20 November 2019

Requesting a PCS Travel Advance via Proxy

Introduction This guide will help you request a PCS Travel Advance (as a Proxy).
Procedural PCS orders must have all PCS entitlements calculated, with the total
Warning amount the member is authorized, and the amount authorized as an
advance.
Procedures See below
Step Action

1 Log into TPAX as you normally do:

Web TPAX Login

Last Bulld: Saptamber 7, 2015 (6.21.5)
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Requesting a PCS Travel Advance via Proxy via Proxy,
Continued

Procedures,
continued
Step Action
2 Change your view to Proxy.
CoasTE, J00¥ T-PAX Inbox e
[Reservations] [Regulations] [Currency]

3 Under Create New select Advance Request.
ok T-PAX Inbox View:

[Reservations] [Regulations] [Currency]

Profile and History » [Create New» | Tools » Help »

‘ Authorization Request
o

Status
Date

Arrive
At

Request
1D

Settlement Request
Advance Request

Created | Autn
‘catego'y‘ By | oOfficial

Status QOrigin

‘Amoum

Continued on next page
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Requesting a PCS Travel Advance via Proxy via Proxy,
Continued

Procedures,
continued

Step Action

4 Enter the member’s Emp. ID, click Search and then OK.

Select Traveler

Emp. ID: SEN: Last Name:
000046 |GD;\STIE. TREVOR Search

I o

Address-1. (444 SE QUINCY STREET |

Address-2: | | Grade/Rank: |ET |

City: |TOPEKA Organization: |?g4?4{]ﬂ |

|
State/Country: |KANS-|!\S | DSSM: | |
|

Zip Code: |35533

OK Cancel Help

Continued on next page
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Requesting a PCS Travel Advance via Proxy via Proxy,
Continued

Procedures,
continued
Step Action
5 Enter the TONO and click OK.
ELELBUHELL Travel Order Selection e PR
Settlement
TONO: [1217G87000000000 |
Order Number Category | StartDate | End Date m('):b'f‘md Date OBl.
. Select an existing order or enter a new order - - | —
number with which you wish to work and then ance =

click the OK button

Continued on next page
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Requesting a PCS Travel Advance via Proxy, Continued

Procedures,
continued

Step Action

6 Enter the member’s Grade/Rate and change Type of Order to PCS. Pick
appropriate choice from Type of PCS drop-down. Click the Origin hyperlink and
enter the old duty station. Click the Destination hyperlink and enter the new duty
station. See successive (next two) screen shots.

COASTIE, TREVOR Travel Order Views Froxy

rade/mank: " Order Mumber(s): * Type of Order.

5
E7 v 1217GE7000000000 [P -

Description What's Authorized Dependents Remarks

I
* Type of PCS | Station to Station w |I
* Issue Date 011712017 ]
Trip Mame: | |
* Detach Date 02/01/2017 [
Issuing Organization |?5\474GE| |
.
Paying Organization [7e47400 | Report Date 0211712017 B
Group Travel |:|
Funds [Coast Guard v
: Origin @ck to enter Location from which travel will con
* Destination [Click fo enter new Permanent Duly Station Location

e ][ | [ ]

Continued on next page
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Requesting a PCS Travel Advance via Proxy, Continued

Procedures,
continued
Step Action
7 Enter the Location of the Old Duti Station. Click Acceit.
Origin - Location of Old Duty Station
Country / State]  ccows cos Zp Code | City:
[Ks Kansas | [Topeka, Shawnee
[Ks KANSAS v [ Topeka, Shawnee v
County / Locality:
[TOPEKA / SHAWMEE |
[ |
Accept Cancel

8 Enter the Location of the New DUti Permanent Station. Click Acceit.
x

Destination - Location of New Duty Station

Country / State.  ccows cons Zip Code f City:
[MA MASSACHUSETTS | [Boston, Suffolk |
[ MA MASSACHUSETTS v| [ Boston_ Suffolk v
County / Locality:
[BosTONM 7 SUFFOLK |
| v]

Accept Cancel

Continued on next page
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Requesting a PCS Travel Advance via Proxy, Continued

Procedures,
continued
Step Action
9 You should be navigated back to the Travel Order page. The page should reflect

the Origin and Destination of your Traveler. Ensure Issue/Detach/Report dates
are correct or adjust as necessary. Click the What’s Authorized tab.

