
TDY Settlement Approval 

  
Introduction This guide provides the procedures for approving a TDY settlement claim 

in TPAX. 

  
Procedures See below. 
 

Step Action 
1 On the Travel webpage, under the E-Learning tab, select the link for the 

Approving Official Checklist.  

  
 

2 Here is an example of the checklist. It can be printed or checked online while 
auditing the claim. 

 
 

  

 Continued on next page 
  



TDY Settlement Approval, Continued 

  
Procedure, 
continued 

 

 
Step Action 

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

 
 

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

 
 

  

 Continued on next page 
  



TDY Settlement Approval, Continued 

  
Procedure, 
continued 

 

 
Step Action 

5 The Remit To tab appears. First select Manage Images to view all pertinent 
documents that should accompany the claim. This would include orders and 
required receipts. When finished reviewing, click Next. 

 
 

6 The Transactions tab appears. Advances will be seen here if applicable. Click 
Next. 

 
 

 

 Continued on next page  



TDY Settlement Approval, Continued 

  
Procedure, 
continued 

 

 
Step Action 

7 The Entitlements tab appears. Select the Edit link.  

 
 

8 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 
commercial airline. Click Next. 

 
 

 

 Continued on next page 



TDY Settlement Approval, Continued 

  
Procedure, 
continued 

 

 
Step Action 

9 The Itinerary tab appears.  
Important information to verify: 
• Compare Duration of travel drop-down choice against the Dates on the 

itinerary.   
• Verify each leg of travel to ensure the: 

1. Correct Trans Reason is utilized  
2. Local Method boxes are checked for appropriate legs.  
3. Lodging and Taxes are filled in on the correct leg(s) in the Itinerary. 

NOTE:Notice that the last leg of itinerary Local Method box has not been 
checked. This would need to be corrected by the member. This will be one of the 
reasons to use Return to Traveler at the end of your auditing process. 
Click Next. 

 
 

  

 Continued on next page 
  



TDY Settlement Approval, Continued 

  
Procedure, 
continued 

 

 
Step Action 
10 The Constructed Itinerary tab appears. This tab is used when the members’ travel 

is limited by the Cost of the GTR. In this example it does not apply. Click Next.  

 
 

11 The Reimbursables tab appears. Verify the expenses with receipts the member has 
claimed by clicking Add/Edit Trip Expenses. 

 
 

 

 Continued on next page 



TDY Settlement Approval, Continued 

  
Procedure, 
continued 

 

 
Step Action 
12 Click the Edit link of the Reimbursable you want to view.  

 
 

13 Here are both expenses. Click Accept Expense to exit each one. 

 

 
 

  

 Continued on next page 



TDY Settlement Approval, Continued 

  
Procedure, 
continued 

 

 
Step Action 
14 Now Delete & Add Expense buttons appear.  DO NOT USE THESE. This is 

another reason to use Return to Traveler at the end of your auditing process. Click 
Accept Changes. 

 
 

15 The Reimburseables tab reappears. Click Accept Changes. 

 
 

  

 Continued on next page 
  



TDY Settlement Approval, Continued 

  
Procedure, 
continued 

 

 
Step Action 
16 The Entitlements tab reappears. Notice the Status reads Needs Review. The Comp 

link does not apply here. Click the Calcs link. 

 
 

17 Verify that Lodging (Lodg), M&IE Amount and Lodging Tax were paid 
correctly and that the Total Amount of per diem is correct. Click Done when 
complete. 

 
 

  

 Continued on next page 
  



TDY Settlement Approval, Continued 

  
Procedure, 
continued 

 

 
Step Action 
18 The Entitlements tab reappears. Click Next.  

 
 

19 The Computations tab appears. Verify that Description & Total are correct. 
Verify that Total Entitlement, Deductions and Partial Payments are correct. 
Click Next.   

 
 

 Continued on next page  



TDY Settlement Approval, Continued 

  
Procedure, 
continued 

 

 
Step Action 
20 The Financial tab appears. Make sure the Classification String matches the 

TONO and Line of Accounting (LOA) from the travel orders and that the Amount 
is correct. Click Next.   

 
 

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

 
 

  

 Continued on next page 



TDY Settlement Approval, Continued 

  
Procedure, 
continued 

 

 
Step Action 
22 This pop-up appears. Click on the Link. After viewing the documents, click Yes. 

Click Certify. 

 
 

23 Select the TONO and select either Approve Request or Return to Traveler. 

 
  

  

 Continued on next page 
  



TDY Settlement Approval, Continued 

  
Procedure, 
continued 

 

 
Step Action 
24 If Return to Traveler is selected, a box appears to enter comments as to why it is 

being returned. Enter your Secondary Password and click OK. 
If Approve Request is selected, enter in your Secondary Password. Make sure 
the Print signed Password box is checked and click OK. The claim is now sent 
to PPC. 
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