
 

 

Reserve Active Duty Orders Processing 

Overview 

  
Introduction This guide provides the procedures for the Servicing Personnel Office 

(SPO) to process Reserve Active Duty Orders in Direct Access. 

 

There are separate procedures in processing Reserve Active Duty Orders: 

 Processing Authorized orders to a Ready Status 

 Processing Departing/Reporting Travel Endorsements/starting  

applicable entitlements 

  
Basic 

Allowance for 

Housing (BAH) 

Once the member reports for Active Duty, start the correct BAH Qtr Status 

in Direct Access using the Starting BAH for Reserve Members user guide. 

  
Contents  
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http://www.uscg.mil/ppc/guides/GP/SPO/Reserve/Starting%20BAH%20for%20Reserve%20Members.pdf


 

 

Post Authorization 

  
Introduction When orders have been Authorized (by the dxr) and the TONO/LOA has 

been entered, the SPO must set the Order Status to Ready. 

  
Procedures See below.  

 

Step Action 

1 Select the Reserve Orders link from the Reserve Administration pagelet. 

  
 

2 Enter the Empl ID and click Search. 

 
 

  

 Continued on next page 

  



 

 

Post Authorization, Continued 

  
Procedures, 

continued 
 

 

Step Action 

3 The Search Results will display all Reserve Active Duty orders for the member.  

Click on the applicable order.   

 
 

4 The Orders will display.  Click the Approval tab. 

 
 

5 The Approval tab will display. 

 
 

 From the Approval Type drop-down, select Travel Details Approval. 

 Enter any Comments for the SPO Auditor. 

 Click the Submit button. 

  

 Continued on next page 

  



 

 

Post Authorization, Continued 

  
Procedures, 

continued 
 

 

Step Action 

6 The RSV Travel Details are now Pending approval by the SPO Auditor. 

 
 

7 The SPO Auditor must now sign into Direct Access to approve the Reserve Order 

to change the Order Status to Ready. 

 

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

  
 

  

 Continued on next page 

  



 

 

Post Authorization, Continued 

  
Procedures, 

continued 
 

 

Step Action 

8 The View My Action Requests page will display. 

 
 

 Click on the Requests I am Approver For radio button. 

 Transaction Name: Click the drop-down and make a selection or leave at the 

All Transactions default. 

 Transaction Status: Click the drop-down and make a selection or leave at 

the Pending default.  

 Submission From Date/Submission To Date: Narrow the search by 

selecting a period of inclusive dates. 

 Click the Populate Grid button. 

9 The Order Approvals section will populate with all pending orders. Click the 

Approve/Deny link for the appropriate order. 

 
 

  

 Continued on next page 

  



 

 

Post Authorization, Continued 

  
Procedures, 

continued 
 

 

Step Action 

10 The order Approval tab will display. Select the Approve button.   

 
 

11 After Approval, the Order Status will set to Ready. The orders are now ready to 

be executed and the travel endorsements can be entered. 

  
 

  

  



 

 

Departing/Reporting Endorsements 

  
Introduction When the SPO is notified that a member has reported for duty, the SPO 

must enter the Departing and Reporting Endorsements. 

  
Procedures See below.  

 

Step Action 

1 Select the Reserve Orders link from the Reserve Administration pagelet. 

  
 

2 Enter the Empl ID and click Search. 

 
 

  

 Continued on next page 

  



 

 

Departing/Reporting Endorsements, Continued 

  
Procedures, 

continued 
 

 

Step Action 

3 The Search Results will display all Reserve Active Duty orders for the member. 

Click on the applicable order.    

 
 

4 The Reserve Orders will appear. Click the Travel tab. 

 
 

5 The Travel page will display.  Click on the View All link in the Travel Orders 

section. 

 
 

  

 Continued on next page 

  



 

 

Departing/Reporting Endorsements, Continued 

  
Procedures, 

continued 
 

 

Step Action 

6 The Travel Orders section now displays all endorsement sections. 

 
 

 Seq Nbr 1 - Actual Date: Enter the date member departed home for duty.  

