
TUTORIAL
Create a Shipment
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Returning Users: Your DPS Homepage will show all move requests submitted or processed in the 
DPS system. To create a shipment click the blue down arrow next to the correct orders.

New Users: 

NOTE: If you are continuing your application from the orders information guide, jump to slide 5.

This guide contains HOW TO CREATE HHG and NTS RELEASE shipments.

Get an overview of the online moving process with pro tips from experienced customers and 
counselors.

el met DP 

Current Move 

21 oct 2017: ■RE.MutTON to SAN OIE0-0 
O.dof-TEST_ClwM 
(l<dof T--~Gf-

01 Mor 2017: 81tEMEftT0N to A TSUOI 

0<dof - OBLOC TEST 
0<dof T--°""'ll"Gf51ol,on 

Click "Start a New Move" and continue on slide 5 

-tJ.· Pro-Tips: 

.., 

o Turn off your pop-up blocker, otherwise the DPS window won't be able to open. 

o You'll also be asked detailed information about special items you might ship, like the 

make and model of your Motorcycle, and even the caliber and serial number of each of 

your firearms. Get this information organized now to save time later. 
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Returning Users: Your DPS Homepage will show all move requests submitted or processed in the 
DPS system.

To create a shipment, click the blue down arrow next to the correct orders to expand edit 
capabilities.
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o You don't have to have an exact address at your new location to start the move 

process. Don't wait to schedule your move! The longer you wait, the more likely that 

your preferred move date will be unavailable, especially if it's during Peak Season. 

Lines can also get long at your local Transportation Office. 

Wei me 1 DI'.· 

\l el ome t OP 

•1....,. "11: INWIIDl'TOH• IAH DICOO 
()-, ..... Ttt o..,.. . 

Curre:nl a .. • 

CH No¥ 2017: MIMlltTOH to &AH MOO 



A new window will open allowing you to create your shipment request. 

Select as the type of shipment

Say to the PPM question 

Click 

The shipment types offered will depend on the type of information you have provided in the 
orders section
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"HHG" 

"No" 

"Next" 

Note: 

0. 
.. - . . . Pro-Tip: If you've moved before, DPS will save your information so that it's pre-populated 

here, and you won't have to fill it out again. 



 
 
 

Next  receive information on the type of shipment you are requesting. This is part of your online 
counseling and it is very important that you read the information as it contains your entitlements 
and responsibilities. When you are done reading through the information, select to acknowledge you 
have read and understand the information then click  
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Shipment Information 
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"Next" 

Customer. [Yove, Waima - Unied Sla!es Navy -

Please enter the dates for your move.~ dates you enter here are only a request. Your aclllal pack and ~ckup dates will be based on the availability of the Transportation Service Provider to handle your shipment. 

0 Yes O No O 

•Desired Pickup Date 'Desired Oeliveiy Date 

Local Move: A move of HHG for a short distance between residences within a 

metropolitan area, NTS facility. A local/short distance move ,s authorized in 
conjunction with separation, retirement and reassignment. 



At the Pickup and Delivery page, you will enter the information for your dates, your pickup and 
delivery address, your In-Transit/Emergency Contact address, indicate any additional locations and 
name your Releasing and Receiving Agent(s).
Say to the local move question

Using the Calendar Icon, select the date you would like your property picked up and delivered.

TIP: A desired delivery date is simply the date you will be available at destination to take delivery 

of your shipment. All dates for pack, pickup and delivery are confirmed with the Transportation 

Service Provider (TSP or carrier) assigned to your shipment.
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Next you will provide your authorized pickup and delivery addresses as well as your requested 
pickup and delivery address.

You will need to add each address using the rolodex icon next to the item field. In the popup window, 
click the button.

0 

"no" 

o.,_.., 
0 0nlM1~ 

o r-inJonNtioa o--0......, 
·•o c.r..fk,w~ ~-c-...~ 

eFtiull'&Otlffety 

O Bnio o--0-0-

OidconthetitodisolaythehstdaddrHW«addanAddl"U6,fromyooraddm&'5t ' •• 
Youlll'llfflObe1bletoll'ldlutelYoUhtve~lpdo.lpordfflervloc:,oons1ndlyou ~u.Mg 

Toaddanedd~toyaurlistdo:onthe4';i ;entertheaddrtS.S1nf«m1bonandse!ed'Sav -==-
0 

0 s-..y •Aequttln Picbp Addrts1 

'CS: llOOO lbs. 
lemllnlng PCS:13000 lbs. 

