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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.
Shelton, Blake T T-PAx Inbox View: | Traveler W

[Reservations] [Regulations] [Currency]

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

|TON0 |Type of Request|start Date ‘ End Date|camegoly|created By|Aum. Ofﬁcial|3tatus|status Date |0n'gin ‘ AniveAl| Request ID|Amnum

Retrieve ‘ Search for TONO... |

2 From the Profiles and History drop-down, select Orders.
Shelton, Blake T T_PAX Inbox

[Regulations]

Release for Approval Primt View / Modify

Wiew: | Traveler b

[Reservations]

| Profileand HiSIony»" Create New» Tools » Help»
Profile
‘OI'I’EIS '--:' Dmelcahegory|c:emed B’ylMll‘l mlmslmsm|mh|mﬂ|muﬁmlm

History

Release for Approval Print View / Modify Delete
Retrieve Search for TONO

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

SEETEL BLAIET Travel Order Selection View:  Traveler
Settlement
TONO: | 1216G86PRZZZ000 |
Who
Order Number Category | StartDate | EndDate | Created |DateObl. A
Obl.
1109G89B TS005000 Del| Normal 7/26/2009 | 7/31/2009
1216G86PRAZZZ000 Del| Normal 6/15/2016 711312016 |
1109G88LLL004000 Del| Normal 702612009 | 7/31/2009
11092628JB206000 Del| Normal 9/21/2009 | 9/25/2009 Vv
Select an existing order or enter a new
order number with which you wish to work .8 e e
and then click the OK button

Continued on next page
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Option One, Continued

Procedure,
continued
Step Action
4 Note the current Grade/Rank listed.
Shelton, Blake T Travel Order NS T
* Grade/Rank: * Order Number(s): * Type of Order.
[E v|  [1216G86PRAZZZOOD | [Pes Y
Description ~ WWhats Authorized  Dependents  Remarks
" Type of PCS B I T —— - |
i * lssue Date faozors |3
Trip Name: | |
* Detach Date CIEZI
Issuing Organization |?94?400 |
Paying Organization (7947400 | " Report Date [o7r1a2006 ol
Group Travel O
Funds [Coast Guard V]
* Origin [6Z136 San Diego, CA, San Diego |
* Destination [03940 Del Rey Oaks_ CA_ Montersy ]
Bac Next Save Cancel Help
5 Select the correct Grade/Rank from the drop-down and click Save.
|ch'
s [ Travel Order View: Traveler
E2
*{E2 * Order Number(s): * Type of Order.
E4 [PCS V) |
[=ommmmm|  [1216G86PRAZZZO00 |
e
E9 Whats Authorized ~ Dependents  Remarks
MID
ol
* 4010
1 g;E | | * Issue Date |12.-'10.|"2015 |::,j
02 \ ..
03 Detach Date (671512016 |2
i|os ation [7947400 |
06 *
197 ation [7947400 | Report Date (0711312016 &
% O
f ﬁ | Coast Guard v
WS 2735 San Diego CA_San DVeao !
* Destination [33540 Del Rey Oaks, CA, Monlerey |
Bac Next save Cancel Help

Continued on next page
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Option One, Continued

Procedure,
continued
Step Action
6 Click on the TONO again and verify the Grade/Rank change.
Shelton, Biake T Travel Order Views Treveler
* Grade/Rank: " Order Number(s): * Type of Order.
& o] [1216GeePRAZZZOO0 | [Fes V]
Description  What's Authorized  Dependents  Remarks
" Type of PCS [EL I T - | __
Trip Name: | | e Lienorz0ts |§Jj
" Detach Date 611522016 B
Issuing Organization (7947400 |
Paying Organization [7947400 | " Report Date [0711372016 [
Group Travel |
Funds [Coast Guard v
" Origin [62136 San Diego, CA, San Diego ]
* Destination {63940 Del Fley Oaks, CA_ Wionterey |
Ba Next Save Cancel Help
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Option Two
Procedure See below.
Step Action
1 Log into TPAX. From the Create New drop-down, select Settlement Request.
Lively, Blake E T-PAX Inbox View: | Traveler ~

Profile and History » [Create New's' Tools» Help »
Authorization Request

Advance Request

o —

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

Ak, BLATTELE Travel Order Selection doat Ui
Settlement
TONO: | 1217687TEST00000 |
Who
Order Number Category | StartDate | EndDate | Created |Date Obl. A
Obl.
1216G86PRAZZZ000 Del| Normal 7/26/2009 7/3172009
1109G88LLL004000 Del| Normal 712612009 7/3112009
11092628.JB206000 Del| Normal 7/26/2009 7/31/2009
1217G87TEST00000 Del| Normal 8/25/2017 9/18/2017 v
Select an existing order or enter a new
order number with which you wish to work 28 — e

and then click the OK button

Continued on next page
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Option Two, Continued

Procedure,
continued
Step Action
3 Select the TONO link.
ively, Blake E View: Traveler
‘ TONO: 1217GE7TTESTO0000 Setﬂement RequlESt
Type of order: | PCS | Covered from: 812512017 to: 9182017
Type of Settlement  Partial “ Type of Partial: Mot a Partial W
Remit To Transactions Entitlements Computations Financial Remarks
* Address 1- [1234 Ryan Renolds Lane x|
Address 2: | |

Input Dependent Address at
time orders were issued:

Dependent City/State/Zip:

"z | |

* City: |Los Angeles |

*Country/State: [CA California v

‘ Mext |‘I¢|anagelnages‘ | Receipts H SAVE H Cancel H Help ‘

4 Select the correct Grade/Rank from the drop-down. Click Save.

Liv|E® Travel Order ol Ui

E3
E4
«|ES

* Type of Order
[Fcs V]

" Order Number(s)
[1217G87TEST00000

E3
E9
o10
Dug;E afs Authorized  Dependents  Remarks
O2E

' ggE [Station to Station v

04 l * |gsie Date |&|m|} l_:j

05

g? Detach Date 22572017 -
08 i

09 ation [Ta47400

w1 ) . .
w2 ation [7947400 Report Date 09182017 | i
W sy |
W4
Ws

Group Travel O

Funds [Coast Guard |

* Origin | Los Angeles CA ]
" Destination [Cordova, AKX, Valdez-Cordova Census Area |

Next Save Cancel Help

Continued on next page
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Option Two, Continued

Procedure,
continued
Step Action
5 Click on the TONO again and verify the Grade/Rank change.
Lively, Blake E Travel Order View: Traveler
* Grade/Rank: * Order Humber(s): * Type of Order.
IEs v|  [1217GETTEST0D000 | [Pcs ~
Description What's Authonzed Dependents  Remarks
* Type of PCS v
_— | It - ra—
Ra N 7 —
Issuing Organization |?‘3~4?4UD |
Paying Organization |7‘3~4?400 | * Report Date i“j
Group Travel D
Funds | Coast Guard |
* Origin | Los Angeles CA ]
" Destination Eordova, AR, Valdez-Cordova Census Area |
o J [ cmn ][ e ]






