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Hire Reserve DEPOT 

Overview 

 
Introduction This guide provides the procedures for hiring a member into Reserve 

DEPOT (Direct Entry Petty Officer Training) into Direct Access (DA). 

 
Before You 

Begin ANY 

Hire or Rehire 

Before starting a hire/rehire, you must determine if the member is already 

in the system. Failure to do so may cause one member to have two Empl 

Records or even two separate Employee IDs.  
 

There are three places to verify this information: 

• Search by SSN (Social Security Number).  

• Search by full name in either Job Data or Personal Information (this 

may be time consuming with popular surnames). 

 
When searching by SSN, you may find the member already has an Empl 

ID in the system. 

You MUST click the GO button to search. 
 

NOTE: If the member already has an Empl ID, you must do a 

Rehire.  

 
 

Bad Example: See Employee Records. 

 
 

Good Example: 

 
 

Continued on next page 
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Overview, Continued 

 
Procedural 

Warning 
• It is good practice to IMMEDIATELY enter the contract into DA once 

the hire portion is complete and Job Data has been verified. The 

contract should not be approved without viewing a signed copy of the 

DD4. 
 

 

• IMPORTANT: DO NOT click OK or Apply unless prompted. It will 

not allow the pay record of the applicant to update correctly. 

 

 
DEPOT 

Information 
For more information about this program and its requirements, see 

http://www.forcecom.uscg.mil/Our-Organization/FORCECOM-

UNITS/TraCen-Cape-May/Training/Depot/ 
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Important Information Regarding Employee Records 

 
Employee 

Records 
NOTE: If for any reason this Accession is not completed but an Empl ID 

was issued and Job data was never entered, use the Add Employment 

Instance option. All previous unsaved Job Data entries will need to be 

re-entered. 
 

NOTE: Do not use the Add Employment Instance if you had 

previously entered and saved anything in Job Data with an EMPL ID 

given. Any edits after the initial save will create a second Empl ID for 

the member. See Before You Begin ANY Hire or Rehire Bad Example.  

 
 

The Add Relationship button will give one EMPL ID another Employee 

Record. See Before You Begin ANY Hire or Rehire Bad Example. 

 
Only persons with the ability to Access someone into DA have the two 

links that display the Add Relationship button. 

• Add a Person 

• Add Employee Instance (see above) 

 
The only time you should use the Add Employee Instance link is if the 

Organizational Relationships tab is missing in Personal Information, 

you did not finish the accession and the member does not have Job Data. 
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Accessing a Member 

 
Introduction This section provides the procedures for entering a member’s data into 

DA for an accession. 

 
Procedures See below. 

 

Step Action 

1 Click on the Accessions Workcenter tile. 

 
 

2 Select the Add a Person option. 

 
 

3 The Person ID field auto-populates with NEW. Click Add Person. 

 
 

4 The Effective Date will default to the current date. Enter the appropriate date 

(cannot be future dated). Click Add Name. 

 
 

 

Continued on next page 
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Accessing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

5 Enter the member’s complete Name including full middle name (failure to enter 

the full middle name will result in issues by NOT populating on the DD-214).  

When complete, click OK. 
 

NOTE: Do not use NMN for members with “No Middle Name”. The 

government travel card will be issued with a middle name of “N” and cause 

denial of its use for the member. LEAVE IT BLANK. 

 
 

 

Continued on next page 



04 December 2024 

6 

 

Accessing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

6 Name section: 
• Effective Date – Defaults to current date. Enter the date of Accession (if 

necessary). 
• Format Type – Leave as English. 
 
Biographical information section: 
• Date of Birth – Enter the member’s birth date. 
• Birth Country – Defaults to USA, if different, use the lookup icon to select 

the correct birth country (other fields may appear/change).  
• Birth State – Enter the state where the member was born. 
• Birth Location – Enter the city/town where the member was born. 

