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As the CPPA, you can prepare, send, and monitor the status of the Pre Loss Envelope. Use
the following steps to complete these actions. This SOP outlines the electronic process of
submitting a PCS via eCRM to alleviate discrepancies prior to and during detachment.

Verify Pre-Travel Questionnaire

Add Self as CPPA to PCS Entitlement Case

Add Loss Approving Official Information

Prepadre to Send Pre Loss Envelope

Send Pre Loss Envelope

View Docusign Envelope Status

Review & Sign Docusign Documents

View I-STOP Information




eCRM Workflows CPPA SOP

Permanent Change of Station (PCS)-Pre Loss Actions

a Verify Pre-Travel Questionnaire Completion

Step 1 i e:::cc ;— .

At ases v  #
In the Cases tab, enter PCS —

in the Search Field, then click T ecrsen

Open PCS Transfer Cases

PCS Parent Case List View. 5

PCS Parent Case List View

PERS-704/521 PCS/TDI
5 PP GTCC PCS TRAVEL-GTCC PCS Travel

PP PCS Activity Gains TSC PENSACOLA

‘E PP PCS Activity Gains TSC SAN DIEGO
1 36 Recs
Q O Channel (Offline] ® Hist & Not
Step2:. H wiiii ; .
P< SINAVY a s a2 oa @
333 MNCC Tases v Moev

Click the Case Number of a ) oo |

PCS Parent Case List View v  #
. se. a-|=.cllslle
50+ items + Sorted by Date/Time Opened « Updated a few seconds ago Q & cls)e T

Parent Case to open the case.

Case Number ~ | Subject v | Status ~ | Contact Name ~ | Date/Time Opened &
4/11/2025 10:36 AM
4/11/2025 10:36 AM
4/11/2025 10:19 AM

4/11/2025 10:19 AM

&
@ Note: Parent Cases are auto
generated into eCRM once a

4/11/2025 10:19 AM

471172025 10:19 AM

441172025 10:19 AM

4/11/2025 10:19 AM

member’s orders are released.

471172025 10:17 AM

10 05551266 ent PCS Transfer-012345 Pre-Travel Questio. ailor Doe! 4/11/2025 10:17 AM

O Omni-Channel (Offline) @ History & Notes

Step 3: e Ny o Do na

:55 MNCC Home v il 06312900 | Case v X '

,
Verify the Pre-Travel PP
Pre-Travel... PCS Paym... Departed Arrived Post-Trav. PCS Paym.. Cancelled 4 > + Mark Status as Complete

W Pre-Travel Questionnaire has been completed.

®

Questionnaire completion
banner displays in the case

E Sailor Record - 3 Parent PCS Transfer - 123456 - Case Comments (0)
|Gyout. Name ) Phone ) Sailor Doe

Sailor Doe T ] i View Case Hierarchy
MNP Notifications (0)

DopiD Mobile
0000000000
Details Feed Activity i
Mailing Address Files (0)
Rate f v Description
00018 & Upload Fil

O Omni-Channel (Offline) @ History & Notes
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eCRM Workflows CPPA SOP

Permanent Change of Station (PCS)-Pre Loss Actions

Step1:

In the Parent Case view, click
View Case Hierarchy.

&
@ Note: During this step, the
case will be in Pre-Travel status.

Step 2:

Click the Case Number of the
PCS Entitlement Child Case.

@ Note: The four basic child
cases are created when orders
are released regardless of
questionnaire completion. The
addition of the NA VPTO/MILPAY
child cases are created if elected
in the questionnaire.

Step 3:

Scroll down to the Related
Users tile.

