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Airport Terminal

This guide provides users with the ability to view arrivals and departures
in Direct Access (DA).

Access to the Airport Terminal is limited to authorized Command users
and those with the CGAIRTRM user role. To gain access to the Airport
Terminal, please refer to the Direct Access User Roles and Functions
user guide or complete a CG-7421B and ensure the appropriate roles are
selected.

Self Service users may access My Airport Terminal from their Employee
pagelet to view any Order assigned to that member only.
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https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SelfService/Member/Direct%20Access%20User%20Roles%20and%20Functions.pdf?ver=jR9YRFNM8DFZZuKd6f087A%3d%3d&timestamp=1605037745245
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SelfService/Member/SS%20-%20My%20Airport%20Terminal.pdf
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Accessing the Airport Terminal

Introduction

This section provides the procedures for Command users and those with

CGAIRTRM user role to access the Airport Terminal in Direct Access

(DA).
Procedures See below.
Step Action
1 There are two ways to access the Airport Terminal:

1. Select Airport Terminal from the Orders pagelet.

Orders =
PCS Crders (Wiew Cnly) Airport Terminal
Applicant Orders Contract Clauses

F5MS PCS Orders

f 3

2. From the Menu, select Orders > Airport Terminal.
Menu (=]

Search: @
My Favorites
Self Service
Self Service
Human Resources
Recruiting
Workforce Administration
Mohilization
Eenefits

Global Payroll & Absence
Magmt

Worlkforce Development
Enterprise Learning
Career Management

Orders
Setup

Reports

PCS Crders (Miew Only)
| Airport Terminal |

Applicant Orders

Self Service PCS Orders

FSMS Awaiting Funds
Report

FSM3 PC3S Orders

Continued on next page
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Accessing the Airport Terminal, Continued

Procedures,
continued
Step Action
2 The Airport Terminal will display. See Step 3 for a description of each field.

Airport Terminal Dept Run

Department: [ Q]

Relation Type:z From Date: :E‘J Action:
Order Status: :] To Date: I:lE‘J Reason Code: Ij]
Departures Arrivals
3
Field Description
Department | Enter unit Dept ID or use the lookup to search for it
Type Should be used for
HRS, ISC, Own | Orders for a specific Department ID
Relation Type Unit
Unit Rel Orders for all units falling under one
Parent Department 1D
Status Meaning
PCS/SEP Order — Order has been created
Authorized | RSV Order — Order has been authorized by
DXR
Cancelled | Orders have been cancelled
PCS Order — Member has departed old unit
Enroute | RSV Order — Member has departed on
orders
PCS Order — Member has reported to new
unit
Order Status RSV Order — All Actual Dates have been
Finished | completed and approved
SEP Order — Order has run through the
Orders Integration Process (Job row
written)
Proposed | RSV Order has initially been created
PCS Order — Order has been approved
RSV Order — Order is ready for the
Ready member to depart
SEP Order — Order has been approved
TAS Order — Order has been approved

Continued on next page
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Accessing the Airport Terminal, Continued

Procedures,
continued
Step Action
3
(cont.) Field Description

From/To Date | Select a date range to narrow the search results (optional)

Code Meaning
RWP Retirement with pay

TER Termination

XFR Transfer

Action

Code Meaning
DEA Death

DPT Departing Endorsement
DSC Discharge

EXT Extension

FLT Fleet Up

Reason Code PCS Permanent Change of Station
RES Resignation

RLD Release from Active Duty (RELAD)
RSV Reserve

RWP Retirement with pay

SEP Separation

TDY Temporary Duty

4 Once all the appropriate fields have been completed, click Departures or
Arrivals.
Airport Terminal Dept Run
Department: 046733 Q
Relation Type: From Date: |01/01/2022 |3 Action: Q
Order Status: E To Date: 06/30/2022 |[&] Reason Code: Q

Continued on next page
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Accessing the Airport Terminal, Continued

Procedures,
continued

Step Action

5 All Orders matching the Search Criteria entered in Step 4 will display. To
view a specific set of Orders, click the Order button located at the end of the

Personaize | Find | View 100 | (01 B Frst 4 15000700 5 Last
EmpllD Lsstheme FrstName Ramk  Smms  DuyType OO Acton 5" DSPS  nopering Doparment Tranaln  ESUMSEd  BeDorioD pepsing Deparment B | e
11234567 Washbume Zoe {hy Ready PCS XFR PCS O 5 EES:S MARIELOGISTICS 22 010812 COMMANDANT (CG-00E)

