Updating Your Profile in TPAX

Introduction This guide provides the procedures for updating your profile in TPAX.

Procedures

See below.

Step

Action
1 | Once logged into TPAX, click Profile and History.

BEAR, COASTIE

T-PAX Inbox

View:
[Reservations] [Regulations]

[Currency]

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

‘TONO|Type of Request|81art Date| End Dale‘Category | Created By|Aum, D‘Iﬁcial|Sta‘lus|Sta‘lus Date |Origin|ArriveAt|Request ID|Amnunt

'
]
2 | Click the Profile option.
BEAR, COASTIE T-PAX Inbox
[Rezervations] [Regulations] [Currency]
Profile and History »  Create New » Tools» Help»
Profile

Orders
History

Continued on next page



Updating Your Profile in TPAX, Continued

Procedures,
continued
Step Action
3 | You can update the information on any of the tabs at any time. In this example, we

will update the mailing address. Click the Address tab.

BEAR, COASTIE

Personal | Address

Traveler Profile View: Traveler
Last First Middle
ID: |9981045 " Name: [BEAR |, [constE | [7 |

T-PAX Info

Crganization:

" Employee Status:

* Grade/Rank: E4 ~
Salutation: [ ]
Position/Title: 7
Known Traveler Num: |:|
Security Clearance: [ Confidential v]

* Secondary Status:
Credit Card Status: [Holder of Govt. Credit Card v
Credit Card Num: i
Service:

7847400

Reg_Region:

Emp_Class:

Emp_Cat: I:I
Emp_Sub_Cat |:|

Note: Required fields are marked
with a red asterisk (7).

‘ Save | | Cancel | ‘ Help ‘

Continued on next page



Updating Your Profile in TPAX, Continued

Procedures,
continued
Step Action
4 | Make sure you update all required fields.
e Traveler Profile WS U
Last First Middle
ID: 9081045 " Name: [BEAR |, [coasTE | [T |

Personal =~ Address  T-PAX Info

Mailing Address Office Address (optional)
* Address-1: 444 SE QUINCY STREET Address-1: | |
Address-2: Address-2: | |
* City: TOPEKA City: | |
* State/Country: KS KANSAS State/Country: | |
KS KANSAS v | v
* Zip Code: eess Zip Code: l:l
Prone: Prone:
Email Addresses for Correspondence:
Email Address (needed for traveler to log into TRAX):
* |coastie.t.hear@usc a.mil |
Verify email address:
I |
Note: Required fields are marked
| ITE ‘ | Lz ‘ with a red asterisk (7). ‘ S ‘ ‘ ETEE ‘ ‘ HElE ‘

Continued on next page



Updating Your Profile in TPAX, Continued

Procedures,
continued
Step Action
5 | Then click Save.
PELLELALE Traveler Profile View: — Traveler
Last First Middle
ID: 9831045 " Name: [BEAR |, [coasTiE | [T |
Personal — Address  T-PAX Info
Mailing Address Office Address (optional)
* Address-1- [123 COAST GUARD LANE | Address-1: | |
Address-2: | | Address-2: | |
* City: [ToPEKA | City: | |
* State/Country:  |KSKANSAS | State/Country: | |
[ks KansAS v [ v]
* Zip Code: Zip Code: ]
Phone: I:l Phone:

Email Addresses for Correspondence:
Email Address (needed for traveler to log into TPAX):

| coastie t bear@uscg. mil |

*

Verfy email address:

with a red asterisk (). ‘ Cancel ‘ ‘ Hele ‘

| T ‘ | — ‘ Note: Required fields are marked I‘




