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Incentive Points  

Overview 

 

Introduction This guide provides the procedures for viewing, adding, correcting, and 

deleting Incentive Points in Direct Access (DA). 

 

IMPORTANT Do NOT future date any entry. This will result in errors to the data file 

resulting in the file being rejected when transmitted to the Defense 

Manpower Data Center (DMDC).   

 

Required Roles The user must have the roles: CG Admin (PSI Enhanced) (YN2-PERS 

w/"By Dir" Only) or CG Admin (PSI Enhanced) (YN3-YN2 Only) or 

CG Admin (YN-PERS Only) 

 

Current 

Incentive Types 

and Points 

Two Types: 

 
 

Points: 
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Overview, Continued 
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Viewing Incentive Points 

 

Introduction This section provides the procedures for viewing Incentive Points in 

Direct Access (DA). 

 

Procedures See below. 

 

Step Action 

1 Click on the Core HR Tile. 

 
 

2 Select the Person Profiles option. 
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Viewing Incentive Points, Continued 

 

Procedures, 

continued 
 

 

Step Action 

3 Enter the member’s Empl ID. The Correct History box is checked by default.  

Click Search.   
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Viewing Incentive Points, Continued 

 

Procedures, 

continued 
 

 

Step Action 

4 The member’s Person Profile page will display. Click the Qualifications tab. 
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Viewing Incentive Points, Continued 

 

Procedures, 

continued 
 

 

Step Action 

5 The member’s Honors and Awards will display. The Incentive Points section 

will display data, if available. See NOTE. 

 

NOTE: This is a brand new Qualification added to DA, data may not be 

available for viewing. 
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Viewing Incentive Points, Continued 

 

Procedures, 

continued 
 

 

Step Action 

6 To view a specific instance, click the Incentive Type link. 

 
 

7 The member’s Update Incentive Points page will display. Click OK to return to 

the previous page. 
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Viewing Incentive Points, Continued 

 

Procedures, 

continued 
 

 

Step Action 

8 Click Return to Search to exit the member’s Person Profile. 
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Adding New Incentive Points 

 

Introduction This section provides the procedures for adding new Incentive Points in 

Direct Access (DA). 
 

NOTE:  The user must have the CG Admin Technician or CG Admin 

Supervisor functional role to add an Incentive Points. 

 

Procedures See below. 
 

Step Action 

1 Click on the Core HR Tile. 

 
 

2 Select the Person Profiles option. 

 
 

3 Enter the member’s Empl ID.  The Correct History box is checked by default.  

Click Search. 
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Adding New Incentive Points, Continued 

 

Procedures, 

continued 
 

 

Step Action 

4 The member’s Person Profile page will display. Click the Qualifications tab. 
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Adding New Incentive Points, Continued 

 

Procedures, 

continued 
 

 

Step Action 

5 The member’s Honors and Awards will display. Scroll down to the Incentive 

Points section. 

 
 

6 

 

Click Add New Incentive Points. 
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Adding New Incentive Points, Continued 

 

Procedures, 

continued 
 

 

Step Action 

7 The Add New Incentive Points page will display. The Effective Date auto-

populates with the current date. Update each field as appropriate per the 

chart below.   

 
 

Field Description 

*Effective Date 

(Required) 

Enter the date of the Incentive Type. Can be post-dated 

or back dated. 

*Incentive Type 

(Required) 

Enter the Incentive Type code or use the lookup 

(magnifying glass icon) to search for the code.  

*Effective Status 

(Required) 
Defaults to Active. Do NOT change this field. 

*Incentive Points 

(Optional) 

Check the guidance message on the appropriate points 

to be entered. 

Comments Enter comments based on current message guidance. 
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Adding New Incentive Points, Continued 

 

Procedures, 

continued 
 

 

Step Action 

8 Once all fields have been completed, click OK. 
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Adding New Incentive Points, Continued 

 

Procedures, 

continued 
 

 

Step Action 

9 Click Save. 
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Adding New Incentive Points, Continued 

 

Procedures, 

continued 
 

 

Step Action 

10 Once saved, a confirmation message will display. Click Return to Search to 

exit the member’s profile. 
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Adding Additional Incentive Points of the Same Type 

 

Introduction This section provides the procedures for adding additional Incentive 

Points of the same type in Direct Access (DA). 
 

