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PCS Claim — Member Travel Only

This guide provides procedures for entering a PCS claim in TPAX when
just the member is traveling. Use the Member Travel Only guide to
complete a basic claim. Click on the various links on the next page for
additional details for your specific scenario.

(a) Joint Travel Regulations (JTR)

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:

e Signed PCS Orders

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

e Airfare/Booking Agent Fee Receipts

¢ Alaska Marine Highway Itinerary (mandatory if taking the ferry)

e Receipts for all items over $75

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 is the maximum amount payable.

The Coast Guard Finance Center (FINCEN) processes the following:
e Personally Procured Moves (PPM)

e Privately Owned Vehicle (POV) Shipment

e POV Storage

e Temporary Lodging Allowance (TLA) Claims

Do NOT send these items to PPC. They will be returned and you will only
prolong payment.

Note: Travel in accordance with policy for a POV Shipment must be
included in your travel claim. The POV Shipment expense is handled by
FINCEN.

If any part of your PCS travel involves flying, ALWAYS pick TP-
Government Procured Plane vice CP — Commercial Plane to ensure the
system will pay out correctly.

Continued on next page
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Overview, Continued

Travel Time This chart determines how many travel days are authorized based on miles
Chart driven.
: : Number of Travel
Number of Miles Driven Days Authorized
400 or less 1
401-750 2
751-1100 3
1101-1450 4
1451-1800 5
1801-2150 6
2151-2500 7
2501-2850 8
2851-3200 9
3201-3550 10
3551-3900 11
3901-4250 12
4251-4600 13
4601-4950 14
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Mixed Mode — PCS to a Ship (Chasing the Boat — Old 66
PDS to New PDS Ship Underway)
Mixed Mode — PCS to a Ship (Chasing the Boat — Old 73
PDS Underway to Homeport to New PDS Underway)
PCS — Boot Camp to “A” School 82
PCS — Separation/Retirement 87
PCS with TDY Enroute (TEMDU) 88
Travel Time Less Than Authorized 96
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Member Travel Only

Introduction

This guide provides the procedures for a member traveling alone. Use this
guide to complete a basic claim. Click on the various links on the overview
page for additional details for your specific scenario.

This example shows a member without dependents traveling via a privately
owned vehicle from one CONUS Permanent Duty Station (PDS) to the
next CONUS Permanent Duty Station (PDS).

Procedures See below.
Step Action
1 Once logged into TPAX, click Create New.
consre.soow T-PAX Inbox View:
[Reservations] [Regulations] [Currency]
Profile and History » Create New» Tools» Help» Logout

|TONO |Type ofRequest‘Start Dale‘ End Date|CalegDry ‘ Created By‘Auth. O‘Iﬁcial‘ smtus| Status Date‘ongin‘m'meAt| Request ID‘Amount

]
2 Click Settlement Request.
st T-PAX Inbox
[Reservations] [Regulations]

Profile and History » [ Creale News Tools» Help»

Authorization Request
Type Settlement Request
Advance Request

Continued on next page
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Member Travel Only, Continued

Procedures,
continued
Step Action
3 Enter the Travel Order Number (TONO) from the Direct Access (DA) PCS

Orders, then click OK.

SR L Travel Order Selection View:  Traveler
Settlement
TONO: [1217G96PRA4YVO00 |
Order Number Category | StartDate | End Date w""gb’fmd Date Obl.
Select an existing order or enter a new order oK Cancel Hel
number with which you wish to work and then -

click the OK button

Select your Grade/Rank from the drop-down. Select PCS from the Type of
Order drop-down.

COASTIE, JOOY Travel Order Vidse: \Travtar
" Grade/Rank Oirchar Mumbsans) Type of Order
1217G96PRAS D00 Do Type 13
- ) nanaticnsl
CS
Local

Continued on next page
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Member Travel Only, Continued

Procedures,
continued

Step Action
5 Select the Type of PCS option that best describes the type of PCS involved
with this travel order.

COASTIE, JODY Travel Order ViewsTraveler
" GradeRank  Order Number(s). " Type of Order.
E4 v 1217G96PRA4YVI00 [Pes >
Description  \What's Authorized  Dependents  Remarks
* Type of PCS Station to Station
Henorable GT 90 % Separation ] # e
Dishonorable or LT 90 Separation% ssue Date [

Trip Name: Retire tFleet R

men eserve *
Croe o e —
Home to First Duty Station

" In Training Travel
Issuing Organization Boot Camp to 'A" School

Paying Organization 7947400 ‘ Report Date l:lj

Group Travel (]
Funds [Coast Guard v]
" Origin [Click to enter Location from which travel will commence|
* Destination [Click to enter new Permanent Duty Stafion Location |
T = = T = &
6 Enter a Trip Name. Select the Origin link to enter the location from which
travel will begin.
CEELE LN Travel Order WA GRS
* Grade/Rank: * Order Number(s) * Type of Onler-
[FCs v

E4 v 1217GSEPRASYVDO0

Description  'What's Authorized  Dependents  Remarks

* Type of PCS [ Station to Station v
Trip Name: J2017 PCS ||
* Detach Date [:]j
Issuing Organization [re47400 ]
Pain Owgericalon 7547400 ] " Fapos Dale 74
Group Travel O
Funds | Coast Guard v
" Origin ick to enter Location from which travel will commencel
" Destination [Click To enter new Permanent Duty Station Location |

| Next | Save | | Cancel | | Help |

Continued on next page
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Member Travel Only, Continued

Procedures,
continued
Step Action
7 When inputting locations, first type in the State and click tab. In the Zip
Code/City, type in the Zip Code of the old PDS (located on the orders) to find
the right location and it will fill out the county/locality for you. If the zip code
does not display correctly, use the drop-down to select the correct one, then
click Accept.
M
Origin - Location of Old Duty Station
Country [/ State: coows cows Zip Code / City:
KS KANSAS || 66683 Topeka, Shawnss
[k KaNSAS v BE6E3 Tapeka, Shawnss v
County / Locality:
[TOPEKA 1 SHAWNEE |
| v]
Accept Cancel
8 Select the Destination link to enter the new Permanent Duty Station Location.
COASTIE, JODY Travel Order View:  Traveler
* Grade/Rank: * Order Number(s): " Type of Order.
E4 v 1217GS6PRASYVDDD [PeS =
Description  What's Authorized  Dependents  Remarks
* Type of PCS [Station to Station vl
Trip Name [2017 PCS ]  lssue Dete —  1=&
etsehoste C—#&
Issuing Organization [7347400 |
Paying Organization [7947400 ] " Report Date I
Group Travel O
Funds | Coast Guard v
* Origin 55T Topeka, Ko oh |
[ = 1 L - W = = |

Continued on next page
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Procedures,
continued

Step Action

9 When inputting locations, first type in the State and click tab. In the Zip
Code/City, type in the Zip Code of the new PDS (located on the orders) to find
the right location and it will fill out the county/locality for you. If the zip code
does not display correctly, use the drop-down to select the correct one, then
click Accept.

_ﬁ

Destination - Location of New Duty Station

Country / State.  scows cos Zip Code [ City:

VA VIRGINIA 1 23704 Portgmouth, Portsmouth

[vavIRGINIA ~| 23704 Portsmouth, Portsmouth -
County / Locality:

[PORTEMOUTH (INDEP CITY) |

I v

Accept Cancel

10 Next you will input the Issue Date of the orders, the Depart (Detach) Date and
the Report Date in accordance with the orders. Click Next.

COASTIE, JODY Travel Order Viw: T raveles
* Grade/Rank " Order Number(s) * Type of Order:
(=
4 v 1217GSEPRAAYV00 [Pcs A

Description  ‘What's Authorized  Dependents  Remarks

* Type of PCS [ Station to Station v]
oo [Timizos P8
Trip Name: [2017PCS | 12/0172016 5]
" Deloch Dok 01012017 iz
Issuing Organization |?B474DC| |
Paying Organization [7247400 | " Report Date _-’]
Group Travel [
Funds | Coast Guard v]
" Origin [EEEES Topeka K3 Sh ]
* Destination [23704 Portsmouth, VA. Portsmouth |

=] w ][ J[= ]

Continued on next page
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Member Travel Only, Continued

Procedures,
continued
Step Action
11 The What’s Authorized tab will display. Complete the fields using your orders
from Direct Access and the chart below, then click Next.
COASTIE, JODY Travel Order S U
" Grade/Rank " Order Number(s) * Type of Order.
E4 v 1217GI6PRAAYVO0D A hd
D iption What's i Dependents Remarks
O Ship POV MiTe O Emergency TLE
DLA Without Dependents v Procesd Time [ separate COT Travel
Household Goods MNone w
| Back ‘ I Next I ‘ Save | ‘ Cancel ‘ | Help ‘
Field Description
Ship POV Only used when transferring OCONUS
TLE Check if authorized Temporary Lodging Expense
Emergency TLE Rarely used. This is when a member can’t obtain
housing/quarters within 10 days of reporting. It
must be approved by CG-1332.
DLA Select the appropriate option for Dislocation
Allowance. Options are None, With Dependents
and Without Dependents.
Proceed Time Check if authorized.
Separate COT Travel | Only used for Separate Consecutive Overseas Tour
Travel claims.
Household Goods | This is not used at this time. Leave at default.

Continued on next page
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Member Travel Only, Continued

Procedures,
continued
Step Action
12 If you have dependents that are traveling on this TONO you must enter them in

at this time. To do so, click the Get Dependents button. This will automatically
input any/all dependents that have been input into the system previously. If
your dependents do not populate, you will need to input them yourself by
clicking Add. Ensure your spouse is listed as spouse, not dependent. If you
have no dependents or your dependents are not traveling with you at this time,

click Next.
COASTIE, XY Travel Order Viow:: Iravoter
" Grade/Rank " Order Number(s) * Type of Order:
E4 v 1217G96PRA4YV000 PCS v
Description  What's Authorized | D d
Neme of Dependent | Relationship to MemberEmployee |  Bith/Mamiage Date | | |
| Get Dependents I [ Add |
| Back | Next ] Save | | Cancel | ] Help |
13 Input any necessary Remarks that require further explanation. Then click
Save.
ORI Sy Travel Order View: Traven|
* GraceRack " Oeder Number(s) * Type of Order
E4 v 1217GSEPRASYVO00 PGS v

Descrighion  What's Authoriced Depencents Remarks

Order Remarks

THIS IS THE TRAVEL ORDER INFORMATION. THIS INFORMATION

MUST BE TAKEN FROM THE PCS ORDERS AND INPUT INTO THE

TONO INFORMATION THE FIRST TIME THE TONO IS ENTERED

INTO TPAX. THIS DOES NOT CONSTITUTE AN AUTHORIZATION
R A SIGNED SET OF ORDERS

(=] = l=1=]

Continued on next page
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Procedures,
continued
Step Action
14 Before moving forward, you must know how to compute the effective date of

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

Report date — (# of days of travel) + 1.

Using the example below, 01/23/2017 — (4) +1, 1/23/17 -4 =1/19/17 + 1 =
1/20/17, the effective date of orders is 1/20/17.

Travel Itinerary and Authorized Absences:

Date

01/01/2017
01/02/2017
01/16/2017
01/20/2017
01/23/2017

Type

Depart

Report

Duty/Leave Days
Duty

Leave INCONUS 14
Proceed Time 4
Travel Time 4
Duty

The effective date of orders is input on the Entitlements tab when processing
the PCS travel claim. It is important that the effective date of orders is correct
so that if there is a promotion in between the depart date and the report date,
that the DLA will be paid at the correct rank. Additionally, only dependents
acquired before the effective date of orders can be paid.

10

Continued on next page
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Member Travel Only, Continued

Procedures,
continued

Step Action

15 The first tab of the Settlement Request will display. Enter the member’s new
home address at their new PDS (if known). If they don’t have one (waiting for
housing), they can temporarily enter their PDS address, but it must be
documented in the remarks. Then click Next.

COASTIE, JODY View: Traveler
TONO: 1217GI6PRA4YV000 setuement RequeSt
Type of order: | PCS | Coveredfrom: [ 12017 | to: [ 1232017 |
Type of Settlement | Partial V| Type of Partial: | Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks

* Address 1- ]|1234 IMA COASTIE BLVD

Address 2:

* City: |CHESAPEAKE

*Country/State: |VAVIRGINIA v

' Zip: |23

I Next I | Managelmageal [ Receipts || SAVE || Cancel H Help ‘

16 Any Advances entered would display here. Click Next.

COASTIE, JODY

View: Traveler
TONO: 1217GI6PRA4YVO00 setﬂement ReqUESt
Type of order: | PCS | Covered from: 1172017 to: 112372017
Type of Settlement | Partial | Type of Partial: Mot a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Locked Date Type
‘ Back ‘I Next ‘ Manage Images ‘ ‘ Receipts ‘ ‘ SAVE ‘ | Cancel ‘ ‘ Help |

Continued on next page
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Member Travel Only, Continued

Procedures,
continued
Step Action
17 Enter the Effective Date of Orders that you calculated previously. Leave the
default as Enroute PCS Travel, then click Add This Entitlement.
COASTIE, JODY View: Traveler
TOMO: 1217GIEPRA4YVO0D Settlement Request
Type of order: | PCS | Covered from: to:
Type of Settlement | Partial | Type of Partial: | Nota Partial v
Remit To Transactions Entitlements ‘Computations Financial Remarks
Travel Not Performed [] Effective Date:
| Enroute PCS Travel v | <= Add This Entitlement
‘ Back H Mext ‘ ‘ Manage Images ‘ ‘ Receipts H SAVE H Cancel H Help ‘
18 In order to get paid MALT (monetary allowance in lieu of transportation),

check the Owner Operator of POV box. If not claiming MALT, click the No
MALT box. Enter the Number of cars authorized on the orders and select

who will be paid. Click Next.
COASTIE, J0OY Enroute PCS Travel e el

Proceed Date: 1/1/2017
Number of Days: 23

TONO: | 1217G96PRA4YVO0D |

Type of order: | PCS | End Date: 1232017
What's Authorized Itinerary Reimbursables
M Owner operator of POV CINo Number of cars authorized :
MALT
Who Being Paid
JODY (Member)
Unselect All
Next | Accept Changes | Cancel ‘ | Help |

Continued on next page
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Procedures,
continued
Step Action
19 Select Greater than or equal to 24 hours from the Duration of Travel drop-
down.
COASTIE, JODY Enroute PCS Travel views  Traveter
TONO: [ 1217G96PRAGYVO00 ] Proceed Date: [1120V7
Number of Days: 23
Type of order: | PCS | End Date: 1232017
What's Authorized Itinerary Reimbursables
INTTENT) e i i W Mo frip itinerary fo be entered
Greater than or equal to 24 hours
[““’Hmﬂ“‘lm‘wlu|w|w"ﬂlm| m%%um
‘ Back ” Next | | Accept Changes “ Cancel “ Help |

20 The Itinerary page will display. The Departure Date must be the departing
date on the orders. The Departure Location will auto populate. Leave the
Method of Transportation as PA — Private Auto. Do not touch the Duty Day
boxes. Update the Arrival Date to reflect the date you reported to the new PDS
location. This MUST match the actual report date in DA.

COASTIE, JODY : View:  Traveler
TONO: 1217GIEPRASYV000 Itinerary
Trans | Duty Local? Embark? Who Else Traveling
Em||'“"“"'|l!mon|0-y|""'|nmmm|"""”'“°| Meals | AE% Lodging Taxes Miles ||
Deperture Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
-~ [BE6B3 Topeka, KS, Shawnee ] || Cis Locat [LDP - Lodging Pius VI o ]
o017 —— .
rtation:
v PA nnc:rs:;a:;? — v] Cis Embar Lodging Tax
i - [ o ]
Lodging Type:

Arival Location (Cick o 6ai) [CQ - Comm'l Qtrs Incidental Expense Full v |

i x [Click to enter amival location |
01012017 |iizjf Reason for Stop:
AD - Authorized Delay v Meals Type:
[ outy Day [CM - Commercial Meals v || wites
Lo |
Accept Leg ‘ I Cancel Changes

Continued on next page
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Procedures,
continued
Step Action
21 Click the Arrival Location link to enter the new PDS.
COASTIE, JODY i View:  Traveler
I TONO: 1217G96PRA4YV000 mneraly
P P e R -
Departure Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
[ W‘ - ing Plus v
ooy (3 e || Do || (o | e
- - [[J1s Embark Lodging Tax:
Wl puty Day [PA - Private Auto ~| )
Lodging Type:
Arrivel Location (cick 1o oail [CQ - Commil Qtrs Incidental Expense Full__ v |
j |ADm:u;ron:; Delay v Meals Type:
O Duty Day [CM - Commercial Meals ][] Miles:
[ o |
‘ Accept Leg ‘ ‘ Cancel Changes |
22 When inputting locations, first type in the State and click tab. In the Zip

Code/City, type in the Zip Code of the new PDS (located on the orders) to find
the right location and it will fill out the county/locality for you. If the zip code
does not display correctly, use the drop-down to select the correct one, then
click Accept.

