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CREATE ORDER

Introduction This section provides procedures for creating a PCS order for a PHS member.
These orders are considered ‘no-cost. The member must have an EmplID in
Direct Access and the order begin and end dates cannot be before a member’s hire
date on their job data record.

Menu Path(s) Menu Navigation:  Orders > PCS Orders
Portal Pagelet:  Orders > PCS Orders

Need Help? If you do not know what data to enter/select for a certain field or have any
questions regarding Direct Access, contact PPC Customer Care:

=  The web address for support is http: //www.uscg.mil /ppc/ccb/.

= Customer Service phone number is: (866) 772-8724 (toll free) or (785)
339-2200.

= Phone support hours are 0700-1600 (central time) Monday through
Friday (and select weekends as posted on
http://www.uscg.mil/ppc/ccb/.)

Procedure The following steps will show you how create and save a PCS order.
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1 Click on the PCS Orders link in the Orders portal pagelet.
Enterprise Menu navigation: = Orders > PCS Orders

Orders =

2 On the PCS Orders search page, click the Add a New Value tab. Enter the following:

=  Empl ID = member’s employee ID

= Empl Record = click the look up and then select the row where Regulatory Region =
PHS and Business Unit = OFFPH or OFEPH.

= Begin Date/End Date = enter when the member is expected to depart and report at
their new assignment.

Find an Existing Value

Trans ID:

Empl ID: 2043237
Empl Record:| 0@,
Begin Date: |07/13/2015 [&]
End Date: 0712612015 [H)

Add

Find an Existing Value | Add a New Value

o For PCS orders where the member departs and reports to their new assignment on
l the same day (e.g. interoffice transfer), enter the same dates as the begin and end
dates.

Click the Add button.

3 In the PCS Basic Information section, enter/select any relevant information. Project Code
and Program Element fields are for USCG use only. DO NOT CHANGE THE ACTION AND
REASON CODE DEFAULTS.
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Current Department: 015754 GFLM259 Project Code: @,
Current Location Code: AZD130 PHOENIX, AZ Program Element: @

Current Position Number: 00114576  Asst Chief Pharmacist Ill Fund Source: Reimbrsble

Current Job Code: 080093 CAPT

Action: KFR (G, Reason Code:[PCS 4 Mutual Code: Standard  ~  Rotation Dt: d

Authorizing Official:  |Mary Roberts, CAPT, PHS

Govt Credit Card Holder V|Is Travel Authorized for these Orders?

4 In the Travel Orders section, for the Depart travel type, select the following:
= Nature of Duty = Depart

Add additional depart-related information in the Per Diem, Travel Details, and/or
Additional Authorized Expenses section. Expand each section by clicking the arrow.

Leave the Actual Date field blank. This date is entered when the member departs and the
Departing Details is submitted for approval.

L Ll

*Seq Nbr: 1 ITravel Type: Depart * |Trvl Approval: =]
Estimated Date: [07/13/2015 | Department: 015754 @, GFLM259
Actual Date: B Location: AZ0130 @, PHOENIX, AZ
Nature of Duty:  Depart - Position Number: 00114576 @, AsstChief Pharmacist lll
PosnJob Code:  P230025 Asst Chief Pharmacist Il
Other Location:
I3
»
I3

Then, click the View All link.  This will display both the Depart and Report travel rows.

* The Estimated Dates default from the Begin Date and End Date entered on the Add a
l New Value page.

5 For the Report row, enter/select:
= Department

= Location

= Position

= Nature of Duty

Leave the Actual Date field blank. This date is entered when the member reports and the
Reporting Details is submitted for approval.
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Step Action

Find | View 1 First = 120f2 1 Last

- ——
*Seq Nbr: ’_1 Travel Type: Depart ¥ Trvl Approval: [#] =]

Estimated Date: 0732015 E;J Department: 015754 Q@ GFLM259
Actual Date: ] Location: AZ0130 @, PHOENIX, AZ

Nature of Duty:  DUly - Position Number: 00114576 @, Asst Chief Pharmacist Il
Posn Job Code:  PS0025 Asst Chief Pharmacist Il
Other Location: | Route forApprovall

Per Diem
Travel Details
¥ Additional Authorized Expenses

I +
*Seq Nbr: Travel T',rpe: Trvl Approval: I_—I

Estimated Date: |07/26/2015 Eﬂ Department: 015760 Q GFLM25H
Actual Date: el Location: CAD537 @, NICE, CA

Nature of Duty: DUty v Position Number: (00114576 @, Asst Chief Pharmacist Il
Posn Job Code; P80025 Asst Chief Pharmacist Il
Other Location: | | | Route f-:lr.#.ppr-:r\-al_

Per Diem
Travel Details
Additional Authorized Expenses

6 In the Delay En Route section, enter the member’s travel delays (if there are any gaps in
the Begin and End dates, these days must be accounted for in the Delay En Route section).

When entering Delay En Route, the first Begin Date must be the day after the Estimated
Date to Depart. The last End Date must be the same as the Estimated Date to Report.
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_
*Seq Nbr: 1 Travel Type: Depart ¥ Trvl Approval: =]
Estimated Date: |07/13/2015 [ Department: 015754 GFLM255

7 - o
Actual Date: " 2 Location: AZ0130 PHOENIX, AZ
-
Nature of Buty:  Duty - Position Number: |00114578 Asst Chief Pharmacist Il
'.'. Posn Job Code: P20025 Aszst Chief Pharmacist Il
Other‘Location:
-
A
H
’

: +]

=*5eq Nbr: Travel Type: Trvl Approval:

_: Estimated Date: |07/28/2015 [ n Department: 015760 GFLM25H

* Actual Date: W%, Location: CAo7e2 OAKLEY, CA

- .i-

* Mature of Duty: Duty hd '.. Position Number: 00114578 - Aszst Chief Pharmacist Il

7.‘ *, Posn Job Code: P20025 Asst Chief Pharmacist lll

:,D:her Location: '-_

:

1 &
A -
- -
s .
- H
‘.'*,Eegin Date End Date EZ-eIay En route Days
107142015 o 07/22/2015 Ll .: Leave INCONUS hd 9 |+ _i
2(|07I23/2015 [T 07/26/2015 [T Travel Time - 4| |+ —i

1) These dates cannot overlap each other.
2) These dates cannot overlap an already scheduled leave.
3) If the member has planned TDY en route, use the Formal Training option to
g account for that delay. If the member has multiple leave periods, combine the
l leave into one row and place it before the Formal Training. Then, break down
the Delay En Route in the Order Notes.
4) For orders involving leave only, use the Actual Day of Report value to avoid a
system error.

