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PCS Claim i Member to Member

This guide providethe basigrocedures for entering a PCS claim in
TPAX whentwo Coast Guard members are married and transfefding
section shows the members traveling together at the same time. The
shows the members traveling separate at different times.

It is important to upload ALL supporting documentation to the PCS
claim/settlement. All documenshould be scanned into a single PDF fil
PPC candét open anything other t
include the following:

1 Signed PCS Orders

1 Lodging Receipts with proof of paymeffior TLE reimbursement)

1 Airfare/AdTrav Fee Receipts

1 Alaska MarineHighway ltinerary (if taking the ferry)

1 Receipts for all items over $75

Remember that the maximum TPAX will pay for a PCS claim is
equivalent to the fastest driving route from the old Permanent Duty St
(PDS) to the new PDS.ou can take any route or method of
transportation, but keep in mind tivalat is listed abovis the maximum
amount payable.
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Member to Member Traveling Separate i Member #1

Introduction

Procedures

This scenario covers a member to member PCS where Member # 1 ¢
Member #2 drove on separate days inffzent POVs. Both members
wereauthorized MALT, TLE and Per Diem. The member with the higr
pay grade (Mmber #1xlaimed the DLA. Member #1 traveledth a
dependent. This section shows h

See below.

Step

Action

1 Enter youthome addressat your new PDS. Then clidkext.

BEAR, COASTIE View: Traveler
TONO: 1215GE5M2M000000 Settlement Req UESt
Type of order: | PCS | Covered from: 21312017 to: 22012017
Type of Settlement | Partial | Type of Partial: | Nota Partial v
Transactions Entitlements Computations Financial Remarks

* Address 1: [1234 SPACE NEEDLE DRIVE

Address 2:

* City: |SEATTLE

* Country/State: |WAWASHINGTON v
Zip: 213 —]
Next | | Manage Images | Receipts H SAVE H Cancel H Help |

Continued on next page



Member to Member Traveling Separate 1 Member #1,

Continued
Procedures
continued
Step Action
2 Leave the default @&nroute PCS Travel then clickAdd This Entitlement.
BEAR, COASTIE View: Traveler
T ONO. 1215C35MIMI00000 Settlement Request
Type of order: | PCS | Covered from: to:
Type of Settlement  Partial v Type of Partial: | Nota Partial v
Remit To Transactions Enhtlements Computations Fil R
Travel Not Performed [ Effective Date:
] Entitlement Type I Dates Encompassed [ statws [ [ ]
| Enroute PCS Travel v| <= Add This Entitlement
| Back || Next | | Managelmegesl | Receipts || SAVE H Cancel || Help l

Since Member #1 is driving, make sure @wner operator of POV is checked,
the correchumber of cars are authorizedand thememberanddependentare
both selected in the Who Being Paid section. When finished, &gk

View: Traveler
BEAR, COASTIE Enroute PCS Travel
- 203207
TONO: [ 1215G85M2M000000 | FULEiL i
Number of Days: 18
Type of order: | PCS | End Date: 2202017
What's Autherized Itinerary Constructed Itinerary Reimbursables
IEOwner operator of POV I [CINe Number of cars authorized
MALT
Who Being Paid
COASTIE (Member)
b g Do
Unszelect All
Next Excepticns Occasionals Accept Changes Cancel Help

Continued on next page



Member to Member Traveling Separate 1 Member #1,
Continued

Procedures
continued
Step Action
4 Enter thdtinerary for Member #1. When finished, cligkccept Leg
BEAR, COASTIE Itinerary View: Traveler

TONO: 1215G85M2M000000

D " Trans Duty Local? S Embark? Who Else Traveling
“L ‘M‘M‘IDL‘W‘ ‘ Meals AE% Lodging Taxes Miles “
Departure Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
[02108 Boston. MA, Suffolk e Locat v 0
02032017 ﬁ]
Method of Transportation:
= PO s Empark Lodging Tax:
] Duty Day [Pa - Private Auto v
Lodging Type: a
Aurival Locafion (click to edit) A
Arrival Date: 58]34 Seattle, WA King
0220207 ﬁ] Reason for Stop:
|MC - Mission Complete s | Meals Type:
[ Duty Day CM - Commercial Meals v Miles:
3060
I Accept Leg I ‘ Cancel Changes

5 | When member to member, the member with the higher pay grade will claim
DLA. Now add the DLA. ClickAdd This Entitlement.

