE OPTION OR NO DEP

Global Payroll Action Requests

NOAA SPO Payroll Verification
NON-CHARGEABLE ABSENCE COUI
Payroll Verification by Emplid

Payroll Verification by SPO

PHS Payroll Verification Rpt
Retroactive Job Data Report

SGLI COMBAT OffSet Mismatch Rp
SGLI/FSGLIAUDIT ONLINE REPORT

USCG Bonus Installment Report

Continued on next page
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Global Payroll Action Requests, Continued

Procedures,
continued

Step Action
3 Complete the following required fields:
e Empl ID — Enter the member’s employee ID.
e Entered After — Enter a begin date.
e Entered Before — Enter an end date.
To narrow the search, go to the next Step. To continue with only the required
fields, skip to Step 9.

CG_GP_ACTION_REQUEST_HISTORY - Global Payroll Action Requests

Category &)
Action Q
Empl 1D| 1234567 aQ
*Entered After| 08/01/2023  |[5
*Entered Before| 11/01/2023  |[5]
Company '
View Results

Thread Empl Pay Mir Dept Dept
Row D Category Descr D Rcd Name Group Rank Deptid Mame OPFAC d

4 Click the Category lookup icon.
CG_GP_ACTION_REQUEST_HISTORY - Global Payroll Action Requests

Category @
Action i
Empl 1D | 1234567 Q,
*Entered After | 08/01/2023 |[5)
*Entered Before | 11/01/2023  |[H
Company QL
View Results

Row Thlrgad Category Descr E'IEF'I Rcd Name i) Rank i S Lo

Group Deptid Name OPFAC O

Continued on next page



Global Payroll Action Requests, Continued

6 November 2023

Procedures,
continued
Step Action
5 | The choice of Category will affect which Action(s) become available. Steps 6

a_nd 7 will show different Action lookups.

Query X
Search by: Category begins mnl:|
| Look Up | | Cancel | Advanced Lookup

Search Results
View 100 First (4} 1-180f18 (p) Last
Category

ACCESSIONS

ASSIGNMENTS
A_SCHOOL_REQUEST
CAREER_MANAGEMENT
DISCIPLINARY ACTIONS

FAMILY _ADVOCACY_PROGRAM
PAYROLL

PHS_DOC
READY_RESERVE_INTEGRATION
RESERVE
SEXUAL_ASSAULT_PROGRAM
SPECIAL_MEEDS
SUBSTANCE_ABUSE

USER ACCESS REQUEST
WORKFLOW
WORKFLACE_VIOLENCE

In the USER ACCESS REQUEST Category lookup, only one Action can be

viewed.

Query

Search by:  Action begins with|

| Look Up || Cancel |Advanced Lookup

Search Resulis

View 100
Action

First

)

tof1 (k) Last

|USER_ACCESS_REQUEST_APPROVAL |

Continued on next page
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Global Payroll Action Requests, Continued

Procedures,
continued

Step Action

7 In the PAYROLL Category lookup, there are more results. Select an Action to
narrow the search.

Query

Search by:  Action begins with

CG_GP_ACTION_REQUEST_HISTORY - Glo

Category | PAYROLL
Action |
Empi1D 1234567 |
*Entered After E{J
*Entered Before E{J
Company |:|(1

Row Thlrﬁnad Category Descr E:r[?l Rcd Name

Search Results
View 100 First (4 1-550f55 (k) Last

Action
ABSEMCE_REQUEST
ACCUMWLATOR_ADJUSTMENT
ACIP APPROVAL_REQUEST
ADMIST SEATIME
HOVANCE_LIQUIDATION_SCHEDULE
ADVANCE_REQUEST
APPROVE_DELETE_TRAMNSACTION
APPROVE_DRILLS
ASSIGNMENT_INCENTIVE_PAY

Pay
Group

Lock Up Cancel Advanced Lookup

CG_GP_ACTION_REQUEST_HISTORY - Global Payroll Action Requef

category Q
Action Q
Empl ID | 1234567 Q
“Entered After [08101/2023_|5)
“Entered Before 110172023 |
Company [ACG |Q
View Results
Download results n - Excel SpreadSheet SV Text Figf XML File (17 kb)
View All
Row Thread ID Category Descr  EmplID Rgff Name GF::IYID
SEC LAKE
O e USCO PERS3 007855 M o 37240 1234867 1234567 08/11/2023 2022534 Terminated Al 3025 802% YES USA Gconomowoc Wi
oV
SEC LAKE
0 ot ms USCG PERS3 007855 MICH 37240 1234567 1234567 081172023 2022534 Approved A 202 2023 vEs ysa oconomowoc
oIV

1 23382087 PAYROLI

2 23382093 PAYROLI

Mo Dept
Rank oty DeptMame ool Onigintor Requester Created  Approver  Status  Keyl Key2 Keyd Keyt Keys  Keye  Key? Keys pin oo B0 oocde

Ash nsﬂchHMKE 2023- 2023- BASE
3 23382097 PAYROLI 0 USCG PERS3 007855 , 37240 1234567 1234567 08/11/2023 2022534 Approved Al YES USA Oconomowoc Wi 53066 042191 CLEV 31050
Williams ADMINIPERS 09-20 09-21 SPG (PS)
o Fs)
SEC LAKE re3
2 %" iera oenes nazess MICH 40 1994867 1234RRT 0944170103 22820 a 2023 2023 yeg ), 1 R2085 042101 A1 E 4050

First 1-13 0f 13 Last

sPO SPO

BASE
53066 042191 CLEV 31050
SPO (PS)

BASE
53066 042191 CLEV 31050
SPO (PS)

Continued on next page
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Global Payroll Action Requests, Continued

Procedures,
continued

Step Action
8 Select the Company lookup icon and select the appropriate Company.