 

 
 

Continued on next page 
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Accessing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

7 Biographical History section: 

• Effective Date – Must match the Effective Date above. 

• Gender – Not editable. 

• Highest Education Level – Select the education level from the drop-down. 

• Marital Status and As of – Select the status from the drop-down and enter 

the date of marriage (if applicable). 

• Language Code – Select English from the drop-down. 

• Alternate ID/Waive Data Protection & Full-Time Student – DO NOT 

USE. 

• National ID – Enter the member’s Social Security Number. 

• Primary ID – Is automatically checked. 

 
 

8 Select the Contact Information tab. 

 
 

 

Continued on next page 
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Accessing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

9 DA defaults the first Address Type to Home and the As Of Date is the date of 

hire.  

Click the Add Address Detail link. 

 

NOTE: Required Address Types must include: 

• Thrift Savings Plan (TSP) address 

• Home of record address 

• Mailing Address 

 
 

 

Continued on next page 



04 December 2024 

9 

 

Accessing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

10 Enter the Effective Date (cannot be future dated). Click Add Address. 

 
 

11 Enter the following: 

• Address 1 – Enter the number and the street name. 

• Address 2 – Not Used. 

• Address 3 – Not Used. 

• City – Enter the city. 

• State – Enter the state. 

• Postal – Enter the postal zip code. 

• County – Enter the county (if known). 

Click OK. 

 
 

 

Continued on next page 
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Accessing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

12 The address will display as entered. Click OK. 

 
 

13 Click the Plus button to add the Mailing Address. 

 
 

 

Continued on next page 
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Accessing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

14 Select Mailing from the Address Type drop-down and click the Add Address 

Detail link and repeat Steps 10 – 12. 

 
 

15 Click the Plus button and repeat steps 10 - 12 to enter the Home of Record as 

identified on the DD4.  

 
 

 

Continued on next page 
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Accessing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

16 Click the Plus button and repeat steps 10 – 12 to enter the Thrift Savings Plan 

from the Address Type drop-down. 

 
  

17 The Phone Information, Email Addresses and Instant Message IDs should 

be left blank (to be entered/verified by the member before academy graduation). 

 

NOTE: A Business email address is required to be able to use the forgotten 

password function in DA. See Personal Data Updates Member Email Address 

section for entering the USCG.mil address in DA. 

 
 

 

Continued on next page 

https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/PersonalData/PersonalData.pdf?ver=xG0cfZxc5D_dmicAVa8jQQ%3d%3d&timestamp=1656689056946
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/PersonalData/PersonalData.pdf?ver=xG0cfZxc5D_dmicAVa8jQQ%3d%3d&timestamp=1656689056946
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Accessing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

18 Select the Regional tab. 

 
 

19 • Regulatory Region – Ensure USA is displayed.  

• Ethnic Group – Click the lookup icon to select appropriate category. Narrow 

the search by using the Description field. See below. 
 

NOTE: If the member claims more than one ethnic group, click the Plus 

button, and add the additional group designation. 

 
 

  
 

 

Continued on next page 
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Accessing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

20 Select the Organizational Relationships tab. 

 
 

21 Check the Employee box and click Add Relationship. 
  
Do NOT change the Empl Record number ever. 

 
 

 

Continued on next page 
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Accessing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

22 Job Data screen displays. Empl ID and Empl Record will be generated on the Work 

Location tab (Record this number for future reference.)  See NOTES. 

• Effective Date – Defaults to current date. This date may be future dated to reflect the 

actual hire date. 

• Effective Sequence – Do not change. 

• Action – Select Hire from the drop-down. 

• Reason – Select New Position from the drop-down. 

• Position Number – Enter 00112587 or click on the lookup icon to search for other 

Position Number’s from the Order Issuing Authority. 
 

Click the Override Position Data button.  

 
 

NOTE: If for any reason this Accession is not completed but an Empl ID was issued, 

use the Add Employment Instance option. Enter the Empl ID that was issued, select 

Organizational Relationship tab, click Add Relationship & you will be returned to Job 

Data with the issued Empl ID. All previous unsaved Job Data entries will need to be 

re-entered. 
 

