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TDY Enroute Overview

This Job Aid assists HR Professionals in creating a 
Temporary Duty (TDY) Event and Permanent 
Change of Station (PCS) Events Absence for 
Members TDY Enroute to a PCS Assignment. 

1. Navigate to the Manage Assignments tile.

2. Screen displays Assignments Search 
landing page.

2A. Enter desired information for Member.

2B. Select Search.

3. Screen displays Current/Approved 
assignment landing page.

3A. Select Other Actions drop-down on 
current arrived assignment.

3B. Select TDY Event.

TDY ENROUTE JOB AID
The purpose of TDY is to provide location and time 
information for duty conducted outside of the 
Member’s permanent duty station.

4. The TDY Administration screen displays.

4A. Enter Begin and End Date fields by selecting the Calendar Icon.

4B. Select TDY Type drop-down; Select Perm Chg Sta (Permanent Change Station).

4C. Select TDY Purpose drop-down; Select Training Attendance.

4D. Select Location Code look-up tool; Select applicable location code.

4E. Select Save.
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NOTE: Member’s temporary assignment 
has been created for school and has an 
approved PCS assignment.

5. Navigate to the PAID tile.

6. The PAID screen displays.

6A. Select Employee ID look-up 
tool to search for desired 
Member.

6B. Select Entry Type drop-down and 
select ABSENCES.

6C. Leave Status field blank.

6D. Select Add.

7. The Absences landing page displays.

7A. Select the Absence Type look-up tool; Select PCS Events.

7B. The Absence Reason populates automatically to 01-PCS Entries.

7C. Enter Begin and End Date fields by selecting the Calendar Icon.

continued on next page
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TDY Enroute Overview CONTINUED

TDY ENROUTE
JOB AID

1. Navigate to the Manage Assignments tile.

2. Screen displays Assignments Search 
landing page.

2A. Enter desired information for Member.

2B. Select Search.

3. Screen displays Current/Approved 
assignment landing page.

3A. Select Other Actions drop-down on 
current arrived assignment.

3B. Select TDY Event.

NOTE: HR Professional navigates to the 
Pay-Absence-Incent-Ded (PAID) tile to 
request PCS Events Absence for Member.

4. The TDY Administration screen displays.

4A. Enter Begin and End Date fields by selecting the Calendar Icon.

4B. Select TDY Type drop-down; Select Perm Chg Sta (Permanent Change Station).

4C. Select TDY Purpose drop-down; Select Training Attendance.

4D. Select Location Code look-up tool; Select applicable location code.

4E. Select Save.

5. Navigate to the PAID tile.

6. The PAID screen displays.

6A. Select Employee ID look-up 
tool to search for desired 
Member.

6B. Select Entry Type drop-down and 
select ABSENCES.

6C. Leave Status field blank.

6D. Select Add.

7. The Absences landing page displays.

7A. Select the Absence Type look-up tool; Select PCS Events.

7B. The Absence Reason populates automatically to 01-PCS Entries.

7C. Enter Begin and End Date fields by selecting the Calendar Icon.

continued on next page
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TDY Enroute Overview CONTINUED

TDY ENROUTE
JOB AID

Pay-Absence-Incent-Ded (PAID)

1. Navigate to the Manage Assignments tile.

2. Screen displays Assignments Search 
landing page.

2A. Enter desired information for Member.

2B. Select Search.

3. Screen displays Current/Approved 
assignment landing page.

3A. Select Other Actions drop-down on 
current arrived assignment.

3B. Select TDY Event.

4. The TDY Administration screen displays.

4A. Enter Begin and End Date fields by selecting the Calendar Icon.

4B. Select TDY Type drop-down; Select Perm Chg Sta (Permanent Change Station).

4C. Select TDY Purpose drop-down; Select Training Attendance.

4D. Select Location Code look-up tool; Select applicable location code.

4E. Select Save.
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5. Navigate to the PAID tile.

6. The PAID screen displays.

6A. Select Employee ID look-up 
tool to search for desired 
Member.

6B. Select Entry Type drop-down and 
select ABSENCES.

6C. Leave Status field blank.

6D. Select Add.

7. The Absences landing page displays.

7A. Select the Absence Type look-up tool; Select PCS Events.

7B. The Absence Reason populates automatically to 01-PCS Entries.

7C. Enter Begin and End Date fields by selecting the Calendar Icon.

continued on next page
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TDY Enroute Overview CONTINUED

TDY ENROUTE
JOB AID
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1. Navigate to the Manage Assignments tile.

