Small Store Checkage

Small Store Checkage

Introduction

Procedure

This section provides the procedure for inputting the Small Store Checkage
transaction.

Start Direct-Access, sign-in and follow these steps to access Small Store
Checkage.

Step

Action

1

Select Menu items in the following order.

Compensate Employees > Maintain Entitlements > Use > Small Store Checkage

D Include Hisiqfﬂéfﬁ [ correct History

A search page will appear (example below). Enter the member’s Employee
ID number or other search criteria (social security number for example).

Home = Compensate Employees = Maintain Payroll Data (JS) = Use = Small Store Checkage

Small Store Checkage

Find an Existing Value

EmpiD.
Employee Classification: | Lvs
Last Mame:

First Name:

SetlD: .J-\USCG

Company: -

Depariment: Q)

Social Security #:

Jab Family; Q

Job Code; Ql

Select the input mode by checking the Include History box located at the
bottom of the search screen. This mode will include a list of previously

submitted transactions ™ Include History T Correct Histary

Continued on next page
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Small Store Checkage, continued

Procedure (continued)

Step Action

4 Click the LEearch_ pytton and select the member you want to input a Small
Store Checkage for from the search results.

Note: When choosing a member from the search results, please be sure you
are choosing the person you actually want to change data on. Verify the
employee ID or SSN before making any changes.

5 The following screen appears:

o

@ Home 2 worklist 2 Help S Sign
Horme = Cormpensate Emplovees = Maintain Pavroll Data (US) = Use = Small Store Checkage MNew Window
EmpiiD: zMark A EmplRcdNbr: 0
Dept: 003398 HRSIC SEP ENT DEBT Empi Class:  Regular
Job Code: 436037 L0 Sal Plan/Grade: EMWL  EV
Location: KS0001 CGHRSIC
Position: 00012048 SEP/ENT & 5VCS TEAM LEADER

view Al = [{] 1011 [B] 5|

Dollar
Amount

1 [r708rz002 B Small Store Gheckage [100.00 ==

*Start Date Description

B save) (QRetumto Search 7] ) | Elinelude History) ([ Commeot History

Note: If no previous Small Store Checkage transactions have been submitted
or you are not in the “Include History” mode (See step 3) the page will load
with a row showing the current date in the Start Date field and the Dollar
Amount field will be blank as shown in the example below:

Dollar
Aot

1 [11r152002 ] Semall Store Checké.;;@_ .E|

*Start Date Description

B save] (CiReturnto Search) |45 Nesxtin List 2lInclude History | ([ Correst History.
6 If this is the first Small Store Checkage for this member, enter the Dollar
Amount.

If history rows exist, click the button to enter a new checkage. The Start
Date will default to the current date, enter the Dollar Amount.

7 | Click the 'E3=¥e] putton.
Note: Only one entry per day is allowed per member.

Continued on next page
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Small Store Checkage, continued

Corrections /
Deletions

This transaction cannot not be corrected or deleted. Refunds for erroneous
entries and credits for returned merchandise can be input via the Compensate
Employees > Maintain Payroll Data (US) > Use > Pay Adjustments menu. Please
see the following topic, in the Direct-Access Online Manual for instructions
on submitting Pay Adjustments transactions:

YA http://lwww.uscg.mil/hg/psc/ps/pay _entitlements/pay adjustments _(psc_only).htm



http://www.uscg.mil/hq/psc/ps/pay_entitlements/pay_adjustments_(psc_only).htm
http://www.uscg.mil/hq/psc/ps/pay_entitlements/pay_adjustments_(psc_only).htm
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