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1 USER ACCESS AND REGISTRATION 
Users who need access to the Personal Property Consignment Instruction Guide (PPCIG) must first 
register with the Electronic Transportation Acquisition (ETA) system, and apply for a Defense Personal 
Property System (DPS) User Identification (ID) and password. The system provides a single point of 
access to Military Surface Deployment and Distribution Command (SDDC) web applications as well as 
links to other transportation sites. 

1.1 USER GROUPS 

The PPCIG application is available only to authorized personnel from specific user groups, as shown in 
Table 1-1. Each user group has a prescribed set of access rights (including read, update, or create 
capabilities) to some or all of PPCIG’s functionality. Depending on your role, you may not have access to 
some of the functions described in this user guide.  

Table 1-1. Authorized User Groups 

User Group User Role 

SDDC SDDC Managers, SDDC Qualifications, SDDC Rates, SDDC Best 
Value Score/Scoring (BVS), SDDC Survey, SDDC Claims, SDDC 
Quality Assurance, SDDC Electronic Billing, SDDC Operations, 
SDDC Regional Storage Management Office (RSMO), SDDC 
Vehicle Processing Center (VPC), SDDC Reference, SDDC Trouble 
Call, SDDC PPCIG Managers, SDDC Telephone Surveyors, SDDC 
Financial, SDDC Legal, SDDC Data Analysts, SDDC Pacific 
Manager, SDDC Pacific Claims, SDDC Pacific BVS, SDDC Pacific 
Survey, SDDC Pacific QA, SDDC Pacific Electronic Billing, SDDC 
Pacific Operations, SDDC Europe Manager, SDDC Europe Claims, 
SDDC Europe BVS, SDDC Europe Survey, SDDC Europe QA, 
SDDC Europe Electronic Billing, SDDC Europe Operations 

Transportation Office (TO) Personal Property Shipping Office (PPSO) PPCIG Manager, PPSO 
Outbound Supervisors, PPSO Inbound, PPSO Outbound, PPSO 
Transportation Officers, PPSO Claims, PPSO Electronic Billing and 
Payment (EBP), Counselors 

Government Agencies Office of the Secretary of Defense (OSD) Users, United States 
Transportation Command (USTC) Users, General Services 
Administration (GSA) Users, Defense Finance and Accounting 
Service (DFAS) Users, Department of Justice (DOJ) Users 

Service Headquarters Service Headquarters (HQ) Users, Service Legal Claims Users, 
Service Excess Cost Adjudicators 

1.2 USER ACCESS TO PPCIG 

PPCIG was designed for maximum ease of use. The application contains a well-organized navigation bar 
that allows you to quickly access the functions you want to use. It also contains context-sensitive help to 
answer typical questions. 
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Table 1-2. Access to PPCIG 

Access User Role PPCIG Tabs 

SDDC PPCIG Manager Home 

Query CG 

PPSO/PPPO Info 

TAM Management 

News for TO 

SDPP 

SDDC Reference Home 

Query CG 

PPSO Info 

BRAC PM 

TAM Management 

News for TO 

SDPP 

Read-Update-Create 

PPSO PPCIG Manager Home 

Query CG 

PPSO/PPPO Info 

BRAC PM 

TAM Management 

News for TO 

SDPP 

SDDC Manager  

SDDC Pacific Manager 

SDDC Europe Manager 

Home 

Query CG 

PPSO Info 

BRAC PM 

TAM Management 

News for TO 

SDPP 

Read-Update 

PPSO Outbound Supervisor  

PPSO Outbound  

PPSO Inbound  

PPSO Transportation Officer 

Home 

Query CG 

PPSO Info 

BRAC PM 

TAM Management 
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News for TO 

SDDC Qualifications 

SDDC Rates  

SDDC BVS 

SDDC Survey 

SDDC Claims 

SDDC Quality Assurance 

SDDC Electronic Billing 

SDDC Operations 

SDDC RSMO 

SDDC VPC  

SDDC Telephone Surveyor 

SDDC Trouble Call 

SDDC Financial 

SDDC Legal 

SDDC Data Analyst  

SDDC Pacific Claims 

SDDC Pacific BVS 

SDDC Pacific Survey 

SDDC Pacific QA 

SDDC Pacific Electronic 
Billing  

SDDC Pacific Operations 

SDDC Europe Claims  

SDDC Europe BVS 

SDDC Europe Survey 

SDDC Europe QA 

SDDC Europe Electronic 
Billing  

SDDC Europe Operations 

Home 

Query CG 

Modified CG 

Counselor Home 

Query CG 

PPSO/PPPO Info 

Read-Only 

PPSO Claims 

PPSO EBP 

Home 

Query CG 
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PPSO Info 

BRAC PM 

TAM Management 

News for TO 

OSD Users  

USTC Users  

GSA Users 

DFAS Users 

DOJ Users 

Service HQ Users  

Service Legal Claims Users 

Service Excess Cost 
Adjudicators 

Home 

Query CG 

1.3 DPS REQUIREMENTS 

Because the DPS is a web-based application, there is no application-specific software to install or set up. 
Your computer workstation must, however, meet minimum software and hardware requirements to 
support a functionally rich, web-based application. 

Minimum system requirements are: 

• IBM-compatible, Windows-based computer system 
• Internet access 
• Microsoft Internet Explorer (IE) Version 5.0 or later 
• Adobe Acrobat Reader® (free from www.adobe.com) to view, save, and print certain reports and 

documents. 
• MS Excel. 
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1.4 LOGGING IN TO DPS 

Before you can access PPCIG, you must obtain access to DPS from SDDC. Visit 
https://eta.sddc.army.mil/ for instructions on how to acquire access to DPS. 

 

Figure 1-1. ETA Home Page 

On the ETA Home Page, you must enter both your User ID and Password to gain access to the DPS site. 
To log in with your User ID and Password, enter them into the appropriate fields and click the Submit 
button, as shown in Figure 1-1. You can also log in with your digital certificate/smart card by clicking the 
Click here to log in with your digital certificate link. 
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2 SDDC PPCIG MANAGERS 

2.1 DPS WELCOME PAGE 

After you log into DPS with your ETA ID and password, the DPS home page for the SDDC user group 
appears (Figure 2-1). 

