Government Travel Charge Card
use during the Permanent
Change Of Station Pilot
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Process overview

The traveler canelect to use the GTCC or receive a travel advance. Theycannotdo both

Most accounts will automatically be placed in a PCS/MC status via the Navy Personnel Command
(NPC) automated file feed.

In the eventan account is not automatically placed in a PCS/MC status via the file feed, the
traveler will contact their APC who will place the accountin a PCS/MC status.

PCS/MC status will ensure that the account does not age during the PCS period and therefore will
not suspend or incur late fees, or report against command delinquency percentages. The PCS-MC
dates will start 10 days prior to departure and end 15 days after the report date.

The use of the GTCC for PCS travel is not limited by the period of travel.
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Detaching APC Responsibilities

» Ensurethe cardholder (CH) gets a copy of the PCS GTCC Brochure.
» Ensure cardholder’s address of record and email are up to date.

» Assist the cardholder with registering for Citimanager. (This will help the traveler manage the
accountwhile in transit).

* Provide a copy of the digital reference guide and self-register as a cardholder job aid.
* Ensurethe CH understand the GTCC SOU.

* Ensurethe accountis notdelinquent (has an outstanding balance 61 days past due)
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Detaching APC Responsibilities

» Ensure CHs are placed in PCS/MC status with proper start and end dates.
» Ensure credit/cash limits are properly set.

*  Ensure PCS MCC codes are set. The MCC group for PCS is “NVPCSRETAI”.

* Obtain the gaining commands information, UIC, and the cardholder’s phone number, for possible
future reference.

» Make surethe traveler has your contact information and the GTCC for PCS Support Cell (MNCC
Contact Center). Keep in mind, these accounts are your responsibility until they are transferred to
the new command.

Note: MNCC Contact Center provides assistance to cardholder during PCS travel.
Phone: 833-330-6622 Email: askmncc@navy.mil
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Detaching APC Responsibilities

If an accountis not placed in a PCS/MC status via the automated file feed, the detaching APC will
have to complete the process manually in Citimanager for those travelers choosing to use the
GTCC.

The traveler will contact their APC who will place the accountin a PCS/MC status. The traveler
will provide the APC with a copy of the NPPSC FM 1300/1, the “PCS Travel Entitlements
Calculator” worksheet which includes the estimated entitlement amount, and any other required

documents.

APCs will no longer deactivate or close GTCC accounts upon check-out for their cardholders using
the GTCC for PCS.

APCs can take the account out of PCS/MC if the traveler chooses notto use the GTCC for PCS.

Re-enroll the cardholder in PCS/MC status if the PCS travel period exceeds 120 days.
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Gaining APC Responsibilities

Upon check-in, APCs will advise cardholders to update their contact information and address in
Citimanager. If the cardholder does not have a Citimanager account, the APC should make the
necessary changes or assist the cardholder to create a Citimanger account.

Advise cardholders concerning proper split-disbursement and remind them that they must review
their GTCC statements to ensure there is a zero balance upon final settlement

Gaining APCs should not manually deactivate accounts unless special circumstances arise creating
the requirement.

The PCS flag is not automatically changed back so the APC needs to change it to “N”” when the
PCS is completed.
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Automated Process

Navy Personnel Command (NPC) will transmit a data file to Citi with the required information
which will place the accounts in a PCS/Mission Critical (MC) status. (There are various reasons
why the automated file feed may not work and place an accountin PCS/MC. If not, and the
traveler chooses to use the GTCC, the APC will place the account in a PCS/MC status)

The file feed will place the accountin a PCS/MC status with start and end dates, set credit/cash
limits, and add the PCS MCC group “NVPCSRETAI” with a $2,000 limit.

The MCC group “NVPCSRETAI” will open additional Merchant Category Codes (MCCs) for use
during PCS that are notavailable for normal TDY travel.

PCS/MC status will start 10 days prior to detachmentand terminate 15 days after report date
annotated on the PCS order (cannot exceed 120 days due to system limitations).

Accounts that are placed in PCS/MC via the file feed will automatically come out of PCS/MC
status on the established end date.
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Citimanger PCS Processes

There are two options for placing an account in PCS status in CitiManger

* The “Update Account PCS” in Manage Users, Account Maintenance
(Reference: CitiManger Site Non-Cardholder Quick Start Guide, DOD, Feb 2020)

or

* The “PCS Bulk Maintenance” in Manage Card Program, Document Management

(Reference: CitiManger — Bulk Online Maintenance/PCS Bulk Maintenance User Guide,
DOD, Feb 2020)
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« Complete per Non-Cardholder Quick Start Guide

« PCS Indicator-Y

« Set the MC start and end date (Cannotstart/end on weekends or holidays).
« Start Pad Days - 10 days prior to detach date

« EndPad Days - 15 days after report to new station

« Set required credit limit

« Add/Remove MCC Groups, add/modify — Add group name NVPCSRETAI with
end date and set cycle limit to $2,000.