Any leave indicated here will trigger an absence event when the order detail is
approved. This absence event will deduct from the member’s leave balance when
the begin/end dates are hit.

7 If the member has dependents, click the arrow to open the Dependents Authorized for
Travel section.
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Begin Date End Date Delay En route Days
1071412015 s (|07/22/2015 51 Leave INCONUS he 9 ﬂ ﬂ
2||07123/12015 = (|07/26/2015 5t Travel Time - 4 ﬂ ﬂ

8 Check the Auth for Travel checkbox for each dependent that is authorized to travel. If
dependents aren’t listed, use the look up to search for each dependent.

Auth for
Travel

1 21 @, Emplayee, Cynthia Spouse single N 04/25/1960 #|[=]

Dep/Benef Hame Relation Marital Status Marital Status Date Student Date of Birth

® Dependents must be first added as dependents using the Dependent/Beneficiary
l component to be listed here.

9 Click the Notes tab to enter the member’s reporting location address and other contract
clauses (if applicable).

PCS Order Funding Approval Audit

10 In the Contract Clauses section, enter/select the following:

= Contract Clause = click the look up and select the ‘#02’ value
= Sequence Number =01

= Show on Printed Order = checked

In the Notes field, ‘Reporting Address:” text will display. Enter the reporting address
below this text.

*Contract Clause: #02 ©, Reporting Address: [+][=]
123 Main Street
*Sequence Number: 01 Oakley, CA 50865

| Show on Printed Order

If other contract clauses are necessary, click the + icon to insert a row and select/enter the
contract clause and sequence number.

= The sequence number determines in which order the clause displays on the printed

l order.

11 | Click the Save button. Upon save, the Itinerary section will display the travel details
Page 8 0f 43




PHS PCS Orders Rev. Date: 12/19/15

Step Action

=
IEJES g:::l I\?;BD‘WI Estimated Date g:::ﬂl Nature of Duty Deptid Description Position Description Location Description
1|Depart 071312015 Duty GFLM259 Asst Chief Pharmacist il PHOENIX, AZ
071412015 Leave INCONUS
07/23/2015 Travel Time
99 Report 07i26/2015 Duty GFLM25H Asst Chief Pharmacist Il QAKLEY, CA
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SUBMIT FOR APPROVALS

Introduction This section provides procedures for submitting a PCS order for approvals.
After an order is created and saved, the following must be routed for approvals:

=  Order Details

= Depart Details
= Report Details
=  Multiple Details

Menu Path(s) Menu Navigation:  Orders > PCS Orders
Portal Pagelet:  Orders > PCS Orders

Need Help? If you do not know what data to enter/select for a certain field or have any
questions regarding Direct Access, contact PPC Customer Care:

= The web address for support is http: //www.uscg.mil/ppc/ccb/.

= (Customer Service phone number is: (866) 772-8724 (toll free) or (785)
339-2200.

= Phone support hours are 0700-1600 (central time) Monday through
Friday (and select weekends as posted on

http://www.uscg.mil/ppc/ccb/.)

Procedure The following steps will show you how to submit an order for approval.
All fields with an asterisk (*) are required fields.
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1 After an order is created and saved, the Route for Approval button in the PCS Basic
Information section will become active.

Current Department: 015754 GFLM259 Project Code: Q
Current Location Code: AZ0130 PHOENIX, AZ Program Element: Q
Current Position Number: 00114576  Asst Chief Pharmacist lll Fund Source: Reimbrsble
Current Job Code: 080093 CAPT
Action: KPR (@ Reason Code:[PC3 @ Mutual Code: Standard  ~  Rotation Dt: d
Authorizing Official:

Govt Credit Card Holder Is Travel Authorized for these Orders? Route for Approval

Click the Route for Approval button to route the order details for approval. You must
initiate this approval process by clicking this button.

2 In the Route for Approval section, select/enter:

= Approval Type = PCS Travel Details Approval
= Comment = enter any comments

Approval Type: PCS Travel Details Approval -
User ID:
Dept of Approving SPO: (010916 @ AcM21
Comment: ...

Submit

Click the Submit button.

3 After submission, the PCS Travel Details Approval section will display. Click the Multiple
Approvers link to view a list of the approvers. Only one of these approvers has to approve
the request.
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PCS Travel Details Approval
PCS Order Travel Details:FPending (2 View/Hide Comments

One Approval Level

Skipped
1 Test Initiator
—* SPO Supervisor
08/08M5 - 3359 PM

Pending
@ Multiple Approvers
SPO Supervisor

Comments
Test Initiator at 08/08/15 - 3:39 PM

System at 08/08/15 - 3:38 PM

Requester (2113705) is approver on step number 1, path 1, stage
10, which has self-approval disabled! (18081,1031)

4 After the Order details have been approved, the Request for Approval button becomes
active for the Depart and Report row.

5 Repeat these steps to submit the Depart details for approval.  Enter the Actual Date for the
Depart row and click the Request for Approval button from the Depart row. After the
Depart details have been approved, enter the Actual Date for the Report row and click the
Request for Approval button from the Report row. Actual Dates cannot be future dates
but can be past dates.

If Actual Dates differ from the Estimated Dates, you will be required to update the Delay En
Route data accordingly.
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+ -
*Seq Hbr: 1 Travel Type: Depart T Trvl Approval: (=]
Estimated Date: [07/13/2015 1 Department: 15734 GFLM258
Actual Date: _g [07/1572015 | Location: 420130 PHOENIX, A7
-
Mature of Dqtf.'.: Dl.lt)‘ hd Position Number: 00114578 Asst Chief Pharmacist Il
& Posn Job Code: P30025 Aszst Chief Pharmacist Il

Other Yocation: Route for Approval

v
.
: +]
»*5eq Hbr: Travel Type: Trvl Approval:
E Estimated Date; |07/28/2015 [n Department: GFLMZ5H
: Actual Date: N Location: DAKLEY, CA
* Hature of Duty: Position Number: Asst Chief Pharmacist Il
: Posn Job Code: Pa0025 Asst Chief Pharmacist I
: Other Location: Route for Approval
-
%
%
-
2
.‘, Begin Date End Date Delay En route Days
1 |07HM8/2015 1 07222015 " Leave INCONUS - T +_ _J
2 [07/232015 W [o7izerzos W | Travel Time - 4| [+ [=]

When the Reporting row is approved, the member’s job data record is updated with
the Report details. If a message displays indicating that the job data row could not
be inserted, this generally means that the member’s job data record has another job

® data row with an effective date that is after the report date. PCS Orders can only
insert a job data row when it’s top-of-stack. You must contact PPC to insert the
job data row.

6 In some cases, depart and report details can be submitted for approvals together. This is
known as ‘Multiple Trvl Endorsement’.

In this case, an Actual Date must be indicated for both the Depart and Report row and
neither date can be after the current date. Then, the Route for Approval button must be
selected from the Report row only. When selected, the Approval Type will default to
‘Multiple Tvl Endorsements’.  This indicates that both depart and report details are being
submitted for approval.
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Travel Orders

Find | View 1 First 4] 12 of 2 |} Last

+* -
*Seq Nbr: |_1 Travel Type: Depart ¥ Trvl Approval: [#=

Department: 015754 @, GFLMzse

Actual Date: 074152015 |5 Location: AZ0130 @, PHOENIX, AZ

Nature of Duty: Duty - Position Number: (00114576 @, Asst Chief Pharmacist Il
Posn Job Code: PE0025 Asgst Chief Pharmacist Il
Other Location: | | Route for Approval |

b Travel Details
b Additional Authorized Expenses

*Seq Nbr: Travel Type: Trvl Approval: Iﬂ
Estimated Date; [07/262015 iy Department. 015760 GFLM25H
Actual Date: 07/26/2015 | Location: ' OAKLEY, CA
Nature of Duty: |Culy - Position Number: Asst Chief Pharmacist lll

Posn Job Code: P20025 AsstChigfPharmacist il
Other Location: | | | Route for Approval

} Travel Details
} Additional Authorized Expenses

~ Delay En route

Begin Date End Date Delay En route Days

1 071812015 B [o7z2z0ts [  Leave INCONUS - 7([+]|[=]

207232015 B |o7isiz01s B | Travel Time - 4|[#H|[=]
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APPROVE ORDERS

Introduction This section provides procedures for approving/denying PCS order approval
requests. The following will require approvals:

*  Order Travel Details

= Departing Endorsement

=  Reporting Endorsement

=  Multiple Trvl Endorsement
= Order Cancellation

*  Order Amendment

After each order type has been approved, the order status will change to the
following:

* Order Travel Details > Ready

» Departing Endorsement > En route

= Reporting Endorsement = Finished

= Multiple Trvl Endorsement - Finished
»= Cancel Order = Cancelled

Menu Path(s) Menu Navigation: Human Resources > Requests > View My Requests

Portal Pagelet: Requests tab > Requests > View My Requests (All Type)

Need Help? If you do not know what data to enter/select for a certain field or have any
questions regarding Direct Access, contact PPC Customer Care:

= The web address for support is http://www.uscg.mil/ppc/ccb/.

= (Customer Service phone number is: (866) 772-8724 (toll free) or (785)
339-2200.

=  Phone support hours are 0700-1600 (central time) Monday through
Friday (and select weekends as posted on
http://www.uscg.mil/ppc/ccb/.)

Procedure The following steps will show you how to approve PCS order approval
requests.
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1 Click on the Requests tab and select the View My Requests (all types) link in the Self
Service Requests pagelet.

Enterprise Menu navigation: —Human Resources > Requests > View My Requests

My Page | Requests l

Content Layout

Self Service Requests =

Submit an Absence Reguest View My Abzence Reguests

Submit a Delegation Reguest View My Reguests (all types)

2 On the View My Action Requests page, select:
= Requests I am Approver For = Yes

= Transaction Name = select the type of approval you are approving. For PCS
Orders, there are 4 approval types
» PCS Order Travel Details
» PCS Departing Endorsement
» PCS Reporting Endorsement
» PCS Multiple Trvl Endorsement

To view all approvals, select All Transactions as the Transaction Name.

Click the Populate Grid button. All approval requests matching the Transaction Name
will be listed in the Order Approvals section.

' My Submitted Requests I @ RequestslamApproverForI ' All Requests
Transaction Name: PCS Order Travel Details -
Transaction Status: Pending -
Submission From Date: [5]
Submission To Date: Eg Populate Grid Refresh

3 In the Order Approvals section, click the Approve/Deny link for the order type to be

approved.
#H o 0
Transaction Name Status Member Member's Emplid Submitted By Approver Submission Date Approve/Deny
PCS Order Travel Details Pending Test Employee 2043237 Test Initiator Test Approver 08/08/2015

.
l The approval page will display in a new browser tab or window.

In the Route for Approval section, enter any comments and click the Approve or Deny
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button.

o For PHS PCS Orders, the Push Back button serves the same function as the Deny
l button. Push Back is helpful only when there are multiple levels of approvals.
PHS does not have multiple level approvals.

Approval Type:
User ID:
Dept of Approving SPO:

Comment. ...

Approve Push Back Deny

As an approver, you must review/audit the order details.  Click on the tabs to review the
order details. As an approver, these pages will display in read-only mode.

PCS Order Motes Funding pr Audit

5 If the order was approved successfully, a confirmation will display in the PCS Travel Details
Approval section.

PCS Travel Details Approval
= PCS Order Travel Details: Approved () view/Hide Comments

One Approval Level

Approved
v Test Approver

SPO Supervisor
030815 - 4:15 PM

Skipped
1 Test Initiator
—* SPO Supervisor
D2/08M5 - 338 PN

— Comments
Test Approver at 08/08/15 - 4:15 PM

6 Repeat these steps for each order, cancellation, or amendment that was submitted for
approvals. If an approval request is denied, the order must be corrected and resubmitted
for approval by the initiator.
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When the PCS Reporting Endorsement or PCS Multiple Trvl Endorsement is
| approved, the member’s job data record is updated with the Report details. If a

® message displays indicating a job data row could not be inserted, you must contact
PPC to insert the job data row.

7 If estimated or actual dates were changed when the order type was submitted for approval
(or, if actual date does not match the estimated date), the following message will display:

=

Warning — You have changed the Estimated or Actual dates and the Order
Begin or End dates will be changed. {30013,48)

If you change the Initial depart or the final repont estimated or actual dates the
related order begin date or the Qrder end will be adjusted accordingly.

Click the Ok button if this message appears.
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CANCEL ORDER

Introduction This section provides procedures for cancelling an order. Orders can be
cancelled during any status: Authorized, Ready, En route, Finished. However,
only approvers can cancel an order in either ‘En route’ or ‘Finished’ status which
must be submitted for approval. Orders in ‘Authorized’ or ‘Ready’ status can be
cancelled by the initiator and do not require an approval.

Menu Path(s) Menu Navigation:  Orders > PCS Orders
Portal Pagelet:  Orders > PCS Orders

Need Help? If you do not know what data to enter/select for a certain field or have any
questions regarding Direct Access, contact PPC Customer Care:

= The web address for support is http: //www.uscg.mil/ppc/ccb/.

= (Customer Service phone number is: (866) 772-8724 (toll free) or (785)
339-2200.

= Phone support hours are 0700-1600 (central time) Monday through
Friday (and select weekends as posted on

http://www.uscg.mil/ppc/ccb/.)

Procedure The following steps will show you how to cancel a PCS order.
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1 Click the PCS Orders link in the Orders portal pagelet.
Enterprise Menu navigation: = Orders > PCS Orders

PCS Orders

2 On the Find an Existing Value search page, enter the member’s employee ID in the EmplID
field.

Add a New Value

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

Trans ID: = -
Empl 1D begins with - (2043237
Empl Record: = - @,
Beqgin Date: = A E‘j
End Date: = - 5]
Mational ID; ~ begins with -
Hame:; begins with -
Last Hame: begins with -
[[| case Sensitive

Search Clear |Basic Search [gF Save Search Criteria

Click the Search button.

3 In the Order Action field, select Cancel Order. Do not select Cancel Order and Tono as
this is not a valid action for PHS orders.

) Notes Funding Approval Audit

Test Employee EmpllD, 204303 Empl Record: 0
Trans ID: 2271234 Order Action: ~ Cancel Order - Go
Order Begin Date:  07M5/2015 Order Type: Permanent Change of Station
Order End Date: 0712612015 Order Status:  En route
Click the Go button.

@ [f the order has a pending approval, a message will display indicating that the
pending approval must first be resolved.

4 If the order is En route, or Finished status, the cancellation will require an approval. On
the approvals page, enter any comments.
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Approval Type: Cancel Order -
User ID:
Dept of Approving SPO: (010916 & ACM21
Comment:

Submit

Click the Submit button.

If the order is in Authorized or Ready status, the cancellation will not require an approval
and the order will be cancelled upon Save.

5 The order will be cancelled upon approval (or Save) and the status will automatically
update to Cancelled.

Test Employee EmpllD: 2043237 Empl Record: 0

Trans ID: 2271234 Order Action: Go
Order Begin Date: 07/15/2015 Order Type: Permanent Change of Station

Order End Date: 07126/2015 I Order Status: Cancelled I
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AMEND ORDER

Introduction  Amending an order is a special process that allows the user to change the order’s
depart and report information after an order is in ‘En route’ or ‘Finished’ status.
This can affect the order begin and end dates as well as member pay. To do this
the user must be in ‘Amend Mode’.

Amending an order is different from simply editing other data on the order
because the fields that become editable are pay impacting and require approval.
If the user has appropriate access, they can edit other parts of the order such as
notes and travel information without being in ‘Amend Mode’.

The following fields can be edited only in Amend Mode when after an order is in
‘En route’ status:

= Actual Date

= Position

= Department

= Location

= Estimated Date (depart and report rows)

Orders in Authorized and Ready statuses can be edited directly without being in
‘Amend Mode'.

Menu Path(s) Menu Navigation:  Orders > PCS Orders
Portal Pagelet: Orders > PCS Orders

Need Help? If you do not know what data to enter/select for a certain field or have any
questions regarding Direct Access, contact PPC Customer Care:

= The web address for support is http://www.uscg.mil/ppc/ccb/.

= (Customer Service phone number is: (866) 772-8724 (toll free) or (785)
339-2200.

= Phone support hours are 0700-1600 (central time) Monday through
Friday (and select weekends as posted on

http://www.uscg.mil/ppc/ccb/.)

Procedure The following steps will show you how to amend a PCS Order.
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1 Click the PCS Orders link in the Orders portal pagelet.
Enterprise Menu navigation: = Orders > PCS Orders

PCS Orders

2 On the Find an Existing Value search page, enter the member’s employee ID in the EmplID
field.

Add a Mew Value

Maximum number of rows to return (up to 300); |300

Trans I = -
Empl 1D begins with - (2043237
Empl Record: = - @,
Begin Date: = - [#]
End Date: = - [#]
Hational ID; ~ begins with -
Hame; begins with -
Last Name: begins with -
[[] case Sensitive

Search Clear  Basic Search [ Save Search Criteria

Click the Search button.
3 In the Order Action field, select Amend Order.

Test Employee Empll 204323 Empl Record: 0
Trans ID: 2271238 Order Action: Amend Order - Go
Order Begin Date:  08/07/2015 Order Type: Permanent Change of Station
Order End Date: 08/07/2015 Order Status: Finished
Click the Go button.

The order will display in ‘Amend Mode’. The fields that are allowed to be amended are
now editable. Make the necessary changes.

Test Employee EmplID: 2043237 Empl Record: 0

Trans ID: 2271238 Amend Mode Order Action: Amend Order - | Go
Order Begin Date:  08/07/2015 Order Type:  Permanent Change of Station

Order End Date: 08/07/2015 Order Status: Finished
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5 ‘Amended’ changes must be submitted for approval. To submit an amended order
approval, click the Approval Tab. The “Amend Order” approval type will be defaulted.
Enter any comments.

Approval Type:
UserID:
Dept of Approving SPO: ACMZ1

Comment:

Submit

Click the Submit button.

The amended data will be saved. However the order begin/end dates will not be
® updated and job/payroll integration will not occur until the amended order is
l approved. If the amendments are denied, the prior actual dates and location,

department and position will be restored to the travel rows.

The amended data will be saved. However the order begin/end dates will not be updated
and job/payroll integration will not occur until the amended order is approved. If the
amendment is denied, the prior actual dates and location, department and position will be
restored to the travel rows

Upon approval, the system will update the order Begin and End Dates based on the Actual
Dates, recalculate the duration, term and eligibility of the order, and update the member’s
Job record and payroll eligibility. It is possible that Amendments may make an order non-
compliant due to date and duration changes. In this case, the order will not be allowed to
proceed until the compliance is remedied.

i To exit Amend Mode without submitting for approval, simply exit the page.

l An order will stay in AMEND MODE until it is approved, denied or withdrawn.
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PRINT ORDER

Introduction  This section provides procedures for printing an order. To print an order, the
Direct Access website must be allowed to bypass pop-up blocker.

Menu Path(s) Menu Navigation: ~ Orders > PCS Orders
Portal Pagelet: Orders > PCS Orders

Need Help?  If you do not know what data to enter/select for a certain field or have any
questions regarding Direct Access, contact PPC Customer Care:

= The web address for support is http: //www.uscg.mil /ppc/ccb/.
= (Customer Service phone number is: (866) 772-8724 (toll free) or (785)
339-2200.
= Phone support hours are 0700-1600 (central time) Monday through
Friday (and select weekends as posted on
www.uscg.mil/ppc/ccb/.)

Procedure The following steps will show you how to print an order.
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1 Click the PCS Orders link in the Orders portal pagelet.
Enterprise Menu navigation: Orders > PCS Orders
2 On the Find an Existing Value search page, enter the member’s employee ID in the EmplID
field.
Add a Mew Value
Maximum number of rows to return (up to 300); |300
Trans ID: = -
Empl 1D begins with - (2043237
Empl Record: = - @,
Begin Date: = - £l
End Date: = - [#]
Hational ID; ~ begins with -
Hame; begins with -
Last Name: begins with -
Case Sensitive
Search Clear  Basic Search [ Save Search Criteria
Click the Search button.
3 In the Order Action field, select Print Order. Click the Go button.
Test Employee EmpllD; 204303 Empl Record; 0
Trans ID: 2271238 Order Action:  Print Order v Go
Order Beqgin Date: 08/07/2015 Order Type: Permanent Change of Station
Order End Date: 08/07/2015 Order Status: Finished
If no pop-up blocker message displays, proceed to the next step. If a pop-up blocker
message displays select ‘Allow Once’ or ‘Options for this site’ to allow the PDF to display.
This will reset the page and steps 2-3 must be repeated.
Internet Explorer blocked a pop-up from | Allow once Options for this site = |
4 After clicking the Go button, a Windows message will display. Select the appropriate
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Step Action

option. If ‘Open’ is selected, the PDF will display in a new window.

Do you want to open or save INVAXSO5RGDEKETUW39Q_CG_RSV_ORDER.pdf (4.18 KB) from 3

Open Save ~ Cancel
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UPDATE CAN INFORMATION

Introduction This section provides procedures for adding a Central Accounting Numbers
(CANSs) for a transfer.

The effective date for a transfer-related CAN update should match the actual date
that was indicated for the Depart travel type.

Menu Path(s) Menu Navigation: ~Workforce Development > Profile Management > Profiles >
Person

Portal Pagelet: Person Profiles > Person Profiles

Need Help? If you do not know what data to enter/select for a certain field or have any
questions regarding Direct Access, contact PPC Customer Care:

= The web address for support is http: //www.uscg.mil/ppc/ccb/.

= (Customer Service phone number is: (866) 772-8724 (toll free) or (785)
339-2200.

= Phone support hours are 0700-1600 (central time) Monday through
Friday (and select weekends as posted on

http://www.uscg.mil/ppc/ccb/.)

Procedure The following steps will show you how to add/modify CAN data for a PHS
officer.  All fields with an asterisk (*) are required fields.
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1 Click the Person Profiles link in the Person Profiles portal pagelet.

Enterprise Menu navigation: Workforce Development > Profile Management > Profiles >
Person

Person Profile =

Person Profiles Create a New Setup Value

2 On the Person Profiles search page, enter the member’s employee ID in the EmplID field.

Maximum number of rows to return (up to 300); (200

Empl 1D begins with - (2043237

Profile Type: begins with - Q@
Hame: begins with -

Last Name: begins with -

Alternate Character Name: begins with -

[“1include History [¥] Correct History | Case Sensitive

Search Clear  |Basic Search [gf Save Search Criteria

Click the Search button.
3 In the search results, select the PERSON row.

Wiew All First (4] 1-20f2 [] Last

Empl ID |Profile Type Hame Last Hame |Alternate Character Name

5 ol

2043237 PERSON Test Employee EMPLOYEE (blank)

4 On the Person Profile page, select the CAN tab and then select the Add New CAN link.

Competencies Qualifications Education Mobility Waivers

= B Kl L1
i} Type Content Type *Effective Date CAN (8 characters)
Central Accounting

CAN Number PHS_CAN 08/08/2015 12345678 o

5 On the Add New CAN page, select/enter:

= Effective Date = this date should match the actual depart date for the order
= Type=‘CAN’
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= CAN = enter the CAN number

Enter appropriate data in the remaining fields which are optional.

*Effective Date: 0715/2015 H +]
. (1]
Type: CAN Central Accounting Number
*CAN (PAY) # 12345673
Agency:

Acct. Pt. (PAY) #:

DATimekeeper #:

Click the Ok button.

