27 September 2023

Airport Terminal

Introduction

Changes to

Direct Access

Homepage

Procedures

This guide provides the procedures for you to access the Airport Terminal
(to view your Orders) in Direct Access (DA).

You will notice a change in how Direct Access displays upon login. There
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is a new “hover” feature that shows what is covered under a particular tile
as your mouse moves over the tile as shown below.

See below.
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2 Click on the Member Career Details tile.

Continued on next page
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Airport Terminal, Continued

Procedures,
continued

Step

Action

3

Select the Airport Terminal option.
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The Airport Terminal will display. Click Departures.

Airport Terminal

From Date:

Order Status: I:I To Date:

Departures

EH  Action: Q
E Reason Code: Q
Arrivals

A list of any Orders will display. To view a set of Orders, click Order located

at the end of each row.

EmplID  LastName  FirstName Rank  Status Duty Type %’S:’
11234567 Washoume Zoe L7 Ready PCS

21234567 Washbume Zoe LT Ready TAS

Action

XFR

XFR

Reason Depart
Code  Depiid

PCS 007445

TDY 007445

Departing Department Trans ID

SEC 55 MARIE LOGISTICS
DEPT 2764889

SEC SS MARIELOGISTICS 5764755

Estimated  Reporting p_o oo nievartment Estimated

Depart Date  DeptiD

106, MMANDANT (CG-00E) 05/13 ’ 0211322
051062022 010812  COMMANDANT (CG-00E) 05/132022 00012210 o 057 gy A | Order]

0212712022

Personalize | Find | ViewAl | (0] B8 First (4 1-20f2 (b Last

Position
Report Date  Number %€ Date Doy

02112122

(22b2022 11:38:41.623530PM

Order

Continued on next page
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Airport Terminal, Continued

Procedures,
continued
Step Action
6 | The Order will open in a new tab. See the chart below to determine the status of
the Order.
PCS Order Motes Funding Approval Audit
Zoe Washburne Empl ID: 1234567 Empl Record: 0
Trans ID: 2764889 Order Action: v] |&oj
Order Begin Date:  05/06/2022 Order Type:  Parmanant Change of Station
Order End Date: 05/13/2022 I Order Status: Ready I
PCS Basic Information
Current Department: 007445 SEC S8 MARIE LOGISTICS DEPT Project Code: RA3 Q
Current Location Code: MID108 CG UNITS-SAULT STE MARIE MI Task Code: RA
Current Position Number: 00025462  LOGISTICS DEPT HEAD Fund Source: 0&S-Mil Py
Current Job Code: 000096 LT
Action: XFR |@Q  Reason Code:|PCS | Mutual Code: Rotation Dt: 07/01/2024 |

Authorizing Official:
[ Govt Credit Card Holder

Inara Serra, YN1, USCG

Is Travel Authorized for these Orders? Route for Approval

Personalize | Find | (2| [

Itinerary First (1) 1-40f4 (r Last
hslf:rcr‘ Travel Type E;:{lm Esfimated Date  Actual Date  Mature of Duty Deptid Description Position Description Location Description
1 Depart 05/06/2022 Depart fggg?ggﬁggp‘r LOGISTICS DEPT HEAD ﬁiRUE rTﬂ?'SAULT STE
05/07/2022 Proceed Time
0s/M11/2022 Travel Time
99 Report 051312022 Duty (D:{‘):'E"‘_""""'*“DANT':CG' COMMANDANT'S AIDE ES'“L(DB‘LJCS LT
Travel Orders Find | View All First (4) 1072 (b Last
*Seq Nbr: 1] Travel TYDEI Trvl Approval: =
Order Status Meaning
Authorized PCS/SEP Order — Order has been created.
RSV Order — Order has been authorized by DXR.
Cancelled Orders have been cancelled.
En route PCS Order — Member has departed old unit.
RSV Order — Member has departed on orders.
Finished PCS Order — Member has reported to new unit.
RSV Order — All Actual Dates have been completed and
approved.
SEP Order — Order has run through the Orders Integration
Process (Job row written).
Proposed RSV Order has initially been created.
Ready PCS Order — Order has been approved.

RSV Order — Order is ready for the member to depart.
SEP Order — Order has been approved.
TAS Order — Order has been approved.




