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NEWS-PAYPERS

Personnel Support Activity Detachment, Pearl Harbor Newsletter



WWW.PSDPH.NAVY.MIL 
             November 2003
This newsletter update is designed to keep our customers informed of news affecting pay and personnel policies and procedures.  We hope you find it informative and useful.

Questions regarding this newsletter may be addressed at the next PLR meeting on Wednesday, 5 November 2003 at 1030 in the PSD Conference Room.
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PSD HOURS OF OPERATIONS

Monday, Tuesday, Thursday, Friday

0730-1600

Wednesday

1000-1600

Telephone Number - 471-2405

                                  (Plus Extension)  

Fax Number            - 471-3354

For Emergencies, please contact PSD OOD Cell 306-8992

JOOD Cell 306-8993
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ACDUTRA:

AVAILABILITY OF MESSING AND BERTHING ENDORSEMENTS

Under the current policies of Navy Region Pearl Harbor, all Reserve personnel on Active Duty for Training, with written orders directing utilization of area messing facilities, are required to obtain an endorsement from the Navy Region Food Service Office if the command at which the Reservist is working claims meals are missed, impractical or not available.  The Navy Region Food Service Officer and his representatives are the only one authorized to make determination on availability of messing.  POC phone number for the Food Service Office is 473-0983, located at Subase Pearl Harbor near the galley.

Additionally, all endorsements for non-availability of government berthing will be determined by the Billeting office located at Gabrunas Hall Pearl Harbor.  Billeting Office’s phone number is 428-2623. 

Reminder to all PLRs: Please advice your Reservists that you are their point of contact for all pay and travel issues.  Also, ensure your Reservists are aware all travel claims mailed to PSD Pearl Harbor utilizing the U. S. Postal System will take a longer period of time than regular civilian mail due to special military mail handling.   

FINANCIAL:

ALTERNATE PROCEDURES FOR OBTAINING MYPAY PIN ISSUE

The DFAS MYPAY project office has authorized procedures for processing PIN requests at field site local commands utilizing an appointed Trusted Agent to distribute MYPAY PINS to their members vice the current process of faxing individual PIN requests which take DFAS five working days to activate. Each designated Trusted Agent (no more than four per command) should be appointed in writing by the Commanding Officer/Officer in Charge to issue MYPAY Pin passwords. 

Conditions for access require the following:

1. Completed DISA Form 41 System Authorization Access Request (SAAR).

2. Completed Statement of Acceptance for Web Administration of PIN resets. 

3. Completed Trusted Agent Statement of Responsibilities and Understanding. 

4. Workstations must have a static IP address to access PIN administration server or PKI digitally signed email capability which will be loaded in the administration server for validating access. 

Questions and point of contact for submission of above documents will be in care of:

Customer Contact Operations

COMM 216-204-3743

DSN 580-6362

FAX COMM 216-522-5374

FAX DSN 580-5374 

MYPAY WEBSITE ALERT

Please inform your military and civilian employees of a possible Web site scam with a look-alike MYPAY website. 

Defense officials are warning military members, civilians and retirees about a scam Web site that is suspiciously similar to the Defense Finance and Accounting Service MYPAY site.  This Web site apparently is operated by a company in Korea, and has links that look like official military sites. However, they link directly to advertisements primarily for loan companies. Do not enter any personnel data; this information may end up in the hands of a payday loan vendor. The Web site to avoid is WWW.MYPAY.COM. All official DOD Web sites end with “.MIL”. Again MYPAY.COM is a scam site. 

The correct Internet address for accessing the Official DOD MYPAY site is.  https://mypay.dfas.mil/maypay.asp

TRAVEL

MANDATORY SPO


A new requirement under the 2003 National Defense Authorization Act has made it mandatory for military government travel card users to use split disbursement option when filing temporary duty travel claims.  DOD civilian employees who travel on temporary duty and use the government travel card are encouraged to use split disbursement to the maximum extent possible. In the split disbursement, the government pays the credit card vendor directly when a traveler uses the card and files a voucher for reimbursement, while additional money owed to the traveler goes to the traveler's bank account.  Without split disbursement, the traveler receives the entire voucher settlement, and in turn pays the credit card bill.


According to the new law, military travelers must now include all official expenses charged on the credit card in the split payment option block of their travel settlement vouchers.  The law also states that the authorizing official must also sign off the split payment option certifying it is included and the amount of the split disbursement is accurate.


