
USTRANSCOM Personal Property Advisory #20-0074A  

Date:  30 April 2020 

From:  USTRANSCOM Personal Property Program Directorate (TCJ9), Scott AFB, IL 62225 
 
To:  Military Service Headquarters Representatives, Worldwide Personal Property Shipping Offices 
(PPSO), Personal Property Processing Offices (PPPO), and DoD-Approved Personal Property 
Transportation Service Providers (TSP) 
 
Subject:  Change 4 to the 400NG and International Tender (IT) Addressing the DOD Stop Movement 
Adjustment 
 
1. Implementing the DOD Stop Movement Order transferred a significant operational and 
administrative burden to TSPs; in recognition of that burden, USTRANSCOM has approved a 10% 
Adjustment to shipments processed during the Stop Movement Order period. 
 
2. Change 4 will provide instructions on how TSPs may submit payment requests for the 10% Stop 
Movement Adjustment and instructs how Shipping Offices should process those requests. Change 4 will 
be posted at https://www.move.mil/SME. 
 
3. This adjustment applies to shipments that were previously awarded to a TSP but cancelled or 
otherwise withdrawn from the TSP before the shipment was serviced as a result of implementing the Stop 
Movement Order.  Similarly, this adjustment also applies to all shipments awarded to a TSP during the 
Stop Movement Order period and serviced by that TSP. 
 
4. The Adjustment DOES NOT APPLY to local moves, Non-Temporary Storage- Retrograde 
shipments, Direct Procurement Method, and One-Time Only shipments. 
 
5. Application of this Adjustment is retroactive to 13 March, and not tied to publication date of this 
advisory. 
 
6. For shipments that were previously awarded to a TSP but cancelled or otherwise withdrawn from that 
TSP as a result of implementing the Stop Movement Order, the Adjustment is based on the estimated 
weight as submitted by the customer. 
 

6.1. These shipments will require the TSP to create an e-Bill with a detailed note (i.e., BL, Stop 
Movement Adjustment, unable to invoice DPS). 

6.2. TSP will submit an eBill using this specific document number format; “COVID_SCAC_BL”. 

NOTE:  EBills that have been submitted to US Bank, but have not been processed and/or on 
hold in Syncada, will be canceled and resubmitted utilizing the new format. 

6.3. PPSO can retrieve eBill information in Syncada – Users will select the Document Type of eBill 
under the Control Tab while performing their advanced search.  See attached US Bank Quick 
Reference Guide. 

6.4. PPSO processing Ebills in US Bank must ensure to assign the correct line of accounting (LOA) 
data (i.e., SDN, TAC, LOA, etc.) before processing eBills.  LOA data can be located on the 
orders used to book shipment.  PPSO must use the Charts of Account in US Bank to select the 
correct LOA. 

https://www.move.mil/SME


7. For shipments awarded prior to the Stop Movement Order and serviced by the TSP during the Stop 
Movement ordered, the 10% adjustment, if applicable, is based on the actual weights. 
 

7.1. These shipments are not eligible unless they have a confirmed date change in DPS from the 
original order, or scheduled delivery out of SIT, caused by the Stop Movement. 

7.2. Billing for these shipments will be submitted in DPS using the MISC Item code, with a detailed 
note indicating “DOD Stop Movement Adjustment” and listing the 10% amount associated with 
item codes listed in paragraph 10. 

8. For shipments awarded during the Stop Movement Order and scheduled to move outside the current 
Stop Movement period, the 10% adjustment, if applicable, is based on the actual weights. 

8.1. These shipments are not eligible unless the Stop Move Order is extended to include the shipment 
AND the shipment has a confirmed date change in DPS from the original order. 

8.2. Billing for these shipments will be submitted in DPS using the MISC Item code, with a detailed 
note indicating “DOD Stop Movement Adjustment” and listing the 10% amount associated with 
item codes listed in paragraph 10. 

9. For all other shipments awarded during the Stop Movement period and serviced by the TSP as 
ordered during the Stop Movement period, the 10% adjustment is based on the actual weights 

9.1. Billing for these shipments will be submitted in DPS using the MISC Item code, with a detailed 
note indicating “DOD Stop Movement Adjustment” and listing the 10% amount associated with 
item codes listed in paragraph 10. 

10. In both scenarios, the Adjustment is based on the following item codes: 

10.1. Domestic:  LHS, 105A, 135A, and 135B. TSP’s LHS discount (dLHS) applies. 

10.2. International: LHS  

11. Item Code exceptions:  

11.1. For domestic shipments to/from Alaska, TSP will not include water-haul charge. 
 

11.2. For NTS-R shipments, TSP will use 105J, not 105A. 
 
12. TSPs are required to pass through any charges paid by the Government to the TSP person(s), 
corporation(s), HHGs carriers, HHGs freight forwarders, or other authorized TSP(s) that actually bears 
the cost for any shipment(s), or any portion thereof, transported under this guidance and IAW “Pass 
through requirements” listed in the 400NG and IT. 
 