POWffolAttomey 

Utl!fofAlllboriu6on 

'Add Address' 

(Sd«ttctl'lbdow 

1Selett'"°"'1bebr v i LfflttofAulhonuliDn js.11ctftlflbllow vj 

~ 
PURL HARBOft.UNtTEO STATES 

3603733089 

0 
~~SE~ n 

OMAHA,NE68l01 j.t¥1...ctw:,rimpi6updtfl. 
123-456•7890 

Powerol.t.ttomeyand/oclr.terolAuthonzabonria~~. 

.◊.. Pro-Tip: 

o A member is authorized pickup and delivery from an address in the same area as his 

current and new duty station. Members can request pickup and delivery from/to any 

area, but there may be an excess cost 
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In the popup window, enter your pickup address.

Enter a phone number where you can be reached by the Personal Property Office and the 
Transportation Service Provider (TSP orcarrier).

Make sure that CONUS is selected under location. 

Type the name of the pickup City

!!!IMPORTANT!!! Do NOT hit the enter key after typing in the city name. A list of cities with the 
name you typed will populate in the drop down menu. Select the correct City/State/County/ZIP. 
Click the button.

l\ddr-eaaea 

Pon 

>rt : 

Ad d Ad-dr •• 

( 360•555• l 212 0 •• 

l .ocalloft I 

o"u cu. > 

lty: 

C ntya 
S1 1 : 

ZJp: 

f u r un 
D ti 770-73 

to a C 

'Save Address' 

-{].- Pro-Tips: 

0 

o You can add/edit all of your addresses at the same time. Click 'Add Address' for each new 

entry and 'Save Address' whendone. 
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When you have finished adding all of the addresses, use the radio buttons in the column 
and choose your authorized and requested pickup/delivery addresses.

Click OK, The address will populate in the pickup Address field.
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o For your delivery address, the street address in line I is not a required field. If you do not 

have an address at destination you can leave this line blank however you MUST provide a 

phone number and enter/select the city/state of your destination. 

Addresses 

Address listilg 

Mt¥N 

0 

0 

I 

Address 

~ 
MOM'S HOUSE 

SALEM,OR 97301 
360·555·1212 

~ 
123 Main Street 

BREMERTON,WA 98312 
360-555-1212 

-
Pickup & Dehvery 

•Authorized Pickup 
Address 

•Requested Pickup 
Address 

123Mai1Street 
BREIIERTON,WA 
98312 
364l-555-1212 

~ •Authorized Delivery 
"' Address 

.... •Requested Delivery 
Address 

"Select" 



 
 

Repeat the previous steps to add all of your authorized and requested pickup and delivery addresses 
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If you have provided your spouse or anyone else over the age of 18 with a Power of Attorney (POA) or 
a Letter of Authorization (LOA), you can use the drop-down menu to select their name in this section. 

 
In order for the names to appear in the drop down menu, you must add the person under the 

 section of your customer profile and indicate that they have a POA and/or LOA. 
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Pickup & Delivery 

• Authorized Pickup 
Address 

• Requested Pickup 
Address 

Power of Attorney 

Letter of Authorization 

"Contact" 

123 Main Street 
BREMERTON,WA 
98312 
360--555-121 2 

123 Main Street 
BREf,1 ERTON,WA 
98312 
360--555-1212 

J Select from below vJ 

• Authorized Delivery 
Address 

• Requested Delivery 
Address 

Power of Attorney 

Letter of Authorization 

NORFOLK,VA 23501 
360--555-1212 

NORFOLK,VA 23501 
360-555-1212 

J Select from below 

J Select from below 

vJ 

vJ 



For your Intransit/Emergency Contact Addresses, click the plus (+) sign, select or add the Intransit 
address and click .

Repeat the steps for any Additional Locations.
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:1n- 'I rnn•il/l!m~roenc:y Conta<:t 
I Jnformotlon 

• In Tn,n■, m rsi ncy 

1 
Addltlonal locntlon§ 

P ku 7 

0. 
.. . . . . 

'OK' 

nfonn.w n 

-'•;, :-· ~ 
l11tr1ansitlEm,~gency CQ~tactl~ 

~Baifion~I Pickup Actdt~ses 
_,..,: ~ 

D 

I ry t + . -

o., 

Pro-Tip: You may request an additional pickup and/or delivery as long as it is within the 

same AOR as your authorized locations (usually within 30 miles of pickup/delivery) 



Enter your address information
it enter after typing in theCity choose the correct city/state/ZIP from the dropdown

menu

Click 

Make sure to choose the correct address in the listing and click OK
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Addresses 

Address Listing Add/Edi Address 

Addres s Line 1: 

Addren Line 2: 

•Phone: 

Locaoon 

1456 Elm Street 

I Mom's Addre~ 

1360·555· 1212 I FORMAT: 1uuMotx-,uou: Jot OorMsbc ~=====: 

@ CONUS (U.S) Q OCONUS (Hot Considered a State) 

Select City 
lportland xi 

City, 

County: 

PORTLAND ASHLEY CDUNTY, AR, 7 1663 

liiii~ii"iiiiiiiili'CliiiibT;iiiii~~iliiii---7" 

State: 

Zip: 

Del ,ery 2 

REMEMBER 

'Save Address' 

... ......... 
Gllllllff,-Mlft ---... --... 