On numerous occasions, PSD Pearl Harbor has experienced problems when the PLRs  "X" out (mark) the SPO block on the travel claim without the member's knowledge causing delay on reimbursements.


PSD Pearl Harbor's policy is, when the SPO block is marked out and no amount is stated, the entire amount of the claim will be sent to the credit card bill.


Please inform your members before making any changes on the SPO block on the travel claim to avoid problems.


PSD Pearl Harbor is not authorized to retrieve funds from Bank of America due to privacy act.


For clarification on this matter, please call PSD Pearl Harbor Travel Section at 471-2405 Ext 852.

TRANSPORTATION

NAVPTO Department Head

473-4482

USE OF GOVERNMENT FARES

Government fares (contract and non-contract fares) published by the commercial airlines are often multi-tiered with lower coach class fares in restricted inventory.  

The CTO has been instructed to use the higher Y Class fare (vice cheaper inventoried fares) to make it easier for travelers to make changes while in a travel status and to preclude charges for new tickets.   However, commands may request the use of the lower fares when submitting transportation requests to the CTO if travel plans are firm.

CANCELLATION OF ELECTRONIC TICKETS

When a change of airline reservations is necessary for a traveler who has been issued an electronic ticket (E-Ticket), it is important to make the change with the NAVPTO CTO, (SatoTravel) or its Help Desk at 1-800-359-9999, instead of the airlines.  Using the CTO or Help Desk ensures that an E-ticket will be available to the traveler when checking in at the airport.
E-INVOICE EXTENSION

“Virtually There” now allows E-invoices to be retrieved up to 30 days, as opposed to the current 10 days. Travelers can display an electronic copy of their invoice by using the /eInvoice/ feature on the “Virtually There” website.  

	RECEIPTS

Receipts Division Officer

    Ext. 244




The Enlisted Distribution and Verification Report  (EDVR) and the Officer Distribution Control Report (ODCR) are monthly reports that reflects personnel updates.  It is generated by the Bureau of Naval Personnel (BUPERS) and pulled from the EPMAC Bulletin Board.

 

Commands should be closely watching these reports as it has direct impact to their manning and 

their personnel assets.  Your attention is invited to Section 1 of the EDVR.  This section reflects all personnel who are scheduled to report to the respective Command's UIC.  

 

The Expired Prospective Gains are personnel whose gain events have not posted to BUPERS or did not come to PSD Pearl Harbor for receipts processing.

 

If member has not completed receipts processing, please comply  with the receipts check-in process.

 

If member has had their appointment with PSD Pearl Harbor and EDVR/ODCR is not updated within two reports, please contact PSD Receipts Division Officer at Ext. 244.

	TRANSFERS

(PCS HHG)

Transfers Division Officer Supervisor

Ext.  251


PCS TRAVEL HOUSEHOLD GOODS (HHG) TRANSPORTATION AND STORAGE. 



A member directed to execute, a PCS transfer is entitled to transportation and/or storage of HHG. A member's weight allowance depends on the member's grade and dependency
status. The service concerned may administratively limit the amount shipped. For example, an E-6 with dependents may ship 11,000 pounds of HHG, if the member is transferred between two CONUS PDSs. However, only a portion of the member's PCS HHG weight allowance may be shipped if the member is transferred to a "weight restricted" OCONUS PDS. The remainder may be placed in Non-temporary Storage (NTS) or transported to a designated place. Ordinarily, any portion of the PCS HHG weight allowance the member elects not to ship may be placed in NTS. HHG precluded from shipment due to an administrative weight restriction are placed in NTS until the next PCS.  PCS HHG transportation entitles a member to temporary storage until the member arranges for a new permanent residence, unless prohibited. Temporary storage may be authorized at any combination of the point of origin, in transit or at destination.

	SEPARATIONS

Separations Supervisor    Ext. 205



NEW DISBURSING CLERK
To all Command PLRs, the new Separations Disbursing Clerk’s Phone Number is  471-2405 Ext 261 for any disbursing issues with regards to separations and fleet reserve/retirements processing.  

APPOINTMENTS
Reminder to all PLRs: Separating members are required to make appointments to start their separation processing.  The detachment highly encourages the Command PLR to make an appointment with the service member's respective clerk.  This will ensure efficient use of time and minimize numerous visits with the Separation Clerks by the member.  Clerks are assigned alphabetical accounts as follows:  (A-FRU) Ext. 203;  (FRV-LAR) Ext. 204;  (LAS-R) Ext 207; (S-Z) Ext. 237.  The Separations LPO is Ext. 205.  The Separations Division Officer is  Ext. 210.  