13. TSPs are only authorized to invoice the Stop Movement Adjustment one time per shipment. 
 
14. All changes to the documents are noted in red on the “List of Changes” in the 400NG and 
International Tender.  Further explanation of these changes are detailed in these documents. 
 
15. Frequently asked questions and answers will be posted at:  https://move.mil/sme.  

 
16. Any questions/concerns reference this advisory send an email to the Special Requirements and 
Rates Team at: transcom.scott.tcj9.mbx.pp-billings@mail.mil. 
 
17. This message was approved for release by the Deputy Director for Operations, Defense Personal 
Property Program, (TCJ9-O). 

https://move.mil/sme
mailto:transcom.scott.tcj9.mbx.pp-billings@mail.mil.
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Quick Reference Guide 
Customizing Payment Manager 


Overview 
 


 


The Syncada user interface provides several features to customize the Payment Manager in order to maximize 
the efficiency of your daily work and better meet the business needs of your organization. This document briefly 
describes how to modify the folder list and payment list, as well as how to create new personal folders. 


It is important to understand that any customizations you make in Payment Manager will only affect 
your user account. Other users within your organization will not see these changes in Payment Manager. 


 
Modifying Folder List 


 
 


You can customize your folders in the Payment List to help you meet your business needs. Depending on your 
role within your organization, some of the standard folders may be useful for completing your daily tasks, while 
others may not be applicable. For example, if you do not have system rights to approve invoices, you may choose 
to remove the Approve folder. 


1. On the Home Page, click the Open link and select Payment Manager under Transactions heading to 
access Payment Manager. 


2. In the Payment Manager, click the View button. 


3. In the View menu, select Modify Folder. 


4. In the Modify Folder window, the folders listed in the My Folders area will be displayed in the Payment 
List. 


• To display a new folder, select it in the Available Folders area, and click the Show button to move it 
to the My Folders area. 


• To change the order of the folders, select the folder in the My Folders area, and click the Move Up or 
Move Down button. 


• To hide a folder, select it in the My Folders area, and click the Hide button. 
5. Click OK. 


Other options in the Modify Folder window include: 
 


• In the Select a folder to set as 
Default field, select a folder from 
the drop-down list. When you 
access the Payment Manager, the 
system will automatically display 
the documents in the selected 
folder. 


• If you select the Show Folder 
List at Startup checkbox, the list 
of folders will be displayed when 
you access the Payment 
Manager. 


• Click the Restore Default Folder 
List button to return the folder list 
to the system default 
configuration. 
Alternatively, you can make changes to the folder list directly in the Payment List by right-clicking a folder and 


selecting one of these options: Modify View, Modify Folder, Set as Default Folder or Delete (only personal folders 
can be deleted). 
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Modifying Payment List 
 


 


There are many different available data columns in the Payment List. Some of these data columns may be 
important for your business needs while others may not be applicable to your organization. You can customize 
the layout of the Payment List to help you more efficiently find and evaluate documents. 


1. In the Payment Manager, click the View button. 


2. In the View menu, select Modify View. 


3. In the Modify View window, the columns listed in the Results List Layout will be displayed in the 
Payment List. The order of the columns from top to bottom will be displayed in the Payment List from left 
to right. 


• To add a column, select it in the Available Columns area, and click the Add button to move it to the 
Results List Layout. 


• To change the order of the columns, select it in the Results List Layout, and click the Move Up or 
Move Down button. 


• To remove a column, select it in the Results List Layout area, and click the Remove button. 
4. Click OK. 


 


 


Click the Restore Default View button to return the Payment List to the system default settings. 
 
 


5. In the Apply view changes to other folders? window, select 
the checkbox(es) next to other folders you want to apply the 
column changes to (if applicable). 


6. Click Yes. 


7. The Payment List will display with the column changes. 
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Use Defined View 
You can select a defined view that displays data columns which are most relevant to a specific industry or spend 
category (e.g. Freight View vs. Payables View). You can assign these defined views to specific groups of folders. 


1. In the Use Defined View field, select the defined view. 


2. Click OK. 


3. In the Apply view changes to other folders? window, select the checkbox(es) next to other folders you 
want to apply the defined view to (if applicable). 


4. Click Yes. 


5. The Payment List will display with the column view changes. 
 
 


Creating New Personal Folders 
 


 


The ability to create new personal folders is designed to save you time when searching for documents. If you 
routinely run the same search, you can create a personal folder so that you do not need to manually enter the 
same search criteria each time. You are the only user that will have access to the personal folders that you create 
in the system. 