~-MUS 

Addresses 

Address Listi'!!) 

t:K.10 ::, ::it:Lr~ I '3 UNI 17'· 

45 SILVERDALE WAY 
SILVERDAlf,WA 98383 

360·555-1212 

0 
~ 

NORfOU(,VA 23501 
360-555· 1212 

~ 
WORK/OFFICE 

123 ADMIRAL WAY 
NORFOU<,VA 23501 

360-555-1212 

~ 
0 

WORK/OFFICE 
467 W STREET 

BREMERTON,WA 98314 
360-555-1212 

@ 
456 Elm Street 
Mom's Address 

PORTLANO,OR 97086 
360-555·1212 

• tn- Tran siVEm ergency Contact Information 

[] 

[jJ 

[jJ 

fl 

11 

• 56 Elm S treet 
M o m'• A ddr ess 
PORTLANO ,O R 970&6 
360-555-- 12 12 

" 

" 

V 

V 

D 



 
 

Once you have added and selected your addresses, they will populate in the correct fields. 
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Members may authorize a Releasing and/or Receiving agent to act on their behalf at origin and 
destination. Releasing/Receiving Agents MUST be over the age of 18 and available on the days of 
pack, pickup and delivery. Releasing/Receiving agents do not need to have a Power of Attorney or a 
Letter of Authorization. 

In-Transit/ Emergency Contact 
Information 

• In-Transit/Emergency Contact Information 

Additional locations 

Pickup 1 

Pickup 2 

BOB'S SELF STG UNfT 8-1 
45 SILVERDALE WAY 
SILVERDALE,WA 98383 
360-55> 1212 

WORK/OFFICE 
467 WSTREET 
BREl,tERTON,WA 98314 
360-55>1212 

456 Elm Street 
Mom's Address 
PORTlAND,OR 97086 
360-55>1212 

Delivery 1 

Delivery 2 

u 

Releasmg &. rece1vmg agents 

Releasing 

- None Selected -
l.lary Test 
I.IR WANNA I.IOVE 

Receiving 

NORFOLK,VA 23501 
360-55>1212 

WORK/OFFICE 
123 ADMIRAL WAY 
NORFOLK,VA 23501 
360-55> 1212 

I Mary Test 

1,loryTesl 
360-55!'>-1212 



Using the drop down menu, select your Releasing/Receiving Agent and click next.
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When you have entered all of your Pickup and Delivery Information, click 

0. 
.. - . . . 

0. 
.. - . . . 

Pro-Tip: The drop down menu for Releasing/Receiving Agent fields are added when you 
createyourCustomerProfile. ltishighlyrecommendedthatifthememberhasaspouse, they 
add them as a contactso thattheirname appears on the paperwork. Move details will NOT be 
discussed with anyone other than the member unless they are listed on the move paperwork 
(DDForm 1299). Yourmovepaperworkisavailableforprintingrightbeforeyousubmityour 
application. 

-- u 

'Next' 

Pro-Tip: Print this information and keep it handy. You may not always have access to DPS 

throughout your move. 
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On the Basic HHG page, members will indicate the estimated weight of their shipment. 

 
Members can use the Weight Estimator tool that is available at the right of the weight field however a 
great rule of thumb is to estimate 1,000 lbs per room. 

 
If members are claiming Pro Gear for themselves or their spouse, it must be indicated. Members who 
claim Spouse Pro Gear must provide a signed inventory of items to the origin personal property 
office. 
Indicate any special items; add any additional information; click Next. 
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· ◊--
0 0Ki-WOtlllliM 

Q l'o,rlld~ 

. o ... -
0 fnWOtrM ~ 

◊--

· ◊-o tni&HRCOflt'OJdtf1' o--0 0., ..... 

o- ... 
0°"""""""" 
O TN..,.._ 

O MfllionllWoruioll 

o-, 

·•
O ONltNtw ....... . ·°'"-~ ·o~•~ ..... 

