
How to Look up a Unit’s SPO  

  
Introduction This guide provides the procedures for looking up a Unit’s SPO in Direct 

Access (DA) using the Airport Terminal. 

  
Procedures See below. 

 

Step Action 

1 Select Airport Terminal from the Orders pagelet. 

 
 

2 Select the Dept Run tab. 

 
 

3 Relationship Type – Select HRS from the drop-down. 

 
 

  

 Continued on next page 
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How to Look up a Unit’s SPO, Continued 

  
Procedures, 

continued 
 

 

Step Action 

4 Department – Enter the Department ID of the Unit you are trying to find the SPO 

for and click Execute. 

 
 

5 The Unit’s SPO will be listed under the Parent Dept ID Description column 

(there are 33 different columns). Reference the Standard Distribution List (SDL) 

or contact the SPO via their Email address in CG Portal to determine the most up-

to-date mailing address. 
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