PHS Detailed to Coast Guard

User Guide

Version 3.0

Prepared by
Commandant (CG-631)

U.S. Coast Guard
2703 Martin Luther King Jr. Ave SE
Washington, DC 20593



PHS Detailed to CG Rev. Date: 12/19/15

TABLE OF CONTENTS

First Detail to the COaSt GUATA......cccuieeiississssssssesssssssssssssssssssssssssssssssssssssssssssssssasssssssssssassssnsssnsssnssssssnsssnsssnsssns 3

Re-Detail to the COASt GUATT ...icviiierierierismssisssssrssssssssssssssssssssssssssssssssssssssssssssssssssenssnssnssnsssssassssssnssnssnssnssassassss 9

Page 2 of 13



PHS Detailed to CG Rev. Date: 12/19/15

FIRST DETAIL TO THE COAST GUARD

Introduction This section provides procedures for:

= An existing PHS Officer who is assigned to the Coast Guard for the first time,
and

= Already has an emplID in Direct Access (DA) and a PHS employment record
but no Detailed to CG employment record.

In this scenario, the member’s PHS employment record already exists in Direct
Access (DA), but a Detailed to CG employment record will have to be added since
the member is being assigned to the Coast Guard for the first time.

A PHS employment record must be added prior to the Detailed to CG employment
record. Ifit does not, you will not be able to add the Detailed to CG employment
record.

Detailed to CG employment records are not subjected to the Segregation of Duties
approval process since it is a ‘non-paying’ record.

Note: After 1/4/16, PHS Liaisons will no longer be able to generate an emplID.
Only PHS HR can perform this function.

Menu Path(s) Menu Navigation: = Workforce Administration > Job Information > Add
Employment Instance

Need Help? If you do not know what data to enter/select for a certain field or have any
questions regarding Direct Access, contact PPC Customer Care:

= The web address for support is http://www.uscg.mil/ppc/ccb/. There is a
link to Customer Care at the bottom of every page of this help file.

= (Customer Service phone number is: (866) 772-8724 (toll free) or (785)
339-2200.

= Phone support hours are 0700-1600 (central time) Monday through
Friday (and select weekends as posted on
http://www.uscg.mil/ppc/ccb/.)

Procedure The following steps will show you how to add a Detailed to CG employment
record in DA.
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1 Using the menu navigation, click on Workforce Development > Job Information > Add
Employment Instance

Enterprise Menu

[# Administer Workforce
[# Define Business Rules
[#Direct Access PeopleTools
[#Monitor Workplace
[#Self Service
[#Self Service
[+ Develop Workforce
[#*Human Resources
[# Recruiting
[=[Warkforce Administration
[#|Persanal Information
[ElJob Information

-Job Data

-Add Employment Instance

2 On the Add A New Value page, enter the member’s emplID. DO NOT enter Empl Rcd Nbr.
The system will automatically increase the Empl Red Nbr accordingly.

Add Employment Instance

Empl I0x 2106921 3@,
Empl Record: 0

Add Relationship

Click the Add Relationship button.

o If the member’s emplID is unknown, navigate to Job Data and search for the person
l to get their emplID. Once you have identified the correct empllID, return to this
step.

3 On the Work Location page, select/enter:
= Effective Date = Select a date if it needs to be different than what was defaulted.

- All effective dates should be prior to the actual hire date and, in most cases, you
should use the date you are doing this hire as the effective date. If the actual hire
date is used, the orders will not be able to be created until on or after the hire date.

* Job Indicator = Select Secondary if this did not default

= Action = Select ‘Hire’ if this did not default.
= Reason = New Position

» Position Number = Select/enter a value.
the position number is entered.

