DPS Self-Counseling
Uploading Supporting
Documents

How to: upload documents into DPS.



Introduction

Service members and civilian employees are required to upload supporting
documents in the Defense Personal Property System (DPS). The Personal
Property or Traffic Management Office cannot processing applications or
book shipments until all supporting documents are provided.

This guide will provide you with instructions on how to submit your orders
and other supporting documents through the DPS

» You cannot include links to supporting documents (i.e. from the Cloud or
BUPERS Online)

» All uploaded documents will become part of the official record and be
visible to all Personal Property Office personnel

» You may drop off your supporting documents in person or via emalil
however applications will not be processed and shipments will not be
scheduled until supporting documents are received




Types of Documents

Orders

DD Form 1299 (Application for Shipment and/or Storage of Personal Property)
DD Form 1797 (Personal Property Counseling Checklist)

D Form 1252 (US Customs Declaration for Personal Property Shipments)

DD Form 1252-1 (US Customs Declaration for Personal Property Shipments (with
Firearms))

HS-7 Form (Importation of Motor Vehicles and Motor Vehicle Equipment)

DD Form ATF F5330-3B (Application and Permit for Importation of Firearms,
Ammunition and Implements of War (for use by members of the United States
Armed Forces))

DD Form 2278 (Application for Do-It-Yourself Move and Counseling Checklist)
DD Form 1351-2 (Travel Voucher or Subvoucher)
Power of Attorney

Miscellaneous documents (i.e. Enlistment Contract, Dependent Entry Approval
(DEA), Page 2, etc.)

NOTE: The types of supporting documents will vary depending on your move request(s)
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File Formats & Limitations

» Each document must be a single file
*» Documents can be single or multiple pages

» Each document cannot exceed 10 MB

s DPS does not provide a warning on file-size limits and you will only
receive a warning after attempting to upload a file that is larger than
10MB

» Multiple formats accepted

*» PDF, .jpg, .gif, .Word document, Excel document, etc.

» NOTE: for step-by-step instructions for creating a profile, entering orders information and
creating a shipment request, please see our individual guides on our webpage at
https://www.navsup.navy.mil/household/dps



https://www.navsup.navy.mil/household/dps

DPS HOMEPAGE

Wed Nov 08 15:36:14 UTC 2017 Logout

‘Wanna Move LCDR/O-4 United States Navy

Defense Personal Property System

Home My Profile My Documents seful Links Quick Reference Guides

Welcome to DPS From your DPS Homepage, locate
the orders number and click the

_ Customer Satisfaction Survey -~ | blue down arrow on the right

Current Move

01 Mar 2017: BREMERTON to ATSUGI S
Order Number GBLOC TEST
Order Type Permanent Change of Station

There are no shipments currently associated with this order. G Edit My Order/Shipment Info

© Add a shipment

Past Moves

02 Jan 2017: BREMERTON to SAN DIEGO
Order Number DP5123 (webinar)
Order Type Separation



Printing 1299 & 1797

If you have not already done so, make sure to

02 Jan 2017: BREMERTON to SAN DIEGO print out both forms — DD Forms 1299 & DD

Order Number DP5123 (webinar)

QOrder Type Separation Forms 1797.

Shipment Status 1-HHG: Canceled

GBL No:

Desired Pickup Date Origin Destination & ek vy ordenssn -
- j

28 Feb 2017 123 MAIN STREET SAN ANTONIO, TX 78215 Q!\lv Ordershipment info

i BREMERTON, WA 98312 UNITED STATES

Actual Pickup Date UNITED STATES ¥4 Print DD1797 Counseling
Checklist

Assigned Counselor Move Type Estimated Shipment Weight

=4 Print DD1299 Shipment
Application

1-HHG: Household Goods 3990 Ibs

Total Pro-Gear Weight

10 Ibs - Service Member
0 Ibs - Spouse

Moving Company % File a Claim

# Complete Survey




Sign and Save

DD Forms 1299 & 1797

rInternel Explorer u rInternel Explorer u1
A small box will open

prompting you to open
and/or save.
< Open < Open
The file won't be saved automatically. Make sure tO save BOTH The file won't be saved automatically.
< Save DD Forms 1299 & 1797 < Save

< Save as < Save as

What do you want to do with ShipmentForm.pdf? What do you want to do with ShipmentForm.pdf?
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Uploading Documents

Past Moves

|>

02 Jan 2017: BREMERTON to SAN DIEGO e = ; "
Order Number DPS123 (webinar) I Click “Edit My Order/Shipment Info I

Order Type Separation

Shipment Status 1-HHG: Canceled

GBL No:
Desired Pickup Date Origin Destination G
4 Edit My Order/Shipment Info
28 Feb 2017 123 MAIN STREET SAN ANTONIO, TX 78215 / e
. BREMERTON, WA 98312 UNITED STATES
Actual Pickup Date UNITED STATES = Print DD1797 Counseling
Checklist
Assigned Counselor Move Type Estimated Shipment Weight
- .
1-HHG: Household Goods 3990 Ibs =t Print DD1299 Shipment
Application
Moving Company Total Pro-Gear Weight
i )
10 Ibs - Service Member = File a Clam
0 Ibs - Spouse
# Complete Survey




