PCS Orders-Depart

Overview

Introduction This guide provides the procedures for completing a PCS Departing
endorsement in Direct Access.

CANCELLATIONS: Assignment Officers can cancel PCS orders in an
Authorized or Ready Status. SPOs can cancel PCS orders in an En Route
or Finished status.

Before you The Departing endorsement cannot not be completed before the PCS
begin Orders are approved. The actual depart date cannot be future dated and can
only be entered on the day of departure or after.

After the Be sure to review the PCS Entitlements Auto Start-Stop guide to check if
Departing  there are any entitlements that need to be manually adjusted by the
endorsementis  Seryicing Personnel Office.
approved
Procedures See below.
Step Action
1 Click on the PCS Orders link in the Orders Pagelet.
Orders =]
Airport Terminal
2 Enter the member’s Empl ID. Then click Search.
PCS Orders

Enter any information you have and click Search. Leave fields blank for a list of all values.

b Add a New Value
L

Maximum number of rows to return (up to 300): (300

Empl 1D: [ begins with v [1234567 ]
Empl Record:|= ¥ | @,
Trans ID: E v |

Begin Date: |[= v | E‘g
End Date: - v | El

National ID:  [begins with ||
Name: begins with ||
Last Name: [begins with w||

[Icase Sensitive

Clear | Basic Search Igl.r" Save Search Criteria

Continued on next page


https://www.uscg.mil/ppc/guides/gp/spo/PCS/PCS%20Entitlements%20Auto%20Start-Stop.pdf

Overview, Continued

Procedures,
continued

Step Action

3 In the Travel Orders section, enter the member’s Actual Date to depart (this
date can only be entered on the actual day or later. It cannot be future dated).
Then click the Route for Approval button located in the Seq Nbr 1 Depart

= H‘:f' ;’:;’ﬁ)'va‘ Estimated Date S0 Nature of Duty Deptid Description Position Descripti Location
MARITIME LAW ENF
1|Depart 06/02/2014 Duty ME A SCHOOL MLE/FP MEMBER ACADEMY
06/02/2014 Leave INCONUS
06/06/2014 Proceed Time
06/10/2014 Travel Time
CG MSST SAN
99 Report 06/12/2014 Duty MSST SF MLE/FP DIV | MLE/FP MEMBER FRANCISCO
Travel Orders Find | Viewall First 1] 102 O Lagt
FSeq Nbr: 1I Travel Type: | Depart | Trvl Approval: FHE=
Estimated Date: [06/02/2014 |5 Department: 036471 @, MEASCHOOL
Actual Date: 06/02/2014 I Location: SC0064 @, MARITIME LAW ENF ACADEMY
Nature of Duty: |Duty v Position Number: 00070849 &, MLE/FP MEMBER
Posn Job Code: 480095 Third Class Maritime Enf Spec
Other Location: [ME A SCHOOL I Route for Appmvﬂ
} Travel Details
¥ Additional Authorized Expenses

4 The Approval Type should default to Travel Order Depart Endorsement.
Verify the Deptid of the approving SPO and then click Submit.

PCS Order | Motes | Funding Audit

EmplID: 1234567 Empl Record: 0
Trans ID: 2097828 Order Action: [ v
Order Begin Date: 06/02/2014 Order Type:  Permanent Change of Station
Order End Date: 06/12/2014 Order Status: Ready

Route for Approval

o

Approval Type: | Travel Order Depari Endorsement |
User ID:

Dept of Approving 007173 @, SECTOR MIAMI
éagl:mem: <Enter Comments>

I Submit I

[Travel Departing Approval

One Approval Level

Pending

G) Multiple Approvers
SPQO Supervisor

= Comments

Emmett Cullen at 06/02/2014 - 10:45 AM
=Enter Comments=

= PCS Departing Endorsement:Pending (2 ViewHide Comments

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