 

Figure 2-1. DPS Welcome Page 

Click the Consignment Guide tab, as shown in Figure 2-1, to navigate to the Consignment Guide main 
page. 

2.2 NAVIGATION.  

PPCIG is organized by function. Each function is highlighted as a tab in the navigation bar at the top of 
all of the pages. The main tabs that are available for use by the SDDC user with read-update-create 
capabilities are: 

• Home 
• Query Consignment Guide (CG) 
• PPSO/PPPO Info 
• Traffic Advisory Message (TAM) Management 
• News for TO 
• Deputy Chief of Staff for Passenger & Personal Property (SDPP). 
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Figure 2-2. PPCIG Main Page 

2.3 CONSIGNMENT GUIDE MAIN PAGE 

The Consignment Guide main page (Figure 2-3) displays the following tabs: Home, Query CG, 
PPSO/Personal Property Processing Office (PPPO) Info, TAM Management, News for TO, and 
SDPP. Under the Home tab (which appears as the default), the following sub tabs appear:  

• General (which appears as the default sub tab) 
• Enhancements 
• Appendices 
• External Links 
• About Help. 
The General page (Figure 2-3) presents a general description of the PPCIG application. 

 

Figure 2-3. PPCIG Main Page 

Note: PPCIG contains extensive context-sensitive help screens to guide you through each of the 
functions. The Help icon is located in the upper, right portion of each screen, as shown in Figure 2-3. 
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2.3.1 Enhancements 

The Enhancements page (Figure 2-4) provides an overview of the latest enhancements and capabilities of 
the PPCIG module. 

 

Figure 2-4. Enhancements Page 

To view the Enhancements page, click the Enhancements tab, as shown in Figure 2-4. 
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2.3.2 Appendices 

The Appendices main page (Figure 2-5) provides access to links to the overseas weight allowances, Army 
Post Office/Fleet Post Office (APO/FPO) listings, Department of Defense Activity Account Code 
(DODAAC) listings, closed/deactivated activities, and a glossary of terms. 

 

Figure 2-5. Appendices Main Page 

Click the Appendices tab as shown in Figure 2-5. The Appendices page presents several links to internal 
SDDC documentation, such as a chart of overseas weight allowances and a listing of closed/deactivated 
activities. These documents can be used as references for PPCIG users. 

For example, click the Overseas Weight Allowances link to view details for Overseas Weight Allowances 
from the Appendices main page (Figure 2-6). 



DPS Contract Number W81GYE-04-C-0035 

PPCIG User Guide—Government Edition 2-5 DCN 2695001-3B-2217-118 

 

Figure 2-6. Appendices Page—Overseas Weight Allowances 

When you click the Print icon, as shown in Figure 2-6, the Print window (not shown) opens, allowing you 
to select your print settings and print the page. Click the Back button to go back to the previous page, as 
shown in Figure 2-6. 

Note: Throughout the module, clicking the Print icon opens the Print window and allows you to print the 
page you are viewing. Clicking the Back button always returns you to the previous page. 
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Figure 2-7. Appendices Page—Glossary 

When you click the APO/FPO Listing, DODAAC Listing, and Closed/Deactivated Activities links, you 
are redirected to these respective references. 

To view the glossary for Abbreviations and Acronyms, click the Glossary link under the Appendices tab, 
as shown in Figure 2-7. The Glossary page appears (Figure 2-8). 

 

Figure 2-8. Glossary Page 

The Edit button allows you to edit existing information in the Glossary. Click the Edit button, as shown 
in Figure 2-8 and the Edit Glossary page appears (Figure 2-9). 
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Figure 2-9. Edit Glossary Page 

Click an Edit icon, as shown in Figure 2-9, to make changes to a glossary term entry; the Edit Glossary 
Entry page appears (Figure 2-10). 

 

Figure 2-10. Edit Glossary Entry Page 

This page allows you to make changes to an existing entry in the Glossary by typing your changes into 
the Term and/or Description fields. When you are finished making changes, click the Submit button, as 
shown in Figure 2-10. 

Click the Reset button, as shown in Figure 2-10, to clear any information entered on the page. 
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Note: Throughout the module, click the Reset button to clear the information entered on the page you are 
viewing. Additionally, a red asterisk (*) indicates that you must enter information into that field in order 
to continue. 

 

Figure 2-11. Edit Glossary Page 

To delete an existing entry, click its corresponding Delete icon, as shown in Figure 2-11. 



DPS Contract Number W81GYE-04-C-0035 

PPCIG User Guide—Government Edition 2-9 DCN 2695001-3B-2217-118 

 

Figure 2-12. Edit Glossary Page—Delete an Entry 

When you click the Delete icon, a dialog box opens that asks “Are you sure you would like to delete this 
record?” If you want to delete the item, click the OK button. If you do not want to delete the item, click 
the Cancel button (Figure 2-12). The Edit Glossary page reflects the deletion (if any). 

 

Figure 2-13. Edit Glossary Page—Add an Entry 

To add a new entry to the glossary, type the term into the Term field at the bottom of the page and click 
the Add icon, as shown in Figure 2-13. 
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Figure 2-14. Edit Glossary Page—Add an Entry 

After you click the Add icon, Figure 2-14 appears. Enter the description into the Description field and 
click the Submit button. 

2.3.3 External Links 

When you click the External Links sub tab, as shown in Figure 2-15, the following links to external sites 
appear: 

• Military Surface Deployment and Distribution Command 
• One Time Only Request Application 
• Defense Table of Official Distance (DTOD) 
• Defense Transportation Regulations (DTR) 
• Joint Federal Travel Regulations (JFTR/JTR) 
• Personal Property Rates On-Line (PPROL) 
• One Time Only (OTO) Carrier Module. 
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Figure 2-15. External Links Page 

For example, click the Military Surface Deployment and Distribution Command link and the SDDC 
Home Page appears (Figure 2-16). 