_ﬁ

Destination - Location of New Duty Station

Country / State: ccows coms Zip Code f City:

VA VIRGIMIA 1 23704 Portemauth, Portsmouth

[vavIRGINIA v | 23704 Portsmouth, Portsmeuth v
County / Locality:

[PORTEMOUTH (INDEP CITY) |

I v

Accept Cancel

Continued on next page
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Member Travel Only, Continued

Procedures,
continued

Step Action
23 Select the Reason for Stop. If this is your final destination, click MC -
Mission Complete.

ICOASTIE, JODY

View:  Traveler
ITONO: 1217G96PRA4YV000 Iﬂnerary
Date Location Duty Lodging m Who Else Traveling
I | | | e AE% Lodging Taxes Miles
Departure Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
= [F5683 Topeka, KS. Shawnee | [is Local [LDP - Lodging Plus v] [ 0 [
01012017 |
Method of Transportation
[Jis Embark Lodging Tax:
MlDuty Day [PA - Private Auto M|
Lodging Type:
Arrival Location (cick to eit) [cQ - comm atrs E Ful__ V]
Arrival Date: 3704 Portsmouth, VA. Portsmouth
012372017 || Reason for Stop
AD - Dela Meals Type:
AT - Awaiting Transportation 7 Miles:
[J outy Day CT - COT Lokve [CM - Commercial Meals v]
DL - Designated Location 1224
DP - Drop Off Passengers

DV - Drop Off Vehicle at Vehicle Port
ES - Enroute Stop Over

HP - Change of Home Port

LV - Leave Accept Leg Cancel Changes
MC - Mission Complete

NT - Non-taxable TDY

PP - Pick Up Passengers

PV - Pick Up Vehicle at VVehicle Port
TD - Temporary

WB - Waiting to Board Ship

24 Notice the number of miles will display here. This will determine the MALT
ou receive as well as the number of days of per diem. Click Accept Leg.

COASTIE, JODY Traveler
TONO: 1217G96PRA4YV000 Iﬂnerary
Trans Duty Local? Embark? Who Else Traveling
M||m‘|m|m|'m|m|w"|m AE% Lodging Taxes Miles ||
Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
Departure Dat
reuse [BEE53 Topeka, KS, Shawnee ] s Local v 0
DUDIZ0TT JiA] -
Memodf.ﬂTransponabm. s -, Lodging Tax:
M Duty Day [Pa - Private Auto v] e oo -
ing Type:
Armival Location (click 1o edit) =2
Armival Date: 25704 Portsmouth, VA, Portsmouth ]
017232017 | Reason for Stop:
[MC - Mission Complete | Meals Type:
[ buty Day CM - Commercial Meals o | [ Miles:
1224
I Accept Leg I | Cancel Changes I

Continued on next page
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Procedures,
continued
Step Action
25 Edit the information if needed. Once finished, click Accept Changes.
COASTIE, JODY View:  Traveler
TONO: 1217GI6PRA4YV000 Itinerary
Trans | Duty Local? Embark?| Who Else
— =i na'::nmm"maw"“w AE% Lodging Taxes Miles
66633 Topeka, KS, Shawnee "
o7 |pep| %% = pa | M E
(it | BRR 23704 Portamouth, VA, e NLG (o]0 om0 J[24] insert |Oc!
I Accept Changes I ‘ Cancel Changes | | Help
26 Click Next.
View:  Traveler
COASTHE, JODY Enroute PCS Travel
TONO: [ 1217GS6PRAAYVO00 ] Procsed Date: [HER91T
Number of Days: -
Type of order: | PCS | End Date: 123207
What's Authorized Itinerary C y ables
Duration of travel: [Greater than or equal to 24 hours v |
Trans Local? Embark? Who Else Traveli
Date Location Reason %:yn IDL | Method | L0981N8 | “peals AE% Lodging Taxes. Miles
N Topeka, KANSAS v
1M207 DEF PA
1232017 | ARR | 704 EOISmOUN, | e NLG e = o |
l Back |I Next I |Ex|:epﬁons Occasionals I Accept Changes H Cancel H Help ‘

Continued on next page
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Procedures,
continued

Step Action

27 The Constructed Itinerary tab is only used when calculating the cost of a
Government Transportation Request (GTR). Click Next.
COASTE, JODY Enroute PCS Travel

View:  Traveler

112017

TONO: [ 1217G96PRAAYV000 ] Proceed Date:
Number of Days: 23

Type of order: [ PCS | End Date: 12232017

What's Authorized Itinerary Constructed Itinerary Reimbursables

Duration of travel: [Greatef than or equal t0 24 hours

Depart Date | Arrive Date To Location Auth. Miles
112017 172372017 | 23704 Portsmouth, VIRGINIA 1224

| Back |I Next I | pti || O i | | Accept Changes

| Cancel || Help |

28 Click Add/Edit Trip Expenses to add any reimbursable expenses.
ORI JODX Enroute PCS Travel

View:  Traveler|

Proceed Date: 1/1/2017

Number of Days: 23

TONO: |_1217G96PRA4YV000 |

Type of order: I PCS | End Date: 1232017
What's Authorized Itinerary Constructed Itinerary Reimbursables
Date | Description Claimed
Add / Edit Trip Expenses

I Cancel || Help |

|:: s || (‘ : . | | e

Common reimbursable expenses for PCS include:

Some Airfare, CTO-TMC (booking agent) fees, baggage fees, incidental
expenses for A School, Tolls for roads, Visa Green Card & photo fees and pet
quarantine fees.

Continued on next page
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Member Travel Only, Continued

Procedures,
continued

Action
Select the Reimbursable Expense from the drop-down, enter the amount

Step

29
Claimed, ALWAYS leave the IBOP as United States and click Accept
EXpense.
COASTIE, JODY = View: Traveler
T Reimbursable Expenses
Date | Description | Claimed
Date Expense Description Claimed IBOP
01/01/2017 ] [TOLLS FOR RO&DS—BRIDGES-TUNNELSFE} | 3.00 | UNITED STATES
I TOLLS FOR ROADS-BRIDGES-TUNNEL VI UNITED STATES Vv
Accept Expense Cancel Changes
:)::s:r?:r:iﬂare paid by a member's travel card. If paid by Government Account, do not enter Help
30 Add any additional expenses by clicking Add Expense. When finished, click
Accept Changes.
COASTIE, JODY P View:  Traveler
TOND: 1917Co8PRAR Reimbursable Expenses
Date Description Claimed
12T oL o R D= SRIDGES- 3.00 Edit Delste
Was any airfare paid by a member's travel card. If paid by Government Account, do not enter
the airfare Add Expense
Accept Changes Cancel Changes Help

Continued on next page
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Procedures,
continued
Step Action
31 Click Accept Changes.
View:  Traveler
COATIE, JODY: Enroute PCS Travel
- 112017
TONO: [ 1217G96PRAAYVO00 ] Erosand Date:
Number of Days: 23
Type of order: | PCS | End Date: 17232017
What's Authorized Itinerary Constructed Itinerary Reimbursables
Date Description Claimed
1112017 TOLLS FOR ROADS-BRIDGES-TUNNELS-FERRY 3.00
Add / Edit Trip Expenses
Back Excep O ional Accept Changes Cancel Help
32 Click Calcs to see the breakdown of daily expenses.
COASTIE, JODY View: Traveler
TONO: 1217GIEPRA4YVO00 Settlement ReqUESt
Type of order: | PCS | Covered from: to:
Type of Settlement | Pariial “| Type of Partial: | Nota Partial v
Remit Te Transactions Entrtlemerlts Computations Financial Remarks
Travel Not Performed Effective Date:
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel M0 T-12Z3207 alidated Data Dreletel Cales JComp
TLE v| ‘ <= Add This Entitlement ‘
‘ Back H Mext ‘ | Manage Images ‘ Receipts ‘ ‘ SAVE ‘ ‘ Cancel H Help ‘

Continued on next page
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Procedures,
continued
Step Action
33 This shows the correct number of days of per diem that you are receiving.

TPAX does not reflect the correct travel dates due to a programming error. This
member is actually entitled to per diem from 1/20-1/23. Click Done.

COASTIE, JODY
TONO: 1217GI5PRA4YVO00

Daily Expenses View: Traveler

Date |2 | £90 | & B¢ | Ln | Dn |Lodg| Break | Lunch | Dinner | Incati| MEE | Total |LOGONG| rpyppe

Type Rate Amount | Amoun!
01r9| FP 000 (14200 | D.OD
01720 FP 000 (14200 | DDD
0121| FP 0.00 (14200 | D.DD
0122| FP 000 (14200 | DODD

Total (565.00 | 0.00

34

If authorized DLA, select DLA from the drop-down and click Add This
Entitlement.

COASTIE, JODY View: Traveler
NG 131 7GeBPRA Settlement Request
Type of order: | PCS | Covered from: 112017 to: 112372017
Type of Settlement | Partial “| Type of Partial: | Mot a Partial v
Remit To Tranzactions Entitlements Computations Financial Remarks
Travel Not Performed Effective Date: |1/202017
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Trawvel AM207-11232017 ‘alidated Data Delete | Cales | Comp
DLA L <= Add This Entitlement
‘ Back H Mext ‘ ‘ Manage Images ‘ ‘ Receipts ‘ ‘ SAVE ‘ ‘ Cancel | ‘ Help |

Continued on next page
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Procedures,
continued

Step Action
35 Check the box if DLA with dependents is authorized AND your dependents
relocated with you at the same time. Otherwise, click Accept.

COASTIE, JODY . . View: Traveler
TONO: 1217G96PRA4YVO00 Dislocation Allowance

DLA with dependents is authorized. Check this box if dependents were moved at this time O

Accept Cancel Help

36 If authorized TLE, select TLE, then click Add this Entitlement.

COASTIE, JODY View: Traveler
TONO: 1217G96PRA4YVODD Settlement ReqUESt
Type of order: | PCS | Covered from: 112017 to: 11232017
Type of Settlement | Partisl | Type of Partial:  Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed Effective Date: |1/202017
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel AM20T-1232017 “alidated Data Deelete | Caleg | Comp
Edit | DLA{without Dependents) 1202071202017 “alidated Data Delete | Cales | Comp
| TLE v | <= Add This Entitiement
‘ Back ‘ ‘ Mext ‘ | Manage Images | Receipts ‘ ‘ SAVE ‘ ‘ Cancel ‘ ‘ Help |

Continued on next page
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3 March 2020

Member Travel Only, continued

Procedures,
continued

Step

Action

37

Click Add TLE Day.

COASTIE, JODY View: Traveler
TONO: 1217GI6PRA4YVO0D0 TLE Expenses

Date Location | Wha's being paid | Lodging [ ]

Previous Mext
I Add TLE Day

Accept Changes Cancel Changes Help

38

Enter the first Date of lodging, which MUST match the receipt (required). The
Location must be within the Reasonable Commuting Distance (IAW JTR
0206) 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). For
Who’s being paid, check the box for each family member that stayed. Enter
what was actually spent on lodging including taxes for the day specified. Click
Accept.

COASTIE, JODY View: Traveler
TOMO: 1217GI6PRA4YV000 TLE Expenses

Date Location Who's being paid Lodw

01/01/2017 66682 Topeka, K5, Shawnee Jooy 101.00 Acc&;ll:ancel Delete

Previous Mext

Help

Note: TLE is reimbursed at the locality per diem rate of the PDS, designated
place, home of record or initial technical school where the Service member
occupies temporary lodging IAW JTR 0206.

Continued on next page

22



3 March 2020

Member Travel Only, continued

Procedures,
continued

Step Action

39 If the lodging location changes (old PDS vs new PDS), the member should
remain in this TLE tab and just enter the new location and amounts vice going
out and creating a new TLE tab. This can corrupt the claim.

To add additional days, click Add TLE Day.
s et TLE Expenses

TONO: 1217GI6PRA4YVO00

View: Traveler

Date Location Who's being paid Lodging
01401/2017 BEE83 Topeka, KS Member 101.00 | Edit | Delete
Previous Mext
Add TLE Day
Accept Changes Cancel Changes Help

40 Enter the Date of lodging, which MUST match the receipt (required). The
Location must be within the Reasonable Commuting Distance (IAW reference
(a)) 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). For
Who’s being paid, check the box for each family member that stayed. Enter
what was actually spent on lodging including taxes for the day specified. Click
Accept.

COASTIE, JODY View: Traveler
TONO: 1217GIEPRA4YVO00 TLE Expenses

Date Location Who's being paid Lodging
0112017 55683 Topeka, KS Member 101.00 Edit Delete
23704 Porizmouth, WA, Portsmouth W yooy AcceptCancel | Delete
Previous Mext

Help

Note: As long as a zip code was selected for the location, it should display
correctly.

Continued on next page
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3 March 2020

Member Travel Only, Continued

Procedures,
continued
Step Action
41 Add more TLE days as needed by clicking the Add TLE Day button. When
finished, click Accept Changes.
COASTIE, JODY TI View: Traveler
TONO: 1217G26PRA4YV00D E Expenses
Date Location Who's being paid Lodging
01207 66633 Taopeka, KS Member 101.00 Edit | Delste
01/24/2017 23704 Portsmouth, W& Member 120.00 | Edit | Delete
Previous Mext
| Add TLE Day
Accept Changes Cancel Changes Help
42 Click Calcs.
COASTIE, JODY View: Traveler
TONO: 1217G95PRA4YV000 Settlement RequeSt
Type of order: | PCS | Covered from: 112017 to: 112312017
Type of Settlement | Partisl | Type of Partial:  Nota Partial v
Remit To Transactiocns Entrllements“ Computations Financial Remarks
Travel Not Performed Effective Date:
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel AM20T-1232017 “alidated Data Deelete | Caleg | Comp
Edit | DLA{without Dependents) 1202071202017 “alidated Data Deletel Calcs | Comp
Edit | TLE 112017 -1/124/2017 “alidated Data Deletel Cales fComp
TLE V] | ‘ <= Add This Entitlement ‘
‘ Back H MNext ‘ | Manage Images | Receipts ‘ ‘ SAVE ‘ ‘ Cancel ‘ ‘ Help |
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3 March 2020

Member Travel Only, Continued

Procedures,
continued

Step Action

43 This will show you what you will actually be paid for TLE. The system
automatically calculates your TLE based off the JTR computation and the PDS
zip code entered. Click Done.

COASTIE, JODY View: Traveler
TONO: 1217G96PRA4YV000 TLE Expenses
| Audit Remarks | [ Done ]
Date | Locality Rate | Lodging | M&IE | Max M&IE & Lodging | Maximum TLE Paid
01/01 142 59.15 |33.15 923 290 923
01724 142 59.15 [33.15 923 290 923
Previous Next

44 Click Next.

COASTIE, JODY View: Traveler
TONO: 1217G96PRA4YV000 Setﬂemerlt ReqUESt

Type of order: | PCS | Covered from: 112017 to: 1232017
Type of Settlement | Partial | Type of Partial:  Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed Effective Date: |1/20/2017
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel 120711232017 “alidated Data Drelete | Cales | Comp
Edit | DLA(without Dependents) 1202017120207 Valhdated Data Delete | Cales | Comp
Edit | TLE 12071242017 Valdated Data Delete | Calcs | Comp
TLE v | ‘ <= Add This Entitlement ‘

‘ Back |I MNext I| Manage Images | Receipts H SAVE H Cancel H Help |

Continued on next page
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3 March 2020

Member Travel Only, Continued

Procedures,
continued

Step Action

45 All entitlements will be broken down into categories. If you requested an
advance, you must click the Apply Advances button here. If you did not
request an advance, click Next.