T Ready TAS XFR  TOY 007445

SEC SS MARIE LOGISTICS 570,000
DEPT

3 8527419 Frye Kaywinnet MKCM PCS XFR  PCS 000472 CGCMORRO BAY 048015 SOMMANDANT (CG-DCMS-DPR-, gy
4 9516237 Tam River SN PCS XFR PCS 2 CGC MORRO BAY 2022 009197 IS ASCHOOL
6 The Order will open in a new tab.
PCS Order || Notes | Funding || Approval | Audit
Empl ID: 1234567 Empl Record: 0
2764889 Order Action: | v] |Go]
Order Begin Date: 05/06/2022 Order Type: Permanent Change of Station
Order End Date: 05/13/2022 Order Status: Ready
PCS Basic Information
Current Department: 007445 SEC SS MARIE LOGISTICS DEPT Project Code: RA3 Q
Current Location Code: MI0108 CG UNITS-SAULT STE MARIE MI Task Code: RA
Current Position Number: 00025462 LOGISTICS DEPT HEAD Fund Source: O&S-Mil Py
Current Job Code: 000096 LT
Action: XFR |@Q Reason Code: PCS |Q Mutual Code:| Standard | Rotation Dt: 07/01/2024 |[5)
Authorizing Official: Inara Serra, YN1, USCG
Govt Credit Card Holder Is Travel Authorized for these Orders? Route for Approval
Itinerary Personalize | Find | 2| B First (0 1-40f4 () Last
;ﬁ? Travel Type TA:‘;folval Estimated Date  Actual Date Nature of Duty Deptid Description Position Description Location Description
e SEC SS MARIE CG UNITS-SAULT STE
1 Depart 05/06/2022 Depart LOGISTICS DEPT LOGISTICS DEPT HEAD MARIE MI
05/07/2022 Proceed Time
05/11/2022 Travel Time
COMMANDANT (CG- . DOUGLAS MUNRO
/. y
99 Report 05/13/2022 Duty 00E) COMMANDANT'S AIDE BUILDING
Travel Orders Find | View All First (40 10f2 » Last
*Seq Nbr: 1| Travel Type: | Depart v Trvi Approval: HE=
cincmnnn e nNTa4C
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Viewing/Printing Separation Orders

Introduction The Airport Terminal is another location to view/print Separation
Authorizations in Direct Access (DA) for those with the appropriate DA
user roles.

For more information on accessing Separation Authorizations and
Separation Orders, see the SPO Separations Transactions user guides
located on PPC’s webpage.

Procedures See below.
Step Action
1 Select Airport Terminal from the Orders pagelet.
Orders - &
PCS Orders (View Cnly)
Applicant Orders Contract Clauses
FSMS PCS Orders

2 Complete each field as appropriate, then click Departures. (For a description
of each field, see Step 3 of the Accessing the Airport Terminal section of this
guide).

Airport Terminal Dept Run

Department: | 046733 Q
Relation Type: From Date: |01/0122022 |[5] Action: “
Order Status: |:| To Date: 063002022 Eﬂ Reason Code: o

3 | All Orders matching the Search Criteria entered in Step 2 will display. To view
a specific set of Orders, click the Order button located at the end of the row.

Personalize | Find | View 100 || [ First ¢ 501-550 0f 703 i) ; Last
Onder Reason Depart Estimated  Reporting oo o Ecimated Position -
EmpIID LostName  FirstName Ramk  Stats  DutyType e’ Action emso DPSf  Departing Department Transip  Einated  Reporing eporting Department e oo Issus Date
505 5991162 Cobd Jame  ET3  Autnorized Sep TER DSC 044199 BASE CLEVESD (ESD) 2761922 03042022 044199 BASE CLEV ESD (ESD) 03042022 ovosonss 20222 [ Oree
5069876542 Washburne Hoban — AET2 Ready Sep TER RLS 000210 AIRSTADETROIT 2769574 041712022 000210 AIRSTADETROIT 7R 00011448 Tamae e or [ Orde
5078527419 Tam Simon  LCDR Authorized Sep RWP RWP 000210 AIRSTADETROIT 2758239 033112022 000210 AIRSTADETROIT o022 onotan PR
3 . WP RwP ooras; SEC LAKE MICH PREVENTION , a5q  SECLAKE MICH PREVENTION oo .- ; 012722
5087894563 Reynolds Malcolm  CDR  Authorized Sep RWP RWP 007851 SECI 2759193 06302022 007851 ot osz0022 00000z 34722 o | orce

Continued on next page
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Viewing/Printing Separation Orders, Continued

Procedures,
continued

Step Action
4 | The Order will open in a new tab.

e If the Authorization Created link is active, click it to open the Order and skip
to Step 6.

e If the Authorization Created link is not active, continue to Step 5.