	REENLISTMENTS

Reenlistment Supervisor

Ext.  225


Attention is invited on the "remarks" section of member’s LES.

"ALL PAY AND ALLOWANCES WILL BE SUSPENDED UPON YOUR ETS DATE OF (Member’s EAOS Date).  TO AVOID PAY PROBLEMS, MAKE YOUR CAREER DECISION EARLY! "
This remark starts reflecting on the LES at least two months prior to member’s EAOS.  If there is no pending extension, member’s   Direct Deposits and allotment will automatically be suspended.   For personnel who have extended their enlistment, extension package which contains coversheet memorandum, lump sum leave page 13, Identification card  memorandum and medical certification (if necessary) will be sent through guard mail a month prior to member's EAOS/ETS date.  Timely submission or return of extension packages with the required signature (and completed medical certification as required) can help expedite in updating members' EAOS/ETS date on their Master Military Pay Account at DFAS Cleveland OH and Enlisted Service Record at BUPERS Millington, TN.  

SRM

Service Record Maintenance Division Officer

Ext.  245
Naval Personnel Center (NPC) replaces decades-old microfiche record with new CD Rom. Effective 1 September 2003, all active duty and Reserve members, copies of their Official Military Personnel File (OMPF) in the Electronic Military Personnel Records System (EMPRS) will be provided on Compact Disk (CD). 

New CD features include: 

1. Auto load from any PC with Microsoft Windows 95 or higher. 

2.  Document list for any navigating through CD. 

3.  Procedures for record correction process.   

4. Additional hyper link to frequently asked questions. 

The documents are secured by an "Official Record Copy" water marked and maybe printed, if desired. You can print copies from your own personal computer. No more trying to find a microfiche reader. No more out of pocket expense of $4.00. No more "How can I print a paper copy.” Record ordering is the same as for requesting a microfiche. Contact phone number specific additional information is  (901) 874-3406.


The Limited Duty Section is now located at Transient Personnel Unit, Naval Station Pearl Harbor, HI.  Limited Duty Coordinator’s phone number is 473-0681.
ESO

Educational Service Department Head

Ext.  250

FY-05 CYCLE 181 NAVYWIDE SELECTION BOARD FOR ADVANCEMENT TO SENIOR AND MASTER CHIEF PETTY OFFICER FOR NAVAL RESERVE PERSONNEL.  

1.  Convening Date: 1 March 2004.

2. You must invalidate personnel who have not attended Leadership Training Continuum (LTC) in current grade or do not have a flag waiver prior to selection board convening date.

3.  Terminal eligibility date for cycle 181 is 1 October 2004.  TIR for advancement to E-8/9 is 36 months.  Personnel with a TIR date of 1 October 2001 or earlier will be eligible.

4.  SELRES personnel who submit a voluntary transfer to the retired reserve are ineligible for consideration by the selection board.  Personnel submitting involuntary request for transfer to retired reserve remain eligible for consideration by the SELBD provided they are serving satisfactorily in a unit with a drilling obligation when the selection board convenes and the requested retirement date is 1 January 2005 or 1 January 2006.

5. Completion of LTC is required to participate in the E8 Advancement Cycle.  Drilling Reservists with a TIR date of 1 September 1997 or earlier are not required to attend leadership training for their current pay grade.

6. Candidates may send correspondence postmarked 1 February 2004 and address to “President FY-05 Reserve E8/9 Selection Board, Board # (205-SELRES/ADSW/or/Presidential Recall or 206- TAR/CANREC), Commander Navy Personnel Command (PERS-812), 5720 Integrity Drive, Millington TN  38055-8120.

7.  Refer to NAVADMIN 271/03 for more detail.

FROCKING PROCEDURES

Per MILPERSMAN 2230100, frocking is an administrative authorization to assume the title and wear the uniform of a higher pay grade without entitlement to the pay and allowances of that grade.  After verifying individual eligibility data, members may be frocked as follows:

1.  Qualified E-8/9 Selectees may be frocked upon receipt of selection board results thru NAVADMIN MSG.

2. Qualified E-7 Selectees may be frocked no earlier than the first advancement increment and after completing the Chief Petty Officer Indoctrination Course.  

