Consecutive Overseas Tour (COT) Supplemental Claim

Introduction This guide provides the procedures for filing a supplemental claim for an

approved consecutive overseas tour trip.

Important You must have the box for Separate COT Travel checked on the
ORIGINAL orders in order to file a supplemental claim.
SERGEANT, MARINE Travel order View: Traveler
* Grade/Rank: * Order Mumber(s): : Tyf of Order:
[F [1zi7esecoTPCo000 |Pcs

Description What's Authorized Dependents Remarks

Ship POV One [ Emergency TLE
Househeld Goods Mone
Back ‘ ‘ Next Save ‘ ‘ Cancel ‘ ‘ Help ‘
Procedures See below.
Step Action
1 After logging into TPAX, select Settlement Request from the Create New drop-

down.
SERGEANT, MARINE T_PAx Inbox View: [Traveler

[Reservations] [Regulations] [Currency]

Profile and History » | Creaie New» | Tools» Help »

Authorization Request

Settlement Request Auth Status | .| Arive | Request
prv— [ |Category| Created By || Status | 2 onigin| ¢ i
1217GE6COTPCOO00 | Setflement [1/13/2017| 1202017  PCS SERGEANT, Completed | 2/2/2017 | Traveler | T38| 5400017753 | 508745
MARINE K

E—

Continued on next page



Consecutive Overseas Tour (COT) Supplemental Claim,
Continued

Procedures,
continued
Step Action
2 Select the existing PCS Order Number link.
SERGEANT, MARINE Travel Order Selection View:  Traveler
Settlement
TONO: |
Who
Order Number Category Start Date End Date Created Date Obl.
Obl.
1TM7S17CTESTODDD Del Mormal ar22r2016 1032016
111751 5PPPAZ2000 DOl Mormal 1MER201T 12002017
111701 TMEALSD000 DOl Mormal 1272017 1/28/2017
1217GO6COTPCO000 Del PCS 1132017 22002017

Select an existing order or enter a new order
number with which you wish to work and then
click the OK buttan

OK Cancel Help

3 Since this is a supplemental, click the Select link.

SERGEANT, MARINE . View: Traveler
T ONG: 1217 CoaC0TPCO00D Select Supplemental To:

If this travel request is a supplemental to another request then click on the "Select”
link next to that previous request (Column ‘Click to Select’) for which you wish to do a
supplemental. Note: You cannot do a supplemental for a request marked
‘Incomplete”.

If this request is not a supplemental then simply click on the "Claim is not
Supplemental” button at the bottom of the screen.

Click

Emp |Dep |Mem| Dep | DO | PU Renewal House | Ship
Sg,ecl Request No. | From Dste | To Date Enrt | Enit | coT | coT | veh | ven HHG T Dl_ATI.ETLATIa-HWITRAAmoLIm
Select] 1100217753 | 01/13/2017 | 01/20/2017 ool O O |O00Dol OOl m)|ssrss

Claim s ot Suppemental

Continued on next page



Consecutive Overseas Tour (COT) Supplemental Claim,
Continued

Procedures,
continued
Step Action
4 The Remit To tab will display. Verify the address is correct and click Next.
HELAEIL T Settlement Request Views — Traveler

TONO: 1217G96COTPCO000

Type of order: | PCS | Covered from: 171372017 to: 2/20/2017
Type of Settlement |Supplements Type of Partial: [tlot a Partial
Remit To Transactions Entitlements Computati Fi Remarks

* Address 1: [122 GOASTIE STREET

Address 2: |

* City: [FONOLULU

* Country/State: [HI HAWAN
:
Zip: [e6813
Next ‘“a"“ge"“a““‘ ‘ Receipts H SAVE || Cancel H Help ‘

5 The Transactions tab will display. If an Advance on the original claim was taken,
it will be listed here. Click Next.

SERGEANT, MARINE View: Traveler
TONO: 1217G96COTPCO000 Settlement RequeSt

Type of order: | PCS | Coverad from: 11312017 to: 2/20/2017
Type of Setlement [Supplements Type of Partial: [tiot a Partial
Remit To Transactiong Entitlements Computations Financial Remarks
Locked Date Type Amount
¥22m7 Settlement 987 48 Delete

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

Continued on next page



Consecutive Overseas Tour (COT) Supplemental Claim,
Continued

Procedures,
continued

Step Action
6 The Entitlements tab will display and COT Travel should be displayed in the
drop-down. Select Add this Entitlement.

