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29 December 2023

Separation Reports Overview

This guide provides the procedures for running Separation Reports in
Direct Access (DA).

e 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.

e Separation Request by Status — Run this report to verify that a
separation request has been initiated by Personnel Service Center (PSC)
for a member.

o FSMS Separation Orders Extract — Run this report to view
separation orders for a specific date range.

e FSMS Separation Rgst Extract — Run this report to view separation
requests entered by PSC.

e Separations Summary Report — Run this report to display a
member’s separation summary. If the member has multiple separations,
they will all be listed.

e Separations 30-year Retirement — Does not currently work.

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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% Separation Request Extract
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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.

Separations

©

Then select the Separation by AD Term Date option.

| DD214 Form

1 Separation Orders (View Only)

5| Separation Orders Extract

1 Separation Request Extract

| Separation Requests by Status

1 Separations 30-year Retirement

FSMS Separation Orders

FSMS Separation Orders Extract

FSMS Separation Rqgst Extract

FSMS Separation Rgst/Auth

51 Separations By AD Term Date

Separations Summary Report

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.

CG_SEP_BY_AD_TERM_DT - Sep by Expected AD Term Date

*Expected AD Term Date Between
*and

Enter E, O, W or U for Unknown
Reg Reqgion

Empl Class

Set 1D (Use 00010 for CG)

SPO Dept

Company

View Results

11/01/2023
11/30/2023

E
L

a
Q
a

Q

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

HTML File.

Download resulis in I Excel SpreadSheat CSV Text File XML File Ii?? kb)

View All

Row o'lge' .f:‘:lt; Name 1] Dept ID Dept Name Grade pSI::. Empl Class Company 'E:rll)nﬁg Exmeoss
. Peter Parker agr CO STAST Active 3 510472 11/06]
1 2 MK3 1111111 048896 | ') o B4 ENL comconent ACG 1110172023 11/0612025
T e Active
2 2 sz TonyStark 2222222 (008345 ANCHORAGE ~ E4  ENL oor  ACG 1110172023 08/16/2025
INTEL STAFF [
, >n7g BASE PORT Active LG 1012023 | D114
3 2 ¥YN3 EmmaFrost 3333333 042029 po iy ppy B4 ENL oo onent ACG 1110172023 0171472027
AM OPBAT Active P A7
4 2 AMT2 CarolDanvers 4444448 002169 g ooor ES  ENL component ACG 1110172023 03/13/2024
CGSTA Active 5 , 1147309
7 -G 1101720 114/
5 2 SN Emma Frost 5555555 000537 pcoerre B EML Component ACG 1110172023 02/14/2026

Request
Effat

Request
Type:
Code

R
El
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Separation Requests by Status

Introduction

by Status report.

This section provides the procedures for running the Separation Request

Procedures See below.
Step Action
1 | Click the Separations tile.

Separations

©

| DD214 Form

| FSMS Separation Orders

| FSMS Separation Orders Extract

| FSMS Separation Rgst Extract
51 FSMS Separation Rgst/Auth

i1 Separation Orders (View Only)

1 Separation Orders Extract

i1 Separation Request Extract

| Separation Requests by Status

51 Separations 30-year Retirement

i1 Separations By AD Term Date

i Separations Summary Report

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.

CG_SEP_RQST_BY_STATUS - Request by Status

*Sep Date on or After | 11/01/2023 E{J
*Sep Date on or Before [11/30/2023  |[5]
*Requlatory Region |AD Q
Request Type Code &)

Request Status &)
Company Q

View Results

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

Downioad results in § Excel SpreadSheet CSV Text File XML File 74 kb)
View Al First 1-100 of 142 Last
Sep Rast Sep
. equence Business  Job . . . eque .t Req .

Row SepEffdt Sequence Emplid Name he Coge Rank DeptiD Company Type Sep Type Descr Toe | RewertTyoeOeser G, | Swbmied | Apory Oute Action Data| Poy | Borus
11012028 0 1111111 Parker,Peter OFFCG 000095 LCOR 000495 ACG 245 Relired Recal MSEP ey Approved 052312022 111052021 N

2 1/01/2023 OFFCG 000093 CAPT 003333 ACG 245 Retired Recall VSEP Cancelled 10052022 09/09/2021 N

3 110172023 WARCG 201305 ELC4 048001 ACG 214 RET-Man.CWO.30y1s MSEP o Approved 07/1472023 0711472023 N

4 11012023 ENLCG 420593 OS1 004708 ACG 104 20 Yr Ret RET Approved 05/12/2022 05/2312022 05/23/2022 N

5 11012023 ENLCG 455302 AETC 002169 ACG 104 20 YrRet RET e Approved 11/0772022 11/20/2022 1172012022 N

6 11012023 WARCG 204007 0SS2 007491 ACG 213 RET-Vol.CWO.20yrs VSEP ;';'DL;:"EP Approved 11/02/2021 09/22/2022 0912212022 N
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FSMS Separation Orders Extract

Introduction

Orders Extract report.