3.  Qualified E-5/6 Selectees may be frocked upon notification of selection from NETPDTC or COMNAVPERSCOM.

4.  Qualified E-4 Selectees may be frocked upon receipt of the Enlisted Status Verification Report (ESVR)/Rating Change Authorization (RCA) and after completing the Petty Officer Indoctrination Course.

5. Enlisted Status Verification Report (ESVR)/Rating Change Authorization (RCA) and Examination Profile can now be access online by visiting the Navy Enlisted Advancement System Report when you order exam online.

PROCEDURES FOR EXAM ORDERING ONLINE FOR CYCLE 182 JANUARY 2004 ADVANCEMENT TO CHIEF PETTY OFFICER.

The E7/CPO Time in Rate Eligibility List ONLINE is now open for verification.

JANUARY 2004 CPO EXAMINATION IMPORTANT DATES

E7 Exam Date:
15 January 2004

USN/USNR (Active) Selection Board Conv Date:  28 June 2004

USNR (TAR/CANREC) selection board Conv Date:  17 May 2004

Meet all basic eligibility requirements:  1 December 2003.

Customer commands can now access, print, make pen correction and submit TIR eligibility list to PSD ESO for correction and other action as required. The TIR eligibility list is the command recommendation for their personnel participating in the Cycle 182 January 2004 advancement cycle and will be the basis for mailing the advancement examinations for your command/UIC.  All PLRs/Command ESO are requested to submit TIR Eligibility List (Command Advancement Recommendation) by 31 October 2003.  Internet review and modification of TIR list for initial exam ordering will be from 13 October 2003 through 16 November 2003.  Site will re-open for supplemental exam ordering on 18 November 2003 and closes 26 December 2003.

The current exam ordering web site: https://neasos.cnet.navy.mil. The site is password protected and commands may obtained password sending email request to: EXAM-ORDERING.N321@CNET.NAVY.MIL.  Commands can view and print all UICs assigned and submit correction to PSD ESO not later than 31 October 2003.   PSD ESO will add, change and modify TIR Eligibility List for all commands serviced by PSD Pearl Harbor.  Ensure all personnel who will be on PCS, TAD, Separation/Fleet Reserve, missing LTC, and not recommended for advancement are identified prior to submission. Commands are responsible for ensuring correct examinations are ordered. To ensure correct exam rates were ordered, special attention is required for submarine and aviation specialty ratings, and lateral conversion.  Personnel authorized TIR waivers based on last observed periodic evaluation and LDO candidates must be identified to allow sufficient time in ordering exam.

3.  The following procedures are provided for auto-ordering advancement exams:

    a.  The Time in Rate eligibility list will be posted on the exam ordering website three months prior to the exam administration month. All requirements must be completed by 1
December 2003.  Personnel who have not attended PO1 LTC or have not received a Flag Waiver IAW NAVADMIN 201-99 are ineligible for advancement.

    b. The web site will direct Command ESO to a TIR List for a specific UIC and pay grade.  Enter the command password provided by NETPDTC Pensacola and click the login button.

    c.  The name, SSN and present rate on the list page are pulled from the Enlisted Master File (EMF).  Incorrect information must be corrected immediately through normal personnel procedures and must be reported to PSD ESO.

    d. Once the cut-off date for review and modifying each pay grade's passes, NETPDTC will convert the TIR List to view only.  The TIR List is then used as the exam order and exams as well as bar-coded answer sheets will be forwarded to servicing PSD two months prior to exam date.  Commands who did not review the list will receive exams with known exam rate only.  Supplemental exam order for each pay grade will re-open one month prior to exam date and will close on the date established by the web site.  After that date, command will submit substitute exam via a message not later than 30 January 2004 and administered by 26 February 2004.

CUSTOMER SERVICE

Customer Service LCPO

  Ext.  516 

ADVANCE HOUSING ALLOWANCE PROCEDURE

Advance payment of BAH may be authorized to pay advance rent, security deposits, and other initial expenses incident to occupying other than Government Housing.  The advance may be made at any time during a member’s tour at the station concerned.  It may also be authorized when a member has relocated housing incident to PCS orders.  Normally, the advance shall not be disbursed more than three working days before the date of payment under the lease or rental agreement.  However, in extenuating circumstances, payment more than three working days may be authorized by Commanding Officers or designated representatives.  The member must request the advance payment within 30 days after signing the Rental/Lease Agreement.  Expenses identified by a member that will be used in the purchase of any real state or living accommodation shall not be considered as a basis for authorizing or determining the amount of advance.  

