
PCS Orders-Report 

Overview 

  
Introduction This guide provides the procedures for completing a PCS Reporting 

endorsement, adding a TDY period within a PCS transfer and how to use 

the Amend Mode. Once a Reporting endorsement is approved, a job row is 

built in Job Data. The Job Data link can be found in the HR Data Shortcuts 

Pagelet. 

 

CANCELLATIONS: Assignment Officers can cancel PCS orders in an 

Authorized or Ready Status. SPOs can cancel PCS orders in an En Route 

or Finished status. 

  
Before you 

begin 
The Reporting endorsement should not be completed before the member's 

orders and Departing endorsement have both been approved.  See the PCS 

Orders or the PCS Orders-Depart guide for more information. 

  
After the 

Reporting 

endorsement is 

approved 

Be sure to review the PCS Entitlements Auto Start-Stop guide to check if 

there are any entitlements that need to be manually adjusted by the 

Servicing Personnel Office. 
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Reporting Endorsement 

  
Procedures This sections provides the procedures on how to complete a PCS 

Reporting endorsement in Direct Access. 

 

Step Action 

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

 
 

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

  
 

3 Select the View All link in the Travel Orders section to open both travel rows. 

 
 

 

 Continued on next page 

  



Reporting Endorsement, Continued 

  
Procedures, 

continued 
 

 

Step Action 

4 Enter the Actual Date the member reported in the Seq Nbr 99 Report row.  

 
 

5 The Actual Report Date needs to be the same as the last End Date in the Delay 

En route. If necessary, adjust the dates accordingly.  

 
 

6 Click the Route for Approval button located in the Seq Nbr 99 Report row.  

 
 

 

 Continued on next page 



Reporting Endorsement, Continued 

  
Procedures, 

continued 
 

 

Step Action 

7 The Approval Type will default to Travel Order Report Endorsement. 

Verify the Deptid of the Approving SPO is correct. Now click Submit.  

 
 

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

 
 

 

  

 

 

 

 

 

 

 

 



Unplanned Temporary Duty En Route 

  
Procedures This section provides the procedures on how to add a TDY Travel period 

after a member has departed their old PDS. 

 

Step Action 

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

 
 

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

 
 

3 Then click the plus button located in the Seq Nbr 1 Depart row.  

 
 

 

 Continued on next page 

  



Unplanned Temporary Duty En Route, Continued 

  
Procedures, 

continued 
 

 

Step Action 

4 Change the Seq Nbr to 2 and the Travel Type to Report. Enter the same date 

for the Estimated and Actual dates. Select TEMDU for the Nature of Duty. 

Then fill out the Department, Location and Position Number of the TDY 

site. When finished, click the plus button to add another travel row.  

 
 

Note: For Active Duty members: Place the member in an Active Duty 

unbudgeted position at the unit they reported into. If there is not an unbudgeted 

position for that unit, place the member in any Active Duty position at that unit 

(even if it is already filled).  

For Reserve members: Place the member in a Reserve unbudgeted position at 

the unit they reported into. If there is not an unbudgeted position for that unit, 

place the member in any Reserve position at that unit (even if it is already 

filled). 

5 Change this Seq Nbr to 98 (use 3 if you have additional TDY periods to enter) 

and the Travel Type to Depart. Enter the Estimated Date (and Actual Date, if 

known) the member is to depart the TDY site. Select TEMDU for the Nature 

of Duty and enter the Department, Location and Position Number of the 

TDY site. Then select the arrow to go to the Seq Nbr 99 Report row.  

 
 

Note: Use the same position number that was used in Step 4. 
 

 Continued on next page 

  



Unplanned Temporary Duty En Route, Continued 

  
Procedures, 

continued 
 

 

Step Action 

6 Update the member’s Estimated Date to report to their permanent unit in the 

Seq Nbr 99 Report row. If the member is checking in to their new PDS, enter 

the Actual Date as well. 

 
 

7 If necessary, update the member’s Delay En route so that there are no dates 

that overlap with the TDY period. 

 
 

Note: The Actual Day of Report option may have to be used in the Delay En 

route if the TDY departure date is not the same as the Actual report date at the 

new PDS. 

8 Select the Route for Approval button located in the Seq Nbr 2 Report row. 

 
 

Note: If all of the Actual Report dates are entered, select the Route for 

Approval button from the last travel row, Seq Nbr 99. 
 

 Continued on next page 

  



Unplanned Temporary Duty En Route, Continued 

  
Procedures, 

continued 
 

 

Step Action 

9 The Approval Type will default to Travel Order Report Endorsement 

(Multiple Trvl Endorsements if routing from the last Seq Nbr). Click Submit.  

 
 

10 If the Actual report date to the new PDS was not previously entered, after the 

member has departed the TDY site and has reported to their permanent unit, go 

back into the transaction to enter the Actual Depart and Report Dates. When 

finished, select the Route for Approval button located in the Seq Nbr 99 

Report row.  

 
 

Note: Selecting the Route for Approval button located in the last travel row 

will route all pending travel rows for approval. 
 

 Continued on next page 

 

 



Unplanned Temporary Duty En Route, Continued 

  
Procedures, 

continued 
 

 

Step Action 

11 The Approval Type will default to Multiple Trvl Endorsements. Click 

Submit.  

 
 

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

 
 

 

                                                                                      

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          