COASTIE, JODY View: Traveler
T ONG: 1317CoEPRAS Settlement Request
Type of order: | PCS | Covered from: 112017 to: 112312017
Type of Settlement | Pariisl “| Type of Partial: |Nota Partial v
Remit To Tranzactions Entitlements Computations Financial Remarks
Total Entitlement
Do i Deductins
Memb/Emp PCS Per Diem 585.00 N
Partial Payments 0.00
Memb/Emp Transportation 3.00
Memb/Emp MALT 23256 Amount Payable
DLA 1,233.77 Advances 0.00
TLE 134.80
Methaod of F’aymen1| Direct Deposit v Due Employee
Splt Payment
Computed Split 0.00
I Apply Advances I El:irc;alﬂoLrt in Split Payment field to pay
This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed
‘ Back I Next I | Manage Images ‘ | Receipts ‘ ‘ SAVE ‘ ‘ Cancel ‘ ‘ Help |

46 Click Add/Modify Accounting to add the Line of Accounting (LOA).

COASTIE, JODY View: Traveler
TONO: 1217G96PRA4YV000 Settlement Request
Type of order: | PCS | Coveredfrom: [ 112017 | to: [ 1232017 |
Type of Settlement  Partial v Type of Partial: Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
DbiCr Classification String Amount |
Add/Modify Accounting

Back || Next | | Manage Images l ’ Receipts ’ SAVE | ’ Cancel l | Help |

Continued on next page
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3 March 2020

Member Travel Only, continued

Procedures,
continued

Step Action
47 Enter the Line of Accounting (LOA) from the Direct Access PCS Orders, then
click Accept Line.

LT __ALC ProgEle Cstact Obj Amount

RD Limit
1217GO6PRASY/D0D 2E}EIJ|“A]|7WI|M_V|&|

Copy First Line Accept Line |Camell.im|

48 Click Save.

49 Click Next.
Type of order: | PCS ] Covered from: to: 172312017
Type of Settlement  Partial V| Type of Partial: Nota Partial V|
Remit To Transactions Entitlements Computations Financial Remarks
Db 1217GIEPRA4YV00 2 P 501 299 21 0 RA 78040 2100 227193
Emm;

Continued on next page



3 March 2020

Member Travel Only, Continued

Procedures,
continued

Step Action
50 Enter the Voucher Remarks. Include anything out of the ordinary with this
claim. Anything typed here will print on the Travel Voucher Summary. Click

Save.
COASTIE, JODY View: Traveler
Sz e IR Settlement Request
Type of order: | PCS | Coveredfrom: [ 12017 | to: [ 1232017 |
Type of Settlement  Partial Vv Type of Partial: Not a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Voucher Remarks:
This is where you document anything out of the ordinary for this claim.
Be specific. This block is here for a reason. Anything typed here will
print on the Travel Voucher Summary.
l Back | |Manaoelmages| | Receipts | SAVE l Cancel H Help I
51 If you get this warning upon saving your claim, verify there is enough elapsed

time between PDSs minus the travel time to claim TLE (IAW JTR 050601.B),
then click OK. You might need to click SAVE again to continue.

TLE days overlap Enroute Travels for one or more individuals
being paid. Ensure there is enough elapzed time between
PD3=s when per diem is not payable

Continued on next page
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Member Travel Only, Continued

Procedures,
continued

Step

Action

52

Once saved, you might be asked to Certify certain entitlements. Check the
boxes and click Certify.

M
From Date To Date Description Amount
[v] 1172017 1172017 TLE Lodging at 66683 Topeka, KS for at least 101.00
[V 1/24/2017 1/24/2017 TLE Lodging at 23704 Portsmouth, VA for at least 120.00
Certify Later Cancel Help

53

Now that the claim has been saved, select the settlement and click
View/Modify to attach your orders and required receipts to your claim.

COASTIE, JODY T-PAX Inbox View:
ions] i [Currency]
Typeof | Start | End Auth. Status Request
TONO Aoooan | Dats | Bate |Category| Created By | S |status| AU |orgin Arive At| REHS! | Amount
Entered 23704 .

v 1217GSEPRASYVD0 Setfement |1/172017 |1242017| Pes | COASTIE, JODY nto | 172772017 | Traveler | Porsmouth, | 1100217732 | S2271.83

P T-PAX VA (est)

I Release for Approval | print } I View | Modify I | Delete | I Help |
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3 March 2020

Member Travel Only, Continued

Procedures,
continued

Step Action
54 Click Manage Images.

COASTIE, JODY View: Traveler
TONO: 1217G96PRA4YV000 Settlement RequeSt

Type of order: | PCS | Covered from: | __1M/2017 | to: [ _1/23/2017 |
Type of Settlement  Partial Vv Type of Partial: | Not a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
* Address 1- [1232 IMA COASTIE BLVD x|
Address 2 | l

* City: |CHESAPEAKE |

*Country/State: [VAVIRGINIA v
‘ Next | Manage Images ‘ Receipts ” SAVE || Cancel H Help |

55 It is important to upload ALL supporting documentation to the PCS
claim/settlement. All documents should be scanned into a single file. The first
thing you MUST do is scan the orders/authorization, applicable amendments,
required receipts and save it as a PDF document to a space/pathway that you
can access. Once back at your computer, find the PDF document and rename it
as appropriate. Example: 2017 PCS. Keep the file name as short as possible.
Click Browse to locate the PDF.

COASTIE, JODY H
T ONO: 1217GSSPRA Images and Receipts

View: Traveler

Image or Receipt File Name

Browse...

Image description:

| Upload Image

Done Help

Continued on next page
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Member Travel Only, Ccontinued

Procedures,
continued

Step Action
56 Select the appropriate PDF, then click Open.

& Choose File to Upload =
@Qv‘ <« Home (\\ppcms-app01\usersl\ JCoastie (U:) » Scanned Docs v ] s || Search Scanned Docs pe)
Organize v New folder = v [ \@w
Name 2 Date modified Type Size
E;ZOU PCS 1/27/201712:09 PM  Adobe Acrobat D... 1158
L Alameda_08-2015 8/10/2015 8:27 AM Adobe Acrobat D... 286 KB
ﬁ:_ Miami_07-2015 7/22/20159:10 AM  Adobe Acrobat D.. 286 KB
1 NOLA_08-2015 8/24/20159:35AM  Adobe Acrobat D. 276 KB
ﬁ: Occasional Meal Receipt 1 71:41 PM Adob tD. 115KB
=] P
X Portsmouth_Mclean_06-2015 6/20/20158:223 AM  Adobe Acrobat D.. 307 KB
File name: ~ [AFiles ) -
I Open I [ Cancel ]

57 Enter a short Image description, then click Upload Image.

COASTIE, JACK
TONO: 1217GE6PRA4YVO0D

View: Traveler

Images and Receipts

Image or Receipt File Mame
U'Scanned Docs\2017 PCS Browse...

Image description:
2017 PCS |

Uplead Image

Done Help

Continued on next page
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Member Travel Only, continued

Procedures,
continued
Step Action
58 Click on the image to ensure it has everything required and is readable, then

click Done.

Image or Receipt File Name

Image description:

59

Click Save.

Type of order: | PCS | Coveredfrom: | 1MR07 | to: [ 1/2322017 |
Type of Settlement  Partial V| Type of Partial: Nota Partial v/
Remit To Transactions Entitlements Computations Financial Remarks
* Address 1: ||l234IMA COASTIE BLVD xI
Address 2: | ]
* City: |CHESAPEAKE ]
*Country/State: [VAVIRGINIA v
R —
Next | | Manage images Receipts SAVE Cancel
== | | | | | |||
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Member Travel Only, Continued

Procedures,
continued
Step Action
60 You might have to re-certify your items. Check the boxes and click Certify.

61

_ﬂ
From Date To Date Description Amount
[+ 112017 112017 TLE Lodging at 66653 Topeka, KS for at least 101.00
[ 1/24/2017 1/24/2017 | TLE Lodging at 23704 Portsmouth, VA for at least 120.00
Certify Later Cancel Help

This will return you to the TPAX Inbox. Now the claim is ready to be
forwarded to the AO. Select the settlement and click Release for Approval.

T-PAX Inbox

R

COASTIE, JODY

View: _Traveler v

Profile and History » Create New » Tools» Help»

Typeof | Stat | End Auth. Status Request
TONO monesa | Dats | Date |Category| Created By | St |status| AU |origin| Arive At| REHES! | Amount
Entered 23704
i 1217GI6PRASYVIO0 Settiement |1/12017| 1242017 pes | COASTIE, JODY oio | 12772017 | Traveler| Portsmoutn, | 1100217732 | 3227183
P T-PAX VA, (est)
I Release for Approval I | Print I | View / Modify | Delete | | Help |

Continued on next page
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Member Travel Only, Continued

Procedures,
continued

Step Action

62 Select an Authorizing Official from the drop-down, enter your Secondary
Password and then click OK.

ICOASTIE, JODY T-PAX Inbox View: |Traveler v

[Reservations] [Regulations] [Currency]

WARNING

There are severe criminal and civil penalties for making or presenting a false,
fictitious, or fraudulent claim under U. S. Code Title 18, Section 287; Title 31,
Section 3729; and Title 10, Section 932 (UCMJ, Article 132).

Select an Authorizing Official
[SCHEDULE, GENERAL |

[ SCHEDULE, GENERAL v]

Enter Secondary Password

OK Cancel

63 The status has been updated to Awaiting AO Approval. Logout of TPAX.

COASTIE, JODY T-PAX Inbox View:
L ions] R i [Currency]
Profile and History » Create New » Tools» Help » Logout
Typeof | Start | End Auth. Status Request
TONO Roquest | Date | Date |Category| CreatedBy | ot statug] Tt |rigin| Arive At | REIES! | amount
Await 23704
[J| 1217G96PRA4YVO00 | Settlement | 11172017 1242017  PCS e | SCHECULE o0 ) 12arz0n7 | Traveler Portsmou 1100217722 52—(232:,93
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3 March 2020

Circuitous/Indirect Travel

Introduction This section shows how to account for a member who did not take the
fastest, most direct route. This member drove from Topeka, KS to
Houston, TX, took leave and then drove to Portsmouth, VA.

Procedures See below.

Step Action

1 When entering the Itinerary, enter each leg as it actually occurred. This member
drove from Topeka to Houston, took leave and then drove from Houston to
Portsmouth for a total of 2111 miles. When finished, click Accept Changes.

COASTIE, JODY : View:  Traveler
TONO: 1217G96PRA4YV000 Itinerary
. Trans |Duty Local? - Embark? Whe Else Traveling
Rale LTI Reason| Day | '°- |Method | 2998 | “eals AE% Lodging Taxes Miles
112017 | DEP | 68633 Topeka, KS, Shawnee | Pa | & Edit |5y
1/42017 |ARR | 77034 Houston, TX, Harris L ca o] Insert
77034 Houston, TX, Harris
1202017 | DEP ] pa Edit
1232017 |ARR| 23704 Porsmouth, VA, MC NLG o] 1353 Insert | 081
I Accept Changes I ‘ Cancel Changes ‘ Help

2 Click Next.

View: Traveler

S Enroute PCS Travel
+ [1eoT
TONO: [ 1217GO6PRAAYVO0D | Broceediiate i
Number of Days: b
Type of order: | PCS | End Date: 1232017
What's Authorized Itinerary ‘Constructed linerary Reimbursables

Duration of travel: |Greater than or equal to 24 hours v |

- Trans |Duty Local? = Embark? ‘Who Else Traveling
bIE lEEatm Reason | Day | '°L Method | 10999 | “peals AE% Lodging Taxes Miles
o
112017 | DEP | TORSKRKANSAS | b, )
/42017 | ARR Texas L ca [0 [ om0 J[ oo [ 75 |
77034 Houston,
12062017 | DEP TEXAS PA
12ZH2MT | ARR | 23704 Portsmouth, MG MLG a D.0D D.00 1353
VIRGIMIA
Add ! Edit Trip Kinerary
‘ Back ‘ Next Exceptions Occasionals ‘ Accept Changes ‘ Cancel H Help ‘

Continued on next page
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Circuitous/Indirect Travel, continued

Procedures,

continued

Step

3

Action

The system will create a Constructed Itinerary tab due to this being other than
normal travel. You can see that TPAX will limit the member to 1224 miles which

is the direct route versus the indirect route the member took. Click Accept
Changes.

View: Traveler
COASKE JOG Enroute PCS Travel
TONO: [ 1217GI6PRAGYVO00 ] Proceed Date: [112017
Number of Days: 23
Type of order: | PCS J End Date: 172372017
What's Authorized

Itinerary Constructed Itinerary Reimbursables

Duration of travel: [Greater than or equal to 24 hours

Depart Date | Arrive Date

To Location Auth. Miles
112017 172372017 {23704 Portsmouth, VIRGINIA 1224
I Back | Next | Excepti || O i | Accept Changes | Cancel || Help l

Click Calcs to see how many days it paid.

COASTIE, JODY View: Traveler
TONO: 1217G56PRA4YVOOD setﬂement ReqUESt
Type of order: | PCS | Covered from: 112017 to: 172312017
Type of Settlement | Partial ~| Type of Partial: | Nota Partial hd
Remit To Transactions Entitlements Computations Financial Remarks

Travel Not Performed

Effective Date: |1zoe2017

Entitlement Type
Edit | Enroute PCS Travel

Dates Encompassed Status
M2 T-232017

Validated Data Delete | Cales fComp

TLE vl ‘ <= Add This Entitlement |

‘ Back H Mext || Manage Images

‘ Receipts H SAVE || Cancel H Help ‘

Continued on next page
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Circuitous/Indirect Travel, continued

Procedures,
continued
Step Action
5 Notice that TPAX computed 4 days of Per Diem authorized based on the number
of miles authorized. Click Done.
COASTIE, JODY H View: Traveler|
TOMO: 1217G96PRA4YV00D Da“y Expe“ses
Audit Remarks Done:
Date T[;:"e =00 |M&E Br|Ln | Dn |Lodg | Break | Lunch | Dinner | Incati| Moic | | Total 1000010 | roiapye
0119| FP D.OD | 14200 0.00
017200 FRP DoD | 14200 D0.0D
0121| FP D.OD | 14200 0.00
0122 FRP DoD | 14200 D0.0D
Total | 562.00 | 0.00
6 Click Next.
COASTIE, JODY View: Traveler
TONO: 1217GIEPRA4YV000 Settlement Reque"e't
Type of order: | PCS | Covered from: to:
Type of Settlement | Partial “| Type of Partial:  Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed Effective Date:
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel AMI20 71232017 Valkdated Data Delete | Cales | Comp
TLE vl ‘ <= Add This Enfitiement |
‘ Back ‘I MNext I| Manage Images ‘ Receipts H SAVE || Cancel H Help ‘

Continued on next page
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Circuitous/Indirect Travel, continued

Procedures,
continued

3 March 2020

Step

Action

7 Notice that TPAX limited the amount of MALT based on the number of miles
authorized via direct travel. Continue with the rest of your claim. Ensure you have
all Airfare receipts, orders and any receipts over $75.00 scanned and attached in
the Manage Images section of TPAX.

This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed

COASTIE, JODY Traveler
TONO: 1217GI6PRA4YVO00 Settlemerlt RequeSt
Type of order: | PCS | Covered from: 112017 to: 112312017
Type of Settlement | Pariial ~| Type of Partial: | Mot a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Total Entittement 20358
D= 1ziE] Deductions .00
Memb/Emp PCS Per Diem 582.00 -
Partial Payments 0.00
Memb/Emp Transporiation 3.00
Memb/Emp MALT 232.58 Amount Payable 20258
Advances 0.00
Method of Payment| Direct Deposit b
Due Employee 203.56
Split Payment 0.00
Apply Advances ‘ Computed Split 0.00

Enter amount in Split Payment field to pay

GTCC

Back H Next ‘ ‘ Manage Images

‘ Receipts H SAVE H Cancel H Help ‘
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3 March 2020

Flying — CONUS to CONUS

Introduction This section shows how to account for a member who flew from their old
PDS to their new PDS all within the continental US.
Procedures See below.
Step Action
1 | When entering the Itinerary, make sure the Departure Date is the date you left
your unit. The Departure Location should default to your current PDS. Change
the Method of Transportation to TP - Govt. Procured Plane (ALWAY'S USE
FOR PCS, NOT CP). The Arrival Date should be the date you actually arrived. If
this is your final destination, select MC - Mission complete in the Reason for
Stop. When finished, click Accept Leg.
ToNOr 217GsePRAAYYO0 Itinerary o e
Dae | | tocaton | Jomn | B [ow | G | oo | TR | e Vo Teer wies | |
Departure Dale Dii?al‘ture Location (c‘hck to edit) Method of Reimbursement Daily Ldg Cost
LR L [2101 Sen Diego, CA SanDiego | Is Local v 0
Method of Transportation: Cis Emberk Lodging Tax
/] Duty Day | TP - Gowt. Proc. Plane v osng Type .
Amival Location (Click 1o ed) 4
Agrival Date: [77034 Houston, TX_Hamis ]
170272 4 Reason for Sto
[omaz0r 4 \MC—Mlssio;;omplele v Meals Type:
O Duty Day CM - Commercial Meals v Miles:
0
I Accept Leg I | Cancel Changes
2 | Click Accept Changes.
e oot iinerary e Tl
PR STEITEE n:;:n I;:yy s m Lodging Erll;eahalt:’ AE% mgli:_rl::ﬂ Taxes  Miles
weem7 |oep| 21O Sa”D?fgiD' CA, San | M Edit [
122017 |ARR | 7704 Houston T, Haris MC NLG [0 oo JCom o ] Insert
Accept Changes Cancel Changes ‘ Help

Continued on next page
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Flying — CONUS to CONUS, continued

Procedures,
continued
Step Action
3 | Now you must add your airfare as a reimbursable expense. Click Add/Edit Trip
EXpense.
SR S Enroute PCS Travel vews Tt
TONO: [_1217GI6PRAAYVO00 ] FUTEEEL 4R |
Number of Days: 23
Type of order: | PCS | End Date: 1232017
What's Authorized Itinerary Constructed ltinerary Reimbursables
Date Description Claimed
Add ! Edit Trip Expenses
Exceptions QOccasionals Accept Changes | Cancel H Help ‘
4 | Select TRANSPORTATION AIRFARE from the Expense Description drop-
down list. Enter the amount of the plane ticket. Then click Accept Expense.
COASTIE, JODY P P View:  Traveler
ONO: 121 7GoEPRAS Reimbursable Expenses
Date Expensa Description Claimed IBOP Dep
01/02/2017 | [ TRANSPORTATION AIRFARE | _azr.o0 | O
TRANSPORTATION AIRFARE v [UNITED STATES |
Accept Expense Cancel Changes

40
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3 March 2020

Flying — CONUS to CONUS, continued

Procedures,
continued

Step Action
5 | Don’t forget to add the CTO-TMC (Contract Travel Office-Travel Management
Center) fee for booking airfare. Click Add Expense.

