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Part IV, PCS Transfer

Overview

Introduction This Chapter covers the PCS transfer process.

Contents This volume contains the following chapters.
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Part IV, PCS Transfer
Chapter 1, Airport Terminal

The Airport Terminal provides commands with the ability to view and
process arrivals and departures of personnel. The Airport Terminal lists
ordersfor al personnel. Usethe Airport Terminal By Employee if you need
to quickly verify the status of ordersto an individual. Usethe Maintain
Travel orders function to view, modify and e-mail orders.

Accessto the Airport Terminal is limited to authorized Command Users,
Assignment Officers, PERSRU, HQ, CG PSC, TQC and Training Center
staffs. To be designated a Command User complete a User Access Form and
submit to PPC Personnel Support & Reporting (PS&R) at 785-339-2297.
Click here to open the access form (CG 7421B).

1. Complete Items 1 through 6.

2. Choose the appropriate User Role -- "Command User".

3. Print theform

4. Have the authorization official sign and date item 8 (Note that “By
direction” is not authorized. Only the CO/OIC, XO/XPO, Group
Admin/Personnel Officer or aHQ/CG PSC/MLC/AREA/DIST
Branch Chief may authorize system access).

5. User should sign and date item 10.

6. Fax form to Personnel Support and Reporting at 785-339-2297.

Retain the original form until the member/employee departs the unit (transfer,
discharge, etc.), or the designation is otherwise terminated or revoked. To
terminate Command User designation and privileges, have the member sign
the acknowledgment in Section 3 of CG 7421B and fax to PPC (PS&R).

This chapter contains the following topics.

Topic See Page
Using the Airport Terminal IV-1-3
Functions to Use IV-1-5
Airport Termina by Employee ID IV-1-11
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Using the Airport Terminal

Procedure Follow these steps to access the Airport Terminal.
Step | Action
1 Start Internet Explorer and enter the address for the site:

See the Signing In topic if you need help getting started.
2 Enter your Operator ID and Password in the appropriate fields and click the Sign In button

3 Select menu items in the following order:
Home > Self Service > Self Service > Self Service for Commands > Use > Command
Information
or (for PERSRU and other non-Command Users)
Home > Develop Workforce > Administer Training (GBL) > Inquire > Airport Panel
Home > Develop Workforce > Plan Careers > Inquire > Arrivals And Departures
See the Basic Navigation topic if you need help using menus.

4 The department |ookup page will display. The relationship type field will show "Own unit
only" and the department field will show your department ID number.
Note: Depending on security settings in effect, the Department number displayed may be your
sub-department and not your parent department. Click the A next to the department number
to search for the correct department number. See Search Tips for more information on using
the search page.
Command Infermatien

Find an Existing Value

SetiD: ERE

Relationship Tvpe:lOwn unit anlky j
Departrnent; IW@

| Search | | Clear | Basic Search

Click the Search button to continue. If you have accessto view datafor other units (e.g.
PCGSSCMD user), you may choose a different Relationship Type by clicking on the drop-
down and enter the department ID in the department field.

Airport Terminal IV-1-3
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Functions to Use

Functions The Airport Terminal has several functions to use when viewing data on arriving or
departing personnel. The table below describes the functions of each button or link on

the page.

Click the drop-down arrow and choose a status to search by. Leave thisfield

Click the drop-down arrow and choose a column to sort the grid by.

blank if you wish to see all orders.

If you just issued an approved set of regular orders, choose 'Apvd Std'. Here are
the various statuses a set of orders could have:

Status

Meaning

Apvd Mtual

An approved mutual exchange of station.

Apvd Std

An approved set of regular orders.

Apvd Unlat

An approved order for aunilateral.

Cancel

Canceled orders

Enroute

Enroute (based on estimated departure date)

Finished

The member has departed the old unit and has
reported into the new unit (Departing & Reporting
Endorsements have processed).

Proposed

Ordersin a proposed status

Ready

Indicates the orders have been worked (member
specific changes have been made to the orders) and

the orders are now 'Ready’ for the member to travel.

Note: Doesnot apply torecalls, fleet-ups and
extensions. Statuswill remain " Aprd Std" for
thesetypes of orders since no endor sements or
input by unit isrequired.

X Ord/TONO

Cancel the orders but keep the TONO active.

Continued on next page

Airport Terminal
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Functions to Use, Continued

Procedure
From Enter a beginning date to search for orders within a specified date range. Leave this
field blank if you wish to see all orders.

Leave thisfield blank to see separation and retirement orders. Entering adate in
the “from” or “to” date fields stops separation or retirement orders from appearing in
the Airport Terminal.

To: Enter an ending date to search for orders within a specified date range. Leave this

field blank if you wish to see all orders.

Leave thisfield blank to see separation and retirement orders. Entering adate in
the “from” or “to” date fields stops separation or retirement orders from appearing in
the Airport Terminal.

From/To Usage | Arrivals- Enter the Estimated Report date range you are looking for - Estimated
Example report date - From: 10/01/02 To: 12/31/02
Departures - Enter the Estimated Departure date range you are looking for -
Estimated departures - From: 10/01/02 To: 12/31/02

Click the drop-down arrow and choose an action to search by. Leave thisfield blank
if you wish to see all orders.

For PCS transfers if you choose an action of ‘Transfer' and areason of '‘PCS
Departure’ that would be all you would see (If you leave thisfield blank, rows will be
returned for al actions).

Continued on next page
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Functions to Use, Continued

Procedur e (continued)

Part

The Action and
Reason fields are
used together to
locate orders. For
example, if you
only wanted to see
PCS orders, you
would choose
“Transfer” from
the Action field
drop-down menu
and select “DPT”
(PCS Departure)
from the Reason
field lookup

Artivals |
Depanuresl

f Gen Info ' Department Info

Function

Used with Action field. An action type must be selected before a reason type can
be entered. Leavethisfield blank if you wishto see al orders. Click the &l button
to lookup alist of reason type codes. The example below shows codes used with

action type of "transfer”.

Lookup Reason

Action: Transfer
Reason Code:

Description:

| Lookup | | Clear | | Cancel | BasicLooku

Search Results

1-120f 12
224 PCS Assignment
225 Susp Pay/Allow HADA Status
DPO PCS Assignment by OFCO
DFT PCS Departure
EXT Extension of Orders
ELT Fleet Up
FCS Permanent Change of Station
EH1 Recall without a Break
RHZ Recall WiBreak
EH3 Extension of Recall Orders
RSV Reserve Active Duty Assignment
oD Temporary Duty Depart
TDY Temporary Duty

Click the Arrivals button to show alisting of incoming personnel.

Click the Departures button to show alisting of outgoing personnel.

Sel  [Emplid Hame

1 Emplid

Orders Info Process Orders [Z=7k
Rank |Status Type Action Reason Status Dt
¥YN3 | Apvd Std  |Regular | XFR | PCS Depart B/1/2010

Continued on next page
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Functions to Use, Continued

Procedur e (continued)

Part

Function

f Geninfo {  Geninfo Y Depariment Info Orders Info Process Orders | [[F=5 M

Sel Emplid |Name Rank | Status Type Action |Reason Status Dt
1 Emplid YM3 | Apvd Std  |Regular | XFR PCS Depart 6112010

Thistab shows the following datafields from orders.

Row Number

Select Item (Sel)

Employee ID (Emplid) link to member’s orders (use thislink to view the TONO)
Name

Rank

Status of orders

Type of Orders

Action Code

Reason for Orders

Status Date

i Department Info Genlinfo ' Department info ' Orders Info Process Orders | |[F57h

Sel |Emplid Hame From To

4

Emplid 003382 | PPC Customer Service ™ 003453 | Commandant CG-1222

Click thistab to show the following datafields from orders.

Row Number

Select Item (Sel)

Employee ID (Emplid) link to member’s orders (use thislink to view the TONO)
Member's name

Department ID the member is departing from

Name of the department the member is departing from

Department ID the member is ordered to

Name of the department the member is ordered to

Continued on next page
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Functions to Use, Continued

Procedur e (continued)

Part Function
Crders Info Gen Info Department Info ' Orders Info ' Process Orders | [F5°¢
Sel |Emplid Name Est Depart Est Report Position
1 Emplid
Click thistab to show the following data fields from orders.

e Row Number

o Select Item (Sel)

e Employee ID (Emplid) link to member’s orders (use this link to view the TONO)

o Estimated departure date

o Estimated reporting date

e Position Number the member is ordered to

Gen Info Department Info Orders Info f Process Orders Y [F5H

Sel |Emplid Name Route To RouteNVork
Click thistab to show the following datafields from orders.

e Row Number

o Select Item (Sel)

e Employee ID (Emplid) link to member’s orders (use thislink to view the TONO)

e RouteTo (Spaceto enter employee ID number of person to route orders to). Click
the ‘& button to lookup an employee ID numbers.

e Route/Work. If an employee ID number is entered inthe Route To field,
clicking the Route/Work button will add this order to the person's worklist. If the
Route Tofield isleft blank, clicking the button will open the order for
processing. The Process Orders Tab allows users to open the order in the
Maintain Travel Orders page where travel information, such as mode of travel,
delay enroute, etc., can be entered.

=K Click this button to display all columns (combines the data from the four tabs)
Az Click this button to return to asingle tab view

Continued on next page

Airport Terminal

IV-1-9



PCS Transfer

Functions to Use, Continued

Procedur e (continued)

Part

Email the Selected ltems

Bundle [

cc:[

Hext tab

Previous tab
QRetum to Search

Function

Used in conjunction with the Select Check Box and CC field. Click this button
after placing a check mark in the Sel column of orders you want copies of and
entering your email addressin the CC field.

Orders will be delivered as email attachments to the email address you have
entered inthe"CC" field.

The orders are in Adobe Acrobat format (PDF) on form CG-5131.

If more than one set of ordersis selected, be sure to also check the bundle box
(below) to include al the ordersin asingle e-mail.

Warning: Do not use anon USCG.MIL/DHS.GOV address as your business
or "CC" email address. Directing system-generated emails to personal accounts
hosted by internet service providersis prohibited.

Make sure your workstation is setup to allow e-mail from Direct-Access.
Check your Junk E-mail Option, in MS Outlook, by going to Actions>Junk E-
mail>Junk E-mail Options. Make sure the box next to "Permanently delete Junk
E-mail" is NOT checked. Then, add do_not_reply@hr.direct-access.us to your
Safe Senderslist.

Used in conjunction with the Select Check Box and Email Selected Items button.
Check this box if you would prefer to selected multiple ordersin a single email

message.
Used in conjunction with the Select Check Box, Email Selected Items button, and
the Bundle Check Box. Enter an email addressin thisfield to send copies of
selected ordersto.

Save (not used)

Moves to the next tab

Movesto the previous tab

Returns you to the Department Search Page.

IV-1-10
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Airport Terminal by Employee ID

I ntroduction Introduction

The Airport Terminal by Employee ID provides aquick and easy way to locate
orders on an individual member/employee. Y ou will need to use the Airport
Terminal (by department I1D) or Process Orders functions to get a copy of the orders
viaemail. This application only provides a summary of the orders data.

Procedure Start Internet Explorer, sign into Direct Access and follow these steps to
complete this procedure.

Step Action
1 Select menu items in the following order (note, see the Basic Navigation topic for help on using menus):

Home > Develop Workforce > Administer Training > Inquire > Airport Terminal by Employee

2 Enter the Emplid for the person you want to lookup and click the button.

When choosing a member from the sear ch results, please be sure you ar e choosing the person you
actually want to change data on. Verify the employee I D or national | D before making any changes.
Also, since one member can have multiplerecordsif they're both a Regular or Reserve Member
and an Auxiliary Member or Civilian Employee, please be sureyou are selecting the correct
Employee Classification.