MYPAY

Effective 17 September 2003, all Navy members who request or already have a MYPAY personal identification number (PIN) and access MYPAY are consenting to receive their 2003 W-2 electronically via their MYPAY account.  The consent to receive an electronic W-2 will remain in effect each year, unless the member makes an election to receive a hardcopy W-2.  The electronic W-2 will be available yearly on MYPAY and will be available for the entire year.  The electronic W-2 will discontinue if the member separates without retirement.  If member is separated, their W-2 will be available for one year after separation.  Military retirees will have the capability to receive an electronic 1099R through MYPAY.  To access, print and retain the MYPAY electronic W-2, members must use an accepted browser Information on acceptable browser is available at                      HTTPS://MYPAYDFAS.MIL/FAQ.HTM.

For members who want to receive a hardcopy W-2 in the mail, they may either use MYPAY or submit a written request to their local disbursing office (Disbursing Office, PSD Pearl Harbor).  The local disbursing office will submit an SC04 transaction to change the W-2 option to hardcopy.  However, this option is not available for W-2s that have already been provided electronically before the hardcopy option is selected.  Members will still be able to view their W-2 on MYPAY.  

To change the W-2 election from electronic to hardcopy in MYPAY, members should follow these steps:

1.  Under the taxes menu, click on turn on/off hardcopy of W-2.

2.  Under the W-2 delivery method menu, the member will be asked, “Do you wish to view/change your W-2 delivery method?”  Select YES

3.  The next menu will ask member, “Do you wish to change your W-2 delivery method to electronic and hard copy?”  Select YES

4.  The confirm delivery change menu will ask member, “Is this correct?”  Select YES

To ensure that members receive an electronic or hardcopy W-2, there will be no change period that will run from 1 December through 31 January of each tax season.  During this period, members will not be allowed to change their W-2 print election on MYPAY, but may request a hardcopy W-2 by contacting their local disbursing office.

A LES remark will be posted to members OCT, NOV, DEC and JAN LES advising them of the electronic W-2 delivery method.  The LES remark will state:  “If you have customized MYPAY pin, you will only receive an electronic W-2 unless you access MYPAY to elect a hardcopy.  Access to your W-2 will be available at HTTPS://MYPAY.DFAS.MIL.

Members with questions about MYPAY can call Customer Support at 1-800-390-2348, Monday through Friday between 0700 and 1930 Eastern Time.

FRAUDULENT MYPAY WEBSITE

The purpose of this message is to alert service members of a fraudulent MYPAY website.

The fraudulent website is www.mypay.com and is not the official DFAS MYPAY website.  This fraudulent website is set up to resemble the official site with links such as WWW.MYPAY.DFAS.MIL", "military les", https://www.mypay.dfas.mil", "MYPAY.DFAS.MIL", "MILITARY PAY (LES)", "WWW.DFAS.MIL/MYPAY.COM", "LES" and "DFAS" listed on the left side under "popular searches."  Members will not be able to access their MYPAY account using these links.  These links will take members to a payday loan vendor and advertisement for credit cards and will request personal information from the member.

The official DFAS MYPAY website is https://mypay.dfas.mil/mypay.asp//.  This is the only website members must use to access their MYPAY account.

CUSTOMER SERVICE DIVISION.  UPCOMING OPEN SEASON FOR THRIFT SAVINGS PLAN (TSP) ENROLLMENTS OR CHANGES FOR ACTIVE DUTY NAVY MEMBERS

DFAS Cleveland message 141500Z OCT 03, Military Pay Advisory, announces the start of the next TSP open season.  The open season will run from 15 October to 31 December 2003.  Navy members are eligible to elect or increase their TSP base pay contribution up to a maximum of nine percent.  Form TSP-U-1 is the only form a Navy member can use to make a valid TSP election.  Members who have not previously enrolled in TSP are eligible to join TSP in this open season.  Members who currently have a base pay election can start TSP for any special or incentive pays they are currently receiving or will be eligible to receive in the future.   Members are allowed to change any of their prior TSP elections, including base pay, special and incentive pays within the open season.   Further details concerning the uniformed TSP are contained in CNO Washington DC 022110Z OCT 01 message, http:/// www.tsp.gov website and DODFMR Volume 7.
The December PLR meeting is scheduled for Wednesday,

 3 December 2003 at 1030 in the PSD Pearl Harbor Conference Room.
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