PCS Settlement Approval

Introduction This guide provides the procedures for approviE&settlementn
TPAX.

Procedures See below.

Step Action
1 On the Travel webpage, under td_earning tab, select the link for the
pproving Official Checklist .

-

| News | General Information | Known Issues ‘ E-Learning | AD Designation | Other Resources | Forms/Pubs |

Web TPAX User Guides, Tutorials and Webinar Recordings
» Basic Web TPAX Information for All Users

» Traveler

= Approving Official

Approving Official (AO) User Guides

TOPIC PROCEDURE VIDEO
GUIDE (PDF) TUTORIAL
AD TPAX Inbox 02 Feb 2017
TDY Authorization Approval 13 Feb 2017
TDY Settliement Approval 29 Jan 2017

Travel AQ Checklist for Fost-Travel Pre-Payment Approval | 13 Feb 2017 NIA,

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

auditing the claim.
TRAVEL AO Checklist for Post-Travel Pre-Payment Approval

The following list provides items that should be reviewed by the authorizing official (AO) in the pre-payment stage of a temporary
duty (TDY) claim and are based on requirements contained in the Joint Travel Regulations (JTR, App. G) or the Federal Travel
Regulations (FTR), and the 3PM.

Please verify the following are correct, attached, completed, or available upon request.

[l Verify TONO, Fund Type, and lines of accounting (LOA) are accurate IAW funds manager.

[l Copy of Authorization & amendments with accurate TONO and TOA on each, signed by AO, ensuring entitlements are clearly
explained and whether transportation was purchased through GTA account, individual account or centrally billed account
(CBA). Paper claims must have original signatures of the traveler and AO and signatures must be in ink.

Compare claim to authorizations to ensure accuracy of claim and all expenses are authorized.

Verity advance is annotated for liquidation if an advance was issued

Itinerary portion of trip recorded properly and contains all required and supporting information for settlement and payment.
If local travel mileage is included in itinerary, ensure Local travel box is checked.

Confirm non-availability of Government facilities for commercial lodging if government lodging was authorized.

I o O o O o Y

Receipts -- Any authorized necessary expense that is $75 or over must be accompanied by a valid, itemized, receipt and any
mandatory receipts to include (rhese receipis are mandaiory even if the expense was less than $75);

Continued on next page



PCS Settlement Approval, Continued

Procedures
continued

Step Action
3 To open the claim, log into TPAX and seléetth. Official from theView drop-

down
View: JcEES
COASTIE, JO ANN T-PAX Inbox [T
[Reservations] [Regulations] [Camrency]
Profile and History » Create New» Tools» Help » Logout
Typeof | Start | End Auth. Status Request
TONO rebeont | Date | bate |Category| Created By | St Istatus| it |origin | Arrive At| RENES! |amount
crtered 04105
[]| 1217GeSPRASNGD0D | Settlement |1202017|2132017| pes | COASTEJO into | 2162017 |Traveler| 39U | 11pg217751 | 3341754
ANNE T-PAX Portiand, (est)
4 ME
COASTIE, JO Entered Belingham 5551399
[]| 1215G8SPRA4NQDOD | Setfiement | 6/6/2015 |6262015|  PCS AeTIE into | 10232015 | Traveler S€MONAM. | 1159717395 | 35513
T-PAX (est)
Doc T GOASTIE, JO Entered $500.00
[1| 1315GaSTESTS3000 | Settement | 3112015 | 3nms | Do Tyee | COASTIE into | 173002017 | Traveler 1100216545 | 3500,
T-PAX (est)

4 | The seceen will update with the TONOY$0 be auditedSelect therTONO and
click View/ Authorize to audit the claim.

View:
COASTIE, JO ANN T-PAX Inbox
[Reservations] [Regulations] [Currency]
Profile and History » Create New» Tools» Help» Logout
Typeof | Start | End Created| Auth. Stals Amve| Request [, ]
SSN | Name | TONO | ponieet | Date | Date |©2®3°Y| gy | official | S'21S| ‘pate |©9M( At | 1D
BEAR, Awaiting 66853
[ |ss8t045 cﬁiE 1117333CCC000000 | Advance | /12017 | 4302017 | Mormal | COASTIE %%’“‘ﬂﬁ A0 | 3202017 | Traveler | Topeka, | 1100217761 51-‘2
T Approval KS
Avwaiting 2813
] [sest04s [PERSUN | 121508sMam100000| Settement | 322017 | 3212017 | Pes | Teyea i [CRASTIE | A0 | 32112017 | Traveler| Seattie, | 1100217757 | 5522
: Approval WA,
BEAR, Awsiting 66653
[ | se81085 | 25 amie | 1317111444000000 | Authorization| 101112016 | 123112016 | D% 2¥P® | coasTie |CQSNT | "A0 | 21152017 | Traveier| Topeka, | 1100217744 3% 2]
T Approval KS (
< >
| Approve Request || Print |Im:m| ‘Delele| | Help |