OMMoiNI_,. 
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C..-..r:[&ffll.Mon - \JlllledStatetHtl'J -

Pl!:aseptO\IIOebasic:llh'lnlbOn~YQUrstwoment. 
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' lohl 1:11imiled weifht of YoUr household ooods 
............ llltll~ .... ot•--tut-'--elllippK1 
"Estimated we1tht of P8Nf (Pro Gur] 
µ . ...-twprionolloulHMYlllofMightltr.ll:isflraGea) 

'b1Jmattd welQht of Spouse's; P8PU {Pro Gui] 
~ . .... ti.~ofTtul""""'"'-ahl-MitflraGt..-J 

'Spouse's ProfesSion 
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ttowwaPSP&Eatlfd""~goodt NQM?fJ 
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The weight estimator form will help you to establish the weight of your shipment.The weight 
estimator form will help you to establish the weight of your shipment.

The estimator tools allow you to enter the number of items you have in each room and then provides 
total weight of the 

items indicated in the form are placed in your application.
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•Total estimated weight of your household goods 
[i• MtlttblCUIHbma.cl ..... ol1IIHtmsltlM1reNingPipptdJ 

Please mdude your motorcyde weight in the "Total esbmated weight of your household goods". 
!7,000 

~ https://dps.sddc.army.mil/?formName:Ba,icHHGfomi&id:ppsoHhgShipmentBasic_TotalE>timatedWeight • - Windows Internet Explore< 

This form will assist you in estimating the weight of your shipment or shipments. Please note that this is an estimate only! It is designed to assist you tn 
estimating the total weight of your sh1pment(s). However, you are ultimately responsible for the actual weight of the household goods you ship. The weights tn this 
program are based on industry standards and your actual weights may vary depending on brand, size, etc. Please use proper j udgment when maki~ your 
estimates. 

__ , __ , _,_,_ _,_,,, 
----·~---1•"1 -~,,-

( --~ .--, 

___ ,.,.,__ ,--') 

__ (Mt, -~---, _ _, .... 

__ ,. 
---

7 
J 

_J 
J 
1 
J 
J 
J 
1 

D 

Read the disclaimer then check the acknowledgement box and click "Show Estimator" 

the weight of each item. At the end of the form, click the "Go" button and the 

-(1.· Pro-Tip: Your Pro Gear, up to 2,000 lbs, doesn't count towards your estimated weight. 



 
 

If you say  to adding a firearm, a new window will open and you will need to provide the 
information requested. 

 
 

 
If you say no to the firearms question, you are required to certify that your shipment does not contain 
firearms. Click  when you have added all of your firearms information. 
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c-...- • I 

--- ------ ..... 
I 

'yes' 

Once you have added the information, click 'Save'. The firearm information populates on the page. 

'Next' 



 
 

The Scheduling page provides you with an estimate time for packing and pickup based on the weight 
estimate you provided in your application. 

 
You will also see the transit time for your shipment. Transit time is based on origin and destination 
locations as well as the estimated weight of the shipment. 

 
In addition, you will be able to request a direct delivery and whether you have a preferred or non- 
preferred Transportation Service Provider (TSP or carrier) 
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On this section of the Scheduling Page, the blue highlighted section provides you an estimate of your 
packing and pickup days and the number of days your shipment will take to arrive at destination. 

Customff:{&-eul t.b1 - l.nlo6stak$Htvy _-______________________________________________________ ~ 

SHed on the toW esometed wtfight ol 11,000 poynds, it win like J davs. 2 davs for pa,cbng and 1 day for ~ up vour slvi,ment. It is estimated that It will ttke 9 days for this ~nt to be dtlive,ed to YoUf' destJMuon. 

Nole: All dates, 1ndud,ng the •Oesited deln,ffY date·, will be neoct11ted with the Tra~IOl'I Stnllce Provider dunng the premQ\ft S1,,1rvey. The ·fstttnated Shlprn,ent Arrwal Date at OestinabOft· 1s the sandard tllt1$1l bfflie required bned on the ono•n, destination, 
and ~mat~ we,9ht of shipment. 

~Pitbp0.1$: 

Etti!Ntedlhipmtrilltriwllda1taldt-ttina1ion : 

• Doyoohaveal)fetffiedTSP? 

• Do you have a l'IMiJfflffled TSP? 

Occc2',2016 
Jan',2017 

O ves'i"iNo 

O ves®No 

DmrtdDtln'cfyO.: 

O ves$No 

Bastd on the total estimated we'ght o/ 11,000 pounds, rt will take 3 days. 2 days for padang and I day for p1doog up yoor shipment. It ~ estimated that it will take 9 days for this sh pment to be de · ered to your destinatioo. 

Hn11. 2017 

:te: dates, induding e 'Desired d erydate', be ~otiatedwrth the TrallSl)Oltahon StlVlce Providerdurv,g - preioove survey. The 'Estimated Shipment Arrival Date at Desbna •~the standard transt timer- 'red ba1ed on the ongm, destination, 
and estimated we.ght o/ shipme t. 