NOTE: Do not use the Add Employment Instance if you had previously entered and 

saved anything in Job Data with an EMPL ID given. Any edits after the initial save 

will create a second Empl ID for the member. Any edits should be made using the 

Personal Information or Job Data links. See Employee Records. 

 
 

Continued on next page 
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Accessing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

23 Change/update as necessary: 

• Regulatory Region – Select RSV from the lookup icon. 

• Company – Verify ACG is displayed. 

• Business Unit – Select ENLCG from the lookup icon. 

• Department – Should default to 046957, if not select the appropriate number 

from the Accession authority. 

• Department Entry Date – Verify the date of hire. 

• Location –If not defaulted from the Department entered, enter VA1654. 

• Establishment ID – Select USCG from the lookup icon. 

 
 

 

Continued on next page 
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Accessing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

24 Military section for Reserve hires only: 

• Reserve Class Code –select the appropriate Code from the lookup icon: 

− Inact Du Offficer w/in 8 yr obl – for an Officer with no prior, or less than 

8 years prior service 

− w/Svc Oblig not in another Clas – for a prior service Officer 

• Component Category  

– Select N from the lookup icon. 

 
 

25 Select the Job Information tab. 

 
 

 

Continued on next page 
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Accessing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

26 Only enter these three fields, DO NOT enter any other data fields. 

• Job Code – Select the appropriate code (if not defaulted) and hit tab. 

• Supervisor ID – Enter the CGHRSUP Empl ID that approves Accessions. 

• Employee Class – Select SELRES from the drop-down. 

 
 

 

Continued on next page 
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Accessing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

27 Select the Job Labor tab. 

 
 

28 Only enter these fields, DO NOT enter any other data fields. 

• Labor Agreement – Select ENL from the lookup icon. 

• Labor Agreement Entry Dt – Will default to the date of hire. 

• Employee Category – Enter SEL. 

• Employee Subcategory – Enter TRAYPAY Code A. 

 

Scroll down the page and click View ALL for the Assigned Seniority Dates. 

 
 

 

Continued on next page 
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Accessing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

29 Enter the following (split into 2 sections): 

• Active Duty Base Date – Date of the hire 

• AD Pay Scale Date – Date of the hire 

• DEP Date – Leave blank. 

• Commission Date – Date of the hire 

• DIEMS Date – Date Initial Entry Military Service (any component) 

• Reserve Drill Obligation Date – Leave blank. 

• Expected Loss Date – 8 years from the original DIEMS date (minus 1 day) 

• Job Family Entry Date – Date of the hire 

• Mil Obligation Compl Date – 8 years from the original DIEMS date (minus 

1 day) unless prior discharge authorized under an approved program (i.e. 

VOLSEP)  

• Pay Allowance Date – Date of the hire 

• Pay Base Date – Date member departs on RSV IADT orders to OCS. 

 
 

 

Continued on next page 
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Accessing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

29 

cont. 
• Date of Rank – Date of the hire 

• RSV Comp SBP Elect Date – Leave blank. 

• Rotation Date – Leave at default. 

• Reserve Accession Class Date – Date of the hire 

• Reserve Anniversary Date – Date of the hire 

• Reserve Eligibility Date – Date of the hire 

• Reserve Initiation Date – Date of the hire 

• Reserve Letter Date – Leave blank. 

• RTB Eligibility Date – Leave blank. 

• RTB Letter Date – Leave blank 

• RTB Letter Response Date – Leave blank. 
 

NOTE: Submit a request to PPC Customer Care for a Statement of Creditable 

Service (SOCS) in the case of prior military service. Any necessary adjustments 

will take place via the SOCS process (see E-Mail ALSPO B/15). 