Return to Traveler Forward ] Find

Continued on next page



PCS Settlement Approval, Continued

Procedures
continued

Step Action

5 The Remit To talwill display First selecManage Imagego view all pertinent
documents that should accompany the claim. This inslodiers and required
receipts. Keep this document open while you audit the claim. When finished
reviewing, clickNext.

PENGUIN, PETER setuement Request View: Authorizing

TONO: 1215G85M2M100000 Officer
Type of order: | PCS | Covered from: 31272017 to: 3/20/2017
Type of Settlement | Partial v Type of Partial: Not a Partial v

Remit To Transactions Entitlements Computations Financial Remarks

* Address 1: |1234 SPACE NEEDLE DRIVE

Address 2:
* City: |SEATILE
*Country/State: [WA WASHINGTON v
’ Zip: #8134
ot | | Morage aoes [ Receos || o ][ come || v |

6 The Transactios tab will display. Any Advances the member received for thi
claim will be shown here. Clickext.

PENGUIN, PETER em View: Authorizing
TONQ: 1215GE5M2M100000 Settl ent RequeSt Officer
Type of order: | PCS | Covered from: 322017 to: 3/20/2017
Type of Settlement | Pariial “ Type of Partial: | Nota Partial v
Remit To Transzactions Entitlements Computations Financial Remarks
Locked Date Type | Amount
View Advances
‘ Back ‘ Next ‘ Manage Images ‘ ‘ Receipts ‘ ‘ 0K ‘ | Cancel | | Help ‘

Continued on next page



PCS Settlement Approval, Continued

Procedures
continued
Step Action
7 The Entitlements tab will display. First, verify thdéfective Dateof Orders was
input correctly.The formula forthe effective date of orders is:
Report dée’1 (# of days of travel) + IThen select th&dit link on the Enroute
PCS Travel line.
PENGUIN, PETER View: Authorizing
TONO: 1215G85M2M100000 Settlement Request Officer
Type of order: | PCS | Covered from: to:
Type of Settlement | Partial *| Type of Partial: | Mot a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed Effective Date:
Entitlement Type Dates Encompassed Status
Edit |Enroute PCS Travel HNE20T-H2002017 Meeds Review Cales | Comp
Edit | DLA (with Dependents) IMHN2MT-INFH2017 Meeds Review Cales | Comp
Edit | TLE A2MT-321/217 Meeds Review Cales | Comp
| Back H Next ‘ ‘ Manage Images ‘ Receipts H OK H Cancel H Help ‘

Continued on next page



PCS Settlement Approval, Continued

Procedures
continued
Step Action
8 The What dés Authorized tab wil! di s
what the member was authorized on their orders. ThenN&gk
2l k212 Enroute PCS Travel Officer
VIEW ONLY
TONO: [ 1215Ga5M2M100000 | Proceed Date: 322017
Number of Days: 19
Type of order: | PCS ] End Date: 3202017
What's Authorized Itinerary Constructed Itinerary Reimbursables
~ Owner operator of POV INo Number of cars authorized 2
MALT

Who Being Paid

PETER (Member)
PATTY PENGUIN (Spouse
Help

| Next | Exceptions Occasionals Accept Changes

Continued on next page




PCS Settlement Approval, Continued

Procedures
continued
Step Action
9 | The ltinerarywill display. Important information to verify:

9 CompareDuration of travel drop-down choice against the Dates on the

itinerary.

1 Verify each leg of travel to ensure the:

1. Departure/Arriv al Datesmatch the Depai®eport dates in Direct Access

2. CorrecfTrans Reasonsre selected

3. Local Method andEmbark boxes are checked for appropriate legs.

4. Miles are filled in on theappropriate legs

When finished auditing,lick Next.

