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Separation Order - Cancelling 

 
Introduction This guide provides the procedures for Cancelling a Separation order in 

Direct Access (DA). 

 
Important 

Information 
Cancelling an Order should be performed if the Separation will no longer 

take place.  Orders cannot be deleted in DA.  The Cancel Action will 

inactivate the Separation Order, keeping a record in the system for future 

reference. 

 
Before You 

Begin 
When a situation requires a Separation Order be completely cancelled, 

the process depends on how the Order initiated and the current status of 

the Order. 

 

In all cases where a Separation Request was created, the Separation 

Request must be cancelled by PSC before the Separation Order may be 

cancelled. 

 
Results of a 

Cancellation 
Once the cancellation has been approved by a SPO Auditor, the Order 

Status will update to ‘Cancelled’. 

 

If the initial Separation Order was already Finished (processed) and a 

Separation Job Data row exists, the cancellation will delete the Job Data 

row. 

 

NOTE: PPC (MAS) MUST be notified via a Customer Care Ticket 

to manually update any remaining Leave or other payroll 

information.  MAS will manually adjust the leave accumulators and 

will set up any in-service debt to collect the Lump Sum Leave sale (if 

applicable). 

Continued on next page 
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Separation Order - Cancelling, Continued 

 
Process The following chart explains the Cancellation process based on the User 

Roles involved and the Order Status. 

 

SEP 

Request 

Order 

Status 

PSC User SPO User SPO Sup PPC 

(MAS) 

Yes Authorized Cancels Sep 

Req, SEP Order 

is automatically 

cancelled 

   

Yes Ready Cancels Sep 

Req, Contacts 

SPO to cancel 

Sep Order 

Initiates 

Cancel Order 

process, 

submits for 

Approval 

Approves 

Cancelled 

Sep Order 

 

Yes Finished Cancels Sep 

Req, Contacts 

SPO to cancel 

Sep Order 

Initiates 

Cancel Order 

process, 

submits for 

Approval 

Approves 

Cancelled 

Sep Order, 

Job Row is 

removed 

Cleans up 

any leave or 

DA 

information 

No Authorized  Cancels Sep 

Order, No 

Approval 

Required 

  

No Ready  Initiates 

Cancel Order 

process, 

submits for 

Approval 

Approves 

Cancelled 

Sep Order 

 

No Finished  Initiates 

Cancel Order 

process, 

submits for 

Approval 

Approves 

Cancelled 

Sep Order, 

Job Row is 

removed 

Cleans up 

any leave or 

DA 

information 

 

Continued on next page 
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Separation Order - Cancelling, Continued 

 
Procedures See below. 

 

Step Action 

1 Click the Separations tile. 

 
 

2 Select the FSMS Separation Orders option. 

 
 

 

Continued on next page 
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Separation Order - Cancelling, Continued 

 
Procedures, 

continued 
 

 

Step Action 

3 Enter the member’s Empl ID and click Search. 

 
 

4 On the Separation Details tab:  Using the Order Action drop-down, select 

Cancel Order and click Go.   

 
 

 

Continued on next page 
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Separation Order - Cancelling, Continued 

 

Procedures, 

continued 
 

 

Step Action 

5 Enter Comments explaining the reason for the cancellation request, then click 

Submit. 

 
 

6 Once submitted, the SEP Order Cancel Request will be Pending approval. 

 
 

 

Continued on next page 
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Separation Order - Cancelling, Continued 

 

Procedures, 

continued 
 

 

Step Action 

7 Upon approval by the SPO Auditor, the Order Status will indicate “Cancelled”. 

 
 

 

 


