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References

1. JTR - Joint Travel Regulations — Chapter 5
a. http://www.defensetravel.dod.mil/Docs/perdiem/JTR.pdf

2. Personnel and Pay Procedures Manual (PPPM), PPCINST M1000.2B
a. http://www.uscg.mil/ppc/3pm.asp

*WARNING about submission of PCS claims

The SPO MUST report the member into DA prior to submitting the claim to PPC for processing.
Please be advised that if the ‘REPORT DATE’ is not listed in DA, the travel claim will be
returned unprocessed for payment.

**NOTE - The address of the dependents at the time of receiving orders MUST be typed into
the REMARKS block of the claim or DLA with and dependent travel will not be paid.

Types of PCS Orders

Refer to JTR for specific entitlements under each of the types of orders


http://www.defensetravel.dod.mil/Docs/perdiem/JTR.pdf
http://www.uscg.mil/ppc/3pm.asp

1. Station to Station
2. Honorable Greater than 90% Separation
3. Dishonorable or Less than 90% Separation
4. Change of Home Port
5. Home to First Duty Station
6. Boot Camp to ‘A’ School



How to read your DA Orders

All of your PCS entitlements MUST be authorized on your orders. Please keep in mind that each SPO/AO may
have a different template in which they work from. As such, you will need to LOOK for these entitlements.
Below is a sample set of orders and highlighted in order is:

7. Issue Date
8. Status of Orders
9. Depart Date (Begin Date of orders)
10. Old PDS Location
11. New PDS Location
12. Report Date (End Date of orders)
13. TONO and Line of Accounting
14. Dependent Information Authorized to Travel & DOB
15. Old PDS depart location & New PDS arrival location
16. Authorized to ship 1 POV & from what location
17. Authorized AMHS (Alaska Ferry) with instructions
18. Authorized 2 POVs
19. Authorized DLA and at what pay grade
20. Date of Rank



T.5. DEPARTMENT } Tssme Di:
OF HOMELAND STANDARD TEAVEL ORDER mi?_‘m 06
SECTRITY —

UscoAsToUARD | NS 0 EEppa— PERSZ M

CG5131 frev. 604y | Current Dty Station: 006533 PPC TRAVEL ER TOPEKA KS 66683

CGTransIDy: 2255575 Order Type: Permanent Change of Station

Order Status: Finished
Rotation Di: 07/01 /2018

Period of Travel: 06/02/2
Covt. Credit Card Holder: v

15 to 06/26/2015 XFR

_Trm.'el Itineran and Authorized Absences:

Deate Ty Leate Diavs -_M Position
2013478 TRAVEL CLAIM
O&s02 /2015 part Duty D0&8E33 FPPC TRAVEL BR ]
& /03 2015 Leawe TNCONUS 7
QE/SLD/201E Proceed Time 4
OE 14 /2015 Travel Tim= 13
D42E97 BASE EKOD PERE EWCE 2 PEREONNEL
b6/26/2015 R Dty DIV ([FF} CrPITEN
etails:
Report Tao:
Department 042837 BASE KOD FERS SWCE DIV (PP) Est Report Date: e/ 26/2015
Laocation AK0854 BAEE KODIAK Positiom: 00036172 PEREONNEL
OFFICER
Address F. 0. Box 195000 Nature of Duty:  Ducy
FODIAK, AK 99619 Revisit:
Travel & Per Diem Details:
Primary Mode of Travel: Car
Commercial Carrier (subj to reimbursement): Medical TravelEscort:
Aunthorized Private Owned Conveyance (POC): Femain Overnight
RON):
Covernment Crwned Comvervamce: RON Locality:
Per Diem bazed on city of: EAN (funded by
Agency):
Anthorized Rental Car:
Awnthorized for Local Travel (tax, buos, etc_):
Qmarters:
Lodgins:
ME&IE:
Messinz:
Additional Anthorized Expenses:
Accounting © i ] ) ) i
1215CEEPRESSAFI00 IPE012I5210AS TE0A52114 2 1] 501 2ss 21 o Ra TEO45  F11  43000.00 -
1
TAC code for personmal property shipment: ZRED
TAC code for transportation and storage of POW: IVEQD
TAC code to be used for Non-Temporary-Etorage if auwthorized: ZNAD
Dependents Authorized to Travel:
N Falatdonship Birth Date Married
[ 0a/20/1977 12,/02/2000
12/31/2008
030772008




OFHOMELAND STANDARD TRAVEL ORDER Tomethe.
Tatoiorcrapp | 0 IEaa—— PEREZ "

CG-5131 jrev. 06-04) | Current Duty Station: 006533 FPC TRAVEL BR TOPEKA KS 66683

CGTran=zI}: 2355575 Order Type: Permanent Change of Station

Order Status: Finished Period of Travel: 06/02/2015 to 06/26/2015 XFR
RuliliunDt:D'-‘,-"lJl,-"EDlB Govt. Credit Card Holder: v

Remarks'Comments/ Additional Instroctions:

A. THESE OROERE CONETITUTE A PCE MOVE PM TOPEEA, ES TO KODIAK, AK.

B. MER TO USE 01 POV (2014 BONDA PILOT) FOR TVL. MBR IS AUTHORIZED TO DRIVE 01 POV (2005
SUBURD OUTBACK} TO ST. LOUIS WPC (ERIDGETON, MO)

C. IAW JFTR US105: OFFICIAL DTOD DISTANCE 294 MILES FM TOPEKA, KS TO BRIDGETON, MO.
OFFICIAL DTOD DISTANCE 2696 MILES FM TOPEEKA, KS TO HOMER, AK. OFFICIAL DTOD DISTANCE 9
MILEE FROM KODIAK FERRY TERMINAL TO BASE KODIRK.

D. INSERT EXCEPTIONE HERE:

2304440,

€

1. MBR & DEPNE AUTH 02 DAYS TVL VIA THE ALASKR MARTME HIGHEWAY EYETEM, ITINERARY NUMEER: _

WEIGHT REQUIFEMENTS HAVE BEEN MET IAW COMDTIMNST M1020.843.

MER WAS COUNSELED ON TLE(US710) STLA(U3200) ENTITLEMENTS.
AUTH TVL ADVANCEES
. MALT:

o R

ZND POC (2014 HONDA PILOT) 3705 MILES X 50_.23 (PCS5 RATE) = 5B52.15
2. PER DIEM:

01 X MER X 11 DAYE TVL BY POC X (£129.00 @ 100%) - £141%.00

01l X MER X 02 DAYS TWVL BY RMH X (571.00 @& 100%) = 5142.00

15T POC (2005 SUBARD OUTBACK) 588 MILEE (RPOUNDTRIP) X S0.575 (TDY RATE) - 5338.10 I

D1 X DEP AGE 12 £ OVER X 11 DAYS TVL BY POC X (5

129.00 & T75%) - 51064 .25
D1 X DEP AGE 12 & OVER X D2 DAYS TVL BY AMH x ({57

2
1.00 & 75%) = 5106.50D

D2 X DEP UNDER AGE 12 X 11 DAYS TVL BY PQC X (5129.00 & 50%) = 51419.0D
D2 X DEP UNDER AGE 12 X 02 DAYE TVL BY AMH X (S71.00 & 50%) - 5142.DD

1. IAW JFTR USG00 MBER RUTH DLA WITH DEFN RATE FOR PAYGRADE W-2 IN THE RMOUNT OF 52575.96. -

4. MEMEER PER DIEM £1561.00 @ BO% = S51248.80
MEMEER MALT TDY $338.10 @& BO%¥ = 52TD.4B
MEMEER MALT PCE £852.15 @& BO% - S5681.72
DEPENDENT (S} PER DIEM £2731.75 @& BO% - 5Z1B5.40
DLA $2575.9%6 @ BO% - S52060.77
TOTRL £B058.36 @& BOY - 56447.17

PCS TRAVEL ADVANCE AUTHORIZED & 30% POR 56447 .17

G. IAW JFTR 5417, MER AUTH REIMEURSEMENT POR SHIPMENT EETWEEN CONUSE PDEs FOR (1) POV
{2005 SUBARD OUTBACEK) FROM BRIDGETON, MO TO KODIAK, AK.

H. ADV PAY NOT REQUESTED.

I. AUTH SHIPMENT OF HHGS AT PAYGRADE W-2 AT THE WITH DEFM RATE IAW JFTR PAR. US310-B.2.
MBES PERFORMING A PERSOMALLY PROCURED MOVE (PPM)] FOR HOUSEEOLD G0ODS MUST OBTAIN UNLOADED
AND LOADED WEIGHT TICKETS AT ORIGIN.

J. NEW UNIT ADDREES:

HASE KODIAK

46 CAPE SARICHEF

ECDTIAK, AK 395139

DETACHMENT DEPENDENT UPON ACCEPTANCE OF APPOINTMENT. DATE OF RANK: 01 JUNE 2015. IF
¥YOU DECIDE TO DECLINE THIS APPOINTMENT, NOTIFY PSC-0OPM-2 AND PSC-OPM-1 BY M5G WITHIN FIVE
WORKING DAYS OF THE SPO AIRPORT TERMIKAL RECEIPT DATE.

Except as noted orders are aunthorized and directed. Proceed and report to the places and in the order listed Deviations should not be
made n‘lﬂmﬂm’ writien or verbal orders ﬁmmmﬂnﬂm

J. R. LEE, ¥N1,K UEOE, BEYDIR
Oifficial's Siznahme Diate Traveler's Siznanre Diate




How to input Order Information

This step only has to be done once. It will already be done if an advance has been processed against this TONO.
If the TONO does not exist in your travel history, you will need to perform these steps to enter in your ORDER
INFORMATION.

Select “CREATE NEW?” on the tool bar and select advance request or settlement request.

"
& Request Status Inbox - Windows Intemet Explorer provided by U.S. Coast Guard _[O]x]
5\‘: L e T Ty —— =15 Ceticate emor || 15| +#|| X |2 Request Status Ibox = N ok I

Fle Edt Mew Favoites Tools Help

s 2] Audtor Designation Forms = | FTP root at tpaxprofsft < | FPD Query = PPCOLD Homepage < | FINCEN NswPSF1 =] FINCEN TLC © FLAG Officer Info | HCMS Test [ JPMC | DTOD Wsbste ~ < | Per Dism Rates Guary

T-PAX Inbox s |

Load Test
[Reservations] [Regulations]

| Profile and History » | Creale News Tools» Helps

Authorization Request
Status = ) -
Settflement Request End Date i Status Date Origin | Amrive At| Request ID | Amour—]

(Bl New Seitlemert Request

52,392

assigned
o (est)

3 | 014 7222015 | Offce | S | 1400217308

Examiner

ALLOw: WILLOW, | Entered GColorado e
1215G85ASPCLO000 | Settlement | 42572015 | 7/1/2015 " | WEEPING | intoT- | 7/1/2015 | Traveler| Springs, | 1100217285 | =™
WEEPING W. o) =il e (est)

STARDUST, | Entered
1115GESTEST47000 | Setfement | 4112015 | 4172015 | Nomnal | SLARDUST ZIGGY | infoT- |611/2015 | Traveler 1100217277 | S200
ZIGGY D. o | est)—

Assigned
e 55,827,

1315G85FRUTTD000 | Setfiement | 1712015 | 21572015 | DOF TyPe | DOO, S5008Y o

7192015 | Traveter | "ON3: | 1100218976
Examiner

giimperen ||y s newssen | g o |9000}SC00RY Bl o |569_4iﬂ
»

Release to AO Print View / Modify

Retrieve

hitps://ppcms-web 04462443 Apax_menu aspiit w00% -

That will take you to the Travel order selection screen where you will input the TONO.

DOO, SCO0BY i View: Ti ler
g Travel Order Selection o T
=
< TONO: [1215GB50RDINFO00 |
\_ Order Number Start Date End Date [~ ]
121400 ST ST Del PCS 7112014 8152014
1114G845Y5T16000 Del Mormal 10412014 10732014
1115GE55YY5T02000 Del Mormal 10452014 1072812014
11156655Y5930000 Del Hormal 102412014 11/6/2014
1315G855'5T30000 Del Doc Type 13 10/1/2014 Sf30/2015
1115G35PAHTZT000 Del Hormal 20152015 21172015 ﬂ
i ¥

Select an existing order or enter a new order
number with which you wish to work and then | 0K | | Cancel ‘ | Help. ‘
click the OK butten

Once you have typed in the TONO you will be on the Travel Order screen. Use the dropdown to enter in the
current rank of the member PCSing on the left side of the screen and then use the drop down on the right side of
the screen to input PCS for Type of Order. Once you have done that, go to the Type of PCS drop down and
select the type of PCS travel that is being performed...i.e. station to station, >90%, <90%, Home to first duty
station etc.



/€ Travel Order - Windows Intemet Explorer provided by U.S. Coast Guard _[O[x

@4—\ L4 I@ htps://ppems-web 04+ 62443/ order. aspx 0 =]\ ceticate emor || 44| 2 Travel Order x S g kel

Fle Edt Mew Favortes Tools Help

»

55 2| Audtor Designation Forms | FTP roct at tpaxprofstt = | FPD Guery = PPCOLD Homepage € | FINCEN_NewPSF1 = | FINCEN_TLC © FLAG Officer Info & | HOMS Test BRI JPMC | DTOD Website ~

DOO, SCOOBY Travel Order View: Traveler

* Grade/Rank: * Order Number(s) Type of Order:
& =l ) [ziscasoroinFoon PCS =l

Descripsi What's Authorized Dependents Remal

* Type of PCS

Trip Name:

= Issue Date | ——
oose option that best describes the type of PCS involved
jth this travel order ]|

ul * Repert Date I—E

Dishonorable or LT 80 Separation®
Retirement/Flest Ressrve
Change of Home Port
Home to First Duty Station
In Training Travel

Boot Camp to 'A' School

Izsuing Organization

Group Travel C

Funds ICuEsI Guard ;I
* Origin [CTick To enter Location from which Tavel will commence
* Destination [Click o snier new Permansnt Duly Station Locaien |

0% -,

Next, you may enter in a trip name such as 2015 PCS. Then you will click on the hyperlink to Origin (Old PDS
location) and enter in the location and then you will click on Destination (New PDS location)

* Type of PCS ign to Staticn =
Trip Mame: |2015PCS
lesuing Organization |5347400
Paying Organization |5347400
Group Travel —

[Elick fio enter Location from which fravel will commence]

[Elick fo enter new Permanent Duty Station Location

When inputting the locations, you will first type in the state code and click tab. In the zip code/city, type in the
zip code of the PDS to find the right location and it will fill out the county/locality for you. Click OK

Origin - Location of Old Duty Station

Country / State. ceows cons Zip Code { City:

|KS KansAS |66683 Topeka, Shawnes

| K5 KansAS = | 88801 Topeka, Shawnee =l
County / Locality:

[TopEK 1 SHAWNE
| =l




When selecting Territories or Foreign countries, type out the full name of the locality, tab pass zip code/city and
find the county/locality in which the PDS is located. If you do not find the exact one, select OTHER.

Destination - Location of New Duty Station

Country / State” coowws coms Zip Code f City:

|PUERTO RICO |

| PUERTO RICO =l [ =]

County / Locality:

I AGUADIL

| AGuADILLA =l

Next you will input the issue date of the orders, the depart/detach date IAW the orders and the report date IAW

the orders.

* Type of PCS [ Station to Station =1

Trip Name: [@isres “ Issu Date [04/06/2015 &
* Detach Date Wﬁ

lssuing Organization [5347400
Paying Organization |534?4DD i
Group Travel C
Funds [Coast Guard =1

* Origin [FE601 Topeka, K5, Shawnee ]

" Destination [PUERTO RICO. AGUADILLA ]

Next, click on the WHAT”S AUTHORIZED tab. Here you will select the type of DLA you have if any, check
TLE if you will be authorized it (in the case that this is a COT travel, you will select that option). DO NOT

SELECT HOiSEHOLD GOODS as CG does not use this option at this time.

Description  f What's Authorized Dependents Remarks

I ship BOw I Emergency TLE

I ‘With Dependents - I

( Proceed Time [ Separate COT Travel

Household Goods INone - I

Next, click on the Dependents tab. If you have dependents that are traveling on this TONO you must enter them
in at this time. To do so, you may click the button GET DEPENDENTS at the bottom left of the screen. This
will automatically input any/all dependents that have been input into the system previously.

Description What's Authorizgd Dependents Rjemarks

| Mame of D | ionship to Birth / Mamiage Date | | |

QGetDependemx I} ‘ Add ‘




As you can see below, this member has a spouse and 2 children listed, but member recently had an addition to
the family, so we need to add another dependent by clicking the ADD button.

Description What's Authorized = Dependents Remarks

Mame of D i ip to MemberEmploy: ee | Birth / Marriage Date
SPOUSE Spouse Edit | Delete
c1 Dependent 571272000 Edit | Delete
cz Dependent 12182003 Edit %

This will bring up a line so that you can fill in the name, relationship and DOB. Once you have done that click
ACCEPT on that same line.

Description What's Authorized Dependents Remarks
Mame of Dependent TESTEL Birth Date
SPOUSE Spouse Edit Delete
C1 Dependent 5122000 Edit Delete
[ — 1t Dependent 1201812003 ; \Delste
!
Je3 | Dependent =1 027217201 Accept Cancel | Delste )

/

Get Dependents Add

Next click on the Remarks Tab and input any comments that are deemed necessary by an AO or PPC for further
explanation if necessary.

Diescription What's Authorized Depende

Order Remarks:

THIS IS THE TRAVEL ORDER INFORMATION. THIS INFORMATION =]
MUST BE TAKEN FROM THE PCS ORDERS AND INPUT INTO THE

TONO INFORMATION THE FIRST TIME THE TONO IS ENTERED
- INTO THE SYSTEM. THIS DOES NOT CONSTITUTE AN
AUTHORIZATION OR A SIGNED SET OF ORDERS|

Click the SAVE button on the bottom right corner of the screen and the system will then take you to the
advance or settlement request.



2) How to compute EFFECTIVE DATE OF ORDERS

When processing a PCS claim, you must know how to compute the effective date of the orders. The formula for
effective date of orders is: Report date — (# of days of travel + 1). Using the below example, 9/21/2015 - (6+1),
9/21/15-6=9/15/15+1, the effective date of orders is 9/16/2015.

Travel Itinerary and Authorized Absences:

Date Type Duty/Leave Days

08/23/2015 Depart Duty

08/24/2015 Leave INCONUS 19

03/12/2015 Proceed Time 1

09/16/2015 Travel Time &
9/21/2015 Report Duty

The effective date of orders is input when processing the PCS travel claim. On the Entitlements tab is the field
for effective date of orders. You will input this date into this field.

Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed: [] Effective Date: [09/16/2015
| | Entitlement Type | Dates Encompassed | Status | | | |
| Enroute PCS Travel W ‘ <= Add This Entitlement

It is important that the effective date of orders is correct so that if there is a promotion in between the depart
date and the report date, that the DLA will be paid at the correct rank. Additionally, this impacts how
dependents are paid, if the dependent status happened before or after the effective date.

How to upload supporting documentation to TPAX

It is important to upload ALL supporting documentation to the PCS claim/settlement. All documents should be
scanned into a single file. First thing you MUST do is to scan the orders/authorization, applicable amendments,
required receipts and save it as a PDF document to a space/pathway that you can access. Once back at your

computer, find the PDF document and rename it as appropriate. Example: MousePCSOrders2013. Keep the file
name as short as possible.

Type of order. Covered from: [__BI2412015__| to: [ 9212015 |
Type of Settlement |[Partial =| Type of Partial: [Not = Parial

Remit To i i [ Financial Remarks

Travel Not Performed:™ Effective Date:

\ | Entitlement Type \ Dates Encompassed \ Status \ \H
IEnrouteF‘CSTravel =l

N i
#
Manage Images |R:ceipu H SavE H Cancel H Help ‘
&

MouseCOr
ders2013} pdf ‘



Next, click on the “Manage Images” button at the bottom left on the screen above. This will open another
screen (see below)

Image or Receipt File Name

| Browss.._|

Image description:

I Upload Image

(o [ ]

Click the browse button and choose the file at the appropriate location/pathway (see below screen)

/& Choosefile ==

- ., l
riflias) |l Desktop » - | 4 | | Search ol
‘ Organize = Views - . MNew Folder

=

Esion MName Size E
- MousePC5O0rders2013.pdf 725 KB

EE: Documents =

= R o [R5 mistsc.exe - Shortcut 2KB

LSS ) Wy Marks.doc 176 KB

This will fill out the Image or receipt file name field. Next enter in an appropriate image description in the field.
Next click the “Upload Image” button. You will then see the below screen. Click the DONE button. Repeat
steps if you NEED to add any other documents.

DOQ, SCO0BY 5 View: Traveler
NG 1213C84SYST01000 Images and Receipts

Image or Receipt File Name

[c:Wsers\PAHansenDeskioplActive Duty | Bmwsel

Image description:

|DOOPC52G15| Upload Image

How to input DLA

If the traveler is entitled to DLA, then the order information must indicate the authorization.

Description ~ What's Authorized Dependents Remarks

™ ship POV ¥ 1LE ™ Emergency TLE
DLA I\Mth Dependents j‘ I Procesd Time [ Separate COT Travel

Household Goods Mone - I




If DLA is authorized with dependents, then the dependents MUST be listed on the dependent tab

Description What's Authorized Dependents Remarks
Name of D into Birth / Date
SPOUSE Spouse Edit | Delete
c1 Dependent SM212000 Edit | Delete
c2 Dependent 12182003 | Edit| Delete
C3 Dependent 2212014 Edit | Delete
| Get Dependents | | Add |

If DLA is not authorized in the order information, you will need to back out of the claim and go to main TPAX
Inbox and click “Profile and History” then click “Orders”

£ Roquest Satus Inbax - Windows Infemet Caploror provided by U5, Cosst Guand

;Gd._:'|‘g".‘);._W-{l::\;-m_.—a_\-_\_uc- 5 =] i centieme || [ 1A [ g L e —— xu Aok
=g Fom 2 FTP o 20Oy & | FINCEN NP 561 2 PICEN_TLC ® FLAG Offcar b 2| HCMS Tea [RJPME | D00 Wobsta + [

T-PAX Inbox

ot | £na e |catnoes|

Tron | Pes

wasams | wos | eos | SPLCH

aois | 4mnis STARDUST
@aS | 412015 | Homal [ TS

naons | ansaars |0 Type | 000, scooe

L assartae L sswarsnne | i | DOO. SCOCEY

HOR .

Select the appropriate TONO and click OK

LETLERNLY Travel Order Selection View:  Traveler
EST15000]
1215GBSAFTST1000 Del PCS 4062015 6/1/2015 -
1115GESTEST4T000 Del Mormal 4112015 41312015
1215G8SASPCLODDD Dsl PCS 612015 TH2015
1215G350LA010000 Del PCS Ti232015 TRT2MS
1215GES0RDINFODD Del PCS 612015 TH2015
1215G85EFFDTO000 Del PCS 82472015 92112015
1215GESTEST15000 Del PCS 6172015 762015 =
q ¥

Select an existing order or enter a new order

number with which you wish to work and then oK | | Cancel | | Help

click the OK button




Select the appropriate tab and make the necessary changes.

D00, SCOOBY Travel Order View: Traveler

* Type of Order:

* Grade/Rank: " Order Number(s):

|E7 =1 [1215GasTEST15000 =

Description ~ What's Authorized = Depsndents  Remarks

C Ship POV i TLE C Emergency TLE
bLa I\‘Wh Dependents j‘ I Proceed Time I separate COT Travel
Household Goods INune - I
‘ Back ‘ ‘ Next ‘ ‘ Save ‘ ‘ Cancel ‘ ‘ Help ‘

Once this has been completed, you can now enter your PCS travel claim.

Once inside the claim, click on the entitlements tab, use the drop down to select DLA and click “Add This

Entitlement”
Type of order: | PCS | Covered from: 6172015 to: 71612015
Type of Settlement |33't3.l ;I Type of Partial: I Mot a Partia ;I
Remit To Transactions m Computations Financial Remarks
Travel Not Performed: [~ Effective Date: |B.f1 2015
[ ] Entitlement Type [ Dates Encompassed | status | \_H\\
S Q <= Ada Tis Entement |

_— ~_

TPAX will then ask you if the dependents moved at this time. If so, check the box to the right. If not leave the

box blank and the system will pay DLA without at this point. Click the ACCEPT button.

DLA with dependents is authorized. Check this box if dependents were moved at this time | I~

Accept | Cancel | Help |




How to input TLE

TLE is Temporary Lodging Expense and can be used if the traveler is within the commuting distance of either
the Old or New PDS. TLE is limited to 10 days CONUS TO CONUS, or limited to 10 days OCONUS to
CONUS PDS, or limited to 5 days CONUS to OCONUS PDS. ANY OCONUS temporary lodging is TLA and
must be claimed through FINCEN.

**NOTE: If TLE is not an entitlement on the drop down, when the ORDER INFORMATION was input, TLE
was not selected. Click on Profile and History Link in the traveler view and click on ORDERS. Find the current
TONO you are working with and open the Travel Order information screen. Click on the What’s Authorized tab
and select TLE on this screen. Click SAVE.

* Grada/Rank * Order Mumbsr(s): * Type of Order.
PCS v
E7 ~ 121BG3EPCSPOVIND

Description ~ What's Authorized  Dependents ~ Remarks

[ ship pov One Emergency TLE
oL With Dependents v [ procesd Time [[] separate COT Travel

Household Goods None v

Then go back to the claim and TLE will be part of your entitlement drop down that you can select.

Once inside the claim, click on the entitlements tab, use the drop down to select TLE and click “Add This
Entitlement”

DOO, SCO0BY View: Traveler
TONO: 1215GEETEST15000 Settlement ReqUESt

Type of order: | PCS | Coveredfrom: [__8M/2015 | to: [ 7/6/2015 |

Type of Setllement [Parta E| Type of Partial: [Nota Partia

Remit To Transactions [ Errlillemenh Computations Financial Remarks

~__ 7

Travel Not Performed: ™ Effective Date: [6/172015

| | Entitlement Type | Dates Encompassed | Status | | | |

Wﬂ( el )

SAVE | | Cancel | | Help |

Back Next Receipts

| Manage Images

This will bring up the below screen where you need to click “Add TLE Day”



DOO, SCO0BY View: Traveler
TONO: 1215GE5TEST15000 TLE Expenses

Date Location Who's being paid Lodging | ]
Previous Mext

Add TLE Day
e ____.—-J
Accept Changes Cancel Changes Help

Enter the first date of lodging, the zip code location of the PDS, who is staying in the lodging and how
much the lodging is per night. Then click the ACCEPT button. The zip code determination is based on
JTR Chpt 5 5434 G2 - “‘Per Diem Rate is the locality based on the PDS (or designated place, HOR or
initial follow on technical training, if applicable) location is used for TLE reimbursement.

LIaEernay TLE Expenses B

TONO: 1215GB5A 5PCLO00D

Date Location Who's being pai Lodging
SCOOBY

04252015 66683, KS SPousE 125.00 Accept Cancel Delete
c1

Mz

Previous Next

Add TLE Day

Accept Changes | ‘Cancelchanges| | Help ‘




The below screen will then show. If additional days are needed in the same location, click “Add TLE Day”

Member
05/26/2015 Topeka, KS 4" 8500 | Edit | Delete
Dependents
Previous Mext
‘ Accept Changes ‘ ‘I:aru:ell:hnnnes ‘ | Help ‘

This will bring up additional dates of the same TLE information as what you input above; click Accept if there
are no changes. You may do this for any lodging that is within either the OLD PDS or the NEW PDS.
Once you have entered in all the TLE expenses, click the “Accept Changes” button.

Member Member
v .
052612015 Topeka, KS i 8500 | Edit | Delete Q7RIS Mia, FL : 11500 | Bdit | Delets
Dependents Dependents
Member
Member
. i
0572712015 Topeka, K3 4 8500 | Edit| Delete a7MERN1S Mia, FL 3 11500 | Edit | Delste
Dependents Dependents
Member
Member
" .
0572872015 Topeka, KS 4 8500 | Edit | Detete a7menis M, FL i 11500 | Edit | Delete
Dependents Dependents
Member
Member
. .
052872015 Topeka, KS B 8500 | Edit | Delete a7oRDIS Mia, FL i 11500 | Bdit | Delet
Dependents Dependents
Member
Member
. i
0573072015 Topeka, KS 4 8300 | Eaft| Delete 712015 Mia, FL i 11500 | Edit | Delete
Dependsnts Dependents
Previous Next Previous Next
: Add TLE Dy
Accept Changes. | |Cam=elCllnme=| | Help . Accept Changes ‘ |um:e|clmw| | Help |

You will then come back to the main settlement request screen.

Type of order: Covered from: 6/1/2015 to: 7/6/2015

Type of Partial i Type of Partial: |Het & Partial
o | = [ e | = | = |
Travel Not Performed: ™ Effective Date: [6r1/2015
Edit| TLE /2620157412015 Validated Data | Delete | Cales| Comp

[Enroute PCS Trave i| <= Add This Entitiement

|B|ll:|( H NmHIhmqelnmes| ‘Hunem H SAVE H Cancel || Help ‘




To see and verify TLE expenses, click on the “Calcs” hyperlink above on the right side of the line.

