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U Local mtanet | Prtected Mode Off

OPEN INTERNET EXPLORER

CLICK ON “FAVORITES”

CLICK THE FOLDER THAT SAYS “US COAST GUARD”
CLICK “OTHER COAST GUARD SITES

SELECT USCG PAY AND PERSONNEL CENTER
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1. ROLL YOUR MOUSE OVER “TPAX” ON THE LEFT SIDEBAR OF THE PPC INTRANET
WEBSITE

2. SELECT WEB TPAX LOGON

** AFTER SELECTING WEB TPAX LOGON, TPAX WILL APPEAR IN A SEPARATE WINDOW,
MINIMIZED AT THE BOTTOM OF YOUR SCREEN.
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T-PAX - Please Log in

YOUR USER ID IS YOUR EMPLID.
1. CLICK AUTO LOGIN
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1. CLICK CREATE NEW
2. SELECT SETTLEMENT REQUEST
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1. ENTER YOUR 16-DIGIT TRAVEL ORDER NUMBER (TONO)
*THIS NUMBER WILL BEGIN IN “11” AND END WITH THREE ZEROS.
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SELECT YOUR GRADE/RANK

VERIFY TONO

TYPE OF ORDER SHOULD BE NORMAL

SELECT THE PURPOSE OF TRIP

ISSUE DATE FOR DA ORDERS IS THE DATE IN THE UPPER RIGHT HAND CORNER OF
THE FIRST PAGE. FOR CG-4251 ORDERS, IT WILL BE THE DATE SIGNED BY THE
AUTHORIZING OFFICIAL.

BEGIN DATE IS THE FIRST DAY OF TRAVEL

THE END DATE 1S THE DATE OF RETURN.

NUMBER OF DAYS WILL AUTO-FILL.

CLICK NEXT
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REFER TO YOUR ORDERS

1. SELECT THE QUARTERS DIRECTED ON YOUR ORDERS

SELECT THE MESSING TYPE DIRECTED ON YOUR ORDERS

3. SELECT THE MODE OF TRANSPORTATION DIRECTED ON YOUR ORDERS
**IF YOU ARE AUTHORIZED POV NOT TO EXCEED THE COST OF A GTR, THIS NEEDS
TO ANNOTATED UNDER MODE OF TRANSPORTATION. DO NOT SELECT POV IS MORE
ADVANTAGEOUS TO THE GOV'T

4. SELECT MISCELLANEOUS ITEMS AS DIRECTED ON YOUR ORDERS.

b

**SEE YOUR ADMIN YEOMAN FOR ANY DEVIATIONS OF ORDERS.
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ANY SPECIAL ITEMS NOT MENTIONED IN YOUR ORDERS SHOULD BE PLACED HERE.
CLICK “SAVE”
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VERIFY ADDRESS INFORMATION IS CORRECT
CLICK “NEXT”
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THE TRANSACTION TAB IS USED TO ANNOTATE ADVANCES.
IF NONE WERE TAKEN FOR YOUR TRIP, CLICK “NEXT”
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CLICK

@ et Screen - Windows Inbeinet Explores provided by U, 5. Comt Guard = e
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“ADD THIS ENTITLEMENT”
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SELECT THE DROPDOWN AND CHOOSE THE METHOD OF TRAVEL THAT APPLIES TO
YOU.
CLICK “NEXT”
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CLICK ON THE DROPDOWN AND SELECT THE DURATION THAT APPLIES TO YOU.
IF YOU WERE AWAY FROM YOUR UNIT OVER 24 HOURS, YOU WILL SELECT “GREATER
THAN OR EQUAL TO 24 HOURS”
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VERIFY YOUR DEPARTURE DATE. THIS SHOULD BE YOUR FIRST DAY OF TRAVEL.
CLICK THE BLUE LINK NEXT TO YOUR DEPARTURE DATE TO EDIT DEPATURE LOCATION.
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1. TYPE YOUR STATE ABBREVIATION
2. TYPETHE CITY
3. CLICK ACCEPT
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SELECT YOUR MODE OF TRANSPORTATION.
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& Lecat intranct | Protected Mode: O

i Bage = B
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NEXT TO THE ARRIVAL DATE, CLICK THE BLUE LINK TO EDIT YOUR ARRIVAL LOCATION