 
 

30 Select the Payroll Tab. 

  
 

 

Continued on next page 

https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/alspo/2015/PriorServiceAccessionALSPOB15.pdf
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Accessing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

31 Pay Group – Should default to USCG STG. Once the hire has been approved 

this will update to USCG RSV (USCG Reservist). 
 

Select the Salary Plan tab. 

 
 

 

Continued on next page 
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Accessing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

32 Only enter fields as indicated. All other fields must be left blank. 

• Salary Admin Plan – Should default to ENL. (If not, select it from the 

lookup icon). 

• Grade – Defaults to the Pay Grade based on the Job Code entered on the Job 

Information Tab. If the member is being accessed at a different grade, click 

the lookup icon and select the appropriate Grade. 

• Grade Entry Date – Should default to the date of hire. 

• Step – Enter 1 and hit Tab. 

NOTE: If the Job Code number does not match the Grade Step – An error 

message is received when the SPO is trying to approve the hire and must be 

fixed. 

NOTE: This step is necessary for the information on the Compensation 

tab to populate. 

• Step Entry Date – Will default to the date of hire. 

 
 

 

Continued on next page 
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Accessing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

33 Select the Compensation tab. 

 
 

34 Click Default Pay Components (this updates the Compensation Rate and 

Frequency data).  

Click the Benefits Program Participation link. 

 
 

 

Continued on next page 
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Accessing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

35 Benefits System – Select Base Benefits from the drop-down. 

 
 

36 • Effective Date – If completing the Job Data AFTER the effective date of hire, 

change the date to the date of hire. 

• Benefit Program – Select ACG from the lookup icon. 
 

Click the Job Data link. 

 
 

 

Continued on next page 
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Accessing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

37 To submit, click Save. 

 
 

 

Continued on next page 
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Accessing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

38 Several Messages will display (randomly ordered). Click OK for each one (wait 

for the “processing-circle-of-death” to finish). 

 
 

 
 

 
 

 
 

 

Continued on next page 
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Accessing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

39 After a successful completion you will return to the Organizational 

Relationships tab. Return to DA home page. 

 
 

40 If you have roles to add the member’s gender, navigate to the NavBar icon > 

Menu > Workforce Administration drop-down arrow > Personal 

Information > Biographical > Modify a Person’s Gender.  

If you do not have the roles, a PPC help ticket must be entered. 

    
 

 

Continued on next page 
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Accessing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

41 Enter the Empl ID and click Search. The Include History box is already 

checked. 

 
 

 

Continued on next page 
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Accessing a Member, Continued 

 

Procedures, 

continued 
 

 

Step Action 

42 The Gender Change tab will display. The Gender Marker Change Effdt must be 

the day after your date of entry. This date cannot be backdated. 

Select the appropriate Gender radio button and select Data Correction from the 

Gender Change Reason drop-down (used for entering a new member’s gender 

OR to correct an incorrect gender). 

 

NOTE: DO NOT USE Gender Marker Change – Used to modify a member 

who has followed established COMDT Policy and is physically changing 

genders. 

  

Click Save. 

 
 

43 Now showing 1 of 2 rows. 
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Approving an Accession 

 
Introduction This section provides the procedures for approving an accession in DA. 

 
Information • SPO Auditor/PAO user access is required to approve an accession.  

• The approver cannot be the same person who entered the accession.  

• The member will NOT be paid until the accession transaction is 

approved (remains in the staging Pay Group), the contract is entered 

and then the contract is approved. 

 
Procedures See below. 

 

Step Action 

1 Before approving the accession, review/audit the information by clicking on the 

Personal Information and the Job Data options. 

  
 

2 Navigate to Member Self Service via the drop-down or by page arrows.  

 
 

3 Click on the Requests (All Types) - View tile. 

 
 

 

Continued on next page 
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Approving an Accession, Continued 

 

Procedures, 

continued 
 

 

Step Action 

4 Select the Requests I am Approver For radio button. You may narrow search 

by filling in Transaction Name, Status and Dates. Click Populate Grid. 