DOQ, SCO0BY
TONO: 1215G85TEST15000

TLE Expenses

Audit Remarks

View: Traveler

Done

Locality Rate

WSE

Max
M&IE

&
Lodging

TLE

Waximum

Paid

05/26 129

1701 230

1701

0527 129

170.1 290

1701

05/23 129

1701 290

1701

0528 129

e |co|ea| o | e
e | En|n|en |

1701 280

1701

05/30

170.1 290

1701

0707

12241

2371 290

2371

o708

1221

2371 280

2371

07/09

1221

2371 290

2371

0710

12241

2371 290

2371

o7

1221

2371 280

2371

Previous Next

If you exceed the TLE limits, the system will automatically CAP (Limit) you to the maximum lodging expense.

**NOTE: If you are staying with friends/family enter in the PDS zip code in the locality and leave the lodging
costs blank. This will pay you M&IE only. If you are doing this, then the name, address and phone number of
the person you are staying with MUST be in the remarks block of the travel claim. Please indicate thisisa TLE

M&IE address.

How to Apply PCS advances

Many times a traveler will have received a PCS advance that was processed by the SPO. If there was an
advance is should show up in the Transactions tab of the settlement/claim request.

MAJOR, SERGEANT
TONO: 1215GB5ATCI34000

Settlement Request

View:

Traveler

Type of order: Covered from- [ 4302015 | to: [ 5A5/2015 |
Type of Settlement [Famal =] Type of Partial: [Fot = Paria <
Remit To Ce Financial Remarks
[ tocked | Tate 1 Twe [ Amount | |
= ‘ 682015 ‘ Advance ‘ 2,616.51 ‘ Delete

Process your travel claim as normal and when you have completed the entitlements tab, click on computations

tab.



Typeoforder. [ PCS ] Covered from: to:
Typeol I — PP
Remit To ” i H H [= i ” Financial H Remarks ‘

Travel Not Performed: T

Ediit | Enroute PGS Travel

Effective Date:

4/30/2015-5/13/2015

validated Data | Daslste | Cales | Comp
Edit | Pick Up Vehicle at Port S/30/2015-5/30/2015 Validated Data | Delete | Cales | Comp
Edit | DLA (with Dependents) 4/30/2015-4/30/2015 Validated Data Delete | Calcs | Comp

]

<= Add This Entitiement

[ |[Tonve |[Teomea [0 ]




Once you click on the Computations Tab, click in the “Apply Advances” block at the bottom left of the screen.

Type of order: | PCS | Covered from: [ 4802015 | to: [ 552015 |

Type of Settlement |=3 sl -l Type of Partial: [N

Remit To Transactions Enfitlements Computations Financial Remarks

Total Entitlement 8.308.34

jlescuphon) ot Deductions 000

Mamb/Emp PCS Per Diem 1,584.50 .

Partial Payments 0.00
Memb/Emp Transportstion 28220
Memb/Emp MALT 7a7.68 Amount Payable 3.305.24
Dep Per Diem 3,120.00 Advances 281651
Dep. MALT 54.05
DLA 2.510.61

Due Employee [ sesiss]
Method of Paymenll Direct Deposit = Split Payment 0.00
Computed Split [ um]

Enter amount in Split Payment field to pay
GTCC

Apply Advances

his request may require constpucted travel so that the ameunt computed may net egual the actual amount reimbursed

That will bring up the below screen. Click the DEFAULT button and the fields will automatically fill out in the
applied column and will give the Total of advances. Click Accept Changes.

MAJOR, SERGEANT View: Traveler
TONO: 1215GE5ATCI34000 Apply PCS Advances
Entitlement Dutstanding Applied ;I
Memb/Emp PCS Per Diem 17280 173.60
Memb/Emp MALT 4361 4361
Dislocation Allowance 2,008.49 2008.49
Dependsnt Per Diem 347.20 M7.20
Dependent MALT 4361 4361

4 o

Taotal: I 2616.50

‘ Alccept Changes

‘ Cancel Changes

‘ Help ‘

It inputs the amount of Advances into the appropriate block and deducts it from the Amount Payable

MAJOR, SERGEANT View: Traveler
R CEAN N, Settlement Request

Type of order. Covered from: [__#/30/2016 | to: [ 5152015 |
Type of Settlement |Partial ¥| Type of Partial: |Not a Parial -

RemitTo i C i Financial Remarks
Tatal Entitlement 2,308.24
Deseription Totsl Deductions 000
MembiEmp PCS Per Diem 1.564.50
Partial Payments 0.00
MembiEmp Transporistion 28220
Memb/Emp MALT 787.88 Amount Payable 320834
Dep Per Diem 2.120.00 Advances 281651
Dep. MALT 54.05
DLA 251081

Due Employee [ seetss)
Method of Payment | SRS MMIN—_—BNE - | Split Payment o
Computed Split 0.00

Enter amount in Split Payment fisld to pay

GTCC
Apply Advances

This request may require constructed travel s that the amount computed may not equal the actual amount reimbursed

| Back H Next

‘ Manage Images

‘ Recsipts

| SAVE | ‘ Cancel | | Help |

Go to the Financial Tab to complete the claim.



Reimbursable Items for PCS

THERE ARE VERY FEW REIMBURSABLES IN PCS
e Some Airfare
e SATO FEES
e BAGGAGE FEES
e INCIDENTALS EXP FOR A School
e TOLLS FOR ROADS
e VISA GREENCARD & PHOTO FEES
e PET Quarantine Fees

—‘ Itinerary

| Date

Constructed ltinerary Reimbursables

Description Claimed

All reimbursable items MUST be authorized on the PCS orders.

How to input Line of Accounting

Find the accounting information on your orders. Locate the Financial tab on your PCS claim in Tpax.

DOG, PLUTO View: Traveler
TONO: 1215G85SIMPL3000 set“ement RequeSt
Type of order. Covered from: [ B/25/2015 | to: [ 7/16/2015 |
Type of Settlement Type of Partial
Remit To T i i C i Financial Remarks
DbiCr Classification String Amount

| Back H Next ‘ | Manage Images

Click the “Add/Modify Accounting” button

DOG, PLUTO
TONO: 1215G85 SIMPL3000

Settlement Request

View: Traveler

Type of Settlement

Type of order Covered from: [ 612520056 | 1o

[ 7reR015 |

Type of Partial:

Remit To

Classification String

| Back H Next ‘ ‘ Manage Images




This screen will generate. You will notice there are 2 lines of accounting. Your orders will more than likely
have only one line of accounting so delete one line first.

_

1215G85SIMPL300T | 2 101 T40.11 Edit Del

[1z1seessipLanez (2 | [ 1 | 20 204 7a0nt | st | el |

Note: LOA amounts will be

’Rﬂg!mmte] | Add Line | amnmtlmlwupdatednmy\falme
is edited.
[pcomernges | [ comotcraoms | | wew |

Delete hoth lines

1215G8SSMPLI00T | 2 101 299 [ 74011 Eat | Dol |

|1z15G8ssmpLzooz 2 | | o1 | zse | | o ] | | 204 | 7on | ea e )

o Note: LOA amounts will be
automatically updated only if a line
is edited.

PSSR R SR -
1215GB55IMPL3000 | 2 | P 101 298 21 o 6 78045 2104 T40.11 Edit Del

Note: LOA amounts will be
is edited.

omitems | [ eneeoemn | [ e |

Click “Add Line” to add your accounting data

}me: LOA amounts will be

edited.

v | oo | [




Enter your line of accounting according to your orders and after checking for accuracy, “Accept Line”.

TOND AG  RD APPR Limt ALLT ALC ProgEle Cstact 0bj Amount

121568s5mpL3000] 2] [P I Y 7e0¢5 B v 740.11

Hote: LOA amounts wil be
Add Line automatically updated only if a line
is edited.

[t ]

Acca;lnnanges] l Cancel Changes

If an error generates, check your orders. If an error is still showing, see your accounting manager for proper line
of accounting data.

1215G8SSIMPL300D | 2 | P 501 299 21 0 G 78045 2104 74011 Edit Del

Note: LOA amounts will be
e
is edited

[P W I

Then you will come back to your Tpax claim and you can save or continue your claim.

Type oforder: [ PES ] Covered from:

Type of Setlemaent "o :l Type of Partial: |t = Panal _j

Remit To Tramsactions Enttiements. Computations Financisl Hemarks

121SGASSIMPLINCE 2 P 501 290 21 D TO TAMS 204

=] == === =]




Member Travel Only

1) PCSvia POV Travel
a. Travel Timel han horiz

b. Circuitous/Indirect Travel
2) PCSvia Commercial Air

a. CONUS - CONUS

b. CONUS - OCONUS

c. OCONUS - OCONUS

d. OCONUS - CONUS

3) PCSvia Mixed Mode

a. Fl riv first PD

b. Mixed Mode to Boat

c. AlaskaFerry -1 POV
4) PCS with TDY Enroute (TEMDU)
a. CSchools
5) PCS with NO or Limited Reimbursement
a. Hom 1stD ion r Dir mmi
b. B m “A” School

6) Mixed Mode PCS to a Ship (Chasing the boat)

a. 0ld PDS to New PDS Home Port

i



b. 0ld PDS to New PDS ship underway

c. 0ld PDS underway to Home Port to New PDS underway

7) Separation &/or Retirement



PCS via POV Travel

Travel Time less than authorized
Member Only — PCS via POV Travel - Travel time less than allotted

Input home address at new PDS

SMURF, PAPPA View: Traveler
TONG: 1245CaETVLTIMG00 Settlement Request
Type of order: Covered from: [ 6120015 | to: [ 7015 |
Type of Settlement |Partisl =| Type of Partial: [Nota Partia
Remit To T Ci i Financial Remarks
* Address 1. [#%4 SE QUINCY 5T
Address 2: [
* City [ToPEKA
“Country/State: [KS KANSAS =1
) Zip:  [FEEE3
e ][ et ][ |

Input Effective date of orders. Click on “Add this Entitlement”

N Ao Ty TIIO00. Settlement Request View:  Traveler
Type of order: | PCS | Covered from: [ 6M2015 | +to: [ 7AR015 |
Type of Settlement Iﬁ Type of Partial: | Mot a Paria
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed: T
L] Entitioment Type | Dates Encompassed [ st [ []]

| Enroute PCS Travel =] | <AddThis Entitlement
| Back | Next |Nhnagellnages | Receipts ‘ SAVE H Cancel || Help |




Select the member and input the number of cars being used. In this example only the member is
traveling so, do not select more than 1 car and select only the member.

TONO: 1215GB5TVLTIMOOD Covered from:
Type of order: | PCS | to: 71172015
I Qwner operator of POV " NoMALT  Number of cars authorized

Who Being Paid

GRUMBHY (Parsnt)

Click on the Itinerary tab and click the dropdown to select Greater than 24 hrs

TONO: 1215GB5TVLTIMODD Covered from:
Type of order: | PCS | to: 712015

Duration of travel; [Greater than or equal to 24 hours

Add | Edit Trip Hinerary

oo J[ e | [ Awcrones ||| comee || vev ]




Member was authorized leave but at the last minute chose not to take it and drove straight
through.

o Date Departure Location (click to edit) Methed of Reimbursement: Daily Ldg Cost
m [Mizmi FL MizmiDade | || DisLocal [AE —Actual Expense Allow (temize) [ o |
E s I e seruconsge [0 | Lomenax
¥ Duty Day - e .
Lodging Type: |I|
‘Amival Location (glick to edif) |
Amival Date: [Mlameda, CA. Alameda
m Reason for Stop:
[ MC: - Mission Complete Meals Type:  MBIE: 61.00
O Duty Day | M - Commercial Meals Miles:
[ =m

Who else is traveling on - [GIRLIEGIRL

this leg: KIDDO
PRINCESS
GRUMPHY

‘Amﬁleg“ﬁamchrw‘

As you can tell, member did not use all days allotted to them and cut their trip short. Member in

this case would be authorized 9 days of travel.

&1/2015 Miami, FL, Miami-Dade
6542015 Alameda, CA, Alameda

TONO: 1215G85TVLTIMOOD Covered from:
Type of order: | PCS ] to: 711/2015

Duration of travel: | Grester than or equal to 24 hours [+ ]

Miami, FLORIDA
812015 | DEP T pa | -

652015 | ARR MC | = NLG L | o

5,
CALIFORMNIA

Add | Edit Trip ltinerary

[ [[ren | [t ] oomonse | [t || cnen |[ we |




To see how many days the member is actually getting paid, click on the “Calcs” hyperlink

below:
Type of order: | PCS | Coveredfrom: [ 6M20156 | to: [ T7M2015 |
Type of Settlement |Partial i Type of Partial: |Nota Parial i
Remit To H Transactions H Enfitlements || Computations H Financial || Remarks |
Travel Not Performed: = Effective Date:
Edit | Enroute PCS Travel 6/1/2015-6/572015 “alidated Data Delete | Calcs | Comp
| Enroute PCS Travel i| <= Add This Entitlement
| ook || mest | | anage imagee | Recowis || save || camel || nep |

You can see that although member was authorized 9 days to travel, the member only took 5 days
to drive so that is all the member is going to get reimbursed for

(e | [T ]
R e e g

08M01| FP 000 (12500 0.00
08M02| FP 000 (12500 0.00
0803 | FP 000 (12500 0.00
08/04 | FP 0.00 12800 0.00
08/05%| FP 000 12900 ( 0.00

Total | 645.00 | 0.00




Look at the computations tab to verify entitlements

Type of order: Covered from: 6172015 to: 71172015

Type of Sttiement Type o Paral
Remit To ‘| i || i ” o i || Financial || Remarks
Total Entitlement 1,358.23
= oo
Memb/Emp PGS Per Diem 845.00
Partial Payments
[MembiEmp maLT [ 71333
Amount Payable 1,355.23
Advances

Method of F'aymentl Direct D

Due Employee

Spit Payment

Computed Split

Enter amount in Split Payment field to pay
GTCC

This request may require constructed travel so that the amount computed may net equal the actual amount reimbursed

|Bm:k H Next Hllmmelrmqes| | Receipts H SAVE H Cancel H Help |

Apply advances if advances were received by member

Input line of accounting and save claim

Type of order: Covered from: to: [ 77172015

Typo of Sotement Typo of Partal
erkto | Tt | Eomenens || Compomtors |t penan |

Db 1215GESTVLTIMO00 2 P 501 299 21 0 RA 73045 2104 1,358.23

‘Bm:k” umelms ‘nm:m H SAVE H Cancel H Help




Circuitous/Indirect Travel
Member Only — PCS Indirect Route/Circuitous Travel

Input the NEW PDS Home address

CAT, FELIX View: Traveler
TONO: 1215GE5CIRCUTO00 Settlement Request
Type of order: Covered from: 6/1/2015 to: THi2015
Type of Settlement |Partial 5| Type of Partial: [Mot = Paria
Remit To C Financial Remarks
= Address 1: [#44 SE QUINCY STREET
Address 2: |
* City: [TOPERA
“ Country/State: |KS KANSAS =
) Zip: [F8E05
o I N

Enter in Effective date of orders and then click add this entitlement

CAT, FELIX View: Traveler
TONO: 1215G85CIRCUTO00 Settlement REqueSt
Type of order: Covered from: [__BM/2015 | to: [ 712015 |
Type of Settlement |Partial #| Type of Partial: [Not a Pariis
Remit To Ci Financial Remarks
Travel Not Performed: " Effective Date: [062172015
\ \ Entitlement Type | Dates Encompassed \ Status | | | \
| Back Next | Manage Images ‘ Receipts SAVE | ‘ Cancel ‘ | Help |

Enter the number of cars being used for this PCS Trip and select the member as being paid

View:  Traveler

Eghe=ts Enroute PCS Travel
TONO: 1215G85CIRCUTO00 Covered from 6/1/2015
Type of order: PCS to: 71172015
What's Authorized ltinerary Reimbursables

[ Owner operator of POV T NoMALT  Number of cars authorized [1

Whe Being Paid

Select All

Accept Changes H Cancel H

Help ‘




Click Itinerary tab and then use the drop down to select greater than 24 hrs

And [ Cst Trip Minerary.

Input the actual Itinerary

&1/2015 DEF‘ Alameds, CA l

Bi42015 Houston, TX Harns = Insert
82712015 | DEP Houston, TX, Harris Pa | Edit
THRZNS | ARR Nortand, VA, Dickenson [ O ot | e | r (oo | Insert | 0!

AddLeg

‘ Accept Changes | |Came|unnges | | Help |

Notice here the member drove 3001 miles

The system will input a “constructed itinerary” tab due to this being other than “normal” travel

TONO: [_1215GB5CIRCUTO00 Covered from:
Typeoforder. [ PES 7] to: |

Duration of travel- [Greater then or cqualto 24 hours 7]

7112015 | Nortand, VIRGINIA

Lo e ] [t oo | e || et ||




You can see that TPAX will limit member to 2562 miles which is the direct route vs. the indirect route the
member took

Click “Accept Changes” and then look at the “calcs” hyperlink to see how many days it being paid

CAT, FELIX Settlement Request View: — Traveler

TONO: 1215GB5CIRCUT000

Type of order: Covered from: 6/1/2015 to: 71172015
Type of Settlement [Parial ] Type of Partial- |7
Remit To i C Financial Remarks
Travel Not Performed: ™ Effective Date: [621/2015
|Ecit| Enroute PCS Travel | 6H2015THRD15 | valdated Dats | Delete | Cales | comp |
= =
o B N

Notice that TPAX computed 8 days of Per Diem authorized based on the # of miles authorized, divided by 350

miles.
o 1o15CaEIRCUT000 Daily Expenses W3 W
Remarks | Done

Date 2::3 Il;:?e za&: Br|Ln| Dn|Lodg Break|Lunch | Dinner|incgt :ﬁ:unt ;""t:'um #ﬁghg Taxable
08/23| FP 0.00 |129.00 | 0.00
08124 | FP 0.00 |129.00 | 0.00
0825 | FP 0.00 |129.00 | 0.00
08126 FP 0.00 |129.00 | 0.00
08127 | FP 0.00 |129.00 | 0.00
0828 | FP 0.00 |129.00 | 0.00
0828 | FP 0.00 |129.00 | 0.00
08/30| FP 0.00 |129.00 | 0.00

Total [1032.00| 0.00

You will notice in the below screenshot, TPAX limited the amount of MALT based on the number of miles
authorized via direct travel.

CAT, FELIX View: Traveler
oo 121 RCUTON Settlement Request

Type of order: Covered from: [ 62015 | to: [ 7112016 |
Type of Settlement |Partial 7| Type of Partial: |Met a Partia
Remit To T i C i Financial Remarks
Total Entitlement I 1.621.26
S okl Deductions 000
Memb/Emp PCS Per Diem 1,032.00 .
Partial Payments 0.00
Memb/Emp MALT 58828
Amount Payable I 1,821.26
Advances 0.00
Method of Payment | AR r W =

Due Employee 1.621.26
Computed Split I 0.00

Enter amount in Split Payment fisld to pay
&t

This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed

‘ Back

Next

| Manage Images ‘ Receipts

| SAVE || Cancel || Help ‘




Enter in line of accounting in the financial tab and save claim

Type of order: | PCS | Coveredfrom: [ 6AR0IE | to: [ 7AR0I5 |
Type of Settlement |Partial i Type of Partial:
Remit To || Trangactions H Entitlements H Computations || Financial H Remarks ‘
Db 1215G85CIRCUTO00 2 P 501 299 21 D RA 73045 2104 1621.26

NN [roccee || s || ot |[ wee |




PCS via Commercial Air

**NOTE: When filling out the itinerary, use TP vs. CP to ensure you are getting the
correct number of travel days paid.

CONUS - CONUS

PCS CONUS to CONUS Air:
Input home address at new PDS

DOG, PLUTO View: Traveler
TONO: 1215G85CONUSA000 se"tlement Request
Type of order: Covered from [ 62120015 | to: [ 6/26/2015 |
Type of Settlement [Parial =] Type of Partial: [Fot = Farta
Remit To Ce Financial Remarks
= Address 1: [###SE QUINCY ST
Address 2: [
* City: [TOPERA
“Country/State: [KS KANSAS =
) zip: [FEEE2
e [ e et ][ ]

Under “Entitlements” tab select “Add This Entitlement”

DOG, PLUTO View: Traveler
TONO: 12156GECONUSADOD semement REqUESt
Type of order Covered from: [ 6/202015 | 1o [__6/R26/2015 |
Type of Settlement Type of Partial
Remit To G Financial Remarks

Travel Not Perfarmed []

Effective Date:  &/2/2015

Dates Encompassed |

Enroute PCS Travel

E ' <= Add This Entitlement '

| Back || Next | ‘ Manage Images |

| Receipts H SAVE || Cancel || Help ‘

Under “Itinerary” Select “Greater than or equal to 24 hours”
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Airfare CONUS to CONUS use CP (Commercial Plane). If the PCS travel was from OCONUS to CONUS use
TP (GOVT plane for overseas travel by air)
Verify Departure and Arrival Dates:

Check your departure and arrival locations and dates. Then click “Accept Leg”

Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
Depariure Date . =
S - |[520 Diego. CA, San Diego [ e Locat [AE - Actual Expense Allow (Itemize) =] 0
05/022015 m
Method of Transportation: X
I= Embark - ing Tax:
Duty Day CP-G il Dlane = AE Percentage: III Lodging
Lodging Type: :
Arival Location (click to edit) | EI
Arrival Date: [Corpus Christi, T, Kieberg
g Reason for Stop:
| MC - Mission Complete =] Meals Type:  MSIE: 46.00
[cM - Commercial Meals [=1 || mites:
[ o ]
‘ Accept Leg ‘ ‘ Cancel Changes ‘

“Accept Changes” again after checking for accuracy

San Diego, CA, San Diego
ARR Corpus Christi, T, Kleberg

Click on *Accept Changes” if it it’s accurate

TONO: [ 1215G85CONUSAD0D Covered from:

Type of order: | PCS | to:

San Diego,

62/2015 | DEP CALFORNIS | CP 0O 0O

8/3/2015 | ARR| Corpus Christi, | MC = NLG [0 [ eoo ][ eoo [ o ]
TEXAS

‘ Add / Edit Trip ltinerary

| — | — .- = = =
EEE—




Go to the “Reimbursables” tab

TONO: [ 1216GB5CONUSA000 | Covered from:
Type of order: | PcS |
What's Authorized ‘ Itinerary Constructed ltinerary Reimbursables
—

== ==

Add your expenses here

Date Expense Description Claimed BOP
06/02/2015  AIRFARE-TRAIN-BUS EXPENSE 543.00 UNITED STATES
AIRFARE-TRAIN-BUS EXPENSE - UNITED STATES -
Const. Leg

1 B/272015 832015 San Diego, CALIFORNLA

Was any airfare paid by a member's travel card. If paid by Gowvernment Account, do not
enter the airfare




Once completed Accept Changes

TONO: [ 1215G85CONUSAC00 | Covered from:
Type of order: | PCS | to:
What's Authorized Itinerary Constructed tinerary Reimbursables
BI22015 AIRFARE-TRAIN-BUS EXPENSE §43.00
BI212015 SATO-CTO-TMC SVC PROC FEE 24 50

| Add | Edit Trip Expenses

[oxeptes [ evrnrs] == == =N

T

Ensure you have all Sato Airfare receipts, orders and any receipts over $75.00 attached in the Manage
Images (see Image tutorial).

Next, move to “Financial” tab and follow Financial tutorial:

Type of order: | PCS | Coveredfrom: [ BRP2015 | to: [ 6RERDIE |
Type o Setment Type of Parial
EEEEE T = —

‘Bm:k H NmHllanagelnnges

‘mmH SAVE H Cancel H Heh‘

Review and certify expenses when they generate

60272015 AIRFARE-TRAIN-BUS EXPENSE 643.00

Certi Later Cancel Hel,
| ity ‘ | ‘ ‘ | ‘ v | 076G 780452104 69.00
e | [ e ] [omen ||

I i |




When back at Tpax home screen find the tono you just completed and check the box.
Click on the “Release to AO” button

DOG, PLUTO

T-PAX Inbox

[Reservations]

Profile and History »

Create New »

Tools »

Help =

[Regulations]

[Currency]

View: Traveler
Load Test

Logout

Typeof  Start Auth. status i -
ToNO Roguost  Daty EndDate Category CreatedBy  qith  Status  CpUS Origin  Amive At Requestld Amou
X Entered
1215GESCONUSAD0D | Settiement | 6222015 | /22015 | pes | D0 PLUTO into T- | &/2612015 | Traveter| CoPUS | 1100217349 8002
f T o Christi, TX fest)
Entersd
[ | 1215G85MBRSTAO00 | Settisment | 4162015 4nzois| pes | 0% PLUTO into T | 872412015 | Traveler| Homer, AK | 1100217342 S928.8
T PAX (est)
Entersd Dallas-Fort o
[] | 1215G8ssMPLI00 | Settement |&2s201s Tiemois|  pos | P0G PHTO intoT- | 81252015 Traveler| Worth Infl | 1100217341 SZ(EZ?
. PAX Aprt, TX 4
Awatting s
[]|  1115G3SMAGET000 | Settement |sr21/2015 5312015 | Normal | P0G PUTO STAROUST a0 | 611112015 | Traveler| @riando, FL | 1100217278 Szélt
Approval =
<] i v
A | [ [ ]

Locate your AO and release your claim for approval

CONUS - OCONUS

Simple PCS Conus to Oconus flying

Input New Home Address at New PDS

DG, PLUTO Semmnt&eqmst Wiarer Tewveder
“TORG: THEGASSAMPLI00
[
|T,pon.‘mdm PCS Covered from: [ 6282015 | 1o [ In6@ns
I Type of Somomant Type of Partial
et To © Financial Remarks
* Address 1. FATSEGUNGTET
Address 2
* City:  TOPERA
dryfSlate. [F5 ANSES =
"z W
Mext | | Manage images nwem||sm:|c,um|nun|

Under “Entitlements”

tab select “Add This Entitlement”

DOG, PLUTO View: Traveler
TONO: 1215G85 5SAMPL3000 setﬂement RequeSt
Type of order: | PCS | Covered from: [ B252016 | to: [ 7M6R015 |
Type of Settlement Type of Partial:
Remit To Transactions . El‘tiﬂel;l"e‘l’ll! i Computations Financial Remarks
Travel Not Performed: [] Effective Date:  &25/2015
[ ] Entitlement Type Dates Encompassed [ saws [ [ ]
| Back || Next | | Manage Images | | Receipts ‘ | SAVE | | Cancel | | Help |




Indicate “Owner operator of POV” if authorized by orders and used. Also, indicate “Who is being paid”

TONO: [ 1215GB5SAMPL3000 | Covered from:
Type of order: | PCS | to: 7/16/2015
VWhat's Authorized Itinerary Reimbursables
[¥] Owner operator of POV No MALT MNumber of cars authorized 1

Who Being Paid

PLUTO (Member)

[ ] [eoormones || comont || wew |

Under “Itinerary” Select “Greater than or equal to 24 hours”

Iy —————————
[

=T"=1 [ e | T

For Method of Transportation flying OCONUS use TP (Govt Proc Plane)

1 1
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After inputting Arrival location and verifying dates, click “Accept Leg”

In this Scenario: Member will travel to Sterling, VA for an in-brief to Bahrain

Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
[Gan Diego. CA, San Diego [ 118 Locat | AE - Actual Expense Allow (itemize) 0
Method of Transportation: .
[¥]1s Embark AE Percentage 150 Lodging Tax:
Duty Day | TP - Gowt. Proc. Plane [=] — g |
Lodging Type:

| ca- Comm' Qtrs Incidental Expense Full  [=]

Armival Location (click to edit)
Amival Date: @E WA, Loudoun

065015 4] Resson for Stop:

[aD- ized Delay [=] Meals Type:  MBIE: 61.00
[ puty Day [oM-G ial Meals [=] || Miles:
[ o |
‘ Accept Leg ‘ ‘ Cancel Changes ‘
6252015 | DEP Sterding, VA, Loudoun ® | O
672612015 | ARR | BA, BAHRAIN RED INCIDENTAL | MC | || L e

Next: Off to Bahrain

San Diego, GA, San Diego
Stering, VA, Loudoun

o Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
[Bterling, VA, Loudoun [is Locat [AE - Actual Expense Allow (ltemize) =] [
Method of Transportation: 7
Is Embark AE Percentage: lII Lodging Tax:
Duty Day | TP - Gowt. Proc. Plane =]
Lodging Type:
Arrival Locafion (click to edit) | EI
Arrival Date: [BA_BAHRAIN RED INCIDENTAL |
06262015 4| Resson for Stop:
| MC - Mission Complete [=] Meals Type:  M&IE- 0.00
Duty Day [CM - Commercial Meals [=] ]| Mmiles:
[ o |

San Diego, CA. San Diego
Sterling. VA, Loudoun
Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
[terling, VA, Loudoun [is Local [AE - Actual Expense Allow (Itemize) 0
Method of Transportation: Is AE Percentage III L T TEE
Duty Day | TP - Gowt. Proc. Plane =] III
Lodging Type:
Arrival Location (click to edit) | EI
Armival Date: [BA. BAHRAIN RED INCIDENTAL |
OB/Zez015 is| Ressonfor Stop:
| MC - Mission Complete [=] Meals Type:  M&IE: 0.00
Du‘ry[lay CM - Commercial Meals El Miles:
L o |
Accept Leg ‘ ‘ Cancel Changes ‘
A




Review your itinerary and if correct “Accept changes”

