
Separation Reports 

Overview 

 
Introduction All of the Separation Reports can be accessed from the Separations Pagelet 

on the DA Portal Home page. 
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Separation Summary Report 

 
Introduction This report displays a member’s Separation Summary. If the member has 

multiple separations, they will all be listed. To view or print a Separation 

Request/Authorization, see the Airport Terminal user guide. 

 
Procedures Follow the steps below to run a Separation Summary Report on a member. 

 

Step Action 

1 Select Separations Summary Report from the Separations Pagelet.  

 
 

2 Enter the member’s Empl ID and then click View Results. 

 
 

3 The results can be saved to an Excel spreadsheet, a CSV text file or HTML file. 

 
 

  

 

  



Separation Request Extract 

 
Introduction This report provides details of Separation Requests by Separation date. 

SPOs may use this report to view data entered by PSC. The results can be 

filtered further by entering more search criteria. 

 
Procedures Follow the steps below to run a Separation Request Extract using specific 

criteria. 

 

Step Action 

1 Select Separation Request Extract from the Separations Pagelet.  

 
 

2 Enter the Separation Date range and the Regulatory Region and any 

additional criteria (optional), then click View Results.  

 
 

3 The results can be saved to an Excel spreadsheet, a CSV text file or HTML file. 

 
 

 

 

  



Separations Orders Extract 

 
Introduction This report provides a list of existing Separation Orders based on the 

Separation Date range. The results can be filtered further by entering more 

search criteria. 

 
Procedures Follow the steps below to run a Separation Orders Extract using specific 

criteria. 

 

Step Action 

1 Select Separation Orders Extract from the Separations Pagelet.  

 
 

2 Enter the Separation Date range and the Regulatory Region and any 

additional criteria (optional), then click View Results.  

 
 

  

Continued on next page 

  



Separations Orders Extract, Continued 

 
Procedures, 

continued 
 

 

Step Action 

3 The results can be saved to an Excel spreadsheet, a CSV text file or HTML file. 

 
 

  

 

  



Separation Requests by Status 

 
Introduction This report finds existing Separation Requests by Request Status. Use it to 

find whether PSC has initiated a Separation Request for a member. 

 
Procedures Follow the steps below to view Separation Requests by Status. 

 

Step Action 

1 Select Separation Requests by Status from the Separations Pagelet.  

 
 

2 Enter the Separation Date range and the Regulatory Region and any additional 

criteria (optional), then click View Results.  

 
 

3 The results can be saved to an Excel spreadsheet, a CSV text file or HTML file. 

 
 

  

 

  



Separations by AD Term Date 

 
Introduction This report searches for members by Expected Active Duty Termination 

Date. If a Separation record exists, the data will show in the search results. 

 
Procedures Follow the steps below to view members approaching their Expected 

Active Duty Termination Date.  

 

Step Action 

1 Select Separations by AD Term Date from the Separations Pagelet.  

 
 

2 Enter the Expected AD Term Date range and any additional criteria (optional), 

then click View Results.  
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Separations by AD Term Date, Continued 

 
Procedures, 

continued 
 

 

Step Action 

3 The results can be saved to an Excel spreadsheet, a CSV text file or HTML file. 

 
 

  

 


