
PCS Orders 

Overview 

  

Introduction This guide provides the procedures for completing the following types of Orders 

for Enlisted, Officer and Reserve members: 

 Permanent Change of Station (PCS) 

 Extensions (EXT) 

 Fleet ups (FLT) 

 Humanitarian Assignment (HUMS) 

 Interoffice transfers  
The same procedures should be followed for completing orders for NOAA and 

PHS members.  

 

Note: Only Assignment Officers should create PCS Orders.  

  

References The following references provide additional information on PCS entitlements and 

regulations: 

~Joint Federal Travel Regulations, Volume 1 

~Military Assignments & Authorized Absences, COMDTINST M1000.8A 

~Personnel and Pay Procedures Manual, PSCINST Ml000.2 (series) Ch 2  

  

Airport 

Terminal 

Travel Orders issued by the Assignment Officer will appear in the Airport 

Terminal in an Authorized status. After the PCS Orders are approved, the 

Estimated Depart and Report dates will update in the Airport Terminal. See the 

Airport Terminal user guide for detailed information. 

  

TONO 

Accounting 

Data 

The Travel Order Number (TONO) and Accounting Data are auto generated 

when the Assignment Officer issues the order.  

  

Assignment 

Officer 

Remarks 

Order Notes entered by PSC (OPM/EPM/RPM) Assignment Officers shall not be 

modified or deleted. 

  

Cancelling an 

Order 

If the PCS Order is in an Authorized or Ready status, only PSC Assignment 

Officers can cancel the order and/or TONO. If the orders are in an En Route or 

Finished status, the Servicing Personnel Office must cancel the order. 
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http://www.defensetravel.dod.mil/perdiem/trvlregs.html
http://www.uscg.mil/directives/cim/1000-1999/CIM_1000_8A.PDF
http://www.uscg.mil/directives/cim/1000-1999/CIM_1000_8A.PDF
http://www.uscg.mil/ppc/guides/gp/spo/PCS/Airport%20Terminal.pdf


PCS Orders 

  
Procedures This section provides the procedures on how to complete a PCS Order in 

Direct Access. 

 

Step Action 

1  Click on the PCS Orders link in the Orders Pagelet.  

 
 

2 Enter the member’s Empl ID. Then click Search. Click on the appropriate 

orders from the Search Results. (Do NOT use the Add a New Value tab.) 

 
 

3 Type in the Authorizing Official’s name. 

 
 

 

 Continued on next page 

 



PCS Orders, Continued 

  
Procedures, 

continued 
 

 

Step Action 

4 In the Travel Orders section, enter the member’s expected depart date in the 

Estimated Date field.  

 
 

Note: Leave the Actual Date field blank. This date is entered when the 

Departing endorsement is routed. 

5 Then select the View All link (this will open both the Depart and Report travel 

rows).  

 
 

 

 Continued on next page 

  



PCS Orders, Continued 

  
Procedures, 

continued 
 

 

Step Action 

6 In the Report travel row, enter the member’s expected report date in the 

Estimated Date field.  

 
 

7 Then enter the member’s travel delay in the Delay En route section.  

 
 

Notes:  
*These dates cannot overlap with existing Absence Requests. 

*If the member has planned TDY en route, use the Formal Training option to 

account for that delay. If the member has multiple leave periods, combine the 

leave into one row and place it before the Formal Training. Then break down 

the Delay En route in the Order Notes. 

*For Orders involving leave only, use the Actual Day of Report option to 

avoid a system error. 
 

 Continued on next page 



PCS Orders, Continued 

  
Procedures, 

continued 
 

 

Step Action 

8 When entering the Delay En route, the first Begin Date needs to start the day 

after the Estimated Date to Depart. The last End Date needs to be the same as 

the Estimated Date to Report. 

 
 

9 If the member has dependents, select the arrow to open the Dependents 

Authorized for Travel section. Skip to Step 11 if the member has no 

dependents.  

 
 

 

 Continued on next page 



PCS Orders, Continued 

  
Procedures, 

continued 
 

 

Step Action 

10 Check the Auth for Travel box for each dependent that is authorized to travel. 

If the dependents are not listed, use the look up to search for each dependent 

and then select the Auth for Travel box for each one. 