CG_GP_ACTION_REQUEST_HISTORY - Global Payroll Action Requests

Category o]
Action &}
Empl ID | 1234567 Q
*Entered After | 08/01/2023  |[5)
*Entered Before | 11/01/2023  |[5]
Company &)
View Results

Thread Emipl P Mbr Dept Dept

A ay
Row D Category Dgscr 0 Rcd Name Group Rank Deptid  Name OPFAC a
Query b4
Search by: | Company \-]begins with||
Look Up Cancel Advanced Lookup

Search Resulis
View 100 First (4)f 18af6 (k) Last

Company Descripfion by
|ACG  UNITED STATES COAST GUARD |
ANO  Active NOAA

PHS  Active PHS

RCG  US COAST GUARD RETIRED

RNO  US COAST GUARD RETIRED NOAA
RPH  PHSRETIRED

9 Click View Results.
CG_GP_ACTION_REQUEST_HISTORY - Global Payroll Action Requests

Category | USER ACCESS REQUEST Q
Action | USER_ACCESS_REQUEST_APPROVAL Q&
Empl ID | 1234567 Q
*Entered After | 08/01/2023  |[5]
*Entered Before | 11/01/2023  |[H]
Company |ACG |Q

View Results

Continued on next page



6 November 2023

Global Payroll Action Requests, Continued

Procedures,
continued

Step

Action

10

This member’s report has 2 Request items per the search parameters for this
example.

NOTE: Information in columns Key1 through Key8 will vary depending on the
individual action request. See Step 11.

Download results in:  Excel SpreadSheet CSV Text File XML File (2 kb)

View All First 1-2 of 2 Last
Row Thread ID  Category Descr EmplID Rcd  Name Gfgzp Rank n!ﬁl’m Dept Name O?DEF:AKC Originator Requester Created Approver Status | Keyl Key2 gs& Desggm og';gc
USER  otia Ash e BAsE
1 23472072 ACCESS 1234567 0! USCG PERS3 007855 , -1 37240 1234567 1234567 00/21/2023 9876543 Approved 0098521 42191 CLEV SPO 31050
Request Williams ADMIN/PERS (PS)
REQUEST . (PS)
Approval DIV
USER Lser ash a“’:gHL""KE BASE
2 23472072 AGCESS O 1234567 0y USCG PERS3 007855 , i 37240 1234567 1234567 00/21/2023 9876543 Approved 0098521 42191 CLEV SPO 31050
REGUEST Reauest Williams Et\:;a NIPERS p

Approval PS)

11

Here is an Absence Request example.

NOTE: Information in columns Key1 through Key8 will vary depending on the
individual action request.

CG_GP_ACTION_REQUEST_HISTORY - Global Payroll Action Requests

Category a
Action a
Empl 1D 1234567 Q
*Entered After [08/01/2023 |5
*Entered Before [11/012023 |5
Company [ACG |Q
View Resulls
Download results in  Excel SpreadSheet  CSV Text File XML File (17 kb)

View All First 1-130f 13 Last

Dept

Row ThresdID Category Descr EmpliD Red Name (P97 Rank ('bf  DeptName (OBl Originator Requester Created Approver Status | Keyt Key2 Keyd Keyt Keys — Key  Key? Keyo] 3O (500 S°0

SEC LAKE N
. - Absence Ash . —ors MICH PP . L 2023 2023 . . BASE
1 23382087 PAYROLL APeo%%1234567 0% USCG PERS 007855 il oo 37240 1234567 1234567 0811112023 2022534 Terminate] Al 292 202 YES USA Oconomowoe Wi 53065§042191 CLEV 31050
ques williams o 7 7 SPO (PS)
SEC LAKE -
2 23382003 PAYROLL Qzﬁgﬁ_&wzadﬁw ﬁmﬁ\?uems USCG PERS3 007855 I\:.’DC!‘-:V-‘PERS 37240 1234567 1234567 08/11/2023 2022534 Approved]| A 522233 5322“9 YES USA Oconomowoc Wi 53066§042181 CLEV 31050
ques ! o SPO (PS)
SEC LAKE ghse
3 23332007 PAYROLL AZS1% 1034557 0 A Usco pERs3 ooress MICH 57240 1234567 1234557 0811112023 2022534 Approvea| Al 2225 2923 yeq oa Gconamowos Wi 53060fp42191 CLEV 31050
Reques! Wiliams 5 ADMINPERS ! A be20 0821 s
o )
SEC LAKE
. e . BASE
A 207400 pavorn ) APSENCE 45a45h Ash 11800 DED: onzess MICH 7240 4224867 124RE IZT) 2 20 24 4 Fall= E=
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Viewing Pay Transactions by Member

Introduction This section provides the procedures for viewing pay transactions for a
member using View My Requests (all Types).