1. In the Advanced Search screen, select search criteria. 


2. Click the Search button. 


3. In the Payment List, click the Save as Personal Folder link. 


4. In the Save window, enter name and description for new personal folder. 


5. Click OK. 


6. The new folder will be displayed in the folder list under Personal Folders. 
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Other Payment List Features 
 


 


 


Changing Column Widths 
You can change column widths in the Payment List by hovering your mouse pointer over the column dividing line 
in the column header and dragging the line to the right or left. It is important to note that if you make a change to 
the column width, it only affects the selected folder. In other words, if you change a column width in the Approve 
folder, this will not affect the view of the Exceptions folder, or any other folder in Payment Manager. 


 
Sorting Columns 
If you want to change the order of the documents in the Payment List, you can sort the data by clicking on any 
column header. An up arrow  will be displayed next to the column header indicating the data is sorted in 
ascending order. If you click the column header again, a down arrow will be displayed indicating the data is 
sorted in descending order. 


 
Transactions Per Page 
At the bottom of the Payment List, you can select the number of transactions displayed per page. In the Show 
Records Per Page field, you can choose to display 50, 100, or 250 transactions per page. You can also navigate 
to a different page by clicking the page numbers in the lower right corner of the Payment List. 


 
Change Font Size 
You can change the font size in the Payment List by clicking the Change Font Size icon in the upper right corner 
of the Payment List. You can increase  or decrease the font size by up to 6 times. The  icon resets to 
the default font size. 
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Quick Reference Guide 
Common Tasks for HHG Suppliers 
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Logging In 


 
 


1. Enter the Syncada URL in your Internet browser. 


2. Enter your user ID and password. 


3. Click the Log In button. 


4. On the Home Page, click the Open link and select Payment Manager under Transactions heading to 
access Payment Manager. 


 
Payment Manager 


 
 


In the Payment Manager, invoices are displayed in the Payment List. You can select a folder to view its 
contents. The folders are organized to help you easily find invoices that you need to review or to perform actions 
on. 


• The Inbox folders allow you to quickly find invoices by Financial Status that are assigned to you (or a user 
group you belong to) for review and approval. 


  You can set up email notification to be automatically notified when invoices appear in your Inbox. 
• The Outbox folders allow you to view invoices that have been approved which have not reached their due 


date or have already been paid. 
• The Authorization folders allow you to view authorization documents (e.g. orders) used to audit invoices, or 


that require action for the transaction to continue through the payment process. 
• The Personal Folders include the Find All and Unpaid Invoices subfolders, as well as any custom folders you 


have created in the Payment Manager. 
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Searching for Invoices 
 


 


If you want to refine these standard searches (folders), you can customize your search using the Advanced 
Search function. In the Advanced Search window, each tab provides different criteria. If you select search criteria 
on multiple tabs, the documents returned must meet all the selected criteria. 


 
Run an Advanced Search 


1. In the Payment Manager, click the Advanced Search link. 


2. In the Advanced Search window, select search criteria on the appropriate tabs. 


3. Click the Search button to run the search. 


4. The search results will be displayed in the Payment List. 
 


Tab Description 
Control To search for documents based on the document type, document number, reference 


data, monetary amount, or currency. 
Dates/Notes To search for documents based on date, or the most recent notes added to the 


transaction. 
Status To search for documents based on their current status within Syncada. 
Participants To search for documents based on the participants involved in the transaction, 


including the buyer and supplier. 
From/To/Mode To search for documents based on the ship to or ship from of the transaction. 
View To determine the data elements to be displayed in the search results. 


 


Edit a Search 
After you run a search, if you want to modify the search criteria, click the Edit Advanced Search link in the 
Payment List. If you want to run a new search, click the Advanced Search link again. 


 
Save a Search 
To save your search criteria, go to the next section, Creating Personal Folders. 


 


Run a Quick Search 
The Quick Search feature allows you to quickly run a search without needing to enter search criteria on multiple 
tabs in the Advanced Search window. You can search for documents by a few of the most commonly-used search 
options. 


1. In the Payment Manager, select a value in the Quick Search... field. 


2. In the drop-down list, select one of following search options: 


a. Document Number 


b. Buyer/Supplier 


c. Ship From/To 


3. Click Go. 


4. The search results will be displayed in the Payment List. 


5. Click the  to close the search results. 
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Creating Personal Folders 
 


 


If you routinely run the same Advanced Search, you can create a personal folder to save the search criteria. This 
will save you time when searching for documents because you will not need to recreate the search each time. 