6/25/2015 | DEP San Disgo, CA, San Diego TP [l Edit
B25/2015 | ARR Stering. /A, Loudoun AD | AE cQ cM Insert Del
B/26/2015 | DEP Stering, WA, Loudoun b1l || Edit
B26/2015 |ARR | BA, BAHRAIN RED INCIDENTAL MC ] L] NLG Insert =

Add|lLeg

| Accept Changes | ‘ Cancel Changes ‘ ‘ Help ‘
—

Next: Review for accuracy

TONO: [ 1215G85SAMPL3000 | Covered from:

Type of order: | PCS | to: T16/2015

What's Authorized Itinerary Reimbursables

Greater than or egual to 24 hourgid

Duration of travel:

6/25/2015 | DEP C":'J%ﬁ‘“ﬁ T E
61282015 | ARR| oyt smeia | A0 | AE ca oM [0 ][ om0 ][ oo |[ o ]
6/26/2015 | DEP | Sterling, VIRGINIA | TP " O
B/26/2015 | ARR| BAHRANREDL. | MC n NLG [ o Q[ om0 [ oo |[ o ]
‘ Add | Edit Trip Itinerary
EE EEE== [=—=]l = =]
aEEEE——

Go to “Financial” tab and add your line of accounting per your orders according to the Financial Tutorial

“Add/Modify Accounting”, once that is completed click on “Save” Button

Type of order: | PCS | Covered from: [__B/2512015 | o [ 7/16/2015 |
Type of Settlement |Parh‘a| |Z| Type of Partial:
RemitTo Transactions Entitlements C i F i Remarks
Db 1215GB55AMPL3000 2 P 501 289 21 0 TG 728045 2104 30075

[(oma ][Twem | [ memon it Verify for accuracyeand [Certifyl[ cemeer ][ won |




‘ | From Date | To Date | Description ‘ Amount ‘
‘ | 812512015 | | BAGGAGE EXP-STORAGE N TRANSFER ONLY ‘ ZSS,DD‘
‘ Certify ‘ ‘ Later ‘ ‘ Cancel ‘ ‘ Help ‘
Select the correct TONO and “Release to AO”
00G, PLUTO T-PAX Inbox s el h
Load Test
[Reservations] [Regulations] [Currency]
Profile and History »  CreateNew» Tools» Helps Logout
Typeof  Start Auth. Status _ ) -~
TONO Roquost  Datg  [ndDate Category CreatedBy (il staus TS Origin  Amive At Requesti Amout
Entered L
*ﬂ 1Z15GESSAMPLA00D | Setflement | 6/25/2015|&/2612015 PCS D°G'TP"”T° intoT- |&/27/2015 | Traveler| Stering, VA | 1100217353 53(22‘,7 3
— ) PAX !
Awatting |
e . - DOG, FLUTO |  SPOCK, - Corpus $69.0
D 1215GB5CONUSADD0 Settiement | 6/2/2015 | 6/3/2015 PCS T MISTER Ap.::va‘ 8/26/2015 | Traveler Christi, TX 1100217348 (est)
Entered -
1| 1215G85MnOD00 | Settiement | 62512015 | 6262015 pos | DG PLUTO it T- |8/26/2015 | Traveler| "WaSHINGON, | 4 4noni7agy | 6417
T. o oc (est)
Entered
D 1215G8SMBRSTAD00 Settiement | 4/16/2015 | 4/168/2015 PCS DUG'_:,:LUTD into T- | 8/24/2015 | Traveler| Homer, AK | 1100217342 59(3(:‘55
Pax ) -
< i v

=a =N

OCONUS - OCONUS

Member Only PCS Oconus to Oconus flying When Flying from

Oconus use “TP” (DO NOT use”CP”)

Input home address at New PDS

LANTERN, GREEN View: Traveler
TONO: 1216GE5AKHIOD000 setﬂement ReqUESt
Type of order: | PCS | Coveredfrom: [ 4AR2015 | to: [ 41312015 |
Type of Settlement Type of Partial:
Remit To Ti L= i Financial Remarks
* Address 1 400 SAND ISLAND PARKWAY
Address 2
* City. HONOLULU
*Country/State: | HI HAWAI [=]
’ Zip: 95818
Next Manage Images | Receipts | | SAVE | | Cancel | | Help |

Under “Entitlements” tab select “Add This Entitlement”




Type of order: | PCS | Covered from: [ _4MB0IE | to: [ 4132015 |
Type of Settlement |Parh'a| El Type of Partial:
[ . e ......... - m -
Travel Not Performed [] Effective Date: 4/1/2015

L - - ] = [ - | []]
 Enroute PCS Travel [v] | <=AdaThis Enttiement

sk ][ et | [ oo | [ ][ save ][ comen |[ v |

Indicate “Owner operator of POV” if authorized by orders and used. Also, indicate “Who is being
paid”

TONO: [ 1215GB5AKHI00000 | Covered from:
Type of order. | PGS | to:

What's Authorized Itinerary Reimbursables

[#] Owner operator of POV Mo MALT  Mumber of cars authorized 1

Who Being Paid

GREEN (Member)

[ ]

1-1 === =

Under “Itinerary” Select “Greater than or equal to 24 hours”

What's Authorized Itinerary Reimbursables

D NERATEVS Rl Greater than or equal io 24 hours v]




For Method of Transportation flying OCONUS use TP (Govt Proc Plane

De re Dep@il'lure Lucatf:-n (click to edit) Method of Reimbursement: Dig
R [Fodizk, AK._Kodiak sland Borough | | | [ is Local | [~]
040272015 m
Method of Transportation:
[Tl Embark AE Percentage: \II Lo
¥ putypay  |TP-Govt Proc. Plane [~]
Lodging Type:
Arrival Location (click to edit) | EI
Arrival Date: [Honclulu, HI HAVWAIL, Honolulu ]
04032015 b Reason for Stop:
| MC - Mission Complete [~] Meals Typs:
Duty Day GM - Commercial Meals [=1 ]| M
Accept Leg Cancel Changes

Review for accuracy and click on “Accept Changes”

DEP | Kodisk, AK, Kodiak Island Berough
O

432015 |ARR Honolulu, HI, Honolulu MC

Type of order: | PCS | Covered from: to:
Type of Settlement | F=rial Type of Partial: | 1ot = Pariial [~]
Remit To Transactions Entitlements Computations Financial Remarks
Total Entitlement 186.50
ﬁ Deductions T
Memb/Emp PCS Per Diem 186.50 . e
Partial Payments 0.00
Amount Payable 186.50
Method of Paymentl Direct Deposit E| Advances 0.00
Apply Advances | Due Employee 166.50
Split Payment 0.00
Computed Split 0.00
Enter amount in Split Payment field to pay
GTCC

Go to your Financial Tab and add your line of accounting per your orders according to the Financial
Tutorial:



LANTERN, GREEN em View: Traveler
TOMNO: 1215GE5AKHIDO000 Setﬂ ent ReqUESt
Type of order: | PCS | Coveredfrom: [__4M/2015 | to: [__43R2015 |
Type of Settlement Type of Partial:
Remit To Transactions Entitlements Computations Financial Remarks
Db/Cr Classification String Amount
Db 1215GE5AKHIDD000 2 P 501 289 21 O RA 75040 2100 166.50
‘ AddiModify Accounting |
| Back H MNext | ‘ Manage Images ‘ | Receipts | | SAVE | ‘ Cancel ‘ ‘ Help ‘

Add any comments in Remarks as needed. Certify any expenses as needed and release claim to AO

OCONUS - CONUS

Simple PCS Oconus to Conus flying

When Flying from Oconus use “TP” (DO NOT use”CP”) Input home

address at new PDS

LANTERN, GREEN View: Traveler
TOMNO: 1215G85HI2CAD000 setﬂement ReqUESt
Type of order: | PCS | Coveredfrom: [_BMR015 | to: [ B5M4R2015 |
Type of Settlement Type of Partial:
Remit To T i Enti C R rk
* Address 1- 1708 BRODERICK STREET
Address 2:
* City:  SAN FRANCISCO
*Country/State: |GA CALIFORNIA [=]
’ Zip: 84117
| MNext | | Manage Images | | Receipts | | SAVE | | Cancel | | Help

Under “Entitlements” tab

select “Add This Entitlement”




Type of order: | PCS | coversd from: to: 5412015

Type of Settlement |F'arﬁal E| Type of Partial: |Nota Partial E|
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed Effective Date: 5/1/2015

L= - [ == ] =t [ []
| Enroute PCS Travel (] [ <Ada o Enstement |

Back Next Manage Images Receipts SAVE Cancel Help

Indicate “Owner operator of POV” if authorized by orders and used. Also, indicate “Who is being
aid”

TOMO: | 1215GBSHIZCADDO0 | Covered from: 5/1/2015
Type of order: | PCS | to: 5/4/2015
What's Authorized Itinerary Reimburzables
Owner operator of POV Mo MALT  Number of cars authorized 1

Who Being Paid

GREEN (Member)

=

Under “Itinerary” Select “Greater than or equal to 24 hours”

What's Authorized Itinerary Reimbursables

DNEIRATEVS Rl Greater than or equal io 24 hours v]




For Method of Transportation flying OCONUS use TP (Govt Proc Plane

050272015 4] Resson for Stop:
MC - Mission Complete

[ outy Day

De . Departure Location (click to edit)
R [Honolulu, HI, Honolulu ]
05022015 m

Method of Transportation:
[¥] puty Day | TP - Govt. Proc. Plane =]
Arrival Location (click to edit)
Amival Date: @g Francisco, CA. San Francisco

["T1s Locat

[¥] 12 Embark

Method of Reimbursement: Daily Ldg Gost
| -1 0
AE Percentage: III Lodging Tax:
Lodging Type: [ o ]
| -1
Meals Type: MS&IE: 71.00
[CM - Commercial Meals [=] || Miles:
L o |

ahoots | ARk | sen F'é‘.’q'l'éﬂf'c'?k,g‘é'l"é"r'é‘mm e ] e i | D
[ | [ o]
Review for accuracy and add any reimbursable as needed
What's Authorized ‘ Itinerary Reimbursables

Duration of travel:

Greater than or egual to 24 hourihd

=220 Honolulu, HE HAWAI 7
5«2;21}12 ;ﬁ; San Francisco, MTP;: O NLG 0 [ ooo [ 000 [ 0 |
CALIFORNIA O : :
‘ Add | Edit Trip ltinerary
I e e [ Acceptchanges || comet || we |




Review “Computations” tab for accuracy

Type of order: | PCS | Covered from: to:
Type of Settlement | Farisl [+] Type of Partial: |Not a Partial -]
Remit To Transacticns Entitlements Computations Financial Remarks
Total Entitlement 5325
ﬁ Deductions T
Memb/Emp PCS Per Diem 53.25 _ _—
Partial Payments 0.00
Amount Payable 5328
Method of Payment| Direct Deposit E| Advances oo
Apply Advances ‘ Due Employee 53.25
Split Payment 0.00
Computed Split 0.00
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

Go to “Financial” tab and add your line of accounting per your orders according to the Financial Tutorial

Type of order: | PCS | Coveredfrom: [ BMROIIE | 1o [ BM4R20IE ]
Type of Settlement |Paria [+] Type of Partial: |0t a Partial [~]
Remit To Transactions Entitlements Computations Financial Remarks
Db 1215GE5HI2CADDDD 2 P 501 298 21 0 RA 75040 2100 53.25
Back Next Manage Images Receipts SAVE Cancel Help

Add any comments in Remarks as needed. Certify any expenses as needed and release claim to AO



PCS via Mixed Mode

Fl
Member only - MIXED MODE (fly and drive) Conus to Conus

riv first PD

Input home address at new PDS

Type of order: | PCS | Covered from: [__6/25/2015 | to: [ 7162015 |
Type of Setlement Type of Partal
Remit To H Transactions H Entitlements || Computations || Financial || Remarks ‘
* Address 1 [#4% SE QUINCY 5T |
Address 2: | |
* City: [TOPERA |
*Country/State: [KS KANSAS =1
" Zip
T = EE

Go to “Entitlements” tab and “Add This Entitlement”

Type of order: | PCS | Covered from: 6/26/2015 1o: 7116/2015
Type of Settlement |F'arh'al |Z| Type of Partial: |Not a Partial |E|
Remit To Tomsschons | | Enftlements c Financial Remarks

Effective Date:  &/25/2015

Travel Not Performed:

Enroute PCS Travel

[ oot | [t | [ ane s




Indicate “Owner operator of POV” if authorized by orders and used. Also, indicate “Who is being paid” In
this scenario it is member only.

TONO: [ 1215G85SIMPL3000 | Cavered from:

| to: 716/2015

Type of order: | PCS

What's Authorized ‘ Itinerary Reimbursables

Mo MALT  Number of cars authorized 1

Who Being Paid

PLUTC (Member)

[ ] === = =

Under “Itinerary” Select “Greater than or equal to 24 hours”

o o by prdweed

Seinc whial best oo Do dhan o of el o
|t et

| P ——

== == =]




This is your itinerary screen. Enter your dates of departure and arrival with the departing and arriving
locations. Ensure they are correct and authorized by your orders.

Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
[Ban Diego, CA, San Diego [ lis Loeal [LDP - Lodging Pius =] [i
Method of Transportation: .
- Iz Embark AE Percentage: Lodging Tax:
g T — e
Lodging Type:
Arrival Location (click to edit) | EI

Arrival Date: [Blbuguergue, NIM. Bernalilla

0BmE01S 4] Resson for Stop:
|AT - iting Ti i E' Meals Type:  M&IE: 46.00

Duty Day [cM - Commercial Meals [=1 || Miles:

Who else is fraveling cn  |PEACHES
this leg:

‘ Accept Leg ‘ ‘cﬂmcmmu

Review and click “Accept Leg” if your itinerary is correct

-
B25/2015 | DEP San Diego, GA. San Diego CP E i (] DPDEDAE TFSDTJD |
B2520M5 | ARR Albuguergue, MM, Barnalillo AT D LDP i - -

De e Depariure Location (click to edit) Method of Reimbursement: Diaily Ldg Cost
partu [Elbugusraus, MWL, Bernalila | Is Local | -1 0
0672572015 ﬁ

Method of Transportation: :
vy 0o (A~ Prvate Auto =] I Embark e i o Lodging Tasc

Y .
Lodaging Type: I—ID
Ammival Locabon (click to edit) | EI
Arrival Date: [Miami, FL_ Miami-Dads ]

DB/262015 | Ressen for Siop:

| MC - Mission Complete [=] Meals Type:  M&IE: 66.00
Duty Day [CM - Commercial Meals [~ ][] Miles:

2012

Who else is fraveling on  |PEACHES
this leg:

Accept Leg Cancel Changes




Review the itinerary again and if correct click accept changes

[PEACHES %]

E25/2015 | DEP San Diego, CA, San Diego cP | dl o] DP[I)E;CTFS DvDD | Edit Del

E25/2015 | ARR Albuguerque, MM, Bernalillo AT D LDP il - - Insert
PEACHES =

m:g DEP MM, Bernalilo Pa | a a [0 [ oo |[ oo0 | Edit Del

E/28/20 ARR Miami, FL, Miami-Dade MC ] MLG 510 Insert

Add Leqg

Cancel Changes

Double check itinerary and then Accept Changes

TONO: | 1215GB5SIMPL3000 Covered from:
Type of order- | PCS to: 7/16/2015
What's Authorized Hinerary Constructed ltinerary Reimbursables

Duration of travel:

San Diego,
§/25/2015 | DEP CALIFORNLA, cP ] 0O
6252015 | ARR | Albuguerque, NEW | AT [ LOP [ o [ oo [ ooo [ o ]
MEXICO
6/25/2015 | DEP mw PA [] ] O]
81292015 ARR| T orpa | MC u NLG [ o [ ooo |[ ooo |[ 202 |
I I Add / Edit Trip Hinerary
Back Next Exceptions || Occasionals Accept Changes Cancel Help




Go to “Computations” tab and check your calculations and dates

Type of order: | PCS | Covered from: 6/25/2015 to: T1M6/2015
Type of Settlement |P=rial [+] Type of Partial: 1ot a Parial [~]
Remit To Trar fii Entitl it Computations Financial Remarks
Total Entitlement 1.107.76
Deductions 0.00
Memb/Emp PCS Per Diem 845.00 _ —
Partial Payments 0.00
Memb/Emp MALT 46278
Amount Payable 1.107.76
Advances 0.00
Method of Payment| Direct Deposit E|
% Due Employee 1.107.76
Apply Advances ‘ Split Payment 0.00
Computed Split 0.00
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

Go to the “Financial” tab and “Add/Modify Accounting”. To enter your line of accounting (see financial

tutorial)
Type of order: | PCS | Coveredfrom: [ 62512015 | 100 [ 71162015 |
Type of Settlement |Parﬁal El Type of Partial: |Nota Partial E|
Remit To Transactions Entitlements Computations Financial Remarks
Db 1215G855IMPL3000 2 P 501 283 21 0 TG 78045 2104 110776
= == == R =

Add any comments in “Remarks” as needed and certify any expenses



Select the claim you just did and Release to AO

DOG, PLUTO T-PAX Inbox View: Traveler -

Load Test
[Reservations] [Regulations] [Currency]
I Profile and H vz Create New=z To » Help= Logout
Typeof  Start Auth, status _ =
TONO Request Date End Date Category Created By Official Status Date Origin  Arrive At RequestID Amou
Awvaiting
[[] | 121SGESCONUSADDD | Settiement | 67222015 | 632015 | pcs | DOSPLUTO | SPOCK, AD 8262015 Traveler| COPUS - [q1100217348| 32200
T. WISTER Christ], TX (est)
Approval
Entered . Im
[ 1215GESMIXMOD000 | Settlement |6/26/2015 |6i28/2015| pes | DO% PLUTO moT- | 8262015 Traveler| "2SMN9ON | 10001735 | 41T
T. Pax DC (est)
Entered
[[] | 1215GE85MBRSTADOD | Setflement |4/16/2015 | 4162015  PCS DOG'TP LuTO intoT- | 82412015 Traveler| Homer, AK | 1100217342 s*.zz;:}a
: Pax
Entered J
1215G85SIMPL2000 Settlement | 612512015 |6r20r2015 | pes | POG PLUTO ntoT- | 82772015 | Traveler | “/PUIUETAUE, | 410001734 | S1107.
T. N (est)
Pax -
< | 11 | b

%‘ Release to AQ H Print H View | Modify ‘ Delete ‘ ‘ Help ‘

Mixed Mode to Boat

PCS mixed mode to boat

Input home address at new PDS

DOG, PLUTO View: Traveler
TONG: 1215088 Settlement Request

Type of order: | FCS | Covered from: [ 62520158 | tor [__7HER015 |

Type of Settlement | Fartial 'l Type of Partial: I‘\:-t a Partial -

Remit To Ti i i Ce i Financial Remarks

* Address 1: |444 SE QUINCY ST

Address 2: |
* City: [TOPERA
“Country/State: [KS KANSAS =1

Zip: [Fee52

e B




Click on “Add This Entitlement”

Typeoforder [ PES | Coveredfrom 6262015 | to- [ 7TATR01E |

Remit To Ti Ci i Financial Remarks

Travel Not Performed Effective Date:  &r282015

e

T E—
oo || swve || oot || wen |

| ek | mext | [ manage mages |

Under “Itinerary” Select “Greater than or equal to 24 hours”

o v [ HREE]
rw-m v T
[omereimomes | ey st

L L T
b T

bt sshuat bt dhcriber Fop dharatsen of Srree 1ot
T gt

[ =] [nmomm || co || o |

In this scenario member is driving to his house in Washington DC to drop off the vehicle and then will fly to the
boat in NC

G/26/2015 | DEP Yorktown, VA York PA B

E/26/2015 | ARR | Washington, DC, Dist of Columbia AT B LDP D
Depariure Location (click to edif) Method of Reimbursement: Daily Ldg Cost
[Washington, DC._ Dist of Golumbia [ lig Local [AE - Actual Expense Allow (itemize) 7] i
Method of Transportation: .

i Is Embark SE TesiETe [0 ||| Lodging Tax
———— 1] o ]

—— Lodging Type:

Arrival Location (click to edit)

Arrival Date: Mlminmn MC, New Hanover

0622015 4] Teason for Stop:
| MC - Mission Complete [=]

Clouypsy  eo—

Meals Type:  M&IE: 56.00
[cM - Commercial Meals [= 1| Miles:

[ o |

‘ Accept Leg ‘ cﬂmmm‘




Review the itinerary and Accept changes if correct:

e Yorktown, VA, York A O Edit
B262015 | ARR | Washington, DC, Distof Columbia | AT | [ Loe | Insert| 0%
62812015 | DEP ington, DC, Dist of G e | O Edit
E29/2015 | ARR Wilmington, NC, Mew Hanover MC |:| D MLG D Insert iz

Go to “Constructed Itinerary” and re-calculate the dates

TONO: [ 1215GB5MIXMOD000 | Covered from:
Type of order: | PCS. | to- 71772015

What's Authorized Itinerary Constructed Hinerary Reimbursables

Duration of travel:  Greater than or equal to 24 hours  +

6/26/2015 6/26/2015 | Washington, W... [164 J|[000 |

612612015 6/26/2015 | Wilmington, N... 0 0.00 6/26/2015 6i26/2015

[ J[ om | [ocepton||owsmenne]

Type of order: | PCS | Coveredfrom: [ BI26/2016 | to: [ 7M7/2015 ]

Type of Settlement | Parial [+] Type of Partial: |not a Pariial [~]

Remit To Transactions | Entitl 1 c Fi Remarks
Travel Not Perfom]ed;lj Effective Date: &r26/2015
Edit| Enrouts PGS Travel 6/26/2015-6/26/2015 Validated Data | Delete | Galos [ Comp
—
|DLA E| | <= Add This Entitlement ‘

(== ——] [==]| == [l ]| = |




Select “Reimbursable” tab if applicable and “Accept Changes”

TONO: [ 1215G85MIXMOD000 | Covered from:
Type of order: | PCS | to: 7/17/2015
What's Authorized ‘ Itinerary Constructed Hinerary Reimbursables
N

%l Add | Edit Trip Expenses

) (s === N

You can check your computations:

Type of order: | PC3 | Covered from: to: 11772015
Type of Settlement |Periz [~] Type of Partial: |Not a Partal [~]
Remit To Transactions Entitlements Computations Financial Remarks
R Total Entitlement 841.72
[ peswen [ Tew ] Deductions T m
Memb/Emp PCS Per Diem 4200 . —
Partial Payments 0.00
Memb/Emp Transportation 55200
Memb/Emp MALT 3772 Amount Payable 84172
Advances 0.00
Method of Payment| I T M~ |

Due Employee

Split Payment 0.00

Computed Spit

Enter amount in Split Payment field to pay

Apply Advarces |

This request may require constructed travel so that the amount computed may nate

oo | [t | [ e e e || s || comen || e |




After using the financial tutorial to enter your financial info according to your orders

Type of order: | PCS | Covered from: to: 772015
Type of Settlement |Parja| |Z| Type of Partial:
Remit To Transactions Entitl nt Ci
EEE—
Travel Not Performed. [ | Effective Date:  &262015
Edit | Enroute PCS Travel G26/2015-6/28/2015 Validated Data Dielete | Cales | Comp
| ] ‘ <= Add This Enfitiement ‘
== == = ==
N

Save your claim, review reimbursables to ensure accuracy, certify them and send to your AO

——————— ey <]

— o: [ 7A7R015 ]
8 Partial :

Remarks

Total Entitlement
Deductions
Partial Payments
Amount Payable
Advances

Due Employee
Split Payment
Computed Split

. earz

oo

oo
84172

D.00

4172

0.0

Enter amount in Split Payment field to pay

GTCC

B/29/2015 AIRFARE-TRAIN-BUS EXPENSE 562.00
Financial
‘ Certify ‘ ‘ Later ‘ ‘ Cancel ‘ ‘ Help ‘
]
S 3
2
Apply Advances
This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed
[t [t ] [ore e

[ ][ save ][ come [[ v |




Alaska Ferry - 1 POV
PCS Alaska with 1 POV AMHS Input home address at new PDS

Type of order: Covered from: to: [ /162015

Remit To T i il C i Financial Remarks

* Address 1: KODIAK BEAR DRIVE

Address 2:

“ City:  KODIAK

*Country/State: |AKALASKA =
’ Zip: 88615

Next Manage Images | Receipts || SAVE || ‘Cancel H Help |
Under “Entitlements” tab select “Add This Entitlement”
Remit To Transactions Entitlermernts Computations Financial Feemarks.
Traval Not Parfarmed [ Effective Date: 8252015

Enroute PCS Travel

Select Member’s name and click next

TONO: [ 1215G850K2AK0000 | Covered from: 1/5/2015
Type of order: | PES | to: 1M15/2015
What's Authorized ‘ Itinerary Reimbursables
Owner operator of POV Mo MALT  Number of cars authorized 1

Who Being Paid

GREEN (Member)




Under “Itinerary” Select “Greater than or equal to 24 hours”

View: Traveler

LANTERH, GREEN Enroute PCS Travel
TOMO: [ 1215GB50KZAK0000 | Covered from: 1/5/2015
Type of order: | PCS | to: 1/15/2015

What's Authorized Itinerary Reimbursables

INNE R R e iz Ml Greater than or equal to 24 hourJid

- Trans Duty Local? " Embark? Who Else Traveling
‘D’“’ Location i on | Day | BL | Mathoa | -od0m4 Meals AE% Lodging Taxes Miles

Enter Departing Unit; when Arriving in Bellingham Washington select AT to signify awaiting Alaskan Ferry,
“Accept Leg” once reviewed for accuracy

LANTERN, GREEN : View: Traveler
TONO: 1215GE50K2ZAK0000 Itlnerary
" Trans Duty Local? . Embark? ‘Who Else Traveling
Lo ‘ ‘ EEET Reason ‘ Day ‘ e ‘ Method ‘ Lodging ‘ Meals ‘ AE% Lodging Taxes Miles ‘ |
Departure Date Departurs Lo.c:ation (click to edit) Method of Reimbursement: Daily Ldg Cost
e [OKlahoma City, OK, Oklahoma ] s Local
01/05/2015 j
Method of Transportation: s Embark LEERE T
= Emba 2
9] Duty Day PA - Private Auto S
ging Type:
Arrival Location (click to edit)
Amval Date: Eellingham. WA, Whatcom
01/09/2015 _:] Feason for Stop:
AT - Awaiting Transportation Meals Type:
Duty Day IMiles:
2078
| Accept Leg | | Cancel Changes |

Enter Next leg of travel and arrival date to destination in Alaska use AF to designate AMHS.
**NOTE: when AF ifs selected TPAX should automatically check “Is Embark”

Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
Departure Date = -
Bellingham, WA Whatcom Iz Local
01M201s j
Method of Ti riation:
etho ransportation Lodging Tax:
Duty Day AF - Alaskan Femy System [=]
Lodging Type:
Ammival Location (click to edit)
Arrival Date: [Kodisk_ AK ALASKA, Kodisk Island. |
017142015 4| Feason for Stop:
[C - Mission Complete &) Mesls Type:
Duty Day Miles:
Accept Leg ‘ | Cancel Changes




Review itinerary and if correct, “Accept Changes”

LANTERN, GREEN : View:  Traveler
TONO: 1215G850K2AK0000 Itinerary
- Trans Duty Local? - Embark? Who Else Traveling
TEE STELE Reason| Day | '°U |Method|"®%®"™| Meals |AE% Lodging Taxes Miles
1552015 |DEP | Okishoms City, OK_ OKlahoma PA - Edit
1/82015 |ARR |  Belingham, WA Whatcom AT Lop Insert | %
1102015 |DEP |  Bellingham, WA Whatcom AF Edit
1142015 |ARR | Kodiak, AK, Kodiak Island Borough | MG NLG Insert| 0%
| Accept Changes | | Cancel Changes | | Help |

Review overall Travel. If reimbursables need to be claimed enter them in “Reimbursables” tab. Reimbursables
include Ferry receipts, tolls and any receipt for claimed items over $75.00. Use the manage Images function to
add these items.

LANTERHN, GREEN

View: Traveler

Enroute PCS Travel

TONO: | 1215GB50K2AK0000 | Covered from: 1/6/2015
Type of order: | PCS | to: 1/158/2015
What's Authorized tinerary Constructed Hinerary Reimbursables

Duration of travel:

Greater than or equal to 24 hours =

5 Trans Duty Local? _ Embark? Who Else Traveling
ats LEEnT Reason Day '°- mMetnoa L9990 yeqe AE% Lodging Taxes Miles

Oklahoma City,

1/5/2015 | DEP OKLAHOMA, PA

1192015 | ARR Belingham, AT LOP [0 ][ eoo |[ eoo ][ 2078 |
WASHINGTON

1102015 | DEP wﬂﬁﬂ'@f& AF

11412015 | ARR | e aLaska | MC NLG [0 J[ oo J[ eoo ][ o ]

‘ Add | Edit Trip Hinerary
‘ Back H Next ‘ ‘Exoeptions Occasionals ‘ADDeptChanges ‘ Cancel H Help ‘

Check the Computations Tab to ensure all expenditures have been added and the calculations are correct

LANTERN, GREEN View: Traveler
TONO: 1215G850K2AK0000 Settlement Request
Type of order: | PC5 | Coveredfrom: [__1/5R2015 | to: [_1M5R2015 |
Type of Settlement Type of Partial:
Remit To T E C 1 Financial Remarks
Total Entitlement 1.431.84
Desoription Tet=l Deductions 0.00
Memb/Emp PCS Per Diem 854.00 .
Partial Payments 0.00
Memb/Emp MALT 477.04
Amount Payable 1,431.84
Advances 0.00
Method of Payment | [ETE T I~ |
Due Employee 1.431.94
Computed Split
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




Add line of accounting as per the tutorial. Add any comments in Remarks as needed. Certify any expenses as
needed and release claim to AO

LANTERN, GREEN View: Traveler
TN 121 Settlement Request
Type of order: | PCS | Covered from: 1152015 to: 115/2015
Type of Settlement | Farii= Type of Partial: | Motz Partiz
Remit To Transactions Entitlements Computations Financial Remarks
DbiCr Classification String Amount
Db 1215G850K2AKD00D 2 P 501 295 21 D RA 73040 2100 1431594
 AddModify Accounting
| Back ‘ ‘ Next ‘ | Manage Images ‘ ‘ Receipts ‘ ‘ SAVE | ‘ Cancel ‘ ‘ Help |

PCS with TDY Enroute (TEMDU)

C Schools
Member only -- TDY Enroute (TEMDU)

For the purposes of this Example the TDY TONO and TPAX Claim were created first. We will focus on the
PCS claim with the TDY already created.