3 The Airport Terminal by Employee ID page will display. If the member has received any ordersin the
system they will be displayed. Click the Tabsto view the order information. Y ou can click the Z=*
button to display the datafrom all the tabs at one time.

{  Geninfo Y Department Info Date Info Orders Info Course Info [F=2K

EmpliD | Type Rank |5tatus gz:im Action Date
11234567 |Regular |YMC | Finished Extension 12M9/2007
21234567 |Regular YNC | Finished Extension 01/16/2008
31234567 |Regular|YNC | Apvd Std PCS Depart O7/06/2010

Click on the Employee ID link to view the orders detail page.

Continued on next page
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Airport Terminal by Employee ID, Continued

Procedur e (continued)

Step Action
3 It will open inanew window, closeit to return to the Airport Terminal by Employee ID page.
Member Order Details
ID/Rec/SSN: 1234567 [ 0/ 123456789 Action: Transfer
Rank/Mame: YNC / Reason: PCSDepart
DeptiD: 006533/ TRAVEL BR Est Depart: 07/01/2010 Report: 03/01/2010
Job Code: 436092 / ChiefYeoman Status: Appvd Standard
Entered By:
Course: !
Session #: Facility:
Rgst Type: !
Sep Effdt: Rgst Status: Amended
PCS Orders view Al First [4] 10r1 [P] Last
Dept: 000210 1 CGAIRSTA Depart: 07/01/2010
Position: 00011444 /| PERSRUISPO - CHIEF Report: 02/01/2010
Training Program (Position Reguired Training)
TONO and Accounting Information First (4] 10f1 [ Last
PCS Travel Order 1214054425000 2P001299210RATS0402104 6215.16
ViewAll  First [ 1 0f3 I3 Last
OBLIGATED SERVICE: Referto PERSMAM, COMDTINST M1000.6 (Series), Arts 4 B.6. or4 E.2.a. -
(as applicable) for QBLISERY requirements. Motify P3C-epm-2 and P3C-epm-1 immediately if E
member declines to reenlist or extend to meet minimum OBLISERY. &
4 Click the @ Retunte s=arch | hytton to |ookup orders on another individual or use the menu links to use
another application or to sign out of the system.
IV-1-12 Airport Terminal
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I ntroduction

Reference

Airport
Terminal

TONO
Accounting
Data

Assignment
Officer
Remarks

PPC SPO Manual
Part IV, PCS Transfer
Chapter 2, PCS Orders

This Chapter provides the procedures for completing Permanent Change Of
Station (PCS) Travel Orders. These procedures are for Permanent Duty
(PERMDU), Temporary Duty (TEMDU), and inter/intra office transfers of
active duty members.

The following references provide additional information about PCS
entitlements and regulations.

e Personnel Manual, COMDTINST M1000.6 (series), Chap 4
e Joint Federal Travel Regulations, Volume 1
e Personnel and Pay Procedures Manual, PSCINST MI1000.2
(series), Chap 2)
e Direct Access Online Help Guide: PCS Orders
DA On Line Help Guide - PCS Orders

Travel Ordersissued by the Assignment Officer appear on the Airport
Terminal. SeePart |, Chapter 1 for detailed information on the Airport
Terminal.

The Travel Order Number and Accounting Datawill already be populated and
grayed out. No data entry/changes will be permitted when the Orders
Accounting Information is generated off the Airport Terminal.

Standard Remarks/Order s Notes entered by the CG PSC (opm/epm/rpm) or
the District (dxr) Assignment Officer shall not be modified or deleted by
other users at the command or SPO. Other users, desiring to add remarks to

Order Mat
_ OrderNotes | ¢ 1o

an order, must access the remarks section by clicking
by the button.

Continued on next page


http://www.uscg.mil/directives/cim/1000-1999/CIM_1000_6A.pdf�
http://www.defensetravel.dod.mil/perdiem/trvlregs.html�
http://www.uscg.mil/hr/psc/3pm.asp�
http://www.uscg.mil/hr/psc/3pm.asp�
http://www.uscg.mil/ppc/ps/pcs/pcs_travel_order.htm�

PCS Transfer

Overview, Continued

Contents This chapter contains the following topics.
Topic See Page
Completing PCS Travel Orders V-2-3
Approving PCS Travel Orders IV-2-11
Interoffice Transfers — Fleet-Ups IV-2-13
Extensions IV-2-15
Cancedllation of PCS Orders IV-2-17

IvV-2-2 PCS Orders



PCS Transfer

Completing PCS Travel Orders

Introduction This section provides the procedures for completing and approving a Travel

Order. Upon approval, a paper copy can be printed for the member to
facilitate PCS needs such as shipment of Personal Property, Assignment or
Termination of Housing.

Procedure Log into Direct Access and follow these steps to access PCS Travel Orders
Step Action
1 Orders can be access by the menu paths;

From your Worklist (if your supervisor routed them to you from the Airport
Terminal).
By selecting menu items in the following order:

Home >Administer Workforce>Track Global Assignments (GBL)>Use>PCS Orders
Home >Develop Workforce>Plan Careers>Inquire>Arrivals and Departures

Airport Termina menu path of - Home>Self Service>Self Service for Commands>
Use>Command Information - provides commands with the ability to view and process
arrivals and departures of personnel. The Airport Terminal lists ordersfor al
personnel. Detailed instructions for the Airport Terminal can be obtained in Part I,
Chapter 1 or this manual.

2 At the Departures listing screen. Click the Process Or der s tab. Prosess Orders|
W Orders Info Process Orders [F7H
Sel |[EMPLID |Name From To
1 1234567 | Mouse, Mickey 006533 | TRAVEL BR 000210 |CG AIRSTA
3
Gen Info Department Info Orders Info ! Process Orderz ) [F=5R
Sel |EMPLID Name Route To Route/\Work
1 1234567 | Mouse, Mickey QJ
Click the Route/Work button of the Employee ID for the Orders you wish to
complete. Can also be used for Supervisors routing work to personnel within the SPO
Continued on next page
PCS Orders IV-2-3
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Completing PCS Travel Orders, Continued

Procedure (cont’d)

Step Acton
Status of Orders:
?con ) Status Meaning
NOTE Apvd Mtua An approved mutual exchange of station.
Apvd Std An approved set of regular orders.
Apvd Unlat An approved order for a unilateral.
Cancel Canceled orders
Enroute Enroute (based on estimated departure date)
Finished The member has departed the old unit and has reported into the
new unit (JUMPS 8C's have processed).
Proposed Ordersin aproposed status
Ready Indicates the orders have been worked (member specific changes
have been made to the orders) and the orders are now 'Ready’ for
the member to travel.
Note: Orders for extensions and fleet ups will not changeto a
ready status because travel entitlements are not applicable.
X Ord/TONO | Cancel the orders but keep the TONO active.

4 If you began in the Airport Terminal, a new window will open. The path in the
window is now the PCS Orders menu.

5 Click inthe Authorizing Official (Name, Rate/Rank) field. Enter the Name and
Rate/Rank of the Official signing the Orders:

Authorizing Official I
(Name, Rate/Rank):

Continued on next page
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Completing PCS Travel Orders, Continued

Procedure (cont’d) (continued)

Step

Acton

Nature of Duty Section: For Assignment Officer issued ordersthisfield will already
be set. For aNature of Duty listing, click on the drop down button.

Mature Duty

[ Duty —

{Home awaiting order status

[Inactive to Active Status

Inpatient

Instruction

Inter Office Transfer

Medical Leave TOMND S

Cutpatient Medical Treatment T
Reserve PC3S wio Duty

Separation =

Note: Steps 7-9 must be completed for each type of delay, such as Authorized Travel

Time, and Authorized Proceed Time. Add a Delay Period by clicking on the

button.

Scroll down to the Authorized Delay Enroute Section. Click in the Begin Date field
and enter adate in MMDDYYYY format. OR Click the Choose a Date to

select aBegin Date. Thisistheleave datethe member isplanning on departing his

current unit, normally taken from the\members PCS Departing Worksheet. (The

actual dateswill be entered upon departing member and reporting member.)

To toggle through months and years click

Click in the End Datefield |—| and enter adate MMDDYYYY format, OR
Click the Choose a date to select aEnd Date. Click the Choose a date button [E] to
select a Date.

Continued on next page
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Completing PCS Travel Orders, Continued

Procedur e (continued)

Step

Acton

9

Click the Delay Enroute dropdown button to view and select from thelist.  Select the
type of delay authorized for the dates entered.

Delay Use
Travel Time If member is authorized travel time, enter theinclusive
dates (in steps 7 and 8) for the number of days the member
is authorized
Proceed Time If member is authorized proceed time, enter the inclusive

dates (in steps 7 and 8) for the number of days the member
is authorized.

Leave INCONUS

If member is authorized leave INCONUS, enter the
inclusive dates (in steps 7 and 8) for the number of days
the member is authorized.

Leave OCONUS If member is authorized leave OUTCONUS, enter the
inclusive dates (in steps 7 and 8) for the number of days
the member is authorized.

Compensatory Absence | If member is authorized compensatory absence, enter the
inclusive dates (in steps 7 and 8) for the number of daysthe
member is authorized.

Non-Chargeable If member is authorized non-chargeable absence, enter the

Absence inclusive dates (in steps 7 and 8) for the number of days the

member is authorized.

Dateline Adjustment

If the member crossed the international dateline, enter the
inclusive date (in steps 7 and 8), normally 1 day. For
members traveling West to East use the same date as the
reporting date. For members traveling East to West, use the
date the member departed their PDS. The United Statesis
inthe West. If crossing was West to East, the total of all
delay entriesincluding DA should equal authorized delay
total. If crossing was East to West, add all delay entries
other than DA, then subtract 01. The balance must equa
authorized delay total.

Example PCS Delay With Dateline Adjustment (West to East):

Continued on next page
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Completing PCS Travel Orders, Continued

Procedur e (continued)

Step Action
10 Scroll down to the section and Click the Duty tab.@.
Field Description
Natur e of Duty Make a sel ection from the dropdown menu.
Per Diem This button is not Active (nothing happens when clicked)
for PCS Orders. Enter Per Diem entitlement in Notes
(remarks)
11 | Select primary mode(s) of travel. When an item(s) is selected, anitem in Primary Mode

of Transportation must also be selected.

M commercial Carrier (own expense subject to reimbursement) _
 pir " Bus

™ Govt Transportation Account (GTA)

™ Gov't Owned Conveyance  Car " Motorcycle
r Privately Owned Conveyance (POC)

" Train " Vessel
" Gov't Advantageous { Mot to exceed cost of GTR $ I

. Commercial Carrier (own expense subject to reimbursement) is the default setting.
Deselect if not the primary mode of travel

The sectionstitled Remain Over Night (RON) and Medical Travel apply to TAD
travel authorizations..

If Other Authorized Expenses are authorized (normally thiswon’t apply to PCS Orders),

12
Select the Magnifying glass in the Search Dialog Box Q. Enter the Misc Expense code
(if aready known), or a description to lookup a specific authorization.
Click on the to view alisting of available Authorized Expenses.

13 | 10 add additional authorized expenses, click on the [ Add | button. To remove

expenses click on the button. When selecting the del ete button, the following
window will display, click OK.

Microsoft Internet Explorer |

Delete currentfselected rows from this page? The delete will occur when the transaction

9P
\._‘:/ is saved.

Continued on next page
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Completing PCS Travel Orders, Continued

Procedur e (continued)

Step

Action

14

Scroll to the bottom and click on the Orders Notes Button —lﬂrder Notes

15

Select Magnifying glass to obtain Search Dialog Box. Q To obtain PCS Order notes,
select Lookup or enter PCS in the Description box and select Lookup. Orders generated
by CGPC will have pre-filled notes. These notes should not be changed without CGPC

approval. To add additional notes click on the button and click on the OK

button when complete. .

