
2. 

1. Select your type of orders 
2. Select shipment of hhg permitted 
3. Click next 

1. 

3. 



1. Type in your current unit (block 8 on orders) 
2. Type in “APO AP” 
3. Type in your new duty station (block 9 on orders) 
4. Select tour type (unaccompanied or accompanied) 
5. Put in your report date (block 5 on orders) 
6. Select yes or no for are dependents authorized 
7. If you selected yes for #6 then put the number of 

dependents you have 12 years and older and/or under 
12 years old 

1. 
2. 

3. 
4. 
5. 

6. 
7. 



• If you are shipping any of the above items then select 
“Yes” 

• If you are not shipping any of the above items the 
select “No” 

• *Consumables may consist of food stuff items, 
household or other personal items that are to be 
consumed and need replacement.* 

• Click NEXT 



2. 

1. Click on the acknowledgement box 
2. Click next 

1. 

*The TMO office 
does not require this 
information, it is for 
your benefit only 



1. Click on create new shipment 
2. Select the type of shipment you want to create 
3. Select “no” unless creating a personally procured moved aka DITY 
4. Click next 

1. 

2. 3. 
4. 



1. Select “no” 
2. Select desired 
pickup and delivery 
date. 
(HHG – 2 Months) 
(UB – 1 Month)   

3. Click on tab to select 
pickup and delivery  0  0 
address 

4. Repeat this for 0 
requested pickup and 
delivery address as well 

(Put the gaining base if 
you don’t have an 
address) 

(If shipping 
from Korea 
select QNFL) 



1. If using a POA  use 
the drop downs to 
insert their 
information. 
 

2. Enter contact 
information that you 
can be reached at 
while in between 
duty stations. 
 

3. Only use additional 
pick up if location is 
local 
 
 

4. For releasing/ 
receiving agent use 
dropdowns to 
indicate another 
person that will 
release/ receive your 
goods  

1. 

2. 

4. 

3. 