TPAX will inform you that the PCS TONO may conflict with the TDY TONO, accept it in order to create
settlement.

Message from webpage

4% This order may everlap with order(s): 11155INE39990000,

@ 1115F85545450000, 1115G85TES363000, 11145GE5FFFFFO0D,
1115G85FESGO0000, 1115G85YYTTWED0D, 1115G85ASPMMO000,
1115GESYARDO0O00D, 1115GE5PLAMENDQ0, 1115GE5BOATHO000,
1115GE5BTSMHS5000, 1115G85RDPD00000, 1115GE5PROXIN000,
1115G85REDIED000, 1115G85YARDDO000, 1215GE5AKHIN0000

Do you want to save anyway?




Input home address at new PDS

Type of order: | PCS | Covered from: to:
Type of Settlement | F=rial |~ | Type of Partial: |Not a Partial [~]
Remit To Transactions Entitlements Computations Financial Remarks
* Address 1: 270 CG STREET
Address 2:
* City: PORTSMOUTH
* Country/State: | VA VIRGINIA (=]
Zip: 23709 |

Go to “Entitlements” tab and select “Add This Entitlement”

Type of order: | PCS | Coveredfrom: [ 322015 | to- [ 4172015 |
Type of Settlement | ~=ri= |~ | Type of Partial: | ot 2 Partial [~]
Remit To Transactions | | E nhﬂenﬂms ....... Computations Financial Remarks

Travel Mot Performed:

Effective Date:  22/2015

| Enroute PCS Travel <= Add This Entitlement

=]

Manage Images

Receipts SAVE Help




Indicate “Owner operator of POV” if authorized by orders and used. Also indicate who is being paid. In this
scenario it is member only.

TONO: [ 1215G8STEMDU0000 | Covered from:
Type of order: | PCS | to:
What's Authorized Itinerary Reimbursables
Owner operator of POV Mo MALT  Number of cars authorized 1

Who Being Paid

GREEN {Member)

Under “Duration of travel” select “Greater than or equal to 24 hours”

TONO:- [ 1215GB5TEMDU0000 | Covered from:
Type of order: | FCS | to
What's Authorized Itinerary Reimbursables
Duration of travel: (ST

Add | Edit Trip Hinerary




BEFORE YOU ENTER THE PCS ITINERARY SCREEN: Ensure your dates of departure and arrival

are correct and authorized by your orders. In this Scenario, the TDY TONO was already entered. DO

NOT include the TDY travel dates in the Itinerary. Select the “From” date as the last day the member
was at the old unit.

The below screenshot is the TDY trip that was previously entered. DO NOT INCLUDE THIS TRAVEL
IN YOUR PCS CLAIM.

- View: Traveler
LANTERN, GREEN Temporary Duty Trip
TONO: | 1115G85ASPMMO0000 | Covered from: 3/9/2015
Type of order: | MNormal | to: 3162015
What's Authorized tinerary Reimburzables

Duration of travel:  Greater than or equal to 24 hours

Trans Duty Local?

DL Lodging Meals AE% Lodging Taxes Miles

Date Location Reason Day Method

3/9/2015 | DEP | Topeka, KANSAS | TP
3/9/2015 | ARR | San, CALIFORNIA | TD LOP ca cw | o ][ oo |[ om0 [ o ]

3/16/2015 | DEP | San, CALIFORNLY | TP
316/2015 | ARR | Topeka, KANSAS | MC NLG [ o |[ owo |[ ooo J[ o ]

The below screenshot is the PCS trip that DOES NOT inlcude the ablve TDY travel.
**NOTE THE DEPARTRUE DATE IS PRIOR TO THE TDY, THIS DATE IS THE LAST DATE
THE MEMBER WAS AT THE PREVIOUS PDS.
Loz Enroute PCS Travel Ve TEEr

TONO: | 1215GBETEMDUO00D | Covered from: 3/2/2015
Type of order: | PCS | to: 4/1/2015

What's Authorized Itinerary Constructed inerary Reimbursables

Duration of travel: |[EEEEEGENRETEFEPER LTS

. Trans Duty Local? . Embark? Whao Else Traveling
i L= Reason Day '°- |Method | -o09N9 “y e AE% Lodging Taxes Miles
3122015 | pEp | 1OPSKE, KANSAS
Portsmouth,

4112015 | ARR VRGHIA MC NLG [ o [ eoo [ ooo [ 1222 |

‘ Add | Edit Trip Itinerary

If your itinerary is correct, click “Accept Changes”




Go to the “Computations” tab and check your calculations and dates for accuracy

Type of order: | PCS | Covered from: to:
Type of Setilement |Fari= [+] Type of Partial: |not & Paril [~]
Remit To Transactions Entitlements Comp i Fi ial Remarks
Total Entitlement 7O7.08
[ osson T Twa ] Deductions T
Memb/Emp PCS Per Diem §16.00 . —
Partial Payments 0.00
Memb/Emp MALT 251.06
Ameount Payable TET.08
Advances 0.00
Method of Payment | Direct Deposit -]
Due Employee TET.08
Apply Advances ‘ Split Payment 0.00
Computed Split 0.00
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

Go to the “Financial” tab and “Add/Modify Accounting” to enter your line of accounting (see financial

tutorial)
Type of order: | PCS | Coveredfrom: | 322015 | to | 412015 |
Type of Settlement | F=ri2! |~ | Type of Partial: |Not = Partial [~]
Remit To Transactionz Entitlements Computations Financial Remarks

‘ O 1215GASTEMDU000D 2 P 501 295 21 0 RA 72040 2100 T97.06

Add/Modify Accounting




In the “Remarks” tab include your TDY TONO

LANTERN, GREEN View: Traveler
TONO: 1215GE5TEMDUO000 SEl'ﬂEI'I'IEHt REqUESt
Type of order: | PCS | Coveredfrom: [ 322015 | to: [ 4172015 |
Type of Settlement Type of Partial:
Remit To Tranzactions Entitlements Computations Financial Remarks

Voucher Remarks:

TDY WAS USED IN CONJUCTURE WITH THIS PCS g
TONQO 1115G85ASPMM0000]|

Back Manage Images Receipts SAVE Cancel Help

Certify any expenses and release claims to your AO

LANTERN, GREEN T-PAX Inbox ees e -
Load Test
[Reservations] [Regulations] [Currency]
Profile and History = Create New= Tools» Helps Logout
LANTERN ENTereg Portsmouth S797.0 ~
|:| 1215GE5TEMDUOO00 Seftlement | 322015 | 41/2015 PCS ' into T- | &28/2015 | Traveler 100217370 X
GREEN K. PAX WA (est)
Entered

c
(& 1115G85ASPMIMO000 Settlement | 3W2015 | 3(16/2015 | Normal LANTERN, into T- | 47/2015 | Traveler| San, CA | 1100216851 $5322
| GREEN K. (est)




PCS with NO or Limited Reimbursement

Home to 1st Duty Station (Cadets) (Direct Commission

Cadet- Home to First Duty Station

Enter home address at new PDS

Remit To Transactions Entitlements Computations Financial Remarks

* Address 1- 15 MOHEGAN AVE

Address 2-

* City: |MEW LONDON

*Country/State: | CT CONNECTICUT =]

*

Zip: De320]

Select “Add This Entitlement”

Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed [7] Effective Date: 21052015
Enroute PCS Travel [~] <= Add This Entitiement

Enter in the itinerary — Members can either drive , fly, take a train or bus.

WHIZ, GOLLY i View:  Traveler
TONO: 1216G85PRACDTO00 Itinerary

Dat ti Trans Duty Local? Lodgi Embark? ‘Who Else Traveling
“L ‘Reaaon‘ﬂay|ml"lleﬂmd‘ ‘ Meals AE% Lodging Taxes Miles “
Departure Location (click to edit) Method of Reimbursement: i
Departure Date P { Y Ty liy G
Manassas. WA, Manassas |:| Iz Local
ez
Method of Transportation: X
- |:| Iz Embark Lodging Tax:
Duty Day PA - Private Auto [=]
Lodging Type:
Arrival Location (click to edit)
Arrival Date: HS Coast Guard Academy. CT. Ne...
080015 4 Reasonfor Stop:
MG - Mission Complete [=] Meals Type:  M&IE: 61.00
D Duty Day Miles:
3585

Accept Leg Cancel Changes




Once you have input the itinerary and reimbursable expenses, check the “Computations” tab

Remit To Transactions Entitlements Computations Financial Remarks

Total Entitlement 217.55

2EEETEIEY 17 Deductions 0.00

Memb/Emp PCS Per Diem 128.00 .

Partial Payments 0.00
Memb/Emgp MALT 88.55

Amount Payable 217 55

Advances 0.00
Method of Payment | [BIERERE (o (=]

Due Employee 217.55

Apply Advances ‘ Split Payment 0.00

Computad Split

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

Input line of accounting, upload images and save claim

Remit To Transactions Entitlements Computations Financial Remarks
DbiCr Classification String Amount
Db 1215G35PRACDTOOD 2 P 501 289 21 0 RA 72040 2100 217.55
Add/Madify Accounting |
| Back H Next ‘ ‘ Manage Images | | Receipts ‘ ‘ SAVE | | Cancel | ‘ Help ‘

Boot Camp to “A” School

Member Only — Boot Camp to “A” School

Ensure Travel Order Information indicates correct PCS type

View: Traveler
000, SCRAFPY Travel Order ravel
* Grade/Rank " Order Number(s): " Type of Order:
E = [@iscesisoTvomn [FCs =

Description What's Authorized Remarks

= Type of PCS | Boot Camp to A" Sehool =1
* lssue Date DB/D1/2015 i
Trip Name: |
" Detach Date 06262015 G|
Issuing Organizafion [7947400
Paying Organization [7547300 * Report Date [07/0612018 E
Group Travel —
Funds [Cosst Guard =1
* Crigin [Eape May. NJ, Cape May |
* Destination [Boston, MA, Sufiolk ]

- =] e | [Com ][]




Notice all entitlements on the “What’s Authorized” screen is blank — there is no entitlement

* Grade/Rank * Order Number(s). Type of Ordsr
E_—= [T215GE515 1D TY00D
il e
= ship POV Ene = Emergency TLE
o Frocesatine [ separate COT Travel

Pk Goc

Update home address for new PDS

T i Comt o [CEEBIET]
Type of Sewament [wis El Trpe ot Partist [Farew B

| R

Select “Add This Entitlement”

Typeoforder: [ PGS ] Covered from to

Type o 1 TypoofPariat
Remito jons | e | Computstions  Fincal | Remaks
Travel Not Performed:— Effective Date:

[Enroute BCS Travel =l ;‘

[ oot [ e | [merce s | [P |[ she [[[men [[ W |




Enter in the number of cars traveling and who is traveling

View: Traveler
it Enroute PCS Travel

TONO: 1215G851STDTY000 Covered from 6/26/2015

Type of order. PCS to: 7612015
What's Authorized Itinerary Reimbursables
7 Owner cperator of POV " NoMALT  Number of cars authorized [1
Who Being Paid
‘ Accept Changes | | Ccancel | | Help ‘

Enter in the itinerary — Members can either drive (if someone brought them their vehicle) or fly to get to “A”
school

DOO, SCRAPPY H View: Traveler
TONO: 1215G851 STDTY000 Itl nerarv
_ Trans Duty Local? = Embark? Who Else Traveling
fatz ‘ | Location | Reason | Day | 1ot | Method | “cdind | Meals | AE% Lodging Taxes Miles | |
Departure Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
s |Gape May, HJ. Cape hay ™ is Local | = [ 0
ID&?EDMS j
Method of Transportation: WeErEr I— LT T
3 Emba 0 -
I Duty Day | PA - Private Auto =l Logeina = =
qing Typs: -
Amival Location (click to edit) —'I
Arrival Date [Boston, Ma, Suffolk ]
7062015 -4 Reason for Stop
BIC - Mission Complcie I8 Weals Type:
I Duty Day CM - Commercial Meals = || Miles:
68
| Accept Leg | | Cancel Changes

Once you have input the itinerary and reimbursable expenses, check the “Computations” tab

DOO, SCRAPPY View: Traveler
NG 42156051 STDTY000 Settlement Request
Type of order Covered from: [ 6/26[2005 | to: [ 762015 |
Type of Settlement |Partial =| Type of Partial:
Remit To Ti Co Financial Remarks
Tatal Entitlement 21387
Description Totsl Deductions 0m
Memb/Emp PCS Per Diem 128.00 .
= Partial Payments 0.00
Memb/Emp MALT 2487
Amount Payable 21387
Advances 0.00

Method of Payment SRR ECT AN = |

Apply Advances

Due Employee
Split Payment
Computed Split

Enter amount in Split Payment field to pay

GTCC

This request may require constructed travel so that the ameunt computed may not equal the actual amount reimbursed

‘ Back || Next | ‘ Manage Images

| Receipts H SAVE || Cancel H Help |

Select “Apply Advances” if member received one



Input line of accounting, upload images and save claim

Type of order: | PCS | Covered from: 6/26/2015 to: 7/6/2015
Type of Settement Ty of Pariat

Remit To H Transactions H Entitiements H Computations || Financial || Remarks |

Db 1215G8515TOTYO0D 2 P 501 255 21 0 RA 78045 2104 21387

BT (e | [Tt ][ et [ v ]

Mixed Mode PCS to a Ship (Chasing the boat)

0ld PDS to New PDS Home Port

Old PDS to New PDS Home Port
Change home address to New PDS

Member going to Cutter in Key West

Type of order: | PCS | Coveredfrom: [ B/1922015 | to: [ 6/30/2015 |
Type of Settlement | Faris [~ Type of Partial: |riot 2 Pariial [~]
Remit To Transactions Entitlements Computations Financial Remarks

* Address 1- 444 SE QUINCY 5T

Address 2:

* City: TOPEKA

*Country/State: |KS KANSAS

Zip:




Under “Entitlements” tab select “Add This Entitlement”

| Covered from: 6/19/2015 to:

Type of order: |

Type of Settlement |Farial [+] Type of Partial: | ot a Partial [~]
Remit To Transactions Entitiements @ Comp Fir Remarks
Travel Not Performed: ' Effective Date:  &r182015

| Enroute PCS Travel [v| | ==AdaThis Entitiement

BN [ e || s || ot || v |

Under the “Itinerary” tab select “Greater than or equal to 24 hours”

Toho [ TEEGRECLORDS00 |
Trpw of ot | PCS x|
Ty dgfhoriped Epary Bpariss patdry

Chatgion of raved  Fio g freswry ke edered v

sripc] bt el e b e dundlen of e 1ot

- —

I Radd | e T v vy I

|| ] B | | ETE




Ensure you have “Owner operator of POV” checked if driving POV

TONO: [_1215G850LDPDS000 ] Covered from:
Type of order: | PCS | ta:
What's Authorized Itinerary Constructed linerary Reimbursables
[¥Owner operator of POV [[IMNo MALT ~ Number of cars authorized 1
L ]
R ————————
Who Being Paid
PLUTO (Member)
El === N
S
Enter itinerary and check for accuracy

Depariure Location (click to edit)

Depariure Date
Topska, KS, Shawnee I= Local
06/18/2015 @ .
il : Is Embark
[V DutyDay | PA- Private Auto =]
Arrival Location (click to edit)
Arrival Date: [ey West. FL Monroe

OB27/2015  fd| Resson for Stop:
MC - Mission Complete

[Cputy Day

Method of Reimbursement: Daily Ldg Cost
| [~1 0
AE Percentage: III Lodging Tax:

[ o ]

Lodging Type:

| [~]

Meals Type:

[CM - Commercial Meals [=] ]| Miles:
1632

Topeka, KS, Shawnee

G27/2015 | ARR Key West, FL, Manros




Go to “Constructed itinerary” tab and check dates. Miles will auto populate according to DTOD

TONO: | 1215G850LDPDS000 Covered from:
Type of order: | PCS | to:
What's Authorized ‘ Itinerary Constructed Hinerary Reimbursables

Duration of travel: |[Eaailaa e ~

272015 |Key it FLORDA
L ] N

[ s J[ mem | [ecomtons || cessonss coeptcranges || cancat || wow |
E———

Go to “Financial” tab and follow line of accounting tutorial

Type of order: | PCS | covered from: [ BA%2015 | +to: [ B/E0R0I5E |
Type of Settlement |Parial [~ Type of Partial: |10t a Partal [~]
Remit To Transactions Entitlements Computations Financial Remarks
——
L]
[ s || et | [ aneg mages [ meceis || save || comeat || wop |
|



Save claim and certify expenses

Type of order: | PCS | Covered from: 6/19/2015 to:

Type of Settlement | P=risl [+] Type of Partial: | ot 2 Partial [~]
Remit To Transactions Entitlements Computations Financial Remarks
Db 1215G850L0OPDS000 2 P 501 299 21 0 TG 78045 2104 1,031.86

Release to AO

Entered =
- 1215GESPCSLOCO00 | Settlement | 8/5/2015 | 6/52015 | PCS DOG'TPLUTD intoT- | 8/28/2015 | Traveler H""’:‘_“’ad' 11002173860 ‘}:t)‘|:
) PAX
Entered )
1215G850LDPDS000 Settlement | 6/19/2015 | 6/27/2015 PCS DOG'TPLUTO into T- | 8/28/2015 | Traveler | Key West, FL | 1100217383 ’1'((:;:)'
PAX
Entered
] 1215G8SSAMPL3000 Settlement | 6/25/2015 | 6/26/2015 PCS DOG, PLUTO inte T- | 8/27/2015  Traveler| Sterling, VA | 1100217358 ferd
T fest)
PAX
Entered .
1215GESMIXMODODD | Settlement |8/26/2015 |6/26/2015|  PCS. DOG':LUTO intoT- | 8/2612015 | Traveler Was:;gmnn‘ 11002173851 ’?207
PAX -
< | m ] »

| [ [

Old PDS to New PDS ship underway

Change home address

Typeoforder. [ PGS ] Comredtom: o [0 ]

Type of | Pt [=] Type of Partial; |tiet n Parsal -

Foemit To. Finacial Rermarks

" Address 1; 500 THUMBG POINT
Address 2.
"Gty KEYWEST
* Country/State:; [P FLORIDA =

Zip: Ty

e | |




Under “Entitlements” tab select “Add This Entitlement”

Type of order: | [FEE | Covered from: [_G25120015 | to: [ BI242015 |

Type ofSetement ] Type f Pariat

Remit To Transactions Entitlements Computations Financial Remarks

EEEE——
Travel Not Performed [] Effective Date: 5252015

| Enroute PCS Travel E” <= Add This Entitiement

e |[vee |

oo ] [ | [nereotrces | v ][ sne ]

Indicate “Owner operator of POV” if authorized by orders and used. Also, indicate “Who is being paid”,
“Accept Changes”

TONO: 1215G85SHIPUNO0D Covered from:
Type of oder. to

What's Authorized Itinerary Reimbursables

QOwner operator of POV No MALT ~ Number of cars authorized 1

Who Being Paid

I
i
a

LUTO (Member)

[e] oo lee [ o |
A

Under “Itinerary” Select “Greater than or equal to 24 hours”

bt bt B e the durston o sl fos

than recarsd




Driving from Old PDS to home port of new PDS (in this scenario: boat is stationed in Key West)

Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
Departure Date

" o [Topeka KS.Shawnee | || [ClisLocal [LDP - Lodging Pius =] B
05/25/2015 m

Method of Transportation: )

Is Embark - ing Tax:
Duty Day |Pa - Private Auto [=1 AE Percentage: III Lodging
Lodging Type: :
Frmival Location (olck to 21 [ =]

Arrival Date: [Key West, FL, Monros

062015 4| Reason for Stop:
Meals Type:

Duty Day [cM - Commercial Meals [=1]] wites:

1682

‘AmeptLeg‘|CanwlCham‘

In this scenario: Boat is currently in Panama so traveling to Panama

5252015 | DEP Topeka, KS, Shawnes PA ]
Bi23/20M5 | ARR Key West, FL, Monroe AT D LOP |:| m
De e Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
[Key West_ FL. Monroe [ i Loeal [AE - Actual Expense Allow (ltemize) =] [i
062412015 @
Method of Transportation: )
Iz Embark - Lodging Tax:
DuyDay  |TP-Gowt Proc. Flane =] AEHeEae: (o] o ]
e —————— Lodging Type:
Arrival Location (click to edit) l EI
M. PANAMA CITY
Resson for Stop:
|MC - Mission Complete [=] Mesls Type:
CM - Commercial Meals [=1 ]| mites:
T Co ]
‘ Accept Leg ‘ ‘ Cancel Changes ‘
ﬁ_

Review “Itinerary” and “Accept Changes” if correct

/2502015 Topeka, KS, Shawnee

Bf23/2015 Key West, FL Monros D LDP Inserl
6/24/2015 | DEP Key West, FL, Manroe w | U Edit
/2412015 | ARR P, PANAMA CITY M | [ L] e Insert | °%!

Add|leg

| AcceptChanges | ‘ Cancel Changes ‘ ‘ Help ‘
EE——




Check “Constructed itinerary” (miles will auto populate)

TONO: | 1215G85SHIPUNOOO | Covered from:
Type of order: | PCS | to: 6/24/2015

What's Authorized ‘ Itinerary Constructed Kinerary Reimbursables

Duration of travel: |[EEiaficilge RN vl

6/23/2015 |Key West, FLORIDA

6/24/2015 | PANAMA CITY, .

Go to “Computations” tab and check for accuracy

Type of order: | PCS | Covered from: [ 5262015 | to: [ 6242005 |
Type of Settlement |P=riz |~ Type of Partial:
Remit To Transactions Entitl it Ci i F i Remarks
Total Entitlement 1,205.11
Deductions 0.00
Memb/Emp PCS Per Diem 81325 . —
Partial Payments 0.00
[ Memb/Ema MaLT | 335,38 |
Amount Payable 1,205.11
[ memmmeeea——————— ]
Advances 0.00
Method of Payment| LIS T A =]
Due Employee 1,205.11

Computed Splt
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

oo ] [t | [worse s s || sve || ot || v |




Go to “Financial” tab (use line of accounting tutorial)

Type of order: | PCS | Covered from: [ 5262016 | +to: [ 62472015 |
Type of Settlement | Pzl [~] Type of Partial: Mot a Partial [-]
Remit To Transactions Entitlements Computaticns Financial Remarks

= = = (==l o= L o= I = ]

Type of order: | PCS | Covered from: [ 5252015 | to- [ G/2472015 |
Type of Settlement | Faria! [+] Type of Partial: |not a Partial [~]
Remit To Transzactions Entitlements Computations Financial Remarks
(] 1215GE5SSHIPUNDO0 2 P 501 259 21 0 TG 78045 2104 1,205.11

[ oot | [t | (oo v || save [[ comn [[ wow |

Release to AO

Traveler -

Profile and
Entered | S
1215GES0LDPDE000 Settlement | 6192015 | 8/27/2015 PCS DOG,TFLLJTO into T- | 8/28/2015 | Traveler | Key West, FL 1100217363 ‘1'(2:)'[
) PAX
Entered
1215G85PCSLOCO00 | Sefflement | B/S/2015 | 6/5:2015 | PCS DOG'TF Lo into T- | 8/28/2015 | Traveler H°"'ﬁ‘°ad' 1100217380 ’1(:&‘;
) PAX
Entered |
1215G8SSHIPUNODD Settlement | S5/25/2015 | 6/24/2015 PCS DOG'.I_FLUW into T- | 8/28/2015 | Traveler | Key West, FL| 1100217364 ﬂéﬁ
PAX
Entered
1215GB5SANPLI000 Settlement | 8/25/2015 | 6/26/2015 PCS DOG, PLUTO into T- | 8/27/2015 | Traveler | Sterling, VA | 1100217358 33001
T (est)
PAX -
L m G

Release 10 A0 | Print || View  Modiy E
e ——




0Old PDS underway to Home Port to New PDS underway

Old PDS underway to Home Port to New PDS underway

Enter home address at new PDS

Type of order: | PCS | Coveredfrom: [ B/T2015 | to: [ 6/30/2015 |
Type of Settlement |Parjsl E| Type of Partial: |No'. a Partial |Z|
Remit To Transactions Entitlements Computations Financial Remarks
* Address 1- 444 SE QUINCY 5T
Address 2:
" City:
* Country/State
Zip:
[tent ] [ e s [oecome [[ s [ comat || e |

Under “Entitlements” tab select “Add This Entitlement”

| Enroute PCS Travel

B

Type of order: | PCS | Covered from: 6712015 to:
Type of Settlement |F'ﬁn'sl EI Type of Partial: |ND'. a Partial El
N . - E Commutatons — .
Travel Not Performed [] Effective Date:  &m/2015

<= Add This Entitlement

[ oo | [ et | [ e mees |

[ e || s || coen || ren |




Indicate “Owner operator of POV” if authorized by orders and used. Also, indicate “Who is being paid”

TONO: [ 1215G850LHPTNO00 | Covered fram:
Type of order- | PCS | to:
What's Authorized ‘ Itinerary Reimbursables
L]
Owner operator of POV Mo MALT  Number of cars authorized 1
e

Who Being Paid

PLUTO (Member)

[ e ] oot || coce || v |

Under “Itinerary” select “Greater than or equal to 24 hours”

= CEEEET]

et evhubi bt chin ket T dud ez o T Iod

T vk

| e |

[ =] [2emsvoumens || omen. || o |




Enter itinerary as you did your travel. In this scenario: Boat is in Cordova, AK and new PDS boat is in Panama.

TP used

from AK to Seattle.

DOG, PLUTO z View: Traveler
TONO: 1215G850LHPTNOOD Itlnerary
" Trans Duty Local? = Embark? Who Else Traveling
Date ‘ ‘ Locatior ‘ Reason ‘ Day ‘ bt ‘ Method ‘ ~HLT ‘ Meals ‘ AE% Lodging Taxes Miles ‘
Departure Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
we [COrdOvE, AK ALASKA Valdez-Cor... I= Local
06072015 _:]
Method of Transportation: DI Embark T
= Embal
Duty Day TP - Govt. Prac. Plane =] S
e ——— ging Type:
Aurival Location (click to edit)
Arrival Date: [Beattle. WA King
DBIOTI2015 j Reason for Stop:
[AT - Awaiting Transportatio [=] Meals Type:
B Duty Day Miles:
‘ Accept Leg ‘ ‘ Cancel Changes ‘
[ —

In this scenario: Member will drive to new PDS home port before flying to boat underway.

