Authorizing Official for TDY Authorization

Introduction This guide provides the procedure for approving an Authorization for a
TDY Claim.

Procedures See below.

Step Action
1 To open the claim, log into TPAX and select Auth. Official from the View drop-
down.

S T-PAX Inbox -
[Reservations] [Regulations] [Currency]

Profile and History » Create New» Tools» Help» Logout

Type of | Start | End Auth. Status - . Request

TONC Category| Created ' |status Origin | Arrive At Amount

Request | Date | Date gony BY | offcial Date 9 D
Entered

O 1215GASPRAINGDDD Settement |&62015|enems|  pos | CORSTIEIO into [ 10/232015 | Traveler | SEU08MEM: | 110021730 | 5921559
T-PAX (est)
Entered

0 1315685 TESTS8000 Setflement |312015| 32015 | D08 TYPE | COASTIE JO into | 4/9/2015 | Traveler 1100216849 | 330000

13 ANN E e (est)

I Find

2 The screen will update with the TONO(S) to be audited. Select the TONO and
click View/ Authorize to audit the claim.

COASTIE, JO ANN T_PAX Inbox View: [Auth. Official .
[Reservations] [Regulations] [Currency]
Profile and History » Creaie New » Tools» Help» Logout]
Typeof | Start | End Created | Auth. Status : Arrive | Request
SSN | Name TONO Request | Date | Date |C2899V| "y | official | S12US | “page | Ongin| " ag D |Amount
. Kansas
BEAR Awaiting :
[ |ossi0as | BEAR. | 4447ss5mnn000000 | Settlement | 1/42017 | 162017| Mommal | coasTiE | SOASTE a0 ™ 420017 | Traveter| S M| 4400017725 | S403.51
COASTIE s JoANN [, 20 Airport, fest)
: MO
- Kansas
BEAR, Awaiting :
) fesstoss | BEAR. | 4117564ppP000000 | Authorization | 2112017 | 222017 | Normal | coasTiE | C2STE | Tan ™ | 4250017 | Traveter| ST MM | 1400a1772¢ | S1E6.00
T Approval ] (est)

‘ Approve Request | | Print ‘I View | Authorize I

4

MO
Return to Traveler Forward Find

Continued on next page



Authorizing Official for TDY Authorization,

Continued

Procedures,
continued
Step Action
3 The Entitlements tab appears with the TDY trip. Select the Edit link.
BEAR, COASTIE = = View: Autherizing
TONO: 1117564PPPO00000 Authorization Request Officer
Type of order: | Normal | Covered from: to:
Type of Transaction |Authorization Original Order
Entitlements Computations Financial Remarks
Entitlement Type Dates Encompassed Status
Edit |Temporary Duty Trip 2M2017-22r2017 Meeds Review Cales
| Next ‘ ‘ Manage Images ‘ OK H Cancel H Help ‘

commercial airline. Click Next.

The What’s Authorized tab appears. Make sure the Owner operator of POV box
and the appropriate Transportation Restrictions are selected in accordance with
the TDY orders. In this example, the member drove a personal vehicle and took a

= View:  Authorizing
BEAR, COASTIE Temporary Duty Trip Officer
VIEW ONLY
+ 2017
TONO: [ 1117564PPP000000 | hroceerlilae:
Number of Days: | 1
Type of order: | Normal | End Date: [212017
What's Authorized ltinerary Reimbursables
wner operator of POV

Transportation Restrictions JCommercial (Rail/AinBus/Ship) Authorize [~}
Next Accept Changes ‘ | Cancel ‘ ‘ Help |