Separation Details || Additional Info || Order Information || Order Travel

Order Notes || Leave Information || Order Approval | Order Funding | [}
Hoban Washburne Empl ID: 9876542

Empl Record: 0
Order Action: v] r

Trans ID: 27659574

Order Begin Date:  04/17/2022 Order Type: Separation
Order End Date: 04/18/2022 Order Status: Ready

Separation Details

Termination type code:  Releasze From Active Duty

Effective Date: 04/17/2022 Departure Date:
Separation Program MBK Completion of required active service
Designator:
Re-enlistment Code: RE1 Eligible for Reenlistment

Retirement

Relad
RELAD Reason: 61

DUE TO EXPIRATION OF ENLISTMENT[regular enlisted transferred
to reserve]
Employee Classification: |gp Individual Ready Reserve

Service Component: J Prior Sve CG Enl wiin 8 yr obl

Labor Agreement: EML Reserve Component Enlisted
Employee Category: IRR Individual Ready Reserve

Employee Subcategory: H Mo Drill Requirement
Discharge

Death

Save | |[@ Returnto Search | |[=] Notify =+ Add date/Displa & Include History iZ? Corect Histo

Continued on next page
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Viewing/Printing Separation Orders, Continued

Procedures,
continued

Step

Action

5

Using the Order Action drop-down, select Print Order an

d click Go.

NOTE: If the Order Action drop-down is disabled or unavailable, attempt

accessing it from the Order Audit tab. This may enable the Order Action drop-

%]
I

—04-16 Depart Separation

17 Report

r

Separation

003333 PPC AT

HOME SEFP MERS

Departure/Arrival Travel Details:

down.
Separation Details Additional Info Order Information Order Travel Order Notes Leave Information Order Approval Order Funding D]
Hoban Washburne Empl ID: 9876542 Empl Record: 0
Trans ID: 2769574 Order Action: hd
Order Begin Date:  04/17/2022 Order Type: | amend Order
. e . JCancel Order
Order End Date: 118/ Order Status:
Dangiz022 Cancel Order and Funding
Separation Details Primt Order
Termination type code:  Release From Active Duty
Effective Date: 041712022 Departure Date: 03/07/2022
Separation Program MEK Completion of required active service Authorization Created
Designator:
Re-enlistment Code: RE1 Eligible for Reenlistment
Retirement
Relad
RELAD Reason: 61 DUE TO EXPIRATION OF ENLISTMENT[regular enlisted transferred
to reserve]
Employee Classification: gz Individual Ready Reserve
Service Component: J Prior Svc CG Enl wiin 8 yr obl
Labor Agreement: ENL Reserve Component Enlisted
Employee Category: IRR Individual Ready Reserve
Employee Subcategory: H Mo Drill Requirement
Discharge
Death
[t Return to Search =] Notify e Add Jej Include History
6 | The Order (PDF) will open in a new tab.
LS. DEPARTMENT Issue Dt:
OF HOMELAND STANDARD TRAVEL ORDER 2022.01-12
SECURITY U5
COAST GUARD 9876342 O Hoban Washbu BET2 M CG
CG-5131 (rev. 06-04) | Current Duty Station: 000210 ZIR STE DETROIT MI 49783
CG Trans ID: 2765574 Order Type: Separaticon
Order Status: Ready Period of Travel: 2022-04-17 to 2022-04-18
Rotation Dt: sovt. Credit Card Holder:
Travel Itinerary and Authorized Absences:
Date Type Duty/Leave Days Department Position
Terminal Leave
2022-01-13 INCONUE 94

00034143 OPS UNIT

Travel & Per Diem Details:
Primary Mode of Travel:
Commercial Carrier (subj to reimbursement):

Authorized Private Owned Convevanee (PO R

Report To:
Department: 003333 PEC AT HOME SEP MERS Est Report Date: 2022-04-17
Location: KS0001 CG UNITS-TOPEEA KS Position:
Address: 444 SE QUINCY ST Nature of Duty: Separation
TOPEKA, KS GEE83 Revisi

Medical Travel/Escort:

Owvernioht