DOG, PLUTO = View: Traveler
TONO: 1215G850LHPTNODD Itlnerary
- Trans Duty Local? a Embark? Whao Else Traveling
R ST Reason| Day | '°- |Method| "% | Meals | AE% Lodging Taxes Miles
Cordova, AK, Valdez-Cordova
672015 DEP TP
BT2015 | ARR Census Area AT P [ O ][ 000 ]
Seatle, WA, King T ]
Departure Date Departure Lcca.tlon (chick to edit) Method of Reimbursement: Daily Ldg Cost
v [Geaiilie, WA_King [Cie Locat
06082015 _:]
Method of Transportation: [Flis Embark Lt e
[ puty Day P - Private Auto [=]
Lodging Type:
Arrival Location (click to edit)
Arrival Date: [Key West. FL. Monroe
0220 _:] Reason for Stop:
AT - Awaiting Transportatio [=] Meals Type:
oy Day  ex—— Miles:
3492
‘ Accept Leg ‘ ‘ Cancel Changes
HH 13 7
Once itinerary entered select “Accept Leg
DOG, PLUTO i View: Traveler
TONO: 1215G850LHPTNOOD Itlnerary
. Trans Duty Local? _ Embark? Who Else Traveling
Date Location Reason| Day | ' |Method|"%"""| Meals | AE% Lodging Taxes Miles
- Cordova, AK, Valdez-Cordova
gﬁ:gfg EIE: Census Area FI’ [ 0 ][ oo0 |
- Seattle, WA, King LoR [0 ]
B/8/2015 | DEP Seattle, WA, King BA
62212015 | ARR Key West, FL, Monroe AT LDP
Departure Date Departure Location (click to edit) Methed of Reimbursement: Daily Ldg Cost
- [REY WWest, FL, Monroe ] Is Local
06232015 j I —— i
= ransportation: D s Embark Lodging Tax:
[ Duty Day TP - Gowt. Proc. Plane
Lodging Type:
Aurival Location (click to edit)
Arrival Date: [PANEMA, PANAMA CITY |
DEZAA01E j Reason for Stop:
MC - Mission Complete =] Meals Type:
D Duty Day Miles
Accept Leg ‘ ‘ Cancel Changes
aEEE———




Check you

r itinerary for accuracy

&7I2015 Cnrdmac.iﬁ Vafrez Cordova
E/7/2015 s s Insert
Seattle, WA, King il LDP
&B2M5 | DEP Seattle, WA, King pa | [J ] Edit
GI222015 | ARR Key West, FL, Monroe A O LoP L] Insert | %!
61232015 | DEP Key West, FL. Monroe w | O Eait
6232015 | ARR P, PANAMA CITY Mc | [ S Inzert |08
Add|leg
| Accept Changes | ‘ Cancel Changes ‘ ‘ Help ‘
e —

Go to “Constructed Itinerary” the miles will auto populate

TONO: [ 1215G850LHPTNO00 | Covered from: [ 6/7/2015 |
Type of order: | PCS | to:
What's Authorized ‘ Itinerary Constructed Rinerary Reimbursables

Duration of travel:

Greater than or equal to 24 hours

6772015 | Sealle, WASHINGTON L ]
6/22/2015 | Key West, FLORIDA 3492
oot paauacry.. E

| ek ||

EN

= == |

=l e= =]

Select “Accept Changes” if everything is accurate. It will bring you to this screen

Type of order: IIl Covered from: B/712015 to: 6/30/2015
P E— . ot N

Travel Not Performed [

Effective Date:  &r72015

Edit| Enroute PCS Travel 67/2015-612312015 Validated Data | Delete | Cales | Comp
‘DLA E” <= Add This Entitiement
E T [rewe |[[ s [[ ot ][ w0 |




Go to “Financial” tab and follow line of accounting tutorial

DOG, PLUTO View: Traveler
NG 12156850LH Settlement Request
Type of order: | PCS | Covered from: [__BM20IE | 1o [ BB02015 |
Type of Settlement Type of Partial
Remit To T i I C i Financial Remarks
e
Db/Cr Classification String Amount
| Back || Next | | Manage Images | Receipts ‘ | SAVE | | Cancel | ‘ Help |

Release to AO after saving
DOG, PLUTO T-PAX Inbox View: Traveler -

Load Test

[Reservations] [Regulations] [Currency]

Profile and History »  Create New» Tools» Help»

Typeof  Start Auth. Status | i -
e Request Date EndDate Category CreatedBy o Status  Cpi S Origin Arrive At Requestid Amout
s DOG, PLUTO Entered $1.205.]~
e— iV 1215GBSSHPUNDOD | Seflement |S/25/2015 6242015 PCS i ntoT- | szBo01s | Traveer| Koy vest FL 11noziisss 120
L o y L
Entered |
]| 1215G3S0LDPDS000 | Setflement |619/2015 62712015 PCS D“G-TP“”“ intoT- | 8282015 | Traveler | Key West, FL | 1100217383 51[2:
: PAX )
D0G, PLUTO Entersd Homestead $135.4
[7] | 1215G85PCSLOCO00 | Sefflement | G/5/2015 | 612015 | PCS g intoT- | 8/28/2015 | Traveler 100217360 3122
T PAX FL (est)
Entered
=} 1215G8SOLHPTNOOD Seftlement | 8/7/2015 |8/23/2015|  PCS DDG'TPL“T“ into T- | 8/28/2015 | Traveler | Seattle, WA | 1100217368 52‘(3;:?‘!
. hex ) =
< m v

Release to AD | Print | | View | Modify

Separation &/or Retirement - MUST be mailed into PPC for manual processing

Separation and Retirement PCS claims must be mailed via 1* Class Mail to PPC for manual processing. This is
because the MC date will be after the member leaves the CG unit and will no longer have access to TPAX and
the traveler TPAX account will be locked to prevent unauthorized use.



Member and Dependent Travel
1) POV travel
a. 1POVallinsame car
b. 2 ormore POVs
i. Travel same days in different cars

ii. Travel different days in different cars

2) Travel via Commercial Air
a. CONUS - CONUS
b. CONUS - OCONUS
c. OCONUS - OCONUS
d. OCONUS - CONUS

3) Travel via Mixed Mode in CONUS

a. Fly/drive to first PDS

b. Gettingmarried enroute

C. Alaska Ferry - POV

d. Alaska Ferry with POV Shipment

4) PCS with TDY enroute (TEMDU)

a. CSchools

5) PCS with No/Limited Dependent Travel
a. Home to 1st Duty Station (Cadet) or (Direct Commission)
b. Boot Camp to “A” School

6) Mixed Mode to Ship (Chasing the boat)

a. 01d PDS to New PDS ship underway



b. 0Old PDS underway to Home Port to New PDS underway

7) Separation &/or Retirement

POV travel

1 POV all in same car
Member with Dependents
1 POV all in same car

Enter home address at new PDS

Computations Financial Remarks
* Address 1: 444 SE QUINCY ST
Address 2:
* City: TOPEKA
*Country/State: |KS KANSAS =]
' Zip: 88883

“Transactions” tab, this will show if you received an advance

Type of order: | PCS | Covered from: 71212015 to: 7152015
Type of Settlement |Pamal |Z| Type of Partial: |N|:|tnPﬂ'ﬁnl EI
Remit To Transactions Entitl it Co Financial Remarks

[ ook | [t | [ moremenes |




Go to “Entitlement” tab and select “Add This Entitlement”

Type of order: | PCS | Covered from: 71212015 to: T15/2015
Type of Settlement |Paltﬂ |z| Type of Partial: |NutuPﬂﬁnl El
Remit To Transactions Entitlements Computations Financial Remarks

Travel Not Performed: [7] Effective Date: 7272015

| Enroute PCS Travel [¢] | <=AdaThis Entitiement

You can also click on the drop down — you will see entitlements you set up in the orders

Travel Not Performed [7] Effective Date:  7/2/2015

| Enroute PCS Travel
{Enroute PCS Travel
TLE

4

| ‘ <= Add Thisg Entitiement ‘

EENEETE f-J

Indicate “Owner operator of POV” if authorized by orders and used. Also, indicate “Who is being paid”
What's Authorized inerary Reimbursables

Owner operator of POV Mo MALT  Mumber of cars authorized 1

Who Being Paid

JAMES TIBERIUS (Member)
MERAMONEE (Spouse)

KIROCK (Dependent) So b
MARANDA (Dependent)




Under “Itinerary” tab, enter departing and arriving locations with the appropiate dates.

Departure Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
— [San Pedro, CA, Los Angeles [T Locat [AE - Actual Expense Allow (emize) [~] 0
Method of Transportation: : .
Iz Embark Percentage: Lodging Tax:
[¥] Duty Day | PA - Private Auto : 2 0 -
Lodging Type: I;/
Arrival Location (click to edit) | EI
Arrival Date: [Southwest Harbor, ME, Hancaock
07M52015 d| Resson for Stop:
| MC - Mission Complete Meals Type:
Ilu'eray | CM - Commercial Meals [~ ] Miles:
Accept Leg Cancel Changes

“Accept Leg” if it’s accurate

722015 DEP San Pedro, CA, Los Angeles Edit
THEZOIS |ARR | Scuthwest Harbor, ME, Hancock O | e O | 219|?| 000 J[ 000 | Insert | PF!
Add Leg
Accept Changes Cancel Changes Help
What's Authorized Itinerary Constructed Hinerary Reimbursables

Duration of trave: [ EeAEHENGREAUNEEANGNSN -

Ti2IZ0S

TN52015 | Southwest Harbor, MAINE




If advances were receives select “Apply Advances”

Split Payment
— Computed Split

Enter amount in Split Payment field to pay
GTCC

Type of order: | PCS | Covered from: 71272015 to: 7152015
Type of Settlement |Partial I Type of Partial: [Not s Pariial
Remit To Transactions Entitlements Computations Financial | ‘ Remarks |
Total Entitlement
S N eductions
Memb/Emp PCE Per Diem 1,161.00 .
Partial Payments
Memb/Emp MALT 735.31
Deg Per Diem 232200 Amount Payable
Advances
Method of Payment | Direct Deposit i|
Due Employee

This reguest may require constructed travel so that the amount computed may not egual the actual amount reimbursed

‘I‘:lm:k H MNext ||Ilﬂnagelrrnges ‘ Receipts H SAVE H Cancel H Help ‘

Add/Modify line of accounting

Type of order: | PCS | Covered from: 7122015 to: 7152015
Type of Settlement |Partial i Type of Partial:
Remit To H Trangactions ‘ ‘ Entitlements ‘ ‘ Computations H Financial ‘ ‘ Remarks ‘

Db 1215Ga5BGRIST000 2 P 501 259 21 D RA 75040 2104 42183
rm-— =

‘BBEI( H Next thrmelmes ‘ Receiptz H SAVE H Cancel H Help ‘




Click Save and forward to AO

KIRK, JAMES TIBERIUS T-PAX Inbox View: [Traveler 5]

Load Test
[Reservations] [Regulations] [Currency]
Profile and History »  Create New = Tools» Helps Logout
Type of Start Auth. Status L ’
TONO Retuest Date | EndDate |Category| Created By oo | Stats Dat Origin | Arrive At | RequestID | Amount
KIRK, JAMES Entered Southwest 54218.31
1215G356GRIGTO00 Seftlement | 7/2/2015| 7/15/2015 | PCS TIBERIUS T mpt;;{'- 81132015 | Traveler| | o e | 1100217337 | =70
KIRK, JAMES 20217 578656
- 1115G85YERE34000 Seftlement | 6/8/2015| 610/2015 | Normal y Logged | 7/23/2015 | Traveler |Washington, | 1100217268 .
TIBERIUS T. oc (est)
Assigned §5.05
- 1114G84LCLIST000 Seftlement | 1/6/2010| 12232014 | Local to  [12/23/2014| Office 1100218601 | o
Examiner {
Release to AD ‘ ‘ Print ‘ ‘ View | Modify ‘
‘ Delete ‘ ‘ Help ‘

2 or more POVs
Travel same days in different cars
Travel Same Days in different cars
Member w/ dependents - 2 POVs traveling together — departing/arriving same day

Enter home address at new PDS

Remit To Transactions Entitlements Computations Financial Remarks

* Address 1- 444 SE QUINCY 5T
Address 2:
* City: TOPEKA
*Country/State: | KS KANSAS [=]

*

Zip: 88883




If you were issued an ADVANCE it will show here

Type of order: | PCS | covered from: 71212015 to: 7152015
Type of Settlement |Putlal |E| Type of Partial: |Nutanhl |E|
Remit Ta Transactions Entitlements Computaticns Financial Remarks
Back Next Manage Images Receipts SAVE Cancel Help

Under “Entitlements” tab select “Add This Entitlement”

Type of order: | PCS | Covered from: 71212015 to: 7152015
Type of Settlement |anl El Type of Partial: |Nutaniu El
Remit To Transactions Entitlements Computations Financial Remarks
Effective Date: 722015

Travel Not Perfarmed:

| Enroute PCS Travel E” <= Add This Entitlement

If you click on the drop down — you will see entitlements you set up in the order information screen

Travel Not Performed [7] Effective Date:  7/2/2015

Enroute PCS Travel = | <= Add This Entitlement

Enroute PCS Travel
TLE

“ﬂ cancel || hew |

[ oot | [t | [ e




Under “What’s Authorized” tab select “Owner operator or POV”, “Number of cars authorized” and
“Who being paid” (travelers)

In this scenario: Member authorized to drive 2 POVs
2 POVs departing/traveling same days

What's Authorized

itinerary

Reimbursables

[¥]0wner operatar of POV,

[C1No MALT

Mumber of cars authorized 1

Who Being FPaid

JAMES TIBERIUS (Member)
MERAMOMNEE (Spouse)
KIROCK (Dependent)
MARANDA (Dependent)

Select All

Unselect All

Enter Itinerary and “Accept Changes”

- Trans Duty Local? _ Embark? Who Else Traveling
Date Location 1IDL Lodging -
Reason Day Method Meals AE% Lodging Taxes Miles
Departure Date Deparure Location (chck to edit) Method of Reimbursement: Daily Ldg Cost
«=  [33N Pedro, CA Los Angeles | [Tis Lozal AE - Aztual Expense Allow (femize) o
070212015 j
Method of Transportation: [ )
|2 Embark : i Lodging Tax:
Duty Day PA _ Private Auto [*] B :
Lodging Type: 0
Arrival Location (click to edit)
Arrival Date: Eouthw&st Harbor, ME, Hanc ock |
0715015 4 Resson for Stop:
MG - Mission Gomplete Meals Typs:
Chd - Commercial Meals il es:
o]
AcceptLeg Cancel Changes
KIRK, JAMES TIBERIUS H View: Traveler
TONO: 1215GB5BGRIETO00 'tlnerary
. Trans Duty Local? . Embark? Who Else Traveling
.25 Socation Reason| Day | """ |Method|"°9®""9| Meals |AE% Lodging Taxes Miles
2205 DEP San Pedro, CA, Los Angeles PA r Edit
TM52015 |[ARR | Southwest Harbor, ME, Hancock MC MNLG | 219.'_(' sl | | Lo | Insert Ia
Add Leg
Accept Changes Cancel Changes Help




Go to “Constructed Itinerary” to review for accuracy. If you force in mileage in the above itinerary, the
system will only pay you the miles on this screen, this screen cannot be edited.

What's Authorized Itinerary Constructed Hinerary Reimbursables

Duration of travel:  EfSSIERMENONEAUSIBSOUSN ~

(722015 || 7152015 | Southwest Harbor, MAINE

Go to “Reimbursable” tab, for expenses over $75.00 you must have valid receipt.

Date Expense Description Claimed IBOP

Dep
UNITED STATES
ARFARE-TRAN-BUSEXPENSE = UNITED STATES

0722015 AIRFARE-TRAIN-BUS EXPENSE 0.00

-

Travel different days in different cars

Enter home mailing address at new PDS

[ o [ oo [ mion [ o] |

* Address 1- 444 SEQUINCY 5T

Address 2:

“C

ity: TOPEKA

*Country/State: | KS KANSAS [=]

Zip: 66653

“Transactions” tab, if you were issued an ADVANCE it will show here

Typeoforder [ PGS | Coveredfrom 71212015 fo: 7152015
Typeof Settement Type of Parta:

Remit To H T g H i H Ci || Financial H Remarks ‘

| ek || Mest | | Manage images |




Under “Entitlements” tab select “Add This Entitlement”

Type of order: PCS | Covered from: 1/25/2015 to: 8/21/2015
Type of Settlement | Parfial Type of Partial: | Net a Partial
Remit To Transactions Entitlements Computations Financial Remarks

Travel Not Performed:[]

Effective Date: 08M0:2015

Entitlement Type

Dates Encompassed

[ ]

Enroute PCS Travel

E| <= Add This Entitlement

Click on the drop down — you will see entitlements you set up in the orders

Travel Not Performed: [

Effective Date:

TI2i2015

Entitlement Type Dates Encompassed Status | | | |
Enroute PCS Travel <= Add This Entitlement
Enroute PCS Travel
TLE

‘ Back || Next ‘ ‘ hlanageinage-s‘

“ﬂ cancel || hep |

Under “What’s Authorized” tab select “Owner operator or POV”, “Number of cars authorized” and
“Who being paid” (travelers who drove on POV 1)

In this scenario: Member is authorized to drive 2 POVs departing/traveling different dates. We will do
member’s itinerary first (plus any dependents that travel w/ him/her on the same vehicle)

What's Authorized

Itinerary

Reimbursables

[¥] Owner operator of POV

Mo MALT  Mumber of cars authorized 2

Who Being Paid

MIRANDA (Spouse)
SAVEK (Dependent)
JAMES (Dependent)

Select All

Unselect All




Enter itinerary

= Trans Duty Local? Embark? ‘Who Else Traveling
m“Lmn‘Raason|Day‘mL‘m‘Lm‘mls‘ AE% Lodging Taxes Miles H
Departure Date Depfarture Location .(cllck to Edl[_,l. Method of Reimbursement: Diaily Ldg Cost
[Bolling AFB. DT, Dist of Columbia | [Tis Local 0
072015 ﬁ]
Method of Transportation: D .
Is Embark X Lodging Tax:
- DA - Privats Auto EI s bmbal AE Percentage: 0 aing
Lodging Type: a
Arrival Location (click to edit)
Armival Date: [Fort Bragg, CA Mendacino |
07252015 E] Reason for Stop:
MG - Mission Complete [~] Meals Type:
DDUT‘_.' Day CM - Commercial Meals IMiles:
2548
‘Who elseistravelingon  [MIRAMDA
this leg: SAVEK
JAMES
Review for accuracy
5 Trang | Duty Local? 2 Embark? Who Elze Traveling
b= LrEh Reason| Day | '°U |Method|"®99™®| “Meals |AE% Lodging Taxes Miles
=
TAS2015 | DEP | Bolling AFB, DC, Dist of Columbia BPA [ ]] Dh;:[TAT?A 000 | Edit Del
TI252015 | ARR Fort Bragg, CA, Mendocino MC NLG = = Insert
2949
Go to “Constructed Itinerary” and review for accuracy
What's Authorized itinerary Constructed tinerary Reimbursables
Duration of travel:  EfESERIENEREGIENGSNREIEN ~
Depart Date | Arrive Date To Location Auth. Miles
THS2015 Ti2542015 | Fort Bragg, CALIFORNLA 25945

Go to “Reimbursable” tab and enter any reimbursable you may have, “Accept Changes”

Date Description Claimed
752015 TOLLS FOR RDAE;E\R;DGES—TUNNELS— 35 55 Edit Delete

Was any airfare paid by a member's travel card. If paid by Government Account, do not
enter the airfare Add Expense

Accept Changes Cancel Changes Help

On the main screen under “Entitlements” tab, member can verify that the number of travel days are correct by
clicking “Calcs”

Remit To Transactions Entitlements Computations Financial Remarks
Travel Mot Performed Effective Date: aMomi201s
Entitlement Type Dates Encompassed Status

Edit | Enroute PCS Travel TMS20M5-7252015 ‘Valhdated Data Delete | Cales [ Comp




Member is authorized 9 travel days based on 2,949 miles

‘ Remarks ‘ | Done |

oing| FP 0.00 | 125.00 | 0.00
0inT| FP 0.00 | 125.00 | 0.00
07Ma| FP 0.00 | 12500 | 0.00
avMs| FP 0.00 | 125.00 | 0.00
0720 FP 0.00 | 125%.00 | 0.00
07i21| FP 0.00 | 12500 | 0.00
02| FP 0.00 | 12500 | 0.00
0723 FP 0.00 | 125%.00 | 0.00
07i24| FP 0.00 | 125.00 | 0.00

Total |1181.00| 0.00

Go to “Computations” tab to verify entitlements — This is still travel for member (plus any dependents that
travel w/ him/her on the same vehicle)

Remit To Transactions Entitlements Computations Financial
Description Total

Memb/Emp PCS Per Diem 1.161.00

Memb/Emp Transportation 2598

Memb/Emp MALT 878.27

Go back to “Entitlements” tab. We need to add another row “Enroute PCS Travel” and click on “Add This
Entitlement” to enter the dependents that traveled on the 2" POV

Remit To Transactions Entitlements Computations Financial Remarks
Travel Mot Performed Effective Date: 2r0:2015
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel THS205-FR25205 ‘Validated Data Delete | Cales [ Comp
Enroute PCS Travel (=] <= Add This Entitlement




Under “What’s Authorized” tab select “Owner operator or POV”, “Number of cars authorized” and
“Who being paid” (travelers who drove on POV 2)

In this scenario: Member is authorized to drive 2 POVs departing/traveling different dates. We will do
dependent(s) itinerary

What's Authorized

ltinerary

Reimbursables

[¥| Owner operator of POV

[CINo MALT  Mumber of cars authorized

Who Being Paid

1

- Select All |

Unselect All

**NOTE: Dependents have to depart and arrive on completely different dates than the member to get full PCS

POV entitlements.
Enter itinerary **DO NOT HIGHLIGHT MEMBER**
= Trans Duty Local? . Embark? ‘Who Else Traveling
Date Location R Day IDL Method Lodging Meals AE%  Lodai T Miles
Departure Date Dep.arture Location .[-: lick to Edll). Method of Reimbursement: Daily Ldg Cost
[Bolling AFB. DC, Dist of Columbia | s Locat 0
0312015 E
Method of Transportation: |:| _
- Is Embark AE Percentage: o Lodging Tae:
Duty Day PA - Private Auto =] 5
Lodging Type:
Arrival Location (click to edit)
Agrival Date: [Fort Bragg, CA, Mendocino |
0am0i20ts 4| Reason for Stop:
MG - Mission Complete =] Meals Type:
G - Commearcial Meals Miles:
o]
Who else is fraveling on  |Member
this leg:

ALTHOUGH IT SHOWS MEMBER HE IS NOT PAID - VERIFY ON COMPUTATIONS TAB

(IF HIGHLIGHTED IT WILL REDUCE DEPN ENTITLEMENT)

: Trans | Duty Local? — TEmbark? Who Else Traveling
e s Reason| Day | '°U |Method|"®%9™9| “Meals |AE% Lodging Taxes Miles
Member =
SMO2015 | DEP | Bolling AFE, DC, Dist of Columbia | PA o] Yooy | Edit | oy
8202015 | ARR Fort Bragg, CA, Mendotino MG MLG 535 = - Insert




On the main screen under “Entitlements” tab, you can verify that the number of travel days are correct by
clicking “Calcs”

Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel THSR20MS-7I252M5 “alidated Data Delete | Cales | Comp
Edit | Enroute PCS Travel SM 2 5-8F202015 “alidated Data Delete | Cales | Comp

Go to “Computations” tab to verify accuracy
In this scenario, member and dependent MALT should be same amount as shown below. However, if Member
and dependent are traveling from different locations, the MALT will be different.

Remit To Transactions Entitlements Computations Financial
Description Total

Memb/Emp PCS Per Diem 1.161.00

Memb/Emp Transportation 51.90

Memb/Emp MALT B78.27

Dep Per Diemn 281225

Dep. MALT B78.27

Per Diem will be different because it is spouse and children added together amount paid based on ages of
dependent child

Click back to “Entitlement” tab, you can add TLE and DLA in this screen by using the drop down menu and
selecting “Add This Entitlement”

Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed Effective Date:  &10/2015
Entitlement Type Dates Encompassed Status
Edgit | Enroute PCS Trawel THMS2013-Ti252015 “falidatzd Data Dielete | Calcs | Comp
Edit | Enroute PCS Travel BMD02015-8202015 Validated Data Delete | Cales | Comp
TLE E| <= Add This Entitlement

“Computations” tab shows total paid

]
Remit To Transactions Entitlements Computations Fil‘l
Description Total
Memb/Emp PCE Per Diem 1,161.00
Memb/Emp Transportation 51.80
Memb/Emp MALT 87827
Diep Per Diem 281225
Dep. MALT 878.27
DLA 381787
TLE 1,450.00




Go to “Financial” tab --- use line of accounting tutorial to enter this information

‘ Remit To H Transactions H Entitlements H Computations ‘ Financial H Remarks ‘
Db/Cr Clagsification String Amount
Dy 1215GE5TUGE33000 2 P 501 255 21 0 RA 75040 2100 11.985.66
Add/Modify Accounting
‘ Back H Next ‘ ‘ Manage Images | Receipts H SAVE H Cancel H Help ‘
From Date | To Date Description Amount ast Rrons TR
] 7112015 7102015 | TLE Lodging at Bolling AFB, DC for at least 1,750.00
72512015 | to: [ 8212015 |
i a Partial
Financial ‘ ‘ Remarks ‘
2 Amount
Certify Later Cancel Help g
0 RA 78040 2100 11,965.66{
| — || — | | —— | | Receipts || SAVE H Cancel || Help |

You must certify you know you have to have a valid receipt for your TLE expenses
Check the box and select “Certify”

Your PCS Claim is now ready to Release to your AO

SPOCK, MISTER T-PAX Inbox L,
Load Test
[Reservations] [Regulations] [Currency]
Profile and History = Create News Tools» Helps
TONO ;:qp:e‘:t f:t: End Date | Category| Created By ;ﬁ':;';l Status smu:; Origin | Arrive At |RequestID| Amount
Entered c
1215G85TUGE33000 Sefflement |7/1/2015|8/20/2015| PCS | SPOCK, MISTER into T- | 8/21/2015 | Traveler F””Cafgg' 1100217340 511('::;:"5'5
PAX !
Assigned w“ . c .
[ 1215G85YRTE28000 Settlement | 31142015 | 3a201s|  PCs to  |7r22015| Office “rﬁs';ggm”' 1100217305 (52'(;'35?;””’
Examiner !
‘ Release to AQ ‘ ‘ Print | | View | Modify ‘ Delete ‘ ‘ Help




PCS Travel via Commercial Air

**NOTE: When filling out the itinerary, use TP vs. CP to ensure you are getting the correct number
of travel days paid.

CONUS - CONUS
PCS CONUS to CONUS Air

Under “Entitlements” tab select “Add This Entitlement”

Type of order: | | Covered from: 6/2/2015 to: 612612015

Type of Settlement |F'ar.isl EI Type of Partial: | Mot a Partial El
Travel Not Performed [ Effective Date: &/2/2015

Enroute PCS Travel

[ || save ][ comat || noe |

Under “Itinerary” tab select “Greater than or equal to 24 hours”, enter itinerary

Dupabon of imwel. % bu Bsewy b ssiewd =

et sk B
[T T ey p————
o

| T TR R |
[ o] [ (e =]

**NOTE: Airfare CONUS to CONUS use CP (Commercial Plane). If the PCS travel was from OCONUS to
CONUS use TP (GOVT plane for overseas travel by air)



Verify Departure and Arrival Dates and “Accept Leg”

e wm Location (cll_;kin edit)
L & [BanDiego. CA SenDiege |
060212015 ﬁ
Method of Transportation:
Duty Day CP-G ial Plane =]

Arival Location (click to edit)
[Corpus Christi, T, Kieberg
Reason for Stop:
(=]

| MG - Mission Complete

[is Local

[Tlis Embark

Method of Reimbursement: Daily Ldg Cost
[AE - Actual Expense Allow (Itemize) =] [i
AE Percentage: III Lodging Tax:
Lodging Type: lII
Meals Type:  MS&IE: 46.00
[cM - Commercial Meals [=1 || mites:
[ o ]

‘mmm“mmm‘

Check your departure and arrival locations and dates. Then click “Accept Leg”

San Diego, CA, San Diego
ARR Corpus Christi, T, Kleberg

“Accept Changes” again after checking for accuracy

ToNO: [ 1215G85CONUSAD00 | Covered from:
Type of order: | Fes |
What's Authorized Hinerary Constructed Hinerary Reimbursables

(NI ol (=00 Wlll Greater than or equal to 24 hourdlRd

‘San Diego,
6i2/2015 | DEP | CALIFORMIA | CP 0O 0
632015 | ARR | Corpus Christ, | MC O NLG [ o J[ooo J[ ooo J[ o
TEXAS
‘ Add / Edit Trip Itinerary
[ = | = o= ==l L =

——




Ensure you have all Sato Airfare receipts, orders and any receipts over $75.00 attached in the Manage Images
(see Image tutorial)

Go to “Reimbursables” tab, select “Add/Edit Trip Expenses” if you need to add expenses

TOMO: [ 1215GB5CONUSA000 | Covered from:
Type of order. | PCS | to
What's Authorized ‘ Itinerary Constructed ltinerary Reimbursables
———

===

Add your expenses here

Date Expense Description Claimed BOP
08/02/2015  AIRFARE-TRAIN-BUS EXPENSE 543.00 UNITED STATES
AIRFARE-TRAIN-BUS EXPENSE b UNITED STATES -
Const. Leg
1 BI22015 BI32015 3an Diego, CALIFORNIA
Accept Expense Cancel Changes
Was any airfare paid by a member's travel card. If paid by Gowvernment Account, do not
enter the airfare
Help




To add new expenses, use “Add Expense” each time

B/212015 AIRFARE-TRAIN-BUS EXPENSE 543.00

1 Edit Delete

Was any airfare paid by a member's travel card. If paid by Gowvernment Account, do not

enter the airfare

Accept Changes Cancel Changes Help

Once completed “Accept Changes”

TONO: [ 1215GBACONUSADDD |

Covered from:

Type of order | Pes | to:
What's Authorized Itinerary Constructed inerary Reimbursables
822015 AIRFARE-TRAIN-BUS EXPENSE 543.00
822015 SATO-CTO-TMC SVC PROC FEE 2450

e [occarons

Go to “Financial” tab and follow Line of Accounting tutorial

Type of order: | PCS | Covered from: 61212015 to: 6/26/2015
Type of Settlement | Paria! | ~| Type of Partial:
Remit To Transactions Entitlements Computations Financial Remarks




Review and certify expenses when they generate

( %]
I | Frompate | TobDate | Description [ Amount | ast fre MEGEET
‘ 6212015 | ‘ AIRFARE-TRAIN-BUS EXPENSE | 643.DD|
6/2/2015 to: 6/26/2015
Financial Remarks

‘ Certify ‘ ‘ Later ‘ ‘ Cancel ‘ ‘ Help ‘ i ‘ Ameunt |

07G 780452104 | esm|
P ” pr— ‘ ‘ g ——— ‘ Receipts H SAVE H Cancel H Help ‘

When back at Tpax home screen find the tono you just completed, check the box and select “Relase to AO”

DOG, PLUTO T-PAX Inbox View: Traveler -

Load Test
[Reservations] [Regulations] [Currency]
I Profile and History = Ci 4 Help = Logout
Type of Start Auth. Status o - il
ECRC Request  Date [NdDate Category CreatedBy ool Status  Cpl® Origin Arrive At RequestiD Amous
Entered
1215GBSCONUSAN00 | Settlement | 6722015 | Graes | pos | DOG PLUTO intoT- | 8262015 | Traveler| _COTPUS | 100017349 6900
T RAX Christi, TX (est)
N
Entered L4
[| 1215c28WBRSTAN0 | Setiement 4ng01s enemots) pes | P0%PHTO o T- | 2472018 | Traveler | Homer, AK | 1100217342 3525
° PAX
Entersd Dallaz-Fort |
= 1215G35SIMPL2000 Seltlement |&/25/2015 THM&2015 PCS DOG'.I?LUTO into T- | 8/25/2015 | Traveler | Worth Intl | 1100217341 52;:5??;
i PAX Aprt, TX ==
Awating
[]|  1HSGESWAGETOND | Setfement |S212015 S(612015 Normal | PO THUTO | SURRSTI ag  lerrirants| Travelr | oriands, FL 1100217276 | 220
) Approval -
< . |y
| | | = =N

DOG, PLUTO T-PAX Inbox View: Traveler -

Load Test
[Reservations] [Regulations] [Currency]
Profile and y» CreateNew= Tools» Helps
Type of Start Auth. Status . - ol
Tono Request Date EndDate Category CreatedBy ...,  Status Date  Origin  Arrive At RequestiD Amout
Entered
1215GESCONUSADID | Settioment | 6122015 | 632015 | pes | DOS PLUTO intoT- | 82612015 |Traveler| _SOMPUS | qqpp217349| 62002
T FAX Christi, TX {est)
Entered
[] | 1215GESMBRSTAO00 | Setflement 41M6/2015|4M6/2015|  PCS DOG‘TPLUTO into T- | 812412015 | Traveler| Homer, AK | 1100217342 59;2;‘?
’ PAX
Entered Dallas-Fort |
El 12156855 IMPL3000 Sefflement | 6/25/2015 | 7/16/2015|  PCS DOG‘TPLUTD into T- | 8/25/2015 | Traveler| Worth Intl | 1100217341 52'5;?'
PAX Aprt, TX (est)
Awatting ]
=] 1115685IMAGET000 Settlement | 5/21/2015| 53172015 Normal | DOC PLUTO 5‘222:,5’1' AOQ  |6/11/2015 | Traveler | Orlande, FL | 1100217276 52'(2&;3
i Approval -
< | e

_’ Release to AD | | Print | | View | Modify




CONUS - OCONUS

Simple PCS Conus to Oconus flying

The major difference in flying Conus to Conus vs Conus to Oconus is the use of TP vs CP for the
airfare drop down.