COASTIE, TREVOR Travel Order View:  Froxy

* Grade/Rank: " Order Murmber(s): * Typs of Order:

5
E7 hd 1217GA7000000000 Fo e

Description What's Authorized Dependents Remarks

* Type of PCS [Station to Station M
* lssue Date 011712017 B
Trip Mame: | |
* Detach Date 0200172017 B
Issuing Crrganization |?5\474GE| |
"
Paying Organization [7e47400 | Report Date 02/17/2017 B
Group Travel O
Funds [Coast Guard M
* Origin ﬁDpEkﬂ. K5, Shawnee ]
" Destnaton NN ]

e ] o ] [ ]

Continued on next page
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Requesting a PCS Travel Advance via Proxy, Continued

Procedures,
continued
Step Action
10 | Select relevent items and click Dependents tab.
COASTIE, TREVOR Travel Order View: Proxy
* Grade/Rank: " Order Mumber(s): * Typs of Order:
E7 hd 1217G87000000000 S >
Description What's Authorized Remarks
[ ship POV TLE ] Emergency TLE
DLA [with Dependents hd [ Procesd Time [ separate cOT Travel
Household Goods Mone ~
‘ Back ‘ ‘ Next ‘ ‘ Save ‘ ‘ Cancel ‘ ‘ Help ‘

11 | If the member has a previous PCS move, you need only click Get Dependents
and a list of dependents will appear.

View: Proxy
COASTIE, TREVOR Travel Order
" Grade/Rank- " Order Mumber(s): * Type of Order.
ET ~ 1217G87000000000 2GS =
Descripti What's Remarks
Name of D i o oy Birth / Marriage Date | | |
|| Get Dependents I | Add ‘
Back | | Next ‘ Save | ‘ Cancel | ‘ Help

Continued on next page
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Requesting a PCS Travel Advance via Proxy, Continued

Procedures,
continued
Step Action
12 | You may have to add dependents. If so, click Add to enter dependents.
COASTIE, TREVOR Travel Order View: Proxy
* Grade/Rank: * Order Mumber(s): * Typs of Order:
E7 b 1217GETI00000000 PCS e

Description What's Authorized Dependents Remarks

Name of D Relationship to Birth / Marriage Date | | |

| Get Dependents | || Add ||

‘ Back ‘ ‘ Next ‘ ‘ Save ‘ ‘ Cancel ‘ ‘ Help ‘

13 | To enter dependents: Type the name, choose the relationship from the drop-
down, enter the relevent date and click Accept. Repeat as necessary.

COASTIE, TREVOR Travel Order View: Proxy
* Grade/Rank: * Order Number(s): * Type of Order.
PCS ~
ET ~ 1217G87000000000
Descripti VWhat's i Remarks
MName of Dependent = [zin Date
MemberEmployes
Daniells P. Coastie || [Spouse ~ 1 [ 08/04/2014 AccepfCancel | Delste
Get Dependents

Continued on next page
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Requesting a PCS Travel Advance via Proxy, Continued

Procedures,
continued
Step Action
14 | Navigate to Remarks and enter relevent information. Click Save.
COASTIE, TREVOR Travel Order View: Proxy
* Grade/Rank: " Order Mumber(s): * Typs of Order:
E7 e 1217GE7000000000 PCS ad
Description Vwhat's Authorized Dependents Remarks
Order Remarks:
YOU MAY USE REMARKS FOR ANY INFORMATION DEEMED
NECESSARY TO THE PCS
Back Save ‘ Cancel ‘ ‘ Help ‘

15 | This will bring up the Advance Request screen. Click Entitlements.

