
 

 

Correcting Rank in TPAX 

Overview 

  
Introduction This guide provides two procedures for a member to fix an incorrect rank 

or update a rank upon advancement/promotion in TPAX. 
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Option One 

  
Procedure See below. 

 

Step Action 

1 Log into TPAX. 

 
 

2 From the Profiles and History drop-down, select Orders. 

 
 

3 Either type in the specific TONO and hit OK or scroll through and locate the 

specific TONO. Click OK. 
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Option One, Continued 

  
Procedure, 

continued 
 

 

Step Action 

4 Note the current Grade/Rank listed. 

 
 

5 Select the correct Grade/Rank from the drop-down and click Save. 
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Option One, Continued 

  
Procedure, 

continued 
 

 

Step Action 

6 Click on the TONO again and verify the Grade/Rank change. 
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Option Two 

  
Procedure See below. 

 

Step Action 

1 Log into TPAX. From the Create New drop-down, select Settlement Request.  

 
 

2 Either type in the specific TONO and hit OK or scroll through and locate the 

specific TONO. Click OK. 
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Option Two, Continued 

  
Procedure, 

continued 
 

 

Step Action 

3 Select the TONO link. 

 
 

4 Select the correct Grade/Rank from the drop-down. Click Save. 
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Option Two, Continued 

  
Procedure, 

continued 
 

 

Step Action 

5 Click on the TONO again and verify the Grade/Rank change. 
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