 

Figure 2-16. SDDC Home Page, as Accessed via External Links 

To return to the External Links page, click the “X” in the upper right-hand corner to close the screen. 
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2.3.4 About Help 

The About Help page, shown in Figure 2-17, illustrates the icons that are used throughout the PPCIG 
module, which include: 

• Calendar 
• Brief summary information of a desired Government Bill of Lading Office Code (GBLOC) 
• Detailed information of a desired GBLOC 
• Add 
• Edit 
• Delete. 
This page also explains the command icons for Online Help and Login functions, as well as Print 
activities. If the About Help page does not answer your question, you may use the information at the 
bottom of the screen to contact the webmaster. 

 

Figure 2-17. About Help Page 
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2.4 QUERY CG 

To query the online Consignment Guide, click the Query CG tab. The Query CG page (Figure 2-18) 
appears with the following sub tabs: 

• Domestic PPSO 
• International PPSO 
• Country Instructions 
• GBLOC/DODAAC 
• Modified CG. 

 

Figure 2-18. Query CG Page 
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2.4.1 Domestic PPSO 

When you click the Query CG tab, the Domestic PPSO page appears as the default, as shown in Figure 
2-19. This page allows you to query the Consignment Guide for Domestic PPSOs by selecting the 
Custom Selection or All Domestic Consignment Guides option button. 

 

Figure 2-19. Query CG Page—Domestic PPSO 

2.4.1.1 Custom Selection 

You can filter information by selecting the Custom Selection option button (which is the default), 
selecting the appropriate criteria, and clicking the Submit button, as shown in Figure 2-19. The available 
filtering options are: 

• State: Select the state using the drop-down list 
• City: Select the city using the drop-down list 
• County: Select the county using the drop-down list 
• Effective Date: To query by the effective date, click the calendar icon. A calendar box appears and 

allows you to choose a date, as shown in Figure 2-19 (the default is the current date). You can also 
type the date into the fields using the mm/dd/yyyy format. 

2.4.1.2 All Domestic Consignment Guides 

• To query all Domestic PPSOs, select the All Domestic Consignment Guides option button and click 
the Submit button. This opens a Portable Document Format (PDF) with detailed information on all 
domestic PPSOs. 
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Figure 2-20. Query CG Page—Example: California 

For example, select “California” from the State drop-down list and click the Submit button, as shown in 
Figure 2-20. 

A query results page appears (Figure 2-21). 

 

Figure 2-21. Query Results Page—Example: California 

The result of the query shows a number of GBLOCs for domestic shipping offices for the selected 
location. This page also enables you to view the summaries or details of the installation by clicking the 
appropriate icon. Click a Summary icon to see a summary of its corresponding installation, as shown in 
Figure 2-22. 

Note: Clicking a Summary icon always shows you a summary of the details for the item to the left of the 
icon. 
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Figure 2-22. Query Results Summary—Example: California 

Click a Detail icon to see the detailed information for its corresponding installation. The details page 
appears with specific information pertaining to the GBLOC chosen, as shown in Figure 2-23. 

Note: Clicking a Detail icon always directs you to the details page for the item to the left of the icon. 

 

Figure 2-23. Query Results Detail Page—Example: California 

To print this page as a PDF file, click the PDF icon, as shown in Figure 2-23. 

Note: Throughout the module, the PDF icon allows you to print the page you are viewing as a PDF 
document. 

2.4.2 International PPSO 

Click the International PPSO sub tab, as shown in Figure 2-24 and the International PPSO page appears. 
This page provides the capability to query the Consignment Guide for a single international PPSO, a 
group of international PPSOs, or all international PPSOs. It also allows you to query the entire 
international Consignment Guide.  
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Figure 2-24. Query CG Page—International PPSO 

You can make three types of queries to the Consignment Guide for International PPSO: Country 
Selection, Outside of the Continental United States (OCONUS) State Selection, and All International 
Consignment Guides. 

2.4.2.1 Country Selection 

You can filter information by selecting the Country option button (default), selecting the appropriate 
criteria, and clicking the Submit button. The available filtering options are: 

• Country: Select the country using the drop-down list 
• City Name: Enter the city name 
• Effective Date: Select the calendar icon next to the date field and select the effective date from the 

calendar window. You can also type the date into this field using the mm/dd/yyyy format (the default 
is the current date). 

2.4.2.2 OCONUS State Selection 

You can filter information by selecting the OCONUS State option button, selecting the appropriate 
criteria, and clicking the Submit button. The available filtering options are: 

• State: Select the state (Alaska or Hawaii) using the drop-down list 
• City Name: Enter the city name 
• Effective Date: Select the calendar icon next to the date field and enter a range of delivery dates from 

the calendar window. You can also type the date into this field using the mm/dd/yyyy format (the 
default is the current date). 
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2.4.2.3 All International Consignment Guides 

• Select the All International Consignment Guides option button and click the Submit button. This 
opens a PDF with detailed information on all International PPSOs. 

The International PPSO page functions like the Domestic PPSO page. After filtering the information, you 
are directed to a page that allows you to view summary and detailed information about the selection. 

2.4.3 Country Instructions 

Click the Country Instructions sub tab as shown in Figure 2-25. The Country Instructions page allows 
you to query the country instructions by selecting the Country Instruction, OCONUS State Instruction, or 
All Country Instructions option button. 

 

Figure 2-25. Country Instructions Page 

2.4.3.1 Country Instruction 

You can filter information by selecting the Country Instruction option button (default), selecting the 
appropriate criteria, and clicking the Submit button. The available filtering options are: 

• Country: Select the country using the drop-down list 
• City: Enter the city name. 

2.4.3.2 OCONUS State Instruction 

You can filter information by selecting OCONUS State Instruction option button, selecting the 
appropriate criteria, and clicking the Submit button. The available filtering options are: 

• State: Select the state using the drop-down list 
• City: Enter the city name. 
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2.4.3.3 All Country Instructions 

• Select the All Country Instructions option button and click the Submit button. This opens a PDF of 
detailed information on all Country Instructions. 

