
PCS Supplemental Settlement 

  
Introduction This guide provides the procedures for submitting a PCS Supplemental 

Settlement in TPAX.  

  
Before you 

Begin 
After completing a supplemental settlement, you will be required to attach 

the original scanned document file and any new required receipts. It is 

recommended BEFORE YOU BEGIN the settlement, to complete the 

required scanned file to attach to the claim, before forwarding to the AO 

for approval. 

 

Note from PPC (TVL): The reason to attach what was already done is 

because TPAX does not group claims together and our techs would have 

to log into TPAX to pull the documents from the previous claim which 

would cause delays in processing not only for your claim, but for all the 

claims in the queue. Help us help you and our shipmates. 

  
Procedures See below. 

 

Step Action 

1 After logging into TPAX, click the Create New drop-down and select 

Settlement Request. 
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PCS Supplemental Settlement, Continued 

  
Procedures, 

continued 
 

 

Step Action 

2 The Travel Order Selection screen will display with a list of all previously 

entered orders. To enter a Supplemental Settlement, click on the Travel Order 

Number (TONO) link for the applicable settlement.  

 
 

3 Click on Select to make a supplemental claim against the TONO. 
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PCS Supplemental Settlement, Continued 

  

Procedures, 

continued 
 

 

Step Action 

4 Go to the Entitlements tab. In this example, the member is adding TLE. Select 

TLE from the drop-down, then click the Add This Entitlement button. 

 
 

Note: There is no need to delete any entitlement in a supplemental unless 

specifically trying to remove that particular entitlement. For supplemental 

claims, only add additional entitlements that were not present in the 

previous settlement. 

5 Enter the Date, Location, check the Who’s being paid for TLE and input the 

Lodging Amount. Then click Accept. 
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PCS Supplemental Settlement, Continued 

  
Procedures, 

continued 
 

 

Step Action 

6 Once finished with the TLE tab, click Accept Changes. 

 
 

7 The TLE will now be reflected in the Entitlements tab. Click Next. 
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PCS Supplemental Settlement, Continued 

  
Procedures, 

continued 
 

 

Step Action 

8 The TLE will also display on the Computations tab. Click Next. 

 
 

9 Verify the amount and the accounting string. If correct, click Save. 
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PCS Supplemental Settlement, Continued 

  
Procedures, 

continued 
 

 

Step Action 

10 Check the boxes and click Certify to certify the entitlements added to the 

supplemental claim. 

 
 

11 The Supplemental Settlement is now complete and listed with the original 

Settlement. If all the scanned documents have been attached to the claim, it can 

be forwarded to the AO for approval. 
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