5 April 2023

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.

Active/Reserve Pay

L \
[Fen,

1.5

Select the Generate BAH/Emergency Contact option.

Direct Deposit

Proxy - Submit Absence
Request

Voluntary Deductions
SGLI + FSGLI
Maintain Tax Data USA

Housing Allowance
Dependent Information

Cost of Living Allowance

Generate BAH/Emergency
Contact

BAH Dependency Verification
MGIB Enrollments

AvIP

Sea Time Balances

View Payslips (AD/RSVY)

Net Distribution

Pay Calendar Results

View Member W-25

Proxy - Submit Non-Charge Abs

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.

BAH/Dependency & Emergency Contact By Emplid

Report Type Selection

Generate BAH Dependency Form Generate Emergency Contact Form

3 Once selected, the Empl ID field will display. Enter the Empl ID and hit the
magnifying glass icon.
BAH/Dependency & Emergency Contact By Emplid

Report Type Selection

(® Generate BAH Dependency Form () Generate Emergency Contact Form

Empl 1D: [1234567 al

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.
Look Up Empl ID
Help
Search by: [LastName w|begins with |
Look Up Cancel Advanced Lookup
Search Results
View 100 First ‘&' 101 '} Last
Last Empl ID Fast | Micdle Company Department Salary Job Title
Name Mame Name Grade
STARK | 1234567 TOMNY ACG CGA CADET TRNG BRANCH ET Chief Yeoman

5 The name of the member will display and the Generate BAH Dependency
Form button becomes active. Click the Generate BAH Dependency Form
button.

BAH/Dependency & Emergency Contact By Emplid

Report Type Selection

(®) Generate BAH Dependency Form () Generate Emergency Contact Form

Empl ID: | 1234567 2 Stark, Tony

| Generate BAH Dependency Form |

6 A new window will open with the form, which can be saved to a local folder
and/or printed.

DEPARTMENT OF HOMELAND SECURITY
U.5. COAST GUARD
COMPUTER GENERATED

BAH/DEPENDENCY DATA

CURRENT DUTY STATION
CGC WAESCHE

RATE/RANK
Senior Chief Machinery Technic

NAME
Tony Stark

EMPLID
1234367

SERVICING PERSRU MARITAL STATUS DATE OF MARRIAGE

BASE ALAM SPO (P5) Married 201501-31
SPOUSE IN SERVICE INFORMATION
No
DEPENDENCY DATA
NAME BAH ELIGIBLE DATE OF DEPEMDENCY SOCIAL SECURITY | RELATIONSHIP
DEPENDENT BIRTH DATE NUMEBER
Potts, Pepper Tes 1982-06-29 2015-01-31 Spouse
Stark, Morgan Yes 2015-05-11 2015-05-11 Daughter

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.

BAH/Dependency & Emergency Contact By Emplid

Report Type Selection

O Generate BAH Dependency Form (® Generate Emergency Contact Form

Empl 1D: [ 1234567 Q| stark, Tony

| 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.

DEPARTMENT OF HOMELAND SECURITY

.S. COAST GUARD
LS. COASTGUARD 0 EMERGENCY CONTACT INFORMATION

EMPLID: 1234567 Rank/Rate: MECS/E8 Name: Tony Stark
Dty Station: 008578-CGC WAESCHE Servicing HR Site: (425900-BASE ALAM SPO (PS)
Marital Status: Married

In case of emergency. please notify the following people:

Primary Contact:

Name: Potts, Pepper Relationship: Spouse
Address: 123 Ironman Lane

Malibu, CA 90210 Phone: 555 555 5555
Name: Hogan Happy Relationship: Next of Kin
Address: 121 Tronman Lane

Malibu. CA 20210 Phone:
Other Phones: Home 444 444 4444
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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.
ANINA % °
m Orders >
NavBar: Menu =

O

Recently Visited

| ©

Favorites

Menu

CRACLE
FEOPLERDFT

¥

Change My
Password

B
m Benefits >

C
Care anagement >
hange My Password
m Enterprise Components >
m Enterprise Learning >
G

m Global Payroll & Absence Mgmt

E PeopleTools >

R
m Recruiting >
m Reporting Tools >

m Reserve Activities >
s

= Schedule a Query

E Self Service >
E Self Service >
m Separations >
E Set Up HCM >
T

= Test Usage Monitoring

w
m Workforce Administration >

m Workforce Development >

m Worklist >

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.
BAH Depndnt/Emrgncy Data Batch