New Home Address at New PDS

Type of order: | PCS | Covered from: [ _B/25/2015 | to: [_7/16R2015 |
Type of Settlement |P=ria: [+] Type of Partial: |not a Pariial [~]
Remit To Transactions Entitl Ci i Fi R

* Address 1- |B44 SE QUINCY 5T

Address 2:

* City: TOPEKA

*Country/State: |KSKANSAS [=]

*

Zip: 66883

[ | [[soretmces [ || e [[ st || v |

Under the “Entitlements” tab select “Add This Entitlement”

Type of order: | PCS | Covered from: 6/25/2015 to: 7162015
Type of Settlement | Pari= [~] Type of Partial: |not a Partal [~]
Travel Not Perfarmed [ Effective Date: &/25/2015

| Enroute PCS Travel E” <= Add This Entitlement

[ oot | [t | [ arcetrenes | [ || save || et || e |




Indicate “Owner operator of POV” if authorized by orders and used. Also, indicate “Who is being paid”

TONO: [ 1215GBASAMPL3000 | Covered from:
Type of order: | PCS | to: 7116/2015
What's Authorized Itinerary Reimbursables
[¥] Owner operator of POV Mo MALT  Mumber of cars authorized 1

Who Being Paid
L~ JIPLUTO (Member)

= =2 =1 =N

Under the “Itinerary” tab select “Greater than or equal to 24 hours”

Sariacn i bavl denc ke ther dissteo of vl L
ey regaand

I ki [ Tat Trige ey I

(e =] [armomer || coe |[ we |

For Method of Transportation flying OCONUS use TP (Govt Proc Plane)

fo Comrtarn L o e b g bt o S Dty Latgs Sl
*.'"___.n ETEE N T T — (- LDP . Lo P =l
i it

Lo T .
|0 £ s o Eopere Pl (]

Wi T
M G Ui T&] | |

i P i | scormrion | | comom coumes
—




After inputting Arrival location and verifying dates, click “Accept Leg”

In this scenario: Member will travel to Sterling, VA for an in-brief to Bahrain

Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
[Gan Diego. CA, San Diego [ 118 Locat | AE - Actual Expense Allow (itemize) 0
Method of Transportation: .
[¥]1s Embark AE Percentage 150 Lodging Tax:
Duty Day | TP - Gowt. Proc. Plane [=] — g |
Lodging Type:
val ocaion (ciok 1o 60 | ca- Comm' Qtrs Incidental Expense Full  [=]

Amival Date: @E WA, Loudoun

065015 4] Resson for Stop:
[aD

Delay [=] Meals Type:  M&IE: 61.00
[ puty Day [oM-G ial Meals [=] || Miles:
[ o |
‘ Accept Leg ‘ ‘ Cancel Changes ‘
6252015 | DEP Sterding, VA, Loudoun ® | O
672612015 | ARR | BA, BAHRAIN RED INCIDENTAL | MC | || L e

In this scenario: Off to Bahrain

San Diego, CA, San Diego
Sterding, A, Loudoun

Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
@[g’ A, Loudoun [ lis Local |AE - Actual Expense Allow {ltemize) El o
Method of Transportation: .

Is Embark - ing Ta:
[TP - Govt Prac. Plane =] AR parEiEL [0 ]| odamg

Lodging Type: lII

“Arrival Location (click to edit) | =]
Arrival Date: [BA, BAHRAIN RED INCIDENTAL ]
0B26I2015 [ Reasonfor Stop:
| MC - Mission Complete =] Meals Typs:  M&IE: 0.00
Duty Day [cM - Commercial Meals (=1 || miles:
4]
‘ Accept Leg ‘ ‘ Cancel Changes

Select “Accept Leg”

‘San Diego, CA. San Diego
Sterling, VA, Loudoun

Departure Location (click to edit) Method of Reimbursement: Daily L dg Cost
[terling, VA, Loudoun [ lis Locatl AE - Actual Expense Allow (Itemize) =1 0
Method of Transportation:
Is Embark ing Tax:
TF - Gowt. Proc. Plane [x] AE L [ o] LndglIlng
Lodging Type:
Armival Location (click to edit) | EI

Artival Date: B2 BAHRAIN RED INGIDENTAL
DB/26/2015 L Reason for Stop:
MC - Mission Complete [=] Meals Type:  MSIE 0.00
Duty Day CM - Commercial Meals ]| naes:

[ o ]

Accept Leg ‘ |<:;rm|ch=-|uns|




Review your itinerary and if correct, “Accept changes”

BI252015 |DEP|  SanDisgo, GA San Diego ™ O Eai
BRS2015 | ARR Steriing, VA, Loudoun o |0 £ | @ | om Insert | P!
66015 | DEP Steriing, /A, Loudoun m | O Edit
62015 | ARR | BA BAHRAINREDINCIDENTAL | MG | || L e insert | 2

AddLeg

| Accept Changes | ‘ Cancel Changes ‘ | Help ‘

Review for accuracy and “Accept Changes”

ST e T

TONO: [ 1215GBESAMPL3000 | Covered from:

Type of order: | PCS | to: 716/2015

What's Authorized Htinerary Reimbursables

Duration of travel:

San Diego,

Greater than or egual to 24 hour-gid

BI25020 v
msmlg EE: CALFORNIA ;: - ca [1s0 ][ ooo ][ ooo [ 0o ]
Steriing, VIRGINIA O AE CH :
6/262015 | DEP  Stering, VRGINIA | TP [ ] 0
6262015  ARR| BAHRANREDIL. |MC ] NLG [ o ][ eoo J[ ooo [ o ]
| Add | Edit Trip Itinerary
ENEN e =
[ ———1

Go to “Financial” tab and add the line of accounting, see Line of Accounting Tutorial

e o

1215G85SAMPL3000 | 2 | P 501 299 21 o TG 78045 2104 300.75 Edit Del

Note: LOA amounts will be
automatically updated only if a line
is edited.

e e

o | [ oo | [ e




Save

Type of order: | PCS | Covered from: 6/25/2015 to: 1/16/2015
Type of Setfemen Type of Parta
Remit To Transactions Entitlements ‘Computations Financial Remarks
Db 1215G855AMPL3000 2 P 501 253 21 0 TG 780452104 300.75

oo | [ | [[mere rcee

Verify for accuracy and Certify

B/2512015

BAGGAGE EXP-STORAGE N TRANSFER ONLY

255.00

Cancel

Help

Release to AO

Traveler

Entered =
1215GESSAMPLI000 | Settlement |6/25/2015 | 6/26/2015|  PCS UOG'TPL“TD into T- | /2772015 | Traveler | Stering, VA | 1100217358 ﬁ(ﬁm;"
e ——— ) PAX

Awat M

walting

DOG, PLUTO | SPOCK, Corpus 369,00

1215GB5CONUSAD0 | Settlement | 622015 | 6132015 | PCS T WSTER AD | 8262015 | Traveler| (O |1100217348| % T
Approval

Entered .

121SGEEMIKMODO0D | Seftlement | /2812015 | &izi2015|  peg | DO PLUTO into T- | 872612015 | Traveler | VASTNGION: | 410p4735q | 8417

T. PAX DoC (est)
Entered

1215GESMBRSTADOD | Sefflement |4/16/2015 | &/16/2015|  PCS UOG'TPL”TO into T- | 8/24/2015 | Traveler| Homer, AK | 1100217342 ‘g:f

PAX -
< m |
-$‘ Release to AD | | Print | ‘ View | Modify | Delete | | Help |




OCONUS - OCONUS

Simple PCS Oconus to Oconus flying
When Flying from Oconus use “TP” (DO NOT use CP)

Input home address at new PDS

Type of order: | PCS | coveredfrom: [ _4M/2015 | o [ 432015 |
Type of Settlement | Paria! [+] Type of Partial: | ot a Partial [~]
Remit To Transactions Entitlements Computations Financial Remarks

* Address 1 400 SAND ISLAND PARKWAY

Address 2:

* Ci

ty: HOMNOLULY

*Country/State: | HI HAWAI =

*

Zip: %6819

RN | oo [ save ]| coes || wee |

Under “Entitlements” tab add “Enroute PCS Travel”

Type of order: | PCS | Covered from: to:
Type of Settlement | ~ari= [~] Type of Partial: | Mot 2 Partial [~]
Remit To Transactions --------- E ntrliemanu Computations Financial Remarks
Travel Not Performed 7] Effective Date:  4/1/2015

I I R B
| Enroute PCS Travel [+] | <-AdaThis Enttiement

Back Next Manage Images Receipts SAVE Cancel Help




Indicate “Owner operator of POV” if authorized by orders and used. Also, indicate “Who is being paid”

TONO: [ 1215GB5AKHI00000 | Covered from:
Typo o e | Fcs | o
What's Authorized Itinerary Reimbursables
Owner operator of POV No MALT  Number of cars authorized 1

Who Being Paid

GREEN (Member)

[ |

1—1 [ =0 =

Under “Entitlements” tab select “Add This Entitlement”

What's Authorized Itinerary Reimbursables

Duration of travel: | [EEERUIIRETELCF

For Method of Transportation flying OCONUS use TP (Govt Proc Plane)

De e De;x_rh.lre Lul:ah:.:»n (click to edit) Methed of Reimbursement: Dsl
[odiak. AK. Kodiak Island Borough | [is Locat | [~1
04022015
Method of Transportation:
_ Iz Embark AE Percentage: |I\ Lo
[ DutyDay | TP - Gout. Proc. Plane =] _
Lodging Type:
Arrival Location (click to edit) | EI
Arival Date: [Honolulu, HI HAWAIT, Honalulu |
04032015 L4 Fessonfor Stop:
| MC - Mission Complete [=] Meals Type:
Duty Day [CM - Commercial Meals [=1 || i
Accept Leg Cancel Changes




Review for accuracy and “Accept Changes”

Review “Computations” tab

Type of order: | PCS | Covered from: to:
Type of Settlement | ~=ri= [~ | Type of Partial: | 1ot & Pariizl [~]
Remit To Transactions Entitlements Computations Financial Remarks
Total Entitiement 166.50
ﬁ Deductions ST
Memb/Emp PCS Per Diem 166.50 R —
Partial Payments 0.00
Amount Payable 166.50
Method of Payment | [T M - | Advances 0.0
Apply Advances | Due Employee 166.50
Split Payment 0.00

Computed Splt
Enter amount in Split Payment field ta pay
GTCC

- - - 1 1 I L I L I Y 1

Go to “Financial” tab and add line of accounting, see Line of Accounting Tutorial

1215G35AKHI00000 | 2 | P 501

8 7 Note: LOA amounts will be
l pegcnemte l | Add Line | automatically updated only if a line
: s edited.

Accstcionges | | comcecnnges | | vep |




Add any comments in Remarks as needed. Certify any expenses as needed and release claim to AO

Type of order: | PCS | Covered from: to:
Type of Settlement |F'arh'al El Type of Partial: |Nota Partial |E|
Remit To Transactions Entiti nit: Comp Financial Remarks
Db 1215G35AKHIDIO00 2 P 501 299 21 O RA 75040 2100 166.50
AddMedify Accounting

OCONUS - CONUS
With dependents

Enter home address at new PDS

Type of order: | PCS | Covered from: 716/2015 to: 7/110/2015
Type of Settlement |F'ar1ial |E| Type of Partial: |Not a Partial |E|
Remit To Transactions Entitlements Computations Financial Remarks

* Address ;444 SE QUINCY

Address 2:

* City: | TOPEKA

*Country/State: |[KS KANSAS [=]

=

Zip: ©6044

‘ Next Hllanagelnnnes | Receipts H SAVE || Cancel H Help ‘




Click on the “Entitlements” tab and choose “Add This Entitlement”

Type of order: | PCS | covered from: 116/2015 to: T10/2015
Type of Settlement |F'arﬁal E| Type of Partial: |Nota Partial E|
Travel Not Perfarmed [ Effective Date: 78/2015

Enroute PCS Travel E| <= Add This Entitlement

tll

[t | [ | [ woree mes

Select member and dependents traveling then click on the “Itinerary” tab

TONO: | 1215GBATESTS1000 | Covered from: 7162015
Type of order: | PCS | to: 7/10/2015
What's Authorized Itinerary Reimbursables
Owner operator of POV Mo MALT  Mumber of cars authorized 1
Who Being Paid

LADY (Member)
PIETTA (Spouse)




Click the drop down option for “Duration of travel” and choose “Greater than or equal to 24 hours”

TONO: | 1215GB5TESTS1000 Covered from: Tm‘lﬁ
Type of order: | PCS | to: 7/10/2015
What's Authorized Hinerary Reimbursables

Duration of travel:  Greater than or equal to 24 hours ~ |

| Add [ Edit Trip ltinerary

[ oo J[ e | === =N N

Enter the correct departure date and location, with the mode of transportation.

Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
Departure Date
[Honaluly, HI_Honoli 1 Local |LDP - Lodging Plus [=] o
07062015 ﬁ
Methed of Transportation: X
Iz Embark . Lodging Tax:
Day |P'°\- Privats Auto El AF Percentage: III =
Lodging Type:
el Rl | CQ - Comml Qtrs Incidentsl Expense Full [+ ]
Armival Date: [Click to enter arrival loc ation....
07/06/2015 i Reason for Stop:
| AD - Authorized Delay =] Meals Typs:
Duty Day CM - Gommercial Mesls [=] || Mites:
o]
Accept Leg ‘ ‘ Cancel Changes
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Enter the arrival date and location of new PDS, followed by “MC-Missions Complete”. Then click “Accept

Leg.” MAKE SURE IF OCONUS, YOU CHECK THE “EMBARK?” BOX.

e Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
—_ onolulu, HI. Henolulu [1e Locat [AE - Actual Expense Allow (Itemize) =] 0
O7/06/2015 i

Method of Transportation: ( )
¥ Is Embark - ing Taux:
= e (T
Lodging Type:
Arrival Location (click to edit) | EI
Arrival Date: [Cawrence, KS_Douglas |
O7/06/2015  cd| FReason for Stop:
| MC - Mission Complete [=] Mesls Type:  MBJE: 46.00
Duty Day [CM - Commercial Meals [=] || Mmiles:
[ o |
|(roemtin ) [ comtconss |
LY 7

N

Hit “Accept Changes” if the itinerary looks correct.

72015 DEP Heonolulu, HI, Honclulu il Edit
TIB2015 ARR Lawrence, K5, Douglas MC D D NLG m‘!-imm Insert Del
| Accept Changes | ‘ Cancel Changes ‘ ‘ Help ‘

If there are no reimbursable expenses, then finish with “Accept Changes”



TONO: [ 1215GBSTEST51000 | Covered from: 7/6/2015

Type of order: | PCS | to: 7/10/2015

VWhat's Authorized Itinerary Reimbursables

Duration of travel:  Greater than or equal to 24 hours -

7/6/2015 | DEP | Honoluly, HIHAWAI | TP 0
7/8/2015 | ARR | Lawrence, KANSAS | MC O NLG [ o J[ oo ][ om0 J[ @

‘ Add | Edit Trip Itinerary
ElEl e Emn e

Add the “DLA” entitlement and check the box for dependents moved.

Type of order: | PCS | Covered from: 1162015 to: 7M10/2015

Type of Settlement | Farial [~] Type of Partial: Mot a Partial [~]

Remit To Financial Remarks
Travel Not Performed [ Effective Date:  7//2015
Edit | Enroute PCS Trawel TH2015-7/8/2015 Validated Data Delete | Cales | Comp
|DLA E| ‘ <= Add This Entitlement ‘
| sk || went | | trage s | [ meoets || save || comet || wew |




Go to the “Computations” tab and check that all entitlements are paid correctly. Apply any advances that may
be attached to this TONO by clicking on “Apply Advances”.

Type of order: | PCS | Covered from: 7162015 to: 7M10/2015
Type of Settlement | il [~ | Type of Partial: [rot 2 Pariisl [~]
Remit To Ti cti Entith ts Computations Financial Remarks
Total Entitlement 2,148.78
[ e [ Taa Deductions BT
Memb/Emp PCS Per Diem 3450 . —
Partial Payments 0.00
Dep Per Diem 25.28
OLA 2086.33 Amount Payable 2,146.76
Advances 0.00
Method of Payment | Direct Deposit |E||
Due Employes 2,148.78
Split Payment 0.00
Apply Advances .
| Computed Split 0.00
Enter amount in Split Payment field to pay
GTCC
This request may reguire constructed travel so that the amount computed may not egual the actual amount reimbursed

[ oo || s || comn || e |

y

Tﬁnane Images

;I: o FEAEE L ('Iﬁqig L8]

Go to “Financial” tab and click on “Add/Modify Accounting” to enter the line of accounting information.

Type of order: | PCS | Covered from: 11612015 to: 711012015

51 Type of Parial

Type of Settlement |Partial

Remit To Transactions Entitlements Computations Financial Remarks

jads] 1215GE3TESTI1000 2 P 501 299 21 D RA 78045 2114 2,146,786

AddModify Accounting

‘I’:Im:lr. H MNext Hllnnagelrrnnes ‘ Receipts H SAVE H Cancel || Help ‘




If remarks are needed, click on the “Remarks” tab and enter them accordingly.

Type of order: | PCS | Covered from: 716/2015 to: 7110/2015
Type of Settlement | F=rizl [~] Type of Partial: 1ot = Partial [~]
Remit To Transactions Entitlements Computations Financial Remarks

Voucher Remarks:
SPOUSE AUTHORIZED CONCURRENT TRAVEL AS PER ORDERS| -

Manage Images | Receipts H SAVE H Cancel H Help ‘

Click “SAVE” once you have finished the travel claim.

Travel via Mixed Mode in CONUS

Fly/drive to first PDS

Enter the home address at the new PDS

Remit To Transactions Entitlements Computations Financial Remarks

* Address 1; 444 SE QUINCY

Address 2:

* City: TOPEKA

* Country/State: | KS KANSAS [=]

*

Zip: 66683




If advances were issued you would see it under the “Transactions”

Remit To Transactions Entitlements Computations Financial Remarks

Locked Date Type Amount | |

View Advances

Under “Entitlements” tab enter trip — click “Add This Entitlement”

Remit To Transactions Entitlements Computations Financial Remarks
Travel Mot Performed:[7] Effective Date: 7252015
[ ] Entitlement Type [ Dates Encompassed | status [ [ [ ]
| Enroute PCS Travel [~] <= Add This Entitlement
Back Next Manage Images Receipts SAVE Cancel Help

In this scenario — Member travels from “A” school to Chicago (Home Of Record) to pick up family; they have 2

POV’s.
What's Authorized ltinerary Reimburzables
[¥] Owner operator of POV [[INo MALT  Number of cars authorized 2

Member’s family cannot travel from Petaluma — only from their HOR. So, member will select himself for travel
from Petaluma to HOR

[¥]Owner operatar of POV Mo MALT  Mumber of cars authorized 1

Who Being Paid

WOOL (Member)
PRISSY (Spouse)
MISSY (Dependent)
BUZY (Dependent)

Select All

Unselect All



If member goes on leave at this locality enter “LV — Leave”, if he is taking off immediately use “AT —
Awaiting Transportation”

2y Departure Location (click to edif) Method of Reimbursement: Daily Ldg Cost
" ., [PetalumaUSCGTmgCtr.CA Son.| || [ JisLocal LDP - Lodging Plus 0
07252015 ﬁ | EI |—|
Method of Transportation: : .
Iz Embark . Lodging Tax:
Duty Day | CP - Commercial Plans (=] s AE Percentage: a I
Lodging Type: o
Arrival Location (click to edit) | EI
Amival Date: [Chicage, IL, ook |
07252015 4 Reason for Stop:
| AT - Awaiting Transportation (=] Meals Type:
Flowypay gl fuiborzedDet | CM - Commercial Meals [=] || Mies:
CT-COT Leave [ o |
DL - Designated Location

DP - Drop Off Passengers

D' - Drop Off \Vehicle at “ehicle Port DRISSY
ES - Enroute Stop Owver MISSY
HF - Change of Home Port BUZY
LW - Leave

MG - Mission Complete

MNT - Mon-taxable TOY

PP - Pick Up Passengsrs

P - Pick Up YVehicle at “Vehicle Port
TD - Temporary Duty

WH - Waiting to Board Ship 1

Departure Location (click to edit) Methed of Reimbursement: Daily Ldg Cost
Departure Date

A [Petaluma USCG Tmg Cir, CA, Son... | [T Locat [LDP - Lodging Plus [=] 0
O7R2SE0E

Method of Transportafion: .

"l 1s Embark Percentsge: Lodging Tax:
[¥ Duty Day |PA - Private Auto [=] = o 5
Lodging Type:

Arrival Locaion (clck o oat |CQ - Comm'l Girs Incidentsl Expsnse Full  [=]

Armival Date: Eliclc to enter armival location...
0772505 | Resson for Stop:
| AD - Authorized Delay [=] Meals Typs:
Duty Day | CM - Commercial Mesls [=] || mites:

Who else is fraveling on  [PRISSY
this leg: MISSY
BUZY




Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
Departure Date
[Petaluma USCG Tng Cir, CA, Son... | Is Local o
077252015 w_:l
Method of Transportation: |—| X
I= Embark : Lodging Tas:
& Duty Day CP - Commercial Plane [=] — AE Parcenings: 0 e
Lodging Type: g
Armival Location (click o edit) CQ - Comenl Qirs Incidental Expense Full
Arrival Date: [Chicago, IL. Cook |
OTI25/2015 j Reason for Stop:
Woteave [+] Meals Type:  MSIE" 71.00
[ puty Day CM - Commercial Meals Miles:
0
Departure Date DEPEI‘IUF& Location (click to edit) Method of Reimbursement: Daily Ldg Cost
—ﬁ [Chicago, IL. Cock | Mg Local AFE - Actual Expense Allow (ltemize) 1]
Method of Transportation: | ' :
. : Is Embark AE Percentage: 0 Lodging Tax:
[ puty Day P4 - Private Auto [=] . =
Lodging Type:
Arrival Location (click to edit)
Arrival Date: [Memphizs, TH, Shelby |
07262015 4] Resson for Stop:
MC - Missicn Complete [=] Meals Type:  MS&IE: 61.00
CM - Commercial Meals less:
[l puty Day =
533
Dependents show on this screen but are not being paid
- Trans Duty Local? . Embark? Who Else Traveling
Date Location Reason| Day | '°C |Method|"®%9"9| meals |AE% Lodging Taxes Miles
- Petaluma USCG Tmg Cir, GA, PRISSY = .
71252015 | DEP CP Edit
7250015 | ARR Sonoma AT [0 ][ ooo || ooo | ireert | D!
< Chicago, IL, Cook LOP ) :
PRIZSY =
72652015 | DEP Chicago, IL, Cook PA o [ oo ][ oo | Edit Del
72612015 | ARR Memphis, TH, Shelby MC MHLG e - - Inzert

Now we will enter the second leg of the trip, go back “Entitlements” tab and add a second row select “Add

This Entitlement”

Remit To Transzactions Entitlements Computations Financial Remarks
Travel Mot Perfarmed Effective Date:  aMmi2015
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel THSR2015-Tr252015 \Validated Data Delete | Cales | Comp

Enroute PCS Travel

]

<= Add This Entitlement




Under “What’s Authorized” tab select all dependents that traveled and go to “itinerary” tab to enter trip

What's Authorized Itinerary Constructed Hinerary Reimbursables

[ Dwner operatar of POV [[IMNo MALT ~ MNumber of cars authorized 1

Who Being Paid

Unselect All

On this screen highlight member at the bottom of the page

D 1 . Trans Duty Local? Lodugi Embark? Who Else Traveling
Reason Day ik Method Meals AE% Lodging Taxes Miles
e Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
:j [Chicage, IL, Cook | [T Locat AE - Actual Expense Allow (temize) 0
_ T
Method of Transportation: [F 1= Embark e
; 2 3 AE Percentage: i} -
Duty Day P& - Private Auto [=] )
Lodging Type:
Armival Location (click to edit)
Arival Date: [Memphis, TH_Shelby ]
077302015 ::.-_,j Reason for Stop:
MG - Mission Complete [=] Meals Type:  M&IE: 61.00
[ outy Day CM - Commercial Meals Miles:
533
Who elze is traveling on
this leg:
- Trans Duty Local? 5 Embark? Who Else Traveling
ERIE SEEILET Reason| Day | '°" |Method|"®®9™3| Meals |AE% Lodging Taxes Miles
7a0/2015 | DEP Chicage, IL, Cook B4 ; ’—qzl—‘ Edit
75302015 | ARR Memphis, TH, Shelby MG NLG g o.oo o.oo Insert | 2¢
333
Go to “Computations” tab to review
Type of order: | PCS | Coveredfrom: [ 7252016 | +to: [__8M2015 |
Type of Settlement | Partial Type of Partial: | Mot a Partial
Remit To ‘ ‘ Transactions H Entitlements ‘ ‘ Computations ‘ Financial || Remarks
Total Entitlement 2.840.22
LEEETIET 1TEE Deductions 0.00
Memb/Emp PCS Per Diem 182.25 -
Partial Payments 0.00
Memb/Emg MALT 122.50
Deo Per Diem 25800 Amount Payable 2.849.22
DLA 2.086.328 Advances 0.00
Method of Payment | BiEHDERGSTNII - |
Due Employee 2.840.22
Split Payment 0.00
Computed Split 0.00
Apply Advances ‘
Entsr amount in Split Payment field to pay




Go to “Financial” tab to enter line of accounting, see tutorial

Remit To

Transactions Entitlements

Computations

Financial

Remarks

1215635 M583000 2 P 501 295 21 0 RA 75040 2100

2541.72

AddMeodify Accounting

Save claim and release to AO

KIRK,
BODGER, JAMES

9999137 | 00| 1215GEEXMXSB3000 | Settlement | 72812015 | 713112015 | PCS | [pin o
T.

