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Contract Data - Approval 

 
Introduction This guide provides the procedures for approving a contract for a 

member in Direst Access (DA). 

 
Information DO NOT approve the contract until you have viewed a signed copy of 

the DD-4. 

 
Error – 

Document Not 

Found 

If an Extension (EXT) approval request does not appear in the View My 

Requests (Requests I am approver for) list even though it has been sent 

for approval:   

1) The SPO Technician will need to return to the member’s Contract 

Data and review the Audit tab.  The Audit tab will indicate what 

changes were made.  

2) The SPO Technician will then need to undo those changes and re-

send for approval.   

3) Once the SPO Auditor receives the EXT request, they must Deny it.  

4) Once denied, the SPO Technician can return to the member’s 

Contract Data and update the Extension request with the appropriate 

information and then re-submit for approval. 

 
Procedures See below. 

 

Step Action 

1 Navigate to Member Self Service via the drop-down or by page arrows.  

 
 

2 Click on the Requests (all types) – View tile. 

 
 

  

Continued on next page 
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Contract Data - Approval, Continued 

 
Procedures, 

continued 
 

 

Step Action 

3 Select the Requests I am Approver For radio button.  Use the instructions on 

the page to narrow your search results and click Populate Grid. 

 
 

3 Click the Approve/Deny link for the contract you are approving (Example is an 

approval for a Re-extension). 

 

NOTE:  If the EXT request is not listed but the SPO Technician confirms it was 

sent for approval, see the Error – Document Not Found information. 

 
 

  

Continued on next page 



20 October 2023 
 

3 

 

Contract Data - Approval, Continued 

 
Procedures, 

continued 
 

 

Step Action 

4 Enter Comments (if applicable) and click Approve or Deny (deny returns the 

contract to the HRS user). 

 
 

 

5 The contract is Approved.  It is good practice to navigate back to the Mbr 

Service Dates tab in Contract Data and ensure the dates (Expected AD Term 

Date and Expected Loss Date) have updated correctly. 

 
 

  

 