SERGEANT, MARINE View: Traveler
TONO: 1217GI65COTPCO000 Settlement ReqUESt
Type of order: | PCS | Covered from: [ 11312017 | to: [ 20202017 |
Type of Settlement |Supplementa Type of Partial: [Not a Partia
Remit To Transactiong Entitlements Computations Financial Remarks
Travel Mot Perfarmed |:| Effective Date: |1J'1 32017
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel AM32017- 11132017 Validated Data Delete | Gales | Comp
Edit | Pick Up ‘ehicle at Port 122712002017 \alidated Data Delete | Cales | Comp
COT Travel <= Add This Entitiement
Back H Next ‘ ‘ Manage Images ‘ ‘ Receipts ‘ ‘ SAVE ‘ ‘ Cancel | ‘ Help ‘

7 The What’s Authorized tab appears. Click Next.

SERGEANT, MARINE Enroute PCS Travel

View:  Traveler

Proceed Date: |”‘|3ED17

Number of Days: | 39

TONO: [ 1217G96COTPCO000 |

Type of order: | PCS | End Date: |2ED12D17
What's Authorized Itinerary Constructed Itinerary Reimbursables
Ml Qwner operator of POV Ono Number of cars authorized |1
MALT

Who Being Paid

MARINE (Member)

Select All
Unselect All

Excepfions Occasionals Accept Changes

I Mext I ‘ Cancel H Help |

Continued on next page



Consecutive Overseas Tour (COT) Supplemental Claim,

Continued

Procedures,

continued

Step

Action

8

Select Greater than or equal to 24 hours from the Duration of travel drop-
down.

SERGEANT, MARINE COT Travel View:  Traveler
. [iAaR07
TONO: [ 1217G98COTPCO000 | boceedate
Number of Days: | 39

Type of order: | PCS | End Date: [2202017
What's Authorized Itinerary Reimbursables
Duration of travel: |Greater than o equalto 24 hours [

_ Trans Duty Local? a Embark? Who Else Traveling

"}‘“" ‘ LEELET ‘ Reason | Day "DL‘ Methoa | Ledging ‘ Meals AE% Lodging Taxes Miles ‘
‘ Back H Next ‘ ‘ Accept Changes ‘ Cancel H Help ‘

Enter the Departure Date and Location using TP — Govt. Proc. Plane for the
Method of Transportation. Enter the Arrival Location using CT — COT Leave
for the Reason for Stop, check the Is Embark box and click Accept Leg.

SERGEANT, MARINE 1 View:  Traveler
TONOC: 1217G6COTPCO000 Itlnerary
= Trans Duty Local? = Embark? _
Date ‘ ‘ Location ‘ R ‘ Day ‘ DL ‘ Method ‘ Lodging ‘ Meals AE% Lodging Taxes Miles ‘ ‘
Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
Departure Date —
96513 Honolulu, HI HAWAIIL, Honol.... s Local |_2P - Lodging Plus | [i]
Method of Transpertation: =
= M 1s Embark Lodging Tax:
Wouwypay  |ITP - Govt. Proc_Plane s
Lodging Type: o
Arrival Location (click to edit I
Arrival Date: Astoria, OR, Clatsop
Do 2017 j REason for Siop:
MlcT - coT Leave Mesls Type:
[ puty Day |CM - Commercial Mesls Miles:
I o
I Accept Leg I ‘ Cancel Changes

Continued on next page



Consecutive Overseas Tour (COT) Supplemental Claim,
Continued

Procedures,
continued

Step Action
10 Enter in the returning Departure Date and Location selecting TP — Govt. Proc.
Plane again. Enter the Arrival Location selecting MC — Mission Complete for

the Reason for Stop, check the Is Embark box and click Accept Leg.