The remaining fields will default after

If position number is not entered, you must
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enter/select values for each of the fields below it, including Job Code (on the Job
Information page).
= Establishment ID = Select the appropriate value if one did not default when the
position number was entered.
Job Information Job Labor Bayroll Salary Plan Compensation
Test Newhire Empl ID: 2106921
Employee Empl Record: 1
Military Service: ﬂ
*Effective Date: 0102/2015 El GoToRow | [+][=]
Effective Sequence: 0 *Action: IH"'3 ﬂ
HR Status: Active Reason: | Conversion Value =
Payroll Status: Active *Job Indicator: |Primary'J-:|: ﬂ
Calculate Status and Dates
Current U
Position Number: 00004938 USPHS LIAISON
COwerride Position Data
Position Entry Date: 010242015
[T Position Management Record
Regulatory Region: AD Active Duty
Company: ACG Active CG
Business Unit: OFFCG Officer CG
Department: oo7e72 COMMANDANT (CG-1122)
Department Entry Date: 010242015
Location: pcoote COMMANDANT
Establishment ID: Q Date Created: 01/02/2015
Last Start Date: 01/02/2015
Expected Job End Date: el
i Click the Override Position Data button if you need to change any of the position
default fields (e.g. job code).
Click the Job Information tab.
4 On the Job Information page, select
= Empl Class = PHS Dtl CG.
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Work Location Job Labor Bayroll Salary Plan Compensation

Test Newhire Empl 1D: 2106921

Employee Empl Record: 1

Military Service: j

Effective Date: 01/02/2015 Go To Row

Effective Sequence: 0 Action: Hire

HR Status: Active Reason: Conversion Value

Payroll Status: Active Job Indicator: Primary Job )

Current U

Job Code: 000093 Captain

Entry Date: 01/02/2015

Supervisor Level:

Supervisor ID: @

Reports To:

ReqularTemporary: Regular FullPart: Full-Time
| Empl Class: IPHS DHCG j‘ | *Officer Code: IN'JHe :l'

Regular Shift: MIA Shift Rate:

Classified Ind: Unclassifd Shift Factor:

Standard Hours: 160.00 Work Period: 1] Maonthly

— R ™, e eme il

Click the Job Labor tab.

5 On the Job Labor page, select a Labor Agreement and enter any relevant dates in the
Assigned Seniority Dates section, if necessary.

All dates necessary for other downstream processes will be based on the PHS
o €mployment record. ‘Assigned Seniority Dates’ entered on the Detailed to CG
l employment record are for informational purposes only and will not be used by any
other parts of the system. Assigned seniority dates are not required to save the
record.
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urrent J

Bargaining Unit: @
Labor Agreement: OFF a Officer and Warrant Officer
Labor Agreement Entry Dt: 01022015 £l
Employee Category: Q
Employee Subcategory: Q
Employee Subcategory 2: Q

I Position Management Record
Union Code: Y
Union Seniority Date: !
Works Council ID:
Labor Facility ID: @
Entry Date: G

(i Stop Wage Progression

[” Pay Union Fee

[ Exempt from Layoff Reason: Q@

#

Seniority Date Control Value Labor Seniority Date Override Override Reason
ACTIVE DUTY BASE DATE Bl =
AD PAY SCALE DATE Bl =
DEP DATE 5 =
CMA DATE 5 r
COMMISSION DATE Xl ]
CURRENT AD DATE 3 [l

Click the Benefits Program Participation link. There is nothing to enter on the Payroll,
Salary Plan, Compensation, and Employment Data pages. These can be skipped.

6 On the Benefits Program Participation page, select
= Benefits System = Base Benefits

In the Benefits Program Participation section, select/enter:

= Effective Date = if the effective date is different than the effective date on the
Work Location page, change it to match the Work Location effective date
= Benefit Program = ACG
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Step Action

Rev. Date: 12/19/15

Benefit Record Number:
Effective Date:

Effective Sequence:

HR Status:

Payroll Status:

*Benefits System:

Annual Benefits Base Rate:

BAS Group ID:
Elig Fid 1:
Elig Fid 4:
Elig Fid 7:

*Effective Date:
*Benefit Program:

ob Data

Action:
Reason:

Job Indicator:

Base Benefits

Employment Data

[

~d UsD

Elig Fid 2:
Elig Fid 5:
Elig Fid 8:

Currency Code:

Hire
Conversion Value

Primary Job

Benefits Employee Status:

Elig Fid 3:
Elig Fid 6:

Elig Fid 9:

usD

CGMNOAA Active Deduction Prog

Benefits Program Participation

Go To Row
Current U
Active

]
[+ [=]

7 Click the Ok button.
for each message.

Upon save, you may receive several warning messages.