Add Self as CPPA to PCS Entitlement Case

ad Anui -
< NAWY 4 » G
MNCC Home v @ 06312900 | Case |l
@ 06312900 | Case &, Case Hier v X
PCS Paym. Departed Arrived Post-Trav. PCSPaym..  Cancelled 4 || b ' Mark Status as Complete
Pre-Travel Questionnaire has been completed.
B sailor Record [7] Parent Pcs Transfer - 123456 - (e
Sailor Doe
s s
Sallor Doe Edit archy . .
MNP Notifications (0)
0000000000 s
- Details Feed Activity 2
Mailing Addres: i | Files (0)
s sa ' 4
ui v Description
00018 4 & F
O Omni-Channel (Offline) @ History & Notes
v
- 4
EFFECTIVE DATE  REQUEST TYPE  PROBLEM CODE  ROUTED Tt
test.. 10/1/2025 Transfers PCS Transfer
it 10/1/2025 PCSREEN/EXTE.. PCSOBLISERVE  TSC NAPLE:
nitiated 10/1/2025 PCS Travel Entitl..  100% Advanced.
sted 10/1/2025 PCS Transfers PCS Activity Los.
Initiated 111172025 PCS Travel Reco...  PCS Travel Reco..
Initiated 11/1/2025 PCS Activity Gai.. PCS Receipts/B.
O Omni-Channel (Offline) @ History & Notes
........
W,
& NAUY o &
MNCC Cases ~ il 06312900 | Case v X
8 06312900 | Case CeseHier. v x  §0631200.. “ X
> m Submitted  CPPA Action. Assigned Supervisor Pending Sys Closed + Mark Status as Complete
Guidance for Success
CPPAs must SAVE as “initiated” status, prior to submitting. Prior to case submission ensure that all required KSDs have been added per the SOP and all Tasks have been
completed.
-1 5= o Edit w Cas
i 06312900 - PCS Entitlement +
Filters: All time « All activities » All types &
X Refresh = Expand All = View Al
Details Feed Activity
“ Upcoming & Overdue
« Description > 8 Ensure PCS... Noduedate (v
| PCS Child Sunnort has an uncomina 1
O Omni-Channel (Offiine} @ History & Notes
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eCRM Workflows CPPA SOP

Permanent Change of Station (PCS)-Pre Loss Actions

Add Self as CPPA to PCS Entitlement Case (cont’d)

Step 4: &/ NAVY

$3 MNCC Cases v 06312900 | Case

®

Click the Pencil Icon in the g, A R—

+ Related Users
°
CPPA field ‘ nan i
. TSC Supervisc PPA Ema Case Team .. Team
Case Acces
TSC Clerk PPA Altemate Email I

00022

0631290 Add UIC Team
+ System Information m

O Omni-Channel (Offline) ~ ® History & Notes

Step 5:

........

(1
=
®

Enter your name in the CPPA i e TR

i 06312900 | Case & Case Hier. X 8 0631290... v X

field, SeIeCt your que from the e I"H culated upon sove g The CPPA Email auto l
SC Clerk PPA Altemate Email populates upon save.

list of options, then click Save.

@ Note: You must save changes -
to the CPPA field before making
additional edits to the Child Case. - BT

© Omni-Channel (Offline)  @® History & Notes

Step 6:

When finished, click the Parent P |
Case Sub-tab. J@ -

o Add UIC Team
w System Information m

Nt Tima Pimanad
O Omni-Channel (Offline) @ History @ Notes
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eCRM Workflows CPPA SOP

Permanent Change of Station (PCS)-Pre Loss Actions

e Add Loss Approving Official Information

st 1. 13 MNCC Home w 06312200 | Case
epl: _
o eHien, v x

In the Parent Case View, Scroll down to

Pre-Travel Questionnaire has been completed.

Sallor Doe

the Activity Loss Information tile. I = B S - P

MNP Notifications (0)

Step 2:

Click the Pencil Icon in the Loss

Approving Official Name field.

Step 3: ssswm‘w = .v. T —— eere

Clicking the Loss Approving  p———

Official Name field makes
the Loss Approving Official

Enter the Loss Approving Official’s GF‘ ‘;B—‘

Name, then enter their Email. |

step 4: e S - |

~ Activity Loss Information

Click the Verified Loss AO Name
Checkbox, then click Save.

* Docusign Packet Recipients (IF BAH)
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eCRM Workflows CPPA SOP

Permanent Change of Station (PCS)-Pre Loss Actions

e Prepare to Send Pre Loss Envelope

v — | You must complete the following tasks prior to sending the Pre Loss
Envelope:

1. Verify the Pre-Travel Questionnaire is completed.

2. Verify the Service Member’s email field in the Sailor PCS Questionnaire
form is filled out.

3. As the CPPA, add yourself to the PCS Entitlement Child Case.

4. Add Loss Approving Official (AO) name and email to the Parent Case.

When you submit the Loss Envelope, valid and complete information displays in
green in the PCS Send Envelope checklist, and invalid or incomplete information
displays in red. You should always ensure each item is valid or complete. Invalid
or incomplete information must be corrected prior to completing the PCS Send
Envelope flow.