COASTIE, JODY P

Reimbursable Expenses Viewe Traveler
TONO: 1217G96PRASY VOO0 p
Date Description Claimed Dep?
122017 TRANSPORTATION AIRFARE 42700 D Edit Delete

Was any airfare paid by a member's travel card. If paid by Government Account, do not enter
the airfare

Add Expense

Accept Changes Cancel Changes Help

6 | Select CTO-TMC FEES from the Expense Description drop-down. Enter the

amount from your receipt for the booking agent fee in the Claimed box. When
finished, click Accept Expense.

COASTIE, JODY P P View:  Traveler
ONG: 1317GSBPRAL Reimbursable Expenses
Date Description Claimed Dep?
122017 TRAMSPORTATION AIRFARE 427.00 [
Date Expense Description Claimed IBOP Dep
01/02/2017 | JCTO-TMC FEES I 22.00 I UNITED STATES
CTO-TMC FEES e | UNITED STATES W |
Accept Expense Cancel Changes
Was any airfare paid by a member's travel card. If paid by Government Account, do not enter Help
the airfare

Continued on next page
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Flying — CONUS to CONUS, continued

Procedures,
continued

Step

Action

7

Click Accept Changes.

COASTIE, JODY P
TONO: 1217GI6PRA4YVI0D0

Reimbursable Expenses

View: Traveler

Date Description Claimed Dep?
1212017 TRANSPORTATION AIRFARE 427.00 | Edit Delete
1212017 CTO-TMC FEES 22.00 O Edit Delete

the airfare

Was any airfare paid by a member's fravel card. If paid by Government Account, do not enter

Add Expense

Accept Changes

Cancel Changes Help

Click Accept Changes and continue with the rest of your claim. Ensure you have
all Airfare receipts, orders and any receipts over $75.00 scanned and attached in

the Manage Images section of TPAX.

COASTIE, JODY P

Enroute PCS Travel

View: Traveler

TONC: [ 1217GI9EPRA4YVODD |

Proceed Date: 1712017

Number of Days: 23

Type of order: | PCS | End Date: 17232017
What's Authorized Itinerary Constructed Hinerary Reimbursables
Date Description Claimed
12r2m7 TRANSPORTATICN AIRFARE 427.00
122m7 CTO-TMC FEES 22.00

‘ Add ! Edit Trip Expenses

Exce

ptions

COccasionals

Accept Changes I| Cancel H Help
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arch 2020

Flying — CONUS to OCONUS

Introduction

This section shows how to account for a member who flew from their old

PDS (CONUS) to their new PDS (Outside the Continental US or
OCONUS). In this scenario the member traveled to Sterling, VA for an in-
brief to Bahrain, then went off to Bahrain.

Procedures See below.
Step Action
1 | When entering the Itinerary, make sure the Departure Date is the actual date you

departed the old PDS. The Departure Location should default to your current
PDS. Change the Method of Transportation to TP - Government Procured Plane
(ALWAYS CHOOSE FOR PCS). The Arrival Date should be the date you
actually arrived. In the Reason for Stop, select AD - Authorized Delay. Enter any
lodging information since you have been authorized a delay for the in-brief. When
finished, click Accept Leg.

COASTIE, JODY 1 View:  Traveler
TONO: 1217G96PRA4YVO00 Itlnerary
Trans Duty Local? = Embark? Who Else Traveling
o= ‘ ‘ D ‘ Reason | Day ‘ Dl ‘ Method ‘ Lodging ‘ Meals AE% Lodging Taxes Miles ‘ ‘
Departure Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
EQ'DW San Diego, CA, San Diego Iz Local |LDP - Lodging Plus W | o7.00
o1o1zmT j . |—|
Method of Transportation: [ Lodging Ta:
WDutypay TP - Govt. Proc. Plane v S o
ing Type: :
vl Location (chick o oaf) |CO - Comm'l Qitrs Incidental Expense Full b |
Arrival Date: 20163 Stering. VA Loudoun
0012017 j reason for Stop: | et T
AD - i Delay hd eals Type:
[ Duty Day [CM - Commercial Meals ~| || Mies
a

I AcceptLeg I

Cancel Changes
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3 March 2020

Flying — CONUS to OCONUS, continued

Procedures,
continued

Step

Action

2

Now enter the trip from VA to Bahrain. When entering the Itinerary, make sure the
Departure Date is the actual date you flew. The Departure Location should
default to the location from the previous leg. Change the Method of Transportation
to TP - Government Procured Plane. The Arrival Date should be the date you
actually arrived. Click the Arrival Location link (see Note below). In the Reason
for Stop, select MC - Mission Complete if this if your final destination. Check the
Is Embark box since you will be flying over the ocean. When finished, click

COASTIE, JODY 1 View:  Traveler
TONO: 1217G96PRA4YVO00 Itlnerary
- Trans | Duty Local? g Embark? Who Else Traveling
b5 LEEET Reason| Day | '°* | Methoa| "®9%8 | " peals AE% Lodging Taxes Miles
2017 | DEP 52101 San Diego, CA, San e 7
oy Diego
20T | ARR | 5046 Steriing. VA, Loudoun AD Loe ca owm | [0 ][S700 1100 [ o ]
Departure Date Depariure Lf:catlon (click to edit) Method of Reimbursement: Daily Ldg Cost
e [20163 Sterfing, VA Loudoun Iz Local b o
01/o220m7 j
Method of T riafion:
g ransportation M1 1s Embark i 1ms
[ouwypsy  [TP- Gout Prac. Plane v st 2
ging Type:
Arrival Location (click to edit) A
Arrival Date: [BAHRAIN, BAHRAIN RED INCIDE.... |
09022017 j reason for Stop: |
MC - Mizsion Complete ~ Meals Type:
| Duty Day CM - Commercial Meals ¥ Miles:
0
I Accept Leg I ‘ Cancel Changes

Note: When selecting territories or foreign countries, type out the full name of the
locality, then use the drop-down to find the county/locality in which the PDS is

located. If you do not find the exact one, select OTHER. Then click Accept.

Destination - Location of New Duty Station

Country / State. oeows eons Zip Code f City:
BAHRAIN [ |

BAHRAIN e |

County / Locality:

BAHRAIM RED INCIDENTAL

BAHRAIN RED INCIDENTAL v

Accept Cancel

Continued on next page
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3 March 2020

Flying — CONUS to OCONUS, continued

Procedures,
continued
Step Action
3 | Review your itinerary and if correct, click Accept Changes and continue with the

rest of your claim. Ensure you have all Airfare receipts, orders and any receipts
over $75.00 scanned and attached in the Manage Images section of TPAX.

View: Traveler

COASTIE, JODY -
TONO: 1217G36PRA4YV000 Itmerary
- Trans Local? - Embark? Who Else Traveling
Date Location Reason 10L | Method | 99" | " Meals AE% lodging Taxes Miles
o7 |pep| =10 Sa”D?éZf‘]"' CA, San P Edit |y
2017 | ARR | 50162 Steriing VA Loudoun AD LoP ca cw | [0 ][C&700 1100 [0 ] |insen
20163 Stering, VA Loudoun "
1/212017 | DEP TP Edit
w27 [aRR|  BABAMRANRED Mo me | Y| (B0  |imsen|™
I Accept Changes I ‘ Cancel Changes ‘ Help
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3 March 2020

Flying — OCONUS to OCONUS

Introduction This section shows how to account for a member who flew from their old
PDS (OCONUS) to their new PDS (OCONUS).

Itinerary When flying OCONUS to OCONUS, make sure you select TP — Govt.
Proc. Plane for your Method of Transportation, NOT CP for Commercial
Plane. Also make sure to check the Is Embark box since you will be
flying over the ocean.

COASTIE, JODY X —
TONO: 1217G96PRASYVO00 Itinerary

. Trans Duty Local? . Embark? ‘Whao Else Traveling
Date | | Location | Day | ot ‘ Methog | 'cd@ing ‘ Meals AE% Lodging Taxes Miles | |
Departure Date Depar_\ure Itocahun {C|IC?( to edit) Method of Reimbursement: Daily Ldg Cost
— EQE 5 Kodiak, A, Kedisk Island B... I= Local v i}
01042017 [EE
Methed of Transpertation:
—— DPI IE Is Embark I Lodging Tax:
Mouypay LRSS Rroc lane | ) 0
Lodging Type:
Arival Location (click to edit) >
Armval Date: [B6813 Honolulu, HI HAWAIL, Honol.... |
ownaz07 s Reason for Stop:
[MC - Mission Complete v Meals Type:
[ Duty Day CM - Commertisl Meals ~ Miles:

‘ Accept Leg | | Cancel Changes

You’ll need to add your airfare and processing fee as reimbursable
expenses. Ensure you have all Airfare receipts, orders and any receipts
over $75.00 scanned and attached in the Manage Images section of TPAX.
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3 March 2020

Flying — OCONUS to CONUS

Introduction

PDS (OCONUS) to their new PDS (CONUS).

This section shows how to account for a member who flew from their old

Itinerary

When flying OCONUS to CONUS, make sure you select TP — Govt.

Proc. Plane for your Method of Transportation, NOT CP for Commercial
Plane. Also make sure to check the Is Embark box since you will be
flying over the ocean.

'COASTIE, JODY

TONO: 1217GIEPRA4YV000

Itinerary

View:

Traveler

5 Trans
Dﬂle| | Location |

Duty Local? =
Day | IDL| | Lodging

Embark?
Meals

‘Who Else Traveling
AE% Lodging Taxes

Miles

Departure Date

W] Duty Day

[

Departure Location (click to edit)
[P6313 Honelulu, HI HAWAII, Honal.... |

Method of Transportation:

ITP - Gout. Proc. Plane
=

~]

Is Local

IE| Is Embark I

Arrival Date:

D Duty Day

Arrival Location (click to edit)
[24501 Alameda. CA, Alameda

DiDaz0iT | on Reason for Stop

[MC - Mission Complete v

Method of Reimbursement:

Lodging Type:

Meals Type:
CM - Commercial Meals v

Dsily Ldg Cost
o

Lodging Tax:
o

Miles:

| Accept Leg | | Cancel Changes

You’ll need to add your airfare and processing fee as reimbursable
expenses. Ensure you have all Airfare receipts, orders and any receipts
over $75.00 scanned and attached in the Manage Images section of TPAX.
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3 March 2020

Home to 15t PDS (Cadets) or Direct Commission

Introduction This section shows how to account for a member who is going from their
home to their first duty station (CG Academy).

Procedures See below.
Step Action
1 | Enter your home address at your new PDS. Then click Next.
COASTIE, JODY View: Traveler
TONO: 1217G86PRAY4V000 Settlement Request
Type of order: | PCS | Covered from: to:
Type of Settlement | Pariial “| Type of Partial: | Not a Partial v
Remit To Transactions Entitlements Computations Financial Remarks

* Address 1: [15 MOHEGAN AVE

Address 2:

* City: |NEW LONDON

*Country/State: | CT CONNECTICUT v
*
Zip: |oe320
I Next I‘ Manage Images | ‘ Receipts H SAVE H Cancel H Help |

2 Click Add This Entitlement.

COASTIE, JODY View: Traveler
TONO: 1217GE6PRAY4V000 Settlement ReqUESt
Type of order: | PCS | Covered from: 1102017 to: 11072017
Type of Settlement | Pariial ~ Type of Partial: | Mot a Partial w
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed: [] Effective Date:
[ Entitiement Type | Dates Encompassed [ saws | ]|
| Enroute PCS Travel b | <= Add Thig Entitlement
‘ Back H MNext ‘ | Manage Images ‘ ‘ Receipts ‘ ‘ SAVE | ‘ Cancel | ‘ Help ‘

Continued on next page
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3 March 2020

Home to 1st PDS (Cadets) or Direct Commission, Continued

Procedures,
continued

Step Action
3 | Enter in the itinerary. Members can either drive, fly, take a train or bus. When
finished, click Accept Leg.

COASTIE, JODY 3 View: Traveler
TONO: 1217GI6PRA4YVO00 Itinerary

. Trans Duty Local? = Embark? Who Else Traveling
m“m‘m‘m"m‘m‘m‘mts AE% Lodging Taxes Miles H
Departure Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost

[PO0108 Manassas, VA Manassas [is Loeal v 0
011102017 ﬁ
Method of Transportation:
- = [ Embark Lodging Tax:
] Duty Day [P4 - Private Auto v
Lodging Type: o
Agrival Location (click to edit) >
Arrival Date: [06320 United States Coast Guard. ...
02T ﬁ Reason for Stop:
|MC- Mission Complete ~ | Meals Type:
| Duty Day CM - Commercial Meals ~ Miles:
373
I Accept Leg I ‘ Cancel Changes

4 | Once you have input the itinerary and reimbursable expenses, check the
Computations tab.

COASTIE, JODY —
TONO: 1217GI6PRA4YV000 Settlement Request View [

Type of order: | PCS | Covered from: 1/10/2017 to: 1/10/2017

Type of Settlement  Partial v Type of Partial: Not a Partial v
Remit To Transactions Entith it Computati Financial Remarks
Total Entitlement 214.30
B i Deductions
Memb/Emp PCS Per Diem 142.00 .
Partial Payments 0.00
Memb/Emp MALT 7238
Amount Payable
Advances
Method of Paymenl[ Direct Deposit v
Due Employee
Avply Advances | Split Payment
Computed Split 0.00

Enter amount in Split Payment field to pay

GTCC

This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed

| Back ” Next ||Managelmages ‘ Receipts H SAVE ” Cancel || Help |

Continued on next page
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3 March 2020

Home to 1st PDS (Cadets) or Direct Commission, Continued

Procedures,
continued
Step Action
5 | Click Add/Modify Accounting to add your Line of Accounting, then click Next.
COASTIE, JODY View: Traveler
e sl AR Settlement Request
Type of order: | PCS | Covered from: to:
Type of Settlement  Partial V| Type of Partial:  Nota Partial v
Remit To Transactions Entitlements Computations Fi ial R rk
Db/Cr Classification String Amount
Db 1217G86PRAY4V000 2 P 501 299 21 0 RA 78040 2100 21453
Add/Modify Accounting
| Back “ Next ||Managelmagesl | Receipts “ SAVE || Cancel ” Help |
6 | Enter your Voucher Remarks. When finished click Save.
COASTIE, JODY View: Traveler
TONO: 1217G86PRAY4V000 Settlement RequeSt
Type of order: | PCS ] Covered from: to:
Type of Settlement  Partial Vv Type of Partial: Not a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Voucher Remarks:
|Drove from home in Manassas, VA to the CG Academy.
= e N
Ensure you have all orders and any receipts over $75.00 scanned and attached in
the Manage Images section of TPAX.
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3 March 2020

Mixed Mode — Alaska Ferry (1 POV)

Introduction This section shows how to account for a member who uses more than one
method of transportation to PCS Transfer. In this scenario, the member
drove from their old PDS in Oklahoma City, OK to Bellingham, WA.
There they met the ferry which took them to their new PDS in Kodiak, AK.