BEAR, COASTIE View: Traveler
TONO: 1215G85M2M000000 Settlement RequeSt
Type of order: | PCS ] Covered from: 21312017 to: 212012017
Type of Settlement Partial v Type of Partial: Not a Partial v
Remit To Transactions Entitl it: Computations Fii Remarks
Travel Not Performed Effective Date:
Entitlement Type Dates Encompassed Status
Edit| Enroute PCS Travel 2/3/2017-2/20/2017 Validated Data Delete | Calcs | Comp
DLA v ‘ <= Add This Entitlement
‘ Back || Next | | Manage Images | Receipts | SAVE | ‘ Cancel || Help |

Continued on next page



Member to Member Traveling Separate 1 Member #1,
Continued

Procedures
continued
Step Action
6 Check the boxsince your dependent is moving with you. Cliécept
BEAR, COASTIE View: Traveler
TONO: 1215GE5M2MO00000 Dislocation Allowance

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

Accept Cancel Help

7 Now add the TLE. CliclAdd This Entitlement.

BEAR, COASTIE View: Traveler
Type of order: | PCS | Covered from: 21312017 to: 212012017
Type of Settlement  Partial V| Type of Partial: Not a Partial v
Remit To Transactions Entitlements Computati Fii ial R rh
Travel Not Performed Effective Date:
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel 2/3/2017-22002017 Validated Data Delete | Calcs | Comp
Edit | DLA (with Dependents) 2132017-21320M7 Validated Data Delete | Calcs | Comp
TLE v ] <= Add This Entitlement
| Back H Next | | Manage Images | Receipts | | SAVE | I Cancel | I Help |

Continued on next page



Member to Member Traveling Separate 1 Member #1,
Continued

Procedures
continued

Step Action

8 | Add each TLE Day. Remember thatiedate cannot be a travel date and MUS
match the receipt (which is required), the lodging must be within 50 miles (g
hours roundtrip) of either the old PDS or the new PDS. ONLY enter the zip
of the old PDS or new PDS located on the orders (not pheozie of the hotel).
Check Whodés being paid, enter what
taxes for the day specified. When finished, chadcept Changes

BEAR, COASTIE View: Traveler
TONO: 1215G35M2M000000 TLE Expenses
Date Location Who's being paid Lodging
Member
02/03/2017 02109 Boston, WA ; 20275 | Edit | Delete
Dependents
Member
02/04/2017 02109 Boston, WA ; 20275 | Edit | Delete
Dependents
Member
02/21/2017 53134 Seattle, WA : 22500 | Edit | Delete
Dependents
Previous MNext
Add TLE Day
Accept Changes Cancel Changes Help

Continued on next page



Member to Member Traveling Separate 1 Member #1,
Continued

Procedures
continued
Step Action
9 Click Calcs
BEAR, COASTIE View: Traveler
TONO: 1215G85M2M000000 setuement ReqUESt
Type of order: | PCS | Covered from: 21312017 to: 212012017
Type of Settlement  Partial W Type of Partial: Nota Partial v
Remit To Transactions ..... Entluementa Computations Financial Remarks
Travel Not Performed Effective Date: |2/12/2017
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel 2/32017-212002017 Validated Data Delete | Caks | Comp
Edit | DLA (with Dependenis) 2/32017-2/3/2017 Validated Data | Delete | Calcs | Comp
Edit| TLE 2/3/2017-202172017 Validated Data | Delete [Calcs|Comp
TLE v‘ <= Add This Entitlement |
I Back ” Next | lManagelmages| | Receipts H SAVE || Cancel H Help |

10 | This shows exactly what you will be reimbursed for TLE. The system
automatically calculates your TLE based off the JTR computation and the P
zip code entered. ClidRone

BEAR, COASTIE View: Traveler
TONO: 1215G85M2M000000 TLE Expenses

[ Audit Remarks | | Done
Date Locality Rate Lodging | M&IE | Wax MEIE & Lodging | Maximum TLE Paid
D203 273 20275 | 68 27175 290 27175
D204 273 20272 | B8 27173 290 271.73
D221 241 167 74 241 290 241

Previous MNext

Continued on next page



Member to Member Traveling Separate 1 Member #1,

Continued
Procedures
continued
Step Action
11 | Once you have input the itinerary, DLA, TLE and reimbursable expenses, ¢

the Computations tab. Member #1 was paid for Per Diem, MALT, Depender
Di em, DLA and TLE. Continue with
Apply Advancesif necessary.