Oeli!d Pmp Date: 
Ellinated shil>aient lllival elm atdeslina1lon: 

Decl!, 2016 

Jan&,2017 

Oemd Demry Datt: Jan 11, 2017 



Note that all dates are negotiated between you and the TSP assigned to your shipment. The Desired 
Pickup Date is the date you requested to have your shipment picked up. Depending on the estimated 
weight of your shipment, additional days for packing may be required and those dates are added 
prior to shipment pickupdate.

Your Desired Delivery Date is the date you entered in your application. This is the date you will be at 
destination and available to take delivery of your shipment.

The Estimated Shipment Arrival date is the date that your shipment is expected to arrive at 
destination. This is NOT your actual delivery date but is based on the transit time allowed for your 
shipment to reach destination.

ALL DATES are negotiated and confirmed with your TSP.

21 of 34

Direct Delivery Request: If you have an address and would like your property delivered directly to 
that address, select (Yes). If you do not have a delivery address, select (No).

Preferred TSP: pickup 
and deliver your shipment and provide the name of the company. Say to this question if you do 
not have a preferred provider.

Non-Preferred TSP: Say to this question if you have a company that you would not want to be 
responsibleforyourshipment.Say tothisquestionifyoudonothaveanon-preferred provider

0. 
.. - . . . Pro-Tip: Print this page! It details all the information you need for moving day. You may not 

have access to DPS at all times during your move. 

- ' 

· <Di.rect D~livery ··~~ 
. \i,~ ·( • . - .... ·•. "· __ :_-.: -'.t 

Br.efe rilie.H/N on-Prefe rred~:TSP 
'·· .... 

Are you requesting a direct delivery?fl 0 Yes@ No 

• Do you have a preferred TSP? 
0 Yes O No 

• Do you have a non-preferred TSP? 
0 Yes O No 

Say 'yes' to this question if you have a company you would like to have pack, 

'no' 

'yes' 

'no' 



Click  
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Read & check Acknowledgement Box 

 

IMPORTANT: this is part of your online counseling; by checking the box you are acknowledging that 
you are aware of your rights and responsibilities. 
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"Next" 

Click "Next" 



 
 

The Shipment Summary pages provides you with a review of all the information you have entered 
into your application. If you need to make changes to any of the information on this page, you may 
use the counseling menu on the left side of the screen to edit the information for each section. 

 
Once you have reviewed the information, check the acknowledgement box and click  
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On the Counseling Office page, click to acknowledge you have read the disclaimer. 
 

Use the drop down menu to select your local counseling office. You will need to make note of the 
contact information that populates on the page. This is where you provide your supporting 
documents so your application can be processed. 

 
Click . 
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~ 
Cintoffiff! (81'eHi. Mon - Unlliecl SlatesNavy -

:>l"ICe you submit your on·line 1p0h c.11tion, rt. wdl be received •nd orooe55ed by the Person•I Proocrtv Offia:. A TrM~tion COUnHlot" will review 'fO'Jf 1nformab0n to eJ'lsure that 1t is comolete •nd KCurate, Note: Your move cannot be sdi«Jut«J ut'!bl rou have p,ov,d«J 
1oc'uments, If •ppllu~, co ttt. cr•nspoturJon olfice llsud below. Al counse!ir,g re!1tecl documenu must be provided to the tr•rtSPOrution office with,n 6 business d1ys of submitting yoYr 1ppliatton. fof' 1 shott notice p,ct,wp (nquestino pdcup w11h1n 5 business d1ys), 1 
:tocurnematio,, as soon as OOSS1ble. 
(ou w,• be notified by the Transportation Set'VK!e Prowler once your shipment Nls been scheduled. If you have any questions please contact the tran~tton office ksted below. 

~ Ckk hen lo acknowledQtl thlt you hive re.cl the at,cw., dildeimer J 
r#FltiiHi:111 1:'lii·,M 

GBlOC: 

tn•tall.1b0n Heme: 

JENO 
flSC PUGET SOUNO. WA 

REQUESTED PERSONAL PROPERTY OfflCE FOR COUNSELING 

r. fl'i;/"" ·E II iH®'ll'\%1 I GBlOC: 
1nst.1aatiOIIN1me: 

lKNO 

RSC, SAN DIEGO, CA 

You may request ony Pcrscm1I Property Offkc for counseling. This offkc is responsible for validating 111 the information you have c"tercd and to answer any of your entitlement questions, Once Vi1lid1tion Is compkte, the Person•! Property 
Offke will forward your application and supportin9 documentation to the shippirt9 office respon.ible for bookirt9 your shipment 

$t1'9: 

ZlPIAPO/fPO; 

Country: ·-" DSH: 

fu: 

DSHfu: ....., 

"Next" 

Select from below 

FISCPS DETACHMENT EVERETT 
NAS WHIDBEY !SIANO 

FlSCPS BREMERTON 

FlSCPS 2255 COLE AVE, BLOG 985 

BREMERTON 

WA 
98314 

UNITEDSTATf.S 
3604769172 

3604761834 

PersProp.FISCPS.FCT.n.vy.mll 

WiJ-t:•:-wm 



 
 

IMPORTANT!!! After you have submitted your application make sure to print DD Forms 1299 & 1797. 
Your application will not be processed until you provide these signed documents and a copy of your 
orders to the responsible origin counseling office. 

