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Introduction
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Approving Separation Orders

This section provides the procedures for Approving Separation Orders in

Direct Access.

A SPO Supervisor in the Department’s SPO tree must approve all Separation
Orders. Any SPO Sup in the SPO tree may view and open the Approval
Request. Only one user needs to approve the orders. Once approved, the order
will no longer be available to other users for approval.

Status Meaning
Authorized Separation Orders created by either the Sep Request or by
the SPO
Ready Separation Orders have been approved
Finished Separation Orders have been through the Orders
Integration Process
Cancelled Cancelled orders
Topic See Page
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Procedures

Procedures Follow these steps to approve a Separation transaction.
Step Action
1 To view orders awaiting approval, click Requests from the Direct Access Portal
Home page.

United States Coast Guard

U.S. Department of Homeland Securty

Self Service [Requests] |

Announcements Updated 16 April 2014

2 Click on the View My Requests (all types) link.

Self Service Requests
Submit an Absence Reguest View My Absence Reguesis

Submit & Delegation Request I‘-IlE:'.'-.I My Requests (all types) I

Submit & Drill Reguest

Continued on next page



Procedures, continued

Procedures,

continued

Step

Action

3

Select Requests | am Approver For. Change the Transaction Name to Approval
Sep Order Header to narrow the list to only display Separations approval requests.
Leave the Transaction Status as Pending. The Submission Dates can also be used
to filter requests. Click Populate Grid.
View My Action Requests

SPO Supenisor
1. "My Submitted Requests" allows member to bring up only their Action Requests.
2 'Requests | am Approver For' allows approver to bring up only those Action Requests submitted to them.
3. "All Requests’ allows the approver to pull up their Action Requests and those submitted to them.
4. Transaction Name field allows user to select a particular transaction (i.e., Absence Request, Delegation, etc.)
5. Refresh bution clears the grid and defaulis it back to "My Submitted Requesis’ and Transaction Siatus of "Pending’.

6. Populate Grid button populates the grid based on what was selected for the radio button, Transaction Mame,
Transaction Status, and what was entered in the Submission From/Submission To Dates.

@] My Submitted Requests O] Requests | am Approver For O Al Requests
Transaction Name: |Appruva| Sep Order Header V|
Transaction Status: [ Pending v|

Submission From Date: El
Submission To Date: &) I Populate Grid I [ Refrash

Click on the Approve/Deny link to view the Separation Orders.

Customize | Find | View A8 [ B | 35 Fist B 4 o1 I Lagt

Transaction Name Status Member Member's Emplid | Submitted By Approver Submission Date  Approve/Deny
Approve/Deny

Customize | Find | view 21 | B | B First B 43073 1 Last

Transaction Name Status Member Member's Emplid Submitted By Approver Submission Date Approve/Deny
Approval Sep Order Header Pending Separating Member 1234567 SP0O User  SPO Supervisor 07/01/2014 Approve/Deny

Continued on next page




Procedures, continued

Procedures,
continued

Step Action

5 The order will open to the Order Approval tab. Use the tabs at the top to audit the
transaction. This approval will apply to all travel details and leave information for
this order. If changes need to be made, use the Push Back button to send the orders
back to the submitting SPO user. (Due to known issues, do not use the Push Back
button.) The Deny button will remove the transaction from all of the SPO
Supervisors’ Action Requests and make the transaction available to any SPO user.
Any comments entered by the SPO user will be shown below. The SPO Supervisor
can add additional comments if necessary (required for Deny). Click the Approve
button to approve the orders.

(4] © Crder Information Order Travel Order Notes Leave Information | ) " Order Funding Order Audit

Separating Member Empl ID: 1234567 Empl Record: 0
Trans ID: 2250263 Order Action: M
Order Begin Date: 07/25/2014 Order Type: Separation
Order End Date: 07r26/2014 Order Status: Authorized

Approval Type: Separation Order Approval ﬂ

User ID: 7654321 SPO Supenvisar

Dept of Approving 000619 CG STA WRIGHTSVILLE BEACH

SPO:

Comment:

I Approve Push Back Deny I

Approve Separation Order

= Approval Sep Order Header:Pending () View/Hide Comments
One Level Approval

Pending
@ Multiple Approvers

EPO Supervisor
= Comments

SPO User at 07/02/14 - 4:03 PM
<No Comments=>

[5] save = [oh Returnto Search | |[7] Notify [El Add UpdateiDisplay | =1 Include History [ » Correct History

Continued on next page



Procedures, continued

Procedures,
continued

Step Action
6 Click the F5 key on the keyboard to refresh the page. Once approved, this will

appear and the Order Status will change to Ready.
{4] [ Order Information || Order Travel | Order Notes || Leave Information Order Funding || Order Audit