BEAR, COASTIE em View: Traveler
TONO: 1215G35M2M000000 Settl ent ReqUESt
Type of order: | PCS | Covered from: 2/3/2017 to: 2/20/2017
Type of Settlement | Partial “ Type of Partial: | Nota Partial ~
Remit To Transactions Entitlements Computations Financial Remarks
Total Entitlement
Do o Deductions
Memb/Emp PCS Per Diem 1.278.00 -
Partial Payments
Memb/Emp MALT 531.40
Dep Par Diem £20.00 Amount Payable
DLA 2,113.50 Advances
TLE 784.50
Methad of F’aymen1| Direct Deposit w Due Employee
Splt Payment
Computed Split 0.00
I Apply Advances I Enter amount in Split Payment field to pay
GTCC
This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed
‘ Back || Next ‘ I Manage Images I ‘ Receipts ‘ ‘ SAVE ‘ | Cancel ‘ ‘ Help ‘

Ensure you have all orders and any receipts over $75.00 scanned and attaq
theManage Imagessection of TPAX. Also mention in the remarks that you a
member to member.




Member to Member Traveling Separate i Member #2

Introduction

Procedures

This scenario covers a member to member PCS where Member # 1 a
Member #2 drove on separate days in 2 different POVs. Both membe
were authorized MALT, TLE and Per Diem. The member with the higl
pay grade (Member #1) claimed the DLA. Member #2 travelecealbimis
section shows how to account fo

See below.

Step

Action

1 Enter youthome addressat your new PDS. Then clidkext.

PENGUIN, PETER View: Traveler
TONO: 1215G85M2M100000 settlement ReqUESt
Type of order: | PCS | Covered from: 21712017 to: 3162017
Type of Settlement | Partial ~| Type of Partial: Mot a Partial v
Remit To Transactions Entitlements Computations Financial Remarks

* Address 1: |1234 SPACE NEEDLE DRIVE

Address 2:

* City: [SEATILE

¥ Country,l'S[a[e; WA WASHINGTON ¥

*

Zip: [e8132

|Next| Manage Images ‘ Receipts H SAVE H Cancel H Help ‘

2 Leave the default d&snroute PCS Travel, then clickAdd This Entitlement.

PENGUIN, PETER View: Traveler

TONO: 1215G85M2M100000 semement RequeSt

Type of order: | PCS ] Covered from: 2/17/2017 to: 31612017

Type of Settlement  Partial Vv Type of Partial: Not a Partial v

Remit To Transactions Entitl it C i Fi ial R
Travel Not Performed [] Effective Date:
| Enroute PCS Travel v| | <=AddThis Entitiement
I Back I Next l I Manage Images I Receipts | SAVE | | Cancel | | Help |

Continued on next page



Member to Member Traveling Separate i Member #2,

Continued
Procedures
continued
Step Action
3 Since Member #2 also drove a POV, make sur®tlirer operator of POV is
checked, the correaumber of cars authorizedand thememberis selected in
the Who Being Paid section. When finished, chigkxt.
EIELL TEER Enroute PCS Travel views - raveler
TONO: [ 1215CG85M2M100000 | Proceed Date: 2172017
Number of Days: 18
Type of order: | PCS | End Date: |3®&2017
What's Authorized Itinerary Reimbursables
I@ Owner operator of Povl [INo Mumber of cars authorized D
MALT
Who Being Paid
Unsel All
Next Accept Changes Cancel Help
4 Enter thatinerary for Member #2. When finished, clidkccept Leg
o tinerary o T
o [ oo | e [ 20 [ e oo [ T | O o e[
Departure Date Departure Location (click to edit) D Method of Reimbursement: Daily Ldg Cost
2109 Boston. MA_Suffolk Iz Local ~ o
I B —
7 r;iriopdnfaz“jj&maum' <] [ Embark Lodging Tax:
PRI Lodging Type: 0
Arrival Location (click to edit) A
Arrival Date: E8134 Seattle. WA King
= Reason for Sto
Wj [MC - Mission gomplete v| Meals Type:
u | CM - Commercial Meals W Miles:
o
I Accept Leg I Cancel Changes

Continuedon next page



Member to Member Traveling Separate i Member #2,
Continued

Procedures
continued

Step Action
5 Now add the TLE. CliclAdd This Entitlement.

6 | Add each TLE Day. Remember that the date cannot be a travel date and M
match the receipt (which is required), the lodging must be within 50 miles (g
hours roundtrip) of either the old PDS or the new PDS. ONLY enter the zip
of the old PDS or new PDIScated on the orders (not the zip code of the hote
Check Whods being paid, enter what
taxes for the day specified. When finished, chadcept Changes

Continued on next page
























