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BAH Dependency Data Verification 

 
Introduction This guide provides the procedures for a CGHRS user to verify a 

member’s BAH Dependency Data in Direct Access (DA). 

 
Background In accordance with the Coast Guard Pay Manual, COMDTINST 

M7220.29 (series), all Active and Reserve members are required to 

validate their housing allowance entitlement by verifying their 

BAH/Dependency Data report from DA.  

When members do not have access to self-certify their own BAH 

Dependency Data in DA, a CGHRS user can verify the information on 

the member’s behalf.  

 
Procedures See below. 
 

Step Action 

1 Click on the AD/RSV Payroll Workcenter tile. 

 
 

 
  

Continued on next page 
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BAH Dependency Data Verification, Continued 

 
Procedures, 

continued 
 

 

Step Action 

2 Scroll to the Act/RSV Pay Shortcuts section and select the BAH Dep Data 

Verification option. 

  
 

 

Continued on next page 
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BAH Dependency Data Verification, Continued 

 
Procedures, 

continued 
 

 

Step Action 

3 Enter the member’s Empl ID, then click Search. 

 
 

 

Continued on next page 
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BAH Dependency Data Verification, Continued 

 
Procedures, 

continued 
 

 

Step Action 

4 The BAH Dependency Data Verification screen will display with the date and 

time this member verified their data.  

If not verified recently, read the Questionnaire Acknowledgement and click 

Generate BAH Dependency Form.  

 
 

 

Continued on next page 
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BAH Dependency Data Verification, Continued 

 
Procedures, 

continued 
 

 

Step Action 

5 The form will open in a new window. Verify all the information is correct. If 

everything is correct, continue to the next step. If ANY of the information is 

incorrect, skip to Step 8. 

 
 

 

Continued on next page 
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BAH Dependency Data Verification, Continued 

 
Procedures, 

continued 
 

 

Step Action 

6 Now that the form has been generated, the radio buttons are enabled. Since all 

the information on the form was correct, select the I Certify True and Correct 

radio button, then click Save.  

 
 

7 The Date Posted, Last Updated By and Last Update Date/Time fields will 

populate. The BAH Dependency Data Verification is complete. 

 
 

 

Continued on next page 
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BAH Dependency Data Verification, Continued 

 
Procedures, 

continued 
 

 

Step Action 

8 If ANY of the information on the form is incorrect, select the I do not Certify 

radio button, then click Save.  

 
 

9 This error message will display telling you to contact your Admin Office to get 

the information corrected. Click OK. You will need to get the correct 

information from the member, enter it in DA and proceed to step 11. 

 
 

 

Continued on next page 
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BAH Dependency Data Verification, Continued 

 
Procedures, 

continued 
 

 

Step Action 

10 The Date Posted, Last Updated By and Last Update Date/Time fields will 

populate.  

 
 

11 Once the appropriate BAH Dependency Data has been corrected in Direct 

Access, repeat Steps 1-7. 
 

 