View:  Authorizing
RENCII e Enroute PCS Travel Officer
VIEW ONLY
. 3pR017
TONO: [ 1215G85M2M100000 ] R
Number of Days: 19
Type of order: | PCS | End Date: 3202017
What's Authorized Itinerary Constructed Hinerary Reimbursables
Duration of travel: | Greater than or equal to 24 hours ™ |
Trans | Duty Local? Embark? Who Else Traveling
L3 LOCERal Reason | Day | 'PL | Method | 129918 | “peals AE% Lodging Taxes Miles
Mobile, ALABAMA
3202017 | DEP PA | ¥
W02017 [ARR| o | mc NLG [0 ][00 [ 000 [ =0 ]
| Back |I Next I | P || [0 ‘ Accept Changes l Cancel ” Help |

Continued on next page



PCS Settlement Approval, Continued

Procedures
continued
Step Action
10 [The Constructed Itinerary tab wil!/
travel is limited by the Cost of the GTR. In this example it does not apply. ClI
Next.
PENGUIN, PETER Enroute PCS Travel Ve A ottcer
VIEW ONLY

Proceed Date: |3/22017

TONO: | 1215GE85M2M 100000 |
Number of Days: 19
Type of order: | PCS | End Date: 3202017
What's Authorized Itinerary Constructed ltinerary Reimbursables

Duration of travel:

Greater than or equal to 24 hours %

[ o [ e |

Depart Date | Amive Date To Location Auth. Miles
322017 2002017 | 98131 Seattle, WASHINGTON 2720
Exceptions QOccasionals ‘ Accept Changes ‘ Cancel ‘ ‘ Help ‘

11

The Reimbursables tab will display. Verify the expenses with receipts thbeng

has claimed by clickingdd/Edit Trip Expenses. Sine t h i
claiming anyReimbursable Expenses, clidkcept Changes
e Ao

S me mb g

PENGUIN, PETER

Enroute PCS Travel

VIEW ONLY

TONO: [ 1215G85M2M100000 |

Proceed Date: 322017

Number of Days: 19
End Date: 3202017

What's Authorized

Type of order: | PCS ]
Itinerary Constructed Itinerary Reimbursables
Date | Description | claimed Authorized

Add / Edit Trip Expenses

m

Help ‘

Accept Changes l Cancel

Continued on next page



PCS Settlement Approval, Continued

Procedures
continued
Step Action
12 | The Entitlements tab will display. ClicRalcs
PENGUIN, PETER View: Authorizing
TONO: 1215G35M2M1 00000 Settlement ReqUESt Officer
Type of order: | PCS | Covered from: 3/22017 to: 3/20/2017
Type of Settlement | Pariial ~ Type of Partial: | Nota Partial ~
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed Effective Date: 3132017
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel N2 T-J2W2017 Reviewed Cales | Comp
Edit | DLA (with Dependents) INH2MT-3NJ2M7 MNeeds Review Cales | Comp
Edit | TLE H22017-H2112017 Meeds Review Cales | Comp
‘ Back H Next ‘ ‘ Manage Images ‘ Receipts ‘ ‘ 0K ‘ ‘ Cancel ‘ | Help ‘

Continued on next page



PCS Settlement Approval, Continued

Procedures
continued

Step Action

13 | Here you will see the Daily Expense breakdoWerify the correct number of
travel days are listed and that the amounts of per diem for both member and
dependents are reflectedlick the Audit Remarks button.

PENGUIN, PETER i View: Authorizing
TONOC: 1215GE5M2M100000 Da“y Expenses Officer

Audit Remarks Done

Dats .I[.;';"; !nj;% "!;:'EE Er|Ln|Dn | Lodg | Break | Lunch | Dinner | Incat m‘fm E'“m"”"’"*‘ Nm ArTrﬁ:n '-"dg'.rﬂ_;['g Taxsble
D312 | FP 000 | 14200 |10650 | 24850 | 0.00
D313 | FP 000 | 14200 |10650 | 24550 | 0.00
D314 FP 000 | 14200 | 10650 | 24550 | 0.00
D315 | FP 000 | 14200 | 10650 | 24850 | 000
D316 | FP 000 | 14200 | 10650 | 24550 | 0.00
D317 | FP 000 | 14200 | 10650 | 24850 | 0.00
D3| FP 000 | 14200 |10650| 24550 | 000
D319 | FP 000 | 14200 | 10650 | 24550 | 0.00

Total | 113600 | 85200 |1985.00] 0.00

The traveleds previous remarks will display. Add/Efidelete if necessary, then
click Done

PCS from Mobile, AL to Seattle WA, Authorized
2 POVs, DLA and TLE. Dependents address:
1234 Coast Guard Lane, Mobile, AL 36608

When fnished,click Done

Continued on next page



PCS Settlement Approval, Continued

Procedures
continued
Step Action
14 | The Entitlements tab will display. Notice the Status forEheoutePCS Travel
now saysReviewed Select thé=dit link on the DLA line.
PENGUIN, PETER View: Authorizing
TONO: 1215GE5M2M100000 Semement ReqUESt Officer
Type of order: | PCS | Covered from: to:
Type of Settlement | Partial ~ Type of Partial:  Nota Partial Y
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed Effective Date: | 3132017
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel N20T-N2W2017 Reviewed Cales | Comp
Edit | DLA (with Dependents) INAA0MT-INF2097 Meeds Review Calcs | Comp
Edit | TLE HH201T-H21/2017 Meeds Review Cales | Comp
‘ Back H Next ‘ ‘ Manage Images ‘ ‘ Receipts H 0K H Cancel H Help ‘
15 (Verify the box is appropriately <c¢ch

MUST be in the Remarks). Theclick Done

PENGUIN, PETER

TOMNO: 1215G85M2M100000 Dislocation Allowance

DLA with dependents is authorized. Check this box if dependents were moved at this time

View: Authorizing
Officer
VIEW OMLY

Done

Help

Continued on next page



PCS Settlement Approval, Continued

Procedures
continued

Step Action
16 | The Entitlements tab will display. Notice the Status for the DLA now says
Reviewed. Select thedit link on the TLE line.

PENGUIN, PETER View: Authorizing
TONO: 1215GE85M2M100000 Settlement Reques': Officer
Type of order: | RCS | Covered from: 31272017 to: 3/20/2017
Type of Settlement | Partial ~ Type of Partial:  Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed Effective Date: 31132017
Entitlement Type Dates Encompassed Status

Edit | Enroute PCS Travel N20T-N2W2017 Reviewed Cales | Comp

Edit | DLA (with Dependents) INAA0MT-INF2097 Reviewed Calcs | Comp

Edit | TLE N22017-321/2017 Meeds Review Cales | Comp

‘ Back H Next ‘ ‘ Manage Images ‘ ‘ Receipts ‘ ‘ OK ‘ ‘ Cancel ‘ | Help ‘

17 | For each TLE Day, verify the datdo NOT match any travel day$ravel dates
are calculated based on the effective date of or@laesLocation must be within
50 miles(or 2 hourgoundtrip)of either the old PDS or the new PDS. ONth¢
Zip Codeof the old PDS or new PDiScated on the ordeshould be listednot
the zip code of the hoteNerifyt he correct peopl e ar
paid column and the lodging amount matches the receipt attached to the cla
When firnished auditing, clickbone

PENGUIN, PETER View: Authorizi
TONO: 1215G85M2M100000 TLE Expenses e -
Date Location Who's being paid Lodging
Member
3212017 MOBILE, AL 3 125.00
Dependents
Member
32112017 SEATTLE / KING, WA ‘I’ 202.00
Dependents
Previous Next
Done Help

Continued on next page



PCS Settlement Approval, Continued

Procedures
continued
Step Action
18 | The Entitlements tab will display. Notice the Status for the TLE now says
Reviewed. ClickNext.
PENGUIN, PETER View: Authorizing
TONO: 1215G85M2M100000 Setﬂement ReqUESt Officer
Type of order: | PCS | Covered from: to:
Type of Settlement | Partisl % Type of Partial: | Mot a Partial ~
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed Effective Date: 3132017
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel HE2T-J2002017 Reviewed Cales | Comp
Edit | DLA (with Dependents) IMHN2MT-INFH2017 Reviewed Cales | Comp
Edit | TLE H2207-W212017 Reviewed Calcs | Comp
| Back ‘I Next I ‘ Manage Images ‘ Receipts H OK H Cancel H Help ‘

Continued on next page



PCS Settlement Approval, Continued

Procedures,
continued
Step Action
19 | The Computation tab will display. Verify that all amountatch the orders and

are correct. Also verify thatny advances were applied. Then chidxt.

Continued on next page