 
You are now able to upload your documents into DPS  the next several slides will show you how to 
upload and/or view uploaded documents. 

 

 
26 of 34 

------------

Counse:lmg Menu « I 
... 0 Customer Profile 

0 Customer Information 

0 Point of Contact 

• O MyOrde-rs 

0 Ente< OrdH Information 

0 View Documents 

Order (DOCS TEST] " I 
... 0 Orders Details 

O Rank & Hud Copy Ordffs 

O Ont.r Information 

0 Duty SUtions 

O Arduou.s Duty 

O Orders Se~ction 

O Tour Information 

O Additionill Information 

O Summary 

• • Shipment 

0 Crut• NRW Shipment 

.. • Current Shipments 

1.HHG 

O Piekup & O.IN.,-y 

O Buic 

0 Addrtional Items 

0 ScMduling 

O ResponsibilitiH 

O Summary 

0 Counseling Office 

• Submit 

PCS: 13000 lbs. 
Remamino PCS:2200 lbs. 

:_-' ~ 

· ~ment Submit - Part 1 
~, ., Jl.i5 

Cuatome-r: [Bressi. Moira - United States Navy -

Please review your forms for accuracy. Once reviewed and any changes completed, click submit button to complete your application. 

Forms Required 

You will need Acrobat Reader version 8.0 or earlier to view or print these forms in Portable Document Format (PDF). ..... . 
,- AOOll- ru.AO<R" I 

DD Form 1299 (Application for Shipment and/or Storage of Personal Pr 

OD Form 1797 (Personal Property Counseling Check list) 

These f0ffll$ may be printed for review before submission. These fOfTTls are ton5idered to be a DRAFT until a counselor has reviewed and Submitted the Shipment request 



 
 

DD Form 1299 is a one-page form; DD Form 1797 is a two-page form.  
 

Once you have printed and signed your forms, scan and save them to your computer. 
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DD Form 1299 

NftJCAOONFOlll-lA.IDOfl 
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DD Form 1797 

-PW::aot.f111Clnt..,,l0.Hf7 

=:==..."';::..--:.·.:;-r.=..-=.:-=..=-...::..-~=~..::""..::" _..,_.,, __ __,. ___ ... ___ _ 
==:.::::-o:-;-...::::-~""':.-'"-··--.. ---...---

_____ .. _ 
·----·.. 1--0Q--... 

,,;•---........... _ -----



 
 

Once you have printed, signed and scanned your forms back into your computer, they can be 
uploaded directly into DPS. 

 
Click the button 
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Counseling Menu « 

0 Cu.stonwr Profilt 

0 Custom., lnfonNtion 

0 Point of ConQct 

• Q MyOrdef"s 

0 EntK Of'der lnform•tion 

Q virNDocurn•nts 

Order [ DOCS TEST] ,c,( 

• 0 Ord•rs O.bils 

O Rank & H•rd Copy Ordffs 

0 Ordff lnform,1tlon 

O Duty S~tions 

O Arduous Oury 

0 Orders Sel 

Q Tourlnf 

O Additional lnfomu,tion 

O Summuy 

. Shipt'Mnt 

O CrHI• N~ Shipm•nt 

• Current Shipme-nb 

1-HHG 

Q Pickup & Delivery 

O Buk: 

Q Addi6on,1lttHnl 

0 SeMduling 

0 RHponsibititiH 

O Summairy 

O Counseling Office 

• Submit 
----------
En tit I em en ts « 

PCS: 13000 lbs. 
Rema1mno PCS :2200 lbs. 

Shipment Subml 
Customer: [BressJ. MOll'a - Uruted States Navy •• 

Please review your forms for accuracy. Once reviewed and any changes completed, click submit button to complete your application. 

Forms Required 

You wm need Acrobat Reader version 8.0 or earlier to view or print these forms in Portable Document Format (PDF). 

II "" • I AOOW •CAOCR" I 

00 Form 1299 (Application for Shipment and/or Storage of Personal Property) View &. Print 

00 fom, 1797 (Personal Property Counseling Che-ck list) View &. Pnnt 

These forms may be prwlted for review before submission. These forms are considered to be a DRAFT unti a counselor has reviewed end Submitted the Shipment request. 