Note: The order note “PCS” contains standard remarks, applicable to all PCS orders,
which may be edited as necessary by the SPO.

Reminder: Standard Remarks/Orders Notes entered by the CGPC (opm/epm)
Assignment Officer shall not be modified or deleted by other users. Always add a new
order note entry to add remarks to orders. These notes should not be deleted or modified
without CGPC approval.

16

Scroll down to the bottom of the page and click the [ Dependents Autto Travel [y o

17

The field “ Dependents Accompanying Member will appear blank.

Dependents auth to travel

EmpliD: 1059524 Farks,Dionald M. Empl Rod#: o

Sequence: 164862

Dependents Accompanying Member Find | View All < (A 1054 [®] =

Marital Marital Student
(] Hame Relationship | Birthdate Status Status Date Student Stalus Date

| | |[Delet= |

Members Dependents |—

| oK | [ Cancel |

Continued on next page
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Completing PCS Travel Orders, Continued

Procedure (continued)

Step Action
18 | Click the Member's Dependents button. LiembersDependents | v, il see a listing of
Dependents for the member. ”
Member Dependents Find | View All First (4] 14 ora [ Last
selected |Name Relationship | Birthdate ':33':;2' ';It?;:ltjzl Student g:;?:s":)me
Date
— Fizh, Wanda €. Spouse €/10/1961 | \arried
- Fizh, leazica L Draughter 07141986
- Fizh, Hacre L. Daughter 10141988 |Single
- Fizh, Scale R. Daughter 02171992 |Single
ok ]| Cancel |
Dependents must be already in direct access as dependents to appear on this screen.
Dependents not appearing on this screen must first be added in Direct Access. BAH
eligible dependents are defined in Chapter 3-D of the Coast Guard Pay Manual,
COMDTINST M7220.29(series). Note: Per JFTR U5201-B.2f, a member is not entitled
to PCS travel allowances for a dependent child who is not under the member’s legal
custody and control on the PCS order effective date (See JFTR par. U5215-] for travel
authorization when legal custody and/or control changes after the PCS order effective
date).
19 | To Select members authorized to travel on the Travel Orders, click the Selected
option.. Once selected, a check mark will appear next to the Dependents Name. ™ .
Click the Ok button.
20 | The Dependent selected now appears on the Dependents auth to travel screen as

below. Click the Ok button.
.

Dependents auth to travel

EmpliD: 1234567 FISH,HICRO D. Empl Rcdi#: 0
Sequence: 164862
Dependents Accompanying Member Find | View All = M 10r1 [ =
Marital Marital Student
[a] Hame Relationship | Birthdate Status Status Dale Student Slalus Date

| o1 | FISH, WAHDA €. | SPOUSE s,fln,flss4 |Hnnm:n |s,f|n,f|99: |m

Members Dependents I

Continued on next page

PCS Orders IV-2-9


http://cgweb.comdt.uscg.mil/CGDIRECTIVES/CIM/CIM_7220_29B.pdf�
http://cgweb.comdt.uscg.mil/CGDIRECTIVES/CIM/CIM_7220_29B.pdf�

PCS Transfer

Completing PCS Travel Orders, Continued

Procedur e (continued)

Step Action
21 | Click the Save button.

22 | Scroll down to and Click the Route For Approval button.
Route For Appraval

23 | Only aCGHRSUP (SPO Supervisor) can approve these orders. Enter the Employee ID
of the Supervisor who will be approving these ordersin the Route to field. Enter

Y ou can aso click on the button to look up the Approvers Employee ID

IV-2-10 PCS Orders
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Approving PCS Travel Orders

Introduction  This section provides the procedure for approving the PCS Travel Orders.

Approva Authority is designated to SPO Supervisors with the Direct Access
Role of HRSUP. Command Users must route Travel Orders through their
Servicing Personnel Office for Approval.

Procedure Follow the steps in one of the menu paths below to access the Worklist.
Step Action
Menu | The Approver must access the orders through their Worklist, using the menu paths
Path
Home > Self Service > Employee > View > View My Worklist
Home > Self Service > Manager > View > View My Worklist
Home > People Tools > Worklist > Use > Worklist
1 Locate the PCS Orders to work in the “Link” column, then click on the Employee.
ltern Mame Work List Filters: I j
Find| View Al First [{] 12012 [¥] Last
From Date From Work [tem Description Link Mark Worked Reassign
1 :ohtn a 12116/2003 Orders PCS PCS ORDERS -:F:ﬁﬂ’:’nm“‘ Mark‘.".fnrkedl Reassigrl
Farian {H ) [0
John A 0002345, 0 -
swm' ) 03172004 Orders PCS PCS ORDERS s nqm.qmu ru1ark‘.".f0rked| Reasmgrl
2 . . . .
Click on the Travel Orders Tab L TEYEIOMEIS ) -/ erify Al PCSinformation is
correct. Then click on the __RoUe/Approval | by wion ocated at the bottom of the
screen.
Continued on next page
PCS Orders IV-2-11
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Approving PCS Travel Orders, Continued

Procedure (cont’d)

Step Action

3 Onceinthe PCS Routing & Travel Approval screen, Supervisors must decide which
action from the Approval Status button to take. The Selections are:

e Approve - select to approve

e Denied — Select to deny (disapprove) the Orders. If desired, atext box is
available to advise why the orders are being denied.

e Pending - Thisused when orders need further information., Y ou may return and
complete the transaction at a later date. —

PCS Routing & Travel Approval

EmpliC: 0012345 Fizch,Hicre F.

Approval Status: IF'ending vI

Originator 1D
Route to: |123455?a Q| spartan, Jhn A
Comments: This is where the Supervisor can relate comments back to the Sernvicing ;l
FPersonnel Office Yeoman. i.e., Where is the Departing Checklist and S0l
for Obliserv?

[

If the Approver selects Denied, or Pending, the orders can be rerouted to a
specific user by entering the Employee Id in the “ Route to: block. When an
employeeid is entered in the route to block the transaction will appear on their
Worklist.

3
Click on

The PCS Departing Endorsement must be completed next. The endorsement cannot be
completed more than 14 days before the member actually departs. Please read the PCS Departing
Endorsement instructions in the Direct-Access Online Manual
(http://www.uscg.mil/hg/psc/ps/pes/pes_departing._endorsement.htm) for more information.

IvV-2-12 PCS Orders
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PCS Transfer

Interoffice Transfers — Fleet-Ups

I ntroduction

L ocating
Ordersinthe
Airport
Terminal

SPO Action

An Interoffice Transfer occurs when orders are issued by an Assignment
Officer to transfer a member within the same unit.

The DA orderswill list the action/reason code of " FLT" for Fleet-Ups.
These types of orders can easily be located on the Unit's or SPO's Airport
Terminal by setting the Advance Search Options. An example search for
"Fleet-Ups" is shown below:

When Fleet-Up orders are issued the SPO must:

1. Approve and save the orders.
2. Complete the Actual Depart date field Depart/Report Mbr tab.
3. Approve and save the Departing Endorsement.

The system will automatically fill the Actual Reporting Date, using the same
date entered in the Actual Depart date field, as shown in the screen shot
below:

Continued on next page

PCS Orders
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Interoffice Transfers — Fleet-Ups, Continued

Output These steps are required to process the position change and update the
member's cost center. The position change will also reset the member's user
access roles in Direct-Access to self-service only. A new user access form
will need to be submitted to restore access.

IvV-2-14 PCS Orders
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PCS Transfer

Extensions

I ntroduction

Discussion

Procedure

Rotation Date

This section provides the procedure for processing an order for an extension.

CG PSC (epm/opm) Assignment Officers issue orders when they approve
extensions. The extension orders will appear on the Airport Terminal and can
be located by using "Transfer" and "EXT" in the Advance Sear ch Options
(as shown below).

Unlike PCS orders or Interoffice transfers and Fleet-Ups, SPOs do not need to
complete the Depart/Report member tab if the order reason code is"EXT" (all
the fields on this tab are "grayed out" when the order reason codeis "EXT").
However, you do need to approve the orders and save them to update the
Status to “Finished”. Be sure to check the Orders Notes to seeif the AO
specified any obligated service or other requirements for the extension before
you approve the orders.

Note: Standard Orders Notes entered by the CG PSC (opm/epm) or the
District (dxr) shall not be modified or deleted by other users at the command
or SPO.

Depart and report dates on extension orders do not reflect the extension begin
and end dates, they are populated with default val ues because extensions use
the PCS orders component. If the dates only span aday or amonth, it doesn't
mean that the extension is only for that period Go to Home > Develop
Workforce > Plan Careers > Use > CG Member Info to view the member's
new rotation date.

PCS Orders
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Cancellation of PCS Orders

I ntroduction

Process

Current

Order Statusis
Approved or
Ready

This section provides the process for cancelling a PCS order.

Follow this process to cancel a PCS Order:

Then

Provide AO with reporting position-number and emplid of PCS Orders, and
reguest the Orders to be Cancelled.

For those Orders that have a current status of Approved, the AO will
use their Succession Plan application to change the Order Statusto
Cancel and no other action is needed by the SPO.

For those Orders that have current status of Ready, the AO will use
their Succession Plan application to change the Order Statusto Cancel
Order/Keep TONO (X Ord/TONO).

After the status has been changed, the SPO should access the
member's PCS orders page. If the order is till listed in the search
results the SPO needs to change the Approval Status from Pending to
Approved by clicking on the Route/Approval button and then saving
the change. When saved successfully, the Order Status will change to
Cancel. PCS Orders with an Order Status of Cancel will no longer be
displayed in search results.

Enroute or
Finished

The SPO Supervisor must remove existing Actual Depart and/or Actual
Report Date recorded on Depart/Report Mbr Page and Save changes
successfully. Thisaction will delete the endorsement(s) and will set the
Status back to Ready. The AO can now cancel the orders.

Note: Only SPO SupervisorssCGHRSUP role users may submit
deletions to PCS Endorsement on Orders transactions.
Then, provide AO with reporting position-number and emplid of PCS
Orders, and request the Orders to be Cancelled.

After the AO has cancelled the order, the SPO should access the
member's PCS orders page. If orders that were cancelled by the AO is
still listed in the search results, the SPO needs to change the Approval
Status from Pending to Approved by clicking the Route/Approval
button then saving the change. When saved successfully, the Order
Status will change to Cancel. PCS Orders with Order Status of Cancel
will no longer display in the search results.

PCS Orders
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PPC SPO Manual
Part IV, PCS Transfer

Chapter 3, PCS Departing Endorsement on Orders

Overview

I ntroduction

Corrections
and Deletions

BeforeYou
Begin

This section provides the procedure for completing the PCS Departing
Endorsement on Orders transaction.

Only SPO Supervisorss CGHRSUP role users may submit corrections or
deletions to PCS Endorsement on Orders transactions.

If amistake is made or you are directed by PPS (MAS) to delete and resubmit
a departing endorsement, make the changes to the appropriate field(s) (change
the Actual Depart date for example), and save.

If you need to delete a departing endorsement, clear the Actual Depart date
field and save.

The departing endorsement cannot not be initiated or completed before the
member's orders are ‘'worked' and approved. See the PCS Travel Order topic
for more information. Verify that the orders are approved by:

1. Click the button.
2. The PCSRouting & Travel Approval page will display. The status
should be set to Approved.

Approval Status:  Approved -

o If the statusis not approved (pending), change it to approved or enter
the employee ID number of the SPO supervisor/ CGHRSUP role user
to route the orders to for approval.