Procedures See below.

Step Action

1 Enter your first leg of travel showing the drive to Bellingham, WA. Select AT to
signify awaiting transportation on the Alaskan Ferry. Click Accept Leg.

COASTIE, JODY 1 View: Traveler
TONOC: 1217G36PRA4YVI0D Itlnerary
" Trans Duty Local? = Embark? Who Else Traveling
Date ‘ ‘ Location ‘ Reason ‘ Day ‘ ot ‘ Method ‘ LD ‘ Meals AE% Lodging Taxes Miles ‘ ‘
Eerriime e Departure Location (click to edif) Method of Reimbursement: Daily Ldg Cost
> 73169 Okdlahoma City, OK. Oklahoma s Local LDP - Lodging Plus i 0
0105207 j
Method of Transportation:
: P [is Embark Lodging Tax:
W] Duty Day [Pa - Private Auto v i T 2
lging Type:
Arrival Location (click to edit) he
Armival Date
O0Ga0iT L4 Fesson for Stop:
[AT - Awaiting Transportation ~ Meals Type
O Duty Day CM - Commercial Meals ~ M
2036
I Accept Leg I ‘ Cancel Changes
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3 March 2020

Mixed Mode — Alaska Ferry (1 POV), Continued

Procedures,

continued

Step

Action

2

Enter the next leg of travel and arrival date to your destination in Alaska. Use AF
— Alaska Ferry System to designate the Alaska Marine Highway System
(AMHS). The Departure and Arrival dates for the Ferry MUST match the Alaska
Marine Highway lItinerary exactly. PPC cannot process an AMHS claim without
the itinerary attached. The Is Embark box will be automatically checked by
TPAX. When finished, click Accept Leg.

COASTIE, JODY 1 View:  Traveler
TONO: 1217G96PRA4YVODD Itlnera'y
" Trans | Duty Local? & Embark? Who Else Traveling
25 LT Reason| Day | '°L | Method| 29918 “peais AE% Lodging Taxes Miles
73168 Oklahoma City, OK,
1152017 | DEP COklahoma PA v
1182017 | ARR 95225 Bellingham, WA, AT LoP
‘Whatcom
Departure Date Departure Lecation (click to edif) Method of Reimbursement Daily Ldg Cost
o= s Locat v 0
017092017 |22
Method of Transportation:
z Iz Embark Lodging Tax:
[ outy Day [AF - Alaskan Femy System v
Lodging Type: o
Arrival Location (click to edit) e
Arrival Date: 9615 Kodiak, AK ALASKA Kodisk. ..
D407 j Resson for Stop:
|MC - Mission Complete e Meals Type:
[ Duty Day CM - Commercial Meals || Miles:
0
I Accept Leg I ‘ Cancel Changes

Review the itinerary and if correct, click Accept Changes.

COASTIE, JODY : View:  Traveler
TONO: 1217G96PRA4YVOO0 Itinerary
- Trans |Duty Local? - Embark? Who Else Traveling
o LT Reason| Day | '°- |Method |2299""8 | “peals AE% Lodging Taxes  Miles
73189 Oklahoma City, OK, ”
" )
152017 | DEP Okdshoma PA Edit |
1912017 | ARR 95225 Bellingham, WA, AT LDP ] 2088 Insert
Whatcom
95225 Bellingham, WA
192017 | DEP Whatcom AF o Edit | o
11472017 | ARR | 99615 Kodiak, AK, Kodiak Island | MC NLG [0 o] |msert
Borough

I Accept Changes I ‘ Cancel Changes

‘ Help

Continued on next page
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3 March 2020

Mixed Mode — Alaska Ferry (1 POV), Continued

Procedures,
continued

Step Action

4 Don’t forget to add all Reimbursable expenses including: Ferry receipts, tolls and
any receipts for claimed items over $75.00. Use the Manage Images function to
attach them to your claim.

Check the Computations Tab to ensure all expenditures have been added and the
calculations are correct.

COASTIE, JODY View: Traveler
= P Settlement Request
Type of order: | PCS | Covered from: 1/6/2017 to: 1/15/2017
Type of Settlement  Partial v Type of Partial: | Not a Partial v
Remit To Transactions Entith it: Computati Fi ial Remarks
Total Entitlement 1.402.00
Descripion Total Deductions 0.00
femb/Emp PCS Per Di 005.75 —
MemelEmp PES Per Blem ! Partial Payments 0.00
Memb/Emp MALT 306.24 R ———
Amount Payable 1,402.00
Advances [ 0.00 |
Method of Paymentl Direct Deposit v ]
Due Employee 1,402.00
Apply Advances | Split Payment 0.00
Computed Split 0.00
Enter amount in Split Payment field to pay
GTCC
This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed
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3 March 2020

Mixed Mode — Drive/Fly to Ship

Introduction This section shows how to account for a member who uses more than one
method of transportation to PCS Transfer. In this scenario, the member
drove to their parents’ house in Sacramento, CA to drop off their vehicle,
took some leave, then flew to their new PDS homeport in Mayport, FL.

Procedures See below.
Step Action
1 Enter both legs of travel, then click Accept Changes.
COASTIE, JODY z View: Traveler
TONO: 1217GI6PRA4YV000 Itlnerary
TEE ELT mﬂ [;;y‘y e WM Lodging E'I:;:(? AE% mrln;e T'-'ff'mm Miles
. 95124 Seattle, WA, King W
22017 | AR | 94298 Sacramerto, CA e ca o o e R e
b I L N [T [ - e
32228 Mayport, FL, Duval nsel
I Accept Changes I ‘ Cancel Changes ‘ Help
2 Click Next.
View: raveler
S LS Enroute PCS Travel
TONO: [ 1217GO6PRAAYVO00 ] Proceed Date: 1112017
Number of Days: 23
Type of order: | PCS | End Date: 1232017

What's Authorized Itinerary Constructed Itinerary Reimbursables

Duration of travel: [Grester than or equal to 24 hours v

Trans |Duty Local? Embark? Who Else Traveling
Date Locstion Reason | Day | 'PL | Method | L2990 | “peals AE% Lodging Taxes Miles
68124 Seattle,
11/2017 |DEP | WASHINGTON Pa | M
1172017 | ARR | 84299 Sacramento, | LV ca [ o J[ooo J[ooo J[ =04 ]
CALIFORNIA
94299 Sacramento,
1/812017 |DEP| CALIFORNIA ™
1/82017 |ARR| 32228 Mayport, MC NLG [Co JCooo J[oo0 1[0 1]
FLORIDA
| Back |I Next Excepti HC i | ‘AcceptChanges | Cancel || Help |

Continued on next page
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3 March 2020

Mixed Mode — Drive/Fly to Ship, Continued

Procedures,
continued
Step Action
3 No matter which method you take, the system will only pay the maximum of the

amount it would cost to drive from Seattle to Mayport. Click Next.

View: Traveler

Duration of travel: |Greater than or equal to 24 hours

COASTIE, JODY Enroute PCS Travel
TONO: [ 1217G96PRAAYVOD0 ] Proceed Date: [112017
Number of Days: 23
Type of order: | PCS | End Date: 1232017
What's Authorized Itinerary Constructed Itinerary Reimbursables

Depart Date | Arrive Date To Location Auth. Miles | Mem GTR | Const. Dep. Date | Const. Arr. Date
112017 /32017 | 32228 Mayport, FLORIDA 3028 0.00
‘ Back | Next |r pii ||ﬂ- i | | Accept Changes || Cancel H Help |

Add your Reimbursable Expenses, then click Accept Changes.

View: Traveler

COASTIE, JobY Enroute PCS Travel
. 7
TONO: [ 1217GOBPRAGYVO00 | Proceed Date:  1/1/201
Number of Days: 23
Type of order: | PCS | End Date:  1/232017
What's Authorized Itinerary Constructed Itinerary Reimbursables
Date Description Claimed
112017 AIRFARE-TRAIN-BUS EXPENSE 408.00
112017 SATO-CTO-TMC SVC PROC FEE 22.00
Add / Edit Trip Expenses
Back Exceptions QOccasionals Accept Changes Cancel Help
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3 March 2020

Mixed Mode — Drive/Fly to Ship, Continued

Procedures,
continued
Step Action
5 Click Next to view the computations tab.
COASTIE, JODY View: Traveler
TONO: 1217GI6PRA4YVODD Settlement ReqUESt
Type of order: | PCS | Covered from: 1172017 to: 1/23/2017
Type of Settlement | Partial “ Type of Partial: | Not a Partial v
Remit To Transactions Entltlements‘ Computations Financial Remarks
Travel Not Performed Effective Date:
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel AM2017 11872017 “alidated Data Delete | Cales | Comp
v]
Back ‘ Next | Manage Images | Receipts ‘ | SAVE ‘ | Cancel ‘ | Help ‘

Continued on next page
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3 March 2020

Mixed Mode — Drive/Fly to Ship, Continued

Procedures,
continued

Step Action
6 Since it’s below the maximum allowed, the system is paying both the airfare costs
and mileage and per diem for driving. Click Next.

COASTIE, JODY View: Traveler
o Settlement Request
Type of order: | PCS | Covered from: 1172017 to: 1/23/2017
Type of Settlement | Partial “| Type of Partial: Mot a Partial v
Remit To Transactions Entitlements Computaticns Financial Remarks
Total Entitlement
== = Deductions
Memb/Emp PCS Per Diem 180.25 -
Partial Payments 0.00
Memb/Emp Transportation 430.00
Memb/Emp MALT 142,89 Amount Payable
Advances
Method of Payment| Direct Deposit v
Due Employee
Split Payment 0.00
Al Ad -
it ‘ Computed Split 0.00
Enter amount in Split Payment field to pay
GTCC
This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed
‘ Back Next | Manage Images ‘ ‘ Receipts ‘ ‘ SAVE ‘ ‘ Cancel ‘ ‘ Help ‘

7 Enter the Line of Accounting as usual, then click Next.

COASTIE, JODY View: Traveler
TONO: 1217G96PRA4YV000 Settlement RequeSt
Type of order: | PCS | Coveredfrom: [ 112017 | to: [ 12312017 |
Type of Settlement  Partial V' Type of Partial: Nota Partial v
Remit To Transactions Entitilements Computations Financial Remarks
Db/Cr Classification String Amount
Db 1217G96PRA4Y\000 2 P 501 289 21 0 RA 78040 2100 75294
Add/Modify Accounting

Back I Next | Manage Images | Receipts | | SAVE | | Cancel | | Help

Continued on next page
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3 March 2020

Mixed Mode — Drive/Fly to Ship, Continued

Procedures,
continued
Step Action
8 Make sure you designate in the remarks what actually happened, then click Save.

COASTIE, JODY View: Traveler
TONO: 1217G96PRA4YV000 settlement RequeSt
Type of order: | PCS | Coveredfrom: [ 1172017 | to: [ 1/2372017 |
Type of Settlement  Partial Vv Type of Partial: Not a Partial v

Remit To Transactions Entitlements Computations Financial Remarks

Voucher Remarks:
| drove from Seattle, WA to my parents house in Sacramento, CA to
drop off my vehicle. | took a few days of leave before flying to
IMayport to meet the boat.

Back Manage Images Receipts SAVE Cancel Help

Ensure you have all Airfare receipts, orders and any receipts over $75.00 are
scanned and attached in the Manage Images section of TPAX.
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3 March 2020

Mixed Mode — Fly/Drive to PDS (CONUS to CONUS)

Introduction

This section shows how to account for a member who uses more than one
method of transportation to PCS Transfer. In this scenario, the member
flew from San Diego, CA to Albuquerque, NM, took some leave, then
drove to Miami, FL.

Procedures See below.
Step Action
1 Click Add This Entitlement.

COASTIE, JODY View: Traveler

TONO: 1217GIEPRA4YVO00 Settlement ReqUESt

Type of order: | PCS | Covered from: 10172017 to: 1/23/2017

Type of Settlement | Partial % Type of Partial: |Not a Partial v

Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed: [] Effective Date:
| Enroute PCS Travel v | <= Add This Entitlement
‘ Back H Next ‘ ‘ Manage Images ‘ | Receipts H SAVE H Cancel H Help ‘

2 Check the Owner operator of POV box, leave the number of cars authorized
as one, select the member and then click Next.

View:  Traveler
COASTIE, JODY Enroute PCS Travel
. 7
TONO: [ 1217GU6PRAAYVO00 ] Proceed Date: (#1751
Number of Days: 23
Type of order: | PCS | End Date: 12232017
What's Authorized Itinerary Reimbursables
] Owner operator of POV [CINo Number of cars authorized
MALT

Who Being Paid

I Next I | Accept Changes

(o [ ]

Continued on next page
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3 March 2020

Mixed Mode — Fly/Drive to PDS (CONUS to CONUS), continued

Procedures,
continued
Step Action
3 Select Greater than or equal to 24 hours from the Duration of Travel drop-
down.
COASTIE, JODY Enroute PCS Travel views Traveler
TONO: [ 1217GI6PRAAYVO00 | Proceed Date: |1/1/2017
Number of Days: 23
Type of order: | PCS | End Date: 1/232017
What's Authorized Itinerary Reimbursables
Duralionoftrauel.l D trip I
Greater than or eqgual to 24 hours
[owe | [ vocaon | iz [ Oy [ | i [ tooomo | 07 | e Vo o wen |
‘ Back H Next ‘ l Accept Changes | Cancel “ Help ‘

4 | When entering the Itinerary, make sure the Departure Date is the actual date you
flew. The Departure Location should default to your current PDS. Change the
Method of Transportation to TP - Government Procured Plane. The Arrival
Date should be the date you actually arrived. Select LV - Leave from the Reason
for Stop drop-down. When finished, click Accept Leg.

COASTIE, JODY i View:  Traveler
TONO: 1217GI6PRA4YVO0D Itlnerary
" Trans Duty Local? - Embark? Who Else Traveling
pate ‘ ‘ Location ‘ Reason ‘ Day ‘ oL ‘ Method ‘ Lodging ‘ Meals AE% Lodging Taxes Miles ‘ ‘
Departure Date Depariure Loc_atlon (click to E(.ilt,l Method of Reimbursement: Daily Ldg Cost
e [§2101 San Diego, CA, San Diego Iz Local ~
01/012017 j
Method of Transportation:
= [ Embark Lodging Tax:
W Duty Day [TP - Govt. Proc. Plane ] o
ging Type:
Armival Location (click to edit) CQ - Comm'l Qtrs Incidentsl Expense Full i
Arrival Date: 7101 Albuguerque, NM, Bemalillo
01012017 |4 Resson for Stop:
|L'\-" - Leave L | Mesals Type:  M3IE: 51.00
O Duty Day CM - Commercial Meals ~ Miles:
0
I Accept Leg I ‘ Cancel Changes

Continued on next page
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Mixed Mode — Fly/Drive to PDS (CONUS to CONUS), continued

Procedures,
continued

Step Action

5 Now enter the next leg of your trip. The Departure Date should be the day you
started driving. The Departure Location should default from the previous leg of
travel. Change the Method of Transportation to PA - Private Auto. The Arrival
Date should always be the date you reported to your new PDS. Enter your Arrival
Location. If this is your final destination, select MC - Mission Complete in the
Reason for Stop. When finished, click Accept Leg.