"Upload Documents" 



 
 
 
 

1. Use the Drop-down menu to select the type of document 
2. Click "browse", locate the document in your files, and select open 
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3. Click upload 

 
 

4. You will receive a message stating your document has been successfully uploaded. 

I Document Management 

OP!Flwllpbd 

Oocumtnt T)111 

~ Solo«Ont 

Solo«Ont 
DOF<mlt299 """'d_.., 
°'"' 
DO f,.,,1197 --l)()F<,m22'8 

'"'-
O()Fom,1~1 2 

Document Management 

1""''"'"' 

1' ,• . 

oill~mnQ Documents - cont. 
< ., _, 

Document Management 

OPS FIie Uplo.lld 

~ c:-, ... """"""' DOc:um11nt Type 

OOfom, 1299 Ov . - . oocu.mwt.~ - ·· 

Document Management 

"); oocsu;i:1.,uoo,... 
-,.. oocs,uom...., 
~NOIION)_fUl,..l29tV.UHlLlCuc; ... 
-,.; ~.IUI .J."9"" 11.1):)Jlllll)U 

..cwoa:o.,m .. ,.,...., lln,»J.l,10\I 

-,,;N()'l.t()M). flS:T_l~lllC~ ---•-1). -,.i......,w..c,c,_,~ 11~10-.i. ........... _"'10. 

.J The DD Form 1299 document hu been successfully uploaded. 

OPS Fl.le Upload 

Document Type 

DO Form 1299 

+ Browse 

" ... 



Make sure you uploaded BOTH signed documents 
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You can check to make sure your documents have been uploaded by clicking the 

button. 
 

When the Document Management window opens, you will see ALL of the documents you have 
uploaded. If you need a copy of the document, select the file name and click   

 
When you are done viewing your documents, close the Document Management window 
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Shlpmont SubmM 
Customer. {Bressi. Moira -- United States Navy -

Please rev.ew your fcinns for accuracy. Once reviewed and any changes completed, dick submit button to complete your application. 

8 https://dpnr.,in1ng.sddc.army.mil/?p-/lp60e:aTf6yF7C%28F54TZrTxqTaly5P62584aliC23j6clyfRiiRtuaqQ Internet Explorer C, @} 

Document Management 

Documents 

View History Get File 

-- (1 of1) QJ aa 
File Status Shipment File Name c Version Document File Create View Action 

Type c Type C Date c History 

Submitted 1-HHG DOCSTEST_1: 
DD Form 

02 Dec 2016 1299 JJ 

Submitted 1-HHG DOCSTEST_1; DD Form 
1797 

02 Dec 2016 JJ 

Sample 
Submitted Separation Order 02 Dec 2016 JJ 

Orders.docx 

■■ <10111 QJ ■II 

"View 
Documents" 

"Get File" 



 
 
 
 

 

Now that you have uploaded your documents you may submit your application. Click and 
say okay to the message from the webpage. 

 
Please note that your application will not be processed until your supporting documents are 
received. If you are unable to scan and upload your documents directly into DPS, you may still email 
or fax your documents to the responsible origin counseling office. 

 
To locate the responsible origin office, click the button to return to the Counseling Office 
portion; this section provides you with the email and fax number for the counseling office you 
selected. 
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• Q cusl-Pfo'-

0 Cut~ lnfo.-..taon 

0 P""ofCon\let 

" Q MyOrd«t 

O v.w0oe....-nts 

• Q OrdenDeuils 

0 fbnt: & Hard Copy Orde<s 

Q Orwlni<lrma'-> 

Q OutySUIHH>s 

0 A,OUo\n~ 

0 <>nttN s.tktion 

O T-1"'-tion 
O ~ l lrdonnnon 0........,. ·O Ctt~-N-~I 

• ecutttnt$h1Pffl"'" 

Q Buic 

O Adciilionall....,• 

0 5<;.......,.;ng 

O Rnponslbil .. , 

0 -
0 C-~Off"

• Submit 

PCS: 13000 lbs. 
Rem•10 1flg PCS:2200 lbs. 

~----------------------------------1 Message fromwebpage 
Pleai5e reveew your forms for eccurecy. Once reviewed end ony cha~es completed, diclc .wbmrt button to complete ycu- applicabon. 

You will need .Acroba1 Reader vel"$J0r'I 8.0 or earlier to v iew or pnnt these forms in Portable Oocument Format (PDF). Are you sure you want to submit? 

,■ ~--· 
~ lr-c-.-n,-.-, ~ 

"Submit" 

'previous' 



 
 
 
 

You will receive a notice confirming you have successfully submitted your application. If you need to 
make any changes to your information or cancel your shipment, you must wait until your application 
is processed. 

