
Viewing and Printing Training Administration Orders (TDY) 

 
Introduction This guide provides the procedures for viewing and printing Training 

Administration Orders (TDY) in Direct Access. Members can view/print 

their own orders via Self-Service by clicking the My Airport Terminal 

Orders link under Tasks in the Employee pagelet. Commands & SPOs can 

view/print members’ Training Administration Orders via the Airport 

Terminal. 

 
Procedures See below. 

 

Step Action 

1 Select the Training Admin Orders link from the Training Admin – Enrollment 

pagelet. 

 
 

2 Enter the member’s Empl ID and hit Search. 
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continued 
 

 

Step Action 

3 A list of TDY orders will display (unless the member only has one set, then they 

will display). If necessary, select the appropriate orders. 

 
 

4 The Training Admin Order tab will display. At any time, select the Order Action 

drop-down, click Print Order and then hit Go to print the orders. 

Scroll down (if necessary) to view the Travel Orders section. 

 
 

  

Continued on next page 
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Step Action 

5 Click View All to review each Depart/Report row. Then scroll up and select the 

Order Notes tab. 
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Step Action 

6 The Order Notes tab will display. Click View All (if necessary) to review each 

Order Note. Now click the Order Funding tab. 
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Step Action 

7 Review the Order Funding tab, then select the Order Audit tab. 

 
 

8 The Order Audit tab displays the history of any users that have touched the 

orders. 

 
 

  

 


