
TONO-TONO Commercial Entitlements 

  
Introduction This guide provides the specific differences to complete a back to back 

(TONO to TONO) travel claim where the member receives two separate 
TDY orders with no break in between. 

  
Information For guidance on how to complete a TDY Settlement select the following 

link: TDY Settlement (Authorization Not Completed First) 
 
In this scenario, the Member is attending training in New Orleans and 
immediately following will be remaining in New Orleans to aide a local 
unit on a separate set of orders. 

  
Procedures See below. 
 

Step Action 
1 Log into TPAX and create a settlement following the steps in the link above.   
2 The specific differences begin with the Entitlements tab.  Once at this location, 

select the Add This Entitlement button. 

 
 

  

 Continued on next page 
  

https://cg.portal.uscg.mil/units/ppc/Web%20TPAX%20User%20Guides/B.%20For%20the%20Traveler/TDY/TDY%20Settlement-NoAuth.pdf


TONO-TONO Commercial Entitlements, Continued 

  
Procedures, 
continued 

 

 
Step Action 

3 Under What’s Authorized select the appropriate Transportation Restrictions 
option. In this scenario the Member traveled to the TDY location using 
Commercial Plane, so the Commercial (Rail/Air/Bus/Ship) Authorized drop 
down was selected.  Select the Next button.  

 
 

  

 Continued on next page 
  



TONO-TONO Commercial Entitlements, Continued 

  
Procedures, 
continued 

 

 
Step Action 

4 Under the Itinerary Tab select the Greater than or equal to 24 hours option 
and the settlement will automatically advance you to the next step in the claim 
process.  If you have returned to this page at any time you will need to then 
select Add/Edit Trip Itinerary button.  

 
 

5 Complete the first leg of the itinerary as applicable.  In this scenario since the 
closest airport is Kansas City, this leg must be included.  While entering the 
itinerary DO NOT check or uncheck any Duty Day boxes.   For payment of 
local mileage (to/from airport) ensure the Is Local box is checked.  Select the 
Accept Leg button. 

 
 

  

 Continued on next page 



TONO-TONO Commercial Entitlements, Continued 

  
Procedures, 
continued 

 

 
Step Action 

6 Enter the next leg of travel into your itinerary, in this example you have arrived 
at your TDY location.  Select the appropriate Method of Reimbursement, 
Lodging Type, and Meals Type, and enter the Daily Lodg Cost and daily 
Lodging Tax in the applicable boxes.  Select the Accept Leg button. 

 
 

7 Enter the next leg of travel.  In this scenario, the end date of the first set of TDY 
orders is 01/13/2017.  To complete the itinerary for the first settlement, set the 
same Departure and Arrival location, and select CS-Change Status as the 
Method for Transportation and MC-Mission Complete as the Reason for 
Stop.  Select the Accept Leg button. 

 
 

  

 Continued on next page 



TONO-TONO Commercial Entitlements, Continued 

  
Procedures, 
continued 

 

 
Step Action 

8 Review the itinerary that you have entered.  At this time you may edit, delete or 
insert any legs as applicable.  If correct, select the Accept Changes button. 

 
 

9 The itinerary tab will display, if everything is correct select the Next button. 

 
 

  

 Continued on next page 
  



TONO-TONO Commercial Entitlements, Continued 

  
Procedures, 
continued 

 

 

Step Action 
10 To add any Reimbursable items select Add / Edit Trip Expenses button. 

 
 

11 The first Expense Description that has been added to this claim is LODGING-
TONO-TONO TRANSITION CONSE (consecutive).  On TONO to TONO 
TDY orders the itinerary will not allow for the lodging expense to be paid on the 
last day of the first set of orders.  In this example the member remained in New 
Orleans on the night of the 13th and the lodging and taxes will need to be 
claimed here.  Select the Accept Expense button. 

 
 

  

 Continued on next page 



TONO-TONO Commercial Entitlements, Continued 

  
Procedures, 
continued 

 

 
Step Action 
12 To add another item select the Add Expense button, you may also Edit or 

Delete any items if applicable. 

 
 

13 The next Expense Description that will be needed for this type of claim is 
PERDIEM 25 PERCENT TONO 2 TONO-CON (consecutive).  Since the 
last day of the first set ends (Mission Complete) on the 13th, TPAX treats this as 
a travel day and will default to paying the Member 75% of the commercial 
M&IE.  Since the member is not returning home but is continuing in a TDY 
status on the next set of orders, the member is entitled to 100% M&IE.  In this 
scenario the M&IE amount is $64 and on the 13th, TPAX will pay the Member 
$48, so the difference of $16 is claimed here.  We will review the Calcs later in 
this claim to further discuss the reason for the above Reimbursable Expenses. 
Select the Accept Expense button. 

 
 

  

 Continued on next page 



TONO-TONO Commercial Entitlements, Continued 

  
Procedures, 
continued 

 

 
Step Action 
14 When complete, select the Accept Changes button. 

 
 

15 All the Reimbursable Expenses will display. Select the Accept Changes 
button if no additional edits need to be completed. 