SERGEANT, MARINE Itinera View: Traveler
TONO: 1217G96COTPCO000 o
2 Trans | Duty Local? - Embark? - xS
Date Location Reason| Day | "°* | Method| =998 | peais AE% Lodging Taxes Miles
22772017 |DEP | 96813 Honolulu, HI, Honolulu ™ O
22772017 | ARR Astoria, OR, Clatsop T O Lop | MLG cw |0 ][00 [ooo o ]
Depariure Date Eltlﬂflur; ;ﬂccﬂlhtﬂn (click to edit) - Telhod of Reimbursement: DT\y Ldg Cost
Is Local v 0
O3DE/Z017
Method of T rtation:
£ LETEOTTE] Wis Embark Lodging Tax:
Couty Day ITP- Gowt. Proc. Plane . o IU—
ging Type:
Arrival Location (chck 1o sait |
Armival Date:
GRmEo0iT L4 [Resson for Stop:
MC - Mission Complete Meals Type: .
U outy Day |cM - Commercial Meals Miles:
I 0

| Accept Leg | Cancel Changes

11 Click Accept changes.

SERGEANT, MARINE i View:  Traveler
TONO: 1217GIECOTPCO000 Itmerary
¥ Trans |Duty| Local? | Embark? .
Date Location R [l DL Method Lodging Meals AE% Lodging Taxes Miles
2/27/2017 | DEP | 98813 Honolulu, HI, Honolulu TP O Edit | gy
2277 | ARR Astoria, OR, Clatsop T \op | NG cw (Lo ][00 om0 [0 | |inser
¥82017 | DEP Astoria, OR. Clatsop w |O Edit
3372017 |ARR | 96813 Honolulu, HI, Honolulu MC | [ O NLG [0 ][ oo oo J[o ] Inzert | ¢!
I Accept Changes I ‘ Cancel Changes ‘ Help

Continued on next page



Consecutive Overseas Tour (COT) Supplemental Claim,
Continued

Procedures,
continued
Step Action
12 Click Next.
SERGEANT, MARINE COT Travel CeE TEEE
. [amm7
TONO: [ 1217G96C0TPCO000 | Proceed Date:
Number of Days: |39
Type of order: | PCS | End Date: [220@2017
What's Authorized Itinerary Reimbursables
Duration of travel: |Greater than or equal to 24 hours [ v |
) Trans | Duty Local? | Embark? Who Else Traveling
15 LITIET Reason| Day | '°L | Method | 1299178 [ “peals AE% Lodging Taxes Miles
2712 96513 Honelulu, HI
D01y | AR FAWAN & = O MLG I | s | o |
< Astoria, OREGON [ LDP cM : ]
Astoria, OREGON
3BT | DEP . ™ (O
96513 Honolulu, Hi 7]
3E2017 | ARR T MC | [ O MLG I e X o |
‘ Back ‘I Mext I Exceptions ‘Occasionals ‘ Accept Changes H Cancel H Help ‘

13 | The Reimbursables tab will display. Click Add/Edit Trip Expenses.

SERGEANT, MARINE

View: Traveler
COT Travel
- [1HazmM7
TONO: [ 1217G96COTPCO000 | Proceed Date: |
Number of Days: | 39
Type of order: | PCS | End Date: [2/2072017
What's Authorized Itinerary Reimbursables
Date 1] Claimed
Excepticns Occasionals ‘ Accept Changes ‘ Cancel H Help ‘

Continued on next page



Consecutive Overseas Tour (COT) Supplemental Claim,
Continued

Procedures,
continued

Step Action
14 | Select approved expenses from the Expense Description drop-down and enter
the amount in Claimed. Click Accept Expense.

