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Cost of Living Allowance (COLA) Entries

Coverage
This job aid covers the process used to establish, update or delete COLA entries and assumes that the employee has an entitlement to Non-Foreign Cost of Living Allowance.

Changes
3 Aug 2001:   This job aid is new.

Background
· The U.S. Government pays cost-of-living allowances (COLAs) to white-collar civilian Federal employees in Alaska, Hawaii, Guam and the Commonwealth of the Northern Mariana Islands, Puerto Rico, and the U.S. Virgin Islands. Approximately 44,000 employees, including U.S. Postal Service employees, receive these non-foreign area COLAs. Section 5941 of title 5, United States Code, and Executive Order 10000 (as amended) authorize the payment of COLAs in non-foreign areas.

· To set the COLA rates, the Office of Personnel Management (OPM) surveys the prices of over 200 items, including goods and services, housing, transportation, and miscellaneous expenses. OPM conducts these surveys in each of the allowance areas and in the Washington, DC, area.

Related information
Related information is available as follows: 

For information on
See

Non-Foreign COLA
http://www.opm.gov/oca/COLA/INDEX.HTM

Direct Data Element updating
Direct Data Element Update job aid

Initiating COLA

Processing steps 


Below are the basic steps you need to follow to process these types of actions.

IMPORTANT NOTE:  COLA actions must be processed one day after processing the action that establishes or changes COLA (appointment, CAO, etc.).  If the COLA is processed at the same time it may reject the appointing/entitling action at payroll because the COLA may precede the entitling personnel actions.  Make it your practice to process the COLA action the day after processing the original action.

Step
Action

1
Date Track to the Effective Date of the Action entitling the COLA.

2
Navigate to People/Enter/Maintain/Assignment/Entries

3
If there is no blank line, create one by clicking on the green plus sign.

4
Click on the List of Values icon

6
Select ‘Entitlement’, Click ‘OK’

6
Click on Entry Values button 

7
For Code:  Enter ‘COLA’

8
For Amount or Percent:  Enter the percent, i.e., ’25.’  (Be sure the decimal is after the number entered and not before).  

9
Save. Refer to “Completing the Action” below for final steps.

Changing COLA

Changes
Follow these steps to change a COLA entitlement:

Step
Action

1
Date Track to the Effective Date of the change

2
Navigate to People/Enter/Maintain/Assignment/Entries

3
Highlight  ‘Entitlement’

4
Click on Entry Values button 

5
For Amount or Percent:  Enter the changed percent, i.e., ’20.’  (Be sure the decimal is after the number entered and not before).  

6
Save. Refer to “Completing the Action” below for final steps.

Deleting COLA

Deleting or removing 
Follow these steps to delete or remove a COLA entitlement:

Step
Action

1
Date Track to the Effective Date of the deletion/termination

2
Navigate to People/Enter/Maintain/Assignment/Entries

3
Highlight  ‘Entitlement’

4
Click on the Big Red X 

5
You will be given options to End Date or Purge.  Select the appropriate entry for the action you’re taking:

· Selecting ‘End Date’ will retain the COLA entry and show the beginning and end dates for the duration COLA was authorized.

· Selecting ‘Purge’ will completely remove the entry from the database. 

6
Save. Refer to “Completing the Action” below for final steps.

Completing the action
· The action is completed and processed if you get the “Transaction Complete, 1 record applied and saved” at the bottom of the screen

· Check the 500-character payroll record to make sure the correct data will be sent to Payroll (see 500-character record).  NOAs on the Pay 500 for COLA actions are:  Establish:  5EN; Change:  5EC; Delete:  5ED

· If you get an error message, go back and make appropriate corrections.
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