 
 

5 Click the Approve/Deny link for the accession you are approving. 

 
 

 

Continued on next page 
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Approving an Accession, Continued 

 

Procedures, 

continued 
 

 

Step Action 

6 Enter any needed Comments and select either Approve or Deny (deny returns 

the accession to the HRS user). 

 
 

7 Once Approved, the buttons will be greyed out after the system saves the 

approval. Click the X to close the page. 

 
 

 

Continued on next page 
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Approving an Accession, Continued 

 

Procedures, 

continued 
 

 

Step Action 

8 Return to the Job Data Payroll tab to confirm the members Pay Group has 

changed to USCG RSV and repeat the process for the next accession. 
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Entering Contract Data 

 
Introduction This section provides the procedures for entering Contract Data for a 

recruit in DA. 

 
Procedures See below. 

 

Step Action 

1 Click on the Career Management tile. 

 
 

2 Select the Contract Data option. 

 
 

 

 

Continued on next page 
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Entering Contract Data, Continued 

 
Procedures, 

continued 
 

 

Step Action 

3 Click the Add a New Value tab. 

 
 

4 Enter the Empl ID and the Contract Number (First Contract = 0001). Click 

Add. 

 
 

 

Continued on next page 
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Entering Contract Data, Continued 

 

Procedures, 

continued 
 

 

Step Action 

5 The Contract Status/Content tab displays with the Contract Number (Ex. 

0001). 

• Contract Begin Date – Verify it is the date of hire.  

• Regulatory Region – Select from the lookup icon (in this case RSV). 

• Contract Content – A statement is required. 

 
 

6 Select the Contract Type/Clauses tab. 

 
 

 

Continued on next page 



04 December 2024 

38 

 

Entering Contract Data, Continued 

 

Procedures, 

continued 
 

 

Step Action 

7 Enter only these fields: 

• Contract Type – Select ENL from the drop-down. 

• Comment – Enter any contractual specific reasons (if any). 

 
 

8 Select the Reason/Oath Info tab. 

 
 

 

Continued on next page 
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Entering Contract Data, Continued 

 

Procedures, 

continued 
 

 

Step Action 

9 Enter only these fields: 

• Contract Term Years/Months/Days – Enter the contract term (in this 

example 30 years for non-prior service). Should you be accessing a member 

whose contract term will place them past their 60th birthday, use the 

appropriate number of whole years and then submit a Customer Care ticket to 

PPC for adjustment of the Expected AD Term Date and the Loss Date. 

• Reason – Select Request of Individual from the drop-down.  

• Member Signature Date – Enter the date the contract was signed. 

• Name – Enter the appropriate name of the Oath Administrator (can be a 

Notary, Court Clerk or Judge). 

• Military Grade – Enter the rank of the Oath Administrator (leave blank if 

non-military). 

• City – Enter the City in which the contract was signed. 

• State – Enter the State in which the contract was signed. 

 
 

10 Select the Contract Leave tab. 

 
 

 

Continued on next page 



04 December 2024 

40 

 

Entering Contract Data, Continued 

 

Procedures, 

continued 
 

 

Step Action 

11 Total Leave to Sell (Days) – Greyed out for new hires.  
 

Select the Mbr Service Dates tab. 

 
 

12 Click View All on the Assigned Seniority Dates.  

 
 

 

Continued on next page 
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Entering Contract Data, Continued 

 

Procedures, 

continued 
 

 

Step Action 

13 Verify the Labor Seniority Dates set during the Accession process are correct. 

If not, return to Job Data and verify the dates were entered correctly. 

 

 
 

 

Continued on next page 
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Entering Contract Data, Continued 

 

Procedures, 

continued 
 

 

Step Action 

14 Select the Contract Approval tab. 

 
 

15 Update Dept of Approving SPO (if necessary). Click Submit for Approval. 

 
 

16 The Approval Status updates to Pending and the contract will be routed to the 

Approving SPO. 
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Approving a Contract 

 
Introduction This section provides the procedures for approving a contract in DA. 

