28 August 2019

PCS Supplemental Settlement

Introduction This guide provides the procedures for submitting a PCS Supplemental

Before you
Begin

Procedures

Settlement in TPAX.

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.

See below.

Step

Action

1

After logging into TPAX, click the Create New drop-down and select
Settlement Request.

RUSH, BUMS Z

My Profile & Trips | Create News  Tools» Help »

Authorization Request
Settlement Request

Advance Request

1219G39SUPPLEQOD

O

1219GESMINIONODD | Setlement 6172019 ‘ Ea"'lﬂ-'?ﬂ'lEi| PCS

Continued on next page
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PCS Supplemental Settlement, continued

Procedures,

continued

Step

2

Action

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.

Travel Order Selection
RUSH, BUMS Z

Settlement

TONO: ||

Order Number Category | StartDate
1219GESMINICNO0D Dl PCS 82019
1219GASSUPPLEDDD I I|::||=_'| I PCS I TM2019
1219GASELPPUS000 Del | Pcs | w2019

Click on Select to make a supplemental claim against the TONO.

RUSH, BUMS Z

TONO: 1219G89ELPPUS000

Select Supplemental To:

If this travel request is a suppl | to ther request then click on the "Select” link next to th
which you wish to do a supplemental. Note: You cannot do a suppl | for a req rked
If this reg is not a suppl

| then simply click on the "Claim is not Supplemental” button 4

Click to Select| Request No.

Dep | Mem | Dep
From Date | To Date IEEE e

Emp DO | PU
Enet Veh| Veh Travel
v

| setect | | 1100994993 |0a01:2018

0820972019 |

Continued on next page
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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.

RUSH, BUMS Z View: Traveler
e BUSO00 Settlement Request
Type of order: | PCS | Covered from: 8/1/2019 to: 8/9/2019
Type of Settlement [Supplemental [v| Type of Partial: ot a Partial [v]
Remit To Transactions | Entitlements | Comp ions Fi ial Remarks
Travel Not Performed: Effective Date:
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel &/1/2019-8/9/2019 Validated Data Delete | Calcs | Comp
Edit | DLA(without Dependents) &1/2019-8/1/2019 Validated Data Delete | Cales | Comp
[TLE || | <= Add This Entitlement
[ Back ][ Next ] [ Manage Images [ Receipts ] [ SAVE ] [ Cancel ] [ Help ]

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 Whe’s being paid for TLE and input the
Lodging Amount. Then click Accept.

RUSH, BUMS Z TLE Expenses View: Traveler
TONO: 1218GE9ELPPUSD00 VIEW ONLY
Date Location Who's being paid Lodging
EREGRE PORTLAND / MULTNOMAH, OR M Bums 7000 | | [Accept fancsl

Continued on next page
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PCS Supplemental Settlement, continued

Procedures,
continued
Step Action
6 Once finished with the TLE tab, click Accept Changes.
RUSH, BUMS Z View: Traveler
TONO: 1219GE3ELPPU S000 TLE Exmnses VIEW ONLY
Date Location Who's being paid Lodging
03/01/2019 Portland, OR Member T0.00 Edit | Delete
‘ Add TLE Day ‘
Accept Changes [ Cancel J [ Help J

7 The TLE will now be reflected in the Entitlements tab. Click Next.

RUSH, BUMS Z View: Traveler
O 2215GaSELPPU Settlement Request
Type of order: | PCS | Covered from: 8/1/2019 to: 8/9/2019
Type of Settlement [Supplemental (| Type of Partial: [Not a Partial [v]
Remit To Transactions Entitlements Computations Fi R
Travel Mot Performed: Effective Date: 812019
Entitlement Type Dates Encompassed Status
Edit| Enroute PCS Travel BM2019-8/92019 Validated Data Delete | Calcs | Comp
Edit | DLA{without Dependenis) SMr2019-8/1/2019 Validated Data Delete | Calcs | Comp
Edit | TLE BM1/2019-81/2019 Validated Data Delete | Calcs | Comp
TLE ﬂ| [ <= Add This Entitlement J

(] (s [ e

Continued on next page
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28 August 2019

Procedures,
continued
Step Action
8 The TLE will also display on the Computations tab. Click Next.
RUSH, BUMS Z View:  Traveler
NG 1219CaSELPPUS000. Settlement Request
Type of order: | PCS | Covered from: 812019 to: 81972019
Type of Settlement |5upplemen!.xl v] Type of Partial: |rJuI a Parbal ""I
Remit To T Er [ Remarks
Total Entitlement | 2.609,03
Dasalplion Tohat Deductions 0.00
Memb/Emgp PCS Per Diem 85400 . .
Partial Payments 288853 |
Memb/Emg MALT 409.20 :
LA 158203 Amount Payable | 113,50
TLE 1200 Advances ' 0.00 |
Method of Payment [ (T E DT |
Due Employee 113.50 |
Split Payment 0.00 |
Computed Split 0.00
Apply Advances
Enler amoun in Spll Payment field o pay
GTGG
This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed
0E0|EES [reonsse [ save ([ coma (" we ]

9 Verify the amount and the accounting string. If correct, click Save.

RUSH, BUMS Z View: Traveler
i Settlement Request
Type of order: | PCS | Covered from: to:
Type of Settlement [Supplemental [] Type of Partial: [t 2 Partal [v]
Remit To Transactions Entitlernents Computations Financial Remarks
DbCr ‘Classification “‘1 Amount
Dby 1219GESELPPUSH00 2 P 901 123 56 0 BA 64132 2151 113.50
l Add | Mockty Accounting ]
2EEE=E (=l e= e e |

Continued on next page
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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.

From Date | ToDate Description Amount
i 129 8M2019 | TLE Lodging al PORTLAND / MULTHOMAH, OR for at least 70.00
vl 2582019 | Al required documents have been uploaded at a low definition,
in a single file

It is strongly suggested that you scan documents in the order listed above to expedite processing of
your settlement request

Certify | Later I‘ Cancel I‘ Help ‘

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.