The Country Instructions page functions like the Domestic and International PPSO pages. After filtering 
the information, you are directed to a page that allows you to view detailed information about the 
selection. From this page, you can edit the information by clicking the Edit button as you did to edit the 
glossary. 

2.4.4 GBLOC/DODAAC 

Click the GBLOC/DODAAC sub tab, as shown in Figure 2-26. This page allows you to query the 
Consignment Guide by specific GBLOC/DODAAC or a group of GBLOCs/DODAACs.  

 

Figure 2-26. GBLOC/DODAAC Page 

Select the GBLOC or DODAAC option button, enter the desired GBLOC or DODAAC, and click the 
Submit button. 

 

Figure 2-27. GBLOC/DODAAC Page—Example: GSAT 
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For example, type “GSAT,” which is the GBLOC for Fort Leonard Wood, Missouri, into the GBLOC 
field and then click the Submit button, as shown in Figure 2-27. The results page appears, allowing you to 
view summary and detailed information and edit that information; click the Submit button to save your 
edits. 

Note: Simply selecting the GBLOC option button and leaving the field blank queries all GBLOCs, and 
selecting the DODAAC option button and leaving the field blank queries all DODAACs. 

2.4.5 Modified CG 

Click the Modified CG sub tab, as shown in Figure 2-28. This page provides the capability to query the 
Consignment Guide for all modified PPSOs (domestic and international) for a specified period of time. 

 
Figure 2-28. Modified CG Page 

To conduct a query of Monthly Time Period, select the option button for the desired period from One 
Month to Six Months and then click the Submit button. 
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Figure 2-29. Modified CG Page –Three Months Selection  

For example, select the Three Months option button, as shown in Figure 2-29, and click the Submit 
button. The query results page appears (Figure 2-30).  

 

Figure 2-30. Modified CG Page—Query Results 

You can view summary or detailed information by clicking the appropriate icon. After you click the 
Detail icon, the GBLOC details page appears. From here, you can edit the information by clicking the 
Edit button, making the edits you want, and then clicking the Submit button. 
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Figure 2-31. Query Modified Consignment Guide Page –Date Range  

To query by Date Range, select the Date Range option button (this deselects the option buttons to query 
by month), and then click the calendar icon. A calendar box appears, as shown in Figure 2-31, from which 
you can choose the date range. You can also type the dates into the From and To fields using the 
mm/dd/yyyy format. After selecting the Query dates, click the Submit button. The Query Results page 
appears (Figure 2-32). 

 

Figure 2-32. Query Results Page—Example: March 1, 2006 to March 1, 2007 

To view the summary or details for a specific GBLOC, click the Summary icon or Detail icon to the right 
of that GBLOC. 



DPS Contract Number W81GYE-04-C-0035 

PPCIG User Guide—Government Edition 2-23 DCN 2695001-3B-2217-118 

You can edit the information on the Details page by clicking the Edit button, making the edits you want, 
and then clicking the Submit button. 

2.5 PPSO/PPPO INFO 

Click the PPSO/PPPO Info tab, as shown in Figure 2-33. The PPSO/PPPO Information page appears 
with the following sub tabs: 

• Manage 
• Info 
• Zone 
• Vendors 
• Direct Procurement Method (DPM) Contracts 
• Counseling Office 
• CG 
• Notes 
• Holidays. 
In order to access the sub tabs, you must first select a GBLOC from the list under the Manage sub tab by 
clicking the Edit icon next to the GBLOC that you want to access. Each sub tab then displays information 
as it pertains to that GBLOC. To change GBLOCs, return to the Manage sub tab and click the Edit icon 
next to a new GBLOC. This is the only way to change GBLOCs under the PPSO/PPPO Info tab. 

2.5.1 Manage 

The Manage sub tab appears by default (Figure 2-33). This sub tab allows you to edit information about a 
specific GBLOC, delete an existing GBLOC, or add a new GBLOC. 

 

Figure 2-33. Manage Page 

To edit the information for a specific GBLOC, click the Edit icon to the right of the GBLOC Name. This 
redirects you to the Info sub tab (Figure 2-35), where you can make changes to the information available 
on a specific GBLOC. To delete an existing GBLOC, click the Delete icon to the right of the GBLOC 
name. 

To access any of the sub tabs for a specific GBLOC, click the Edit icon next to that GBLOC and then 
click the sub tab to which you want to navigate. 
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To change GBLOCs, click the Manage sub tab and then scroll down to the next GBLOC that you want to 
edit and click the Edit icon to the right of that GBLOC. You cannot change GBLOCs without returning to 
the Manage page and clicking the Edit icon next to the new GBLOC. 

 

Figure 2-34. Manage PPSOs/PPPOs Page—Add GBLOC 

To add a new GBLOC, scroll to the bottom of the page, enter the name of the new GBLOC in the New 
GBCLOC field, and click the Add icon to the right of the field, as shown in Figure 2-34. This redirects 
you to the Info sub tab (Figure 2-35). 

2.5.2 Info 

Click the Info sub tab, as shown in Figure 2-35. This page allows you to edit information on an existing 
GBLOC and add new information about that GBLOC. 
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Figure 2-35. Info Page 

You can edit the General Info and Postal Address data by entering the new information and clicking the 
Submit button. 
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To edit email addresses, telephone numbers, and fax numbers, click the Edit button next to the 
information that you want to update, as shown in Figure 2-35. After you click the Edit button, the editable 
PPSO Emails, Phones, and Faxes page appears (Figure 2-36). 

 

Figure 2-36. Info Page—Add, Edit, or Delete Emails, Phones, and Faxes 

Scroll to the field you want to edit (Emails, Phone: Commercial, Phone: DSN, Fax: Commercial, or Fax: 
DSN), enter the new information into the applicable field(s) and/or select the new information from the 
drop-down lists, and click the Submit button (not shown). 

You can also add new contact information on this page by selecting the Usage and Country (for 
commercial phone or fax only) or Usage and Region (for DSN phone or fax only) from the drop-down 
lists, entering the new information into the applicable field(s), and clicking the Add icon to the right of the 
information, as shown in Figure 2-36. 