 
Information • SPO Auditor/PAO user access is required to approve a contract.  

• The approver cannot be the same person who entered the contract. 

• The member will NOT be paid until the contract is entered and then 

approved. 

 
Procedures See below. 

 

Step Action 

1 Navigate to Member Self Service via the drop-down or by page arrows.  

 
 

2 Click on the Requests (All Types) - View tile. 

 
 

 

Continued on next page 
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Approving a Contract, Continued 

 
Procedures, 

continued 
 

 

Step Action 

3 Select the Requests I am Approver For radio button. You may narrow the 

search by filling in Transaction Name, Status and Dates. Click Populate 

Grid. 

 
 

4 Click the Approve/Deny link for the Contract you are approving. 

 
 

 

 

Continued on next page 
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Approving a Contract, Continued 

 

Procedures, 

continued 
 

 

Step Action 

5 Enter any needed Comments and select either Approve or Deny (returns it to 

the HRS user). 

 
 

6 Once Approved, the buttons will be greyed out after the system saves the 

approval. To ensure the member’s pay is correct, proceed to the next section. 
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BAH and Direct Deposit 

Introduction This section provides the procedures for ensuring the member is 

receiving Basic Allowance for Housing (BAH) and that their direct 

deposit has been set up to receive pay. 

 
Information Once the hire, the contract and the BAH are approved, then direct deposit 

must be entered. 

 
Procedures See below. 

 

Step Action 

1 Click on the AD/RSV Payroll Workcenter tile. 

 
 

2 Scroll to the Act/RSV Pay Shortcuts section and select the Housing Allowance 

option. 

 
 

 

Continued on next page 
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BAH and Direct Deposit, Continued 

 

Procedures, 

continued 
 

 

Step Action 

3 Enter the Empl ID and click Search. Include History is automatically checked. 

 
 

 

Continued on next page 
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BAH and Direct Deposit, Continued 

 

Procedures, 

continued 
 

 

Step Action 

4 Follow the Basic Allowance for Housing (BAH) guide for starting BAH, 

keeping the following in mind:  

• For married members, ensure dependents are entered in DA prior to starting 

a BAH row.  

• BAH With cannot be entered without eligible dependents.  

• Pay special attention to a recruit that is married member to member, to 

ensure that BAH With is only being paid as authorized.  

• For recruits authorized BAH With, utilize the zip code on the dependency 

worksheet, vice the recruit’s contract.  

• Recruits are authorized BAH, not OHA.  

• If dependents live somewhere that BAH does not exist, recruits will receive 

Unit BAH With.  

• Check zip codes for CONUS/OCONUS COLA where applicable.  

• Married reservists are entitled to BAH With. 

• Single reservists will be authorized BAH Without Depn ONLY if they have 

a lease agreement in their recruit packet. 

 
 

 

Continued on next page 

https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/Earnings/BAH.pdf?ver=yABFPmesJcEm9O0dnZE0dg%3d%3d&timestamp=1611175244976
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BAH and Direct Deposit, Continued 

 

Procedures, 

continued 
 

 

Step Action 

5 When completed, click Save. 

 
 

 

Continued on next page 
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BAH and Direct Deposit, Continued 

 

Procedures, 

continued 
 

 

Step Action 

6 Without leaving the screen, select the Direct Deposit option. 

 
 

7 Click Add Direct Deposit. 

 
 

 

Continued on next page 
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BAH and Direct Deposit, Continued 

 

Procedures, 

continued 
 

 

Step Action 

8 Enter the following: 

• Account Type – Select from the drop-down. 

• Routing Number – Enter the appropriate data. 

• Account Number – Enter the appropriate data. 

 

Click Save. 

 
 

9 The Pay Distributions Instructions will display with the new data. 

 
 

 

 


