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Separation Reports Overview 

 
Introduction This guide provides the procedures for running Separation Reports in 

Direct Access (DA). 

 
Report 

Information 
• Separations by AD Term Date – Run this report after every monthly 

finalize to search for members coming up on their Expected Active 

Duty Termination Date for timely execution of extensions/re-

extensions, reenlistments, or separations. 

• Separation Request by Status – Run this report to verify that a 

separation request has been initiated by Personnel Service Center (PSC) 

for a member. 

• FSMS Separation Orders Extract – Run this report to view 

separation orders for a specific date range. 

• FSMS Separation Rqst Extract – Run this report to view separation 

requests entered by PSC. 

• Separations Summary Report – Run this report to display a 

member’s separation summary. If the member has multiple separations, 

they will all be listed. 

• Separations 30-year Retirement – Does not currently work. 

 
View Only 

Reports 
Currently the Separation Orders Extract option and the Separation 

Request Extract options are available for view only in DA.  

Be sure to use the FSMS reports to download the most current 

information.  
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Separations by AD Term Date 

 
Introduction This section provides the procedures for running the Separations by 

Active Duty Termination Date report. This report should be run after 

every monthly finalize to identify members coming up on their Expected 

AD Termination Date. 

 
Procedures See below. 

 

Step Action 

1 Click Separations tile. 

 
 

Then select the Separation by AD Term Date option. 

 
 

  

Continued on next page 
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Separations by AD Term Date, Continued 

 

Procedures, 

continued 
 

 

Step Action 

2 The Search screen opens in a new tab. Enter the Expected AD Term Date 

Between date and the and date. Entering additional search criteria is optional. 

Click View Results. 

 
 

3 The results can be saved to an Excel SpreadSheet, a CVS Text File or an 

HTML File. 
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Separation Requests by Status 

 
Introduction This section provides the procedures for running the Separation Request 

by Status report. 

 
Procedures See below. 

 

Step Action 

1 Click the Separations tile. 

 
 

Select the Separation Requests by Status option. 

 
 

 

  

Continued on next page 
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Separation Requests by Status, Continued 

 
Procedures, 

continued 
 

 

Step Action 

2 The Search screen opens in a new tab. Enter the Sep Date on or after date and 

the Sep Date on or before date. In the Regulatory Region field enter AD or 

select it from the lookup icon. Entering additional search criteria is optional. 

Click View Results. 

 
 

3 The results can be saved to an Excel SpreadSheet, a CVS Text File or an 

HTML File. 
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FSMS Separation Orders Extract 

 
Introduction This section provides the procedures for running the FSMS Separation 

Orders Extract report. 

 
Procedures See below. 

 

Step Action 

1 Click the Separations tile. 

 
 

Select the FSMS Separation Orders Extract option. 

 
 

  

Continued on next page 



29 December 2023 

7 

 

FSMS Separation Orders Extract, Continued 

 

Procedures, 

continued 
 

 

Step Action 

2 Currently the FSMS Report option is available on the same tab. The Separations 

Orders Extract option opens in a new tab. 

 

Enter the Sep Date on or after date and the Sep Date on or before date. In the 

Regulatory Region field enter AD or select it from the lookup icon. Entering 

additional search criteria is optional. Click View Results. 

 
 

3 The results can be saved to an Excel SpreadSheet, a CVS Text File or an 

HTML File. 
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FSMS Separation Rqst Extract 

 
Introduction This section provides the procedures for running the FSMS Separation 

Request (Rqst) Extract report. 

 
Procedures See below. 
 

Step Action 

1 Click the Separations tile. 

 
 

Select FSMS Separation Rqst Extract option. 

 
 

 

Continued on next page 
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FSMS Separation Rqst Extract, Continued 

 

Procedures, 

continued 
 

 

Step Action 

2 Currently the FSMS Report option is available on the same tab. The Separations 

Orders Extract option opens in a new tab. 

 

Enter the Sep Date on or after date and the Sep Date on or before date. Enter 

AD in the Regulatory Region field or select it from the lookup icon. Entering 

additional search criteria is optional. Click View Results. 

 
 

3 The results can be saved to an Excel SpreadSheet, a CVS Text File or an 

HTML File. 
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Separations Summary Report 

 
Introduction This section provides the procedures for running the Separation 

Summary Report. To view or print a separation Request/Authorization, 

see the Airport Terminal user guide. 

 
Procedures See below. 

 

Step Action 

1 Click the Separations tile. 

 
 

Select Separations Summary Report option. 

 
 

 

Continued on next page 

https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/guides/gp/spo/Separations/Airport%20Terminal.pdf
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Separations Summary Report, Continued 

 
Procedures, 

continued 
 

 

Step Action 

2 Enter the employee ID and click View Results. 

  
 

3 The results can be saved to an Excel SpreadSheet, a CVS Text File or an 

HTML File. 

 
 

 

 

 