This section provides the procedures for running the FSMS Separation

Procedures See below.
Step Action
1 | Click the Separations tile.

Separations

Select the FSMS Separation Orders Extract option.

7 DD214 Form

1 FSMS Separation Orders

1 FSMS Separation Orders Extract

1 FSMS Separation Rgst Extract

1 FSMS Separation Rgst/Auth

1 Separation Orders (View Only)

-1 Separation Orders Extract

- Separation Request Extract

1 Separation Requests by Status

1 Separations 30-year Retirement

1 Separations By AD Term Date

1 Separations Summary Report

Continued on next page
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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.

CG_FMS_SEP_ORDERS_EXTRACT - FSMS Separation Orders Extract

*Sep Date on or After | 11/017/2023 E{J
*Sep Date on or Before | 11/307/2023 Eﬂ

*Regulatory Region |AD Q

Order ID 0|3,
Empl ID QL
Order Status &)
Set ID {Use 00010 for CG) Q
SPO Dept or Parent Dept QL
Company &'

View Results

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

Downioad results in IEw:e\SpreaneneeA €SV Text File XML File Iinnn

sP0
Parent Dept t Marms mplid | ETPI jam NENCR e e in Date  End Dat
Row OwerlD Parsnt DeptiD  Depthame | Empld pocly — Mame Woe  Statge SeuinDab d Date

1 |oomssanlLow 1 BASE NOLA N . _ 12023 eetireme
1 2765488 LEVEL1 2311 qpo oo 0 GreyJean Sep Finiched 10172023 oy oot
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FSMS Separation Rgst Extract

Introduction

Request (Rgst) Extract report.

This section provides the procedures for running the FSMS Separation

Procedures See below.
Step Action
1 | Click the Separations tile.

Separations

©

| DD214 Form

FSMS Separation Orders

FSMS Separation Orders Extract

FSMS Separation Rgst Extract

1 FSMS Separation Rgst/Auth

E Separation Orders (View Only)

1 Separation Orders Extract

F1 Separation Request Extract

F1 Separation Requests by Status

E Separations 30-year Retirement

E~ Separations By AD Term Date

F Separations Summary Report

Select FSMS Separation Rqgst Extract option.

Continued on next page



29 December 2023

FSMS Separation Rgst 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 Regi

on field or select it from the lookup icon. Entering

additional search criteria is optional. Click View Results.

CG_FMS_SEP_RQST_EXTRACT - FSMS Separation Rgst Extract

*Sep Date on or after| 11/01/2023 Ei;]
*Sep Date on or before| 1173002023 Eﬂ

View Results

*Requlatory Region| AD &}
Fequest Type Code &'}
Request Status ')
SPD Code ')
Company QL

The results can be saved to
HTML File.

an Excel SpreadSheet, a CVS Text File or an

Row| Soperation TE;‘:“‘DD‘ Sequence Emplid Name Sex

1170172023 10/31/2023 01234567 Parker,Peter Male
2 11/01/2023 10/31/2023 01212121 Banner,Bruce Male
3 11/012023 10/3172023 09876543 StarkAnthony  Male

Download results in :| Excel SpreadSheet CSV Text File XML File (340 ko)

DeptID Birthdate Order ID Document ID POET Rank DeptlD Department Con

000495 08/02/1972 2772836 70Z0SEP220067458 UCGIOHOMPC75110TRAIN21002322SEPRETIR LCDR 000495 OL-FC-NAV AC

003333 07/06/1963 2 27 CAPT 003333 PPCATHOM AC

049001 08/16/19¢ 0Z0SEP230097384 UCGIOHOMPC7009845XXX21002323SEPRETIR ELC4 049001 COMMANDANT AC
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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.

Separations

©

Select Separations Summary Report option.

| DD214 Form

FSMS Separation Orders

FSMS Separation Orders Extract

FSMS Separation Rgst Extract

FSMS Separation Rgst/Auth

F1 Separation Orders (View Cnly)

F| Separation Orders Extract

1 Separation Request Extract

F| Separation Requests by Status

1 Separations 30-year Retirement

51 Separations By AD Term Date

5 Separations Summary Report

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

29 December 2023

Separations Summary Report, Continued

Procedures,
continued
Step Action
2 | Enter the employee ID and click View Results.

CG_SEP_SUMMARY_RPT - Separation Summary Report

*|D | 1234567 3,
View Results

Row ID Empl Record Separation Effdt Rqgst Type Code Request

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

CG_SEP_SUMMARY_RPT - Separation Summary Report

View Resus
p— I -

11