COASTIE, JODY 5 View: Traveler
TONO: 1217G96PRA4YVD0D Itlnerary
- Trans |Duty Local? = Embark? Who Else Traveling
25 ST Reason| Day | 'PL | Method | 129918 “rcare AE% Lodging Taxes Miles
52101 San Diego, CA, San
11207 DEP Diego TP v
11217 |ARR 87101 Albuquergue, NM, LV ca (| o]
Bemalillo
Depariure Date Departure Location (click to edit). Method of Reimbursement: Daily Ldg Cost
7101 Albuquergue, MM, Bernalillo D I Local ~ 0
01/D62017 j
Method of Transportation: .
P [is Emoark Lodging Taxc
[ buty pay [P - Private Auto M
Lodging Type: o
Arrival Location (click to edit) >
Arrival Date: 3130 Miami, FL, Mizmi-Dade
2T j Reason for Stop:
[MC - Mission Complete % Mesls Type:
[ puty Day CM - Commercial Meals v Miles:
1955
I Accept Leg I ‘ Cancel Changes

6 Review the itinerary again and if correct, click Accept Changes.

COASTIE, JODY & View:  Traveler
TONO: 1217GIEPRA4YVD00 Itinerary
) Trans | Duty Local? - [Embark? Who Else Traveling
=E STEITIT Reason| Day | 'O | Method | L2998 | “peais AE% Lodging Taxes Miles
92101 San Diego, CA, San
1172017 | DEP Diego ™ | ¥ Edit |
1112017 |ARR &7101 Albuguerque, NM, LV cQ [0 [ @00 [ 000 J[ o ] |inser
Bemnalillo
1eo17 |oep| FTIO Aéi‘;ﬁ:m”e‘““* PA Edit [y
1232017 | ARR | aa4an Miam FL MiamiDade | MC NLG [0 000 |[ o000 |[185 ] |Insert
I Accept Changes I ‘ Cancel Changes ‘ Help

Continued on next page
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Mixed Mode — Fly/Drive to PDS (CONUS to CONUS), continued

Procedures,
continued
Step Action
7 Select the Reimbursables tab.
COASTIE, JODY View:  Traveler
Enroute PCS Travel

| Proceed Date:  1/1/2017
Number of Days: 23
e Fes | End Date: 12372017

What's Authorized Htinerary Constructed tinerary

Duration of travel: [Greater than or equal fo 24 hours v

TONO: [ 1217G96PRA4YV000

Trans |Duty Local? Embark? ‘Who Else Traveling
e Location | peason| Day | 'O | Method | 199110 | " peals AE% Lodging Taxes Miles
San Diego,
1172017 |DEP| CALIFORNIA ™ wd
11172017 | ARR | 87101 Albuquerque, | LV ca [ o J[ooo J[ om0 [0 ]
NEW MEXICO
87101 Albuquerque,
162017 |DEP| NEW MEXICO PA
1232017 | ARR 33130 Miami, MC NLG [ o [ ooo [ ooo [ 1858 |
FLORIDA
l Back H Next ‘ | pti H 0Oc i | | Accept Changes | Cancel ” Help ‘

8 Now you must add your airfare as a reimbursable expense. Click Add/Edit Trip

EXxpense.
View: Traveler
S L Enroute PCS Travel
- nzmy
TONO: [ 1217GI6PRAAYVO0D | R
Number of Days: 23
Type of order: | PCS | End Date:  1/232017
What's Authorized Hinerary Constructed inerary Reimbursables

Date Description Claimed

Add ! Edit Trip Expenses

Occasgionals Accept Changes ‘ Cancel H Help ‘

Continued on next page
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Mixed Mode — Fly/Drive to PDS (CONUS to CONUS), continued

Procedures,
continued
Step Action
9 Add all reimbursable expenses, then click Accept Changes.
A View: Traveler
COASTIE, JODY
TONG: 121 7Ca8PRAS Reimbursable Expenses
Date Description Claimed C:“ﬂ:t'
112017 AIRFARE-TRAIN-BUS EXPENSE 242.00 1 Edit Delete
11207 SATO-CTO-TMC SWC PROC FEE 773 1 Edit Delete
162017 AIRFARE-TRAIN-BUS EXPENSE 10.00 1 Edit Delete
Was any airfare paid by a member's travel card. If paid by Government Account, do not enter =
the airfare I Add Expense
Accept Changes Cancel Changes Help
10 | Click Accept Changes.
View: Traveler
COASTIEJ00Y Enroute PCS Travel
. 7
TONO: [ 1217G96PRAAYV000 | Proceed Date: |1/1201
Number of Days: 23
Type of order: | PCS | End Date: 12372017
What's Authorized Itinerary Constructed Itinerary Reimbursables
Date Description Claimed
112017 AIRFARE-TRAIN-BUS EXPENSE 24200
1112017 SATO-CTO-TMC SVC PROC FEE 7.75
1612017 AIRFARE-TRAIN-BUS EXPENSE 10.00
l Add / Edit Trip Expenses
I-’ i ||¢‘ i | I Accept Changes ” Cancel || Help |

Continued on next page
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Mixed Mode — Fly/Drive to PDS (CONUS to CONUS), continued

Procedures,
continued
Step Action
11 | Click Next to view the Computations.
COASTIE, JODY View: Traveler
TONO: 1217GI6PRA4YV0O00 Settlement ReqUESt
Type of order: | PCS | Covered from: 1172017 to: 1/23/2017
Type of Settlement | Pariial “ Type of Partial: |Not a Partial v
Remit To Transactions Entltlements Computations Financial Remarks
Travel Not Performed Effective Date:
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel AMR2017-102372017 “alidated Data Dielete | Cales | Camp
v]
Back | Next I Manage Images | Receipts ‘ ‘ SAVE ‘ ‘ Cancel | ‘ Help ‘

Continued on next page
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Mixed Mode — Fly/Drive to PDS (CONUS to CONUS), continued

Procedures,
continued

Step

Action

12 | Notice you will get per diem and MALT as well as your transportation costs paid.
Ensure you have all Airfare receipts, orders and any receipts over $75.00 scanned
and attached in the Manage Images section of TPAX.

COASTIE, JODY
TONO: 1217GIEPRA4YVO00

Settlement Request

Traveler

Type of order: | PCS | Covered from: 1172017 to: 1/23/2017
Type of Settlement | Pariial | Type of Partial: |Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Total Entitlement
Desrton = Deductions
MembEmp PCS Per Diem 200.25 -
- Partial Payments 0.00
Memb/Emp Transportation 258.75
Mermb/Emp MALT 7202 Amount Payable
Advances
Method of Payment| EIEEIE - I © |
Due Employee
Split Payment 0.00
A Ad .
ek ‘ Computed Split 0.00

Enter amount in Split Payment field to pay
GTCC

This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed

| Back H Next ‘ ‘ Manage Images ‘ Receipts H SAVE H Cancel H Help ‘
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Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
to New PDS Ship Underway)

Introduction This section shows how to account for a member who uses more than one
method of transportation to PCS Transfer. In this scenario, the member
drove from their old PDS to the Homeport of their new PDS (ship is
homeported in Key West, FL). However, the ship was underway in Panama
so the member had to travel to Panama from Key West.

Procedures See below.

Step Action
1 When chasing the boat, you must select Change of Homeport from the Type of
PCS drop-down.

COASTIE, JODY Travel Order View: Traveler
" Grade/Rank " Order Number(s) " Type of Order
EEa 1217GIEPRA4YVD00 e -

Description  What's Authorized Dependents Remarks

* Type of PCS | Change of Home Port v
* Issue Date 1901 g
Trip Name: 2017 PCS | 121112016 B
* Detach Date 010272017 B
Issuing Organization [7947400 ]
Paying Organization [78a7a00 ] * Report Date 02012017 i
Group Travel Il
Funds [ Coast Guard v
* Origin [F5553 Topeka, K5, Shawnee ]
" Destination [F3040 Rey West. FL Monroe ]

[ ] e | [ | [ ]

Continued on next page
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Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
to New PDS Ship Underway), Continued

Procedures,
continued
Step Action
2 Update your address to reflect your new home address at your new PDS. Then
click Next.
COASTIE, JODY View: Traveler
TONO: 1217G96PRA4YV000 sememem RequeSt
Type of order: | PCS | Covered from: to:
Type of Settlement  Partial v Type of Partial:  Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks

* Address 1: 1234 BEACH STREET

Address 2:

* Clt\f KEY WEST

*Country/State: | FL FLORIDA v

’ Z|p 33040

I Next Il Managelrnageal ‘ Receipts || SAVE || Cancel || Help |

3 Click Add This Entitlement.

COASTIE, JODY View: Traveler

TONO: 1217G26FPRA4YVO0D setﬂement ReqUESt

Type of order: | PCS | Covered from: 122017 to: 212017

Type of Settlement | Partial “| Type of Partial:  Nota Partial v

Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed: [] Effective Date:
| Enroute PCS Travel ~ | <= Add This Entitlement
‘ Back ‘ ‘ MNext | | Manage Images ‘ ‘ Receipts ‘ ‘ SAVE | | Cancel ‘ ‘ Help ‘

Continued on next page
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Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
to New PDS Ship Underway), Continued

Procedures,
continued
Step Action
4 Enter the first leg of the itinerary to show the drive from the old PDS to the new

Homeport. Since the ship is underway, select WB (Waiting to Board Ship) for
your Reason for Stop since you didn’t fly out until the next day. Ensure you use
CP (Commercial Plane) for plane travel and WB for time spent waiting for next
leg to meet the ship. WB ensures that days spent waiting at home port for ship are
not paid out in the daily calculations. Members are not entitled for reimbursement

for these days. Then click Accept Leg.

COASTIE, JODY Wiew:  Traveler
TONO: 11 7GIEPRASYVON0 Itinerary
Trans Dty Local? Embark? Who Else Traveling
"ll"""'“"|m|m|“|w|“""‘“|m AE% Lodging  Taxes Miies ||
Depariure Date Departure Lotation (chck bo edit) Method of Reimbursement Dedy Ldg Cost
ey [FE5ES Topeka, Ko Shawnes ] [is Locat = 0
(Ll L R T} =
f
Methad af Transpcriason (e " . .
] outy Day Pa - Private Aulo ] g '99 )
Ladging Type
Aurval Location (CIK 1 edit) CQ - Come| Qtrs incidental Expense Full
Aurreal Darter (3040 Key Wesd FL_honroe: ]
oiGIe0t7 o Resson for Stop
LB Waiting 1o Baard Ship = | Meals Type
[ outy Day €M - Commessinl Meals ol || names _
1682

I AccEpt Leg I | Cancel Changes

68
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Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
to New PDS Ship Underway), Continued

Procedures,
continued

Step Action

6 Enter the last leg to show your flight to Panama to meet the boat. Ensure to use CP
(Commercial Plane) vs TP (Government Transportation Provided) in the
Departure Location. Don’t forget to check the Is Embark box. When finished,

click Accept Leg.

COASTIE, JODY nerary
TONO: 1217GIEPRASYVO0D Iti
Trans | Duty Local? Embark? Who Else Traveling
o2 | (e |Dn “lml"“""‘ Meals | AE% Lodging Taxes Miles
122017 |DEP| 64533 Topeka, KS, Shownee | Pa | o
WUBZMT |ARR | 33080 Key West FL Monroe | WE LOP I | | I T
Departure Lot ation (chck o adit) Maitod of Reimburssment Dinily Ldg Cost
De Ciate
. il y  [i3040 Mey Wesd, FL_Monroe ] s Local e i}
21017 | o
— Mm-d. ranspostation M 1s Empark: Lodging Tax
L Duty Doy |CP - Commercial Plane E ——— 0
ng Y
‘Amrival Locabon (hick to ect) -
Arrival Date PANAMA PANAMA CITY ]
:DEI'I:ﬂ a7 |__ Reason fof Sﬂof
MC - Mission Complete w | Maals Typa:
[ puty Day CM - Comnartial Meals w || mites
1]

I Accept Leg I | Cancel Changes l

7 This 1s what the finished itinerary should look like when completed with “WB”
for the reason for stop at the ships homeport. If member flies, ensure that “CP” is
used vice “TP” to ensure correct payment in the calculations. Click the Accept
Changes button.

Review the itinerary, make changes if needed and then click Accept Changes.

COASTIE, JODY nera Wiew:  Traveler
TOMO: 124 TGISPRAA YWD Iti ry
Trans | Duty Local? Embark? Who Else
o | L Mlunrl Lt |mlw‘| Meals | AE% Lodging Taxes Miles
122047 DEP | GBEE1 Topeka, KS, Shawnes (=1 ~ Edit De
V20T |ARR | 33040 Key West FL, Monmoe | WE co o ][ om0 J[ oo ez Insert
ZZNT  |DEP | 33040 Key West, FL Monmos cr 7 Edit |,
H1PMT  |ARR P, PANAMA CITY MC NLG o J[Cooo JCooa JC o ] Insert
Remarks
I Accept Changes I ‘ Cancel Changes | ‘ Help

Continued on next page
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Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
to New PDS Ship Underway), Continued

Procedures,
continued

Step Action
8 The miles in the Constructed Itinerary will populate. Click Accept Changes.
COASTEE, JODY Enroute PCS Travel v e

| Proceed Date: 1/272017

Number of Days: 3
Type of order: | PCS ] End Date: 2112017

TONO: [ 1217G96PRA4YV000

What's Authorized Itinerary Constructed Itinerary Reimbursables

Duration of travel: |Grealer than or equal to 24 hours WV

Depart Date | Amrive Date To Location Auth. Miles
122017 1312017 | 33040 Key West, FLORIDA 16582

212017 212017 |PANAMACITY, ... 0

Accept Changes \ Cancel H Help l

Occasionals

‘ Back | ’ Next | | Exceptions

9 Click Calcs.

COASTIE, JODY
TONO: 1217GIEPRA4YVO00 Settlement ReqUESt

Type of order: | PCS | Covered from: 14212017 to: 212017

Type of Settlement | Partisl “ Type of Partial: |Not a Partial ~

--------------------------------

Remit To Transactions Entitlements Computations Financial Remarks

Travel Not Performed Effective Date:

Entitlement Type Diates Encompassed Status
Edit | Enroute PCS Travel W2207-21172017 “alidated Data Delete) Calcsj Comp

v]

‘ Back || Next ‘ | Manage Images ‘ Receipts H SAVE H Cancel H Help ‘

Continued on next page
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Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
to New PDS Ship Underway), Continued

Procedures,
continued
Step Action
10 | The Daily Expenses breakdown should show that you were paid for your driving

days as well as your flying day. When finished reviewing, click Done.

TONO: 1217GI6PRA4YVO0D

Settlement Request

COASTIE, JODY Da' Ex View: Traveler
TONO: 1217GI6PRA4YVO00 “y penSES
Audit Remarks Done
Day | Ldg |MS&IE : MB&IE | Total |Lodging
Date Type| Rat B Br ( Ln [ Dn |Lodg | Break | Lunch | Dinmer | Incdtl| , nt| A W e Taxable
0127 FP 0.00 | 14200 | 0.00
0128| FP 0.00 | 14203 | 0.00
01/29| FP 000 | 14200 | O.00
01/30| FP 000 | 14200 | 0.00
0121 FP 000 | 14200 | D.0D
02/01| LDP [173.00)| 99.00 | CM |CM| CM | D.DD Partial | Day | 74.25 | 7425 0.00
Total | 72425 | 0.00
11 | Check the Computations tab for accuracy. Click Next.
COASTIE, JODY View: Traveler

Apply Advances ‘

Due Employee
Split Payment
Computed Split

Type of order: | PCS | Covered from: 1/2/2017 to: 2172017
Type of Settlement | Partial % Type of Partial: Mot a Partial v
Remit To Transactions Entitlements Computaticns Financial Remarks
Total Entitlement
Desrpte T Deductions
Memb/Emp PCS Per Diem 78425 -
Partial Payments
Memb/Emp MALT 318,58
Amount Payable
Advances
Method of Payment | IS T A - |

1.102.83

0.00

0.00

Enter amount in Split Payment field to pay

GTCC

This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed

=l

| Manage Images

‘ Receipts H SAVE H Cancel H Help ‘

7

Continued on next page
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Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
to New PDS Ship Underway), Continued

Procedures,
continued
Step Action
12 | Enter the Line of Accounting (LOA), then click Next.
COASTIE, JODY View: Traveler
TONO: 1217GI6PRA4YVO0D Settlement ReqUESt
Type of order: | PCS | Covered from: to:
Type of Settlement | Partial ~ | Type of Partial: Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
DbiCr Classification String Amount
Db 1217GIEPRA4YV/O00 2 P 501 289 21 0 RA 78040 2100 1,103.83
I AddModify Accounting I
‘ Back ‘I Mext I | Manage Images ‘ ‘ Receipts ‘ ‘ SAVE || Cancel ‘ ‘ Help ‘

13 | Make sure you designate in the remarks what actually happened, then click Save.

COASTIE, JODY View: Traveler
TONO: 1217G96PRA4YV000 setﬂement RequeSt
Type of order: | PCS | Covered from: 11212017 to: 20112017
Type of Settlement | Partial v Type of Partial: | Not a Partial v
Remit To Transactions Entitl t: Comp i Financial Remarks
Voucher Remarks:
| drove from Topeka, KS to Key West, FL. Since the boat was
underway, | had to fly to Panama City, Panama to meet it.
Back Manage Images | | Receipts SAVE | Cancel | | Help |

Ensure you have all Airfare receipts, orders and any receipts over $75.00 scanned
and attached in the Manage Images section of TPAX.
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Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
Underway to Homeport to New PDS Underway)

Introduction

This section shows how to account for a member who uses more than one

method of transportation to PCS Transfer. In this scenario, the old PDS
(boat) is underway in Cordova, AK. They need to fly to Seattle, then drive
to their new Homeport in Key West, FL. Then they will fly to meet the
new PDS that is underway in Panama City, Panama.