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value I Add a New Value I

Search Criteria

Search by: Run Control 1D begins with |

[Icase Sensitive

Search Advanced Search

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

to Step 4.
BAH Depndnt/Emrgncy Data Batch

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: Run Control 1D begins with BAHDD

[ case Sensitive

Search Advanced Search

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

Control ID and click Add.
BAH Depndnt/Emrgncy Data Batch

Eind an Existing Value Add a New Value

Run Confrol ID|BAHDD |

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.

Run Control I BAHDD Report Manager  Process Monitor
BAH/Dependency & Emergency Contact By Batch

Report Form Selection
Generate BAH Dependency Form Dt_‘:enerate Emergency Contact Form

Form - Sub-Selection
C By Deptid
C By SPO Unit
O Company and Ending Digit (Only for PHS)
1| Save [} Add | Update/Display

Continued on next page
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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.
Run Control ID BAHDD Report Manager Process Monitor

BAH/Dependency & Emergency Contact By Batch

Report Form Selection

L Run |

) Generate BAH Dependency Form () Generate Emergency Contact Form

Form - Sub-Selection

1By peptid
0 By SPO Unit
i:\ E - E P : I : pl I S]
Set ID: |:|Q
Department: o

1| Save =% Add | Update/Display

If the By SPO Unit is selected, The Set ID and SPO Unit boxes WI|| appear.
Run Control ID BAHDD Report Manager  Process Monitor ‘ i

BAH/Dependency & Emergency Contact By Batch

Report Form Selection

) Generate BAH Dependency Form () Generate Emergency Contact Form

Form - Sub-Selection
O By Deptid
[®ley spo unit
(C-Company-and-Ending-Bigi-{Only-for-PHE)
SetID: :|Q
seount[——Ja

1| Save 4 Add | Update/Display

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.

Run Control ID BAHDD Report Manager  Process Monitor
BAH/Dependency & Emergency Contact By Batch
Report Form Selection
O Generate BAH Dependency Form () Generate Emergency Contact Form
Form - Sub-Selection
®) By Deptid

) By SPO Unit
O company and Ending Digit (Only for PHS)

setID: 120010 ¥\ shared Coast Guard

Department: [008578 Q cGC WAESCHE

1| Save EL Add | Update/Display

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.

Run Control ID BAHDD Report Manager  Process Monitor Run

BAH/Dependency & Emergency Contact By Batch

Report Form Selection

(0 Generate BAH Dependency Form () Generate Emergency Contact Form

Form - Sub-Selection
O By Deptid
®) By SPO Unit
(O company and Ending Digit (Only for PHS)
Set ID: |00010 Q Shared Coast Guard

SPO Unit:|042599 Q BASE ALAM SPO (PS)
11| Save % Add 5| Update/Display

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.
Process Scheduler Request

UserID 7654321 Run Control ID BAHDD
Server Name| PSUNX | Run Date 09/02/2020 El
Recurrence | v| Run Time |11:35:47AM Reset to Current Date/Time
Time Zone Q

Process List
Select Description
BAH Dependency Form by Baich - CG_DEPBAHFREM  Application Engine | Web

Process Name Process Type *Type *Format Distribution

v [TxT v | Distribution

Cancel
8 A Process Instance number will appear. Select the Process Monitor link.
Run Control ID BAHDD Report Manager

| Process Instan ce:928299|

BAH/Dependency & Emergency Contact By Batch

Report Form Selection
) Generate BAH Dependency Form () Generate Emergency Contact Form

Form - Sub-Selection
® By Deptid
O By SPO Unit
Company and Ending Digit (Only for PHS)
SetD: 00010 Q Shared Coast Guard

Department: 008578 & CGE WAESCHE
|=% Add 2| Update/Display

.| Save

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.