NOTE: Manually adding MCCG is currently not working in the individual Update Account PCS.
Please use PCS Bulk Online Maintenance (BOLM) process to add MCCG.
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Citimanger Account
Maintenance Process

Step 1 - Log into CitiManager, Manage Users, Account Maintenance

1.  From the CitiManager Site side navigation
A CitiManager e e T Tr—— g M bar, position your mouse over the

—_— Manage Users icon and click the Account
‘ & ‘ O s Maintenance link.

The Account Maintenance — Search screen
displays.

‘\4
= = RIING 0
il $0.00
: : : UNACTIVATED .
CARDS TOTAL RECENT ACTIVITY
A

NOT AVAILABLE
L CREDIT REMAINING

Application Request Maintenance Request
REQUEST 1D STATUS REQUEST TYPE REQUEST ID STATUS REQUEST TYPE
6120768457 Waihng for Indsvicual onling

There are no pending Mainlenance reguests that are waiting

approval apphcation
your approvail
681187445468 Wailing for Indrvidual onling >
approval application

CitiManager Site Home Screen
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Citimanger Account
Maintenance Process

Step 2 - Search for cardholder, select radio button, select Update Account PCS
Step 3 - Refer to CitiManger “Non-Cardholder Quick Start Guide”

Screen | Step/Action

2. To perform a search, type the desired
search criteria in Account Number, First
Name, Last Name, Username, Employee

s 2 ID, or SSN fields and click the Search
Account Maintenance
1. Search - —. . button.

Note: To search for an account at a specific
hierarchy level, click the Select Hierarchy
link. If necessary, click the (+) plus sign
icon to expand the hierarchy. Select the
checkbox for the desired hierarchy and
click the Select button.

The search results display at the bottom of
the screen.

3: Select the radio button for the account you
VIEWING 1.20 OF 25 12 wish to place in PCS status and click the
USERNAME NAaME ACCOUNT NUMBER sTaTus Update Account PCS link that displays at
cetests CE TEST ACCOUNT & cese sees <e51 SOG4 Open the bottom of the screen.
csermeme e AP s The Account Maintenance — Form Details
testacct®10 CE TEST ACCOUNT 10 wese sees wof57 4834 Open

screen displays.

CE TEST ACCOUNT 19 v weee 2e 6 3117 Open

-
VIEWING 1.20 OF 25 1.2
UPDATE ACCOUNT UPDATE ACCOUNT PCS

Account Maintenance — Search Screen
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Citimanger Account
Maintenance Process

4. \Verify the PCS Indicator is set to Y and
update if necessary.

n —1
T e—— Comosny Welcome, DONNA
CitiManager B CEDOD TRAVEL IB-US = | MyRrome 15know | 124

T 5. From the PCS section, complete the
L
Account Maintenance Mission Critical Start Date and Mission
- 3. Form Detalls Critical End Date fields of the form.
) Flomen conpite ¢ form vk ) it Note: The mission critical start date has
to be greater than today’s date and only
T o occur on business days.
Y . The elapsed time between start and
end date cannot exceed more than 120
calendar days.
6. When you are finished, click the Submit
button.
A confirmation screen displays indicating
SPENDING CONTROLS
the form has successfully processed.
7. Click the OK button.
MCC GROUP MCC GROUP ACTION MCEG BN DATE The CitiManager Home screen displays.
DBOS0RETAI
DEGSATRAV
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Complete per CitiManger — Bulk Online Maintenance/PCS Bulk Maintenance User
Guide, DOD, Feb 2020

PCS Indicator - Y

Set the MC start and end date (Cannotstart/end on weekends or holidays).
Start Pad Days - 10 days prior to detach date

End Pad Days - 15 days after report to new station

Set required credit limit

Add/Remove MCC Groups, add/modify — Add group name NVPCSRETAI with
end date.
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CIMY COMUERCIAL CARDS CHATWITHLUE #B Conbec! Help Daak

g ' Welcome, KARLA I~ :
ﬁ' CitiManager 'E DOD TRAVEL 18- US |y Profile | Sign Out citi

Card Accounts

-

JLNTS OVERDUE 1 0 %

UNACTIVATED $ O'OO

: SARDS TOTAL RECENT AGTMITY
Transier Hisrarchy Histoey OT AVAILABLE il

e Il CREDIT REMAINING

ment Manag

Viow Hicrarchy

Maintenance Request

REQUEST ID STATUS REQUEST TYPE
6122632077 Waiting for Individual online
} > ey 22 There are no pending Maintenance requests that are waiting
approval application
your approval