Click Ok
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RE-DETAIL TO THE COAST GUARD

Introduction

Menu Path(s)

Need Help?

Procedure

This section provides procedures for:

= A PHS Officer whose was formerly assigned to the Coast Guard,

= Isbeing re-detailed to the Coast Guard, and

= Already has an emplID in Direct Access (DA) and a PHS employment record
but an inactive (separated) Detailed to CG employment record.

In this scenario, the member has an existing PHS employment with a Detailed to
CG employment record which is inactive from a prior CG assignment. If the
member is being reassigned to the Coast Guard, a ‘rehire’ will have to be
performed on the member’s existing Detailed to CG employment record. The
member must be detached (separated) from the prior detail and the current status
for the Detailed to CG employment record must be inactive.

Menu Navigation: ~Workforce Administration > Job Information > Add
Employment Instance

If you do not know what data to enter/select for a certain field or have any
questions regarding Direct Access, contact PPC Customer Care:

= The web address for support is http://www.uscg.mil/ppc/ccb/. There is a
link to Customer Care at the bottom of every page of this help file.

= (Customer Service phone number is: (866) 772-8724 (toll free) or (785)
339-2200.

= Phone support hours are 0700-1600 (central time) Monday through
Friday (and select weekends as posted on
http://www.uscg.mil/ppc/ccb/.)

The following steps will show you how to ‘rehire’ a PHS member who was
previously assigned and detached from the Coast Guard and is now being
re-detailed to the Coast Guard.
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1 Using the menu navigation, click on Workforce Administration > Job Information > Job
Data

Enterprise Menu =

[#Administer Workforce
[#Define Business Rules
[#|Direct Access PeopleTools
[+IMonitor Workplace
[+Self Service
[+ Self Service
[#Develop Woarkforce
[#Human Resources
[*IRecruiting
[='Workforce Administration
[#Personal Information
Sob Information
-Job Data
=Add Employment Instance

2 On the Find an Existing Value page, search for the member.
Job Data

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

Maximum number of rows to return (up to 500). |500

Empl ID: [begins with =] [2106921

Empl Record: = -

Hame: IW,

Last Name: [begins with =]

Second Last Name: IW,

Alternate Characterl‘.lame:lm

Middle Name: [begins with =]

Business Unit: Im

Department Set ID: Im @,
Department: IW, @,

" Include History [ Correct History [ Case Sensitive

&

Search Clear |Basic Search [g Save Search Criteria

Click the Search button.

3 The search results will return two employment records: 1) PHS employment record, and
2) CG employment record.

Search Results

View All First [4] 1-20f2 [i] Last
Name First Last Second Last Alternate Character Middle Business Department Set De ﬂrtmmuLocat\oﬂ Requiatory
Hame Hame Name Hame Hame Unit jin} —LCO(\B Reagion
Toctllawhire Toct Llewhice (Blapi) (Blank (Blapk QEEED Qondd Lendrg [afatiE ] 2L
I21Dl§921 a1 Test Mewhire|Test Newhire |(blank) (blank) (blank) OFFCG 00010 007972 DC0019 AD I

Select the CG employment record (Business Unit = OFFCG / Regulatory Region = AD).
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For any PHS hires after 1/4/2016, the Empl Rcd# for the PHS employment record
will always be 0. The Detailed to CG employment record will always be greater
= than 0. Mosttimes, it willbe 1. However, that may not always be the case. For
l example, a PHS member who retired, then recalled to a detail with CG will have 3
employment records: 0 = PHS empl rcd; 1 = retiree empl rcd, and 2 = detailed to CG
empl rcd.