1. TYPE YOUR STATE ABBREVIATION
2. TYPETHE CITY
3. CLICK ACCEPT
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SELECT YOUR REASON FOR STOP.
THIS SHOULD BE TEMPORARY DUTY IF DRIVING YOUR POV.
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SELECT YOUR METHOD OF REIMBURSEMENT.
THIS IS TYPICALLY LODGING PLUS (LDP) UNLESS YOUR ORDERS SPECIFY OTHERWISE.
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SELECT YOUR LODGING TYPE AS DIRECTED ON YOUR ORDERS
ENTER YOUR DAILY LODGING COST
ENTER YOUR DAILY LODGING TAX
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SELECT YOUR MEALS TYPE.
CLICK “ACCEPT LEG”
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SELECT YOUR DEPARTURE DATE
YOUR DEPARTURE LOCATION SHOULD BE PREFILLED AND SHOULD NOT NEED TO BE
EDITED.
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SELECT YOUR METHOD OF TRANSPORTATION.
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L Local intranet | Protected Mode: O

NEXT TO THE ARRIVAL DATE, CLICK THE BLUE LINK TO EDIT YOUR ARRIVAL LOCATION
1. TYPE YOUR STATE ABBREVIATION

2. TYPETHECITY

3. CLICK ACCEPT
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@ Local intranet | Protected Mode: Off
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SELECT “MISSION COMPLETE” AS THE REASON FOR STOP
CLICK “ACCEPT LEG”
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CLICK “ACCEPT CHANGES” TO SAVE ALL CHANGES MADE
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SELECT “NEXT”

Note:

AT THIS POINT, YOU CAN SELECT “EXCEPTIONS” AT THE BOTTOM OF THE PAGE TO
COMPARE THE LOCALITY RATE OF PER DIEM TO WHAT YOU PAID.

IF YOU PAID MORE FOR YOUR LODGING THAN THE LOCALITY RATE, SEE YOUR ADMIN
YEOMAN.
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THIS SLIDE IS FOR MEMBERS WHO RECEIVED MILEAGE
NTE THE COST OF CONSTRUCTED TRAVEL

@ i Trp  Vinders intare Explon praded by U, S Corst Guard
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IF YOUR ADMIN YEOMAN AUTHORZED POV NOT TO EXCEED THE COST OF GTR, THAT
AMOUNT WILL APPEAR ON YOUR ORDERS OR A SUBSEQUENT AMENDMENT. DIVIDE
THE AMOUNT BY TWO AND PLACE EACH HALF UNDER THE “MEM GTR” BLOCKS ON

THIS PAGE.
CLICK “NEXT”
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IF YOU HAD ANY REIMBURSABLE EXPENSES SUCH AS ATM FEES, AIRFARE, LOCAL
TRAVEL, ETC., CLICK THE ADD/EDIT TRIP EXPENSES BUTTON.

FOR A COMPLETE LIST OF AUTHORIZED REIMBURSABLE EXPENSES, THEIR RULES AND
EXCEPTIONS, PLEASE REFER TO THE JFTR, APP G.

ONLY AN ELIGIBLE UNIFORMED SERVICE MEMBER MAY BE REIMBURSED ATM OR FEES
FOR NON-GTCC CARD USE AND THEN ONLY IF FORMALLY EXEMPT FROM HAVING A
GTCC FOR OFFICIAL TRAVEL.
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SELECT THE DROPDOWN FOR EXPENSE DESCRIPTION.
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ENTER THE AMOUNT CLAIMED AND CLICK “ACCEPT EXPENSE”
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IF YOU HAVE ADDITIONAL EXPENSES TO CLAIM, CLICK ADD EXPENSE.

