12 December 2017

Approving Official - Verify Status of a Travel Claim

Introduction This guide will help an AO verify the current status of a travel claim and
its payment schedule.

Procedures See below

Step Action

1 Once logged on you will be navigated to the T-PAX Inbox.
consne oe | T-PAX Inbox | View:

[Reservations] Reguiations] [Currency]
I Profile and History » Create New» Tools» Help » Logout
Typeof | Stat | End Auth. Status | .| Arrive| Request
TONO Request | Date | Date |CAted0ny| CreatecBy | (o | status| 2 " fongin T D [Amount
Awaiting -
0 1215GE5PTGTUVION Seffement |oi252015 | 1012201s|  pos | COASTIEOR |\ COMSTIE. a0 ™ | am1/2018 | Traveler | 2= | 1100217652 s‘,(:;z?l.m
Approval

2 Change the View to Auth. Official.

COASTY, JOE | .
! View: | Auth. Official v
T-PAX Inbox =3 |
[Reservations] [Regulations] [Currency]

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

Typeof | Start | End Auth.

SSN Name TONO Request| Date Date Category Created By Official

[ | e990127 SPIRIT, KINDRED R 1116G8BNOPERDOO0 | Settement | 111102015 | 11/11/2015| Nomal | SPIRIT, KINDREDP. | CORSTY:

[ |gs99127 SPIRIT, KINDRED R 1115G35DVBISI000 | Settement | 10/1/2014 | 10/52014 | Nomnal | SPIRIT,KINDREDP. |COASTY:

3 Under Profile and History, select History.
T-PAX Inbox - EET

[Reservations] [Regulations] [Currency]

COASTY, JOE |

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

Profile e
: ype of
Orders TONO R 1

Start | End
Date Date

History R 1116G3ENOPERDO00 | Settement | 11/102015 | 11/1112015 SPIRIT, KINDRED P

Created By

History for Selected Order R 1115685DVBI51000 |Settiement | 101172014 | 10/52014 SPIRIT, KINDRED P

Continued on next page



12 December 2017

Approving Official - Verify Status of a Travel Claim, continued

Procedures,
continued

Step Action

4 Enter the Last name, click Search for Name and select the member you are
looking for. Then click OK.

Select Traveler

Emp. ID: SSN: _ast Name:
SPIRIT, KINDRED A Search for Name
SPIRIT, KINDRED A. v

Address-1:  [444 SE QUINCY |

Address-2: |
Ci

| Grade/Rank: [Et |
|Organization: |5347400 |

State/Country: IKANSAS I DSSN: lOOOO ]

ty: [TOPEKA

Zip Code: [66683 I

I OK

| (o ] [ ]

5 The Travel Order History will appear. Select Details for the travel claim for
which you are inquiring.

COASTIE, JOE H
E, Travel Order History
Order Number: | | [ Fina ]
Order Number Travel Dates Travel Type | Issue Date Izsuer Funds
| Details | 1114GE2TEST25000 D&/01/2014-08/20/2014 MNormal D&/01/2014 Coast Guard
| Details | 1115GESPROPEE0DD D1 2015-01/302015 MNormal MHS20M5 Coast Guard
| Details | TNT2T7XICIT2000 12NH2016-12/31/2016 MNormal 121472016 | 7947400 Coast Guard
| Details | 1215GESPTGTUNDO00 De2201 5101 H2015 PCS DEM4/2015 | 7947400 Coast Guard

Continued on next page




12 December 2017

Approving Official - Verify Status of a Travel Claim, continued

Procedures,

continued

Step

Action

6

This will exhibit the Display section. Click Display.

COASTIE, JOE Travel Order History
Order Number: [1114G32TEST25000 | [ Find |
Order Number Travel Dates Travel Type | lssue Date Issuer Funds
1114GE2TEST25000 D&/01/2014-D8/20/2014 Normal D&/01/2014 GCoast Guard
1115GE5PROPESD00 D1/15/2015-D1/30/2015 Normal D1/15/2015 Coast Guard
1172F7XIC172000 1211912016-12/31/2016 Narmal 1211412016 | 7947400 Goast Guard
1215G85PTGTUVIOD D8/25/2015-10/13/2015 PCS D&/14/2015 | 7947400 Coast Guard
Pay = Transaction Total Claimed / Net
Method Claim No. Travel Dates Tne Create Date Transacti ‘Applied Tra .
Display| |EFT 1100216550 03/01/2014-08/20/2014 Sefflement | 12/03/2014 §584.50 5534.50

The Travel Order Detail will appear and the Amounts tab will display listing the
Entitlement and the Settlement amount.

COASTIE, JOE

Travel Order Detail (Settlement)

Amounts |‘ Dates/Remarks

Description Who Had

TONO: 1114G82TE ST25000

Entitlement: |58584.50
Settlement. |5884.50

Govt Procured Transp.: |$0.00

Split Amount: |$0.00

Continued on next page




12 December 2017

Approving Official - Verify Status of a Travel Claim, continued

Procedures,
continued
Step Action
8 Click Dates/Remarks which will reveal the Date Logged, Date Settled and Date
Paid.

Travel Order Detail (Settlement)

TONO: 1114G82TEST25000

Amounts ‘l Dates/Remarks Description Who Had It

Date Entered: 12/3/2014 Date Logged: 11/26/2014 Travel Start: 8/1/2014
Date Authorized: [ |  |Date Settled: 112612014 Travel End: 8/20/2014
DateRetuned: [ |  |DatePaid 12/3/2014

Remarks:

Click Description to reveal the Status, Transaction Type, Payment Method and

Settlement Type.
COASTIE, JOE TraVEI order Detall {Settlement) TONO: 1114G82TEST25000

Amounts Dates/Remarks Description Who Had It

Trace #/Check # | | Claim Number: [1100218550 |

Block Number: [14k2500003 |  Examiner: [(Luzsys) |

Status: Completed Auditor: [(sPoCK) |

Transaction Type: Seftlement Number of POC: |[] |

Payment Method: EFT Transport Req #: | |

Seftlement Type: Final - First Submission PCS Enroute Type: | |
Trip Number: |[] |
DOV #: | |

Continued on next page




12 December 2017

Approving Official - Verify Status of a Travel Claim, continued

Procedures,
continued
Step Action
10 | Who Had It reveals the journey of a member’s travel claim from beginning to end

(completed).

COASTIE, JOE : TOMNO: 11414GE2TEST25000
L Travel Order Detail (Settlement)
Amounts Dates/Remarks Description Who Had It
[Who Had it Status Date BlockNo
LDD Assignad to Examiner 11/26/2014 14K2600003
LDD Awaiting Audit 1222014 14K2600003
1S Assigned to Auditor 12032014 14K2600003
WS Awaiting Release 12/32014 14K2600003
JTK Completed 12/32014 14K2E00003

[

L Print Travel Voucher Summary|

(® Print 1351-2 Facsimile

Print

Cancel Print

11 Click Print to access a printable version of the travel claim and voucher.
COASTIE, JOE Travel Order Detail (Settlement) TONO: 1114G82TEST25000
Amounts Dates/Remarks Description Who Had It
'Who Had It Status Date E
LDD Assigned to Examiner 1172612014 14K2600003
LDD Awaiting Audit 121272014 14K2600003
M= Asszigned to Auditor 121372014 14K2600003
MS Awaiting Release 127372014 14K2600003
JTK ‘Completed 120372014 14K2600003
‘ View Request ‘ I Print Done ‘ ‘ Help ‘
12 You may choose either or both:






