
Traffic Management House 

Hold Goods In & Out 

processing procedures.





Traffic Management Office

Contact info
TMO House Hold 

Goods

784-6019 or 784-4412

Call for assistance 

with any questions 

scheduling a HHG 

pick-up.

TMO Passenger 

Travel

784-6207 or 784-6211

Call for assistance 

with questions for Air 

Plane tickets.

TMO QA (Quality Assurance) 784-4997  Call for any assistance during your TMO pick-

up.  If you have any problems with our Korean carriers please call TMO QA.  They will 

send a TMO rep to your dorm/house to ensure the carriers perform their job correctly.  

You do have the right to tell a carrier to stop packing your House Hold Goods if you feel 

they are being reckless.  Please do not argue with the carriers.  Thank You.

TMO  Inbound 784-4948 or 784-1848 Call for assistance with 

any questions scheduling a HHG delivery.



http://www.move.mil/documents/DOD/6-Personal_Info_Update.zip

http://www.move.mil/documents/DOD/5-Shipment_Status_Check.zip

http://www.move.mil/documents/DOD/8-Requesting_Delivery.zip

http://www.move.mil/documents/DOD/10_-_Filing_a_Claim_v2.zip

Step 1

Update your info with your new BLDG, Room, Phone numbers and Personal E-mail.

Personal Info Update Link:

Step 2

Check when your HHGs are In-Transit and when they arrive in S. Korea.

Shipment Status Check Link:

Step 3

Once your HHGs have arrived in S. Korea Schedule a delivery date

Requesting Delivery Link:

Step 4

If there was anything damaged in your shipment file a claim on DPS to get reimburse.

Filing a Claim Link:

TMO Inbound Procedures for all Inbound Personnel 

http://www.move.mil/documents/DOD/6-Personal_Info_Update.zip
http://www.move.mil/documents/DOD/6-Personal_Info_Update.zip
http://www.move.mil/documents/DOD/6-Personal_Info_Update.zip
http://www.move.mil/documents/DOD/5-Shipment_Status_Check.zip
http://www.move.mil/documents/DOD/5-Shipment_Status_Check.zip
http://www.move.mil/documents/DOD/5-Shipment_Status_Check.zip
http://www.move.mil/documents/DOD/8-Requesting_Delivery.zip
http://www.move.mil/documents/DOD/8-Requesting_Delivery.zip
http://www.move.mil/documents/DOD/8-Requesting_Delivery.zip
http://www.move.mil/documents/DOD/10_-_Filing_a_Claim_v2.zip
http://www.move.mil/documents/DOD/10_-_Filing_a_Claim_v2.zip
http://www.move.mil/documents/DOD/10_-_Filing_a_Claim_v2.zip
http://www.move.mil/documents/DOD/10_-_Filing_a_Claim_v2.zip




Click here



Before you log-in 

make sure you turn 

off all Pop-up 

Blockers and delete 

all of your Cookies.

Click here



Personal e-mail only

Fill out all blocks 

then click submit.



Your SSN#

Ounce you 

receive an 

E-mail from 

DPS 

Proceed to 

the log-in 

screen 

there 

should be a 

link in the 

e-mail to 

Log-in.



Click here



1

1. Type the code above then 

Click Finish.  This will open a 

new window to the DPS Home 

page.



To begin your DPS shipment click 

the Self Counseling tab as shown on 

the next slide. 



1

Input all information.

The red * next to each field means that this 

information is REQUIRED.
(Insure that you select the CORRECT Branch of Service and 

Personnel Status.)

Ensure that the Permanent Contact 

Address is one where you can be 

contacted in a moments notice. 
(i.e. Parents, Other family members, Friends etc.)

This cannot be a P.O. Box Address.

1. First you need to fill out Customer Information

2

When done 
2. Click Next>>



If you do have NOT any points of contacts, Check 

the box next to the statement.  

Then Click Next>>

Add any and ALL points of contact on this screen.  
(POA’s, LOA’s, Releasing and/or receiving Agents, & In transit contacts 

are considered emergency contact.) 



This sub screen will appear when you click Add Contact

Input all information with the red *.
(insure that you mark if the contact is POA or LOA)



This is what your screen will look like once you have 

added any points of contact.

Click Next>>

(123) 456-7890

(123) 456-7890

E-mail address

E-mail address

Name of contact

Name of contact





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.  If not your screen will look like the next slide.

A.



1
2

3

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>>



1
2 Click on the calendar to select the Order Date

3

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>>

4



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>>

3

2

1



1
2

3
4

Enter following information:

1. Gaining Unit:  (Your next Squadron)

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>>

5

6



POV will always be no.

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>>

3

2

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.

1





2

3

Please Read before you continue

1. Select the type of shipment to create (all shipments leaving S. 
Korea to Europe or the U.K. are all considered HHGs and will be 

going by air 30-45 days, can not be shipped as UB!)
2. Select No if you are having the Gov’t pick up your property. Select 

Yes if you are driving your Property to your next base yourself (Go 
to slide 66 if you are doing a Personally Procured Move aka 

Partial shipment or DITY.
3. Click Next>>

1



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



1 2

3

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 pick 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.)



Click Add Address



Enter the information for your Pickup Address 

in Korea.  The City for all Osan AB members 

will be OSAN EVEN IF YOU LIVE OFF 

BASE. Type in the real City on the address 

line portion at the top of the box.  Example on 

next slide.



Enter the first 4 of the city (it will self populate) select the city pickup is from.

Click Save Address (Bases are considered Cities)

123-456-7890

Bldg#   Rm#

Pyeongtaek



Click Add Address

123-456-7890

Mbr’s street address

If you have any Stateside pick-ups enter 

them now and save the address.



Enter Delivery Address

123-456-7890

Click Save Address

If you do not have an 

Permanent address 

for your next base 

you can put the base 

you are going to and 

Gaining Squadron.
As shown on the slide.

Important: When 

PCSing to Alaska 

when a pick up is from 

Korea to Alaska, 

Alaska is considered 

OCONUS.  But a pick 

up from Stateside to 

Alaska, Alaska is 

considered CONUS.



Click Add Address

Mbr’s  street address

123-456-7890

123-456-7890



Enter In-Transit Address

Mbrr’s street address

123-456-7890

Click Save Address

In-transit Address is an address for 

emergency contact.  Family or friends 

in the state.  This has to be a physical 

address it cannot be a P.O.  Box.



Select your Pickup Address

Click OK

Mbr’s  street address

Mbr’s  street address

123-456-7890

123-456-7890

123-456-7890



1. You must 

select the pick 

up address for 

Authorized 

pickup and 

Requested 

pickup address.
For all shipments 

leaving S. Korea 

select QNFL for the 

GBLOC.

2. Click the 

rolodex to select 

your Delivery 

Address

2

1



Select your delivery address

Mbr’s  street address

Mbr’s  street address

123-456-7890

123-456-7890

123-456-7890

Click OK



1

1.You must 

select the 

Delivery 

address for 

Authorized 

delivery and 

Requested 

delivery.

2. If you had 

any POAs they 

will appear in 

drop down list.

2

The following locations 
require you to select a 
GBLOC:
Yokota- QFFL
Kadena-QIFL
Misawa-QEFL
Italy-UCFS
Guam-PBNQ
Azores-YAFC
Cali-KKFA
Fort Meade-BGAC



Mbrr’s street address

123-456-7890 123-456-7890

Click the + next to add In-Transit Address



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>>



House Hold Good Basic screen

2

3

4

You will see this screen for all House Hold Good shipments 

2. Select any special items you have.

3. List dimensions of large screen TVs.

4. Click Next>>

1.

1. Input an estimated weight for 

your HHGs, Pro Gear.  Spouse 

Pro Gear will be 0 and Spouse 

profession will be none.



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>>

1

2

3

4

Unaccompanied Baggage Basic 
screen



This screen you will 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:  The answer to both 

of these questions will be No.  (TSP Preference cannot be guaranteed)

4.  Click Next>>

1

2

3

4



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>>

1
2



1. Select Assigned to permanent duty (Sometimes this page does not show if 

it doesn’t it will not be a problem).

2. Click Next>>

1

2



1

2

1. Read the top ‘Counseling Office’ information, then 

Check the box next to the statement.

2. Select 51 LRS/COUNSELORS for all shipments 

leaving South Korea.

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 San 

Antonio, TX your counseling 

office will be Lackland AFB, TX.



1

When done selecting a Counseling Office

1. Click Next>>



1. Select View & Print on both the DD Form 1299 

and the DD Form 1797.  Then print each form.

The DD Form1252 will be created by TMO so you will not have to print it out. 

2. !!!CLICK SUBMIT.  You need to bring all copies of 1299s and 1797s 

for each shipment to TMO Bldg 635 for your pick-ups to be finalized!!!

If you do not bring us your copies your HHGs will NOT be picked up.

Repeat all the steps again for any other shipment you 

are going to create.  This includes shipments being 

picked up from the states.

1



Preparing your Personally Procured Move(PPM)/

Do It Yourself (DITY) moves



Read all of the instructions on this page 
and proceed to the Bottom of the screen.



1

2

1. When done reading all instructions 

click the box next to the 

statement.

2. Click Next>>



2

1

3

1. Click No for 

local move.

2. Enter an 

Estimated start date 
(the day you plan to start 

driving to your next PCS 

location.)

3. Enter the Pickup 

Address you are 

going to start 

driving. (This has to 

be the address your 

HHGs are at before you 

start to move them.)