Procedures See below.
Step Action
1 | When chasing the boat, you must select Change of Homeport from the Type of
PCS drop-down.
COASTIE, JODY Travel Order View: Traveler|
* Grads/Rank: " Order Mumber(s): * Type of Order:
1217GS6PRA4YVD00 PCS e
Description  \What's Authorized Dependents Remarks
* Type of PCS | Change of Home Port ™ |
Tiotame | R - —
|ssuing Crganization |?94?4(]EI |
Paying Organization |?94T4GEI | * Report Date _:]
Group Travel |:|
Funds [ Coast Guard M
* Origin [B8134 Seatile, WA, King ]
* Destination [32040 Key West, FL, Monros ]
==

73
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3 March 2020

Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
Underway to Homeport to New PDS Underway), Continued

Procedures,
continued
Step Action
2 | Update your address to reflect your new home address at your new PDS. Then
click Next.
COASTIE, JODY View: Traveler
TONO: 1217G96PRA4YV000 Settlement ReqUESt
Type of order- | PCS | Coveredfrom: [ 1MR017T | to: [ 1/3002017 |
Type of Settlement  Partial Vv Type of Partial: Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
* Address 1: [[1234 BEACH STREET x|
Address 2: |

* City: [KEYWEST |

*Country/State: |FLFLORIDA v]

®

Zip: 33040

Next ‘ Manage Images | Receipts | SAVE || Cancel ” Help |
3 | Click Add This Entitlement.

COASTIE, JODY View: Traveler

TOMNO: 1217G96PRA4YVO00 Settlemerlt ReqUESt

Type of order: | PCS | Covered from: 1712017 to: 1/30/2017

Type of Settlement | Pariial | Type of Partial: | Not a Partial v

Remit To Transacticns Entitlements Computations Financial Remarks
Travel Not Performed: [] Effective Date:
| Enroute PCS Travel v | <= Add This Entitlement
‘ Back H Next ‘ ‘ Manage Images ‘ ‘ Receipts ‘ ‘ SAVE ‘ ‘ Cancel ‘ ‘ Help ‘

Continued on next page
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Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
Underway to Homeport to New PDS Underway), Continued

Procedures,
continued

Step Action
4 | Enter the first leg of travel, don’t forget to check the Is Embark box since you’ll
be flying over the ocean. When finished, click Accept Leg.

COASTIE, JODY i View: Traveler
TONO: 1217GI6PRA4YVIDD Itlnerary
" Trans Duty Local? = Embark? Wheo Else Traveling
10z ‘ ‘ STEITT ‘ Reason ‘ Day ‘ e ‘ Method ‘ Lodging ‘ Meals AE% Lodging Taxes Miles ‘ ‘
Departure Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
= EQSM Cordova, AK ALASKA Vald... Iz Local LDP - Lodging Pilus hd 0
01o7zmT j
Method of T ration:
& ransporstion E| ls Embark Lodging Tax:
Wloutypsy  [TP-Gowt Proc. Plane V] Cacsing T 2
ging Type:
Arrival Location (click to edit) he
Arrival Date: 58134 Seattle. WA King
0107207 j Reason for Stop:
[AT - Awaiting Transportation v| Meals Type: ]
[ Duty Day CM - Commercial Meals || Miles:
0
I Accept Leg I ‘ Cancel Changes

5 | Now enter the next leg showing your drive from Seattle to your new PDS
Homeport. Then click Accept Leg.

‘COASTIE, JODY

i View: Traveler
TONO: 1217G96PRA4YVO0D Itlnerary
- Trans | Duty Local? g Embark? Who Else Traveling
Date Location Reason| Day | '°* | Method | “°9%"M®| “peals AE% Lodging Taxes Miles
i -
| CmonCer e | T2 | SO v v
< 93134 Seattie, WA, King LoP
Departure Date Departure Location [Cl.lck to edit) Method of Reimbursement: Daily Ldg Cost
.. [38134 Seaftle. WA King [is Local e
0170772017 j
Method of Transportation: [ Lodging Tax:
Cloutypay  |[PA- Private Auto v e
aing Type:
Trrival Location (chek to edi) CQ - Comm'l Qtrs Incidental Expense Full i
Aurival Date: b304D Key West, FL, Monroe |
2T j Reason for Stop:
|L'-\-" - Leave w | Meals Type: MS&IE: 69.00
O Dty Day CM - Commercial Meals ~ Miles:Il
I Accept Leg I ‘ Cancel Changes

Continued on next page
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Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
Underway to Homeport to New PDS Underway), Continued

Procedures,
continued

Step Action

6 | Since you cannot fly overseas from a Leave status, you must enter a leg to show a
change in status. The Departure and Arrival Dates must match. When finished,
click Accept Leg.

COASTIE, JODY View:  Traveler
[TONO: 1217G96PRA4YV000 Itinerary
Trans | Duty Local? Embark? Who Else Traveling
=5 e Reason| Day | 'PU | Method| 129%™ | “Meals |  AE% Lodging Taxes Miles
99574 Cordova, AK, Valdez-
1772017 | DEP T | ¥
Cordova Census Area o
1712017 |ARR 38124 Seattle, WA, King AT LDP [0 ][ooe oo J[o ]
17712017 | DEP 98134 Seattle, WA, King PA
172272017 |ARR| 33040 Key West, FL, Monroe LV ca [0 ][Cooa 0.00 3486
TS Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
----- [33040 Key West. FL. Monroe | O Is Local LDP - Lodging Plus v 0
01232017 |-
Method of Transportation Ois - Lodging Tax
[outypsy  [CS - Change Status v] Emea Lot T G
ging Type:
Artival Location (click to edit) e
Arrival Date: [33040 Key West, FL. Monroe |
01232017 [ia] RReasonfor Stop:
[AT - Awaiting Transportation v Meals Type:
[ Duty Day CM - Commercial Meals v Miles:
0
I Accept Leg I | Cancel Changes |

7 | Finally, add your last leg of travel to show your flight to the new boat. Don’t forget
to check the Is Embark box, then click Accept Leg.

ICOASTIE, JODY P View:  Traveler
[TONO: 1217G96PRA4YV000 Itlnerary
Date Location Trans Local? Embark? ‘Who Else Traveling

Duty
Day | '°" |Method|"°¥"™| “Meals | AE% Lodging Taxes Miles
WTR0T Dep 99574 Cordova, AK, Valdez- - ]

Cordova Census Area v
172017 | ARR 95174 Seatle. WA King AT Lop oo J[ooo 0o ]

1/7/2017 | DEP 98134 Seattle, WA, King PA

17222017 |ARR | 33040 Key West, FL, Monroe | LV ca [e[Cooo J[ooo |[=2e8]
1232017 | DEP 33040 Key West, FL, Monroe CS
1232017 [ARR | 33040 Key West, FL, Monroe | AT LOP oo Jeo JCo ]
Departure Date Departure Location (click to edit) Method of Reimbursement: Dﬂl'y Ldg Cost
. [53040 Key West. FL Monroe ] Is Local v 0
orz32017 |4
Method of Transportation: !
M1 is Embark Lodging Tax:
[Jouwypsy  [TP-Govt. Proc. Plane v
Lodging Type: L
Amival Location (click to edit) =
Asrival Date: [PM._ PANAMA CITY ]
[o1232017 [ Reason for Stop
[MC - Mission Complete v Meals Type:  M&IE: 99.00
[J outy Day CM - Commercial Meals | || mites
0

I Accept Leg I ‘ Cancel Changes |

Continued on next page
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Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
Underway to Homeport to New PDS Underway), Continued

Procedures,
continued
Step Action
8 | Review the itinerary, make changes if needed and then click Accept Changes.
COASTIE, JODY Itinerary View: Traveler

TONO: 1217G96PRA4YV000

" Trans |Duty Local? = Embark? Wheo Else Traveling
25 ST Reason | Day | '°L | Method |12991M | "ol AE% Lodging Taxes Miles
99574 Cordova, AK, Valdez- "
172017 | DEP ™ | ¥ Edit
R0IT | ARR| Pk Cene e AT LoP S | Co1 fineen|™
172017 |DEP | 93134 Seattle, WA, King PA Edit |
122/2017 |ARR | 33040 Key West, FL, Monroe LV ca o] Insert
1/23/2017 | DEP | 33040 Key West, FL, Monroe | CS Edit |
1232017 |ARR | 33040 Key West FL Momroe | AT LoP 1] a1 fmsen
1/23/2017 |DEP | 33040 Key West, FL Monroe | TP v Edit |p
1/232017 | ARR PM, PANAMA CITY MG NLG o] o ] |finsen

l Accept Changes | ‘ Cancel Changes

9 | The miles in the Constructed Itinerary will populate. Click Next.
Sl St Enroute PCS Travel

View: Traveler

| Proceed Date; 1772017

Number of Days: 24
Type of order: | PCS | End Date: | 1/302017

TONO: [ 1217GI6PRA4YVDO0

What's Authorized Itinerary Constructed linerary Reimbursables

Duration of travel; |Greater than or equal to 24 hours W

Depart Date | Arrive Date To Location Auth. Miles | Mem GTR |Const. Dep. Date | Const. Arr. Date
172017 17207 | 88134 Seattle, WASHINGTON 1] 0.00
1mRo7 1232017 | 33040 Key West, FLORIDA 3486 0.00
123207 1232017 | PANAMA CITY, .. 1] 0.00

Recalculate Dates

‘ Cancel H Help ‘

Exceptions Occasicnals

=

‘ Accept Changes

Continued on next page
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3 March 2020

Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
Underway to Homeport to New PDS Underway), Continued

Procedures,
continued
Step Action
10 | Add your Reimbursable Expenses, then click Accept Changes.
View:  Traveler
(COASTIE, JODY Enroute PCS Travel
- AAR2017
TONO: [ 1217GOSPRA4YVO0D | Proceed Date:
Number of Days: 24
Type of order: | PCS | End Date: 1302017
What's Authorized Itinerary Constructed Itinerary Reimbursables
Date Description Claimed

1TR07 AIRFARE-TRAIN-BUS EXPENSE 250.00

1TRNM7 SATO-CTO-TMC SVC PROC FEE 22.00

1TR07 AIRFARE-TRAIN-BUS EXPENSE 308.00

Add / Edit Trip Expenses
Back Exceptions (o] i Accept Changes Cancel Help
11 | Click Calcs.
COASTIE, JODY View: Traveler
TONO: 1217GI6PRA4YVO00 Settlement ReqUESt
Type of order: | PCS | Covered from: UTR2017 to: 1/30/2017
Type of Settlement | Partial * Type of Partial: Mot a Partial '
Remit To Transacticns Entitlements Computations Financial Remarks
Travel Not Performed Effective Date:
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Trawvel VTR2017 232017 “alidated Data Delete | Cales | Comip
vl

‘ Back H Next ‘ ‘ Manage Images ‘ Receipts ‘ ‘ SAVE H Cancel H Help ‘

Continued on next page
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Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
Underway to Homeport to New PDS Underway), Continued

Procedures,
continued
Step Action
12 | The Daily Expenses breakdown should show that you were paid for your driving

days as well as your flying day. When finished reviewing, click Done.

COASTIE, JODY : View: Traveler
TONO: 1EZ’1?GBGPR|&4’{VDOII Daily Expenses
Audit Remarks Done
Date T[:r';’fe RL;E "F‘:;'EE Br | Ln | Dn | Lodg | Bresk| Lunch | Dinner | Incat Aﬁfm Am '-"?g;“g Taxable
01/3| FP D00 | 14200 | 0.00
14| FP D00 | 14200 | 0.00
0i/is| FP D00 | 14200 | 0.00
18| FP D00 | 14200 | 0.00
07| FP D00 | 14200 | 0.00
011s| FP D00 | 14200 | 0.00
oins| FP D00 | 14200 | 0.00
o120 FR D00 | 14200 | 0.00
0121| FP D00 | 14200 | 0.00
ouz22| FR D00 | 14200 | 0.00
01723 LDP | 173.00{ s9.00( cm|cm| cm| 0.00 Partial | Day | 7425 | 7425 | 0.00
Total |148425| 0.00

Continued on next page
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Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
Underway to Homeport to New PDS Underway), Continued

Procedures,
continued
Step Action
13 | Check the Computations tab for accuracy. Click Next.

COASTIE, JODY
TONO: 1217G36PRA4YVD00

Settlement Request

Traveler

Type of order: | PCS | Covered from: 1712017 to: 113072017
Type of Settlement | Partial ' Type of Partial: | Not a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Total Entitlement
== i Deductions
Memb/Emp PCS Per Diem 1,404 25 .
. Partial Payments
Memb/Emp Transportation 580.00
Memb/Emp MALT 66234 Amount Payable
patvances
Method of Payment| Direct Deposit W
Dus Employee
Split Payment 0.00
A Ad -
el ‘ Computad Split 0.00

Enter amount in Split Payment field to pay

GTCC

This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed

Back ‘I Next I ‘ Manage Images

| Receipts H SAVE H Cancel H Help ‘
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3 March 2020

Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
Underway to Homeport to New PDS Underway), Continued

Procedures,
continued
Step Action
14 | Enter the Line of Accounting, then click Next.
COASTIE, JODY View: Traveler
TONO: 1217GIEPRA4YV000 Settlement ReqUESt
Type of order: | PCS | Covered from: t0:
Type of Settlement | Partial v Type of Partial: | Mot a Partial '
Remit To Transactions Entitlements Computations Financial Remarks
DbiCr Classification String Amount
Db 1217GIEPRA4YYO00 2 P 501 289 21 0 RA 78040 2100 2,736.59
AddModify Accounting
‘ Back ‘ Next ‘ Manage Images ‘ ‘ Receipts H SAVE H Cancel H Help ‘

15 | Make sure you designate in the remarks what actually happened, then click Save.

COASTIE, JODY View: Traveler
ey (R Settlement Request

Type of order: | PCS ] Covered from: 11712017 to: 1/30/2017
Type of Settlement  Partial V' Type of Partial: Nota Partial v
Remit To Transactions Entitl t: Comp Fii Remarks

Voucher Remarks:

| flew from my current boat in Cordova, AK to Seattle, WA Then |
drove to my new PDS Homeport in Key West, FL. Then | flew to meet
my new boat in Panama City, Panama.

Back Manage Imagesl | Receipts | SAVE I Cancel ” Help |

Ensure you have all Airfare receipts, orders and any receipts over $75.00 scanned
and attached in the Manage Images section of TPAX.
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PCS - Boot Camp to “A” School

Introduction This section shows how to account for a member who is going from Boot
Camp to “A” School.

Procedures See below.
Step Action
1 Make sure you select Boot Camp to “A” School from the Type of PCS drop-
down.
PENGUIN, PETER Travel Order HEE THEEE
* Grade/Rank " Order Mumber(s): * Type of Order.
1217G851STDTY000 Fes ~

Description What's Authorized Remarks

* Type of PCS | Eoot Camp to 'A' School ha |
* Issue Date 11212017 ]
Trip Name: | |
* Detach Date 112712017 Ei|
Issuing Organization |75\474GE| |
Paying Organization [7e47200 | * Report Date 020142017 ]
Group Travel O
Funds [Coast Guard ~]
* Qrigin [05204 Cape May, MJ, Cape May ]
" Destination [3650 Vorkiown, VA, Tork ]

e [ [ ]

Continued on next page
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PCS — Boot Camp to “A” School, continued

Procedures,
continued

Step Action
2 Notice all entitlements on the What’s Authorized tab are greyed out. There are no
entitlements.

PENGUIN, PETER Travel order View: Traveler
* Grade/Rank: " Order Mumber(s}: * Type of Order:
E2 v 1217Ga51STDTY000 RCE e

Description What's Authorized Remarks

Ship POV TLE Emergency TLE
LA Mane - Procesd Time D Separate COT Travel
Houszehold Goods Mone w
‘ Back ‘ ‘ Next ‘ ‘ Save ‘ ‘ Cancel ‘ ‘ Help ‘

3 Update your new address at “A School. Then click Next.
EENGUB, FETER Settlement Request Views ™ Teaveles

TONO: 1217G851STDTY000

Type of order: | PCS | Covered from: 12712017 to: 212017
Type of Settlement  Partial V| Type of Partial: Nota Partial v

Remit To Transactions Entitlements Computations Financial Remarks

* Address 1 | U.S. COAST GUARD TRAINING CENTER

Address 2:

* City: [YORKTOWN

*Country/State: [VAVIRGINIA v
Iuext ”mnagelmnoes | Receipts l SAVE “ Cancel H Help |

Continued on next page
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PCS — Boot Camp to “A” School, continued

Procedures,
continued
Step Action
4 Click Add This Entitlement.
PENGUIN, PETER Settlement Request View: Traveler

TONO: 1217GE51 5TDTY000

Type of order: | PCS | Covered from: 12712017 to: 201/2017
Type of Settlement | Partial “ Type of Partial: |Not a Partial v
Remit To Transzactions Entrllemenls“ Computations Financial Remarks

Effective Date:

Travel Not Performed: []

| | Entitlement Type | Dates Encompassed Status. | | |
| Enroute PCS Travel v | <= Add This Entitlement
‘ Receipts | ‘ SAVE ‘ ‘ Cancel ‘ ‘ Help ‘

‘ Back || Next ‘ | Manage Images |

Check the Owner operator of POV box, leave the number of cars authorized

as one, select the member and then click Next.
PENGUIN, PETER Enroute PCS Travel views  Traveler

Proceed Date: 12722017

Number of Days: 6
End Date:  2/1/2017

TONO: [ 1217G851STDTY000 |

Type of order: | PCS |

Reimbursables

[INo Number of cars authorized

MALT

What's Authorized Itinerary

™I Owner operator of POV

Who Being Paid

E Accept Changes || Cancet || Heip

Continued on next page
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PCS — Boot Camp to “A” School, continued

Procedures,
continued

Step Action
6 Enter in the Itinerary. Members can either drive (if someone brought them their
vehicle) or fly to get to “A” school. When finished, click Accept Leg.