 
It takes approximately 2-3 weeks from the time all supporting documents are received for an 
application to be processed. During Peak Season (mid-May through August) this timeline can be 
increased up to 6 weeks. 

 
To create an additional shipment request (i.e. a Personally Procured Move (PPM), an Unaccompanied 
Baggage (UB) shipment or a Non-Temporary Storage (NTS) shipment, follow the steps in the middle 
of the page. 
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Shipment Submit 
Cu,tomer. [Bressi Moira - Unrted States Navy_-_______________________________________ _ 

Your apphcation for the following shipment has been submitted. 

Shipment Details 

Shipment: 1 HHG 

Order Number. DOCS TEST 

Date Submitted: Fri, 2 Dec 201 6 21:06:0 8 
Shipment created by: 534927015 

Date OD 1299 Prepared: Fri, 2 Dec 2 0 16 2 0 :31:4 7 

If you need to make changes to any information other than contact data or c.ancel your shipment, you must contact the Counselor you submitted your application to. 

To CREATE a new shipment tor thi.s o«rer, click on the Create New Shipment link in the left navigation tree. 
To ADO a new order, click on Enter Order Information In the navigaOon tree in the upper.-teft comer of the screen under My Orders. 

forms Required 

You will need Acro~t Reader versJon 8 or earlier to view or print these forms in Portable Document Format (PDF) . 

• ... 
~ ll£AO(ft" , 

OD Fom, 1299 {Application for Shipment and/or Storage of Personal Property) View & Print 

OD Fonn 1797 (Personal Property Counseling Check list) View &Pnnt 



 
 

Once you have submitted your application, you will receive an automated email from the DPS system 
that confirms submittal and reminds you to submit your supporting documents. THIS IS NOT 
CONFIRMATION OF YOUR PACK/PICKUP DATES! 

 
Supporting documents for a basic HHG shipment include a copy of your orders (including any 
amendments & modifications) and SIGNED copies of DD Forms 1299 & 1797. If anyone other than the 
member signs these forms make sure to also provide a copy of your Power of Attorney. If you are 
requesting a pickup from your Home of Record (HOR), also include a copy of your Enlistment 
Contract or Officer Commissioning letter that shows your HOR. If you are requesting pickup for 
dependents, please include a copy of your page 2. If you are separating/retiring, you may be asked 
for a copy of your DD 214. Your counseling office will contact you if any additional documents are 
required. 
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fro-= 
To: 
Cc 

aum,g~.clwrl 
~m,MoralOVNA'f.U'QS,OUl 

SUbjtd: Shlpt1tntSthlss1onRf«fftd 

Wanna Move, 

Sot lllull}).\'Olm~ 

•)''•I'• 'i'' ' I ' '' 1 • ' •I''• 8' • ' I•'''''' I'' '10• ''I'' •II•'• I ' ' •12•'' I'' •l) •''I'• • !4 •' 'I•' •1$•'' I''' L' 

Your appication for sh~ment 1/HHG from 8.'lEMERION, WA 98n1to SAN DIEGO, CA 92101 with a reque~ed pdup date of Jan 25, 2018 has been reteoed by the transportation oounselingoff<f -NAVSUP Fl( PUGET SOU NO BREMERTON kl<ated at 
BREMERTON, WA UNIT!OSTATES. Upon rea, ipt of your supporting documentation the Counseq Offce wlvalilate and fnalze your appication. Ona, your shipment has been awarded to a Transportation Servio! Proviler IT>PJ, you wm be notif•d by 
that l>P of your actual pading and pdcup dates. You can ronti\ue to moMorthe ~atus of your shipment Yia the Sh~ment Management tab kl<ated on the OPS homepage. 

rt there ta need to make any d!anges to your appicatkln other than contact ilformatkln whi:h can be accompished il the liupment Management section p~ase contact the transportationott.. at BREMERTON, WA UNIT!OSTATES. 

Phone:36111767.!66 

Thank You. 
Defense Perional Property System IDPSJ 

"' DO NOT REPLY drectt, to tM emai ... 



USTRANSCOM

577-0969

► For technical assistance contact the DPS Helpdesk 
available 24/7: 
❖ Toll-Free: (800) 462-2176 
❖ Commercial: 618-j.-----------, 

► For assistance with your HHG shipment contact your local 
Personal Property Shipping Office (PPSO) 

Maintained by 

United States Transportation Command 

Technical Help Desk 

For help using Move.mil or Electronic Transportation Acquisition. 

Phone 
Toll-Free:.(800) 462-2176 

Commercial: (618) 589-9445 

Email 

usarmy.scott.sddc.mbx.g6-SRC-DPS-HD@mail.mil 

Submit a ticket online 
https:llsrc.servicenowservices.com/src/ 