1

2

3

1. Select your pick up address

2. Then Click OK

3. If you need to add an Pick up 

Address click Add Address



If needed enter a Pick up Address then 

click Save Address.



You must select 

the pick up 

address for 

Authorized 

pickup and 

Requested pickup 

address.

1. Click rolodex 

to select your 

Delivery Address.

1



1

2

3

1. Select your Delivery address

2. Then Click OK

3. If you need to add an Delivery 

address click Add Address



If needed enter a Delivery Address then 

click Save Address.

If you do not have an 

Permanent address 

for your next base 

you can put the base 

you are going to and 

Gaining Squadron.
As shown on the slide.

574 Maintenance Sq

MOODY AFB, GA  31699



1.You must 

select the 

Delivery 

address for 

Authorized 

delivery and 

Requested 

delivery.

1

2. Not mandatory.  Add an In-Transit Address

and/or Mailing Address.

3. Click Next>>

3

2



1
2

3
4

5

6

1. Check No unless you do not have an GTC card.

2. Type in 0% or 60% if you are taking the Advance Operating Allowance.

3. Estimated Weight you are moving.

4. Select the State you file your taxes with.

5. If you are hiring a company to move your HHGs select yes.

6. Click Next>>



1
Read the statement in red above.

1. Click Next>>



Read all of the instructions on this page 
and proceed to the Bottom of the screen.  

All information on this page is really 
important for your PPM move.



1

1. Click Next>>



Ensure all information is correct on 
this screen.



2

1. Click the box next 

to the statement

2. Click Next>>

1



2

1

1. Click the box next to the 

statement.

2. Select your Counseling 

Office from drop down list.  

See next slide for Details.



Select the Base 

closest to the 

address you 

selected for your 

pick up address.



1 1. Click Next>>



Click Submit.

Then go to TMO to receive you PPM paperwork.



Preparing your Non-Temporary Storage Release 

(NTSR) also know as Gov’t storage.



1

2
3

1. Click NTSR
2. Always select No for PPM when doing an NTSR
3. Click Next>>



Read all of the instructions on this page 
and proceed to the Bottom of the screen.



1. When done reading all instructions 

click the box next to the statement.

2. Click Next>>

1

2



1

2

3

1. Always select no for Local Move.

2. Put your Desired Delivery Date

one month after your NTS

Shipment Release Date.

3. Click the rolodex.



Select your NTS location

then Click OK

The address for your NTSR will always be

NTS your station.  The city will be the base

you were at when your HHGs were put into

storage.  Phone any available while you are

In-transit. Example above.  It will always be

Like this.

Street



Select the rolodex to enter your

Delivery address.



Select your Delivery 

address then Click OK

Street



The following locations 
require you to select a 
GBLOC:
Yokota- QFFL
Kadena-QIFL
Misawa-QEFL
Italy-UCFS
Guam-PBNQ
Azores-YAFC
Cali-KKFA
Fort Meade-BGAC

1. Select your delivery address for both 

Authorized and Requested Delivery Address

2. If you have any Releasing &/or Receiving 

agents ensure that you enter them on this 

page also.

2

3. Click the + next to add In-Transit Address3



Select your In-transit 

address then Click OK

Street



1

2

1. Your packed for will be the 

same as your Authorized Pickup 

Address.  If a GBLOC selection 

pops up select the top GBLOC.

2. Click Next>>

Street



1

2

1. If you are PCSing to the states you will always select Full Release.  For 

anyone PCSing overseas see next slide.

2. Estimate weight in NTS

3. Click Next>>

3



If you are PCSing overseas you have the option to do a Full Release or a 

Partial Release.  A partial is when you only take the items you want out of 

storage and leave everything else in storage paid by the gov’t.

1. If you are doing a Partial type See attachments.  Then we will need the 

inventory list from when your items were picked up to go into storage.  

NO INVENTORY NO PARTIAL RELEASE.

2. Estimate weight in NTS

3. Click Next>>

1

3

2



3

1. 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.

2. Transportation Service Provider (TSP) Preference:  The answer to both of these 

questions will be No.  (TSP Preference cannot be guaranteed)

4. Click Next>>

1

2



Read all of the instructions on this page 
and proceed to the Bottom of the screen.



1. When done reading all instructions 

click the box next to the statement.

2. Click Next>>

1

2



Scroll through the information to make sure everything is correct.Street



1. When done reading all the information

click the box next to the statement.

2. Click Next>>

1

2



1. Click the box next to 

the statement.

2. Select the Base you 

were at when your NTS 

was picked up.

3. Click Next>>

3

1

2



1. Select View & Print on the DD Form 1299.  Then print it out.

2. !!!CLICK SUBMIT.  You need to bring copies of the 1299 and 1797 

to TMO for your NTSR to be finalized!!!

!!!If you do not bring us copies your HHGs will not be released to your 

next base.!!!

1

2