Continued on next page



Authorizing Official for TDY Authorization, Continued

Procedures,
continued
Step Action
5 The Itinerary tab appears.
Important information to verify:
e Compare Duration of travel drop-down choice against the Dates on the
itinerary.
e Verify that each leg of travel has the:
— Correct Trans Reason utilized.
—Local Method boxes checked for appropriate legs.
—Lodging and Taxes filled in on the correct leg in the Itinerary.
Click Next.
Ee e Temporary Duty Trip Ve A
VIEW ONLY
TONO- [ 7117564PPP00000D ] Proceed Date: |212077
Number of Days: | 1
Type of order: | Normal | End Date: [Z7/2017
What's Authorized Iltinerary Reimbursables
Duration of travel: | Grester than or equal to 24 hours[ s ]}
Date Location | 2 1MW iDL | LOF2?, | Lodging | Meals AE% Lodging Taxes Miles o
BEEE3 Topeka,
2/12017 | DEP KAMSAS Ppa | &
2/1/2017 | ARR | Ksnsas City Ini AT O ) [0 [ ooo J[ooo J[_ o]
Airport, MISSOURI
Kansas City Intl
31331; E&E A.}m&m'%%oﬁ' %E E LEP el | em |[ 08 [ 000 [ ood J[ 0 ]
Yorktown CG R
2 || emsmoym | 22| B e | v
Kansas City Intl
222017 DEP | Airport, MISSOURI PA D
2/2i2017 | ARR G663 Topeka, MG O NLG [ 0 [ 000 ][ ooo ] 0 |
KAMSAS
‘ Back ‘ Next Accept Changes H Cancel H Help ‘

Continued on next page



Authorizing Official for TDY Authorization, Continued

Procedures,
continued

Step Action

6 The Reimbursables tab appears. Verify the expenses the member has claimed
match the receipts provided by clicking Add/Edit Trip Expenses. Then click
Accept Changes.
ECEIE Temporary Duty Trip e e

VIEW ONLY

| Proceed Date: |[2/1/2017

TONO: [ 1117564PPPOD000O0
Number of Days: | 1

Type of order: | Nermal | End Date: [211/2017
What's Authorized Itinerary Reimbursables
Date Description Amount Authorized
212017 AIRFARE-TRAIN-BUS EXPENSE 100.00 100.00

Add ! Edit Trip Expenses

Accept Changes ‘ Cancel H Help ‘

7 Select Next.

BEAR, COASTIE s View:  Authorizing
TONO: 1117564PPP000000 Authorization Request Officer

Type of order: | Normal | Coveredfrom: [ 2ZARDIT | to: [ 2AR0I7T |
Type of Transaction |Authorization Original Order
Entitlements Computations Financial Remarks
Entitlement Type Dates Encompassed Status
Edit | Temporary Duty Trip 212017-21220M7 Reviewed Calcz
MNext Manage Images ‘ OK ‘ ‘ Cancel ‘ | Help ‘

Continued on next page



Authorizing Official for TDY Authorization, Continued

Procedures,
continued
Step Action
8 The Computations tab appears. Verify that Description & Total are correct and

add up to the Total Obligation. Click Next.

BEAR, COASTIE 7 3 View: Autherizing
ToNe. 110 0000 Authorization Request i
Type of order: | Normal | Covered from: [ 22017 | to: [ 2MR2017 |
Type of Transaction |Authorization Original Order

Entitlements Computations Financial Remarks

Total Obligation
Description Tatal

|Memb/Emp TDY Per Diem 08.00

Memb/Emp Transportation 100.00
Back I MNext I ‘ Manage Images | OK | | Cancel | | Help ‘

The Financial tab appears. Make sure the Classification String matches the
TONO on the travel orders and that the Amount is correct. Click Next.

BEAR, COASTIE s View: Authorizing
ToNG: 1117 4000 Authorization Request e
Type of order: | Normal | Covered from: [ 2M2017 | to: [ 2AR0A7T |
Type of Transaction |Authorization Original Order
Entitlements Computations Financial Remarks

\ DhiCr Classification String Amount

\ Db 1117564PPP000000 2 P 301 123 56 0 TW 64132 2100 196.00

AddModify Accounting

Back |I MNext I | Manage Images | 0K | | Cancel | ‘ Help |

Continued on next page



Authorizing Official for TDY Authorization, Continued

Procedures,
continued

Step Action

10 | The Remarks tab appears. The Voucher Remarks box appears for viewing extra
notes about the trip. Click OK.

