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Payee Warnings Report for SPOs 

Overview 

 
Introduction This guide provides the procedures for running the Payee Warnings 

Report for SPO in Direct Access (DA).   

 
Purpose • The purpose of this report is to provide a snapshot of activity that may 

require additional review BEFORE paycut to reduce any potential pay 

issues.   

• The warning messages will cover pay and non-pay related items such as 

BAH/OHA, OCOLA, missing or pending contracts, and review of 

dependents over the age of 21, etc. 

 
Required Role You must have one of the following roles to run this report: 

• CGHRS 

• CGHRSUP 

• CGFIELDADM 

• CGADMINSUP 
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Payee Warnings Report for SPO 

 
Introduction This section provides the procedures for running the Payee Warnings 

Report for SPO by the SPO unit in DA.   

 
Procedures See below. 

 

Step Action 

1 Click on the Payroll Reports tile.  

 
 

2 The default Payee Warnings Report for SPO option will automatically 

display. 

 
 

3 The Payroll Warnings Report search window will display. Enter the following: 

• Set ID – Enter 00010 for Coast Guard. 

• SPO Unit – Enter the SPO Department ID. 

• Calendar Group – Enter the Calendar Group ID for the current pay period 

or use the Lookup to search for the most current Calendar Group ID. 
 

Click View Results. 

 
 

  

Continued on next page 
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Payee Warnings Report for SPO, Continued 

 
Procedures, 

continued 
 

 

Step Action 

4 If applicable, the search results will display.   

 

It is recommended to Download the results into an Excel Spreadsheet to 

allow for sorting and easier review. 
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Error Messages 

 
Introduction This section describes some common messages and the action required 

by the SPO. 

 
Pending AWE 

Approval 
Instances where the message states Pending AWE Approval. A pending 

OTPI/EABP … 

AWE = Approval Workflow Engine.   

These messages DO NOT require action by the SPO.   

 
 

 
ER BAH/OHA Instances where a dependent is aging out of being BAH eligible, the SPO 

must review the member’s Dependent Data to verify if that dependent is 

still eligible per the CG Pay Manual and requires an in fact dependency:  

• an incapacitated child over age 21 

• a ward of the court 

• an unmarried child over age 21 and under age 23 (full-time in college) 

  

If not currently eligible, SPO”s should use the Dependent Aging Out 

guide for assistance. 

 
 

Continued on next page 

https://www.dcms.uscg.mil/ppc/pd/yn/
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Error Messages, Continued 

 
ER OCOLA Instances where the message states ER OCOLA: (DATE) … An audit 

of OutConus COLA is needed (payee JOB Location XXXXXX) 

(COLA location XXXXX), in these cases, DA is showing the member 

receiving OCONUS COLA but assigned to a CONUS unit.  

The SPO must review the member’s EABP rows and Pay Calculation 

Results and stop OCONUS COLA if necessary.   

 
 

 
ER CSEAPAY Instances where the message states ER CSEAPAY: Audit of Sea Time, 

the SPO must send in a help ticket to the PPC Advancement Branch, 

requesting an audit. 

 
 

 
Pending 

Contract 
Instances where the message states AUDIT: Expected AD Term Date., 

the SPO should first verify the Extension or Reextention has been started 

and correct it. If it is due to any editing or deleting after an approval, the 

SPO must submit a help ticket to PPC Advance Branch for correcting. 

 
 

Continued on next page 
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Error Messages, Continued 

 
No State 

Withholding 
Instances where the message states No state withholding rate… SPO’s 

should navigate to AD/RSV Payroll Workcenter > Act/RSV Pay 

Shortcuts > Maintain Tax Data USA option and make adjustments using 

the member’s applicable state tax forms. 

State Tax Withholding Exemptions guide: 

• PR & MP changing to “None”. Must be updated. 

• Cadets from the academy displaying a CT state deduction with “No 

Connecticut Form CT-W4 received from employee”. Must be 

updated to the member’s state of legal residence. 

 
 

 
ER BAH/OHA Instances where the message states ER BAH/OHA: Audit of missing 

Housing earned… SPO’s should navigate to AD/RSV Payroll 

Workcenter > Act/RSV Pay Shortcuts > Housing Allowance and verify 

the member has an Active Housing Allowance row started. 

 
 

 
ER Crew FLT 

Pay 
Instances where the message states ER CREW FLT PAY: Member not 

eligible… using the CG PAY MANUAL, SPO’s should verify the 

member’s eligibility and either resubmit or remove the Hazardous Duty 

Pay item. 

 
 

 

https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/Deductions/State_Tax_Withholding_Exceptions.pdf?ver=ZXvkDEAX_dUfBLVv5lx0uQ%3d%3d&timestamp=1614373207478
https://media.defense.gov/2019/Nov/15/2002211440/-1/-1/0/CIM_7220_29D.PDF

