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PCS Orders – Amend & Cancel 

Overview 

 
Introduction This guide provides the procedures for amending or cancelling a set of 

PCS Orders in Direct Access (DA). 

 
Before You 

Begin 
It is good practice to review Job Data to verify the PCS Transfer row was  

created with the Reporting Endorsement prior to Amending a PCS Order. 

 

When the order is placed in “Ready” status, DA sends the relocation data 

to mLINQS. 
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Required 

Information 
For orders to correctly process, the Mailing Address and Direct  

Deposit information must all have been entered.  

 
Known Issues • Job Data Error: Location codes for units that are co-located have been 

consolidated into one Location Code.  If the job description of the 

location code is blank in Seq Nbr 1, this means the member has an 

invalid location code in Job Data. Submit a PPC ticket to get the 

member’s Job data updated.  Once this is done, PPC will contact the 

POC to have the order cancelled and reissued. 

 
Cancelling a 

PCS Order 
If the PCS Order is in an Authorized, Ready, En route, or Finished status, 

a P&A tech with the CGHRS role should be able to cancel the Order. 

Continued on next page 
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Overview, Continued 

 
Amending a 

PCS Order 
If the PCS Order Travel SEQ is not approved, you can make changes to 

that SEQ without being in Amend Mode. 

• SEQ 99 Only allows the Estimated and Actual dates to be updated. 

• Other SEQs allow updates on all fields. 

 

The system allows SEQs to be added at any time, even in a Finished 

status. 

 

If a PCS Order SEQ has been approved, no changes can be made to that 

SEQ outside of Amend Mode. 

 

When a PCS Order is amended and approved, it should update the 

original Transfer row in Job Data if no newer Job Data rows are present.  

If the Report date is being amended, the Job Data Transfer row must 

be verified that it was update with the new date.  The member’s 

existing BAH row must also be updated along with any other Pay 

Entitlements with the new effective date as well.  If leave was affected 

by the change, verify the member’s leave balance was adjusted 

accordingly.  

Continued on next page 
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Amending a PCS Order 

 
Introduction This section provides the procedures for amending a PCS Order in DA. 

 
Roles A P&A tech with the CGHRS role should be able to complete these 

procedures. 

 
Before You 

Begin 
After a Travel SEQ has been approved on a PCS order, even in Amend 

Mode, the system will NOT allow you to change the SEQ Number, 

Travel Type, Estimated Date, nor Nature of Duty and the SEQ cannot be 

deleted (see examples below).  It is important to verify those fields are 

correct before approving those SEQ Numbers. 

 

Authorized, NOT in Amend Mode 

 

Continued on next page 



11 February 2025 

4 
 

Amending a PCS Order, Continued 

 

Before You 

Begin, 

continued 

En Route, SEQ 1 Approved, NOT in Amend Mode 

 
En Route, SEQ 1 Approved, Amend Mode 

 
NOTE: SEQ 1 nor SEQ 99 can be removed. 

Continued on next page 
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Amending a PCS Order, Continued 

 
Procedures See below. 
 

Step Action 

1 Click the Orders tile. 

 
 

2 Select the FSMS PCS Orders option. 

 
 

3 Enter the member’s Empl ID and click Search. 

 
 

 

Continued on next page 
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Amending a PCS Order, Continued 

 
Procedures, 

continued 
 

 

Step Action 

4 If the member has a single PCS Order, the Order will automatically open. 
 

If the member has multiple PCS Orders, select the appropriate PCS Order from 

the Search Results. 

 
 

5 The PCS Order will display.  Using the Order Action drop-down, select Amend 

Order. Click Go. 

 
 

6 The Order will now be in Amend Mode. 

 
 

 

Continued on next page 
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Amending a PCS Order, Continued 

 
Procedures, 

continued 
 

 

Step Action 

7 Scroll down to the Travel Orders section and click View All. 

 
 

8 Both the Actual Depart and Actual Report Dates may be edited (see Note).  

Remember to update the Delay En route section to accommodate any 

changes made to the Actual Depart and Report dates. 
 

NOTE: Do NOT change any other fields within the Travel Order section.  If 

an error is detected within these fields, contact the Assignment Officer. 

 
 

 

Continued on next page 
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Amending a PCS Order, Continued 

 
Procedures, 

continued 
 

 

Step Action 

9 Review/Update the Notes and Funding tabs. 
 

 
 

10 Once all changes have been made, select the Approval tab.  
 

Ensure the Approval Type indicates Amend Order.  In the Comment field, 

enter the reason for the amended Order, then click Submit to route the amended 

Order for approval. 

 
 

11 Once submitted, the PCS Order Amend status will indicate Pending. 

 
 

 

 



11 February 2025 

9 
 

Cancelling a PCS Order 

 
Introduction This section provides the procedures for cancelling a PCS Order in DA. 

 
Information Verify there are not pending approvals prior to starting this process.  

If there are pending approvals, they will need to be completed before 

continuing.  Have the approver Approve or Deny the approval request or 

have the submitter Withdraw the request. 

 
Procedures See below. 

 

Step Action 

1 Click the Orders tile. 

 
 

2 Select the FSMS PCS Orders option. 

 
 

 

Continued on next page 
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Cancelling a PCS Order, Continued 

 

Procedures, 

continued 
 

 

Step Action 

3 Enter the member’s Empl ID and click Search. 

 
 

4 If the member has a single PCS Order, the Order will automatically open. 

 

If the member has multiple PCS Orders, select the appropriate PCS Order from 

the Search Results. 

 
 

 

Continued on next page 
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Cancelling a PCS Order, Continued 

 

Procedures, 

continued 
 

 

Step Action 

5 The PCS Order will display.  Using the Order Action drop-down, select Cancel 

Order. Click Route for Approval. 
 

 
 

6 The Approval tab will automatically display. 
 

Ensure the Approval Type indicates Cancel Order.  In the Comment field, 

enter the reason for the cancellation and click Submit to route the cancelled 

Order for approval. 

 
 

 

Continued on next page 
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Cancelling a PCS Order, Continued 

 

Procedures, 

continued 
 

 

Step Action 

7 Once submitted, the PCS Order Cancel status will indicate Pending. 

 
 

8 Submit a help ticket to PPC to fix any Job Data or pay and allowance issues. 
 

 