6118821482 Waiting for Individual onhne >

approval application
5118744546 \Warting for Individual online >

approval application
3118034583 Waiting for Individual onhine >

approval application
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E[h Company Welcome, KARLA
CEDOD TRAVFLIB-US = My Profile | Sign Out

CitiManager

HOME
Document Management

- e = - -mplate
BULK HIERARCHY TRANSFER o Download PCS Bulk Maintenance Form Template

TRANSFER HIERARCHY HISTORY SELECT FUNCTION
DOCUMENT MANAGEMENT PCS Bulk Maintenance >

A

VIEW HIERARCHY
SELECT ACTIVITY

VIEW TER HIERARCHY Soashind FES TR Maanna Kk

iy Upload PCS Bulk Mamtenance Data File

LIS Update PA Emad Address For Stalus Emads

—_—p @ Download PCS Bulk Mainenance Form Templale

Download PCS Bulk Maintenance Form Template

DOWNLOAD

mmrrimanmd Mamcamamanmd Cavannm
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Please select a format to downlead

CANCEL

Select Format Window
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Citimanger BOLM Process

[ Conditional Formatting =  E=Tnsert = X = A

Tet - r O

. e Z
-~ $ - % o [IPFormatasTable | @<Delete ~ @]+ = ¢
B IYU-ii-|d-A-===E%E 5- w0 = [ Cell Styles ~ & Format - C~§:gr8f;;'":a&
Font e Algnment i Number @& Styles l Cefls. Editing
x v 5 I System pre-filled data in the cell number A3. Just copy and paste the information to the remaining recof
4 A | B 1 _c I D E
415.Social Security ‘
1 [Form ID 497 Account numbar Number 408 Employee 1D 7070 PCS Indicator
REQUIRED if Account # or
SSN is not used. Entar
DOD 1D Number (EDIPI)
System pre-filled data in the that will be associated with
cell number A3. Just copy \the account. Maximum 10
and paste the infarmation to REQUIRED if Account # or | characters from back of
2_the remaining records. _ Employee 1D is not used.  CAC
3 (35071 13823¢ 1 5
4 Tasom | 3985( | Y
5 35071 03541 J Y
6 l
Ll l
8 l
[ 9 ::

PCS Bulk Maintenance Form Template
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Citimanger BOLM Process

Required Fields

« Either Account Number, SSN, or Employee Id
 PCS Indicator—-Y

« Mission Critical Start Date and Mission Critical End Date (Cannot start/end on
weekends or holidays)

« Start PAD days an End PAD days

e Temporary Credit Limit

« Temporary Credit Limit Start Date and Temporary Credit Limit End Date
« MCC Group 1 - Enter NVPCSRETAI

« MCC Group Action 1 — Enter |

« When you are finished, save the file as an Excel spreadsheet

Note: Mission Critical and PAD days combine dates cannotexceed 120 days.
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1. From the CitiManager Site side navigation
MR ¢t o0 TRAVEL 8- US~ | wre on | L= bar, position your mouse over the Manage
Card Program icon and click the Document
Management link.

Cart Accounts

0

ACCOUNTS OVERDUE]| gEPceImMg =2

The Document Management screen displays.

$0.00

TOTAL RECENT ACTMTY
NOT AVAILABLE
TOTAL CREDIT REMANING

Maintenance Request

REQUEST TYRE REQUEST ID STATUS REQUEST TYPE

B122016642  Wating for approver approval  Indevidusl onine application » e ‘
There are no pending Maintenance requests that are wading youwr approval
E121288674 Waiting fer approvert appeoval  Indevidual oniine apglication  »
£120789457  Watting far approval Individual oriine application 3
8120203135  Wating for approvert approval  Indevidual oniine application %
6120130262 Waiting for approvert approval  Individual onfine application  »
6118821492  Waiting for approvert approval  Indevidial onine application »
6118744536  Wating for approval Indreidual onine application >

8113741047  Watting for approver approval  Indhwidual onine applicaton >

CitiManager Site Home Screen

DON Consolidated Card Program Management Division (CCPMD)

NAVAL SUPPLY SYSTEMS (SOMMANID

UP Ready. Resourceful. Responsive!
v P——




2. From the Select Function drop-down list,
CitiManager T M at verify PCS Bulk Maintenance is selected. If
not, select it from the drop-down list.

HOME
Document Management

3. From the Select Activity section, select the

BLILK HERARCHY TRANSFER ) Upkcad PCS Maintenance Fie. The Nieids marked with asterisk (") are mandatony U pl Dad PCS Bu I k M aintenan ce Data F| I e
TRANSFER HERARCHY HSTORY SELECT FUNCTION radio button.
DOCUMENT MANAGEMENT PCS Bulk Malntenance -
_> . .
B e— The Upload PCS Bulk Maintenance Data File
SELECTACTIVITY ) )
S e Doenload PCS Bulk Manienance History 5 ECfJO n G‘JS-DIB VS
EETREERTA # Upload FCS Bulk Maintenance Data File .
ome > Rlip: iyl 4. From the Upload PCS Bulk Maintenance
] ipdate PA Emal Adkireda For Salus Emaik
T T — Data File section, click the Browse button
UPLOAD P BULK MAINTENANCE DATA FILE and select the completed Excel file (.xIs
"SELECTFILET JPLOAD
o —— =3 not .xIsx format) saved locally to your

computer’s hard drive. Select the file and

click the Open button.

