Cancel Reserve Active Duty Orders

Introduction This guide provides the procedures for Cancelling Reserve Active Duty
Orders.
Key Points Reserve Active Duty Orders must be Cancelled by the Servicing Personnel

Office (SPO), and may require SPO Auditor Approval when cancelled.

Direct Access does not report Cancelled orders to the Finance and
Procurement Desktop (FPD) system. If TONO and Accounting Data has
been assigned to the orders, SPOs must report cancellation to the
accounting issuing authority.

There are two available options for cancelling orders:

e Cancel Order — When cancelling orders whether or not TONO and
Accounting Data has been issued.

e Cancel Order and TONO - Do NOT use this option.

Procedures See below.
Step Action
1 Select the Reserve Orders link from the Reserve Administration pagelet.

Reserve Administration

IDT Drills Member Training Rating
Annual Screening Questionnaire Reserve Member Balances
Member Status Changs Training Status

View Member Drils

MGIE Enrollments

The Reserve Orders page will display.

Reserve Orders
Enter any information you have and click Search. Leave fields blank for a list of all values.

b Add a New Value

Maximum number of rows to return (up to 300) 300

Empl ID: [begins with ~ | )
Empl Record: ~ @,
Trans ID: ~
Duty Type:

N ‘ hd |
Begin Date: ™) El

End Date: ~ El

National 1D: begins with
Name: begins with
Last Name: begins with
Order Status: = | v

Duty Department: | begins with

[case sensitive

Search Clear  |Basic Search lgﬁj Save Search Criteria

Enter the member’s Empl ID number and click the Search button.

Continued on next page



Cancel Reserve Active Duty Orders, Continued

Procedures,
continued

Step

Action

3

All Reserve Active Duty Orders will be displayed.
AddﬂNewValue

Mavimum number of rows to refurn (up to 300): [300

Empl ID: begins with ~ | 1234567

Empl Record: = ~ 0

Trans ID: = ~

Duty Type: = ~ ]
Begin Date: = ~ [

End Date: - ~ B
National ID: begins with »

Name: begins with ~

Last Name: begins with ~

Order Status: = v v
Duty Department: [begins with v ||

[Jcase sensitive
Search Clear  |Basic Search \3‘3 Save Search Criteria

Search Results

Miew All First [4] 14of4 [§] Lasl

Name Job Code Employee Category Trans IDfOrder Status Duty Type| Authority Code | Begin Date| End Date Duty Department] Department
Draco Malfoy YHN2 SEL Proposed ADT-AT 10U.SC.12301(b) 05/02/2014 07/14/2014 000450 CG PAY AND PERSONNEL CENTER)
Draco Malfoy ¥YN2  SEL Proposed | ADOS-AC 10U S C_12301(d) 03/01/2014 09/30/2014 000264 CGD SEVEN
L - T e L L R T L
Click on the order to be cancelled.
4 The order for cancellation will display.
Travel MNotes Funding Leave Approval Audit
Draco Malfoy EMP Empl 1D: 1234-567 Empl Record: 0
Trans ID: 2250276 | Order Action: | v| | Ge |
Order Begin Date: 06/02/2014 Order Type: Reserve
Order End Date: 06/13/2014 Order Status: Proposed
# of Days / Term: 12 [ ShoriTerm Duty Type: Active Duty for Training-AT
Duty Department: 000450 CG PAY AND PERSONNEL CENTERAuthority: 10 U.S.C. 12301(b)
Empl Category: SEL  Selected Reserve TRAYPAY CAT: A Drilling Pay Status
Purpose: [AT @, structured Training - General  Route for Authorization |
Payment for Duty: [Pay and Allowances |
Payment for Travel: [Single Travel Claim v
“Duty Department: [000450 1@, CG PAY AND PERSONNEL CENTER
Dept Benefitting: [000450 @, G PAY AND PERSONNEL CENTER
Dept Funding: [008176 /@, D3 PLNG & FORCE RDNS DIV (DX)

Days of ADT-AT Satisfied: 12| Govt Credit Card Holder: [

Authority (Ref): [

Auth. Official (Name, Rank): |
Linked Order (previous): ), Link Type: | v|

¥ Contingency
¥ Compliance

5l Save | [GhRetumtoSearch = 1] PreviousinList | 4] NextinList | & Refresh |

The cancellation will be completed using the Order Action drop-down.

Continued on next page



Cancel Reserve Active Duty Orders, Continued

Procedures,

continued

Step

Action

5

Draco Malfoy

Trans ID:

Order End Date:

# of Days / Term:

Empl Category:

Order Begin Date:

Duty Department:

) Travel

0

Notes IFunding I Leave

EMP

06/02/2014

06/13/2014

12

SEL

/" ShortTerm

Selected Reserve

Approval Audit

Empl ID: 1234567 Empl Record:

Order Action:

Amend Order

Cancel Order

Cancel Order and TONO
enerate

Order Type:

Order Status:

Print Order
Duty Type: Active Duty for Training-AT
Authority: 10 U.5.C. 12301(b)

TRAYPAY CAT: A Drilling Pay Status

e Check the Funding tab to verify if TONO and Accounting Data has been

issued.

e Click the Order Action drop-down
e Cancel Order -
o If TONO and Accounting Data has NOT been issued, Select the Cancel
Order option and click the Go button. Click the Save button. The Order
Status will update to Cancelled. No further action is required.
o If TONO and Accounting Data HAS been issued, select the Cancel Order
option and click the Go button. Click the Save button. The orders must be
routed for SPO Approval. After approval, the Order Status will update to
Cancelled. Report the cancellation to the source of the accounting data,
usually the District (DXR) so the Finance and Procurement Desktop (FPD)
system can be updated.
e Cancel Order and TONO — Do NOT use this option.

The Order Status will be updated to Cancelled.

) Travel

Draco Malfoy

Order Begin Date:

Order End Date:

# of Days / Term:
Duty Department:

Empl Category:

0

Notes

EMP

06/02/2014

06/13/2014

12

SEL

! ShortTerm

Selected Reserve

Funding Leave

Approval Audit

Empl ID: 1234567 Empl Record:

Order Action: | Cancel Order

Order Type: Reserve
Order Status: | Cancelled

Active Duty for Training-AT
10 U.5.C. 12301(b)
TRAYPAY CAT: A Drilling Pay Status

Duty Type:
Authority:
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