
Entering Order Information

!!! You CANNOT proceed if you do not have any 
PCS Orders !!!



A. You may have to click (Enter Order Information) to enter your NEW 
set of ORDERS.

IF there is an OLD set of ORDERS already listed, DO NOT 
select them.  Please Review the next slide.
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The next screens are where you will enter all the order information.
1. Select Rank/Pay Grade:

2. Do you have hard copy orders? 
(this will ALWAYS be yes)

3. Click Next>>
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2 Click on the calendar to select the Order Date
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1. Order number is located in block 27 of your orders.
2. Order date is located in block 28 of your orders.

3. Enter AFPC RANDOLPH AFB
4. Click Next>>
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Enter the duty stations they are on your orders
Follow the next slide for examples.



First, select if the address is CONUS or OCONUS 
(HI & AK are both considered OCONUS)



Type (at least) the first 4 letters of the location. 
The city, state and/or country should populate, 

select the correct location.  Bases are 
considered cities.



Click Ok.



Complete the same steps again for the 
New Duty Station (Gaining Base). 

Click Next>>



Select the CORRECT type of Orders!
When PCSing Select Permanent Change of 

Station.  As shown to the left.

The following will be the steps you take for PCS orders.
1. Select Permanent Change of Station
2. Select Shipment of HHG Permitted

3. Click Next>>
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Enter the following information:
1. New Base

2. Report Date:  (Listed on orders Block 5) 

3. Dependents? (Yes or No)
4. Click Next>>



Enter following information:
1. New Base:  (Your next assignment)

2. Tour Type: (Listed on orders Block  10, Accompanied or Unaccompanied) 
3. Tour Length: (Listed on orders Block 11,  If PCSing from OCONUS to CONUS input 48 unless 

otherwise specified on your orders) 
4. Report Date:  (Listed on orders Block 5) 

5. Are Dependents Authorized?  (If tour is unaccompanied but you have dependents, you will select Yes 
and enter the number of dependents.  If you do NOT have dependents then select No) 

6. Click Next>>
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POV will always be no (unless authorized per Joint Federal Travel Regulation).
Motorcycle will be yes if you are shipping one.

If you plan to ship a boat get with local TMO first.
Non-Temporary Storage will always be no.

Go to next slide for Instructions on Orders Specific Questions



Based on the info that is on your orders answer the questions 
accordingly.

Click Next>>



2. Check the box next to the statement. 
3. Click Next>>
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1. Read all information on this screen.  Also if you click on 
Unaccompanied Baggage, or Household Goods.  It shows you what is 
authorized for each shipment.
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