BEAR, COASTIE

z : View: Authorizing
NG 1117 0000 Authorization Request Officer
Type of order: | Normal | Coveredfrom: [ 22017 | to: [ 2MR017T |
Type of Transaction |Auihorization Qriginal Order
Entitlements Computations Financial Remarks

Voucher Remarks:

Travel for IT training.

Back Manage Images

11 | A pop up appears. Click on the Link. After viewing the funds, click Yes. Click
Certify.

Have you verified that funds have been obligated in FPD?

ONo

Certify Cancel Help

ID (TONO) leaving off the suffix (000) and click enter. This will bring up another page in

which you can click on the “view FPD Document(s)” to confirm funds were obligated and
by whom.

Continued on next page



Authorizing Official for TDY Authorization, Continued

Procedures,
continued

Step Action
12 | Check the box of the TONO. Notice that the Status reads Reviewed by AO.
Select either Approve Request or Return to Traveler.

View: [Auth. Official ™~
CoASTIE, 10 NN T-PAX Inbox ~
[Reservations] [Regulations] [Currency]
'rofile and History » Create New » Tools» Help » Logout
Type of | Start | End Created| Auth. Status .. | Armive| Request
SSN | Name TONO Request | Date | Date Category By Official Status Date Origin At D Amount

BEAR. BEAR._ | coasTiE, | Anaiting City Intl 540381
[] |ssa1045 1117555A44000000| SeMlement |1/42017|1/52017| Mormal | COASTIE | a0 | 130017 | Traveler| S 10| 4400547725

COASTIE JO ANN Airport, (est)
T. Approval MO
BEAR Kansas
BEAR N - COASTIE, |Reviewed City Intl |, 5186.00
W] 2ea1045 COASTIE 1117564PPPODD000 | Authorization | 2/1/2017 | 2/2/2017 | Mormal COATSTIE JoANN | by AO 1/30/2017 | Traveler | Airport, 1100217721 (esh)

MO

e e [
I Return to Traveler I Forward Find

13 | If Return to Traveler is selected a box appears to enter comments as to why it is
being returned. Enter Secondary Password and click OK.
COASTIE, JO ANN T_PAX Inbox View: |Auth. Official

[Reservations] [Regulations] [Currency]

WARNING

There are severe criminal and civil penalties for making or presenting a false,
fictitious, or fraudulent claim under U. 3. Code Title 18, Section 287, Title 31,
Section 3729; and Title 10, Section 932 (UCMJ, Article 132).

Em_er 3 mess_age to return

Enter SecondaE Password
I OK I Cancel

Continued on next page



Authorizing Official for TDY Authorization, Continued

Procedures,
continued

Step Action

14 | If Approve Request is selected, Enter Secondary Password, make sure the Print
signed Document box is checked, and click OK.

COASTIE, JO ANN T_PAX Inbox View: [Auth. Official ~]
[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)

Enter Secondary Password
*
V] Print signed Document

I OK I ‘ Cancel |

14 | Here is an example of the bottom of the Authorization for TDY travel orders.
Select the printer icon to print the form.

14 ESTIMATED COST 15. ?%1?5;%;rn
PER DIEM TRAVEL OTHER | TOTAL A |:|
S 96,00 $ 100.00 S 0.00 5 196,00

16. REMARKS (use this space for special requirements, leave, superior or 1st-class accomodation, excess baggage, registration fees, etc.)
Travel for IT maining.: XXXX: GOVT Qus. awthorized: GOVT Rate Mess awthorized: GOVT Mess Directed All Three
autherized: Comum. travel anthorized

17. REQUESTING OFFICTAL (Tutle and signature) 18, APPROVING OFFICTAL (Title and signature)

COASTIE T BEAR JO ANN E COASTIE
AUTHORIZATION

19, ACCOUNTING CITATION
1117564PPPOOOOCO 2 P 301 123560 TW 64132 2100

20. ORDER AUTHORIZING OFFICTAL {Title and signature) OR AUTHORIZATION 21. DATE ISSUED
OLa01T

22 TRAVEL ORDER NUMBER
1117564PPPOO00O0O0

TPAX GENERATED TRAVEL ORDER FORM
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