
Requesting a PCS Travel Advance via Proxy 

 
Introduction This guide will help you request a PCS Travel Advance (as a Proxy). 

 
Procedural 

Warning 
PCS orders must have all PCS entitlements calculated, with the total 

amount the member is authorized, and the amount authorized as an 

advance. 

 
Procedures See below 

 

Step Action 

1 Log into TPAX as you normally do: 

 
 

  

Continued on next page 

  

20 November 2019

1



Requesting a PCS Travel Advance via Proxy via Proxy, 

Continued 

 
Procedures, 

continued 
 

 

Step Action 

2 Change your view to Proxy. 

 
 

3 Under Create New select Advance Request. 
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Requesting a PCS Travel Advance via Proxy via Proxy, 

Continued 

 
Procedures, 

continued 
 

 

Step Action 

4 Enter the member’s Emp. ID, click Search and then OK. 
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Requesting a PCS Travel Advance via Proxy via Proxy, 

Continued 

 
Procedures, 

continued 
 

 

Step Action 

5 Enter the TONO and click OK. 
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Requesting a PCS Travel Advance via Proxy, Continued 

 
Procedures, 

continued 
 

 

Step Action 

6 Enter the member’s Grade/Rate and change Type of Order to PCS.  Pick 

appropriate choice from Type of PCS drop-down.  Click the Origin hyperlink and 

enter the old duty station.  Click the Destination hyperlink and enter the new duty 

station.  See successive (next two) screen shots.   
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Requesting a PCS Travel Advance via Proxy, Continued 

 
Procedures, 

continued 
 

 

Step Action 

7 Enter the Location of the Old Duty Station.  Click Accept. 

 
 

8 Enter the Location of the New Duty Permanent Station.  Click Accept. 
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Requesting a PCS Travel Advance via Proxy, Continued 

 
Procedures, 

continued 
 

 

Step Action 

9 You should be navigated back to the Travel Order page.  The page should reflect 

the Origin and Destination of your Traveler.  Ensure Issue/Detach/Report dates 

are correct or adjust as necessary.   Click the What’s Authorized tab.  
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Requesting a PCS Travel Advance via Proxy, Continued 

 
Procedures, 

continued 
 

 

Step Action 

10 Select relevent items and click Dependents tab. 

 
 

11 If the member has a previous PCS move, you need only click Get Dependents 

and a list of dependents will appear. 
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Requesting a PCS Travel Advance via Proxy, Continued 

 
Procedures, 

continued 
 

 

Step Action 

12 You may have to add dependents.  If so, click Add to enter dependents. 

 
 

13 To enter dependents:  Type the name, choose the relationship from the drop-

down, enter the relevent date and click Accept.  Repeat as necessary.  
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Requesting a PCS Travel Advance via Proxy, Continued 

 
Procedures, 

continued 
 

 

Step Action 

14 Navigate to Remarks and enter relevent information.  Click Save. 

 
 

15 This will bring up the Advance Request screen.  Click Entitlements. 
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Requesting a PCS Travel Advance via Proxy, Continued 

 
Procedures, 

continued 
 

 

Step Action 

16 Check Claim is Precomputed.  
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Requesting a PCS Travel Advance via Proxy, Continued 

 
Procedures, 

continued 
 

 

Step Action 

17 Enter the appropriate amounts from the orders (either 80% of total entitlement or a 

reduced amount requested by the member).  Click Next. 
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Requesting a PCS Travel Advance via Proxy, Continued 

 
Procedures, 

continued 
 

 

Step Action 

18 This will bring up the Computations screen with the appropriate amounts as 

previously entered.  Verify as correct and click Next. 
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Requesting a PCS Travel Advance via Proxy, Continued 

 
Procedures, 

continued 
 

 

Step Action 

19 You will be pathed to the Financial tab.  Click Add/Modify Accounting.   
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Requesting a PCS Travel Advance via Proxy, Continued 

 
Procedures, 

continued 
 

 

Step Action 

20 This will bring up a generic Line of Accounting.  Do not adjust this line.  Ensure 

aggregate amount is correct and click Save. 

 
 

21 You will be returned to the Financial page.  Click Next. 
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Requesting a PCS Travel Advance via Proxy, Continued 

 
Procedures, 

continued 
 

 

Step Action 

22 Enter remarks as appropriate, then click Manage Images. 

 
 

23 Click Browse, find the previously saved documents (remember the Procedural 

Warning), enter Image Description and click Upload Image. 
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Requesting a PCS Travel Advance, Continued  

                                 _______________________________________________ 
Procedures, 

continued 
 

 Action 

24 Click Done once the PDF file appears. 

 
 

25 You will be returned to Remarks.  Click Save.   
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Requesting a PCS Travel Advance via Proxy, Continued 

 
Procedures, 

continued 
 

 

Step Action 

26 You will be pathed to your Inbox. 

 
 

27 Check the box and click Release for Approval. 
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Requesting a PCS Travel Advance via Proxy, Continued 

 
Procedures, 

continued 
 

 

Step Action 

28 Select an AO, enter your secondary password and click OK. 
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