 Seq Nbr 2 – Actual Date: Enter the date member reported for duty.  In most 

cases these will be the same date unless authorized delay en route. 

 Per Diem, Travel Details and Additional Authorized Expenses – Click the 

arrow for each section and verify/enter applicable data for each endorsement. 

 Delay En route and Dependents Authorized for Travel – Click the arrow for 

each section and verify/enter applicable data. 

  

 Continued on next page 

  



 

 

Departing/Reporting Endorsements, Continued 

  
Procedures, 

continued 
 

 

Step Action 

6 

(cont.) 

When all data has been verified/entered, click the Route for Approval button 

from the Seq Nbr 2 endorsement.  Both the 1 and 2 endorsements will be 

approved when submitting from Seq Nbr 2 row.  If selecting the Seq Nbr 1 

endorsement, only Seq Nbr 1 will be approved and the member will not be 

reported for duty. 

 
 

  

 Continued on next page 

  



 

 

Departing/Reporting Endorsements, Continued 

  
Procedures, 

continued 
 

 

Step Action 

7 The Order Approval tab will display. The Approval Type is set for Multiple 

Trvl Endorsements and the Comment section identifies the approval is set for 

SEQ_NO=2. Click the Submit button. 

 
 

8 The orders are now pending SPO Auditor Approval. 

 
 

9 The SPO Auditor must now approve the endorsements.  Approval of the orders 

does not auto start entitlements. 
 

After order endorsements are approved by SPO Auditor, entitlements must be 

entered and approved. 
 

Click the View My Requests (all types) link in the Requests tab. 

 
 

  

 Continued on next page 



 

 

Departing/Reporting Endorsements, Continued 

  
Procedures, 

continued 
 

 

Step Action 

10 The View My Action Requests page will display. 

 
 

 Click on the Requests I am Approver For radio button. 

 Transaction Name: Click the drop-down and make a selection or leave at the 

All Transactions default. 

 Transaction Status: Click the drop-down and make a selection or leave at the 

Pending default.  

 Submission From Date/Submission To Date: Narrow the search by selecting 

a period of inclusive dates. 

 Click the Populate Grid button. 

11 Select the applicable Reserve Order. 

 
 

  

 Continued on next page 

  



 

 

Departing/Reporting Endorsements, Continued 

  
Procedures, 

continued 
 

 

Step Action 

12 The Reserve Orders Approval tab will display. 

 
 

The SPO Auditor can select one of three options: 

 Approve – Sets status to Approved.   

 Push Back –Sets the status to On Hold and returns the orders to the 

submitter with any comments for edit/resubmission. (DO NOT USE!) 

 Deny – Sets status to Denied, orders are available for anyone to 

edit/resubmit. 

 Click Approve, Push Back or Deny button. 

13 After approval, the Order Type will set to En route (or Finished if completing 

Seq 98 and 99 rows). 

 
 

  

 Continued on next page 

  



 

 

Departing/Reporting Endorsements, Continued 

  
Procedures, 

continued 
 

 

Step Action 

14 Repeat Step 3-12 to complete Seq 98 and 99 rows (depart duty for home).     

 

Important:  Do NOT complete the Seq 98 and 99 rows if the Orders are Long 

Term.  The SPO must complete a RELAD.  Completing the RELAD will set the 

reserve orders to a Finished status. 
 

Before routing for approval, you may need to click the Leave tab and enter any 

earned leave the member wishes to sell.  Reservists are authorized to sell earned 

leave when completing an active duty period of 30 days or greater.  
 

Only use the Leave tab for payment of LSL for Short Term AD orders.  Enter 

any leave authorized to sell AND submit a PPC Customer Care Help Ticket.  

PPC will manually process the LSL payment.  When completing any Long Term 

AD orders, LSL is processed via the Separation (RELAD) orders.   
 

Review the References below, to validate members’ eligibility to sell any leave, 

before entering any accrued leave to sell: 

 Pay Manual, COMDTINST M7220.29(series) and 

 Reserve Policy Manual COMDTINST M1001.28(series) 

 
. 

  

  


