
PCS Claim – Member to Member 

Overview 

  
Introduction This guide provides the basic procedures for entering a PCS claim in 

TPAX when two Coast Guard members are married and transferring. One 

section shows the members traveling together at the same time. The other 

shows the members traveling separate at different times.  

  
Scanning 

Documents 
It is important to upload ALL supporting documentation to the PCS 

claim/settlement. All documents should be scanned into a single PDF file. 

PPC can’t open anything other than a PDF. Some of the required items 

include the following: 

 Signed PCS Orders 

 Lodging Receipts with proof of payment (for TLE reimbursement) 

 Airfare/AdTrav Fee Receipts 

 Alaska Marine Highway Itinerary (if taking the ferry) 

 Receipts for all items over $75 

  
Maximum 

Amount 

Payable 

Remember that the maximum TPAX will pay for a PCS claim is 

equivalent to the fastest driving route from the old Permanent Duty Station 

(PDS) to the new PDS. You can take any route or method of 

transportation, but keep in mind that what is listed above is the maximum 

amount payable. 
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Member to Member Traveling Separate – Member #1 

  
Introduction This scenario covers a member to member PCS where Member # 1 and 

Member #2 drove on separate days in 2 different POVs. Both members 

were authorized MALT, TLE and Per Diem. The member with the higher 

pay grade (Member #1) claimed the DLA. Member #1 traveled with a 

dependent. This section shows how to account for Member #1’s travel. 

  
Procedures See below.  

 

Step Action 

1 Enter your home address at your new PDS. Then click Next.  

 
 

  

 Continued on next page 

  



Member to Member Traveling Separate – Member #1, 

Continued 

  
Procedures, 

continued 
 

 

Step Action 

2 Leave the default as Enroute PCS Travel, then click Add This Entitlement.  

 
 

3 Since Member #1 is driving, make sure the Owner operator of POV is checked, 

the correct number of cars are authorized and the member and dependent are 

both selected in the Who Being Paid section. When finished, click Next. 

 
 

  

 Continued on next page 



Member to Member Traveling Separate – Member #1, 

Continued 

  
Procedures, 

continued 
 

 

Step Action 

4 Enter the itinerary for Member #1. When finished, click Accept Leg.  

 
 

5 When member to member, the member with the higher pay grade will claim the 

DLA. Now add the DLA. Click Add This Entitlement. 

 
 

  

 Continued on next page 

  



Member to Member Traveling Separate – Member #1, 

Continued 

  
Procedures, 

continued 
 

 

Step Action 

6 Check the box since your dependent is moving with you. Click Accept.  

 
 

7 Now add the TLE. Click Add This Entitlement. 

 
 

  

 Continued on next page 

  



Member to Member Traveling Separate – Member #1, 

Continued 

  
Procedures, 

continued 
 

 

Step Action 

8 Add each TLE Day. Remember that the date cannot be a travel date and MUST 

match the receipt (which is required), the lodging must be within 50 miles (or 2 

hours roundtrip) of either the old PDS or the new PDS. ONLY enter the zip code 

of the old PDS or new PDS located on the orders (not the zip code of the hotel). 

Check Who’s being paid, enter what was actually spent on lodging including 

taxes for the day specified. When finished, click Accept Changes.  

 
 

  

 Continued on next page 

  



Member to Member Traveling Separate – Member #1, 

Continued 

  
Procedures, 

continued 
 

 

Step Action 

9 Click Calcs.  

 
 

10 This shows exactly what you will be reimbursed for TLE. The system 

automatically calculates your TLE based off the JTR computation and the PDS 

zip code entered. Click Done.  

 
 

  

 Continued on next page 

  



Member to Member Traveling Separate – Member #1, 

Continued 

  
Procedures, 

continued 
 

 

Step Action 

11 Once you have input the itinerary, DLA, TLE and reimbursable expenses, check 

the Computations tab. Member #1 was paid for Per Diem, MALT, Dependent Per 

Diem, DLA and TLE. Continue with the rest of your claim. Don’t forget to 

Apply Advances if necessary. 

 
 

Ensure you have all orders and any receipts over $75.00 scanned and attached in 

the Manage Images section of TPAX. Also mention in the remarks that you are 

member to member.  

  

  

  



Member to Member Traveling Separate – Member #2 

  

Introduction This scenario covers a member to member PCS where Member # 1 and 

Member #2 drove on separate days in 2 different POVs. Both members 

were authorized MALT, TLE and Per Diem. The member with the higher 

pay grade (Member #1) claimed the DLA. Member #2 traveled alone. This 

section shows how to account for Member #2’s travel. 

  

Procedures See below. 
 

Step Action 

1 Enter your home address at your new PDS. Then click Next.  

 
 

2 Leave the default as Enroute PCS Travel, then click Add This Entitlement.  

 
 

  

 Continued on next page 



Member to Member Traveling Separate – Member #2, 

Continued 

  
Procedures, 

continued 
 

 

Step Action 

3 Since Member #2 also drove a POV, make sure the Owner operator of POV is 

checked, the correct number of cars authorized and the member is selected in 

the Who Being Paid section. When finished, click Next. 