4. Click OK to return to the Orders page.

Continued on next page
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Overview, Continued

Terminating A member's DA access terminates automatically upon the SPO's approving a
Direct Access transfer (including "fleet-ups’) or separation transaction.
User Roles
e Access, to al but self-service applications, will automatically terminate
when amilitary member departs on PCS orders.
e All accessto Direct Accesswill automatically be revoked when amilitary
member is separated from the service or release from active duty or a
civilian employee's employment is terminated.

Contents This chapter contains the following topics.
Topic See Page
PCS Departing Endorsement Procedure 1V-4-3
Approva Procedure (CGHRSUP Role User) 1V-4-9

IV-3-2 PCS Departing Endorsement
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PCS Departing Endorsement Procedure

Introduction  This section provides the procedure for completing the PCS departing

endorsement on orders transaction.

Procedure Follow these steps to complete the PCS departing endorsement on orders

transaction.

1

L ocate the member's orders using the Airport Terminal.

Click the Process Orders tab, then the Route/\Work button

Gen Info Department Info Orders Info ' Process Orders Yy [F=5R

Sel |EMPLID Name Route To RouteWork
1| [ [1234567 Mouse, Mickey Ql Route/Work

See the Using the Airport Terminal topic for moreinformation about navigating the
Airport Terminal and entering search criteria.

Y ou can also access the member's order using the following menu path:

Home > Administer Workforce> Track Global Assignments (GBL) > Use >
PCS Orders

However, you need to ensure you are selecting the correct set of ordersto work
on from the search results. The order's status is not listed in the search results.

When choosing a member from the search results, please be sureyou are
choosing the person you actually want to change data on. Verify the
employee I D or national 1D before making any changes. Also, since one
member can have multiplerecordsif they're both a Regular or Reserve
Member and an Auxiliary Member or Civilian Employee, please be sure you
are selecting the correct Employee Classification.

Continued on next page
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PCS Departing Endorsement Procedure, Continued

Procedur e (continued)

Step Action
2 The orders page will open in a new window. Click the tab to access the
endorsements page.

3 Scroll down to the 'Original Departure Information' section of the page and locate the
Actual Depart Date field.

Est. Depart Date: 06/01/2010 Est. Report Date: 06/15/2010 Sequence: 1446274
Transfer Authority: Coast Guard Personnel Command Order Status: Ready for member to execute
Duty Type: Action: Transfer DPT PCE Departure

Departing Department: 000450 PPC Topeka
Actual Depart Date: B Departing Approval

o Enter the date the member is departing or departed in Actual Depart Field. The
'Departing Approval' link will appear after you enter the Actual Depart Date.
Thislink isused by CGHRSUP Role Users (SPO Supervisors/Auditors) to
approve the Departing Endorsement, it not used to route the endorsement for
approval. Continue with step 5 to route the endorsement to a CGHRSUP Role

User for approval.
Est. Depart Date: 06/01/2010 Est. Report Date: 06M15/2010 Sequence: 1446274
Transfer Authority: Coast Guard Personnel Command Order Status: Ready for member to execute
Duty Type: Action: Transfer DPT PCS Departure
Departing Department: 000450 PPC Topeka
Actual Depart Date:  06/01/2010 @ Departing Approval

Continued on next page
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PCS Departing Endorsement Procedure, Continued

Procedur e (continued)

Step Action
4 Click the button.

This section will not be available if the orders are for an inter-office/local transfer or
Reserve change of drilling unit.

For Officers, the following screen will display.

The officer's current flight status will be pre-filled in the FLIGHT STATUS BLOCK.
To continue ACIP click in the Continue ACIP checkbox AND change the flight status
to the flight status that will apply at the new duty station. |F THIS BLOCK IS NOT
CHECKED on Departure, the officer's ACIP WILL STOP on the Departure Date. If the
reporting endorsement is submitted with a different flight status ACIP will stop.

For enlisted personnel, the following screen will display.

For officers and enlisted member’ s w/deps, authorized under Para. U9151, JFTR with
approval from COMDT (CG-1222) to receive OUTCONUS COLA for 60 days after
PCS departure, select “ Continue COLA up to 60 day; Dependents Delayed Overseas.”

For officers and enlisted member’ s w/deps, authorized under Para. U9151, JFTR with
approval from COMDT (CG-1222), to receive OUTCONUS OHA for 60 days after PCS
Departure, Select “Continue OHA up to 60 day; Dependents Delayed Overseas.”

Click OK.

Continued on next page
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PCS Departing Endorsement Procedure, Continued

Procedur e (continued)

Step

5

Action

Scroll down to the bottom of the page and click the 'Route For Approval’ link.
The PCS Routing & Travel Approval page will open.

PCS Routing & Travel Approval

EmpliD:

Approval Status: Approved

Originator 1D:
Route to: | Q)

Comments: -

1. Enter the CGHRSUP Role User's Employee ID number in the 'Route to' field.
2. Complete the comments section with any information you need to pass on to the
approving official.
3. Click the OK button.
Instructions for approving the transaction follow this procedure.

6 The Authorized Delay Enroute section can be modified at thistimeif there has been a
change in the member's travel plans or an authorized delay was omitted when the orders
were first approved.

Example 1: Member Authorized One Day of Travel Time
Authorized Delay Enroute First [4]
Beqin Date End Date Delay Enroute Days
07/29/2010 07/31/2010 Travel Time 3
Use the Add/Remove row buttons /  to insert or remove delay types
Use the Begin Date/End Date fields to enter the date for the delay.
See the PCS Travel Order topic for more information.
Example 2: Member Authorized Four Days of Proceed Time AND One Day of Travel
Time.
Beqin Date End Date Delay Enroute Days
07i25/2010 07/28/2010 Proceed Time 4
07/29/2010 0713112010 Travel Time 3
Continued on next page
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PCS Departing Endorsement Procedure, Continued

Procedur e (continued)

Step Action
6 Authorized Delay for: If member is authorized any of these Authorized
(con’t) Trave Time gail ﬁsteleg;eé rt]r(;a ultr;cllaug Sv.e dates (steps 7 and 8) for

-Proceed Time
-Leave INCONUS
-Leave OUTCONUS
-Compensatory Absence
-Non-Chargeable Absence
Dateline Adjustment If the member crossed the international dateline,

enter the inclusive date (in steps 7 and 8), normally
1 day. For memberstraveling West to East use the
same date as the reporting date.

For members traveling East to West, use the date
the member departed their PDS.

The United Statesisin the West. If crossing was
West to Eadt, the total of all delay entriesincluding
DA should equal authorized delay total. If crossing
was East to West, add all delay entries other than
DA, then subtract O1.

The balance must equal authorized delay total.
Example PCS Delay With Dateline Adjustment (West to East):

7 Click the button. The Endorsement will be added the CGHRSUP Role User's
(employee ID entered in Step 5 above) worklist for approval.

Continued on next page
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PCS Departing Endorsement Procedure, Continued

Procedur e (continued)

Step Action

8 After the PCS Departing Endorsement is approved by the CGHRSUP Role User,

review the member's current pay entitlements by clicking the Employee
Entitlementslink.

Review Part 1V, Chapter 4 of this Manual for more information concerning PCS Pay
Entitlements Auto Stops topic before taking any action to stop any of the member's
pay entitlements in connection with PCS departure.

IV-3-8 PCS Departing Endorsement



PCS Transfer

Approval Procedure (CGHRSUP Role User)

Introduction The CGHRSUP Role User has additional privileges.

Background The approval cannot be entered more than 14 days before the actual PCS departure
date. If the orders are for an inter-office/local transfer the Reporting Endorsement
will be completed automatically using the same date as the actual departure date.

Keep in mind that you do not have to approve the transaction before delivering the
PCS orders to the member. The orders are approved separately from the
endorsements (click the "Route for Approval” link at the bottom of the Orders
page to approve the orders section). The member will need the orders, often months
in advance, for household goods shipments and other purposes. If the member’s
itinerary changes, after you have delivered the orders, you should make the changes
to the transaction in DA and issue a memo amendment to the orders rather than
generating anew origina travel order.

Procedures Follow these stepsto approve a PCS Departing Endorsement transaction.

Step  Action
1 Access your worklist by clicking on the worklist link in the header of any page.

2 Click the link on your worklist with the member's name for the Orders’'Endorsement you are
approving.

3 The member's order page will open. Click on the Depart/Report Mbr tab, if necessary, to
access the endorsements page.

4 Scroll down to the Original Departure Information section.
1. Verify that the Actual Depart Date field is completed with the date the member will
depart or has departed. Correct if necessary.

Continued on next page
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Approval Procedure (CGHRSUP Role User), continued

Procedur es (continued)

4 2. Click the Departing/Approval link next the Actual Depart Date field
(con't)

3. Click the drop-down menu in the Approval Status field and select "Approved”
4. Click the OK button.

2. Approva page will close and you will be returned to the orders page.
5 Click the button at the bottom of the orders page.

Many times an SPO will approve a departing or reporting PCS endorsement, save it,
then look at the member’ s entitlement rows in Direct Access and it will look like
the stop dates were not inserted when the endorsement was approved. This
sometimes causes the SPO to attempt to insert the dates manually. If the dates do
not show up in entitlements, click ‘ Return to Search’ and then get back into the
member’ s entitlements summary. The dates will be inserted. Do not attempt to

manually insert stop dates for entitlement rows that are automatically stopped by
the system.

IV-3-10 PCS Departing Endorsement
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Chapter 4, PCS Pay entitlements Auto Stops and Starts

Overview

I ntroduction

Discussion

This Chapter discusses pay entitlements that are automatically stopped or
started with the Permanent Change Of Station Endorsement transactions. The
Entitlement row(s) will automatically update in Direct Access when the
endorsements are approved and saved.

e The SPO must not put a stop datein or modify the Entitlement row(s) for
theseitems.

When you 'Save' the Departing or Reporting endorsement, stop dates are
inserted in the appropriate entitlement row(s). If you delete the date, then
manually enter a stop date in the pay entitlements, you will create a stop
transaction (P625). If you use thelink to the entitlements summary from the
PCS process and do not see the stop dates, you need to exit the member's
entitlement page and reenter. Dueto deferred processing there isadelay
before the system-generated stop entries will appear in the entitlements section.

The Direct Access auto stop function isinserting the dates to reflect what
JUMPS isdoing. No transaction is sent to JUMPS when these dates are
inserted. Due to deferred processing there is a delay before the system-
generated stop entries will appear in the entitlements section.

Many times a SPO will approve a departing or reporting PCS endorsement,
saveit, then look at the member’ s entitlement rowsin Direct Access. It will
appear to look like the stop dates were not inserted when the endorsement
was approved. This causes the SPO to attempt to insert the dates manually.

If the dates do not show up in entitlements, click ‘Return to Search’ and then
reenter the member’ s entitlements summary. The dates will be inserted.

Continued on next page
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Overview, Continued

Discussion
(continued)

When a SPO inserts the date manually it causes several problems:

e The auto stop function does not create an audit record and no transaction
issent to JUMPS. If astop is manually entered, an audit record is created
which will kick out on the exception report because the JUMPS auto stop
program had already closed the segments on the correct date.

¢ There have been numerous occasions when a SPO manually entered an
incorrect stop date, most frequently concerning ENLBAS.

It isimportant to remember that the JUMPS auto stop program shuts down
the proper segments when the departing or reporting endorsement is
transmitted to JUMPS.

Basic Allowance
for Housing (BAH)
during PCS

Please see Part 11, Chapter 10 concerning BAH During PCS for more
information on BAH entitlements for members departing or reporting PCS.

Changein
Departure or
Reporting Date

The SPO does not need to manually adjust DA Auto Stops for a member’s
entitlements if the departure or report date is changed after the endorsement
is approved and saved.