ONCE YOU HAVE FINISHED ENTERING YOUR EXPENSES, CLICK “ACCEPT CHANGES”
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IF YOU HAVE FINISHED MAKING CHANGES TO YOUR ITINERARY AND REIMBURSABLE

EXPENSES, CLICK “ACCEPT CHANGES” TO SAVE YOUR CHANGES.
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CLICK “NEXT” TO VIEW YOUR COMPUTATIONS.



TO FIND OUT THE TOTAL AMOUNT DUE ON YOUR GTCC, DIAL 888-297-0781
PLEASE NOTE: DUE TO THE JPMORGAN CHASE BILLING CYCLE, SOME EXPENSES MAY NOT BE CALCULATED IN
YOUR BALANCE
MEMBERS MUST BE AWARE THAT REGARDLESS OF WHEN TRAVEL CLAIM WAS SUBMITTED, THEY ARE
RESPONSIBLE FOR ALL TRANSACTIONS AND PAYMENT OF GTCC BALANCE.
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IF YOU CHOOSE TO PAY A PORTION OR ALL OF YOUR BALANCE DUE ON YOUR GTCC,
PLACE THAT AMOUNT IN THE SPLIT DISPURSEMENT BLOCK.
CLICK “NEXT”
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SELECT ADD/MODIFY ACCOUNTING
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cgaccounting.aspa @ Locslintranet | Protected Mode: Off

ENTER YOUR ACCOUNTING STRING AS IT IS LISTED ON YOUR ORDERS.
NOTE THAT THE “AG” AND “ALC” BLOCKS ARE AUTOMATICALLY PREFILLED.
CLICK “ACCEPT LINE”
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CLICK “ACCEPT CHANGES”
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CLICK “SAVE”
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YOU WILL BE PROMPTED TO CERTIFY YOUR LODGING EXPENSES.
CLICK THE BLOCK TO THE LEFT OF THE ITEM TO BE CERTIFIED
CLICK “CERTIFY” IF THE AMOUNT LISTED IS CORRECT.
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DO YOU REMEMBER YOUR SECONDARY PASSWORD?
IF NOT, ROLL YOUR MOUSE OVER TOOLS AND SELECT PASSWORDS.
YOU DO NOT NEED TO REMEMBER YOUR OLD PASSWORD TO UPDATE.

[ L e T e—— = ¥ S e o e e R 7 7

G g Reaest Status nbox

& Local intranes | Protected Mode. O

CLICK THE BLOCK NEXT TO YOUR TONO.
CLICK “RELEASE TO AO” AT THE BOTTOM OF THE PAGE



TPAX AQ'S FOR ATC MOBILE AS OF JUNE 2013 ARE:
A-F: YN2 JORDAN BURNSIDE

G-L: YN2 HEATHER GARCIA

M-S: YN2 CATHERINE MYERS

T-Z: YN2 JUSTIN DEMMING
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DEUNNG, JSTH A, (FEAEID)

Erter Secondary Passwent

(23 { camcat |

i o bindily et Fowess
T

€ Locatimtranet | Protected Made: O

SELECT AN AUTHORIZING OFFICIAL

ENTER YOUR SECONDARY PASSWORD
CLICK “OK”



AS SOON AS YOU HAVE RELEASED YOUR CLAIM TO YOUR AQ, IT IS IMPERATIVE THAT YOU EMAIL HIM/HER A
COPY OF YOUR ORDERS AND ALL AMENDMENTS, LODGING RECEIPTS, RECEIPTS FOR RENTAL VEHICLES AND
FUEL IF AUTHORIZED, AS WELL AS ANY REIMBURSABLES CLAIMED OVER $75.
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FOR YOUR REFERENCE

¢ PPC TRAVEL BRANCH:
http://www.uscg.mil/ppc/tvl.asp

* PER DIEM RATES QUERY:
http://www.defensetravel.dod.mil/site/perdiemCalc.cfm

* DEFENSE TRAVEL MANAGEMENT OFFICE REFERENCE
LIBRARY :
http://www.defensetravel.dod.mil/site/reference.cfm
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