
Split Disbursement 

Introduction This guide provides the procedures for using the Split Disbursement 

option when completing a travel claim in TPAX. 

  

Information This procedure is used to designate a portion or all of the settlement 

entitlement to be forwarded directly to your government charge card 

account. This option may be elected during initial data entry into TPAX, 

or at any time prior to final approval of a travel settlement. 

  

Procedures See below. 

 

Step Action 

1 Log into TPAX and navigate to your Inbox. 

2 Click the checkbox for the settlement to modify for split disbursement. Then 

click the View/Modify button to continue. 

 
 

3 The Settlement Request will display. Click the Entitlements tab. 

 
 

  

 Continued on next page 

  



Split Disbursement, Continued 

  
Procedures, 

continued 
 

 

Step Action 

3 The Entitlements tab will display. Click the Edit link. 

 
 

4 The Reimbursable tab will display. Click the Add/Edit Trip Expenses 

button. 

 
 

  

 Continued on next page 

  



Split Disbursement, Continued 

  
Procedures, 

continued 
 

 

Step Action 

5 The Reimbursable Expenses will display. Click the Edit link for the expense 

you wish to split. 

 

Note: If the Airfare was purchased using the Coast Guard Centrally Billed 

Account (CBA), then the airfare will not be claimed as a reimbursable 

expense. A statement concerning CBA use must be authorized on the orders. 
 

 
 

6 The Reimbursable Expense selected will display.  Click the Split check box, 

then click the Accept Expense button to continue. 

 
 

  

 Continued on next page 

 



Split Disbursement, Continued 

  
Procedures, 

continued 
 

 

Step Action 

7 The Reimbursable Expenses page will display. The Split checkbox for the 

selected item will be updated.  

 
 

Continue the process in step 5 and 6 to designate other reimbursable expenses 

for split disbursement. When finished, click the Accept Changes button. 

8 The Reimbursables tab will display. Click the Accept Changes button to 

continue. 

 
 

  

 Continued on next page 

  



Split Disbursement, Continued 

  
Procedures, 

continued 
 

 

Step Action 

9 The Entitlements tab will display. Click the Next button to continue. 

 
 

  

 Continued on next page 

  



Split Disbursement, Continued 

  
Procedures, 

continued 
 

 

Step Action 

10 The Computations tab will display.  The computations will identify a 

Computed Split payment based on the items checked for split disbursement 

in the Entitlements tab. 
 

Enter the Computed Split amount in the Split Payment field.  You may 

designate any amount for Split Payment not to exceed the Total Entitlement 

for this settlement. For example, if you had used your government charge 

card for other expenses (i.e. meals), you may include that amount with the 

computed split in the payment field. 
 

When finished, click the Next button 

 
 

11 You will receive a Message from webpage confirming the amount you have 

designated for split payment. Click the OK button to continue. 

 
 

  

 Continued on next page 



Split Disbursement, Continued 

  
Procedures, 

continued 
 

 

Step Action 

12 The Computations tab will display.  Click the Save button.  

 
 

13 The TPAX Inbox will display. You have completed the Split Disbursement 

process and the settlement is now ready to be forwarded to the Approving 

Official (AO) for action.  Click the Release for Approval button to forward to 

the unit Approving Official.  When finished, log out of TPAX. 

 
 

  

  