2. Screen displays Assignments Search 
landing page.

2A. Enter desired information for Member.

2B. Select Search.

3. Screen displays Current/Approved 
assignment landing page.

3A. Select Other Actions drop-down on 
current arrived assignment.

3B. Select TDY Event.

4. The TDY Administration screen displays.

4A. Enter Begin and End Date fields by selecting the Calendar Icon.

4B. Select TDY Type drop-down; Select Perm Chg Sta (Permanent Change Station).

4C. Select TDY Purpose drop-down; Select Training Attendance.

4D. Select Location Code look-up tool; Select applicable location code.

4E. Select Save.

NOTE: HR Professional ensures the Begin Date starts 
the day after completion of school and the End Date 
is the day before the Members report date. Do Not 
use Absence 3 Reason.

5. Navigate to the PAID tile.

6. The PAID screen displays.

6A. Select Employee ID look-up 
tool to search for desired 
Member.

6B. Select Entry Type drop-down and 
select ABSENCES.

6C. Leave Status field blank.

6D. Select Add.

7. The Absences landing page displays.

7A. Select the Absence Type look-up tool; Select PCS Events.

7B. The Absence Reason populates automatically to 01-PCS Entries.

7C. Enter Begin and End Date fields by selecting the Calendar Icon.

continued on next page
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TDY Enroute Overview CONTINUED

TDY ENROUTE
JOB AID

7D. Select the Related Assignment look-up tool; Select 
applicable PCS assignment.

7E. Enter applicable information in the Contact Name, Contact 
Phone, and Leave Address fields.

7F. Select the Geoloc Code look-up tool; Enter desired 
information and make applicable selection.

7G. Select Absence 1 Reason look-up tool; Make applicable 
selection.

7H. Enter Absence 1 Begin and Absence 1 End Date fields by 
selecting the Calendar Icon.

7I. Follow steps G-H if entering Absence 2 Reason.

7J. Enter applicable Comments.

7K. Add applicable attachments.

7L. Select Submit.

continued on next page
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TDY Enroute Overview CONTINUED

TDY ENROUTE
JOB AID

NOTE: HR Professional navigates to the Members Current/Approved assignment page. HR Professional 
will Depart Member from current arrived assignment and Arrive the Member to their temporary school 
assignment. HR Professional will Depart Member from Temporary school assignment upon completion 
and arrive Member back to departed assignment.

NOTE: HR Professional verifies PCS 
Events Absence is approved.

continued on next page
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TDY Enroute Overview CONTINUED

TDY ENROUTE
JOB AID
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8. The Current/Approved landing page displays.

8A. Select the Other Actions drop-down on the arrived assignment; Select 
Depart Member.

8B. Screen displays the Assignment Transit grid with Members PCS Leave and 
TDY Event Calculation; Submit Departure.

8

B

8C. Select the Other Actions drop-down on the approved PCS assignment; 
Select Arrive Member. 

8D. A Defense Table of Official Distances (DTOD) notification displays for 
Outside the Continental United States (OCONUS) assignments; Select OK.

A

continued on next page
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TDY Enroute Overview CONTINUED

TDY ENROUTE
JOB AID

8. The Current/Approved landing page displays.

8A. Select the Other Actions drop-down on the arrived assignment; Select 
Depart Member.

8B. Screen displays the Assignment Transit grid with Members PCS Leave and 
TDY Event Calculation; Submit Departure.

8C. Select the Other Actions drop-down on the approved PCS assignment; 
Select Arrive Member. 

8D. A Defense Table of Official Distances (DTOD) notification displays for 
Outside the Continental United States (OCONUS) assignments; Select OK.

continued on next page
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TDY Enroute Overview CONTINUED

TDY ENROUTE
JOB AID

NOTE: The HR Professional and Member must 
ensure the In-Transit Grid (ITG) and Smart 
Voucher match before arrival submission.

9. The Arrivals/Departures (In-transit Grid) screen displays.

9A. Make applicable adjustments in the Auth Trvl (Authorized Travel) and/or 
PCS Leave Adjustment Days section.

9B. Ensure the Members arrival date is correct under the Arrival Date section.

9C. Select Submit Arrival.

10. The Current/Approved landing page refreshes to reflect the Member arrived.

B
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TDY Enroute Overview CONTINUED

TDY ENROUTE
JOB AID

11. The HR Professional must review the Member PCS Entries to ensure any adjustments made in the ITG reflect. Additionally, 
reconcile the submitted Format Identifiers (FIDs), IPPS-A Reject, and Daily Report of Transactions (DROT) Reports.
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