6 On the Person Profile page, click the Save button.

Competencies Qualifications Education Mobility

Waivers
B
i} Type Content Type *Effective Date CAN (PAY]} #
CAN %&:cuntmq PHS_CAN 071512015 12345678 |
[#] Add New CAN
Save
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UPDATE BUSINESS ADDRESS

Introduction  This section provides procedures for updating a business address for a PCS order.
Business address is needed for BAH entitlement.

Menu Path(s) Menu Navigation: = Workforce Administration > Personal Information > Modify a
Person

Portal Pagelet: Core HR > Personal Data

Need Help? If you do not know what data to enter/select for a certain field or have any
questions regarding Direct Access, contact PPC Customer Care:

= The web address for support is http: //www.uscg.mil/ppc/ccb/.

= (Customer Service phone number is: (866) 772-8724 (toll free) or (785)
339-2200.

= Phone support hours are 0700-1600 (central time) Monday through
Friday (and select weekends as posted on
http://www.uscg.mil/ppc/ccb/.)

Procedure The following steps will show you how to update a member’s business
address.  All fields with an asterisk (*) are required fields.
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1 Click the Personal Data link in the Core HR portal pagelet.
Enterprise Menu navigation: =~ Workforce Administration > Personal Information > Modify

a Person
Core HR =
Person Profiles Personal Data

2 On the Find an Existing Value search page, enter the members employee ID in the EmplID
field.

Add a MNew Yalue

Maximum number of rows to return {up to 300} |300

Empl 1D; begins with - |2043237
Hame: begins with -
Last Name: begins with -
Second Last Name; begins with -

Alternate Character Name: begins with -

Middle Name:; begins with -
Business Unit: begins with -
Department Set ID; begins with - OJ
Department; begins with - OJ
Include History Correct History Case Sensitive
Search Clear |Basic Search [gF Save Search Criteria

Click the Search button.

3 Click the Contact Information tab.

Contact Information

Test Employee (1 personD: 2043237

Al id

Fffective Nate: NAMN11a84 ﬂ ﬂ

4 In the Current Addresses section, click the View Address Detail link for the Business
Address Type. If there is not an existing Business address, skip to Step 9.
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Action
#ddress As Of Date Status Address
ype
o N 123 Main Street View Addre - —
Home 060111984 A BHOENIK A7 82028 View Address Detail [H| =]
Mailing 06/01/1984 A D e o View Address Detail [#|[=]
PHS INDIAN MED CTR
Business 04/26/2009 A 4212 N. 16TH ST [+ |[=]
PHOENIX AZ 85016
5 On the Address History page, click the + icon.
Address Type: Business
Effective Date: 04/26/2009 Address:  PHSINDIAN MED CTR 3] 3
4212 N.16TH 8T
Country: USA PHOENIX AZ 85016
Status: A
6 In the new row, enter the Effective Date. This date should match the actual Report date
on the order.
Address Type: Business
I"Eﬂecti'.re Date:  |07/262015 [|  agdress:  PHS INDIAN MED CTR [+ [=]
e 7 4212 M. 16TH 8T
Country: — : PHOENIX AZ 85016
*Status:
Effective Date: 04/26/2009 Address:  PHS INDIAN MED CTR +][=]
4212 M. 16TH ST
Country: USA PHOENIX AZ 85016
Status: A
Click the Add Address link.
7 On the Edit Address page, update the address.
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Edit Address

Country: United States

Address 1:  |PHS INDIAN MED CTR

Address 2; 123 South Street
Address 3
City: Qakley State: |CA Q California
Postal: 75485
County:
OK Cancel

Click the Ok button.  Click the Ok button again on the Address History page.

8 On the Contact Information page, the new business address is now displayed.

=0
Pl As OF Date Status Address
Type
= 123 Main Street . . .
! 10/ A Add +]|[=
Home 06/01/1984 A PHOENIX AZ 85028 V \ddress Detail [+]|[=]
27 Main =
Mailing 061011984 A 122 Main Street View Address Detail [+ =

PHOENIX AZ 85028

PHS INDIAN MED CTR
Business 0712612015 A 123 South Street
Oakley CA 75485

dress Detail [+ |[=]

Click the Save button.

9 If business address is missing, click the + icon to insert a new row. In the new row, select
the Business Address Type and click Add Address Detail link.

#
LI As Of Date Status Address
Type

f B0/ n 123 Main Street Fl=
Home 06/01H984 A PHOENIK A7 85028 [#]|[=]
- S04/ » 123 Main Street =
Wailing 06/011984 A PHOENIY A7 85025 E3) =

Busines: » Add Address Detail [+] (=]

On the Address History page, enter the Effective Date. This date should match the actual
Report date on the order. Enter the country and click the Add Address.
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Action

Address Type: Business

I"Eﬂective Date: Address: #][=]

Country:

*Status:

On the Edit Address page enter the business address then click the Ok button. Click Ok
again on the Address History page.

Country: United States

Address 1:  |PHS INDIAN MED CTR

Address 2= 123 South Street
Address 3:
City: Oakley state: (CA @
Postal: 73485
County:
OK Cancel

On the Contact Information page, the new business address is now displayed.

=N
Pl As Of Date Status Address
Type
= 123 Main Street - . .
! 101/ A Add +||[=
Home 06/01/11984 A PHOENIX AZ 85028 V \ddress Detail [+ |[=]
23 Main &
Mailing 06/01/1984  |A 123 Hain Street View Address Detail [+ [=]

PHOENIX AZ 85028

PHS INDIAN MED CTR
Business 07/26/2015 A 123 South Street Edit/View Address Detail [+ |[=]
Oakley CA 75485

Click the Save button.
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ADD/UPDATE CONTRACT CLAUSE

Introduction This section provides procedures for adding/updating a contract clause in the
contract clause table to be used in a PCS Order or the New Hire Report.

Menu Path(s) Menu Navigation:  Orders > Setup > Contract Clauses

Portal Pagelet: Orders > Contract Clauses

Need Help?  If you do not know what data to enter/select for a certain field or have any
questions regarding Direct Access, contact PPC Customer Care:

= The web address for support is http: //www.uscg.mil /ppc/ccb/.
= (Customer Service phone number is: (866) 772-8724 (toll free) or (785)
339-2200.
= Phone support hours are 0700-1600 (central time) Monday through
Friday (and select weekends as posted on
www.uscg.mil/ppc/ccb/.)