Separating Member Empl ID: 1234567 Empl Record: 1]
Trans ID: 2250263 Order Action: | v| | Ge:
Order Begin Date: 07/25/2014 Order Type: Separation

Order End Date: 07/26/2014 Order Status:
Route for Approval

Approval Type: Separation Order Approval
User ID: TE54321 SPO Supervisor
Dept of Approving 000619 CG STA WRIGHTSVILLE BEACH
SPO:
Comment:
Approve | PushBack  Deny

Approve Separation Order

<~ Approval Sep Order Header:Approved &2 View/Hide Comments
One Level Approval

Approved
v SPO Supenisor
SPO Supervisor
0707114 - 2243 PM

— Comments

SPO Supervisor at 0707/14 - 2:43 PM
<No Comments>

SPO User at 07/02/14 - 4:03 PM
<No Comments>

[§lSave | [FRetumtoSearch ] Nofity [Chadd | | 77 UpdateiDisplay | | 7 Include History | | [ Comect History

Continued on next page



Procedures, continued

Procedures,
continued
Step Action
7 Direct Access no longer automatically adds a Travel Order Number (TONO)/Line of

Accounting (LOA) to Separation and Retirement orders. TONOs/LOAs are now
added by DCMS-831 (PCS TONO Funds Manager) if the member elects to relocate
upon separation/retirement to their Home of Record/Home of Selection. This change
will ensure that the Coast Guard only allocates funds to members who are actually
moving/incurring costs. Refer to the latest Sep/Ret TONO Process Change message.

(4] [ Order Information Order Travel Order Notes Leave Information Order Approval | el SR Order Audit

Separating Member Empl ID: 1234567 Empl Record: 0
Trans ID: 2250263 Order Action:

Order Begin Date:  07/25/2014 Order Type:  Separation

Order End Date: 07/26/2014 Order Status: Ready

Funding Data 1

Project Code SR1T Program Element SR

-
12 At 5 qort 1 Last

Customize | Find | View Al | B | =

TOMO Details || LOA Details

TONO Status Travel Order Number Line of Accounting Funding Type ‘F,::r‘" Total Cost
Mew 1214G24PSRCGSE000 2P4012992103R 123451234 Travel 14 3000.00

The Audit Tab displays the history of any users that have touched the Separation
Orders.

(4] [ Order Travel Order Notes Leave Information Order Approval Order Funding

Separating Member Empl ID: 1234567 Empl Record: 0
Trans ID: 2250263 Order Action: | v|
Order Begin Date:(07/25/2014 Order Type: Separation
Order End Date: (7/26/2014 Order Status: Ready
Approval History Customize | Find | View AL B | 38 First K q 011 I Last
User ID Name Datetime Modified ";:g;"l Approval Type ;Z:ﬂbr Comments
17654321 SPOSupenisor  7/07/2014 243:25PM Approved ‘APProve Separation SFOtser =tlo Comments>

Order SPO Supenvisor - <No Comments>

Customize | Find | B | 3 Fist £l 45015 L Lo

Order Header Crder Travel Order Funding Details

User ID Name Datefime Modified Action  Audit Record Name
17654321 SPO Supenvisor 07/07/2014 2:43:25PM Add CG_FUNDING
21233333 SPO User 06/27/2014 3:10:03FPM Change |CG_ORDER_TRAVEL
3/1233333 |SPO User 06/27/2014 2:28:23FPM Add CG_ORDER_HDR
41233333 SPO User 06/27/2014 2:28:23PM Add CG_ORDER_TRAVEL
511233333 |SPO User 06/27/2014 2:28:23PM Add CG_ORDER_TRAVEL
6 2222222 PSC User 06M7/2014 3:10:03PM Change CG_ORDER_TRAVEL
7 2222222 | PSC User 06/17/2014 2:28:23PM Add CG_ORDER_HDR
§ 2222222 PSC User 06M7/2014 2:28:23FPM Add CG_ORDER_TRAVEL

Continued on next page



Procedures, continued

Procedures,
continued
Step Action
9 Users may generate printed copies of the approved orders by using the Order

Action drop-down, selecting Print Order and clicking the Go button.
4] [ Additional Info QOrder Information COrder Travel Order Notes Leave Information | I.\. Order Funding

Separating Member Empl ID: 1234567 Empl Record: 1]
Trans ID: 2250263 Order Aclion:|| Print Order v| | Go I
Order Begin Date: 07/25/2014 Order Type: Separation

Order End Date: 07/26/2014 Order Status: Ready




