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BAH Dependency/Emergency Contact Information 

Overview 

 
Introduction The BAH/Dependency data form lists a member’s BAH eligible 

dependents and provides an area for a member to certify the accuracy of 

the information. The Emergency Contacts report lists contact information 

for those the member has designated as emergency contacts. This guide 

provides the procedures for printing each report in Direct Access (DA). 

 
Information To view/print these reports, you must have one of the following roles: 

CGFIELDADM, CGHRS, CGHRSUP, CGHRSIC. 
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How to Print BAH Dependency Data or the Emergency 
Contact Forms by Employee  

 
Procedures See below. 

 

Step Action 

1 Click on the Active/Reserve Pay Tile. 

  
 

1.5 Select the Generate BAH/Emergency Contact option. 

 
 

 

 

Continued on next page 
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How to Print BAH Dependency Data or the Emergency 
Contact Forms by Employee, Continued 

 
Procedures, 

continued 
 

 

Step Action 

2 Select the radio button next to the form you want to generate. 

 
 

3 Once selected, the Empl ID field will display. Enter the Empl ID and hit the 

magnifying glass icon. 

 
 

 

 

Continued on next page 
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How to Print BAH Dependency Data or the Emergency 
Contact Forms by Employee, Continued 

 
Procedures, 

continued 
 

 

Step Action 

4 Select the member’s Last Name.  

 
 

5 The name of the member will display and the Generate BAH Dependency 

Form button becomes active. Click the Generate BAH Dependency Form 

button. 

 
 

6 A new window will open with the form, which can be saved to a local folder 

and/or printed. 

 
 

 

Continued on next page 
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How to Print BAH Dependency Data or the Emergency 
Contact Forms by Employee, Continued 

 
Procedures, 

continued 
 

 

Step Action 

7 To process the Emergency Contact form, select the appropriate radio button, 

enter the member’s Empl ID, select the member’s last name using the lookup 

icon, and click Generate Emergency Contact Form. 

 
 

8 The form will open in a new window which can be saved to a local folder 

and/or printed. 

 

NOTE: If there are data discrepancies on the member’s form, it is likely the 

data within the Personal Information/Dependent Information/Emergency 

Contact component is incorrect. Please check these components to see if data 

needs to be corrected or updated. 
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How to Batch Print BAH Dependency Data/Emergency 
Contact Forms 

 
Procedures See below. 

 

Step Action 

1 Navigate to: NavBar icon > Menu > Global Payroll & Absence Mgmt > 

USCG Payroll Processes > Payroll Reports > BAH Depndnt/Emrgncy Data 

Batch link. 

 
 

 
 

Continued on next page 
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How to Batch Print BAH Dependency Data/Emergency 
Contact Forms, Continued 

 
Procedures, 

continued 
 

 

Step Action 

2 If creating the report for the first time, select the Add a New Value tab. 

  
 

If the Run Control ID is known, enter the name and click Search. Then skip 

to Step 4. 

 
 

3 Create a name you will remember for running this report, enter it into the Run 

Control ID and click Add. 

  
 

 

Continued on next page 
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How to Batch Print BAH Dependency Data/Emergency 
Contact Forms, Continued 

 
Procedures, 

continued 
 

 

Step Action 

4 Select the radio button for either the Generate BAH Dependency Form or 

Generate Emergency Contact Form.  

 
 

 

Continued on next page 

  



5 April 2023 

9 

 

How to Batch Print BAH Dependency Data/Emergency 
Contact Forms, Continued 

 
Procedures, 

continued 
 

 

Step Action 

5 Select the radio button for either By Deptid or By SPO Unit (NEVER use 

Company and Ending Digit. It is for PHS only). If By Deptid is selected, the 

Set ID and the Department boxes will appear. 

 
 

If the By SPO Unit is selected, The Set ID and SPO Unit boxes will appear. 

  
 

 

Continued on next page 
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How to Batch Print BAH Dependency Data/Emergency 
Contact Forms, Continued 

 
Procedures, 

continued 
 

 

Step Action 

6 If choosing By Deptid, enter Set ID 00010 for Coast Guard or 00007 for 

NOAA. Enter in the Department number you are running the batch for and 

click Run. 

 
 

If choosing By SPO unit, enter the Set ID 00010 for Coast Guard or 00007 for 

NOAA. Enter in the SPO Unit number you are running the batch report for and 

click Run. 

 
 

 

Continued on next page 
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How to Batch Print BAH Dependency Data/Emergency 
Contact Forms, Continued 

 
Procedures, 

continued 
 

 

Step Action 

7 The Process Scheduler Request page will display. Select PSUNX from the 

Server Name drop-down and click OK. 

 
 

8 A Process Instance number will appear. Select the Process Monitor link. 

  
 

 

Continued on next page 
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How to Batch Print BAH Dependency Data/Emergency 
Contact Forms, Continued 

 
Procedures, 

continued 
 

 

Step Action 

9 Click the Refresh button until the Run Status reads Success and the 

Distribution Status reads Posted. Select the Report Manager link. 

 
 

10 Select the CG_EMRCT_DP – CG_EMRCNT_DP.pdf report link for the 

Emergency Contact Forms or the CG_BAH_DEP_D - CG_BAH_DEP_D.pdf 

report link for the BAH Dependency Data forms. 

 
 

 

Continued on next page 
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How to Batch Print BAH Dependency Data/Emergency 
Contact Forms, Continued 

 
Procedures, 

continued 
 

 

Step Action 

11 Select the CG_EMRCNT_DP.pdf link for the Emergency Contact report or 

the CG_BAH_DEP_D.pdf link for the BAH Dependency report. 

 
 

 
 

 

Continued on next page 
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How to Batch Print BAH Dependency Data/Emergency 
Contact Forms, Continued 

 
Procedures, 

continued 
 

 

Step Action 

12 SPO Unit reports appear as below: 

• CG_EMRCNT_SP – CG_EMRCNT_SP.pdf 

• CG_BAH_DEPSP – CG_BAH_DEPSP.pdf 

 
 

13 The report will open in a new window displaying data on all the members 

assigned to the specific department or unit. It can now be printed and/or saved 

to a local directory. 

 
 

 