Process List

View Process Request For

UserID 7654321 Q Type v Last v 1 Days [v|
Server v Name Q.| Instance From Instance To Report Manager
Run ﬂ Distribution Status ﬂ ¥ Save On Refresh
Status
Process List
5 Q 1-2 of 2]V | View Al
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status g:::ls:uhon Details
928299 Application Engine  CG_DEPBAHFRM 7654321 09/02/2020 11:35:47TAM PDT I Success Posted I Details
928298 Application Engine  CGUNITROSTER 7654321 09/02/2020 10:28:51AM PDT  Success Posted Details

Go back to BAH Depndnt/Emrgncy Data Batch

‘ Save Notify

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.

List Explorer Administration Archives
View Reports For
Folder | I ~|  Instance to Refresh
Name Created On Last V| 1 Days [v]
Reports
5 Q 1-5 of 5[V] | View All
Report Report Description Folder Name g:zﬁll_le:.::n IFE)epurt Iz;‘:::z:
BAH DEPENDENCY FORM BY 00/02/20
1 CGDEPBAHFRM o oot General 121201 937344 928300
CG_EMRCNT DP- | CG_EMRCNT DP - 00/02/20
CG_EMRCNT_DP.pdf | CG_EMRCNT_DP.PDF Earem 12:12PM e | RERLL
CG BAH DEP D- |CG_BAH DEP D- 00/02/20
CG_BAH_DEP D.pdf | CG_BAH_DEP_D.PDF General 11:42AM 937343 | 926299
BAH DEPENDENCY FORM BY 00/02/20
CG_DEPBAHFRM | o o' General 11-49AM 037342 928299
CGUNITROSTER CGUNITROSTER General ?g’_ gffra 937341 928298
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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.
Report
ReportID 937345 Process Instance 928300 Message Log
Name XMLP Process Type XML Publisher
Run Status  Success
CG_EMRCNT_DP - CG_EMRCNT_DP pdf
Distribution Details
Distribution Node RPTNODE Expiration Date  09/09/2020
File List
Name File Size (bytes) Datetime Created
| CG_EMRCNT DP.pdi| 131,101 09/02/2020 12:12:10.225995PM PDT
Distribute To
Distribution ID Type “Distribution ID
User 7654321
Report
ReportID 937343 Process Instance 928299 Message Log
Name XMLP Process Type XML Publisher
Run Status  Success
CG_BAH_DEP_D - CG_BAH_DEP_D pdf
Distribution Details
Distribution Node RPTNODE Expiration Date | 09/09/2020
File List
Name File Size (bytes) Datetime Created
|CG_BAH_DEF’_D-pdf | 245143 09/02/2020 11:42:21 787271AM PDT
Distribute To
Distribution ID Type *Distribution 1D
User 7654321

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:
e CG_EMRCNT_SP - CG_EMRCNT_SP.pdf
e CG BAH DEPSP - CG_BAH_DEPSP.pdf

Reports
5 Q

Report

CG_EMRCNT _SP -
CG_EMRCNT_SP.pdf

CG_DEPBAHFRM

CG_BAH_DEPSP -

CG_BAH_DEPSP_pdf

CG_DEPBAHFRM

CG_EMRCNT DP -
CG_EMRCNT_DP pdf

CG_DEPBAHFRM

CG BAH DEP D -
CG_BAH_DEP_D.pdf

CG_DEPBAHFRM

Report Description
CG_EMRCNT_SP -
CG_EMRCNT_SP.PDF

BAH DEPENDENCY FORM BY
BATCH -

CG_BAH_DEPSP-
CG_BAH_DEPSP.PDF

BAH DEPENDENCY FORM BY
BATCH -

GG_EMRCNT DP -
GG_EMRCNT _DP.PDF

BAH DEPENDENCY FORM BY
BATCH -

CG BAH DEP D-
CG_BAH_DEP_D.PDF

BAH DEPENDENCY FORM BY
BATCH -

Folder Name

General

General

General

General

General

General

General

General

1-8 of 8]

Completion
Date/Time

09/03/20
11:35AM

09/03/20
11:35AM

09/03/20
11:28AM

09/03/20
11:28AM

09/02/20
12:12PM

09/02/20
12:12PM

09/02/20
11:42AM

09/02/20
11:42AM

Report

937357

937356

937355

937354

937345

937344

937343

937342

| View All

Process
Instance

928309

928309

928308

928308

928300

928300

928299

928299
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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.
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