 
 

11 Click the Save button at the bottom of the page.  

 
 

Note: The below message will appear anytime the Estimated or Actual Dates 

have been changed. Click OK. 

 
 

 

 Continued on next page 

  



PCS Orders, Continued 

  
Procedures, 

continued 
 

 

Step Action 

12 Scroll up to the middle of the page to notice the Itinerary has updated.  

 
 

13 Now click on the Notes tab at the top of the page.  

 
 

 

 Continued on next page 

  



PCS Orders, Continued 

  
Procedures, 

continued 
 

 

Step Action 

14 Scroll down to the Contract Clauses section. The order notes that the Detailer 

entered will be there (these are not allowed to be edited). Click the plus button 

to add a new order note.  

 
 

15 Enter the appropriate order note and edit as necessary.  

 
 

When finished, select the View All link to view all of the order notes. 
 

 Continued on next page 

  



PCS Orders, Continued 

  
Procedures, 

continued 
 

 

Step Action 

16 Adjust the Sequence Numbers to reflect the order in which the order notes 

will print on the travel orders.  

 
 

17 Select the Route for Approval button located in the PCS Basic Information 

section.   

 
 

Note: If the Authorizing Official used the Push Back Button for changes to be 

made, the Orders will need to be resubmitted through the Approval tab. 
 

 Continued on next page  



PCS Orders, Continued 

  
Procedures, 

continued 
 

 

Step Action 

18 Use the Approval Type drop-down to select PCS Travel Details Approval. 

 
 

The Deptid of the approving SPO will default in the Dept of Approving SPO 

field (if not enter it here). Now click the Submit button.  

 
 

 

 Continued on next page 

  



PCS Orders, Continued 

  
Procedures, 

continued 
 

 

Step Action 

19 Once submitted, this will appear to show it’s been routed for approval. 

 
 

20 To Print a copy of the Order, either refresh the page (F5) or exit the 

transaction and go back into it. When back in the transaction, use the Order 

Action drop-down to select Print Order. Then press Go.   

 
 

 

  

  



No Cost Orders 

  
Procedures This section provides the procedures on how to complete a No Cost Order, 

including: 

 Extensions 

 Fleet Ups 

 Hums 

 Interoffice Transfers 

 Reserve PCS 

 

Step Action 

1 Click on the PCS Orders link in the Orders Pagelet.  

 
 

2 Enter the member’s Empl ID. Then click Search. (Do NOT use the Add a 

New Value tab.) 

 
 

  

 Continued on next page 

  



No Cost Orders, Continued 

  
Procedures, 

continued 
 

 

Step Action 

3 Type the Authorizing Official’s name in the field. Then select the Route for 

Approval button.   

 
 

4 Now on the Approval tab, use the Approval Type drop-down to select PCS 

Travel Details Approval.  

 
 

  

 Continued on next page 

  



No Cost Orders, Continued 

  
Procedures, 

continued 
 

 

Step Action 

4 (cont) Verify the Deptid of the approving SPO. Then click Submit.  

 
 

5 This will appear to show it has been routed for approval. 

 
 

6 After the travel orders are approved, go back into the transaction. Begin by 

selecting the View All link in the Travel Orders section.  

 
 

  

 Continued on next page 



No Cost Orders, Continued 

  
Procedures, 

continued 
 

 

Step Action 

7 Enter the Actual Dates to Depart and Report.  

 
 

8 If the member is taking any leave, enter it in the Delay En route section. If 

the Actual Depart and Report dates are not the same, use the Actual Day of 

Report option to account for the reporting day. 

 
 

Then select the Route for Approval button located in the Seq Nbr 99 Report 

row (selecting the Route for Approval button from the last Seq Nbr will route 

all pending travel rows). 

  

 Continued on next page 



No Cost Orders, Continued 

  
Procedures, 

continued 
 

 

Step Action 

9 The Approval Type will default to Multiple Trvl Endorsements. Verify the 

Deptid of the approving SPO and then click Submit.  

 
 

  

  