COASTIE, TREVOR Wiew: Proxy
TONO: 1217G87000000000 Advance RequeSt

Type of order: PCS ] Cowvered from: | 2/1/2017 | to: [ 272017 |

Type of Advance Full Advance | Type of Partial: |Not a Partial ~

Remit To I Entitlements I Computations Financial Remarks

* Address 1: [444 SE QUINCY STREET |

Address 2- | ]
T City: | TOPERA |
*Country/State: [KS KANSAS ~]

Zip:

| MNext | | Manage Images SAVE || Cancel || Help

Continued on next page
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Requesting a PCS Travel Advance via Proxy, Continued

Procedures,
continued
Step Action
16 | Check Claim is Precomputed.
COASTIE, TREVOR View: Proxy
TONO: 1217G&7000000000 Advance Request
Type of order: | S | coveredfrom: [ 2MR017 | to: [_2A7R2017 |
Type of Advance  Full Advance | Type of Partial: 'Nota Partial v
Remit To Entitlements Computations Financial Remarks

Type

ICIaim is Precomputed I

| From Date E]

Memb/Emp PCS Per Diem

To Date E]

Memb/Emp Transportation

Memb/Emp Reir bl 0.00

Memb/Emp MALT

< >
‘ Back H Next ‘ ‘ Manage Images ‘ SAVE H Cancel H Help ‘

Continued on next page
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Requesting a PCS Travel Advance via Proxy, Continued

Procedures,
continued
Step Action
17 | Enter the appropriate amounts from the orders (either 80% of total entitlement or a

reduced amount requested by the member). Click Next.

COASTIE, TREVOR View: Proxy
TONO: 1217G87000000000 Advance Request
Type of order: | PCS | Coveredfrom: [ 2AROIT | to: [ 2172017 |
Type of Advance  Full Advance | Type of Partial: Mota Partial v
Remit To Entitlements Computations Financial Remarks
Type Amount i]
Claim is Precomputed | From Date| i/2017 |
P M Memb/Emp PCS Per Diem 2000.00 j
To Date 217207 |22
Memb/Emp Transportation 750.00
Memb/Emp Reimbursables
MembEmp MALT 750.00
< >
Back Mext Manage Images ‘ SAVE ‘ ‘ Cancel | ‘ Help ‘

Continued on next page
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Requesting a PCS Travel Advance via Proxy, Continued

Procedures,
continued

Step Action

18 | This will bring up the Computations screen with the appropriate amounts as
reviously entered. Verify as correct and click Next.

COASTIE, TREVOR Viewn Proxy
TONO: 1217GS7000000000 Advance Reque.‘;t

Type of order: | PCS | Covered from: [ 22017 | to: [ 2M7R017T ]
Type of Advance | Full Advance % Type of Partial: |Nota Partial v
Remit To Entitlements Computations Financial Remarks

Computed Advance

Description Total [

Memb/Emp PCS Per Diem 2.000.00 ||

Memb/Emp Transportation 750.00 |I
Memb/Ema MALT 750.00 | Date Advance Due
' Authorized Advance 0.00

Method of Payment | EIEEI - A - |

Dus Employee
‘ Back ‘ MNext | Manage Images | SAVE ‘ ‘ Cancel ‘ ‘ Help ‘

Continued on next page
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Requesting a PCS Travel Advance via Proxy, Continued

Procedures,
continued
Step Action
19 | You will be pathed to the Financial tab. Click Add/Modify Accounting.
COASTIE, TREVOR Advance Request View: Proxy

TONO: 1217GE7000000000

Type of order: | PCS | Coveredfrom: [ 212017 | to: [ 2172017 |
Type of Advance | Full Advance “| Type of Partial: | Nota Partial W
Remit To Entitlements Computations Financial Remarks.
DhiCr Classification String Amount

| Back || Mext | ‘ Manage Images | SAVE H Cancel H Help ‘

Continued on next page

14



20 November 2019

Requesting a PCS Travel Advance via Proxy, Continued

Procedures,
continued
Step Action
20 | This will bring up a generic Line of Accounting. Do not adjust this line. Ensure
aggregate amount is correct and click Save.
ioo:;‘ﬁ;;f‘m CG Accounting View:  Froxy
TONO Ag RID  Appr Limit Alt Al ProgEle CstAct Obj Amount
1217G37000000000 | 2| X | 000 | 000 | DD| 0 | ADV | DOOT0 | 000D | 33.500.00‘ Edit Del
I Save |‘ Cancel ‘ ‘ Help ‘
21 | You will be returned to the Financial page. Click Next.