NOTE:  The user must have the CG Admin Technician or CG Admin 

Supervisor functional role to add an additional Incentive Points. 

 

Procedures See below. 
 

Step Action 

1 Click on the Core HR Tile. 

 
 

2 Select the Person Profiles option. 

 
 

3 Enter the member’s Empl ID.  The Correct History box is checked by default.  

Click Search. 
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Adding Additional Incentive Points of the Same Type, 

Continued 

 

Procedures, 

continued 
 

 

Step Action 

4 The member’s Person Profile page will display. Click the Qualifications tab. 

 
 

 

Continued on next page 
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Adding Additional Incentive Points of the Same Type, 

Continued 

 

Procedures, 

continued 
 

 

Step Action 

5 The member’s Honors and Awards will display. Scroll down to the Incentive 

Points section and select the Incentive Type link to be added to. 

 
 

6 The Update Incentive Points page will display. Do NOT overtype any of the 

fields.  Click the Plus button to add a new row.   
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Adding Additional Incentive Points of the Same Type, 

Continued 

 

Procedures, 

continued 
 

 

Step Action 

7 The Update Incentive Points page will display. The Effective Date auto-

populates with the current date. Some of the other fields from the previous row 

will carry over to the new row. Update each field as appropriate per the chart 

below. 

 
 

Field Description 

*Effective Date 

(Required) 

Enter the date of the Incentive Type. Can be post-dated 

or back dated. 

*Incentive Type 

(Required) 

Enter the Incentive Type code or use the lookup 

(magnifying glass icon) to search for the code.  

*Effective Status 

(Required) 
Defaults to Active. Do NOT change this field. 

*Incentive Points 

(Optional) 

Check the guidance message on the appropriate points 

to be entered. 

Comments Enter comments based on current message guidance. 
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Adding Additional Incentive Points of the Same Type, 

Continued 

 

Procedures, 

continued 
 

 

Step Action 

8 Once all fields have been completed, click OK. 
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Adding Additional Incentive Points of the Same Type, 

Continued 

 

Procedures, 

continued 
 

 

Step Action 

9 Click Save. 
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Adding Additional Incentive Points of the Same Type, 

Continued 

 

Procedures, 

continued 
 

 

Step Action 

10 Once saved, a confirmation message will display. Click Return to Search to 

exit the member’s profile. 
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Correcting Incentive Points 

 

Introduction This section provides the procedures for correcting Incentive Points in 

DA. 
 

NOTE:  The user must have the CG Admin Technician or CG Admin 

Supervisor functional role to correct an Incentive Points. 

 

Procedures See below. 
 

Step Action 

1 Click on the Core HR Tile. 

 
 

2 Select the Person Profiles option. 

 
 

3 Enter the member’s Empl ID.  The Correct History box is checked by default.  

Click Search. 
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Correcting Incentive Points, Continued 

 

Procedures, 

continued 
 

 

Step Action 

4 The member’s Person Profile page will display. Click the Qualifications tab. 
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Correcting Incentive Points, Continued 

 

Procedures, 

continued 
 

 

Step Action 

5 The member’s Honors and Awards will display. Scroll down to the Incentive 

Points section and select the Incentive Type to be updated or corrected. 

 
 

6 If necessary, click View All to display all rows for the selected award. 
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Correcting Incentive Points, Continued 

 

Procedures, 

continued 
 

 

Step Action 

7 Once the row to be corrected is identified, each field may be edited, as 

necessary. Once all corrections have been made, click OK.    
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Correcting Incentive Points, Continued 

 

Procedures, 

continued 
 

 

Step Action 

8 Click Save. 
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Correcting Incentive Points, Continued 

 

Procedures, 

continued 
 

 

Step Action 

9 Once saved, a confirmation message will display. Click Return to Search to 

exit the member’s profile. 
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Deleting a Single Incentive Point 

 

Introduction This section provides the procedures for deleting a single Incentive Point 

in Direct Access (DA).   
 

NOTE:  The user must have the CG Admin Technician or CG Admin 

Supervisor functional role to delete an Incentive Points. 

 

Important 

Information 
As with any delete function, use extreme caution when deleting 

transactions. It is possible to delete the wrong record(s), especially if the 

member has multiple instances of the same Incentive Points. If the record 

is erroneously deleted, it will have to be recreated. 
 