Uploading Documents

—a - _4Lm_;'IP: Expand the new window I
my.mil/cust/cust/counseling/home.shtmiZshi 0O = EEI = Household Goods Home |@Emssoporta|u.43.1 =] ps *TETT=rTE T N\

jols  Help
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ty Standard Integrated .. |0 Bressi, Moira L CIV NAVSU... [] ERP 2 ETAStaging & NSIP - POEMS 2 Pinlt 2] Secure Access SSLVPN -... [ Total Workforce Manage... RN
@ https://dps.sddcarmy.mil/Treset_nav_tree=1 - Counseling Home Page [DPS Prod - 3.9.1a] - Internet Explorer E@‘g
Counseling Menu q wyodes A
= () Customer Profile Customer: [Move, Wanna == United States Navy ==

) Customer Information
) Paint of Contact
- @ My Orders Welcome to Counseling
1 O Enter Order Information ./_ Know your entitlements and responsibilities
() View Documents O DFS counseling enables you to prepare your own shipment applications rather than visiting a counseling office

to do 0. Review the Limitations , Online Brochures , and FAQs links in the left pane for "need -to- know"
information concerning your personal property move, You may print thess pages for later reference.

To add a shipment to an existing order, click on the Create a shipment button for that order.

O

E"r'l"'-r:iﬂﬂr Mo: TEST Claims | Order Type: Permanent Change of Station | Order Date: May 1, 2013

Household Goods In Counseling, Not
¥
'@ o 2 HHG Submitted Jul 24, 2013 MOIRA BRESSI

A new window will open.

1. Locate the correct Orders Number
2. Next to the shipment, click the paperclip icon in the “Action” column (note: if you have more than one
shipment, make sure to repeat the process for each)




https://dps

Counseling Menu
- O ‘Customer Profile
0 Customer Information
) Point of Contact
hd O My Orders
) Enter Order Information
O View Documents

Order [TEST_Claims]
I - O Orders Details
) Rank & Hard Copy Orders
) Order Information
) Duty Stations
) Arduous Duty
) Orders Selection
& Tour Information
) Additional Information
) Summary
- . Shipment
) Create New Shipment
= (@ Current Shipments
+ ) 2HHG
) Pickup & Delivery
) Basic
) Additional ltems
) Scheduling

) Responsibilities
) Sumnmary

) Counseling Office
@ Submit

PC5: 11000 Ibs.
Remaining PC5:10 |bs.

Upload Documents

Customer: [Move, Wanna -- PO1/7E-6 -- United States Navy -- 536374631]

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

Get +
ADOBE* READER*

Forms Required

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

DD Form 1299 (Applicati

for Ship t andior St

ge of Personal Property) View & Print

DD Form 1797 (Personal Property Counseling Check list)

View & Print

Upload Documents

View Documents

| These forms nfay be printed for review before submission. These forms are considered to be a DRAFT until a counselor has reviewed and Submitted the Shipment request.

<< previous | submit |

» Use the counseling menu on the left side and navigate to the “Submit” page
* Click “Upload Documents”
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Document Management

(Selecting a Document)

(& https/dps.sddcammy.mil/7p=XTdesqzStahsyPDoKK2HUWWdUQMAvyLaSXBU3ecSTdberzkSmU/RImpOCTCALISZ - Internet Explorer ==
Document Management ‘
(@ nhtpsi//dps sddc.army.mil/ - Document Management —hmw ==L
DPS File Upload
\ D tM t
Document Type ocumen anagemen
SelectOne - 1
Select One @ https:/fdps:sddcarmymil - Document Management - Internet Bxplorer (=B =® ‘l J{
* DD Form 1200 | Document Type - | |
| Power of Afformey Grder - Document Management | © "= e
I * Order x @O"L » DPS » DOCUMENTUPLOAD » NOV 2317 DPS forms for how to guide = [ ][ Search NV 2017 DPS rms .. |
| * DD Form 1797 e o 2 Organize v New folder = 0 @
Order Amend t | DPS File Upload | - .
rder Amenamen | Y Favorites * MName Date modified Type Size
Db Form 2278 I Upload Document Type M Desktop | 7 GLS TEST Orders.pof 11/25/201610:28 .. Adobe AcrobatD.. 65K8|
Miscellaneous | m . 8 Downloads T Move Wanna_Test 1209, pdf 11/8/20177:50 AM  Adobe AcrobatD... 51KB
DD Form 1351-2 (E Recent Places E] Move Wanna_Test 1797 pdf 11/8/2017 150 AM - Adobe AcrobatD.., 104 KB
+ Browse 4 Libraries
@ Documents
J Music
I Upload [E] Pictures -
B videos
8 Comnuter i
1. Select the Document Type Fie vame GLS TEST Ordrspet + [AFsCa .
2. Click “Browse” to open the folder where 3
you saved your document - -
3. Locate the document and click “Open” on
your files folder |
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Document Management
,_ (Uploading a Document, cont.)

