Entering Authorizations or Settlements as Proxy

Introduction This guide provides the procedures for a Proxy to enter and submit
Authorizations and Settlements into TPAX.

There are two types of Proxy in TPAX:

e Proxy — Members who have access to TPAX as a Traveler, also
have the ability to enter and save Authorizations and/or Settlements
on behalf of any member. The member is still required to log into
TPAX and release the documents to the unit Authorizing Official.

e Full Signature Proxy — Permits members to enter and submit
Authorizations and/or Settlements on behalf of a member. The
traveler must designate the full signature proxy in the TPAX.

Designating/ See the Designate or Remove a Full Signature Proxy guide for step-by-
Removing Full  step instructions.
Signature
Proxy
Procedures See below.
Step Action
1 Log into TPAX.
2 Click the View drop-down and select Proxy. Click the Create New drop-

down and select whether completing an Authorization or Settlement Request

for the member.
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https://www.uscg.mil/ppc/guides/travel/Traveler/Designating_Removing%20Full%20Signature%20Proxy.pdf

Entering Authorizations or Settlements as Proxy, Continued

Procedures,
continued
Step Action
3 The Select Traveler page will display. Enter the members Employee ID
number or Last Name and click the Search button.
Select Traveler
Emp. ID: SSN: Last Name:
1 11 Search ||
[ V]
Address-1: | |
Address-2- | | Grade/Rank | |
City | | Qrganization: | |
State/Country: | | DSSN: | |
Zip Code: | |
| Cancel | | Help |
4 The member’s information will display. Click the OK button.
Select Traveler
Emp. ID: SSN: Last Name:
|BEAR, COASTIE I | Search
| v
Address-2: :l Grade/Rank
City Organization
2p Coce:
I OK I | Cancel | ‘ Help |

Continued on next page



Entering Authorizations or Settlements as Proxy, Continued

Procedures,
continued
Step Action
5 The Travel Order Selection page will display.
BEARC ST Travel Order Selection UEE ey
Settlement
TONO: [TO BE ASSIGNED |
G Category | StartDate | EndDate Cre:l‘:g:‘lootal. Date Obl. | 5,
S e oseroamendoreekhe | [ ox | [ oumen | [_ven |
6 Follow the procedures for entering TDY Authorization, Settlement or
Supplemental Requests, located on the PPC Travel web page.
e TDY — Authorization
e TDY — Settlement No Authorization
e TDY — Settlement Prior Authorization
e TDY — Supplemental Settlement



https://www.uscg.mil/ppc/guides/travel/traveler/TDY%20Authorization.pdf
https://www.uscg.mil/ppc/guides/travel/traveler/TDY%20Settlement-NoAuth.pdf
https://www.uscg.mil/ppc/guides/travel/traveler/TDY%20Settlement-WithAuth.pdf
https://www.uscg.mil/ppc/guides/travel/traveler/TDY%20Supplemental.pdf