Jpload PCS Bulk Maintenance Data File Screen The file name displays in the field to the left
of the Browse button.

5. Click the Upload button.

The CitiManager Site processes the file and
confirmation message displays at the top of
the screen.

NAVAL SUPPLY SYSTEMS (S OMMANID

Ready. Resowurcerful. Responsivel




CitiManager

HOME
Document Management

U, ) Dovnioad PCS Bulk Mairtenanca Histary
TRANSFER HERARCHY HISTORY SELECT FUNCTION
DOGUMENT MANAGEMENT |Fcs Bulk Mainienance 1 =

WIEW HERARCHY

W

SELECT ACTIVITY
WIEW TBR HERARCHY
k & Downicad PLS Buk Mainenaece History

SETUEE Upload PCS Bulk Manterance Data Fike
LINKE Upcdwie P Bl Addiess For Status Emain
Dewericawd PCS Buk Marferaece Foem Template

DOWHNLOAD PCS BULK MAINTENANCE HISTORY

) Preaze ciick on the link 1o downlaad the aperopriate file

UPLOADED FILE FROM DAT T ATE
WVIEWING 1-M0F 103 « 1,2 3 &8 .
UPLOADEDIARRIVED FILE UPLOADE DVARRIVED ORGINAL ERROR FILE ERROR DESCRIPTION FILE ETATUS
DATE
st test xls 012020 DE 2824 - Inst 121 GBAST LOG It Canplated

A

6. To review the status of the records
submitted in the PCS Bulk Maintenance
Data File Upload, refer to Steps 6 and 7
in the Bulk Online Maintenance — Upload
Completed Bulk Online Maintenance Form
Template topic in this User Guide.

Note: Ensure you select the option PCS
Bulk Maintenance in the Select Function
drop-down list as indicated.

Document Management — Download PCS Bulk Maintenance History Screen
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Note: In addition to above, the IBA travel card is being used by the Army, Air
Force, Marine Corps, and some Independent Agencies for PCS travel. Ifa
traveler is transitioning to one of these components and the gaining component
Is paying for the PCS travel the cardholder needs to have their travel card open,
activated and placed in PCS/(MC) by the Navy APC. The MC dates will be 10
days prior to departure until 15 days after the date of arrival. The APC will
also need to check the PCS block in CCMS and ensure all applicable MCC
codes are open. Make sure all vouchers for Navy sponsored TAD are complete
and that all payments to Citi have been made before the member checks out of
the command. You will not have access to the members account once it has
been received by the gaining component.
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Exemptions

The following types of PCS are exempted from the use of GTCC:

« Non concurrent dependent travel « Separations
* Ineligible for the GTCC * Retirements
« Civilians « Accessions
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Authorized Expenses for PCS

The following entitlements can be place ona GTCC, if applicable:

* Transportation (Excluding commercial flights).
« Lodging

* Meals

« Temporary Lodging

» Other approved reimbursable expenses

* Dislocation Allowance
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Prohibited Expenses

The following entitlements/expenses cannot be place ona GTCC, if applicable:

* Household goods

« Commercial Airfare

» Temporary Lodging Allowance (TLA)

» Personally Procured (PPM) moves. Also know as DITY move

» Use ofthe card for expenses not authorized by the JTR.
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Instructions for the Traveler

Set up your Citimanager account

Use GTCC for all authorized PCS expenses.

Keep all receipts for your records.

APCs are not responsible for calculating or giving advice on PCS entitlements.

Traveler must check-in with new APC and file PCS voucher within 5 working days upon arrival at
new duty station and split-disburse 100% of the GTCC account balance from PCS travel
reimbursement.

To prevent delinquency, ensure GTCC balance is paid in full within 30 days of PCS end date.
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Instructions for the Traveler

» File vouchers immediately upon reporting to new permanent duty station. All charges owed to the
bank must be split disbursed using the DD Form 1351-2 Travel Voucher. Balance owed to Citi can
be obtained by checking your accountin Citimanger or contacting your APC.

« $29.00 late fee will accrue if the account becomes delinquent; additional fees may apply if the
account remains delinquent for an extended period of time. These fees are not reimbursable.

27
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Additional Training

Additional training for APC’s is provided on our website

https://my.navsup.navy.mil/webcenter/portal/ccpmd_tc
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