The SPO may change a departing or reporting date after the endorsement
has been approved.

For example, after the member reports, it is discovered that the member |eft
at alater date, but the previous SPO was unaware of the change. When the
departure date is changed by the new SPO, the entitlement rows do not
always reflect the new date. Sometimes the stop date will reopen but
nothing isinserted to reflect the new date. The DA/JUMPS resync will
insert the new date after the update cycle runs. If a SPO triesto manually
adjust these dates, audit records are created, and may reflect on the SPO
exception report.

Remember, when the departing or reporting endorsement processes, it
causes the segments to adjust the member’s PCS entitlements. The only
time a SPO should change the stop date inserted by the Direct Access auto
stop function isif the member’ s entitlement actually changed on a different
date. For instance, once the departing endorsement is completed, a SPO
may receive notification the member checked out of government quarters
prior to the departure date. The stop date should be changed so a new row
can be inserted for the new BAH entitlement.

Continued on next page
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Overview, Continued

Contents This chapter contains the following topics.
Topic See Page
Pay Entitlements Automatically Stopped Upon Departing IV-4-5
Pay Entitlements Automatically Started Upon Departing: IV-4-9
Pay Entitlements Automatically Stopped Upon Reporting: IV-4-11
Overseas Housing Allowance and COLA: IV-4-13

PCS Pay Entitlements Auto Stops and Starts IV-4-3



PCS Transfer

IV-4-4 PCS Pay Entitlements Auto Stops and Starts



PCS Transfer

Pay Entitlements Automatically Stopped Upon Departing

Introduction The following pay entitlements will automatically be stopped in JUMPS upon
successful processing of a PCS departing transaction. Direct Access
entitlement rows will by updated by the system after the PCS departing
transaction is approved and saved.

e The SPO must not put a stop datein or modify the Entitlement
row(s) for theseitems.

o If you usethelink to the entitlements summary from the PCS process and
do not see the stop dates, you may need to exit the member's entitlement
page and reenter in order to see the changes. Dueto deferred
processing there is a delay before the system-generated stop entries will
appear in the entitlements section.

Endor sement See the table below for specific effect on pay.

effect on Pay
Entitlement
Entitlement Entitlement Stops

BAH Without Dependents BAH for members without dependents auto-stops
effective the day prior to PCS departure. These

Note: See Part 11, Chapter 10 of this members are entitled to BAH W/O whilein transit and

Manual for more information the pay system (JUMPS) will credit any BAH due

concerning BAH During PCS. when the reporting endorsement on orders transaction
is processed.

Career SeaPay (CSEAPAY) & Career | Effective the date of PCS departure.

Sea Pay Premium

Special Duty Assignment Pay (SDAP) | Effective the day prior to PCS departure.

Diving Duty Pay Effective the date of PCS departure.

Continued on next page
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PCS Transfer

Pay Entitlements Automatically Stopped Upon Departing,

Continued

Endor sement effect on Pay Entitlement (continued)

Entitlement

Entitlement Stops

Hardship Duty Pay L ocation (HDP-L) Effective the date of PCS departure.

Imminent Danger Pay/Hostile Fire Pay | Effective the last day of the month of PCS departure.

Combat Tax Exclusion/Combat SGL |
Allowance

Responsibility Pay Effective the day prior to PCS departure.

Aviation Crew / Non-Crew Pay (HDIP) | Effective the date of PCS departure.

Family Separation Allowance (FSA-S) | Effective the date of PCS departure.

Aviation Career Incentive Pay (ACIP) ACIP will stop on date of departure if the Continue
ACIP checkbox is not selected on the Departing
Endorsement Transaction

Discount Meal Rate (BASDMR) Effective the day prior to PCS departure.

past.

Note for BASDMR earn type: the stop date in the
row isthe day prior to depart. Even though that date
isinserted, ENLBAS will remain open until report
datein JUMPS. Direct Accessisn't effecting the
stops on PCS, the JUMPS auto stop programis till
shutting down the entitlementsjust asit wasin the

When a member departs a BASDMR unit, the departing PCS transaction:
(a) Stopsthe BASDMR row in Direct Access the day prior to departure PCS.
(b) Shuts down segment 27 the day prior to departure PCS.
(c) Inserts an ENLBAS row to start the day of departure PCS.
(d) Keeps segment 24 running (because the member is entitled to ENLBAS while

en route PCS).

Family Separation Housing | Effective the date of PCS departure.

Continued on next page
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Pay Entitlements Automatically Stopped Upon Departing,

Continued

Endor sement effect on Pay Entitlement (continued)

Entitlement

Entitlement Stops

Overseas Housing Allowance (OHA)

Note: SeePart I, Chapter 10 of this
Manual for more information concerning
BAH During PCS.

Note:
Elimination of 60-day Continuance
Provision for OUTCONUS COLA
and OHA

The JFTR has been modified to
eliminate the 60-day continuance
provision. The JFTR provides that
O'COLA and OHA shall terminate on
the day prior to PCS departure (this
includes departure on “terminal leave”
in conjunction with separation). The
member may apply to COMDT
(CG-1222) for O’ COLA and OHA
authorized at the dependents location
if circumstances require the member
and dependent(s) to maintain separate
households. SCP 35033 has been
created to address the JFTR change in
DA & JUMPS

Effective the day prior to PCS departure

Note: DO NOT mark the * Continue OHA'’
checkbox. See note on Elimination of 60-day
Continuance Provision for OUTCONUS
COLA and OHA. CG-1222 will forward
approved requests for continuation of
OHA/COLA to PPC (mas) for payment.

When members PCS from OUTCONUS and
OHA stops, the SPO needsto start BAH TR
for the effective the day of PCS departure.

Continued on next page
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Pay Entitlements Automatically Stopped Upon Departing,

Continued

Endor sement effect on Pay Entitlement (continued)

Entitlement Entitlement Stops

OUTCONUS COLA Effective the day prior to PCS departure.

Note:
Elimination of 60-day Continuance | Note: DO NOT mark the * Continue OHA’
Provision for OUTCONUS COLA checkbox. See note on Elimination of 60-

and OHA day Continuance Provision for
OUTCONUS COLA and OHA. CG-1222
The JFTR has been modified to will forward approved requests for
eliminate the 60-day continuance continuation of OHA/COLA to PPC (mas)

provision. The JFTR provides that for payment.
O’'COLA and OHA shall terminate on
the day prior to PCS departure (this
includes departure on “termina leave”
in conjunction with separation). The
member may apply to COMDT (CG-
1222) for O'COLA and OHA
authorized at the dependents location
if circumstances require the member
and dependent(s) to maintain separate
households. SCP 35033 has been
created to address the JFTR change in
DA & JUMPS

The above actions are not initiated by the system until the PCS Departing Endorsement on Orders
transaction is completed, approved by an SPO Supervisor, and saved. If theresults of the PCS
Departure Entitlement Process are not visible when viewing the member’ s entitlement data, exit the
page (click the * Return to Search’ button or the ‘Use’ menu link) and return to the member’s
entitlement page. Do not make any changes to the member’ s entitlement data until the changes made
by the PCS Departure Entitlement Process are visible on the member’ s entitlements page.

IV-4-8 PCS Pay Entitlements Auto Stops and Starts
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Pay Entitlements Automatically Started Upon Departing:

Introduction There are specific pay entitlements effected by the PCS Departing
Endorsement.

Discussion The system inserts a BAH without dependents (segment 35) row to start the
day of PCS departure for members without dependents assigned INCONUS
who were receiving Partial BAH or no BAH at the old PDS.

The above action is not initiated by the system until the PCS Departing
Endorsement on Orderstransaction is completed, approved by an SPO
Supervisor, and saved. If theresults of the PCS Departure Entitlement
Process are not visible when viewing the member’s entitlement data, exit the
page (click the ‘Return to Search’ button or the ‘Use’ menu link) and
return to the member’s entitlement page. Do not make any changes to the
member’ s entitlement data until the changes made by the PCS Departure
Entitlement Process are visible on the member’ s entitlements page.

PCS Pay Entitlements Auto Stops and Starts IV-4-9
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PCS Transfer

Pay Entitlements Automatically Stopped Upon Reporting:

I ntroduction

Discussion

There are specific pay entitlements effected by the PCS Reporting
Endorsement.

State Income Tax Withholding (SITW) auto starts on date of PCS reporting if
member assigned to state that taxes military pay while member is stationed
with the state. See State Tax Withholding Data Entry Procedures for more
information.

The following pay entitlements will automatically be stopped in JUMPS upon
successful processing of a PCS reporting transaction. Direct Access
entitlement rows will be updated by the system after the PCS reporting
transaction is approved and saved.

e The SPO must not put a stop datein or modify the Entitlement row(s)
for theseitems.

e If you use the link to the entitlements summary from the PCS process and
do not see the stop dates, you may need to exit the member's entitlement
page and reenter in order to see the changes. Dueto deferred processing
thereis adelay before the system-generated stop entries will appear in the
entitlements section.

Entitlement Entitlement Stops

BAH With Dependents DA will insert a stop date effective the day prior
Note: See Part |1, Chapter 10 of this to PCSreporting. However, JUMPS will

Manual for more information continue to pay BAH-With at the old PDS until a
concerning BAH During PCS. new transaction is submitted reflecting the

member's BAH entitlement at the new unit.

Continued on next page
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Pay Entitlements Automatically Stopped Upon Reporting:,

Continued

Discussion (continued)

Entitlement

Entitlement Stops

BAH w/o Dependents

Note: See Part 11, Chapter 10 of this
Manua for more information
concerning BAH During PCS.

BAH for members without dependents auto-stops
effective the day prior to PCS departure. These
members are entitled to BAH W/O while in transit
and the system (JUMPS) will credit any BAH due
when the reporting endorsement on orders transaction
processes.

prior to PCS reporting

Partiad BAH

Note: See Part II, Chapter 10 of this
Manua for more information
concerning BAH During PCS.

These members are entitled to BAH W/O whilein
transit and the system (JUMPS) will credit any BAH
due when the reporting endorsement on orders
transaction processes.

ENLBAS

Effective the day of PCS reporting.

The above actions are not initiated by the system until the PCS Reporting Endorsement on Orders
transaction is completed, approved by an SPO Supervisor, and saved. |f theresults of the PCS
Reporting Entitlement Process are not visible when viewing the member’ s entitlement data, exit the
page (click the * Return to Search’ button or the ‘Use’ menu link) and return to the member’s
entitlement page. Do not make any changes to the member’ s entitlement data until the changes made
by the PCS Reporting Entitlement Process are visible on the member’ s entitlements page.

IV-4-12 PCS Pay Entitlements Auto Stops and Starts
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Overseas Housing Allowance and COLA

Introduction Specia consideration must be given to Overseas Housing Allowance and
COLA.
Discussion The table below describes how a Permanent Change Of Station can affect Overseas
Housing Allowance (OHA), and Cost Of Living Allowance (COLA), and describes
SPO action needed in conjunction with PCS.
. SPO Action Needed In SPO Action Needed In
Entitlement Automatic PM |SIUMPS Conjunction With PCS | Conjunction With PCS
Action . .
Departing Reporting
The PCS Departing will
automatically shutdown
Overseas Housing Allowance
effective the day prior to PCS
departure. For members w/dependents,
Note the SPO for the unit the
Eiimi nation of 60-da member is departing from If the member is entitled to
Continuance Provision%/‘or needsto start BAH TR (BAH | OHA at the new duty station, a
OUTCONUS COLA and Transit rate, for.mally BAH Start OHA (P§309) transaction
Overseas Typell) effectivetheday of | must be submitted. A lease
OHA ;

: PCS departure. The BAH TR | agreement or mortgage is
Housing will auto-stop effective the day| required before starting OHA
Allowance The JFTR has been modified : . :

OHA to dliminate the 60-day prior to PCSreporting. The
( ) reporting SPO should start For members administratively

continuance provision.
Instead, the JFTR no
provides that O’ COLA and
OHA shall terminate on the
day prior to PCS departure
(thisincludes departure on
“terminal leave’ ICW
separation). The member may
apply to COMDT (CG-1222)
to have O'COLA and OHA

BAH TR, effective the day of
PCS departure, and stop BAH
TR, effective the day prior to
reporting, for members
without dependents

transferred within the same
OHA-locale, select “Continue
OHA” on the Reporting PCS.