Invalid or Incomplete Valid and Complete Information

PCS Send Envelope PCS Send Envelope

The Pre-Travel Interview in the Sailor PCS Interview The Pre-Travel Interview in the Sailor PCS Interview

form is complete form is complete

The Service Member Email field in the Sailor PCS The Service Member Email field in the Sailor PCS
Interview form must be filled out before sending the

Pre-Loss Envelope

Interview form is valid

The CPPA field in the PCS Entitlement child case is
valid

The CPPA field in the PCS Entitlement child case is
valid

The Loss Approving Official Email field in the parent
Transfer case is valid

he Loss Approving icial Email field in the parent
The Loss App 1g Official Email field in the | t

Transfer case is valid

Previous ‘

P IVE“‘II | O LIS
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eCRM Workflows CPPA SOP

Permanent Change of Station (PCS)-Pre Loss Actions

e Send Pre Loss Envelope

Step 1. e N = 2 oa @
£ MNCC Home: v momwsleme v ox I
In the Parent Case View, Scroll OIS o s e e
down to the PCS Send Envelope tile.
B sailor Record - | hﬁ:: :(;Z'[ranshr- 123456 - T T
Step2. @ AN =
2NV a ! s
Click Next on the PCS Send Envelope tile. 8
Step 3:

. . wﬁw = I ’ Tt ®
Click the Pre Loss Envelope Radio button, Lo

then click Next.

Step 4:

Review the PCS Send Envelope Checklist,
Click Finish. o

&
@ Note: You must correct any checklist
items that display in red before completing
the envelope flow. Color deficient personnel
should read all text to ensure items are valid
and /OI‘ comp lete. O omi-cramel Mtine)  ® Hetory @ Mot
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eCRM Workflows CPPA SOP

Permanent Change of Station (PCS)-Pre Loss Actions

G View DocuSign Envelope Status

- g
Step I: — 3 o
In the Parent Case view, click the
Sailor Record - ] Parent PCS Transfer - 123456 - Case Comments a

ActiVity Tqb. ) f P ) Sallor Doe . i

MNP Notifications (0)

w“w Q sear B2 ? e (¥
step 2: 1 MNce Caras v Tmomimm o v o< !

EEBIEED < e i foutm Rsrm. Gnete| < ]| >
Scroll down to the DocuSign Envelope

Sailor Record - 7] Parent PcS Transfer - 123456 -

Status tile. = = ||

Step 3:

The DocuSign Envelope Activity displays
in a collapsed view. Click the Arrow to [ = ===

I Approval History (0)

expand and view details. st (8

Step 4:

Review the Status of the envelope, then e

The initial envelope is g
sent for signature.

Scroll down to view additional routing

[ case Team (2)

details.

g e
: : " i, [
@ Note: Completed envelopes display with o i | | T

Sont

a green checkmark. B
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eCRM Workflows CPPA SOP

Permanent Change of Station (PCS)-Pre Loss Actions

View DocuSign Envelope Status (cont'd.)

Step 5:

P wmw o oo . o8 W
Each envelope displays routing details. f%"“’”:?“"’“ o
VieW the rOUting detCI”S, then CIiCk T ‘:::npz:\;i:p:lg‘:ai:r:lv:::i:\fI

previous recipient(s).

Show More to expand and view status
details.

&,
@ Note: Voided Envelopes display with a
red X. Users should ensure each item is valid

and complete. e co T
S -

Step 6:

Review the status and routing details, o
then click Show Less to collapse the view.
Step 7: e w
Click View All to open the DocuSign sub-
tab and view all activity. —

3 approval History (0)

Step 8: A = — 67 5a®@

Review the date Sent and Status of each

Envelope, as needed. When finished,
click the X to close the sub-tab.
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eCRM Workflows CPPA SOP

Permanent Change of Station (PCS)-Pre Loss Actions

e Review and Sign Docusign Documents

PCS Documents requiring signature are processed using DocuSign and sent to
you via email. Follow the steps below to review and sign documents.