PENGUIN, PETER - —
TONO: 1217G851STDTY000 Itinerary

" Trans Duty Local? Lodip Embark? Who Else Traveling
“L ‘M‘M‘IDL‘W‘ ‘ Meals ‘ AE% Lodging Taxes Miles “
Erorimae Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
[05204 Cape May, NJ, Cape May iz Local v 0
01272017 E]
Method of Transportation: .
= s Embark Lodging Tax:
WMDutyDay  [PA-Private Auto v]
Lodging Type: g
Arival Location (click to edit) e
Arival Date: Yorktown CG Reserve Tmg Cntr, ...
02012017 ﬁ] Reason for Stop:
[MC - Mission Complete v Meals Typs:
[ Duty Day CM - Commercial Meals v Miles
203
I Accept Leg I ‘ Cancel Changes

7 Once you have input the itinerary and reimbursable expenses, check the
Computations tab. Click Next.

PENGUIN, PETER View: Traveler
TONO: 12176851 5TOTY000 Settlement RequeSt

Type of order: | PCS | Covered from: 112712017 to: 21/2017
Type of Settlement | Partial | Type of Partial: |Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Total Entitlement 180.57
=T Tz Deductions
Memb/Emp PCS Per Diem 142.00 -
Partial Payments .0
Memb/Emp MALT 35 57
Amount Payable 180.57
Advances

Method of Payment | T A - |

o ol
[=] - [=}

Due Employee 180.57
Apply Advances ‘ Split Payment 0.00

Computed Split 0.00

Entsr amount in Split Payment field to pay
GTCC

This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed

| Back |I Next I‘ Manage Images ‘ Receipts H SAVE H Cancel H Help ‘

Continued on next page
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PCS — Boot Camp to “A” School, continued

Procedures,
continued
Step Action
8 Input your Line of Accounting, Upload Images and Save your claim.
PENGUIN, PETER Settlemerlt Request View: Traveler

TONO: 1217G851 STOTY000

Type of order: | PCS | Covered from: 112712017 to: 20112017
Type of Settlement | Pariial | Type of Partial: |Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
DbiCr Classification String Amount
Db 1217GE51STDTY D00 2 P 501 299 21 0 RA T5045 2104 180.57

I AddModify Accounting I

| Back H Next ‘Iﬂanagelmagesl ‘ Receipts ‘I SAVE ” Cancel H Help ‘
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PCS — Separation/Retirement

Information

Timeframe

Separation and Retirement PCS claims must be mailed via 1st Class Mail
to PPC for manual processing. This is because the effective date of the
orders will be after the member leaves the CG unit and will no longer have
access to TPAX.

Note: PPC cannot process separation/retirement claims until the
effective date of separation regardless of when the member traveled.

When separating, a member has 180 days to elect to relocate to their Home
of Record/Home of Selection.

Members that retire have one year to elect to relocate to their Home of
Record/Home of Selection.
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PCS with TDY Enroute (TEMDU)

Introduction This section shows how to account for a member who performed

Temporary Duty enroute from their old PDS to their new PDS. For the
purposes of this example the TDY TONO and TPAX Claim were created
first. We will focus on the PCS claim with the TDY already created.

Procedures See below.
Step Action
1 TPAX will inform you that the PCS TONO may conflict with the TDY TONO.

Click OK in order to save the newly created settlement.

Message from webpage

45% This order may overlap with order(s): 1117GA5ASPMMO000

Do you want to save anyway?

[ o< 1]

Continued on next page
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PCS with TDY Enroute (TEMDU), Continued

Procedures,
continued
Step Action
2 Input your home address at your new PDS. Then click Next.
COASTIE, JODY View: Traveler
TONO: 1217G86PRAYAV000 Settlement Request
Type of order: | PCS | Covered from: to:
Type of Settlement | Pariial “ Type of Partial: | Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks

* Addrass 1 [1234 ICEBREAKER LANE

Address 2:

* City: |PORTSMOUTH

*Country/State: |VAVIRGINIA v
.
Zip: R ]
Next |m"ﬂm'ma9“‘ ‘ Receipts H SAVE H Cancel H Help ‘

3 Any Advances entered would display here. Click Next.

COASTIE, JODY View: Traveler
TONO: 1217GE6PRAY4VI0D settlement ReqUESt
Type of order: | PCS | Covered from: 17272017 to: 21172017
Type of Settlement | Pariial ~ Type of Partial: | Not a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Locked Date Type

‘ Back ‘I Mext I| Manage Images ‘

Continued on next page
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PCS with TDY Enroute (TEMDU), Continued

Procedures,
continued
Step Action
4 Click Add This Entitlement.
COASTIE, JODY View: Traveler
TONO: 1217GEEPRAY4VO00 setﬂement ReqUESt
Type of order: | PCS | Covered from: 17212017 to: 20172017
Type of Settlement | Pariial ~ Type of Partial: | Nota Partial v
Remit To Transactions Entltlemenls‘ Computations Financial Remarks
Travel Not Performed [] Effective Date:
| Enroute PCS Travel Lv | <= Add Thig Entitlerment
‘ Back || Next ‘ ‘ Manage Images ‘ ‘ Receipts ‘ ‘ SAVE ‘ | Cancel ‘ ‘ Help ‘

5 Check the Owner operator of POV box, leave the number of cars authorized
as one, select the member and then click Next.

View: Traveler

COASTIE, JODY Enroute PCS Travel
. [izem7
TONO: [ 1217G86PRAYAVO00D | Proceed Date:
Number of Days: L
Type of order: | PCS | End Date: |2rm2017
What's Authorized Hinerary Reimbursables
W] Owner operator of POV [Ono Number of cars authorized
MALT

Who Being Paid

JODY (Member)
Select All
Unselect All

Next Accept Changes Cancel Help

Continued on next page
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PCS with TDY Enroute (TEMDU), Continued

Procedures,
continued
Step Action
6 Select Greater than or equal to 24 hours from the Duration of Travel drop-
down.
View: Traveler
R Enroute PCS Travel o
TONO: [ 1217GB6PRAYAVO00 | Proceed Date: [1/22017
Number of Days: 3
Type of order: | PCS | End Date: 2/1/2017
What's Authorized Itinerary Reimbursables
Duration of travel:
Greater than or equal to 24 hours
ove | [ vomon [ i, [ 3 [ [ s [ voooms | B0 | o Ui T s
Back Next Accept Changes Cancel Help

Continued on next page
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PCS with TDY Enroute (TEMDU), Continued

Procedures,
continued

Step Action

7 DO NOT INCLUDE THIS TRAVEL IN YOUR PCS CLAIM. In this
Scenario, the TDY TONO was already entered. DO NOT include the TDY travel
dates in the Itinerary. This screenshot is the TDY trip that was previously entered.
Ensure your dates of departure and arrival are correct and authorized by your

COASTIE, JODY i View:  Traveler
TONO: 1117G85A SPMMO000 Itmerary
" Trans | Duty Local? - "
Date Location Day | 'Ot o | LO8Ing | Meals AE% Lodging Taxes Miles
20593 US Coast Gua_ld. DC, Dist 7 )
82017 | DEP of Columbia ) cs ca o Edit |5
/2017 | ARR | 20593 US Coast Guard, DG, Dist | TD | 5 LOF [0 ][7&zm | Insert
of Golumbia
20583 US Coast Guard, DC. Dist
11142017 | DEP of Golumbia cs Edit | ng
1/14/2017 |ARR | 20581 Washington, DC, Dist of MC NLG o] o] Insert
Columbia
Accept Changes | ‘ Cancel Changes ‘ Help

Continued on next page
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PCS with TDY Enroute (TEMDU), Continued

Procedures,
continued

Step Action

8 This screenshot is the PCS trip that DOES NOT include the specifics of the TDY
travel. Select the DL (Designated Location) option from the Reason for Stop
drop-down. If the member flies at a point in the itinerary, ensure to use CP
(commercial plane) vice TP (Government Procured Plane) to ensure correct
payment on the calculations. This will ensure that the days spent in a TDY status
are not paid out on the PCS travel claim. If your itinerary is correct, click Accept

Changes.
View: Traveler
S =l Enroute PCS Travel
112017
TONO: [ 1217GO6PRA4YVODD | Proceed Date: [V
Number of Days: 23
Type of order- | PCS | End Date: 1232017
What's Authorized Itinerary Constructed Itinerary Reimbursables
Duration of travel: | Greater than or equal to 24 hours v |
" Trans |Duty Local? = Embark? Who's Traveling Concurrently
e S Reason | Day | 'PL | Method | 199918 | “jeals AE% Lodging Taxes Miles
1722017 | DEP| Topeka KANSAS =1
1192017 | ARR| 20593 US Coas ca [0 J[ 000 [ oo0 J[ 112 ]
20593 US Coas. .
1/14/2017 | DEP PA
23704 Portsmouth,
2112017 | ARR \J"IRGI:IL\\ MC NLG [0 _J[ oo J[ooo J[ 18 ]
‘ Back H Next | Excepti Hc i ‘ Accept Changes ‘ Cancel H Help |

Note: The Departure Date is prior to the TDY and it matches your departure
date from your old PDS.

Continued on next page
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PCS with TDY Enroute (TEMDU), Continued

Procedures,
continued
Step Action
9 Go to the Computations tab and check your calculations for accuracy. Click Next.
COASTIE, JODY View: Traveler
TOND: 1217GE86PRAY4VD00 Settlement Request
Type of order: | PCS | Ccovered from: [ 1R2OIT | to: [ 2112017 |
Type of Settlement | Partial ~ Type of Partial: | Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Total Entitlement
= o] Deductions
Memb/Emp PCS Per Diem 585.00 N
Partial Payments
Memb/Emp MALT 232.56
Amount Payable
Advances
Method of Payment | I AN - |
Due Employee
Apply Advances ‘ Split Payment 0.00
Computed Split 0.00

Enter amount in Split Payment field to pay
GTCC

This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed

‘ Back ‘I hlex'll ‘ Manage Images ‘ ‘ Receipts H SAVE H Cancel H Help |

10 | Click Add/Modify Accounting to add your Line of Accounting, then click Next.
COASTIE, JODY View: Traveler
TONO: 1217G86PRAY4V000 setﬂement RequeSt
Type of order: | PCS | Coveredfrom: [ 122017 | to: [ 21172017 |
Type of Settlement  Partial Vv Type of Partial: 'Nota Partial v
Remit To Transactions Entitiements Computations Financial Remarks
Db/Cr Classification String Amount
Db 1217G86PRAY4V000 2 P 501 299 21 0 RA 78040 2100 800.56
Add/Modify Accounting

Back |I Next I | Manage Images | Receipts | SAVE | | Cancel | I Help |

Continued on next page
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3 March 2020

PCS with TDY Enroute (TEMDU), Continued

Procedures,
continued

Step Action

11 | Enter your Voucher Remarks. Make sure to include your TDY TONO. When
finished click Save.

COASTIE, JODY View: Traveler
TONO: 1217G86PRAY4V000 setuement RequeSt
Type of order: | PCS | Coveredfrom: [ 122017 | to: [ 21172017 |
Type of Settlement  Partial V' Type of Partial:  Nota Partial N
Remit To Transactions Entitiements Computations Financial Remarks

Voucher Remarks:

TDY TONO 1117G85ASPMMO0000 was used in conjuncture with this
|PCS,

Back| Manaqelmagesl |Receipts |I SAVE || Cancel || Help

Ensure you have all orders and any receipts over $75.00 scanned and attached in
the Manage Images section of TPAX.

12 | After attaching your images to your claims, release them to the Authorizing
Official by selecting the claims and clicking the Release for Approval button.

ORIk o T-PAX Inbox o T
[Reservations] [Regulations] [Currency]
Profile and History » Create New » Tools» Help » Logout
Typeof | Start | End Auth. Status Request
TONO Ropcost | Dato | Date |Category| Createa By | S0 |status| LS origin | Arive At| REIEES! |Amount
Entered 23704
< 1217GB6PRAY4VD00 Settiement (1722017 | 2112017 | pes | COASTEE, JODY into | 21172017 | Traveler | Portsmouth, | 1100217737 | S800.56
T-PAX VA fosh
Entered Kansas City
7] 1117G35ASPMMO000 Settiement |1/82017 | 1/142017]  Normal | COASTIE, JODY into | 2/1/2017 | Traveler | Intl Airport, | 1100217735 | S709.87
T-PAX MO (est)
Release for Approval I I Print w /M I Delete | | Help |

I

95



3 March 2020

Travel Time Less Than Authorized

Introduction This section shows how to account for a member using less travel time
than authorized. This member was authorized leave but at the last minute
chose not to take it and drove straight through.

Procedures See below.

Step Action

1 When entering the Itinerary, enter each leg as it actually occurred. When
finished, click Accept Leg.
G Hinerary e
R ‘ ‘ SIEIET ‘ neasonmm D ‘ e ‘ MemodLH? Lodging E'nl;:::-:? AE% m;: Tr:\:::lmllzq Miles ‘ ‘
Departure Date Departure Location (click to edit) Methed of Reimbursement: Daily Ldg Cost
;1{!31}201? j 3131 Miami, FL, Misf‘ni-Dade |:| Is Local w i}
v r;jﬁ?:;‘:::j;ma“m: - ‘ [is Embark Lodging Tax:
g 5 Lodging Type: a
Arrival Location (click to edit) A
Arrival Date 54501 Alameda, C4, Alameds
> % Reason for Stop:
J [MC - Mission ;omplete v Meals Type:
- Commercial Meals w Miles:
[ Duty Day CM-C I Meal —
I Accept Leg I ‘ Cancel Changes
2 This member was authorized 9 days of travel based on the amount of miles
driven (see chart on Overview page), but only took 5. Click Accept Changes.
. tinerary e
Imi LTETTE Rgzgn m It m Lodging Ern:eam:—:‘, AE% mg?:; Tr::gu Miles

<

1M/2017 | DEP | 33131 Miami, FL, Miami-Dade PA Edit

1/5/2017 | ARR | 94501 Alameda, A, Alameda MC NLG [0 [ o000 |[ ooo | 3i00 inzent | 0%

I Accept Changes I ‘ Cancel Changes ‘ Help ‘

Continued on next page
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Travel Time Less Than Authorized, continued

Procedures,
continued
Step Action
3 To see how many days the member is actually getting paid, click Calcs.
COASTIE, JODY View: Traveler
TONO: 1217GI6PRA4YVO0D Setﬂement ReqUESt
Type of order: | PCS | Coveredfrom: [ 1MROIT | to: [ 1232017 |
Type of Settlement | Partial | Type of Partial: Mot a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed Effective Date:
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Trawvel AMR2017 052017 Validated Data Delete | Cales | Comp
vi
Back H Next ‘ | Manage Images ‘ ‘ Receipts H SAVE H Cancel H Help ‘
4 Although member was authorized 9 days to travel, the member only took 5 days
to drive so that is all the member is going to get reimbursed for. Click Done.
ICOASTIE, JODY i View: Traveler
TONO: 1217GI6PRA4YVO00 Da“y ExPenses
Audit Remarks Done
Date .P;"E =90 |5 Br|Ln | Dn |Lodg| Break | Lunch | Dinner | incati| MSE | Total 1L000IG |75 ppe
01/01| FR D00 |142.00| 0.0D
oi0z| FR 000 |142.00| 0.00
01/03| FR D00 |142.00| 0.0
01/04| FR 000 |142.00| 0.00
ai/0s| Fe 000 |14200| DOD
Total | 710.00 | D0.OD
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