Procedure The following steps will show you how to add contract clauses
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1 Click the Contract Clauses link in the Orders portal pagelet.
Enterprise Menu navigation: = Orders > Setup > Contract Clauses

Orders =

PCS Orders Contract Clauses

2 To update an existing contract clause, enter the contract clause ID and/or description on
the Find an Existing Value page. Click the Correct History checkbox if you are correcting
an existing contract clause.  Then, click the Search button.

J Add a Mew Value

Waximum oumber of rows to returg (yp to 2003 1300

Contract Clause: begins with - |#02

Description: begins with
Include History Correct History Case Sensitive
Search Clear | Basic Search [gf Save Search Criteria

To add a new contract clause, click on the Add a New Value tab and enter a Contract
Clause ID.  This ID must be unique. Then, click the Add button.

Find an Existing Value

Contract Clause: AA

Add

3 On the Contract Clause page, enter the contract clause data. If you are updating an
existing contract clause and wish to retain history, click the ‘+’ icon to insert a new row and
then make your updates. If you are in correction mode, you can make updates to the
existing data without inserting arow. However, this will not retain history.

Enter/select the following:

» Effective Date = Enter when the contract clause should take effect. This date
should be before the job data effdt for anyone who will be using this contract clause.
For example, if you added a new contract clause with an effective date of 1/1/16
and want to use this contract clause for the new hire order, the member’s job data
effdt must be after 1/1/16. If it is before, the contract clause will not be
selectable.

= Description = Enter contract clause description

= Short Description = Enter short description. If left blank, the description will
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default (but truncated if it exceeds 10 characters.

* Long Description = Enter long description

= Comment = Enter contract clause text. This is the text that will display on the PCS
Order or New Hire Order.

*Effective Date: 10/071/2015 *Status:  Active - [+][=]
*Description: PHS Travel Block 1 #2

Short Description: PHS 002

Long Description: PHS Travel Block 1 #2

Comment: TRAVEL/RELOCATION INFORMATION AT L2

HTTPDCP PSC.GOVITRAVEL/CONTENTS.ASPX

4 Click the Save button.
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RUN TRANSFER REPORT

Introduction  This section provides procedures for running the PHS Transfer Report.

Menu Path(s) Menu Navigation: ~ Orders > Reports > PHS Reports > PHS Transfer Report
Portal Pagelet: N/A

Need Help? If you do not know what data to enter/select for a certain field or have any
questions regarding Direct Access, contact PPC Customer Care:

=  The web address for support is http: //www.uscg.mil /ppc/ccb/.

= (Customer Service phone number is: (866) 772-8724 (toll free) or (785)
339-2200.

= Phone support hours are 0700-1600 (central time) Monday through
Friday (and select weekends as posted on
http://www.uscg.mil/ppc/ccb/.)

Procedure The following steps will show you how execute the PHS Transfer Report.
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1 In the Enterprise Menu, navigate to: Orders > Reports > PHS Reports > PHS Transfer
Report

Enterprise Menu =

[+Administer Workforce
[#Define Business Rules
[#|Direct Access PeopleTools
[#]Self Senvice
[+]5elf Senvice
[#Develop Workforce
[#Human Resources
[+Recruiting
[#Workforce Administration
[#Global Payroll & Absence Mgmt
[+#Workforce Development
[=1Crders

[+ Setup

[=IReports

QPHS Reports|

-PHS PCS Order Without JOB

I =-PHS Transfer Report |
-PLoonaers

-PHS New Hire Report

2 On the report criteria page, enter a date range in the Start Date and Thru Date fields.

Any members who have either an order begin date or end date that falls within this range
will display in the report.

CG_PHS_KFER_RPT - PHS Transfer Repornt

ey {1ED)

If the Report row is fully completed, meaning, the department, location, and position

number are populated, the report will display two rows for the member: Depart row and
Report row.

See Appendix A for more information regarding how Order Begin and End Dates are set.

Page 40 of 43



PHS PCS Orders

Rev. Date: 12/19/15

APPENDIX A - UNDERSTANDING ORDER DATES FOR THE
TRANSFER REPORT

When an order is created, the dates you designate as the Begin Date and End Date on the Add a New
Value page default as the Estimated Depart and Report Dates and as the Order Begin and End Dates.
If the Estimated Dates are changed for the Depart and/or Report row, the Order Begin/End Dates

will change accordingly.

PCS Orders

" Find an Existing Value Add aNew Value

Empl ID: 2043237

Empl Record:| 0@,
Begin Date: | 11/01/2015 |[5)
End Date: 1110512015 |5

" ol
Ot
—— "ate,
[ Add | e,
e ¢ . .
- .O ..
FE T
P
Find an Existing Value | Add a New Value s % '-‘
v o g
" Notes | Funding || Approval .\\ Audit | %
e : F
Test Employee - - sEmplD: 2043237 Empl Record: 0
- - - |
Trans ID: 2271250 5 s i Order Action: - | Go
- L -
Order Begin Date: ~ 11/01/2015 ‘:- o | E Order Type:  Permanent Change of Station
-
Order End Date: 11/05/2015 _-' _: Order Status:  Authorized
¥ -

Travel Orders

Estimated Date: | 11012015 [5)

Nature of Duty: DUty

D
*Seq Nbr: ,71 Travel Type: Depae

i ™
Find | View 1 First 1-2of 2
.
F
- TwlAppﬁwal: HE
h
Depam“e‘,;t 015754 @, GFLM259
Location?’ AZ0130 @, PHOENIX, AZ

B
Positigh Number: (00114576 (@,

posq,ﬁob Code: Pg0025

Asst Chief Pharmacist Il
Asst Chief Pharmacist Il

Other Location: |

| Raute forﬁpprovall

» Per Diem
¥ Travel Details

» Additional Authorized Expenses
.

