
Creating a Shipment
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Please Read before you continue

1
You must select one



Scroll through to the bottom of the screen
This Screen will have all the information you 

need to know about the shipment you 
selected on the previous screen.  If you 

decide not to do this shipment just hit the 
Previous button at the bottom of the screen.



Click Next>>Check the box next to the statement
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1. Enter the 
Desired Pickup 

Date
(by clicking the calendar, 

you cannot have a 
pick up on a weekend 
or Federal Holiday)

2.  Enter the 
Desired Delivery 

Date (at least two months 
out from pick up date this 
does not affect your real 

delivery date)
3.  Enter the 

Requested Pickup 
Address (by clicking the 

rolodex)

Depending on how much weight you estimate to be picked up,  DPS will put 
3,000 lbs. for each day MAX (e.g. if you estimate 5,000 lbs you will have a 

one day pack and a pick up date.  11 May pack, 12 May pick up.)



*After selecting the 
rolodex

Click Add Address



Enter the information for your Pickup Address 
and Phone number. 

Remember: Type in the first 4 letters of the city 
(it will self-populate).

Example on next slide.



Click Save Address



Select your Pickup Address 
Click OK.



Authorized Delivery Address:
Select the rolodex again



Click Add Address

Mbr’s  street address

123-456-7890

123-456-7890



Enter Delivery Address
Click Save Address

123-456-7890

If you do not have an 
Permanent address for 
your next base you can 
put the base you are 
going to and Gaining 
Squadron.



Select your Delivery Address
Click OK

Mbr’s  street address

Mbr’s  street address

123-456-7890

123-456-7890

123-456-7890



If you are 
PCSing 

Overseas

The following locations 
require you to select a 
GBLOC:
Yokota‐ QFFL
Kadena‐QIFL
Misawa‐QEFL
Osan‐QNFL
Guam‐PBNQ
Azores‐YAFC
Fort Meade‐BGAC





Enter In‐Transit Address

In‐transit Address is:
•Emergency contact 
•Leave address enroute to new duty station
•Family or friends in the state
*This has to be a physical address; it cannot be 
a P.O.  Box.



Select your In-Transit Address
Click OK

Mbrr’s street address

Mbr’s  street address

Mbr’s  street address

123-456-7890

123-456-7890

123-456-7890

123-456-7890



123-456-7890 123-456-7890

123-456-7890

Mbrr’s street address

If you have any Releasing &/or 
Receiving agents ensure that you 

enter them on this page also.



123-456-7890 123-456-7890

123-456-7890

Mbrr’s street address

123-456-7890

123-456-7890

Once you’ve input the Pickup, Delivery & In-Transit 
Addresses, RA’s, POA’s, or LOA’s. 

Click Next>>
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You will see this screen for all Household Good shipments

1. Input an estimated weight for your HHGs and Pro Gear 
2. Select any special items you have.

3. List dimensions of large screen TVs.
4. Click Next>>

1.

Go to the Next Slide if you have Unaccompanied Baggage



You will see this screen for all Unaccompanied Baggage shipments
1. Enter the estimated weight and (PBP&E aka-Pro gear)

(PBP&E automatically defaults to 10 lbs)
2.  Check if there are any High value items that you will ship(if not leave blank)

3.  Input any items that may require special packing.
4.  Click Next>>
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Unaccompanied Baggage Basic screen



This screen will allow you to enter Motorcycles, and/or Firearms.
If you select Motorcycle on the Additional Information screen there would be a button here to Add your 

motorcycle (motorcycles only go in HHG shpts).  Add Firearm will always be available.

If there is NO information to enter, Click Next>>



This sub screen will show up when you click Add Motorcycle.  
Enter all information with the red * next to it.



This sub screen will show up when you select Add Firearm.  
Enter all information with the red * next to it.



1.  Verify the pickup date
2.  If you have a permanent delivery address you can select requesting a 

direct delivery if not leave it No. Requesting a direct delivery means your 
shipment will go straight to your address not storage.

3. Transportation Service Provider (TSP) Preference: 
(TSP Preference cannot be guaranteed)

4.  Click Next>>
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Read all of your Responsibilities as the member before 
your pick up date on this page.

Scroll through to the bottom of this screen.



1
1. Check the box next to 

the statement
2. Click Next>> 2



Mbr’s name
Mbr’s SSN

Mbr’s phone #

Mbr’s street address

Mbr’s email address

Order: AD-123456

123-456-7890

Mbrr’s street address

123-456-7890

Mbrr’s street address

123-456-7890

Scroll through the information to make sure everything is correct



123-456-7890

Mbrr’s street address

123-456-7890

Mbrr’s street address

123-456-7890

1. If everything is correct check the box 
next to the statement. If not, backtrack and 

make changes if necessary.
2. Click Next>>
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1. Read the top ‘Counseling Office’ information, then 
Check the box next to the statement.

2. Select appropriate counseling office for all shipments.

Go to next slide for Stateside pick up 
example



This will be the screen for any 
HHG shipment you are scheduling 
for the states.  Make sure to pick 
the closest Base to your Pick up 
address.  Example: if pick is in 

Sumter, SC your counseling office 
will be Shaw AFB, SC.



When done selecting a Counseling Office
1. Click Next>>

!!!CLICK SUBMIT.  You need to bring all copies of 1299s and 1797s for 
each shipment to TMO Bldg 1118 or give paperwork to a TMO 

Counselor for your pick-ups to be finalized!!!
***If you do not give us your copies your HHGs will NOT be picked up.

Select View & Print on 
both the DD Form 1299 
and the DD Form 1797.  
Then print each form.