4 On the Work Location page, insert a row by selecting the ‘+’ icon.

In the new row, select/enter:
= Effective Date = Select a date if it needs to be different than what was defaulted.

= Rehire effective date can be the actual date of rehire. Orders can be created before
l the actual rehire date
= Action = Rehire
= Reason = select the appropriate value
* Job Indicator = Secondary
= Position Number = Select/enter a value. The remaining fields will default after
the position number is entered. If position number is not entered, you must
enter/select values for each of the fields below it, including Job Code (on the Job
Information page).
= Establishment ID = Select the appropriate value if one did not default when the
position number was entered.

Job Information Job Labor Bayroll Salary Plan Compensation
Test Newhire Empl ID: 2106921
Employee Empl Record: 1
Military Service:
]
“Effective Date: 01/02/2015 5 GoToRow | [+][=]
Effective Sequence: 0 *Action: IREh"’3 ﬂ
HR Status: Active Reason: [ Conversion Value =
Payroll Status: Active *Job Indicator: I Primary Job ﬂ
History
Position Number: 00004950 @ CLIN BUS PRAC/QA IMPRY DENTIST
Override Position Data
Position Entry Date: 01/02/2015
T Position Management Record
Regulatory Region: AD Active Duty
Company: ACG Active CG
Business Unit: OFFCG Officer CG
Department: 007a72 COMMANDANT (CG-1122)
Department Entry Date: 01/02/2015
Location: DCoo19 COMMANDANT
Establishment ID: EEE @ Active CG Date Created:  01/02/2015
Last Start Date: 01/02/2015 Termination Date:
Expected Job End Date: £l
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i Click the Override Position Data button if you need to change any of the position
default fields (e.g. department, location, etc).

Click the Job Information tab.

5 On the Job Information page, select:
= Empl Class = PHS Dtl CG.

Work Location Job Labor Payroll Salary Plan Compensation
Test Newhire Empl ID: 2106921
Employee Empl Record: 1

Military Service:

)]
Effective Date: 0110212015 s o
Effective Sequence: 0 Action: Rehire
HR Status: Active Reason: Conversion Value
Payroll Status: Active Job Indicator: Primary Job
History
Job Code: 000093 Captain
Entry Date: 01/02/2015
Supervisor Level:
Supervisor ID: @
Reports To:
RegularTemporary: Regular FulliPart: Full-Time
Empl Class: IPHS DH CG :l' *Officer Code: |N-:|ne :l'
Reqular Shift: MIA Shift Rate:
Classified Ind: Unclassifd Shift Factor:
Click the Job Labor tab.

6 On the Job Labor page, select a Labor Agreement and enter/update any relevant dates in the
Assigned Seniority Dates section, if necessary.
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LUrerit J

Bargaining Unit: @
Labor Agreement: OFF a Officer and Warrant Officer
Labor Agreement Entry Dt: 01/02/2015 [
Employee Category: @
Employee Subcategory: Q@
Employee Subcategory 2: Q@

[T Position Management Record
Union Code: Y
Union Seniority Date: 5
Works Council ID:
Labor Facility ID: @
Entry Date: 5

- Stop Wage Progression

[” Pay Union Fee

[ Exempt from Layoff Reason: Q@

H |

Seniority Date Control Value Labor Seniority Date Override Override Reason
ACTIVE DUTY BASE DATE Bl =
AD PAY SCALE DATE S =
DEP DATE Bl =
CMA DATE 5 r
COMMISSION DATE S =
CURRENT AD DATE X -

All dates necessary for other downstream processes will be based on the PHS
o €mployment record. ‘Assigned Seniority Dates’ entered on the Detailed to CG
l employment record are for informational purposes only and will not be used by any
other parts of the system. Assigned seniority dates are not required to save the
record.

7 Click the Ok button.

Upon save, you may receive several warning messages. Click Ok for each message. There
is nothing to update on the Payroll, Salary Plan, Compensation, Employment Data, and
Benefits Program Participation pages. These can be skipped.
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