To delete contact information, click the Delete icon to the right of the information you want to delete. 

2.5.3 Zone 

Click the Zone sub tab, which allows you to view the Area of Responsibilities (AOR) for a specific 
GBLOC, and edit, delete, or add a new DPM Zone for that GBLOC. All AORs initially belong to 
Zone00. 
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Figure 2-37. Zone Page 

To add a new DPM Zone, enter the Zone number and click the Add icon at the bottom of the page to the 
right of the Zone field, as shown in Figure 2-38.  

To edit a DPM Zone, click the Edit icon on the right side of the screen, as shown in Figure 2-38. To 
delete a DPM Zone, click the Delete icon. 

Note: Zone00 never has an Edit icon next to it; however, you can add a new Zone and move AORs from 
Zone00 to that new Zone by clicking the Edit icon next to the new Zone. This is the only way to edit 
Zone00. 

 

Figure 2-38. Zone Page—Add, Edit, or Delete Zone 

When you click the Edit icon, the Add/Remove AORs page appears (Figure 2-39). 
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Figure 2-39. Zone Page—Add/Remove AORs 

This page allows you to add AORs from Zone00 to another zone. To add an AOR, select the AOR that 
you want to add from the list on the left and click the top Arrow icon, as shown in Figure 2-39. This adds 
the AOR to the new zone (but does not remove it from the original zone, Zone00). 

To add multiple AORs, press and hold down the Ctrl key on your keyboard while you select each AOR. 

To remove an AOR from the new zone, select the AOR(s) you want to remove from the list on the right 
and click the bottom Arrow icon, as shown in Figure 2-39. 

When you are finished adding AORs, click the Submit button. 
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2.5.4 Vendors 

Click the Vendors sub tab. This page, shown in Figure 2-40, allows you to edit or delete an existing DPM 
Contractor’s information for a specific GBLOC or add a new DPM Contractor. 

 

Figure 2-40. Vendors Page 

To edit an existing DPM Contractor’s information, click the Edit icon to the right of the DPM Contractor 
Name. To delete a DPM Contractor, click the Delete icon. 

To add a new DPM Contractor, enter the DPM Contractor Name and click the Add icon. After you click 
the Add icon, the editable DPM Contractor Information page appears (Figure 2-41). 
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Figure 2-41. Vendors Page—Edit DPM Contractor Information 

Enter the DPM Contractor name and address. If you do not want to make changes to emails, phone, and 
fax at this time, click the Submit button. 

If you want to edit email, phone, and fax information, click the Edit button to the right of the information 
you want to change. This directs you to the editable DPM Contractor Email, Phone, and Fax Information 
page (Figure 2-42). 
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Figure 2-42. Vendors Page—Add, Edit, or Delete DPM Contractor Emails, Phones, and Faxes 

To add information, enter the information that you want to add (email, phone, and/or fax) and click the 
Add icon. If you want to add multiple email addresses, phone numbers, or fax numbers, you must do so 
one at a time, clicking the Add icon after each new address or number you enter. 

You can also edit existing information by selecting a new usage from the drop-down list and/or entering 
new text in the applicable field(s). 

When you are finished adding and editing information, click the Submit button. 

To delete an entry, click the Delete icon to the right of the entry. 

2.5.5 DPM Contracts 

Click the DPM Contracts sub tab, as shown in Figure 2-43. This page allows you to edit and delete 
existing DPM Contractor Assignments, as well as add new DPM Contractor Assignments. 
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Figure 2-43. DPM Contracts Page 

To edit an existing DPM Contractor Assignment, click the Edit icon to the right of the DPM Zone and 
DPM Vendor. To delete a DPM Contractor Assignment, click the Delete icon. 

To add a new DPM Contractor Assignment, select the DPM Zone and DPM Vendor from the drop-down 
lists and click the Add icon, as shown in Figure 2-43. The Add New DPM Contractor Assignments page 
appears (Figure 2-44). 

 

Figure 2-44. DPM Contracts Page—Add New DPM Contractor Assignments 

Enter dollar amounts for Items 15 and 20. Select the Effective Date and Expiration Date either by typing 
the dates into the fields in mm/dd/yyyy format or by clicking the calendar icons and choosing dates from 
the calendar windows. When you have entered all of the required information, click the Submit button. 
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2.5.6 Counseling Office 

Click the Counseling Office sub tab, as shown in Figure 2-45. This page allows you to edit and delete 
existing Counseling Office Information, as well as add new Counseling Office Information. 

 

Figure 2-45. Counseling Office Page 

To edit existing Counseling Office Information, click the Edit icon to the right of the Counseling Office 
Name. To delete Counseling Office Information, click the Delete icon. 

You can create a printable PDF of the report for the GBLOC that you are looking at by clicking the 
Generate Report button, as shown in Figure 2-45. 

The counseling office report is used to list all of the counseling offices that fall under a given GBLOC. 
DPS generates a counseling office ID for each Counseling Office created. Counseling Office ID is a 
required field for registering a counselor user role in ETA. Since this is a DPS-generated ID, the report 
must be distributed to each counseling office within a GBLOC. 

The first part of the Counseling Office Report contains the following information about the PPSO: 

• GBLOC 
• DODAAC 
• TWX 
• Mail (postal mailing address) 
• Emails  
• Quality Control (QC)/Quality Assurance (QA) Inbound 
• QA Outbound 
• Customer Service 
• Commercial Phones 
• Commercial Faxes 
• Inbound 
• Outbound 
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• QC/QA 
• DSN Phones 
• DSN Faxes. 
The second part of the Counseling Office Report contains the following detailed information about all the 
counseling offices related to the PPSO itself: 

• Counseling Office ID 
• Mail (postal mailing address) 
• Emails 
• Commercial Phones 
• Commercial Faxes 
• DSN Phones 
• DSN Faxes. 

 

Figure 2-46. Counseling Office Page–Add New Counseling Office 

To add new Counseling Office Information, enter the Counseling Office Name in the field at the bottom 
of the screen and click the Add icon, as shown in Figure 2-46. 
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Figure 2-47. Counseling Office Page—Add New Counseling Office 

When you click the Add icon, the Edit Counseling Office Information page appears (Figure 2-47). Enter 
data into the General Info fields and click the Submit button.  

