
PCS Settlement Approval 

  
Introduction This guide provides the procedures for approving a PCS settlement in 

TPAX. 

  
Procedures See below. 

 

Step Action 

1 On the Travel webpage, under the E-Learning tab, select the link for the 

Approving Official Checklist.  

  
 

2 Here is an example of the checklist. It can be printed or checked online while 

auditing the claim. 

 
 

  

 Continued on next page 
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Step Action 

3 To open the claim, log into TPAX and select Auth. Official from the View drop-

down.  

 
 

4 The screen will update with the TONO(s) to be audited. Select the TONO and 

click View/ Authorize to audit the claim.  

 
 

  

 Continued on next page 
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Step Action 

5 The Remit To tab will display. First select Manage Images to view all pertinent 

documents that should accompany the claim. This includes orders and required 

receipts. Keep this document open while you audit the claim. When finished 

reviewing, click Next.  

 
 

6 The Transactions tab will display.  Any Advances the member received for this 

claim will be shown here. Click Next.  

 
 

  

 Continued on next page  
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Step Action 

7 The Entitlements tab will display. First, verify the Effective Date of Orders was 

input correctly. The formula for the effective date of orders is: 

Report date – (# of days of travel) + 1. Then select the Edit link on the Enroute 

PCS Travel line. 
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Step Action 

8 The What’s Authorized tab will display.  Verify that the options selected match 

what the member was authorized on their orders. Then click Next.  
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Step Action 

9 The Itinerary will display. Important information to verify:  

 Compare Duration of travel drop-down choice against the Dates on the 

itinerary.  

 Verify each leg of travel to ensure the:  

1. Departure/Arrival Dates match the Depart/Report dates in Direct Access.  

2. Correct Trans Reasons are selected. 

3. Local Method and Embark boxes are checked for appropriate legs.  

4. Miles are filled in on the appropriate legs.  

When finished auditing, click Next.    

 
 

  

 Continued on next page 

  



PCS Settlement Approval, Continued 

  
Procedures, 

continued 
 

 

Step Action 

10 The Constructed Itinerary tab will display. This tab is used when the member’s 

travel is limited by the Cost of the GTR. In this example it does not apply. Click 

Next.  

   
 

11 The Reimbursables tab will display. Verify the expenses with receipts the member 

has claimed by clicking Add/Edit Trip Expenses. Since this member isn’t 

claiming any Reimbursable Expenses, click Accept Changes.  
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Step Action 

12 The Entitlements tab will display. Click Calcs.  

 
 

  

 Continued on next page 

  



PCS Settlement Approval, Continued 

  
Procedures, 

continued 
 

 

Step Action 

13 Here you will see the Daily Expense breakdown. Verify the correct number of 

travel days are listed and that the amounts of per diem for both member and 

dependents are reflected. Click the Audit Remarks button. 

 
 

The traveler’s previous remarks will display. Add/Edit/Delete if necessary, then 

click Done. 

 
 

When finished, click Done.  
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Step Action 

14 The Entitlements tab will display. Notice the Status for the Enroute PCS Travel 

now says Reviewed. Select the Edit link on the DLA line.  

 
 

15 Verify the box is appropriately checked (must be authorized, dependents’ address 

MUST be in the Remarks). Then click Done.  
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Step Action 

16 The Entitlements tab will display. Notice the Status for the DLA now says 

Reviewed. Select the Edit link on the TLE line.  

 
 

17 For each TLE Day, verify the dates do NOT match any travel days. Travel dates 

are calculated based on the effective date of orders. The Location must be within 

50 miles (or 2 hours roundtrip) of either the old PDS or the new PDS. ONLY the 

Zip Code of the old PDS or new PDS located on the orders should be listed (not 

the zip code of the hotel). Verify the correct people are listed in the Who’s being 

paid column and the lodging amount matches the receipt attached to the claim. 

When finished auditing, click Done.  
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Step Action 

18 The Entitlements tab will display. Notice the Status for the TLE now says 

Reviewed. Click Next. 
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Step Action 

19 The Computation tab will display. Verify that all amounts match the orders and 

are correct. Also verify that any advances were applied. Then click Next.  
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Step Action 

20 The Financial tab will display. Make sure the Classification String matches the 

TONO and Line of Accounting (LOA) from the travel orders and that the Amount 

is correct. Click Next.  
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Step Action 

21 The Remarks tab will display. Verify all required remarks are listed in the 

Voucher Remarks box. Then click OK.  

 
 

If this warning appears, click OK. You might need to click OK again to continue.  
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Step Action 

22 This box will display. Select Yes and then Certify (required to continue in 

TPAX).  

 
 

23 Notice the Status has updated to Reviewed by AO. Select the TONO and select 

either Approve Request if everything is accurate or Return to Traveler if edits 

are required. 
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Step Action 

24 If Return to Traveler is selected, a box appears to enter comments as to why it is 

being returned. Enter your Secondary Password and click OK.  

 
 

If Approve Request is selected, enter in your Secondary Password. Make sure 

the Print signed Document box is checked and click OK. The claim is now sent 

to PPC. 

 
 

    

  