- S
(@ https://dps.sddearmy.milf - Document Management - Internet Explorer T 1 S

-:-IEIE

Document Management

DPS File Upload

Document Type

Order ~

+ Browse o o TEST Orders pdf

i Upload (7

The name of your document appears next to
the browse button
* Click “Upload”

- = =
@ https://dps.sddc.army.mil/ - Document Management - Inmmztm
e ——

You will receive confirmation that your
document has been successfully
upload (a green bar with the document
type will appear)

Repeat the steps until orders and
SIGNED DD Forms 1299 & 1797 have
been uploaded.

Close the Document Management
window when all documents have
been uploaded

\*

Document Management

¥ The DD Form 1797 document has been successfully uploaded.

DPS File Upload

Document Type

DD Form 1797 ~

+ Browse

Upload
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Verifying Documents

Counseling Menu
= () Customer Profile
O Customer Information
O Point of Contact
hd O My Orders
O Enter Order Information
O View Documents
Order [TEST_Claims] «
+ (0 Orders Details
) Rank & Hard Copy Orders
© Order Information
© Duty Stations
© Arduous Duty
©) Orders Selection
) Tour Information
0 Additional Information
) Summary
+ @ Shipment
) Create New Shipment
= @ Current Shipments

You can verify that all supporting documents have been
uploaded by clicking the “View Documents” button

Customer: [Move, Wanna =- PO1/E-6 =- United States Navy =

your

‘ Please review your forms for accuracy. Once reviewed and any changes r.olﬂeted, click submit button to

ion. |

Forms Required

You will need Acrobat Reader versicn 8.0 or earlier to view or prigfthese forms in Portable Document Format (PDF).

Get *
ADOBE READER®

DD Form 1299 (Application for Shipment and/or Stora Personal Property) View & Print
DD Form 1797 (Personal Property Coun: g Check list) View & Print
Upload Documents

‘ These forms may be printed for review before submission. These forms are considered to be a DRAFT until a

[ << previous ] submit |

lor has and

itted the Shipment request.

- EzHHG

) Pickup & Delivery

) Basic

g l::::z:::mms ’@ https://dps.sddcarmy.mil/?p=TGdcliDloyM181%2BRHBVSUr6AGrsgE1pCs)E/WB2KMBKTbcQYZLXnWUMITrITYjFM - Internet Explorer _;_Pli_hg1

©) Responsibilities A

 comatng i Document Management

@ Submit
Entitlements “
PCS: 11000 lbs.
Remaining PCS:10 |bs.

View History Get File
Once you have verified that all :
documents have been successfully - SPPMENt  FileNames  Version ~ Ofeument  FieCreate  Mew  action
uploaded, close the document window. | | Move 05 Formn
Submitted 2-HHG Wanna_Test 1 1209 08 Nov 2017 Pel T
1299 pdf
. i M
NOTE: Make sure (if you have not Submitted 2HHG  Wanna, Test 1 DRTaM  08Nov2017 - B
already done so) to submit your 1797 pdf
application! Submitted Criors o 1 Order 08 Nov 2017 P
(tof1) [1] .
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~ Unable to Upload Documents

Every effort should be made to upload supporting documents
Into DPS as this is the most expedient way for the responsible
origin Personal Property Office to receive them

» |f you are unable to upload documents to your DPS account
you can drop them off or email them to your local Personal
Property Office.

> Use the below link to locate the street address and/or email
address of your local Personal Property Office:
¢ https://www.move.mil/common/locator maps/trans offices pjf.cfim
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https://www.move.mil/common/locator_maps/trans_offices_pjf.cfm
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Contacts

» For technical assistance contact the DPS Helpdesk
available 24/7:
¢ Toll-Free: (800) 462-2176
s Commercial: 618-589-9445

» For assistance navigating your DPS application review our
Individual guides available on our webpage at
https://www.navsup.navy.mil/household/dps

OR
» Email us at householdgoods@navy.mil
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QM yﬂ(w::u::

For additional information or assistance:

n www.facebook.com/navyhhg

@ www.pinterest.com/navyhhg

i www.youtube.com/navyhhqg

L1 www.twitter.com/navyhhg

For assistance, email: householdgoods@navy.mil / call: 855-HHG-MOVE (444-6683)
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http://www.facebook.com/navyhhg
http://www.pinterest.com/navyhhg
http://www.youtube.com/navyhhg
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http://media.beta.photobucket.com/user/Yoga_Atma_Giardi/media/facebook-logo_zps993c5d28.png.html?filters%5Bterm%5D=facebook%20logo&filters%5Bprimary%5D=images&filters%5Bsecondary%5D=videos&sort=1&o=1
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