Table continued on next page

Continued on next page
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Overseas Housing Allowance and COLA, Continued

Discussion (continued)

Entitlement

Automatic PM1SYJUMPS
Action

SPO Action Needed In
Conjunction With PCS
Departing

SPO Action Needed In
Conjunction With PCS
Reporting

paid/re-restarted at the
dependents location if
exigent circumstances require
the member and dependent(s)
to maintain separate
households. SCP 35033 has
been created to address the
JFTR changein DA &
JUMPS. CG-1222 will
forward approved requests
for continuation of
OHA/COLA to PPC (mas)
for payment.

INCONUS
COLA

Members receiving
INCONUS COLA at the old
duty station will continue to
receiveit enroute. The PCS
Reporting will automatically
shutdown CONUS COLA the
day prior to reporting, and
also automatically reduces
CONUS COLA for the
number of days the member
isinatravel status.

A Start INCONUS COLA
(P607) transaction must be
submitted, effective the date of
reporting PCS, to reflect the zip
code of the member’s new duty
locale.

Continued on next page
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Overseas Housing Allowance and COLA, cContinued

Discussion (continued)

Automatic PM1SYJUMPS

SPO Action Needed In

SPO Action Needed In

Entitlement . Conjunction With PCS | Conjunction With PCS
Action . .
Departing Reporting
The Departing PCS will
automatically shutdown COLA
effective the day prior to PCS
departure.
Note:
Elimination of 60-day
Continuance Provision for
OUTCONUSCOLA and
OHA
- If the member is entitled to
The JFTR has been modiified to OUTCONUS COLA at the
eliminate the 60-day .
) S new duty station, a Start
continuance provision. Instead, ;
: COLA (P607) transaction
the JFTR no provides that g
OUTCONUS O COLA and OHA shall must be submitted. For
COLA members administratively

terminate on the day prior to
PCS departure (thisincludes
departure on “terminal leave’
|CW separation). The member
may apply to COMDT (CG-
1222) to have O’ COLA and
OHA paid/re-restarted at the
dependents location if exigent
circumstances require the
member and dependent(s) to
maintain separate households.
SCP 35033 has been created to
address the JFTR change in DA
& JUMPS. CG-1222 will
forward approved requests for
continuation of OHA/COLA to
PPC (mas) for payment.

transferred within the same
OUTCONUS COLA-locale,
select “Continue COLA” on
the Reporting PCS.

PCS Pay Entitlements Auto Stops and Starts
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PPC SPO Manual
Part IV, PCS Transfer
Chapter 5, PCS Reporting Endorsement

Overview

Introduction This section provides the procedure for completing the PCS Reporting
Endorsement on Orders transaction.

Timingof PCS  The reporting endorsement cannot not be initiated or completed before the

entitlement member's orders are worked, approved, and the departing endorsement

transactions information entered. See the PCS Travel Order and the PCS Departing
Endorsement topics for more information.

Always approve the PCS Reporting Endor sement before approving the
PCS entitlement rows.

After the PCS Reporting Endorsement is approved, review the member's
current pay entitlements by clicking the Employee Entitlements link and
submit entitlement rows as necessary to start Pay and Allowances applicable
for the member's new duty station and/or duty status.

When the PCS pay entitlements are incorrectly approved prior to approving
the PCS Reporting Endorsement, pay delays and/or pay problems result for
our members. The PCS Reporting Endorsement is designed to "stop” certain
pay entitlementsin JUMPS. When approved out of sequence, the PCS
Reporting Endorsement can incorrectly shut down allowances the member is
entitled to receive.

Submitting the PCS reporting Endorsement and PCS entitlement rows out of
correct sequence in Direct Access will also create unnecessary exceptions.
These exceptions can be avoided, by submitting PCS Reporting Endorsement
and entitlement rows in the correct order/sequence.

Continued on next page
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Overview, Continued

Corrections Only SPO SupervisorsCGHRSUP role users may submit corrections or
and Deletions  deletions to PCS Endorsement on Orders transactions.

If amistake is made or you are directed by PCS (MAYS) to delete and resubmit
areporting endorsement, simply make the changes to the appropriate field(s)
(change the Actual Report date for example), and save.

If you need to delete a reporting endorsement, clear the Actual Report date

field, and save.

Effect on Basic  Please see Part |1, Chapter 10 of this Manual for more information concerning

Allowancefor ~ BAH During PCS.

Housing (BAH)
Contents This chapter contains the following topics.
Topic See Page
PCS Reporting Procedures IV-5-3
Approval Procedure (CGHRSUP Role User) IV-5-11
PCS Reporting with Temporary Duty Enroute IV-5-15
IV-5-2 PCS Reporting Endorsement




PCS Transfer

PCS Reporting Procedures

Introduction When a member reports into a new unit, the PCS Reporting Endorsement
must be completed.
Procedures Follow the steps below to complete the PCS Reporting Endorsement.
Step  Action
1 Locate the member's orders using the Airport Terminal.

Click the Process Orders tab, then the Route/Work button

Gen Info Department Info Orders Info ¥ Process Orders ) [F55K

Sel [EMPLID Name Route To RouteWork
1| [ |1234567 Mouse, Mickey 4 Route/\Work

Seethe Using the Airport Terminal topic for more information about navigating the
Airport Terminal and entering search criteria.

© You can aso access the member's orders using the following menu path:

Home > Administer Workforce> Track Global Assignments (GBL) > Use >
PCS Orders

However, you need to ensure you are selecting the correct set of orders to work on
from the search results. The order's statusis not listed in the search results.

When choosing a member from the sear ch results, please be sure you ar e choosing
the person you actually want to change data on. Verify the employee ID or national
I D before making any changes. Also, since one member can have multiplerecordsif
they'reboth a Regular or Reserve Member and an Auxiliary Member or Civilian
Employee, please be sureyou ar e selecting the correct Employee Classification.

The orders page will open in anew window. Click the ({BepsiRERaHIET ) tah to access the
endorsements page.

Continued on next page
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PCS Reporting Procedures, Continued

Procedur es (continued)

Step
3

Action
Scroll down to the 'Original Departure Information' section of the page and locate the
Actual Depart Datefield.

o Verify the departure date, correct if necessary.

Est. Depart Date: 06/01/2010 Est. Report Date: 06M5/2010 Sequence:; 1446274
Transfer Authority: Coast Guard Personnel Command Order Status: Ready for member to execute
Duty Type: Action: Transfer DPT PCS Departure
Departing Department: 000450 PPC Topeka
Actual Depart Date: @ Departing Approval

©  Any changesto thisdate field will delete the original departing endorsement
transaction from JUMPS. Do not make any changes to thisfield if the departure
dateis correct.

Complete the Actual Report Date field with the date the member reported.

Actual Report and Depart Dates

Actual Report Date:  06/15/2010 Ei| Reporting Approval

If thisis asame day transfer (A term used on orders directing a change of station where
both stations are located within the same corporate limits and, therefore, do not require
traveling) and no leave is used, the Actual Report Date field must be completed using the
same date that was used on the Actual Depart Date field and no delay may be entered in
the Authorized Delay en route section (skip step 8).

Note: Do not interpret the term "Actual Report Date" literaly when the ordersinvolve
leave only. The "Actual Report Date" isnot a day of duty it isaday of authorized delay
en route. If the date you enter in the "Actual Report Date" field is different from the
"Actua Depart Date" field (which isaday of duty), then you must account for the delay
en route in the Authorized Delay en route section (see step 8). Use the 0900 rule to
determine the date to enter in the Actual Report Date field.

0900 Rule (For ordersinvolving leave only):

Under ordersinvolving leave only, when the member reports determines whether the
reporting date is aday of duty or aday of leave.

Continued on next page
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PCS Reporting Procedures, Continued

Procedur es (continued)

4

(con't) If thereport timeis Then thereportingday | and the Actual Report
IS Dateis
at or before 0900 aday of duty the date the day prior to
reporting.
Example:
Reported 0830, 12
August.
Actual Report
Date = 11 August.

after 0900 not aday of duty the day the member
reported
Example:
Reported 1300, 12
August.
Actual Report
Date = 12 August.

From Military Assignments and Authorized Absences, COMDTINST M1000.8
(series) 1.G.11, Delay En Route During Execution of Orders - Example 2:

e Orders authorize 10 days leave, no proceed time, no travel time, and date of
detachment is 1 August.

If the member uses maximum time allotted, count the periods as follows:
1 August Detached (day of duty)
2 to 11 August Leave period (10 days)
The member must report for duty by 0900 on 12 August.
Under ordersinvolving leave only, when the member reports determines
whether the reporting date is a day of duty or aday of leave. If the
member reports at or before 0900, the day would be a day of duty; if he
or she reports after 0900 the day is a day of leave.

Continued on next page
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PCS Reporting Procedures, Continued

Procedur es (continued)

Step  Action

4 Thisis how the endorsement would look in Direct Access:
(con't)
Est. Depart Date: 06/01/2009 Est. Report Date: 07/01/2009 Sequence: 707009
Transfer Authority: Order Status:  Finished with Orders Execution
Duty Type: Active Duty Action: Transfer DPT PCS Departure

Departing Department: 005608
Actual Depart Date:  08/01/2009 i Deparing Approval

viewAll  First (4] 1084 [ Last

Actual Report Date:  08/11/2009 @ Reporing Approval

Reporting for Unplanned Temporary Duty? [~] Mission Complete
New Destination CGC PAMLICO
Department:

Nature of Duty: Duty v
Departing Entittements Reporting Entitlements |

First (4] 1 or1 [M] Last

Beqgin Date End Date Delay Enroute Days
[08/02/2009 [5] [0811/2009 [ Leave INCONUS - 5 =1

Note that we entered 11 August asthe Actual Report Date. Thisis because, per the
0900 rule, 12 August is a day of duty.

5 Verify the Nature of Duty field. Click the drop-down menu to correct if necessary. If
most cases this field will be locked (grayed out) and not changes will be necessary.

@See Page IV-5-15 in this Chapter for more information concerning PCS Reporting
with Temporary Duty Enroute. Example: If the member is not reporting to the same
unit as originally departed to (e.g. Reporting to SECTOR or Base en route to a ship).

Continued on next page
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PCS Reporting Procedures, Continued

Procedur es (continued)

Step  Action
6 Click the Reporting Entitlernents button

o Thissection will not be available if the orders are for an inter-office/local transfer
or Reserve change of drilling unit.

For Officers, the following screen will display.

PCS Entitlement Selection Viewall  First (1] 1oz B Last

Effective Date: 04/10/1997
Flight Status: [DIFPRO =] [ Continue ACIP

™ Continue COLA up to 60 day; Dependents Delayed Overseas

™ Continue OHA up to 60 day; Dependents Delayed Overseas

1. Theofficer's current flight status will be pre-filled in the FLIGHT STATUS
BLOCK. To continue ACIP click in the Continue ACIP checkbox. IF THIS
BLOCK ISNOT CHECKED on Departure, the officer's ACIP WILL STOP
on the Departure Date.