NOTE:  If this is an Incentive Point that has just been entered, the  

Minus button used to delete some records will not appear until the user 

leaves the page and returns. The easiest resolution is to click Return to 

Search and then re-enter the member’s profile. 

 

Procedures See below. 
 

Step Action 

1 Click on the Core HR Tile. 

 
 

2 Select the Person Profiles option. 
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Deleting a Single Incentive Point, Continued 

 

Procedures, 

continued 
 

 

Step Action 

3 Enter the member’s Empl ID.  The Correct History box is checked by default.  

Click Search. 

 
 

 

 

Continued on next page 



25 May 2023 
 

31 

 

Deleting a Single Incentive Point, Continued 

 

Procedures, 

continued 
 

 

Step Action 

4 The member’s Person Profile page will display. Click the Qualifications tab. 
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Deleting a Single Incentive Point, Continued 

 

Procedures, 

continued 
 

 

Step Action 

5 The member’s Honors and Awards will display. Scroll down to the Incentive 

Points section. 

 
 

6 To delete an Incentive Point that the member has only a single instance of, click 

the trashcan icon on the appropriate row of the Incentive Point to be deleted. 

 
 

7 A warning prompt will display. Click OK to continue. 
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Deleting a Single Incentive Point, Continued 

 

Procedures, 

continued 
 

 

Step Action 

8 Click Save. 
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Deleting a Single Incentive Point, Continued 

 

Procedures, 

continued 
 

 

Step Action 

9 Once saved, a confirmation message will display. Click Return to Search to 

exit the member’s profile. 
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Deleting One Incentive Point when Multiple Instances Exist 

 

Introduction This section provides the procedures for deleting one instance of 

Incentive Points when multiple instances exist in Direct Access (DA). 
 

NOTE:  The user must have the CG Admin Technician or CG Admin 

Supervisor functional role to delete an Incentive Points. 

 

Important 

Information 
If the user attempts to delete an Incentive Point using the trashcan icon 

when multiple instances exist, this warning prompt will display. Click OK 

and continue with this section of the guide. 

 
 

As with any delete function, use extreme caution when deleting 

transactions.  It is possible to delete the wrong record(s), especially if the 

member has multiple instances of the same Incentive Points.  If the record 

is erroneously deleted, it will have to be recreated. 
 

NOTE:  If this is an Incentive Point that has just been entered, the minus 

button used to delete some records will not appear until the user leaves the 

page and returns.  The easiest resolution is to click Return to Search and 

then re-enter the member’s profile. 

 

Procedures See below. 
 

Step Action 

1 Click on the Core HR Tile. 

 
 

2 

 

Select the Person Profiles option. 
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Deleting One Incentive Point when Multiple Instances 
Exist, Continued 

 

Procedures, 

continued 
 

 

Step Action 

3 Enter the member’s Empl ID. The Correct History box is checked by default.  

Click Search. 

 
 

4 The member’s Person Profile page will display. Click the Qualifications tab. 
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Deleting One Incentive Point when Multiple Instances 
Exist, Continued 

 

Procedures, 

continued 
 

 

Step Action 

5 The member’s Honors and Awards will display. Scroll down to the Incentive 

Points section. Select the Incentive Type in which one of the instances needs to 

be deleted. 

 
 

6 Click View All to display all the rows for this Incentive Point. 
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Deleting One Incentive Point when Multiple Instances 
Exist, Continued 

 

Procedures, 

continued 
 

 

Step Action 

7 Locate the row to be deleted and click the Minus button.   
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Deleting One Incentive Point when Multiple Instances 
Exist, Continued 

 

Procedures, 

continued 
 

 

Step Action 

8 A warning prompt will display. Click OK to continue. 

 
 

9 Click OK. 

 
 

 

Continued on next page 



25 May 2023 
 

40 

 

Deleting One Incentive Point when Multiple Instances 
Exist, Continued 

 

Procedures, 

continued 
 

 

Step Action 

10 Click Save. 
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Deleting One Incentive Point when Multiple Instances 
Exist, Continued 

 

Procedures, 

continued 
 

 

Step Action 

11 Once saved, a confirmation message will display. Click Return to Search to 

exit the member’s profile. 
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Verifying Incentive Points on a PDE and Profile Letter 

 

Introduction This section shows where Incentive Points will display on a Personal 

Data Extract (PDE) and a member’s Profile Letter. 

 

PDE See below. 
 

 
 

Profile Letter See below. 
 

 
 

 