COASTIE, TREVOR View: Proxy
TONO: 1217GE7000000000 Advance Req uest
Type of order: | PCS | Covered from: 201/2017 to: 211772017
Type of Advance | Full Advance “| Type of Partial: | Nota Partial W
Remit To Entitlements Computations Financial Remarks
DbiCr Classification String Amount
Db 1217GE7000000000 2 ¥ 000 00D 00 0 ADY 00000 000D 3,500.00
 AddModify Accounting |
Back ‘I Next I ‘ Manage Images ‘ SAVE ‘ ‘ Cancel ‘ ‘ Help ‘

Continued on next page
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Requesting a PCS Travel Advance via Proxy, Continued

Procedures,
continued
Step Action
22 | Enter remarks as appropriate, then click Manage Images.

COASTIE, TREVOR View: Proxy

TOMO: 1217G87000000000 Advance ReqUESt

Type of order: | PCS | Coveredfrom: [ 22017 | to: [ 2472017 |

Type of Advance  Full Advance * Type of Partial: | Nota Partial v

Remit To Entitlements Computations Financial Remarka --------
Voucher Remarks:
Enter amounts as appropriate

Manage Images ‘ SAVE ‘ ‘ Cancel ‘ | Help ‘

23

Click Browse, find the previously saved documents (remember the Procedural

Warning), enter Image Description and click Upload Image.

COASTIE, TREVOR . View:  Proxy
TONO: 1217GB7000000000 Images and Receipts
Imeage or Receipt File Name
Image description:
I I Upload Image
Done Help

Continued on next page
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Requesting a PCS Travel Advance, Continued

Procedures,

continued

Action

24

Click Done once the PDF file appears.

COASTIE, TREVOR . View:
TONO: 1217GB7000000000 Images and Receipts !

Image or Receipt File Mame

Browse...
Image description:
Upload Image
Member quers
Done Help
25 | You will be returned to Remarks. Click Save.
COASTIE, TREVOR View: Proxy
TONO: 1217GE7000000000 Advance ReqUESt
Type of order: | PCS | Coveredfrom: [ 22017 | te: [ 2072017 ]
Type of Advance  Full Advance | Type of Partial: | Nota Partial v
Remit To Entitlements Computations Financial Remarks
Voucher Remarks:
Enter amounts as appropriate
‘ Back ‘ ‘ Manage Images SAVE | Cancel H Help |

Continued on next page
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Requesting a PCS Travel Advance via Proxy, Continued

Procedures,

continued

Release to Traveler

—

Step Action
26 | You will be pathed to your Inbox.
COASTIE, JODY T-PAX InboXx View:
[Reservations] [Regulations] [Currency]
Profile and History » Create New » Tools» Help» Logou
Type of | Start [ End Created | Auth. Status . |Armrive| Request
SSN | Name TONO ronucet| Date | Date |Category| “ae | Stk status| SRS onigin| A auest | Amount
Entered
[ |esem4s| SRS | 1217G57000000000 | Advance |2i2017 |2t70i7| ees | GRASTE _Exx 1252017 | Traveler 1100217730 53(59“23-0“
I
27 | Check the box and click Release for Approval.
COASTIE, JODY T-PAX Inbox View:
[Reservations] [Regulations] [Currency]
Profile and History » Create New » Tools» Help» Logout
Type of | Start End Created | Auth. Status . |Armve| Request
SSN | Name TONO ronuont| Date | pate |Category| “ar®? | SAT status| TR orign| AT et amount
Entered
sesass | CORSTIE | 1217687000000000 | Advance |21i2017 |2n7n017|  Pos | GOASTEE TE:X 112572017 | Traveler 100217730 53(5;3'00
Release For Approval | | Print ‘ | View | Modify Delete

Find

18
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Requesting a PCS Travel Advance via Proxy, Continued

Procedures,
continued
Step Action
28 | Select an AO, enter your secondary password and click OK.

COASTIE, JODY

T-PAX Inbox

[Reservations]

[Regulations]

WARNING

[Currency]

There are severe criminal and civil penalties for making or presenting a false,
fictitious, or fraudulent claim under U. S. Code Title 18, Section 237 Title 31,

Section 3729; and Title 10, Section 932 (UCMJ, Article 132)

Select an Authorizing Official

‘COAST\E. JACKE. (7847400)

‘COASTIE JACK E. (T947400)

Enter Secondary Password

View:
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