
Approving Separation Orders 

Overview 

 
Introduction This section provides the procedures for Approving Separation Orders in 

Direct Access. 

 
Before you 

begin 
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. 

 
Order Status  

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 
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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.  

 
 

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

 
Procedures, 

continued 
 

 

Step Action 

3 Select Requests I 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.  

 
 

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

 
 

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

Orders.  
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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.  

 
 

  

 