Estimated Date: |11/05/2015 [
Actwapate: | B

0
*Seq Nbr: Travel Type: Trvl Approval:

Department: 015754 GFLM259
Location: MD0233 SPARKS, MD

Position Number: | 00114576

Posn Job Code: P20025

Asst Chief Pharmacist Il
Asgst Chief Pharmacist Il

Other Location: |

‘ [iRauteforApproval

¥ Travel Details

» Additional Authorized Expenses

The Order Begin/End Dates will change as the order is processed.
Depart row or Report row is approved, this then becomes the Order Begin Date.
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Sl Notes | Funding | Approval | Audit |
Test Employee EmpliD: 2043237 Empl Record: 0 _
Trans ID: 2271259 Order Action: i Go |
Order Begin Date:  11/02/2015 - Order Type: Permanent Change of Station
-
Order End Date: 11/05/20158 ’0-‘ Order Status: Enroute

Travel Orders Find | View 1 F

+
*Seq Nbr: TraureIType: Trvl Approval: Approved ==
-

-
Estimated Date: | 11/01/2015 .c‘ Department: 015754 GFLM259
*
Actual Date: 11/03/2015 | »2® Location: AZ0130 PHOENIX, AZ
Nature of Duty: | DUly - Position Number:|00114576 Asst Chief Pharmacist [l

Posn Job Code: P30025 Asst Chief Pharmacist Il

| RouteforApproval |

Other Location:

¥ Per Diem

F Travel Details

¥ Additional Authorized Expenses

+
*Seq Nbr: Tra\reIType: Trvl Approval: El

Estimated Date: |11/05/2015 @ Department: 015754 GFLM259
Nature of Duty: | CUly - Position Number: |00114576 Asst Chief Pharmacist Il

Posn Job Code:  P30025 Asst Chief Pharmacist Il

Other Location: | | Routefor Approval

¥ Per Diem

F Travel Details

¥ Additional Authorized Expenses

The PHS Transfer report will display any order that has either the Order Begin Date or Order End
Date that falls within the date range.

CG_PHS_XFER_RPT - PHS Transfer Report

Start Date: [11/01/2015 5] **Neither the Order Begin Date or Order End Date from
Thru Date: [11/01/2015 |[5] the order above fall within the Start and Thru Date range
View Results | of the report. As aresult, order the was not displayed in
No matching values were found. the rEport.
Trans Empl First | Order | Order | Begin | End | Seq | Travel | Appvl | Est | Act . Location Dept Deptid . Position
D |'°| Record |"®5!| Name | Type | Status | Date |Date | Nbr | Type | Cd | Date | Date |"°@1°"| pescription | ID | Description |7°51°"| pescription
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CG_PHS_XFER_RPT - PHS Transfer Report

Start Date: [11/03/2015 [ ***The Order Begin Date from the order above falls
Thru Date: [11/03/2015 [ within the Start and Thru Date range of the report.
| ViewResults |

As a result, the order was displayed in the report.

Download results in© Excel §preadSheet C2VTextFile XMLFile (1 kb)

View All First i 1-2of2 Last
Empl First | Order | Order N Seq | Travel . Location Deptid . Position
Trans ID (1] Record Last Name | Type | Status Begin Date | End Date Nbr | Type AppviCd | EstDate | ActDate |Location Description Dept ID Description Position Description
1(2271259 (2043237 0 |[EMPLOYEE|TEST |PCS rEante 11/03/2015 | 11/05/2015 1|DPT  |Approved |11/01/2015(11/03/2015 |AZ0130 |PHOENIX, AZ (015754 | GFLM259 00114576 ':,izln_cn;l:;tm
2|2271259|2043237 0|EMPLOYEE|TEST |PCS rEante 11/03/2015 11/05/2015| 99 RPT 11/05/2015 MD0238 |SPARKS, MD 015754 |GFLM259 00114576 ';iztrrcnglsgt I

CG_PHS_XFER_RPT - PHS Transfer Report

Start Date: [11/04/2015 [ **The Order End Date from the order above falls
Thru Date: [11/0512015 [5] within the Start and Thru Date range of the report.

| ViewResults | As a result, the order was displayed in the report.

Download results in - ExcefSpreadShest CSvTextFile uLFile (1 kb)

View Al First [ 1-2 0 2 [ Last
Empl First | Order | Order N Seq | Travel . Location Deptid . Position
Trans ID ID ] Last Name | Type | Status Begin Date | End Date Nbr | Type AppviCd | EstDate | ActDate |Location Description Dept ID Description Position Description
1(2271259 2043237 0|EMPLOYEE |TEST |PCS Ejrll.lte 11/03/2015 | 11/05/2015 1|(DPT  |Approved|11/01/2015|11/03/2015 | AZ0130 |PHOEMIX, AZ | 015754 GFLM259 00114576 ':,f]sat”:r;;;l n
22271259 2043237 0|EMPLOYEE |TEST |PCS rEUT.Ite 11/03/2015 |11/05/2015| 99|RPT 1110512015 MD0238 |SPARKS, MD |015754 | GFLM259 00114576 gf}satrg';lz; i

CG_PHS_XFER_RPT - PHS Transfer Report

Start Date: |11/02/2015 [5]
Thru Date: |11/05/2015 [5

| View Results \

***Both the Order Begin Date and Order End Date from the

order above fall within the Start and Thru Date range of the

report. As a result, the order was displayed in the report.
readSheel CSVTextFile XMLFile (1 kb)

Download results in:  Exce|

WView All First i 1-Z2of2 Last
Empl First | Order | Order _ Seq | Travel N Location Deptid . Pasition
Trans ID D Record Last Name | Type | Status Begin Date | End Date Nbr | Type AppviCd | EstDate | ActDate |Location Description Dept ID Description Position Description
1(2271259|2043237 0|EMPLOYEE |TEST |PCS Sjnute 11/03i2015 | 11/05/2015 1|DPT  |Approved |11/01/2015 |11/03/2015 |AZ0130 |PHOENIX, AZ | 015754 [GFLM259 00114576 ;f]sat’;:;fs“”
22271259 2043237 0|EMPLOYEE |TEST |PCS rEUnute 11/03/2015 | 11/05/2015| 99|RPT 11/05/2015 MD0238 |SPARKS, MD |015754 | GFLM259 00114576 gii?ﬂ!lcei;“”
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