For all personnel, the following screen will display.
PCS Entittlement Selection view Al First [4 4 004 [M] Last

Effective Date: 09/01/2004

I Continue COLA up to 60 day; Dependents Delayed Overseas

[™ Continue OHA up to 60 day; Dependents Delayed Overseas

Ok I [ Cancel |
This screen isonly used for administrative transfers within the local OHA/COLA
payable area (same-day, no-cost orders). See Part 1V, Chapter 4 of this Manual for
more information concerning PCS Pay Entitlements.

Continued on next page
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PCS Reporting Procedures, Continued

Procedur es (continued)

6 Elimination of 60-day Continuance Provision for OUTCONUS COLA and OHA
(con't)
For officers and enlisted member’ s w/deps, authorized under Para. U9151, JFTR with
approval from COMDT (CG-1222) to receive OUTCONUS COL A for 60 days after
PCS departure, select “ Continue COLA up to 60 days; Dependents Delayed
Overseas.”

For officers and enlisted member’ s w/deps, authorized under Para. U9151, JFTR with
approval from COMDT (CG-1222), to receive OUTCONUS OHA for 60 days after
PCS Departure, Select “ Continue OHA up to 60 day; Dependents Delayed

Overseas.”

CG-1222 will forward approved requests for continuation of OHA/COLA to PSC
(mas) for payment.

7 Scroll down to the bottom of the page and click the Route For Approval link. The
PCS Routing & Travel Approval page will open.

PCS Routing & Travel Approval

EmpliD; 1234567 Sailor, Johnny T.

Approval Status:  Pending -

Originator 10
Route to: Q)

Comments:

| 0k || Cancel |

Enter the CGHRSUP Role User's Employee ID number in the 'Routeto’ field.

2. Complete the comments section with any information you need to pass on to the
approving official.

3. Click the OK button.

Lo

Continued on next page
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PCS Reporting Procedures, Continued

Procedur es (continued)

Step | Action

8 The Authorized Delay En route section can be modified at thistime if there has
been a change in the member's travel plans or an authorized delay was omitted
when the orders were first approved.

Example 1: Member Authorized One Day of Travel Time

First [4] .64 [#] Last
}Begin Date End Date Delay Enroute Days

EEUEJ'DE;‘EDU-I [ |ogi02:2004 i [Travel Time =] 1] =]

Use the Add/Remove row buttons (/=] to insert or remove delay types
Use the Begin Date/End Date fields to enter the date for the delay. SeePart 1V,
Chapter 3 of this Manual for more information concerning PCS Travel Orders.

Example 2: Member Authorized Four Days of Proceed Time AND One Day of

Travel Time.

Begin Date End Date Delay Enroute Days
[0gi02/2004 | [09/05/2004 [ | Proceed Time B @ 1=
|oginer2004 B [09/0612004 | Ed | Travel Time =] 1+] =]

Continued on next page
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PCS Reporting Procedures, Continued

Procedur es (continued)

Step  Action

8
(con't) | | Delay Type Use
Travel Time If member is authorized travel time, enter the inclusive dates (steps
7 and 8) for the number of days the member is authorized
Proceed Time | If member is authorized proceed time, enter the inclusive dates
(steps 7 and 8) for the number of days the member is authorized.
Leave If member is authorized leave INCONUS, enter the inclusive dat€
INCONUS (steps 7 and 8) for the number of days the member is authorized.
Leave If member is authorized leave OUTCONUS, enter the inclusive
OCONUS dates (steps 7 and 8) for the number of days the member is
authorized
Compensatory | If member is authorized compensatory absence, enter the inclusiv
Absence dates (steps 7 and 8) for the number of days the member is
authorized
Non- If member is authorized non-chargeable absence, enter the
Chargeable inclusive dates (steps 7 and 8) for the number of days the member
Absence Is authorized.
Dateline If the member crossed the international dateline, enter the
Adjustment inclusive date (steps 7 and 8), normally 1 day. For members
traveling West to East use the same date as the reporting date. For
members traveling East to West, use the date the member departed
their PDS. The United Statesisin the West. If crossing was West]
to East, thetotal of all delay entriesincluding DA should equal the
authorized delay total. If crossing was East to West, add all delay
entries other than DA, then subtract 01. The balance must equal
authorized delay total.
Example PCS Delay With Dateline Adjustment (West to East):
Begin Date End Date Delay Enroute Days
[o7/06/2006 [%] [07/08/2006 [ | Leave INCONUS ] a[+]1[=]
|07109/2006 || |0712/2006 |[F] | Proceed Time v 4 [+=1[=]
[o7i1z12006 [E] |07/14/2008 [ | Travel Time v 2 [+]1[=]
0711572006 |[EZ] [0715/2006 |5 | Dateline Adjustment v 1 [F] [=]
Click the 'Bls=+=Ipytton. The Endorsement will be added the CGHRSUP Role User's
worklist for approval.
IV-5-10 PCS Reporting Endorsement
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Approval Procedure (CGHRSUP Role User)

Introduction The CGHRSUP Role User has specific responsibilities.

Procedures Follow these steps to approve a PCS Reporting Endorsement transaction.

The approva cannot be entered more than 14 days before the actual PCS
reporting date.

If the orders are for an inter-office/local transfer the Reporting Endorsement
will be completed automatically using the same date as the actual departure

date.
Step | Action
1 Access your worklist by clicking on the worklist link in the header of any page.
2 Click the link on your worklist with the member's name for the Orders/Endorsement
you are approving.
12345678, 0 216345
T (ooum®f 0oi0g2004 OrdersPCS  PCS ORDERS e
3 The member's order page will open. Click on the Depart/Report Mbr tab, if
necessary, to access the endorsements page.
4 Scroll down to the Original Departure Information section.
1. Veify that the Actual Depart Date field is completed with the date the member
will depart or has departed. Correct if necesary.
Est. Depart Date: 06/01/2009 Est. Report Date:  07/01/2009 Sequence: 707009
Transfer Authority: Order Status:  Finished with Orders Execution
Duty Type: Active Duty Action: Transfer DPT PCS Departure
Departing Department: 005608
Actual Depart Date: | 08/01/2009 @ Departing Appraoval
2. Click the Departing/Approval link next the Actual Depart Date field
Approval Status: | Pending -
Originator 1D npwed
Route to: g
Comments:
3. Click the drop-down menu in the Approva Statusfield and select "Approved”
4. Click the OK button.
5. The Approva page will close and you will be returned to the orders page.
5 Click the '==+=lputton at the bottom of the orders page.

Continued on next page
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Approval Procedure (CGHRSUP Role User), continued

Procedur es (continued)

Step  Action

6 Ensure transactions are submitted to start Pay & Allowances applicable for the
member's new duty station and/or duty status.
(DReview Part 1V, Chapter 4 of this Manual for information concerning PCS Pay
Entitlements Auto Stops topic before taking any action to stop any of the member's
pay entitlements in connection with PCS departure.
Review Part |1, Chapter 10 of this Manual for more information concerning BAH During
PCS.
Entitlement Entitlement Stops
BAH With Dependents DA will insert a stop date effective the day prior to
PCS reporting. However, JUMPS will continue to pay
BAH-With until anew transaction is submitted
reflecting the member's BAH entitlement at the new
unit.
Please see Part |1, Chapter 10 of this Manual for more
information concerning BAH During PCS.
BAH W/O Dependents  These members are entitled to BAH W/O whilein
Partial BAH transit and the system (JUMPS) will credit any BAH
due when the reporting endorsement on orders
transaction processes.
Please See Part 11, Chapter 10 of this Manual for more
information concerning BAH During PCS.
Table continued on next page.
Continued on next page
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Approval Procedure (CGHRSUP Role User), continued

Procedur es (continued)

6 Entitlement Entitlement Stops
(con't) | ENLBAS Effective the day of PCS reporting.
Therefore, transactions to start BASDMR
or ENLBAS at the new duty station
should be effective the day after reporting,

The above actions are not initiated by the system until the PCS Reporting
Endorsement on Orderstransaction is completed, approved by an SPO
Supervisor, and saved. |f theresults of the PCS Reporting Entitlement Process
are not visible when viewing the member’ s entitlement data, exit the page (click
the ‘Return to Search’ button or the ‘Use’ menu link) and return to the member’s
entitlement page. Do not make any changes to the member’ s entitlement data
until the changes made by the PCS Reporting Entitlement Process are visible on
the member’ s entitlements page.

@ Many times an SPO will approve a departing or reporting PCS endorsement,
saveit, then look at the member’ s entitlement rowsin Direct Access and it
will look like the stop dates were not inserted when the endorsement was
approved. This sometimes causes the SPO to attempt to insert the dates
manually. If the dates do not show up in entitlements, click * Return to
Search’ and then get back into the member’s entitlements summary. The
dates will beinserted. Do not attempt to manually insert stop dates for
entitlement rows that are automatically stopped by the system.

PCS Reporting Endorsement IV-5-13
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PCS Reporting with Temporary Duty Enroute

Introduction This section provides the procedure for completing the PCS endorsements on
orders transactions when a member reports for temporary duty enroute to a
new PCS assignment.

Discussion The transfer authorization must be entered in the system before the order can
be completed. PCS authorizations are entered by Assignment Officers. =

The PCS Departing Endorsement must be completed before the reporting for
unplanned temporary duty endorsement.

Procedure Here isthe procedure for completing endorsements when there is temporary duty en
route.
Step  Action
1 Access your worklist by clicking on the worklist link in the header of any page.
2 Click the link on your worklist with the member's name for the Orders/Endorsement

you are reporting.

3 The member's order page will open. Click on the Depart/Report Mbr tab, to access
the endorsements page.

Home = Administer Workforce = Track Global Assignments (GBL) = Use = PCS Orders

Travel Orders ¥ DepartRepart Mbr

EmpllD: 1234567 Sailor, Johnny T. Empl Red Nbr: 0
Dept: 006533 TRAVEL BR Empl Class: Regular
Job Code: 435082 NG Sal Plan/Grade: EML  E7

Location: K30001 CGPPC
Position: 00013503 TRAVEL CLAIM LEADER

Continued on next page
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PCS Transfer

PCS Reporting with Temporary Duty Enroute, Continued

Procedur e (continued)

Step | Action
3 The member's order page will open. Click on the Depart/Report Mbr tab, to access
the endorsements page.

ViewAll  First (4] 10r2 I Last

Actual Report Date:  06/04/2010 E| Reporting Approval

D Authorized Delay

New Destination PS2U HQ 2P0 BR

Department:
Nature of Duty: Duty -

e Click the Reporting for Unplanned Temporary Duty Tab, then
e Click theLast link

4
viewAll  First KN 2072 [B] Last
07/01/2010 &) E
Actual Report Date: Reporting Approval  Actual Depart Date: Departing Approval

Temporary Assignment

New Destination 007488 Ql SECTOR ST PETERSBURG
Department:

Nature of Duty: Duty

Reporting Entitlements |

e Enter the Actual Reporting Date and New Destination Department 1D (if
unknown use the Look-up button to find the correct department member is
reporting for Unplanned Temporary Duty.

e Click the Reporting Entitlements button. Note: Thisis only to continue
OHA and OCOLA.

After the PCS Reporting transaction is saved, the Employee Entitlements for all
other allowances must be compl eted.

Continued on next page
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PCS Reporting with Temporary Duty Enroute, Continued

Procedur e (continued)

5 Click the OK Button.

6 Note: If the TDY Actual Departure Dateis known, you may enter it now. For
example, the member will depart on July 10, 2010

Y ou may return to this transaction and enter the departure date at any time. Do not
enter the Actual Departure Dateif it isunknown at thistime.

7 When the member departs the Temporary Duty location, you return to the PCS
Ordersin DA and select the Depart/Report Mbr Tab orders and enter the departing
information.