To edit contact information for the counseling office, click the Edit button to the right of the contact 
information that you want to update (emails, phones, or faxes). The Edit Counseling Office Email, Phone, 
and Fax Information page appears (Figure 2-48). 
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Figure 2-48. Edit Counseling Office Email, Phone, and Fax Information Page 

This page allows you to edit the contact information for the counseling office in the same way that you 
edited DPM Contractor contact information in Section 2.5.5. 

2.5.7 CG 

Click the CG sub tab, as shown in Figure 2-49, to edit the following information: 

• Direct Procurement Household Goods and Baggage 
• Through Government Bill of Lading Household Goods 
• High Value Personal Property 
• Parcel Post Personal Property. 
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Figure 2-49. CG Page 

After entering the information in the field(s) you want to edit, click the Submit button. 
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2.5.8 Notes 

Click the Notes sub tab, as shown in Figure 2-50. This page allows you to edit or delete existing special 
instructions for a given GBLOC, or add new instructions. 

 

Figure 2-50. Notes Page 

To edit Special Instructions, click the Edit icon next to the Special Instruction that you want to change. To 
delete Special Instructions, click the Delete icon next to the Special Instruction that you want to delete. 

To add a new Special Instruction, enter a title for the note in the Note Title field and click the Add icon. 
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2.5.9 Holidays 

Click the Holidays sub tab, as shown in Figure 2-51. This page shows the Holiday Schedule for a given 
GBLOC. 

 

Figure 2-51. Holiday Page—Update Weekend 

To update the weekend, select the check box for the day that you want to add or clear the check box for 
the day that you want to remove (not shown). Then select the Update button, as shown in Figure 2-51. 

To delete an existing holiday, click the Delete icon next to the holiday that you want to remove. 
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Figure 2-52. Holiday Page—Add Holiday 

To add a new holiday, select the holiday name from the drop-down list and enter a description of the 
holiday. Enter a date by clicking the calendar icon. A small calendar box appears, allowing you to choose 
a date, as shown in Figure 2-52. You can also type the date into the Date field in the mm/dd/yyyy format. 
After you enter the date, click the Add icon to add the holiday. 

For example, select “Christmas” from the drop-down list and enter “Christmas Eve” in the Description 
field, as shown in Figure 2-52. Enter December 24, 2008 as the date by either selecting it in the calendar 
window or entering it manually. Click the Add icon. 
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2.6 TAM MANAGEMENT 

Click the TAM Management tab, which has only one sub tab: View. 

The View sub tab, which appears as the default, allows you to view the current TAMs, as shown in Figure 
2-53. 

 

Figure 2-53. TAM Management Page 

Click the Detail icon to view details for a specific TAM. 
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2.7 NEWS FOR TRANSPORTATION OFFICE (TO) 

Click the News for TO tab, as shown in Figure 2-54. This page also consists of only one sub tab: View. 

The View sub tab is automatically shown when you select the News for TO tab. This sub tab allows you 
to view the current TO messages. 

 

Figure 2-54. News for TO Page 

Click the View icon to view details of a specific TO message. 

2.8 SDPP 

Click the SDPP tab and the SDPP page appears with the following sub tabs: 

• GBLOC 
• AOR Workqueue 
• Continental United States (CONUS)  
• CONUS AOR 
• OCONUS 
• OCONUS AOR 
• Orphaned Area 
• Country. 

2.8.1 GBLOC 

After you click the SDPP tab, the GBLOC page appears as a default (Figure 2-55). This page allows you 
to edit or delete existing GBLOCs, as well as add new GBLOCs. 
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Figure 2-55. GBLOC Page 

To delete an existing GBLOC, click the Delete icon to the right of the GBLOC that you want to delete. To 
edit an existing GBLOC, click the Edit icon. This takes you back to the page that appears in the Info sub 
tab under the PPSO/PPPO Info tab. 

To add a new GBLOC, scroll to the bottom of the page and enter the GBLOC name into the New 
GBLOC field and then click the Add icon, as shown in Figure 2-56. 

 

Figure 2-56. Add New GBLOC 

This redirects you to the Info sub tab under the PPSO/PPPO Info tab, as shown in Figure 2-57. From 
this page, you can add address and contact information for the new GBLOC, as you did in Section 2.5.2. 
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Figure 2-57. Add New GBLOC Information 

2.8.2 AOR Workqueue 

Click the AOR Workqueue sub tab, as shown in Figure 2-58. This page allows you to query requests by 
status and GBLOC, as well as make and approve requests for GBLOCs to be associated with certain 
areas. 

PPCIG provides users with the ability to create new Geographical (GEO) Areas. A GEO Area must be 
associated with a rate area with effective and expiration dates. Every GEO Area has to be an AOR of at 
least one PPSO. It is possible for two PPSOs to share a GEO Area for different purposes, such as Inbound 
and Outbound.  

The GEO Area is associated with only one rate area, but a rate area can be associated with multiple GEO 
Areas. If a GEO Area is associated with a rate area, the GEO Area cannot be associated with another rate 
area with an effective and/or expiration date that overlaps with the existing one. The new association must 
start after the expiration date of the existing association of the GEO Area and rate area. 

The PPSO PPCIG Manager can request to add any GEO Area to become its AOR in PPCIG. The request 
must be reviewed by the SDDC PPCIG Manager or SDDC Manager, who determines whether the request 
should be approved or rejected. While the request is in review, the status of the request shows as Pending 
in the PPSO PPCIG Manager’s Area management work queue. As soon as the request is approved or 
rejected by the SDDC PPCIG Manager or SDDC Manager, the new status is reflected in the queue 
instantly. 
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Figure 2-58. AOR Workqueue Page 

To review a pending request, click the Review button to the right of the request, as shown in Figure 2-58. 