1. In the Payment Manager, click the Advanced Search link. 


2. In the Advanced Search window, enter the required search criteria on the appropriate tabs. 


3. Click the Search button to run the search. 


4. In the Payment List, click the Save as Personal Folder link. 
 


 
5. In the Save window, enter a name and a brief description of the new folder. 


6. Click OK. 


7. The new folder will be displayed in the folder list under the Personal Folders heading. 


   You will be the only user with access to your custom personal folders. 


 
 


Creating New Invoices 
 


 


The preferred method for entering invoices is via the standard EDI process. Alternatively, you can create a new 
invoice by copying an existing invoice with similar information. Both of these methods save considerable time and 
minimize manual data entry. 


If these options are not available due to technical issues or if there are no other documents to generate the 
invoice from, you may need to manually create the invoice. For more information, go to the HHG Manual Invoice 
Entry Quick Reference Guide. 
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Adding Notes 
 


 


Notes allow users to enter comments and communicate information regarding a transaction. It is recommended 
that you add a note every time you make a change to a transaction, or need to share important information about 
a transaction with your trading partner. 


• The content of a note cannot be edited or deleted after it has been saved. 
• You can add notes to orders, invoices, and eBills. 
• A note remains attached to a transaction throughout the entire history of the transaction. 
• A note on a transaction can be viewed by anyone with access to the transaction; both buyers and suppliers. 
• A transaction can have as many notes as necessary. 


 
 


Add Notes in Payment List 
1. In the Payment List, select the transaction you want to add the note to. 


2. Click the Notes button. 


3. In the Notes window, click the Add button. 


4. In the text box, enter your comments. 


5. Click the Save button. 


6. The pop-up message, "Note saved successfully" will be displayed. 


7. Click OK. 
 


Add Notes in Open Document 
1. In an open document, click the Notes button. 


2. In the Notes window, click the Add button. 


3. In the text box, enter your comments. 


4. Click the Save button. 


5. The pop-up message, "Note saved successfully" will be displayed. 


6. Click OK. 







 


Appendix A: Financial Status Descriptions 
 


 


The Financial Status reflects the status of the transaction in the Syncada Network. It is assigned to a transaction 
based on a number of criteria, including a comparison of invoice and order amounts and business rules 
determined by the participating trading partners. The status of a transaction dictates what actions you need to 
take in order for the invoice to continue through the payment process. 


 
 


Status Description Action 
Approval Final The invoice has been approved for 


payment. 
None, but you may want to monitor invoice 
to ensure it moves to Payment Initiated 
and Payment Settled status. 


Approval Required The PPSO needs to manually approve the 
invoice because the total billed amount is 
greater than the maximum price threshold 
allowed per the buyer’s approval policies. 


Monitor transaction to ensure the PPSO 
approves or holds the invoice within three 
business days. 


Audit Exception The invoice failed the CWA/DPS audit due 
to either a line that was denied in 
CWA/DPS or line values that were outside 
the prepayment audit criteria. 


Review the invoice and modify the 
document to correct the audit exception 
(e.g. zero out the line item exception). 


Cancelled The invoice was rejected by CWA/DPS 
due to invalid data (e.g. invalid GBLOC or 
SCAC) or there was no matching BOL for 
the invoice. 


In Syncada, run the Rejected Files report 
to identify the reason the invoice was 
rejected by CWA/DPS. Resume the 
invoice, make the necessary corrections, 
and save changes. 


Denied PPSO denied the invoice to indicate the 
invoice will not be paid. Typically, invoices 
are denied due to an outstanding issue  
that has not be addressed by the TSP (e.g. 
PPSO needs more information before 
approving invoice for payment). 


Provide PPSO required information by 
entering notes on the transaction, and 
request PPSO to approve the invoice. 


Held PPSO placed the invoice on hold because 
it requires further research before being 
approved. Typically, invoices are held if 
the total billed amount is greater than the 
maximum price threshold and requires 
manual approval. 


Review the transaction notes added by the 
PPSO in Syncada to determine why the 
invoice was held. If needed, you can 
communicate relevant information to buyer 
by adding your own note. 


Payment  Initiated Syncada has begun processing payment 
for the transaction (i.e. submitted request 
for the deposit of funds). 


None, but you may want to monitor invoice 
to ensure it moves to Payment Settled 
status. 


Payment Settled The request for the deposit of funds has 
been accepted. Within Syncada, the 
transaction is considered paid and 
complete. 


None, but you may want to monitor your 
bank account to ensure the funds are 
posted to your account within 72 hours. 


Unmatched Syncada does not have a BOL to match 
the invoice. Typically, this is because 
CWA/DPS has not audited the invoice and 
sent the BOL to Syncada yet. 


If invoice remains in Umatched status for 
more than 3 days, you need to confirm if 
the invoice is in CWA/DPS. If not, please 
contact Syncada customer service to 
research the issue. 
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