Step 1: Open the Docusign Email, then click Review Documents to open

Folders This document is for demonstration purpose only.
#:DacuSign

askmncc@navy.mi sent you a document to review and sign.

6— REVIEW DOCUMENTS

askmnce@navy.mil

Step 2: Click Start, review the document for accuracy and fill in required
information, then click Sign. When finished, click Finish.

Review and complete — | =
i g e €3 1084 G0 A AR AF G RSN TFTE - ¥ . [ B
@m b You can scroll through the I
[—— : ;
entire document to review

_it prior to clicking Start. )

Review the document
for signature tags and
sign icons.

Indicates a field

requiring information

m Indicates a line
requiring signature

Indicates a field
requiring slgnature

(P
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eCRM Workflows CPPA SOP

Permanent Change of Station (PCS)-Pre Loss Actions

e View I-STOP Information

The "I-Stop In Progress” status was added to the PCS Case tracker so CPPAs could

have clear visibility to a Sailor currently at an I-Stop within a PCS parent case. Follow
the steps below to view I-STOP information in the Supporting Data tile.

StepI: 8¢ Ny .
In the Parent Case view, scroll down T T | s
to the Supporting Data tile. = LI ==
[T -
Note: The I-STOP information e B = B
comes from the Sailor’s orders. F 3| = s =,
2. i
step } w“Aw a — | W
Click an Intermediate Duty Stop link. O cmmmrnon | || e e
@ Note: The number of the |-stop will - & '
correspond to the Sailors orders. CPPA s i
should review all sets of orders prior to . .
commencing work on the Sailor’s cases. . e
& NAY . w
Step 3: —————
Review the I-STOP information. 0 o s o
> @
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eCRM Workflows CPPA SOP

Permanent Change of Station (PCS)-Pre Loss Actions

View I-STOP Information (cont'd.)

Follow the steps below to view I-STOP information on the Case Hierarchy page.

Y TISTIY

B ssior Record z Parent PCS Transfer
Step 1: :
: afor Dosi «
#  soor coutipams -

In the Parent Case view, click the
View Case Hierarchy button. -

[ Gases for Parent Comtact 51

3 sumporiing Owta 61

Step 2: il

On the Case Hierarchy page, click a
Case Number.

e 2
: : T, | ISTOP cases are initiated |
@ = - for both Activity Gain

= J— and Activity loss.

5 P
S NAUY & s a7 ®

5 MNce Home v @oasmcse v ox

[——— T

Supperting Data
lafl iSTOP Number 1 - UIC: 87701

Step 3:

+ Accounting Data

Review the |-STOP information.

aaaaaaaaaa
00 e
Estimated number of
days field indicates
ot how long the Sailor
== will be at that ISTOP.
i Offline} ry Nates
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eCRM Workflows CPPA SOP

Permanent Change of Station (PCS)-Pre Loss Actions

View I-STOP Information (cont'd.)

Follow the steps below to view I-STOP information on the Cases for Parent
Contact tile.

Step 1: E= == : —
In the Parent Case view, scroll down B | S ; = U]
to the Cases for Parent Contact Tile. ' e ’

[ Cases for Paremt Comtact 541

3 sepporting Dat (6}

ié:
=
¥

Step 2:

[2) cases for Parent Contact (3+)

On the Cases for Parent Contact tile, Do ST B
click a Case Number or Case Link. :

5] case Team (2)

Step 3: [
Review the I-STOP information. = oo
-
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eCRM Workflows CPPA SOP

Permanent Change of Station (PCS)-Pre Loss Actions

View I-STOP Information (cont'd.)

A new field called the “Intermediate Duty Assignment UICs” was added to the

parent case and displays all the I-STOPs regardless of the duration. Follow the
steps below to view Intermediate Duty Assignment UICs field.

Step I: erer ¥
In the Parent Case view, scroll to the C - G
Intermediate Duty Assignment | ] — , |
UIC(s) field in the PCS Orders - i ———
Information tile. s ] =
Step 2: N w
Review the I-STOP information. 8 RIS e
[
For details regarding these cases,
refer to their respective Activity Loss and B o
Activity Gain child cases. e
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