
CWOA Allotment Job Aid 

 

Starting an Allotment: 

1. Select the Allotments link in the “Tasks” section.  
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2. Select the Add Deduction link. 
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3. At the Allotment page, enter the information for the new allotment.  

 

1. Deduction: Select Association Dues from the drop box. 

2. Amount: Enter “7” in the box. (Do not add the “$” symbol) 

3. Begin Date: Select the first day of the upcoming month in the calendar 

4. End Date: This can be left blank 

5. Type: Select CG Warrant Officer Association from the drop box.  

(The remaining fields will be completed automatically)  
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4. When completed, ensure information is entered correctly, and select Save Deduction. 

 

 