SERGEANT, MARINE H
T ONG: 1217C35COTPCO000 Reimbursable Expenses

View: Traveler

Date Expenze Description Claimad IBOP
0227/20M7 | [AIRFARE-TRAIN-BUS EXPENSE |_&60.00 | [UNITED 5TATES
l| 4IRFARE-TRAIN-BUS EXPENSE [~ ) |UNITED STATES
Accept Expense Cancel Changes

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

Help

15 Click Add Expense to enter more expenses or Accept Changes when complete.

SERGEANT, MARINE View: Traveler

e o000 Reimbursable Expenses

Date Description Claimed
20272mr AIRFARE-TRAIN-BUS EXPEMNSE S60.00 Edit Delete
21272mM7 SATO-CTO-TMC SVC PROC FEE 25.00 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

Continued on next page




Consecutive Overseas Tour (COT) Supplemental Claim,
Continued

Procedures,
continued
Step Action
16 Click Accept Changes.
SERGEANT, MARINE COT Travel wErm o TEEE
= 132017
TONO: [ 1217G96COTPCO000 | R
Number of Days: | 39
Type of arder. | PCS | End Date: [2202017
What's Authorized Itinerary Reimbursables
Date: Description Claimed
227emT AIRFARE-TRAIN-BUS EXPENSE 550.00
20272m7T SATO-CTO-TMC SWC PROC FEE 25.00
‘ Add ! Edit Trip Expenses
‘ Exceptions ‘ Occasionals Accept Changes ‘ Cancel ‘ ‘ Help ‘
17 | The new COT Travel entitlement will display. Click Next.
SERGEANT, MARINE em View: Traveler
TONC: 1217G96COTPCO000 Settl ent ReqUESt
Type of order: | PCS | Covered from: 1/13/2017 to: 212012017
Type of Settlement |E-L-;-; ementa Type of Partial: |'J:'.:—. Partial
Remit To Transactions Entrllemerlts Computations Financial Remarks
Travel Not Performed. [] Effective Date: |1f13.1201?
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel AM3R207-1M3207 “alidated Data Delete | Cales | Comp
Edit | Pick Up “ehicle at Port 1L202017-1/20020M17 ‘alidated Data Delete | Calcs | Comp
Edit | COT Travel 2RATRMT-N82017 Validated Data Delete | Cales | Comp
‘ Back ‘I Next I ‘ Manage Images ‘ Receipts ‘ | SAVE ‘ ‘ Cancel ‘ ‘ Help ‘

Continued on next page



Consecutive Overseas Tour (COT) Supplemental Claim,

Continued
Procedures,
continued
Step Action
18 | The Computations tab will display. Verify the Totals and click Next.
SERGEANT, MARINE Settlement Request View: — Traveler

TONO: 1217GS6COTPCO000

| Covered from: 1132017 to: 202002017

Type of Partial: |Mot = Paril

Type of order: | PCS

Type of Settlement [Supplementa

Remit To Transactions Entitlements Computations Financial Remarks

Total Entitlement 2.016.48

ZEELLET IR Deductions 0.00

Memb/Emp PCS Per Diem 8235 .

Partial Payments 0743
MembEmp Transportation F27.40
Memb/Ema MALT 87.23 Amount Payable 1,020.00
Memb COT Per Diem 144.00 Advances 0.00
Memb COT Transportation &85.00

Due Employee | 1.028.00

Method of Payment | BTSSR |
I 0.00

0.00

Split Payment
Computed Split

| Enter amount in Split Payment field to pay
GTCC

‘ Apply Advances

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

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

19

The Financial tab will display. Click Add/Modify Accounting.

SERGEANT, MARINE em View: Traveler
TONO: 1217GI6COTPCOD0D Settl ent ReqUESt
Type of order: | PCS | Covered from: [_1132017 | to: [ 2202017 |
Type of Settlement IE-L;.';.' ementa Type of Partial: |ro
Remit To T i i Ci Financial Remarks
DbiCr Classification String Amount
Db 1217GESCOTPCODDD 2 P 501 299 21 D RA 75045 2100 987.48
| AddiModify Accounting
Back || Next | | Manage Images | Receipts | | SAVE | | Cancel | | Help |