Home = Administer Worlforce = Track Global Assignments (GBL) = Use = PCS Orders

i Travel Orders | DepartReport Mbr \\_

EmpliD: 1234567 Sailor, Johnny T. EmplRcd Hbr; O
Dept: 006533 TRAVEL BR Empl Class: Regular
Job Code: 436092 ¥YNC sal Plan/Grade: ENL  E7

Location: KS0001 CGPPC
Position: 00013503 TRAVEL CLAIM LEADER

8 Enter the Actual Depart Date and any Authorized Delay Enroute.

viewAll  First K1 2052 [H
0710142010 ] 0710712010 ]|
Actual Report Date: Reporting Approval  Actual Depart Date: Departing Approval

Temporary Assignment

New Destination 007488 Q) SECTOR ST PETERSBURG
Department:

HNature of Duty: Duty

Departing Entitlements | Reporing Entitlements |
Authorized Delay Enroute First (4] 1 of1 [H] Last
Begin Date End Date Delay Enroute Days
| B | Bl - =1 |
9 Click the Departing Entitlements Tab. Note: Thisis only to continue OHA and
OCOLA.

Continued on next page
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PCS Reporting with Temporary Duty Enroute, Continued

Procedur e (continued)

10| Click the "2 Bytton.

Route for Approval. See Part 1V, Chapter 2 for more information on Approval of
PCS Orders.

11
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Part IV, PCS Transfer

Chapter 6, Non Self-Service E-Resume

Overview

Introduction The Non Self-Service e-Resume allows SPOs to enter assignment data
information into PeopleSoft on behalf of members who do not have access to
a Coast Guard Standard Workstation. Members, who have access to the
system, must use the Direct Access Self-Service e-Resume.

Process This table describes the non self-service e-Resume process.
Stage | Who Does It What Happens
1 Assignment Develops date for assignment season.
Officer
2 CGPC Publishes listings of available positions via message

and fax-on-demand.

Compl etes E-Resume Worksheet (CG PSC-2002) and

3 Member forwards to Commanding Officer for endorsement.
. Compl etes endorsement and forwards worksheet to

4 Unit CO PERSRU.

5 PO Enters member's assignment preferences and

command endorsement Peopl eSoft

Assignment Using tools within the PeopleSoft system matches

Officer member to appropriate position and issues orders.
Sends member an email message notifying them of
assignment decision and adds ordersto the arrivals and

7 PeopleSoft departures pages for the appropriate commands

System (PERSRUSs monitor the Airport Terminal for units that
do not have access to the system and provide
notification when orders are issued).




PCS Transfer

Overview, Continued

Contents This chapter contains the following topics.
Topic See Page
Adding Jobs to the Job Basket IV-6-3
Completing the E-Resume IV-6-6
Compl eting the Endorsement (E-Interview) IV-6-10

IV-6-2 E-Resume



PCS Transfer

Adding Jobs to the Job Basket

I ntroduction Complete these steps to add a member's assignment preferences to the job basket.

Procedure

Log into Direct Access and follow these steps to enter a members assignment
datainto Direct Access E-Resumes.

Step Action |
1 Sign into Direct Access and navigate to the non Self Service e-Resume:
Home > Develop Workforce > Recruit Workforce (GBL) > Use > Create e-Resume
2 Enter the member's employee ID number in the Applicant ID field and click the

Sear ch button.

Create e-Resume

Find an Existing Value

Applicant | ||
Empl Rcd Nbr:l

Mame: ]

Last Marme: I

SefiD: [rusce
Department: r___ﬂ
Mational ID: |

Joh Family: I—ﬂ

Job Code: Iwwmmﬂ

| Search | | Clear | Basic Search

Add a Mew Value

See Search Tips for more information on using the employee lookup page.

When choosing a member from the search results, please be sure you are
choosing the person you actually want to change data on. Verify the employee ID
before making any changes.

Continued on next page
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Adding Jobs to the Job Basket, Continued

Step Action
3 Enter a Position Number from the member's worksheet in the Position field of the
View Job Postings page and click the Sear ch button.

View Job Postings

Enter your search criteria then click Search

Search Criteria

Position Source: Active Duly FC3 i Select a Position Source Code
Position: Select a Position Nbr or leave blank for all
Dept Type: ﬂ Select a Type or leave blank for all
Department: ﬂ Select a Dept or leave blank for all
State: ﬂ Select a State or leave blank for all
Job Family:; M g Select a Job Famiby or leave blank for all
Job Code: ﬂ Select a Jobcode or leave blank for all
Accomplishment: ﬂ Select an Accomplishment or leave blank for all
Competency: ﬂ Select a Competency or leave blank for all
Keyword(s}: Opticnal
[] Include positions NOT on shopping list ﬂ

Note: See the self-service E-Resume instructions for more information on using the
job basket.

Continued on next page
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Adding Jobs to the Job Basket, Continued

Procedure (cont’d)

Step
4

Action
Click the check box in the Job Basket column on the list of jobs your search returned
to add that job to the member's job basket.

Click the Add Selected to Job Basket button at the bottom of the page.

Repeat steps 3 and 4 until al positions from the member's worksheet have been
added to the job basket.

Click the View Job Basket link at the bottom of the page to go to the job basket.

View Job Postings
Job Basket

Here is the list of the jobs you have currently selected in your job basket.

| First (4] 1 of1 [¥] Last

Paosition

Number Position Desc Department Job Code
00050139 CUSTOMER SERVICE LEAD CGPPC YMC El

Apply for Jobs in Basket | Return to Job Postings

Verify al positions from the worksheet are displayed in the job basket. Click the
Return to Job Postings link if you need to add more jobs to the basket.

Click the button to return to Page 1 to the E-Resume.

Apply for Job

016161016

Your Online Resume

Review your information on the following pages and update anything which has
changed oris incorrect. Move between the pages by clicking on the Mext and
Previous buttons atthe bottom of each page. Alternatively click the circled numbers
above to return to completed pages.

Mext

E-Resume
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Completing the E-resume

Introduction  After completed a members Job Basket, follow these steps to complete the

member's e-Resume.

Procedure Follow the steps in one of the menu paths below to compl ete the E-Resume.

Step
1

Action \

Apply for Job

01161010,

Your Online Resume

Review your information on the following pages and update anything which has
changed or is incorrect. Move between the pages by clicking on the Mext and
Previous buttons at the bottom of each page. Alternatively click the circled numbers
above to return to completed pages. Next

Click the Next button to continue.

E-Resume Page 2 - This page contains the members contact information. Enter the
members Mailing Address, Contact # and Email Address. Be sureto enter avalid
compl ete business email address (e.g. yourname@uscg.mil). The email address you enter will

be used by the system to notify the member when orders are issued.
Apply for Job

016101010,
Contact Details

Enter your name, address, telephone number and email address. The information you enter on this
page may be used to contact you regarding the jobs you have applied for.

Prefix  First Name Last Name

-

Country: United States Change Country
Address 1:
Address 2:
Address 3:

City:
County: Postal:

State: QJ Kansas

Contact # or
Address:
*Email Address: *Email Type: Business ~

Mext

* Required Field i
Previous |

Click the Next Button to continue to Page 3.

Continued on next page
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Compl

Procedure
(cont’d)

Step
3

eting the E-Resume, Continued

Action
This page shows the job postings from the member's Job Basket in the column on the |eft
side of the page. The Job Preference column, on the right side of the page, is used to sort the
job postings.
Apply for Job

DER®®

Preferences

Move the positions from your Job Basket in your preferred order. (Even if there is only one position in the Job
Basket). Use the YELLOW right arrow button next to the position to move the job to the right . The position will
be added at the end of your list. Positions can be deleted from the Job Preference Order and then added again
to re-sortif necessary.

Enter the Endorser Emplid:

[ Mo Endorsement Required

Job Basket viewAll  First (4] 1606 [B] Last — [ oo [T e
Job "
Position Position Desc Department Code Add Del Position Descr
1 00050139 CUSTOMER SERVICE LEAD
00050139 EEQL%EEEAD CG PPC YNC (=] '
’ 2 [] 00013509 MILITARY PAY TEAM LEAD
MILITARY PAY
00013509 TEAM LEAD MIL ACCT SUPTBR  YMC D
Transfer to Convey Career Intentions Delete Selected Positions |

Previous Mext

Enter your Employee ID number in the Emplid field at the top of the page. This will
route the e-Resume to your worklist so you can complete the e-Interview
(endorsement).

To sort the job postings in the member's preferred order, click the right arrow ®
button on the Job Basket grid. Thiswill place the Position number in the Job
Preference column. Jobs are listed in the preference column in the order you add
them.

Note: Jobsarenot actually applied for until you copy them over to the

Pr efer ences column. Move the positions from your Job Basket in your preferred
order. (Even if thereisonly one position in the Job Basket). Use the right arrow
button » next to the position to move the job to the right. The position will be added
at the end of your list. Positions can be deleted from the Job reference Order and then
added again to re-sort if necessary.

Click the Next button to continue to Page 4.

E-Resume
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Completing the E-Resume, Continued

Procedure (cont’d)

Step
5

Action |

Full Text Resume (comments). Type the member's comments directly into the area
provided or copy them from another application, such as Microsoft Word, and paste
them into the block.

Per ALCOAST 158/02, if submitting arequest for overseas assignment the member
must review the Command Checklist for Overseas Screening and the financial
assessment shown in Exhibit 4.H.2 of the Coast Guard Personnel Manual,
COMDTINST M1000.6(series) and include the following statement in the Full Text
Section of the e-Resume:

"My family (if applicable) and | meet the criteriafor overseas assignment as outlined
in section 4.H of the CG Personnel Manual. My spouse (if applicable) and | have
reviewed the Command Checklist for Overseas Screening and the Financial
Assignment Checklist shown in Exhibit 4.H.2, CG Personnel Manua."

Click the Next button to go to page 5.

Continued on next page
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Adding Jobs to the Job Basket, Continued

Procedure (cont’d)

Step Action
7
Apply for Job
Submit Resume
If you wish to review your information use the previous and next links, or click the step
numbers above, to navigate through the pages. When you have checked your
information click the Submit button below to send us your resume.
Certain parts of your resume can be updated after submission, such as your email
address, but the rest cannot be changed because the information in your resume may
be usedin the candidate selection process and as such will be assumedto be a
snapshot of your position at the time of submission. If your resume information
changes significantly in the future, and you wish to apply for maore jobs, you will be
required to submit a new resume.
Submit
You will be notified by email when we have received your resume.
The company iz not responsible for the verification of data provided and shall not be liable for
any errors, factual, transcription or otherwise, contained in the information posted.
Previous
When you have checked the information click the Submit button at the bottom of the
page to submit the resume.
After you click the submit button a page will display with a summary of the resume. You
can print this page by clicking the printer icon on the Internet Explorer menu.
Apply for Job
Submit Confirmation
Resume Submitted Successfully
Ok
E-Resume IV-6-9
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Completing the E-Interview

Introduction  The E-Interview is accessed via your worklist. Usethelink provided in the
email message or follow these steps to access your worklist.

Step Action |
1 Log into Direct Access and click on View Worklist.

OR: Click thelink on the email.

Worklist for 1234567 Fred Flintstone

ltem Mame Work List Filters: v
Find|View Al First [ 10e1 [¥] Last
From Date From \Work Item Description Link Mark Worked Reassign
IEIri?](tjstone 071212010 Interview Worklist HR_SUBMIT_RESUME_APF Flintstone, Fred I'v1ark‘.“.f0rked| Reassigr|
2 See the Compl eting the Endorsement instructions to compl ete the command

endorsement. Procedures can be found using the DA On-Line Guide, Completing the
E-Resume Endorsement. .

IV-6-10 E-Resume
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