Procedures See below.

1 Navigate to Member Self Service via the drop
/5 DIRECT ACCESS
Member Self Service v Notifications
Actions Alerts ‘
Direct Access Announcements Absence Request - View AD/RSV Payslip
EPTI

View My Action Requests

Sidney Prescott
1. "My Submitted Requests' allows member to bring up only their Action Requests.
. “Requests | am Approver For’ allows approver to bring up only those Action Requests submitted to them
B."All Requests' allows the approver to pull up their Action Requests and those submitted to them.
4. Transaction Name field allows user to select a particular transaction (i.e.. Absence Request, Delegation, etc)
/5. Refiesh bution clears the grid and defaults it back to "My Submitied Requests’ and Transaction Status of ‘Pending’
/6. Populate Grid button populates the grid based on what was selected for the radio button, Transaction Name, Transaction Status,
land what was entered in the Submission From/Submission To Dates

O My Submitted Requests ® Requests | am Approver For O All Requests

Transaction Name: | AnTransactions v/

Transaction Status: | Pending v/

Submission From Date: | [l

Submission To Date: | )| [ Populate Grid l [ Refresh

|E‘,‘HQ‘ 110f1 v | View Al
Transaction Name ~ Status Member Member's LastName ~ Member's Emplid Member's Deptid Submitted By ~ Approver  Submission Date  Drill Date ApprovelDeny

Ap

Order Approvals

(®][a] 1-10f1 v View All

Transaction Name  Status Member  Member's Emplid  Submitted By Approver  Submission Date  Order Begin Date  Approve/Deny

Approve/Deny

Continued on next page
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Viewing Pay Transactions by Member, Continued

Procedures,
continued

Step Action
4 Click the Add a New Value tab.
Action Request

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

Search by: | Empl ID V| begins with

Advanced Search

Find an Existing Value | Add a New Value

5 Then click the Find an Existing Value tab.
Action Request

Eind an Existing Value ‘ Add a New Value

*Empl ID | Q

Empl Record | 0aQ

*Category | Q

*Action | Q |

Sequence Number | II]I|

Add

Find an Existing Value | Add a New Value

Continued on next page
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Viewing Pay Transactions by Member, Continued

Procedures,
continued

Step Action
6 Enter the member’s Empl ID and click Search.
Action Request

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

Search by: | Empl ID V| begins with | 1234567

Advanced Search

Find an Existing Value | Add a New Value

7 A list of pay transactions for that member will display. Sort by a column
description to fit your purpose (Sequence Number used in this example).
Select the Empl ID link of the transaction to see additional information.

Search Results

View All | 1-1000f133  ~| » D
Empl ID Empl Record Category Action Sequence Number
1234567 0 PAYROLL FAMILY_SEPARATION_ALLOWANCE 1

1234567 0 USER ACCESS REQUEST USER_ACCESS_REQUEST_APPROWVAL 1

1234567 0 PAYROLL ABSENCE_REQUEST 1

1234567 0 PAYROLL ABSENCE_REQUEST 2

1234567 0 USER ACCESS REQUEST USER_ACCESS_REQUEST_APPROVAL 2

1234567 0 PAYROLL ABSENCE_REQUEST 3

1234567 0 PAYROLL ABSENCE_REQUEST 4

1234567 0 PAYROLL ABSENCE_REQUEST 5

1234567 0 PAYROLL ABSENCE_REQUEST 8

0 PAYROLL BAH_APPROVAL_REQUEST ]

1234567 0 PAYROLL BAH_APPROVAL_REQUEST 7

A2IAERT N0 DANDIM ) ADCCKAD DA ICCT o J

Continued on next page
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Viewing Pay Transactions by Member, Continued

Procedures,

continued

Step

Action

8

This will show details about that transaction including the auditor and the
Request Status.

Action Request
BAH Approval

Weathers, Gale

Select this guide for step-by-step instructions on Start/Stop/Correct/Approve BAH transactions:
https://www.dems uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPC/Earnings/BAH. pdf?
ver=yABFPmesJcEm900dn/E0dg%3d%3dxtamp=1611175244576

Request Details

Effective Date: 07/13/2022

Get Details
Request Information

Change Reason: Reserve/Recall Orders Effective Status: A

Quarters Status: Reservist or recalled retiree

Zip: 99999
Fair Rent: 0
Rate: 12012

Entitle Amount: 1201.2
Request URL

Click here to view additional request information.

Comment:

Approve Deny

Request Statug: Approved

Approvers

Approved
Billy Loomis
« CGHRSUP for User's SPO
07/20/22 - 933 AM
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