
OUTBOUND DPS  

STEP BY-STEP 

WALKTHROUGH 



1. Fill out all customer 
info that have red 
asterisks. 

2. Fill out address line 1 

3. Put in city 
you live in 

 

4.Click on 
next 



1. Add contact info for the person you
want to be the POA or releasing/
receiving agent for your items.

2. Click next

1. 
2.

DO NOT CREATE NEW SHIPMENT ON OLD ORDERS



1. Select your rank/pay grade 

2. Unless specific number is stated on orders leave weight blank 

3. Select “yes” 

2. 
1. 

3. 



1. Type in your order number (located in block 27 on 

your orders) 

2. Select order date which (block 28 on your orders) 

3. Type in: 

a. AFPC – normal pcs/separation 

-OR- 

b. Department of the Air Force – retirement 

1. Click on next 

1. 
2 

.3. 
4. 



1. Click on enter location to enter your 
current duty station 

2. Click on enter location to enter your new 
duty station 

3. Click next 

1. 

 

 
2. 

3. 

If stuck on this 
page check 
troubleshooting 
pages 
 