Entered
into T-
PaX

S20/2015 [ Traveler

: 32,649.22
L 1100217339 (est)

Getting married enroute

Travel Mixed Mode “Married En-route”

Member traveling with 1 POV from “A” school, marrying en-route, still 1 POV

Enter home address at new PDS

<[

[ (ST T e [E———

) 2 €24

Type of order: | PCS | Covered from: [__7/0/2015 to: [ 7ATROIE |
Type of Setflement |Pariial [~ Type of Partial:
Remit To Transactions Entitlements C Remarks
* Address 1: 444 SE QUINGY
Address 2:
* City: TOPEKA
“Country/State: [KS KANSAS [=]
: Zip: 6E044
| Nm||llananelmes | Receipts || SAVE || Cancel || Help |

-




Under “Entitlements” tab select “Add This Entitlement”

Type of onder: | “PLE _| Covered from: to:
Type of Setlamant | [~] Type of Parkal: |1t o Foral ]
Fiemit Ta Trannactions Entitlements  Computations Financial Remarks
Travel Mot Perfanmed 7] Effective Date: Tnashs

Envoute PCS Traved (2] | <=aaThes Evtrement |

[ || e | | e e | [rcvom || s [| cmn || ww |

Select ONLY the member and make sure “Owner operator of POV” is checked and only 1 car authorized

[¥] Cwmr operator of POV CIHg MALT  Mumber of cars authonzed !
Whe Being Pad
PETTA (Speusie)
[ ] [rsemecrampes || comemt || ww |

Click on the “Itinerary” tab and choose “Greater than or equal to 24 hours” at Duration of Travel

Duration of travel  Grester than or ecusi to 24 heunt =

| ckd | Edit Trip Binarary i

= e T




Enter traveling dates, and departure location. In this scenario, member is traveling from Petaluma USCG
TRACEN on 07/10/2015 by TP-Govt. Proc. Plane to Westport, WA. Choose the reason for stop to be LV-
Leave.

,. Dese Daparnurs Location izick bo e Lisiod of Fissbirssmrant Oasy Loig Cost
omia0is o oot - e G 2
A f Trargonasn ; '
Bl ey [T9- 000 e Pre = Clim emark AE Perc entnge 0 ||| uosong Tax
Lodiging Type b
e o (ChE 1o 6] [co '.'-'z'r'l_:""\ ret wherdsl Expesrese Fud 3
Acrhenl Diat:
Trmone (L Meeson for Sopr
[Lv - Leave =1 Mesis Type
A G« Comenest f Meals -
oty Oy [=1 [ wes .

Member is getting married while en-route in Westport, WA. This will be mixed mode, so enter member leaving
from Westport as PA-Private Auto.

— Petaluma USCG Tmg Cir, CA.

Sonoma
THO20M5 | ARR Westport, WA, Grays Harbaor

o Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
WA, Grays Harbor s Local [LDP - Lodging Plus =] 0
07152015 id]
Method of Transportation .
Is Embark AE Percentage: Lodaing Tax:
Duty Day | PA - Private Auto [=] _ III 0
Lodging Type:
Tl ey A 2 |CQ - Comm!l Gtrs Incidental Expense Full =]
Arival Date: h Click to enter armival location....
O7MS2015  Ga| Resson for Stop:
| AD - Autharized Delay =] Meals Type:  MBIE: 46.00
Duty Day |CM - Commercial Meals [=] || Miles:
0

Who elze iz fravelingon  |PIETTA
this leg:

Accept Leg ‘ ‘ Cancel Changes




Select “MC - Mission Complete” for the member and hit “Accept Leg”

D e | [
———————— [esiper Wi Grepmrarbor ] :
oTisems 8 5 s Locel [LDP . Lodging P ]
; Bl e : [o | Tac
owypay  |[PA- P s =] AE Perentsge | | Lmﬂ
Ladging Type:

Adeply Typa:

AL - Areed EM - Cormmen Rl
oy oy l‘f-_'ln'l'lel:,uﬂm (=] — =l e

R L E——— | Select the reasan the trrveler fopped ot this location |

[ rewin | [ oot

Select “Accept Changes”

Duration of ravel:  Grester than or equslis 24 houn *

| Pratma uSCD. 1% >
Thoans | aw| | Messen D O O s 1
THSANIS | DEP |  WASHMOTON  PA a
Taots AR etegrem  wC | Clms | U COECEEOCE
WASHMGTON
| MAddd | Edit Trip Hinerary |




There are no reimbursable expenses to enter, so check the constructed itinerary to make sure all miles have been
paid correctly, and then click “Accept Changes”

Covered from: [ TAMR0IS |
v | FATRR0IE |

Duasiatien of trareal ERIERNE INEA O SOUSl W T4 BpuiE T

| 1 L THTAIS | DaSngham, WASHBITON

Now, you will need to enter the spouse’s itinerary, so choose “Add this Entitlement” again for En-route PCS

Travel.
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed | | Effective Date:  7/10:2015
Edit| Enroute PCS Travel THO2015-FTMTR2013 “alidated Data Dielete | Calcs | Comp
| Enroute PCS Travel E” <= Add This Entitlement

Uncheck “Owner Operator of POV” and continue on to Itinerary.

What's Authorized ‘ Itinerary Reimburzables

Dwner operator of PO Mo MALT  Number of cars authorized 1

Who Being Paid

PIETTA (Spouse)

Unselect All



Member and Spouse were married in Westport, WA and began travel together 07/15/2015. Enter the arrival
date to the new PDS to be the same as the members, 07/17/2015. MAKE SURE YOU ADD THE MEMBER
TO THE ITINERARY (bottom of the screen.)

GUNSLINGER, LADY Itinerary e

TONO: 1215G85TEST50000 Administrator
. Tranz Duty Local? = Embark? ‘Who Else Traveling
Li ‘ ‘ SLEIELL | Reason ‘ Day ‘ e ‘ Method ‘ Lodging ‘ Meals AE% Lodging Taxes Miles ‘ ‘
Departure Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
o [WiEstport, WA_ Grays Harbor ] s Local
07152015 ;“]
Method of Transporiation:
- = D Iz Embark Lodging Tax:
Duty Day P4 - Private Auto [=]
Lodging Type:
Arrival Location (click to edit)
Amval Date: [Bellingham. WA, Whatcom
07172015 4| Ressonfor Stop:
MG - Mission Gomplete [=] Meals Type:
D Duty Day Miles:
224
Who elze iz travelingon  [NENw=4
this leg:
‘ Accept Leg ‘ ‘ Cancel Changes

Select “Accept Leg” then “Accept Changes” and check the “Constructed Itinerary” tab once again.
Once you have done this, enter the DLA entitlement and go to the “Computations” tab

GUNSLINGER, LADY Settlement Request View:  System
TOMNO: 1215G85TEST50000 q Administrator
Type of order: | PCS | Covered from: 71042015 to: 71712015
Type of Settlement Type of Partial:
Remit Te Transactions Entitlements @mpu@ Financial Remarks
Travel Mot Performed Effective Date: 7102015
Entitlement Type Dates Encompassed Status
Edit| Enroute PCS Travel TAW2015-7172013 ‘alidated Data Delete | Calkes | Comp
Edit | Enroute PCS Travel THSR20M5-TNTI2015 \alidated Data Delete | Cales [ Comp
DLA E <= Add This Entitlement

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




Check that ALL entitlements are paid correctly and apply and advances that may be attached to this TONO. In
this case, no advances are attached.

Type of order: | BCS | Covered from: 7110/2015 to: TAT2015
Type of Settlement |P=rial [+] Type of Partial: |Not 2 Pariial [~]
Remit To Transactions Entitlements Computations Financial Remarks
Total Entitlement 2,401.60
[ osewen [ Tws ] Deductions T m
Memb/Emp PCS Per Diem 157.25 . —
Partial Payments 0.00
Memb/Emp MALT 51.52
Dep Per Diem 05.75 Amount Payable 2,401.80
oLA 2,036.25 Advances 0.00
Method of Payment| Direct Deposit |z|| -
Due Employee 2,401.00
Split Payment 0.00
Computed Split 0.00
Enter amount in Split Payment field to pay
GTCC
This requ re constructed travel so that the amount computed may not egual the actual amount reimbursed
|Hn|:l(. H MNext Hmnagelnmes | Receipts H SAVE H Cancel || Help ‘

Click on the “Financial ” tab, then “Add/Modify Accounting”, use line of accounting tutorial

Type of order: | PCS | Covered from: 71072015 to: 72015
Type of Settlement | Fari= [~] Type of Partial: | ot a Partial [-]

Remit To Transactions Entitlements Computations Clm Remarks

T——




Enter Remarks if needed.

Type of order: | PCS | Coveredfrom: [ 7A0R0IE | o [ 772015 |
Type of Settlement |Perial [~] Type of Partial: | ot a Partial [~]
Remit To Transactions Entitl it Ci i Fi 1al Remarks

Voucher Remarks:

MEMBER MARRIED EN-ROUTE. SPOUSE AUTHORIZED TRAVEL ~ »
FROM WESTPORT, WA|

Once you have finished remarks, click “SAVE” and “Relase to AO”

Type of arder: | PCS | Coveredfrom: [ 70015 | too [ 7H7R20IE ]
Type of Settlement |Parﬁal El Type of Partial: |Nota Partial El
Remit To Transactions Entitl nit: Comp i Financial Remarks
Db 1215GE5TESTS0000 2 P 501 288 21 0 RA 78040 1211 2,401.90

r_




Alaska Ferry - POV

Enter home address at new PDS

Remit To Transactions Entitlements Computations Financial Remarks

* Address 1- 444 SE QUINCY 5T
Address 2:
* City: TOPEKA
*Country/State: |KS KANSAS =]

*

Zip: 66883

“Transactions” tab — If you were issued an advance it will show here

LANTERN, GREEN View: Traveler
MO 421 ana. Settlement Request
Type of order: | PC3 | Covered from: 8/3/2015 to: 8/24/2015
Type of Settlement Type of Partial:

Remit To Transactions Entitlements Computations Financial Remarks

Locked Date Type | Amount | |
‘ View Advances |

Back Next Manage Images Receipts SAVE Cancel Help

Go to “Entitlements” tab and select “Add This Entitlement”

Type of order: | PCS | Coverad from: 81312015 to: 8/24/2015
Type of Settlement Type of Partial:
Remit To Transactions Entltlements Computations Financial Remarks
Travel Mot Perfarmed: ] Effective Date: ar3i2015
Enroute PCS Travel [=] <= Add This Entitlement

Back Next Manage Images Receipts SAVE Cancel Help




You can also click on the drop down — you will see entitlements you set up in the orders

Travel Not Performed: [7] Effective Date:  &3/2015
ECTEEERE N | | <= Add This Entite

Check “Owner operator of POV”, “Number of cars authorized” (in this case will be 2) and “Who being
paid” (travelers)

What's Authorized ltinerary Reimbursables

Cwner operator of POV [CINo MALT Number of cars authorized E

Who Being Paid
GREEN (Member)
STAR SAPHIRE (Spouse) Select All

Unselect All

Under “Itinerary” tab select duration of travel “Greater than or equal to 24 hours”

What's Authorized Itinerary Reimbursables

| Duration of travel: [EEiaRiilR e e

Date Location

Select appropriate departure date and arrival date from itinerary

Departure Location (click to edi Method of Reimbursement: i
Derexiiie Dube pal [ ) Daily Ldg Cost
et Topska, KS. Shawnes | s Local DF dqing Plus :
Method of Transperiation: =
5 [Tl 1s Embark \F Percentage i Lodging Tax:
Duty Day P4, - Private Auto [=] - :
Lodging Type:
Ammival Location (click to edit)
Arrival Date: [Bellingham, WA Whatcom |
08/07/2015 .4 Fessonfor Stop.
AT - Awaiting Transportation [=] Meals Type:  M&IE: 46.00
DDuty Day CM - Commercial Meals Miles:
1944




Select “AF” for Alaska Marine Highway

Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
Departure Date _
[Ballingham, WA Whatcom | s Local
08072015 ] _
Method of Transportation: e T
[ puty Day AF - Alaskan Femy System (=]
Lodging Type:
Arrival Location (click to edit)
Arrival Date: I{ocliak. AR ALASKA Kodisk Island...l
002015 o] Ressonfor Stop:
MG - Mission Complete (=] Meals Type:
DDu’ry Day Miles:
Review and “Accept Changes”
LANTERN, GREEN - View:  Traveler
TONQ: 1245G85GLO000000 Itinerary
) Trans | Duty Local? | Embark? Who Else Traveling
Date Location Reason| Day | '°U |Method|'®®"M| Meals |AE% Lodging Taxes Miles
83205 DEP Topeka, KS, Shawnee PA - Edit
8712015 |ARR|  Bellingham, WA, Whatcom AT LDP | ?94[4' 000 || om0 | insert | O%!
872015 | DEP Bellingham, Wi, Whatcom AF Edit
/10/2015 | ARR | Kodisk, AK, Kodisk Island Borough | MC NLG [ 2 -:}” B | I Insert| D¢
Accept Changes Cancel Changes Help
After returning to below screen, select “Constructed Itinerary” tab
What's Authorized Itinerary Constructed linerary Reimbursables
Duration of travel: |[EEERUEIRIR=TEROPLR s
. Trans Duty Local? . Embark? Who Else Traveling
Date Location Reason Day '°C Method "°99M9 peals AE% Lodging Taxes Miles
32015 | DEP TUPBE:I‘;H;{:;T"EAS PA
8712015 | ARR| | ocipierdy | AT LDP [ o ][ oo |[ ocoo || 1948 |
8712015 | DEP wﬂ:ﬂﬂgﬂm AF
BA0015 | ARR ot i aLaska MC NLG [ o ][ ooo |[ ooo |[ o |
Ensure you add your Images including Alaskan Ferry itinerary and receipt.
“Constructed Itinerary” tab should reflect each leg of travel
What's Authorized Itinerary Constructed Hinerary Reimbursables
Duration of travel: M
Depart Date  Arrive Date To Location Auth. Miles

BF2ZMS

&M02015

Belingham, WASHINGTON

Kodiak, AK ALASKA




You can enter expenses under “Reimbursable” tab

Date Description Claimed Dep?
B TOLLS FOR RUAE;EE]DGES—TUNNELS— 15.00 & Edit Delete

las any airfare paid by a member's travel card. If paid by Gowernment Account, do not
nter the airfare Add Expense

Accept Changes Cancel Changes Help

After adding all applicable expenses you will be returned to this screen, “Accept Changes” again

What's Authorized Itinerary Conzstructed Itinerary Reimbursables
Date Description Claimed
B/32015 TOLLS FOR ROADS-BRIDGES-TUNNELS-FERRY 15.00

Member can verify that the number of travel days is correct by clicking on “Calcs” under the “Itinerary
Remit To Transactions Entitlements Computations Financial Remarks
Travel Naot Performed Effective Date:  8/3/2015
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel SI2015-3M2015 aldated Data Delete | Cales | Comp

Member is authorized 7 travel days based on 1,944 miles and 3 days on Ferry

[ Remarks l l Done ]
Date %:e ';;?e ::BE Br Ln Dn Lodg Break Lunch Dinner Incdtl :ﬁsum ;"tnz'um '1‘_39“9 Taxable
083 FP 0.00 | 22575 | 0.00
0804 FP 0.00 | 22575 | 0.00
08ms| FP 0.00 | 22575 | 0.00
0806 | FP 0.00 | 22575 | 0.00
0BIOT| AF 71.00 | 124.25 | 0.00
08/08| AF 71.00 | 124.25 | 0.00
08/08| AF 71.00 | 124.25 | 0.00
08M10| LDP |180.00|82.00 |CM |CM | CM | 0.00 Partial| Day | 61.50 | 107.63 | 0.00
Total |1383.38| 0.00

” tab



Go back to the “Computations” tab and click “Apply Advances” if any

Remit To Transactions Entitlements Computations Financial Remarks
Total Entitlement 5,353 48
ZE=EiEl 1Tz Deductions 0.00
Memb/Emp PCS Per Diem Ta0.50 .
- Partial Payments 0.00
Memb/Emp Transportation 15.00
Memb/Ems MALT 44712 Amount Payable 5.353.42
Dep Per Diem 502,88 Advances 0.00
Dap. MALT 447.12
DLA 32,070.88
Due Employee 5.363.42
Method of Payment | Rl A A s [=] Split Payment o.0o
Computed Split
Enter amount in Split Payment field to pay
GTCC
Apply Advances |
Go to “Financial” tab follow line of accounting tutorial
Remit To Tranzactions Entitlements Computations Financial Remarks
Db/Cr Classification String Amount
(0] 1215G35GL0000000 2 P 501 299 21 0 RA 78040 2109 5,363.45
AddModify Accounting

Profile and History =

Once line of accounting is added, add any remarks if needed then select SAVE

Your PCS Claim is now ready to Release to your AO

Logot

Create Mew= Tools= Help=
Type of Start Auth, Status . - il
TONO Reatiest Date End Date Category  Created By Official Status Date Origin  Arrive At RequestID Amou
LANTERN, ELEE Belingham, $5,363,
1215G85GLO000000 Settlement = 8/3/2015 8M02015 PCS into T- | 8/26/2015 Traveler 1100217350 =
GREEN K. Tt WA, (est)
Azzigned |
|:| 1215GaSMIEMIDO00 Settlement | 1112015 | 1M52015 PCS ARRO“& GREEN to 6/2/2015 | Traveler| San, CA | 1100217187 54'(1;‘}
: Auditor
ARROW, | Entered
|:| 1115G85PROXI0000 Settlement | 4M1/2015 | 41/2015 | Normal ARRO‘E‘ GREEN GREEN into T- | 4/3042015 | Traveler 1100217057 ¥ I(ii?}
: (Prozy) PAX
Entered d
[ 1215GE5TEST21000 Settlement | 2/9/2015 | 2M0/2015 PCS LOOPHOLE, into T- | 4/23/2015 | Traveler| DAL, TX | 1100217031 5221
FINDA, P. PAX (est) _
4 T | b
Release to AD ‘ ‘ Print ‘ | View ! Modify ‘ Delete ‘ ‘ Help ‘




Alaska Ferry with POV Shipment

PCS Alaska with 2 POVs / Shipping one, driving one

Update home Address at new PDS

Type of order: | PCS | Covered from: [_6/25R016 | +to: [ 7HBE0TE |
Type ofSettament Type ofPartal
eill| | m | e | e | s |

“ Address 1: [F##5E QUINGY ST |

Address 2: | |

* City: [TOPERA |

* Country/State: [KS KANSAS =l

" 7

| Mext ||Ihnagelr|mes

[ |[ e || o ][ wee |

Go to “Entitlements” tab and select “Add This Entitlement”

Type of order: | PCS | Covered from: 6/25/2015 to: 7H6/2015
Type of Settlement | Pari= [~] Type of Partial: |not a Partal [~]
Remit To Transactions Entitlements Comp Fir Remarks
Travel Not Performed [ Effective Date: &252015

[ ot | [t | [ e e [ e || s || comen [[ e |




Check “Owner operator of POV”, “Number of cars authorized” and “Who being paid” (travelers)

TONO: [ 1215GB5SIMPL3000 | Covered from:
Type of order: [ PCS | to: 716/2015
What's Authorized ‘ Htinerary Reimbursables

[#]Owner operator of POV: Mo MALT Number of cars authorized 1
S —————————
ho Being Paid

PLUTO (Member}

[ ] [ oot || coee || wew |

Under “Itinerary” tab select “Greater than or equal to 24 hours”

Ty soter [ PEE—] o

bt webard barvl ke S d wheo of bl e

{1t e

| Ada | Tt T Rwarvey I

[ J==] [omamm || com |[ o |




Enter your itinerary: departure date and location and arrival date and location for POV drop off

T Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
[Corpus Christi, TX Kleberg | Is Local [LDP - Lodging Pius =] 0
06252015
Method of Transportation: .
Iz Embark - Lodging Tax:
DutyDay | PA-Private Auto E3| #E Percentage: (o]
Lodging Type: III
Arrival Location (click to edit) | EI
Arival Date: allas-Fort VWorth [ntl Aprf, Tarmr...
OB/302015 | Reason for Stop:
| DV - Drop Off ‘ehicle at ehicle F[= | Mesls Typs:
Duty Day ———— [cM - Commercial Meals [<] || Mites:
430
Who else is fraveling on |PEACHES
this leg:
‘ Accept Leg ‘ ‘ Cancel Changes ‘
§ PEACHES 2
BA02015 | DEP Bellingham, WA, Whatcom AF [ ]
ER0/2015 |ARR |  Juneau, AK, Juneau Borough MC | [ L] we [0 ][ ooo [[ 000 ]

“Accept Leg” once reviewed for accuracy

Travel to Destination to pick up Ferry in second POV, “Accept Changes”

Corpus Christi, T, Kleberg
BN |BEE| pallasror Worth I Apr T
arral

Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
Departurs Date
—_— Pallas-Fort Worth Intl Aprt, TX, Tarr...| Is Local [LDP - Lodging Plus ] 0
063002015 ﬁ
Method of Transporiation: .
Iz Embark - Lodging Tax:
DuyDay  |PA-Private Auto =] AE Berceninge: [ o]
Lodging Type: :
Arrival Location (click to edit) | EI
[Bellingham, WA Whatcom
Reason for Stop:
| AT - Awaiting Transportation [=] Meals Typs:  M&IE: 46.00
CM - Commercial Meals [=1 ] Miles:
2270

Who elze iz fravelingen  |PEACHES
this leg:
‘ Accept Leg ‘ ‘ Cancel Changes ‘
) PEACHES 2
630/2015 | DEP Bellingham, WA, Whatcom AF D
TIW2015 |ARR Jungau, AK, Juneau Borough MC O D NLG m:!-ml [ oo0 |




Enter Arrival destination from Ferry ride, use “AF — Alaskan Ferry system”

Corpus Christi, TX, Kleberg
6252015 | DEP PA O
Dallas-Fort Worth Intl Aprt. TX, B
/252015 | ARR Tarrant o B LDP
=
02015 | DEP Dallas-Fort mﬂinﬂ Aprt, TX, Pa D D |:| PEACHES =
TME2015 | ARR Tt AT [ LDP L]
ingham, WA, Whatcom | 2270 |
De e Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
[Beflingham, WA_Whatcom ] Is Local [AE - Actual Expense Allow (ltemize) [~] 0
07062015 ﬁ o & R
ethod ranspor tafion: N
Is Embark AE Percentage: III Lodging Tax:
[ outy Day | AF - Alaskan Femy System [=] - lII
Lodging Type:
Amival Location (click to edit) | EI
Arrival Date: Puneau, AK, Juneau Borough ]
— = Reason for Stop:
07102015
| M - Mission Complete El Meals Type:  M&IE: 30.00
Duty Day [CM - Commercial Meals [= ]| Mites:
L o |
Who else isfraveling on  [PEACHES
this leg:
‘ Accept Leg ‘ ‘ Cancel Changes ‘

Review itinerary and if correct, “Accept Changes”

Corpus Christi, T, Kleberg PEACHES %+ "
6252015 | DEP Pa 0 Edit
Boeo01s | aRm |  Dalles-Fort Worth intl Aprt, TX, oV e | ne [ (e ][ ooo |[ 000 ] Insert| D8
Tarrant D [ 450 ]
6302015 |pep | Dallas-Fort Worth Intl Aprt, TX, PA [ | ] EEACHES - Edit
72015 | ARR Tarmant AT [ ] [ 0 ][ ooo [[ ooD | Insert Del
Bellingham, WA, Whatcom [] LDP [2270 ]
762015 |DEP|  Bellingham, WA, Whatcom & | O PEACHES B Edit
THO2015 |ARR|  Juneau, AK, Juneau Borough Mc | ] e .it!-im- [ 000 ] Insert | O¢!
AddLeg
| Accept Changes | ‘ Cancel Changes ‘ ‘ Help ‘

Ensure you add your Images including Alaskan Ferry itinerary and receipt.




Next you are going to add the itinerary to pick up your vehicle you shipped, select “Add This Entitlement”

Type of order: | PCS | Coveredfrom: [ B25R015 | to: [ 7HGR2015 |

Type of Settlement | Farial [~] Type of Partial:

Remit To Transactions Entitiements C i F i Remarks
Travel Not Performed: || Effective Date: &/25:2015
Edit | Enroute PGS Travel 6/25/2015-7T1102015 alidated Data Delete | Cales | Comp
Enroute PCS Travel - <= Add This Entitlement
s == = e N

Under “Itinerary” tab select “Greater than or equal to 24 hours”

Srbact ot et b niben S s whae of el foe

T gt

[ s T vt |

I = [ | (e [ ]

POV pick up

Departure Lozation (click to edit) Method of Reimbursement: Daily Ldg Cost
Departure Date —
[#is Local [LDP - Lodging Pius =] [ ] ]
E
Method of Transportation:
[Clis Embark ME s [0 ||| Lodging Tax:
Dlowypsy  CA-Commemiaavo [x] Coo ]
Lodging Type:
Arival Location (click to edit) ‘ EI
Arrival Date: airbanks. AK. Faibanks Horth Sta.
O7MSR015 ] Resson for Stop:
[PV - Pick Up Vehicle at Vehicle P | Meals Type:  MAIE 55.00
[louty Day CM - Commercial Meals (21| | Mites:
L o |
Who else isfravelingen  [TENT=
this leg-
| Accept Leg ‘ | ‘Cancel Changes |
- - e
7ne@01s | pep | Faianks, AK Faibanks North Star | o, [ O O Member =+
THEZ0S IARR | juneau, AK Juneau Borough L | HLG & ]




Itinerary for POV pick up back to PDS

Juneau, AK, Juneau Borough Member [
Fairbanks, AK. Fairbanks Morth Star
Borough

THS2015
TNS2015 | ARR

o o Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
[Fairbanks, AK, Fairbanks North Sta.... Is Local AE - Actual Expense Allow (ftemize) =] [i
07ME015 ] i
Mm?me - [Cis Embark AE Percentage: lII Lodging Tax:
[ Duty Day | Pa - Private Auto [=] C o ]
Lodging Type:
Arrival Location (click to edit) | EI
Armval Date: [unsau, AK ALASKA Junesu Boro._
Reason for Stop:
| MC - Missien Complete [=] Meals Type:
Duty Day [CcM - Commercial Meals [=1 || Mies:
857
Who else isfraveling on  [Member
this leg:

‘ Accept Leg ‘ ‘cﬂmcmngu

“Accept Leg” then “Accept Changes”

Juneau, AK, Juneau Borough 7 Member [
Tieooie Fairbanks, AK. Fairbanks North Ster [0 ][ 000 J[ 000 ]
TIE2015 O Inserl
Borough [ O |
- =
162015 | pep | Faimanks, AK. Fairbanks North Star | o, u 0 0 it o
THE205 |ARR| oo N(‘B“'_m"“gneu'“ 5 MC n NLG [o ][ o000 || om0 | Insert

In “Reimbursable” tab include Ferry receipts, tolls and any receipt for claimed items over $75.00. Use the
manage Images function to add these items.