 
 

4 Enter the itinerary for Member #2. When finished, click Accept Leg.  

 
 

  

 Continued on next page 

  



Member to Member Traveling Separate – Member #2, 

Continued 

  
Procedures, 

continued 
 

 

Step Action 

5 Now add the TLE. Click Add This Entitlement. 

 
 

6 Add each TLE Day. Remember that the date cannot be a travel date and MUST 

match the receipt (which is required), the lodging must be within 50 miles (or 2 

hours roundtrip) of either the old PDS or the new PDS. ONLY enter the zip code 

of the old PDS or new PDS located on the orders (not the zip code of the hotel). 

Check Who’s being paid, enter what was actually spent on lodging including 

taxes for the day specified. When finished, click Accept Changes.  

 
 

  

 Continued on next page 

  



Member to Member Traveling Separate – Member #2, 

Continued 

  
Procedures, 

continued 
 

 

Step Action 

7 Click Calcs.  

 
 

8 This shows exactly what you will be reimbursed for TLE. The system 

automatically calculates your TLE based off the JTR computation and the PDS 

zip code entered. Click Done.  

 
 

  

 Continued on next page 

  



Member to Member Traveling Separate – Member #2, 

Continued 

  
Procedures, 

continued 
 

 

Step Action 

9 Once you have input the itinerary, TLE and reimbursable expenses, check the 

Computations tab. Member #2 was paid for Per Diem, MALT and TLE. Continue 

with the rest of your claim. Don’t forget to Apply Advances if necessary. 

 
 

Ensure you have all orders and any receipts over $75.00 scanned and attached in 

the Manage Images section of TPAX. Also mention in the remarks that you are 

member to member.  

  

  

  



Member to Member Traveling Together – Member #1 

  
Introduction This scenario covers a member to member PCS, where Member #1 and #2 

drove in the same POV and have no other dependents. Only one member 

is allowed MALT and DLA (Member #1). Both members are entitled to 

Per Diem. This section shows how to account for Member #1’s travel. 

  
Procedures See below.  

 

Step Action 

1 Enter your home address at your new PDS. Then click Next.  

 
 

2 Leave the default as Enroute PCS Travel, then click Add This Entitlement.  

 
 

  

 Continued on next page 



Member to Member Traveling Together – Member #1, 

Continued 

  
Procedures, 

continued 
 

 

Step Action 

3 Since Member #1 is driving, make sure the Owner operator of POV is checked, 

the correct number of cars authorized and the member is selected in the Who 

Being Paid section. When finished, click Next. 

 
 

4 Enter the itinerary for Member #1. When finished, click Accept Leg.  

 
 

  

 Continued on next page 

  



Member to Member Traveling Together – Member #1, 

Continued 

  
Procedures, 

continued 
 

 

Step Action 

5 When member to member, the member with the higher pay grade (Member #1) 

will claim the DLA. Now add the DLA. Click Add This Entitlement. 

 
 

6 Do NOT check the box since you are claiming DLA without dependents. Click 

Accept.  

 
 

  

 Continued on next page 

  



Member to Member Traveling Together – Member #1, 

Continued 

  
Procedures, 

continued 
 

 

Step Action 

7 Once you have input the itinerary, DLA and reimbursable expenses, check the 

Computations tab. Member #1 was paid for Per Diem, MALT and DLA. Continue 

with the rest of your claim. Don’t forget to Apply Advances if necessary. 

 
 

Ensure you have all orders and any receipts over $75.00 scanned and attached in 

the Manage Images section of TPAX. Also mention in the remarks that you are 

member to member.  

  

  

  



Member to Member Traveling Together – Member #2 

  
Introduction This scenario covers a member to member PCS, where Member #1 and #2 

drove in the same POV and have no other dependents. Only one member 

is allowed MALT and DLA (Member #1). Both members are entitled to 

Per Diem. This section shows how to account for Member #2’s travel. 

  
Procedures See below.  

 

Step Action 

1 Enter your home address at your new PDS. Then click Next.  

 
 

2 Leave the default as Enroute PCS Travel, then click Add This Entitlement.  

 
 

  

 Continued on next page 



Member to Member Traveling Together – Member #2, 

Continued 

  
Procedures, 

continued 
 

 

Step Action 

3 Since Member #2 is not driving, uncheck the Owner operator of POV box, check 

the No MALT box and then click Next. 

 
 

4 Enter the itinerary for member #2. Since they traveled in the same POV as 

member #1, use the same Departure and Arrival Dates. When finished, click 

Accept Leg.  

 
 

  

 Continued on next page 



Member to Member Traveling Together – Member #2, 

Continued 

  
Procedures, 

continued 
 

 

Step Action 

5 Once you have input the itinerary and reimbursable expenses, check the 

Computations tab. Member #2 was only paid for Per Diem. Continue with the rest 

of your claim. Don’t forget to Apply Advances if necessary.  

 
 

Ensure you have all orders and any receipts over $75.00 scanned and attached in 

the Manage Images section of TPAX. Also mention in the remarks that you are 

member to member.  

  

  

 

 

 