 
 

  

 Continued on next page 
  



TONO-TONO Commercial Entitlements, Continued 

  
Procedures, 
continued 

 

 
Step Action 
16 The Entitlements tab will display. Select the Calcs button. 

 
 

17 As previously mentioned, the end date of the first set of orders will default to a 
travel day and will not allow the member to be paid for the lodging, taxes or 
100% M&IE amount.  This line displays the reason for the Reimbursable 
Expenses added to this specific type of claim.  Verify all is correct, then select 
the Done button.  Complete the remaining sections of the settlement as 
applicable. 

 
 

  

 Continued on next page 
  



TONO-TONO Commercial Entitlements, Continued 

  
Procedures, 
continued 

 

 
Step Action 
18 After completion of the first settlement request, begin a new settlement request 

with your second set of TDY orders. The specific differences begin with the 
Entitlements tab.  Once at this location, select the Add This Entitlement 
button. 

 
 

19 Under What’s Authorized select the appropriate Transportation Restrictions, 
in this scenario the Member traveled home from the TDY location using 
Commercial Plane so the Commercial (Rail/Air/Bus/Ship) Authorized drop-
down was selected. Select the Next button. 

 
 

  

 Continued on next page 



TONO-TONO Commercial Entitlements, Continued 

  
Procedures, 
continued 

 

 

Step Action 
20 The Itinerary Tab will display.  Select the Greater than or equal to 24 hours 

option and the settlement will automatically advance you to the next step in the 
claim process.  If you have returned to this page at any time you will need to 
then select the Add/Edit Trip Itinerary button. 

 
 

21 Enter the first leg of your Itinerary. The Departure Date is the first day of the 
second set of TDY orders. In this example, since the member was already at the 
TDY location, the Departure and Arrival Location are the same.  Select CS- 
Change Status for the Method of Transportation and TD –Temporary Duty 
for the Reason for Stop.  Select the appropriate Method of Reimbursement, 
Lodging Type, and Meals Type, and enter the Daily Ldg Cost and daily 
Lodging Tax in the applicable boxes. When finished, select the Accept Leg 
button. 

 
 

  

 Continued on next page 



TONO-TONO Commercial Entitlements, Continued 

  
Procedures, 
continued 

 

 
Step Action 
22 Complete the next leg of the itinerary, as applicable. Select the Accept Leg 

button. 

 
 

23 Complete the next leg of the itinerary, as applicable. For payment of local 
mileage (to/from airport) ensure the Is Local box is checked.  Select the Accept 
Leg button. 

 
 

  

 Continued on next page 
  



TONO-TONO Commercial Entitlements, Continued 

  
Procedures, 
continued 

 

 
Step Action 
24 Review the Itinerary that you have entered.  At this time you may Edit, Insert 

or Delete any legs as applicable.  If correct, select the Accept Changes button. 

 
 

25 The Itinerary tab will display, if everything is correct select the Next button. 

 
 

  

 Continued on next page 
  



TONO-TONO Commercial Entitlements, Continued 

  
Procedures, 
continued 

 

 
Step Action 
26 To add any reimbursable items select the Add / Edit Trip Expenses button. 

 
 

27 The first Expense Description that will be needed for this type of claim is 
PERDIEM 25 PERCENT TONO 2 TONO-CON (consecutive).  Since the 
first day of the second TDY orders begins on the 14th, TPAX treats this as a 
travel day and will default to paying the Member 75% of the commercial M&IE.  
Since the member has remained in a TDY status from the first set of orders, the 
member is entitled to 100% M&IE.  In this scenario the M&IE amount is $64 
and on the 14th, TPAX will pay the Member $48, so the difference of $16 is 
claimed here.  We will review the Calcs later in this claim to discuss the reason 
for the above Reimbursable Expense.  Select the Accept Expense button. 

 
 

  

 Continued on next page 
  



TONO-TONO Commercial Entitlements, Continued 

  
Procedures, 
continued 

 

 
Step Action 
28 At this time you may add any additional Reimbursable Expenses. If complete, 

select the Accept Changes button. 

 
 

29 All the Reimbursable Expenses will display. Select the Accept Changes 
button if no additional edits need to be completed. 

 
 

  

 Continued on next page 
  



TONO-TONO Commercial Entitlements, Continued 

  
Procedures, 
continued 

 

 
Step Action 
30 The Entitlements tab will display. Select the Calcs button. 

 
 

31 As previously mentioned, the first date of the second set of orders will default to 
a travel day and will not allow the member to be paid the full 100% M&IE 
amount.  This line displays the reason for the Reimbursable Expenses added to 
this specific type of claim.  Verify all is correct, then select the Done button. 
Complete the remaining sections of the settlement as applicable. 

 
 

  

 Continued on next page 
  



TONO-TONO Commercial Entitlements, Continued 

  
Procedures, 
continued 

 

 
Step Action 
32 Once you have completed both settlement requests and uploaded the appropriate 

required documents into the Manage Images section of the claims, they are now 
ready to be Released for Approval. 
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