 

Figure 2-59. AOR Request Review Page 

This directs you to the AOR Request Review page, where you can approve or reject the pending request. 
Required fields are marked with a red asterisk (*). When you have entered the required information, click 
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the Approve or Reject buttons, depending on whether you are approving or rejecting the request. The 
AOR Workqueue page reappears. 

 

Figure 2-60. AOR Workqueue Page 

To run a query, select the Status and/or the GBLOC that you want to query from the drop-down lists at 
the top of the page and click the Query button, as shown in Figure 2-58. You can query by both Status 
and GBLOC, or by only one of these options. 

 

Figure 2-61. AOR Workqueue Page—Rejected Results 

Figure 2-61 shows the results of a query run on rejected requests for all GBLOCs. To view details of the 
request, click the Review button to the right of that request, as shown in Figure 2-61. 
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Figure 2-62. AOR Request Review Page 

When you click the Review button, the AOR Request Review page appears (Figure 2-62). 

2.8.3 CONUS  

Click the CONUS sub tab, as shown in Figure 2-63. This page allows you to view details on CONUS 
Areas, as well as add new CONUS Areas. 

 

Figure 2-63. CONUS Page 

Select a state from the drop down menu, as shown in Figure 2-63. 
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Figure 2-64. CONUS Page—Example: Alabama 

Figure 2-64 shows the Manage CONUS Area page for the state of Alabama. You can view more detailed 
information about each area by clicking the Detail icon to the right of the area (Figure 2-65). 

 

Figure 2-65. CONUS Page—Example: Alabama 
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Figure 2-66. Manage CONUS AOR Page—Add New Area 

To add a new area from the CONUS sub tab main page, click the Add icon located at the end of the list, 
as shown in Figure 2-66. 

 

Figure 2-67. CONUS Page—Add New Area 

After you click the Add icon, the Manage CONUS AOR page displays editable fields for adding a 
CONUS AOR (Figure 2-67). Select the County, City, and Rate Area from the drop-down lists, enter the 
Effective and Expiration Dates in the mm/dd/yyyy format (or click the calendar icon to select the dates), 
and enter a description of the area. Click the Submit button. 

2.8.4 CONUS AOR 

Click the CONUS AOR sub tab, as shown in Figure 2-68. This page allows you to edit and delete 
existing CONUS AORs, as well as add new CONUS AORs. 



DPS Contract Number W81GYE-04-C-0035 

PPCIG User Guide—Government Edition 2-50 DCN 2695001-3B-2217-118 

 

Figure 2-68. CONUS AOR Page 

Select a state from the drop-down list, as shown in Figure 2-68. 

 

Figure 2-69. CONUS AOR Page—Example: Colorado 

Figure 2-69 shows the results of a query performed on the state of Colorado. To edit an existing AOR, 
click the Edit icon to the right of the GBLOC. To delete an AOR, click the Delete icon. 

To add a New Area from the CONUS AOR sub tab, click the Add icon at the bottom of the page as you 
did under the CONUS sub tab (not shown). 

2.8.5 OCONUS 

Click the OCONUS sub tab, as shown in Figure 2-70. This page allows you to view details on OCONUS 
Areas, as well as add new OCONUS Areas. 
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Figure 2-70. OCONUS Page 

Select a country from the drop-down list, as shown in Figure 2-70. 

 

Figure 2-71. OCONUS Page—Example: Belgium 

Figure 2-71 shows the results of a query run on the country of Belgium. You can view more detailed 
information about each area by clicking the Detail icon to the right of the Area. To add a new area, click 
the Add icon. 
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2.8.6 OCONUS AOR 

Click the OCONUS AOR sub tab, as shown in Figure 2-72, to edit and delete existing OCONUS AORs, 
as well as add new OCONUS AORs. 

 

Figure 2-72. OCONUS AOR Page 

Select a country from the drop-down list, as shown in Figure 2-72. 

 

Figure 2-73. OCONUS AOR Page—Example: Belize 

Figure 2-73 shows the results of a query run on the country of Belize. To edit an existing AOR, click the 
Edit icon to the right of the GBLOC. To delete an AOR, click the Delete icon. 

To add a New Area, click the Add icon at the bottom of the page. 
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2.8.7 Orphaned Area 

Click the Orphaned Area sub tab, as shown in Figure 2-74. This page allows you to view areas that are 
not assigned to an AOR or GBLOC. 

Orphaned Area indicates a GEO Area that does not belong to any GBLOC as an AOR. PPCIG provides 
users, including the SDDC Reference and SDDC PPCIG Manager users, the ability to see a list of the 
orphan records displayed on the screen or in the form of a printable report. 

 

Figure 2-74. Orphaned Area Page 

You can print this page by clicking the Print icon or convert the page to a PDF by clicking the PDF icon. 

2.8.8 Country 

Click the Country sub tab, as shown in Figure 2-75. This page provides the capability to edit and delete 
existing countries, as well as add new countries. 
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Figure 2-75. Country Page 

Click the Edit icon to edit the country name or code. Click the Delete icon to delete a country. 

To add a new country, enter the country name and code in the fields at the bottom of the page and click 
the Add icon (not shown). This redirects you to a confirmation page (Figure 2-76). 

 

Figure 2-76. Country Page—Add/Edit Country 

Confirm that the country code and name are correct. If they are not, edit the fields. When the name and 
code are correct, click the Submit button. 



DPS Contract Number W81GYE-04-C-0035 

PPCIG User Guide—Government Edition 3-1 DCN 2695001-3B-2217-118 

3 PPSO PPCIG MANAGER 
The PPSO user sees most, but not all, of the same main tabs and sub tabs as the SDDC user. The PPSO 
user sees some tabs that the SDDC user does not, and vice versa. 

The main tabs that available for use by the PPSO PPCIG Manager user with read-update-create 
capabilities are: 

• Home 
• Query CG. See Section 2.4 for instructions for using this tab 
• PPSO/PPPO Info. This tab does not include the Manage sub tab that is available to the SDDC user 
• Base Realignment and Closure Program Management (BRAC PM). This tab is available only to 

PPSO PPCIG Manager users 
• TAM Management. See Section 2.6 for instructions for using this tab 
• News for TO. See Section 2.7 for instructions for using this tab 
• SDPP. This tab has only four sub-tabs: CONUS AOR Request, OCONUS AOR Request, 

Orphaned Area, and Country. 