Continued on next page



Consecutive Overseas Tour (COT) Supplemental Claim,

Continued
Procedures,
continued
Step Action
20 Click Save.
SERGEANT, MARINE : View:  Traveler
TONO: 1217GI6COTPCO000 CG Accounting
TONO Ag RD Appr Limt Alt Alc  ProgEle CstAct  Obj Amount
1217G96COTPCA000 | 2 | P | 501 | 299 | 21 | D | RA | 73045 | 2100 | 51 .-329.UU| Edit Del
‘ Regenerate I Save I| Cancel H Help ‘
21 Click Next.
SERGEANT, MARINE View: Traveler
TONO: 1217G96COTPCO000 Settlement ReqUESt
Type of order: | PCS | Covered from: [ 14312017 | to: [ 2202017 |
Type of Settlement |Supplementa Type of Partial: |Nota Partiz
Remit To Transactions Entitlements Computations Financial Remarks
DbiCr Classification String Amount
Db 1217GESCOTPCOD00 2 P 501 299 21 0 RA 73045 2100 98748
| AddModify Accounting
Back “ Next I ‘ Manage Images ‘ Receipts H SAVE H Cancel H Help ‘

Continued on next page



Consecutive Overseas Tour (COT) Supplemental Claim,
Continued

Procedures,
continued

Step Action

22 If not completed already, click Manage Images to upload a PDF of receipts and
orders for this claim. Enter any significant remarks in the Voucher Remarks
box. These will appear on the Travel Voucher Summary (TVS). Click Save.

SERGEANT, MARINE Viewr: Traveler
TONOQ: 1217GS6COTPCO000 Settlement ReqUESt

Type of order: | PCS | Coveredfrom: [ 114312017 | to: [ 2/202017 |
Type of Settlement |E-L;; ementa Type of Pariial: |'1:-. a Partial
Remit To Transactions Entitlements Computations Financial Remarks

Woucher Hemarks:
Supplemental [COT claim to travel home from Hawaii to Astoria OR
from 2/27 to 3/8

Manage Images ‘ Receipts H SAVE H Cancel H Help ‘

23 Select the TONO box and click Release for Approval.

SERGEANT, MARINE T_PAX In box View: [Traveler ~
[Reservations] [Regulations] [Currency]
Profile and History » Create New» Tools» Help» Logout
Type of | Start | End Auth Status| | Armive | Request

TONO Request | Date | Date |CAtegory| Created By | | status | S0 > origin| g b |Amount

5 SERGEANT, Entered ; Feirbanks, | . $1,029.00
217GSECOTPCOOND | Settlement [1/132017| 382017 | PGS v it | 482017 | Traveter | P02, | 1100217758 | #1020

O 217GIECOTPCI000 Settlement 11132017 [1202017|  Pes 55&%@27 Completed | 3812017 | Traveler Fa"zf("ks' 1100217753 | 5987.48

e .
————

Continued on next page
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Procedures,

continued

Step

Action

24

Select an Authorizing Official and Enter the Secondary Password. Click OK.

SERGEANT, MARINE T_PAX In box View: [Traveler

[Reservations] [Regulations] [Currency]

WARNING
There are severe criminal and civil penalties for making or presenting a false,
fictitious, or fraudulent claim under U. 8. Code Title 18, Section 287 Title 31,
Section 3729; and Title 10, Section 832 (UCMJ, Article 132)

Select an Authorizing Official
|SCHEDULE, GEMERAL

| SCHEDULE, GENERAL
Enter Secondary Password
Ium:u—
I 0K I | Cancel |

25

The claim is now Awaiting AO Approval. Click Logout.
SERGEANT, MARINE T-PAX Inbox View:

[Reservations] [Regulations] [Currency]
Profile and History » Create New» Tools» Help» Logout
Typeof | Stat | End Auth Status| .| Amive | Request
TONO Request | Date | Date |CHe9ONy| CreatedBy | omoy | Status |“po”|Origin| "y D |[Amount
Awaiting
0| 1217GE6COTPCO000 | Sefflement | 1/132017| @27 | PCS SERGTANT. | SCOEDULEL a0 |aimi2017 | Traveler| TSR3 | 1100217758 51-('22;'-00
Approval
]| 1217G95COTPCO00G | Sefflement | 1/132047 | 1202017 PGS v Completed | 31812017 |Travaler | F2™EMKS | 1100217753 | 5987 43
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