3.1 PPSO INFO 

Click the PPSO/PPPO Info tab, as shown in Figure 3-1. The sub tabs that the PPSO user sees do not 
include the Manage sub tab that is available to the SDDC user; everything else is identical to what is seen 
by the SDDC user. 

 

Figure 3-1. PPSO/PPPO Info Page 



DPS Contract Number W81GYE-04-C-0035 

PPCIG User Guide—Government Edition 3-2 DCN 2695001-3B-2217-118 

3.2 BRAC PM 

The BRAC PM tab, which is not available to the SDDC user, consists of one sub tab: Select GBLOC. 
This sub tab displays the page for querying the Losing GBLOCs, as shown in Figure 3-2. 

 

Figure 3-2. BRAC PM: Select Losing GBLOC Page 

To query a losing GBLOC, enter a specific and valid GBLOC. Click the Submit button, as shown in 
Figure 3-2 and the results page appears (Figure 3-3). 

 
Figure 3-3. BRAC PM Page—Example: GSAT 

Check the box next to a state and county, as shown in Figure 3-3, and click the Submit button at the 
bottom of the page (not shown) to edit the effective dates for that area. The Select Effective Dates page 
appears (Figure 3-4). 
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Figure 3-4. BRAC PM Page—Select Effective Dates—Example: GSAT 

To select the effective date, enter the date in mm/dd/yyyy format or click the calendar icon, choose the 
date from the calendar window, and then click the Submit button. 

3.3 SDPP 

The PPSO user has only four sub tabs under the SDPP tab: 

• CONUS AOR Request 
• OCONUS AOR Request 
• Orphaned Area 
• Country. 

3.3.1 CONUS AOR Request 

Click the CONUS AOR Request sub tab, as shown in Figure 3-5. This page provides details on CONUS 
AOR requests and provides the capability to add new requests. 

The PPSO PPCIG Manager can request to add any GEO Area to become its AOR in PPCIG. The request 
is reviewed by the SDDC PPCIG Manager or SDDC Manager, who approves or rejects the request.  
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Figure 3-5. CONUS AOR Request Page 

To add a new AOR request, click the Add icon at the bottom of the page (not shown). The Create 
CONUS AOR Request page appears (Figure 3-6). 

 

Figure 3-6. CONUS AOR Request Page—Create CONUS AOR Request 

Select the State, County, City, and AOR type from the drop-down lists. Enter the Effective and Expiration 
dates in mm/dd/yyyy format (or click the calendar icons and select the dates from the calendar windows). 
Enter the Reason for the request and click the Submit button. 
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3.3.2 OCONUS AOR Request 

Click the OCONUS AOR Request sub tab, as shown in Figure 3-7. This page provides details on 
OCONUS AOR requests and provides the capability to add new requests. 

 

Figure 3-7. OCONUS AOR Request Page 

To add a new AOR request, click the Add icon, as shown in Figure 3-7. 
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Figure 3-8. Create OCONUS AOR Request Page 

Select the Country, City Starting Letter, City, and AOR type from the drop-down lists. Enter the Effective 
and Expiration Dates in mm/dd/yyyy format or by clicking the calendar icons and selecting dates from the 
calendar windows. Enter the Reason for the request and click the Submit button. 

3.3.3 Orphaned Area 

Click the Orphaned Area sub tab, as shown in Figure 3-9. This page allows you to view areas that are 
not assigned to an AOR or GBLOC. 

 

Figure 3-9. Orphaned Area Page 
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You can print this page by clicking the Print icon. Clicking the PDF icon allows you to convert the page 
to a PDF. 

3.3.4 Country 

Click the Country sub tab, as shown in Figure 3-10. This page provides the capability to edit and delete 
existing countries, as well as add new countries. 

 

Figure 3-10. Country Page 

Click the Edit icon to the right of a country name or code that you want to edit. Click the Delete icon to 
delete a country. 

To add a new country, enter the country name and code in the fields at the bottom of the page and click 
the Add icon (not shown). This redirects you to a confirmation page like the one seen by the SDDC user. 
On this page, confirm that the country code and name are correct. If they are not, you can edit the fields. 
When the name and code are correct, click the Submit button. 
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APPENDIX A ACRONYMS 

Acronym Definition 

AOR Area of Responsibility 

APO Army Post Office 

BRAC PM Base Realignment and Closure Program Management 

BVS Best Value Score/Scoring 

CG Consignment Guide 

CONUS Continental United States 

DCN Document Control Number 

DFAS Defense Finance and Accounting Service 

DODAAC Department of Defense Activity Address Code 

DOJ Department of Justice 

DPM Direct Procurement Method 

DPS Defense Personal Property System 

DTOD Defense Table of Official Distance 

DTR Defense Transportation Regulation 

EBP Electronic Billing and Payment 

ECP Engineering Change Proposal 

ETA Electronic Transportation Acquisition 

FPO Fleet Post Office 

FOUO For Official Use Only 

GBLOC Government Bill of Lading Office Code 

GEO Area Geographical Area 

GSA General Services Administration 

HQ Headquarters 

ID Identification 

IE Internet Explorer 

JFTR Joint Federal Travel Regulations 

JTR Joint Travel Regulations 

OCONUS Outside the United States 

OSD Office of the Secretary of Defense 

OTO One-Time-Only 

PDF Portable Document Format 

PPCIG Personal Property Consignment Instruction Guide 
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PPPO Personal Property Processing Office 

PPROL Personal Property Rates On-Line 

PPSO Personal Property Shipping Office 

QA Quality Assurance 

QC Quality Control 

RSMO Regional Storage Management Office 

SDDC Surface Deployment and Distribution Command 

SDPP Deputy Chief of Staff for Passenger & Personal Property 

TAM Traffic Advisory Message 

TO Transportation Office 

USTC United States Transportation Command 

VPC Vehicle Processing Center 

 