TONO: 1215Ga5SIMPL3000 Caverad from:
Type of order: IIl to: 7/16/2015
What's Authorized Itinerary Constructed Itinerary Reimbursables
e —

Add / Edit Trip Expenses

[oxeotos s EE=EN




Note the following information

Was any airfare paid by a member's travel card. If paid by Gowvernment Account, do not
enter the airfare Add Expense

Accept Changes Cancel Changes Help

Check the “Computations” tab to ensure all expenditures have been added and the calculations are correct

Type of order: | PCS | Covered from 6/25/2015 to: TM16/2015

Type of Settement [ ] Trpe of Paria

Remit To Transactions Entitlements Computations Financial Remarks
[ —— i —
Total Entitlement 2.670.84
Deductions 0.00
Memb/Emp PCS Per Diem 1.814.50 ) —
Partial Payments 0.00
Membi/Emp MALT 82560
Den Par Diem 17083 Amount Payable 2,570.84
Dep. MALT 151.11 Advances 0.00
Method of Payment| Direct Deposit |Z||

alue Employee 257084

Split Payment oo

Computed Split 0.00
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

[z ] (e | [rasemces | [ || s || ot || v |

Go to “Financial” tab and follow line of accouting tutorial

Type of order: | PCS | Covered from: [ 6252015 | to: [__7HER0OIE |
Typeof Stloment Type of paria
e I 0 N R
Db 1215GE5SAMPLD00 2 P 501 200 21 O TG 73045 2104 300.7%

Back H MNext ||Ihrmelnmes ‘ Receipts || SAVE || Cancel H Help |




PCS with TDY enroute (TEMDU)

CSchools

PCS with TDY Enroute

Update home address at new PDS

Type of order: | PCS | Covered from: 51072015 to: 71372015
Type of Settlement | Partial |z| Type of Partial: | Not a Partial E'
Remit To Transactions Entitlements Computations Financial Remarks

* Address 1- 2081 RIWVERSIDE DR

Address 2:

* City: JUNEAU

*Country/State: |AKALASKA E3|

*

?_|p: 95300

Under the “Entitlements” tab select “Add This Entitlement”. It will take you to the below screen. Select who

traveled.
TOND: | 1215G85TDY 765000 | Covered from: 418/2015
Type of order: | PCS | to: 7372015
What's Authorized | ‘ ltinerary | | Reimbursables ‘
Owner operator of POV Mo MALT  Mumber of cars authorized 1

Who Being Paid

[SPEED (Member) ]
FIREBIRD (Dependent)
CHIEFTAN (Dependent)
PONTIAC (Spouse)
==




Remember to use Change Status when you come off of Leave

RACER, SPEED z View: Traveler
TONO: 1215GE5TDYTE5000 Itlnerary
5 Transg Duty Local? . Embark? Who Elze Traveling
et sty Reason| Day | '°C |Method|"°%9"| “Meals | AE% Lodging Taxes Miles
KU, KUWAIT CITY AND CAMP
418/2015 | DEP TP
5 DOHA [ ooo [[ 000 |
AMBR0TS |ARR | podamouth, WA, Portsmouth ™ P | G921 | am ﬂ ‘
4202015 | DEP Partsmouth, "4, Portemouth Pa lIl DF:JFEEBHD 0.00
42172015 | ARR Lake Charles, LA, Calcasieu L cQ LT = =
Departure Date Depart:Jr& Lccah.on click t_o edit) Method of Reimbursement: Diaily Ldg Cost
v |o8Ke Charles_ LA Calcasieu | Is Local LDP - Lodging Plus 0
0672602015 j ]
Method of Transportation: T T
[puypay |5 -Change Status =] AE Percantage: 0 :
Lodging Type: g
Armival Location (click to edit)
Armival Date: |Lake Charles. LA, Calcasieu |
0B/262015 j Reason for Stop:
AT - Awaiting Transportation [=] Meals Type:
[ puty Day CM - Commercial Meals Miles:
i)
When changing modes of travel: use AT
T T I T T I T I I T I
Depariure Location (click to edit) Method of Reimbursement: i
Departure Date = _ _ E _ L ; Daily Lag Cost
- |LBKE Charles, LA, Calcasieu | [Tz Local LDP - Lodging Plus 0
06262015 j Method of T ]
liyle’ ransportation: )
. P [T 1= Embark AE Percentage: o Lodging Tax:
[ buty Day P4 - Private Auto (=]
Lodging Type: f
Amval Location (click to edit)
Armival Date: [Prince Rupert, CANADA, BC |
OTHA0IE j Reason for Stop:
AT - Awaiting Transportation (=] Mesls Typs:
CM - Commercial Meals Miles:
i}
Also use “Is Embark” when Awaiting Transportation in Prince Rupert
I I I I I I I I I I I
Depariure Location (click to edit) Method of Reimbursement: i
Departure Date E _ _ ¢ _ b ; Daily Ldg Cost
- |L8KE Charles, LA, Calcasisu | |:| Iz Local LDP - Lodging Plus 0
_ o
Method of Transporiation: _
. Is Emizark AE Percentage: il Lodging Tae:
S0
[ Duty Day P4 - Private Auto (=]
Lodging Type: o
Arrival Location (click to edit)
Arrival Date: [Frince Ruperi, CA BC |
07172015 ﬁ Reason for Stop:
AT - Awaiting Transportation (=] Meals Type:  M&IE- 112.00
|:| Duty Day CM - Commercial Meals IMiles:
HEB1

This allows system to pay you correctly for all four legs




Completed itinerary should look similar to this

RACER, SPEED & View: Traveler
TONO: 1215G856TDY 765000 ltlnerary
3 Trans | Duty Local? .| Embark? Who Else Traveling
Lo Lr= Reason| Day | '°C |Method| %98 | “Meals | AE% Lodging Taxes Miles
KU, KUWAIT CITY AND CAMP PONTIAC = )
Yioa0is | ARk b0k i s [Tl oo Jlom ] | me|oel
< Portsmouth, A, Portsmeuth LDP GM ] :
PONTIAC %
4/20i2015 | DEP Portsmouth, WA, Portsmeouth PA | Edit Del
4/21/2015 | ARR Lake Charles, LA, Calcasieu LV CcaQ s - - Inzert
. PONTIAC 2 ,
6/26/2015 | DEP Lake Charles, LA, Calcasisu CS [0 ][ ooo |[ ooo | Edit Del
G/26/2015 | ARR Lake Charles, LA, Caloasisu AT LDP T - - Insert
. = )
62672015 | DEP Lake Charles, LA, Calcasieu PA o] [IJ:'SDNTIT«'C 500 | Edit Del
71112015 |ARR Prince Rupert, CA, BC AT LDP =735 - = Insert
[PONTIAC <]
12015 | DEP Prince Rupert, CA, BC AF o1 ;DO[I;ITlﬂC DE'D | Edit el
7112015 | ARR Juneauw, AK, Juneau Borough MC NLG T - = Insert
Add Leg
Accept Changes Cancel Changes Help

Next screen will be constructed Itinerary it should show each leg with authorized miles
You want the system to show your trip like this —
In this scenario: 1% leg is flight from Bahrain to VA and TEMDU

What's Authorized tinerary

Constructed Rinerary Reimbursables

Duration of travel:  EieaSMEMGHEUAGZANGUS] ~

Depart Date | Arrive Date To Location Auth. Miles
4182015 4182015 | Portsmouth, VIRGINLS, 0

42042015 6/26/2015 |Lake Charles, LOUISIANA 1215
62612015 7M11/2015 | Prince Rupert, CANADA 3145
712015 TM120M5 | Juneau, AK ALASKS 0

In this scenario: Drive to OLD PDS to get Dependents,
Then drive to embark point for AMHS

Then leg on the AMHS which pays its own daily rate

Click on small blue CALCS on right side of the screen

Travel Mot Performed

Effective Date:  sMm2015

Entitlement Type

Dates Encompassed Status

Edit | Enroute PCS Travel

4M82015-71M172013 “alidated Data

Delete | Cales

Comp

Enroute PCS Travel (=]

<= Add This Entitlement




You will see the travel days to TEMDU

RACER, SPEED Daily Expenses S5 UTDEET
TONO: 1215GE5TDYTE5000
‘ Remarks ‘ | Done |
Day |Ldg |M&E ) M&E |Total |Lodging
Date Type | R R Br |Ln |Dn |Lodg|Break | Lunch | Dinner | Incdtl - - Tax Taxable
04M&( LDP | 87.00 |61.00(CM (CM |CM | 0.00 Partial | Day | 4575 | 4575 0.00
04M%( LDP | 87.00 |61.00(GM (GM | GM | 0.00 Reimbk.| MIE | 1885 | 18385 0.00
4/18 is travel day from Kuwait
4/19 is arrival day at TEMDU
RACER, SPEED Wi Traveler
TONO: 1215G85TDYT65000 Itinerary
- Trans Locar? Embark? Who Else Traveling
i e Reason ﬁ ) |uum Lodging| “pisls | AE% Lodging  Tawes  Miles
enmis | pep | KU KUWAIT CITY AND CAMP - FONTIAC =] |
wneots | ARR B TO we | e | om [':_,J []am [Be] insent| 0%
[PONTIAC 2
4207015 |DEP | Pordsmouth, VA Portsmouth PA : Edit
42172015 [ARR | Loke Cheries, LA Colcosie | LV ca inset | O%!

REMEMBER IT IS THE NUMBER OF TRAVEL DAYS NOT THE DATES THAT PAY
Member claimed 2 days to drive from VA to LA

04/1&| LDP | 87.00 |§1.00|CM|CK|CM| 0.00 Partial | Day | 45.75 45.75 0.00 45.75 0.00
04/1%| LDP | 87.00 |61.00|GM | GN |GM| 0.00 Reimb.| MIE | 18.85 18.85 0.00 18.85 0.00
0420 FP 0.00 125.00 0.00 | 12500 | 0.00
04/21| FP 0.00 125.00 0.00 | 12500 | 0.00

2 PCS travel days
Permissive Leave days 4/21/15 to 6/25/15
On 6/26/15 Member departs Lake Charles to Prince Rupert BC
Again the system pays entitlements from end back so if MC was 7/11 goes back 9 Travel days
9 days of PCS Per Diem and one day @ 75% New PDS Per diem.

Date |72V |10 |Rate |B |Ln [Dn [Lod|Break|Lunch Dinner Incdti |2 1B e e ot | ros | Taxable
04M8| LDP | 87.00 |61.00| CM|CM|CM| 0.00 Partial | Day | 45.75 4575 0.00 4575 0.00
04M8| LDP | 87.00 |61.00 | GM|GM (GM| 0.00 Reimb. [ MIE | 18.85 18.85 0.00 18.85 0.00
04520 FP 0.00 1259.00 0.00 | 12900 | 0.00
04421 FP 0.00 125.00 0.00 | 12800 | 0.00
06/26 | LDP |155.00|50.00 | CM|CM|CM| 0.00 | 14.00| 22.00 | 35.00 |15.00| 0.00 50.00 0.00 50.00 0.00
072 FP 0.00 125.00 0.00 | 12800 | 0.00
07I03| FP 0.00 125.00 000 | 12500 | 0.00
07/04| FP 0.00 125.00 0.00 | 12900 | 0.00
07i05| FP 0.00 125.00 000 | 12500 | 0.00
07/06| FP 0.00 125.00 0.00 | 12900 | 0.00
0707 | FP 0.00 128.00 0.00 | 12800 | 0.00
0708 FP 0.00 1259.00 0.00 | 12900 | 0.00
07/08| FP 0.00 128.00 0.00 | 12800 | 0.00
07Ma| FP 0.00 1259.00 0.00 | 12900 | 0.00
07M11| LDP (159.00)80.00 | CM|CM | CM| 0.00 Partial | Day | &7.50 67.50 0.00 | 67.50 0.00
Total | 1641.10 0.00 |1841.10] 0.00

You can claim all the days you want to, but system will only pay authorized number of days



On the “Computations” tab you will see the break out of funds

Diescription Total
Memb/Emp TOY Per Diem G460
Mermb/Emp PCS Per Diem 1.576.50
Memb/Emp MALT 1.006.48
Remit To Trangactions Entitlements Computations Financial Remarks
Total Entitlement 2,847 53
CEETET TEE Deductions 0.00
MembB/Emp TOY Per Diem 84,60 R
Partial Payments 0.00
Memb/Emp PCS Per Diem 1.576.50
Memb/Emgp MALT 1,006.42 Amount Payable 2.847.58
Advances 0.00
Method of Payment | Direct Deposit (]
Due Employee 2.847.58
Split Payment 0.00
B Computed Split 0.00

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

Input Line of Accounting Line — (any time you edit your claim you should hit Modify accounting button). Use
the Line of Accounting tutorial.

Remit To Tranzactions Entitlements Computations Financial Remarks
DbiCr Classification String Amount
O 1215G85TOYTES000 2 P 501 299 21 D RA 738040 2100 264758

Add/Modify Accounting

Save claim and release to AO.




PCS with No/Limited Dependent Travel

Home Camp to 1st Duty Station(Cadet) or (Direct Commission)

Cadet- Home to First Duty Station

Update address at new PDS

Remit To Transactions Entitlements Computations Financial Remarks

* Address 1- 15 MOHEGAN AVE

Address 2-

* City: |MEW LONDON

*Country/State: | CT CONNECTICUT =]

*

Zip: De320]

Add in PCS travel entitlement

Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed [ Effective Date:  2/10/2015
Enroute PCS Travel E| <= Add This Entitlement

Enter in the itinerary — Members can either drive , fly, take a train or bus.

WHIZ, GOLLY ; View:  Traveler
TONO: 12156G85PRACDT000 Itinerary

D . Trans Duty Local? Lodgi Embark? ‘Whao Else Traveling
“L ‘Raason‘nay|ml“ﬂeﬂ'm‘ ‘ Meals AE% Lodging Taxes Miles “
Departure Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
[Manas=as_ VA_M: | [T is Local
a0
Method of Transportation: .
- |:| Iz Embark Lodging Tax:
Duty Day P4 - Private Auto [=]
Lodging Type:
Arrival Location (click to edit)
Arrival Date: |US Coast Guard Academy. CT, Me.__ |
DBAD2015 E] Reason for Stop:
MC - Mission Complete [=] Meals Type:  MZIE: 61.00
D Duty Day Miles:
385
Accept Leg ‘ ‘ Cancel Changes




Once you have input the itinerary and reimbursable expenses, check the “Computations” tab

Remit To Transactions Entitlements Computations Financial Remarks

Total Entitlement 217.55

2EEETEIEY 17 Deductions 0.00

Memb/Emp PCS Per Diem 128.00 .

Partial Payments 0.00
Memb/Emgp MALT 88.55

Amount Payable 217 55

Advances 0.00
Method of Payment | [BIERERE (o (=]

Due Employee 217.55

Apply Advances ‘ Split Payment 0.00

Computad Split

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

Input line of accounting (using the tutorial), upload images and save claim

Remit To Transacticns Entitlements Computations Financial Remarks
Db/Cr Classification String Amount
Db 1215GB5PRACDTO00 2 P 501 293 21 0 RA 728040 2100 217.55
| AddiModify Accounting |

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




Boot Camp to “A” School
Member with Dependents — Boot Camp to “A” School

Ensure Travel Order Information indicates correct PCS type. When a Member has dependents and is authorized
to take them to “A” School locality, use STATION TO STATION do not use “Boot Camp to A School”

When personnel are attending “A” Schools longer than 20 weeks, PCS orders are authorized

LANTERN, GREEN Travel order View: Traveler
" Grade/Rank: " Order Mumber(s): * Type of Order:
PCS
E2 [=] 1215GESB2ASCHOON [=]
Description  What's Authorized Dependents Remarks
* Type of PCS Station to Station [=]
* lssue Date 080112015 |
Trip Nams:
* Detach Date 080272045 T
|sguing Crganization 5347400
Paying Organization 5347400 * Report Date 08/05/2015 G
Group Travel 1
Funds Coast Guard =]
* Origin [Cape May, NJ. Caps May |
" Destination [Petaluma, CA, Sonoma |

**Note: If you do not select Station to Station, T-PAX will not allow you to view the “Dependents” tab in
order to add them to the claim.

View: Traveler

LALTTESE E EEL Travel Order
" Grade/Rank: " Order Mumber(s): * Typs of Order.
Description Vhat's Authorized Dependents Remarks
Name of Dependent Relationship to Member/Employes | Birth { Mamiage Dats
STAR SAPHIRE Spouse Edit | Delate




Update home address at new PDS

Type of order: | PCS | Coveredfrom: [ 22015 | to: [ 952015 |
Type of Settlement | Parizl [ =] Type of Partial: |0t a Partial [~]
Remit To Tranzactions Entitlements Computations Financial Remarks

* Address 1: 123 MAIN STREET|

Address 2:

* City:  PETALUMA

*Country/State: | CA CALIFORNIA =

*

Zip: 99%2

Under “Entitlements” tab Select “Add This Entitlement”

Type of order: | PCS | Covered from: [ 922015 | to: [ 9/52015 |
Type of Settlement | Partal [~] Type of Partial: |riota Partial [~]
N . - ......... - computa o n
Travel Not Performed [7] Effective Date: /212015

s me o) | e |

Under “What’s Authorized” tab select “Owner operator of POV”, “Number of cars authorized” and “Who
being paid” which is member only in this scenario.

TONO: [ 1215G85B2ASCHO00 | Covered from:
Type of order: | PCS | to:

What's Authorized Itinerary Reimbursables

J

[¥] Owner operator of POV No MALT  Number of cars authorized 1

Whao Being Paid

GREEN (Member)

STAR SAPHRE (Spouse)
| unsetectan |




Member Itinerary must be entered from Cape May to A School
Enter in the itinerary — Members can either drive or fly to get to “A” School

P Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
[Cape May. NJ, Cape May | | s Locat | =1 0
09/04/2015 E
Method of Transportation: X
: Tax:
DutyDay | TP-Gowt Proc. Plane =1 Elte Emberk LSRR [0 || todsing Tax
Lodging Type: :
Arrival Location (click to edit) | EI
Amival Date: Betaluma, T4 Sonoms ]
090472015 m Resson for Stop:
|MC - Mission Complete [=] Meals Type:
Duty Day CM - Commercial Meals [=] || wites:
[ o ]

Who elze iz fravelingon  |STAR SAPHIRE
this leg:

‘mnm“wmm‘

After you enter the Member’s trip from Boot Camp to A School you will need to add the Dependent Itinerary.

Type of order: | PCS | Coveredfrom: [ 922015 | to: [ 9/502015 |
Type of Settlement |F'arﬁal E| Type of Partial: |Nota Partial E|
Remit To Transactions Entitl it Comp i Fir ial Remarks
Travel Not Performed [ ] Effective Date:  @/2/2015
Edit | Enroute PCS Travel BV4/2015-8042015 alidsted Data | Delete | Cales | Comp

ST =] [esnoamm reme|

e [[ ot | [ s o | [l = Jfea oo |




Ensure Dependent is selected.

TONO: [ 1215G85B2ASCH000 | Covered from:
Type of order: | PCS | to:
What's Authorized ‘ Hinerary Reimbursables

Mo MALT  MNumber of cars authorized 1

Who Being Paid

STAR SAPHIRE (Spouse)

[T ] =eolleaien ]

Dependent Travel must be from Home of Record to “A” School location

re Departurs Location (click to edit) Method of Reimbursement: Daily Ldg Cost
Departure Dale Koy West. FL_Monos [Tis Local ] 0
08072015 @
Methed of Transportation: .
[ . .
Duty Day [PA. - Private Auto =] Is Embark AE Percentage: |I| Ludgl%l
Lodging Type:
Arrival Location (click to edit) l EI
Arrival Date: @!E CA. Sonoma
09/11/2015 4 Resson for Stop:
| MC - Mission Complete [=] Mesls Type:
[l - Commercial Meals -
Duty Day CM - C: ial Meal Miles:

3300

Who elze is fravelingeon  [Member
this leqg:

Accept Leg ‘ ‘Caru:elcl'lalw




Once you have input the itinerary and reimbursable expenses, check the “Computations” tab

Type of order- | PCS | Covered from: 9122015 to: 9152015
Type of Settlement |Pari= [+] Type of Partial: | ot a Partial [~]
Remit To Transacticns Entitl ni: Comp ions Financial Remarks
Total Entitlement 2.450.60
[ o Deeien [ Taw | Deductions T
Memb/Emp PCS Per Diem 4575 . —
Partial Payments 0.00
Dep Per Diem 645.00
Dep. MALT TR0.00 Amount Payable 2.450.60
DLA 1.002.85 Advances 0.00
Method of Payment | [ITEIRE [=]] S
Due Employee 2,450.60
Split Payment 0.00
- Computed Spit
| ooy |
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
| ok |[[ e | [ s | | oo || save || coen ][ v |

Apply advances if member received one

Input line of accounting, upload images and save claim

Type of order: | PCS | Covered from: 97212015 to: 9/5/2015
Type of Settlement |F'arﬁal E| Type of Partial: |Nota Partial |E|
Remit To Trangactions Entitlements Computations Financial Remarks
Db 1215GE562ASCHO00 2 P 501 288 21 0 RA 78040 2100 2,458.60
st || et | [ senae s [ || s |[ cmes || W |




Mixed Mode to Ship (Chasing the boat)

0Old PDS to New PDS ship underway

Old PDS to New PDS ship underway

Change home address at new PDS

Type of order: | PCS | Coveredfrom: [ 5262005 | to: [ 62412015 |
Type of Settlement |Parh'a\ El Type of Partial:
Remit To Transactions Entitlements C R T
* Address 1 500 TRUMBO POINT
Address 2:
*City: KEY WEST
*Country/State: |FLFLORIDA =l
Zip: 33040|—|
|||nt||lhmsellmn&- |necqns|| SAVE ||cmm||| Help |

Under “Entitlements” tab select “Add This Entitlement”

Travel Not Performed: [[]

Type of order: | PCS | Coveredfrom: [ 5/252016 | to: [ 62412015 |
Type of Settlement | Parial [~ Type of Partial: ot a Partial [~]
Remit To Transactions ......... E nmlemenm Computations Financial Remarks
EREEE—

Effective Date: 5252015

| Enroute PCS Travel

E” ‘ <= Add Thig Entitiement ‘

oo | [net | [ e e |

[ere || s |[ cmes || v |




Select who is traveling and “Accept Changes”

TONO: 1215G85SHIPUN00O Covered from:
Type of order to

What's Authorized Itinerary Reimbursables

QOwner operator of POV Mo MALT  Number of cars authorized 1
EE——

Who Being Paid

[ ] [ eotcrage || coon || woe ]

Under the “Itinerary” tab select “Greater than or equal to 24 hours”

skl L T

oy g e e =i

pipct bt Bant dmuribe tha dursian of Lvel for
tha reguedt

i Al | L Trw Aewerey I

[ =] [sesmcmmer || coee || me |

Driving from Old PDS to home port of new PDS (In this scenario: boat is stationed in Key West)

- Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
S oo [Topeka KS. Shawnee ] Is Local [LDP - Lodging Plus =] 0
05252015 m

Method of Transportation: .
Iz Embark - ing Tax:
Duty Dray [PA - Private Auto =1 AE Percentage: lII Lodging
Lodging Type: lII
Amival Location (click to edit) | EI
Arrival Date: [y West. FL. Monroe
OB2AC0IS 4| Feason for Stop:
AT - Awaiting Transportati E3 Meals Type:
Duty Day CM - Commercial Meals [~ ]| Miles:
16582
Accept Leg ‘ ‘ Cancel Changes




In this scenario: Boat is currently in Panama

Topeka, KS, Shawnee
Key West, FL, Monroe

o Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost

[Key West_FL_Monroe [ g Local [AE - Actual Expense Allow (Itemize) =] 0

waizrts B Method of Transportation:
- 1= Embark - )

Duty Day |£’ - Govt. Proc. Plane [=] O AE Percentage: |I| Lodaing Tax:

e— ) Lodging Type:

‘Arrival Location (click to edit) | [-]

[PANANA, PANAMA CITY

Reason for Stop:

| MC - Missien Complete [=] Meals Type:

CM - Commercial Meals B Miles:
[ o |

‘ Accept Leg ‘ ‘cﬂmcrnmu

[

Review itinerary and Accept Changes if correct

/252015 Topeka, KS, Shawnee

6/23/2015 Key West, FL Monroe O LDP Inserl
62412015 | DEP Key West, FL, Monroe ® | U Edit
6242015 | ARR P, PANAMA CITY Mc | [ L] e Insert | D¢

| Accept Changes | ‘ Cancel Changes ‘ ‘ Help ‘
e —

Check constructed itinerary (miles will auto populate)

TONO: [ 1215GB5SHIPUNO00 | Cavered from:
Type of order: | PCS | to:

What's Authorized Hinerary Constructed Hinerary Reimbursables

[DTE iR R ir: -l Greater than or equal to 24 hours R

B/23/2015 | Key West, FLORIDA

6/24/2015 | PANAMA CITY, ...

@
i




Enter Dependant Itinerary to MC in Key West. Member and dependent traveled in 1 POV.

e Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
Topeka, KS | Is Local | EI o _I
05252015
Method of Transportation: X
(& . =
ey [PA- Prvale Auto = Is Embark AE Percentage: |I| Lodging Tax:
Lodging Type: lII
Arrival Location (click to edit) | EI
Armival Date: Eg Wvest FL. Monroe i
0B/23/2015 i Reasen for Stop:
| MC - Mission Complete =] Meals Typs:
[l - Commercial Meals -
Duty Day CM-C il Meal Miles:
a
/—-_
Who slss is fraveling on
this leg:
‘ AcceptlLeg ‘ ‘ Cancel Changes

Check your computations

Type of order: | PCS | Covered from- [ B2520M5 | tor [ 6242015 |
Type of Settlement | Parial [~ Type of Partial: |t = Pariial [~]
Remit To Transactions Entitlements Computations Financial Remarks
Total Entitlement 1,625.25
[ o osswon [ Tow ] Deductions -
Memb/Emp PCE Per Diem 51825 . —
Partial Payments 0.00
Memb/Emp MALT 386.88
Dep Par Diem 43375 Amount Payable 1,588.85
Advances 0.00
Method of Payment | Direct Deposit =]
Due Employee 1,585.85
Split Payment 0.00
Apply Advances .
‘ Computed Split 0.00
Enter ameount 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
|Bm:IL H Next Hllananelrmges ‘ Receipts H SAVE H Cancel H Help |




Financial tab (use Line of Accounting tutorial)

Type of order: | PCS | Covered from: [ 5252015 | +to- [ 62412015 |
Type of Setflement | Pari=! [~]| Type of Partial: |riot = Partial [~]
Remit To Transactions Entitlements: Computations Financial Remarks

=B = [e== ] == [ = | = |

Save the claim

Type of order: | PCS | Covered from: [ EREROIE | +to: [ 6242015 |
Type of Settlement |F'arh'al E| Type of Partial: |Nota Partial E|
Remit To Transactions Entitl Comp i F i Remarks
Db 1215G855SHIPUNDO0 2 P 501 289 21 0 TG 78045 2104 12051

oo | [t | [ meree ces

Release to AO

Profile and

-
Entered E
- 1215GB50LDP0SO00 | Settlement |6/19/2015|6/27/2015|  PCS. DOG'TPLUTO into T- | 8/28/2015 | Traveler | Key West, FL | 1100217363 ‘1'(::)'[
) PAX
Entered
1215G85PCSLOCO00 | Settlement | 6/S/2015 | B/S/2015 | PCS DDG':LUTO into T- | 8282015 | Traveler H“’"‘;‘_'e"d' 1100217360 '}2&,‘
) PAX
Entersd
1215GB5SHIPUNDDD Seftlement | 5/25/2015 | 6/24/2015|  PCS DDG'TPLUTO into T- | 8/28/2015 | Traveler | Key West, FL | 1100217364 ’1'(2?)
PAX
Entered
1215GE5SAMPLI00T Seftlement | 6/25/2015 | 6/26/2015 PCS Dog, PLUTO into T- | 8/27/2015 | Traveler | Sterling, VA | 1100217358 sa00.7
T (est)
. PAX 2
< m | »

| [
[




0Old PDS underway to Home Port to New PDS underway

Enter home address at new PDS

Type of order: | PCS | Covered from: [__BH20015__ | to: [ B/@02015 |
Remit To T i i C Financial Remarks

* Address 1- 444 SEQUINCY 5T

Address 2:

"C

ty: TOPEKA

* Country/State: | KS KANSAS [=]

Zip: €e683

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

Under Entitlements tab select Add This Entitlement

Type of order: | PCS | Coveredfrom: [ BITR2015 | to: [ B/EDR0IE |
Type of Settlement |F'E.|1's| El Type of Partial:
comtro . - ......... - m_‘ . ; _ ”
Travel Mot Performed: [] Effective Date:  &m/2015

|Enr0utePCSTraveI E| ‘ <= Add This Entitlement ‘

Lot ] [ | [ e s | [ || s || coen [[ e ]




Select all that applies under What’s Authorized tab

TONO: [ 1215GB50LHPTNO00 | Covered from:
Type of order: | PCS | to:

What's Authorized Hinerary Reimbursables

Mo MALT Mumber of cars authorized 1

Who Being Paid

PLUTO (Member)

[ ] === ER

Select Greater than or equal to 24 hours under the Itinerary tab

bt arbut bt e b T dus o of oraesl lod

e et

F Al | Lt | i Ry my I

[ =] == I |

In this Scenario: Boat is in Cordova AK and new PDS boat is in Panama. TP used from AK to Seattle

Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost

[Cordova, AK ALASKA Valdez-Cor.. [ 1s Local [LDP - Lodging Plus 1 0

Method of Transportation:

DutyDay | TP - Gout. Proc. Plane [=]
R

06/07/2015 m

[Tl1s Emiark AE Percentage: lII Lodging Tax:
Lodging Type:
Arrival Location (click to edit) | EI

Aurival Date: [Seatile. WA, King
08072015 4 Resson for Stop:

Meals Type:
DlltyDay [cM - Commercial Meals [=] || Miles:

[ o |

Accept Leg ‘ ‘ Cancel Changes




In this scenario: Member will drive to new PDS home port before flying to boat underway

Cordova, AK, Valdez-Cordova
3Us Area
Bi7a0S Seattle, WA, King
Depariure Departurs Location (click to edit) Method of Reimbursement Daily Ldg Cost
——euy [Sealfle, WA King Is Local [LDP - Lodging Plus =] ]
s Method of Transportation
rens - Is Embark : ing Tao
DuyDay | PA-Private Auto ] AE PRI [0 ]|| tovgngTac
O Lodging Type: :
Trrival Location (cick o edit) |
Arrival Date: ey West, FL Monmos
06/2212015 ﬁ TEE '“'3""1
Meals Type:
[cM - Commercial Meals [~ 1| Mites:
3432
‘ Accept Leg ‘ ‘ Cancel Changes

Next:

Cordova, AK, Valdez-Cordova

6/7/2015 | DEP P b

gmagis | DER Cenius Area i . [T ][ om0 |

Seattle, WA, King L} LDP 0 ]
/82015 | DEP Seattle, WA, King ra | LJ u
&222015 | ARR Key West, FL, Monros AT | e [ ]
Departure Departure Location (click o edit) Method of Reimbursement: Daily Ldg Cost
—E [Rey West_FL Monroe [ Locat [ =1 | i |
32015
Method of Transportation:
o Is Embark AE Percentage: III Lodging Tax:
Duty Day | TP - Gowt. Proc. Plane [=] .
Lodging Type: 0
Arrival Location (click to edit) | EI
Arrival Date: PANENE, FANANA CITY |
06232015 | ﬁ Reason for Stop:
|MC - Mission Complete [=] Meals Type:
Duty Day CM - Commercial Meals [=] || Miles:
[ o |
‘ Accept Leg ‘ ‘ Cancel Changes
o
—

Check your itinerary for accuracy

s [pep | Corsoe 2 vkt oron @ y
&/7/2015 ARR Seattle, WA King AT 0 LDP Inserl
6/3/2015 | DEP Seattle, WA, King PA L] ] Edit
62202015 | ARR Key West, FL, Monroe AT u LoP L] insert | ¢!
6/23/2015 | DEP Key West, FL, Monrog il O Edit
B232015 | ARR P, PANAMA CITY MC D D MNLG Insert Del
Add Leg
Accept Changes ‘ Cancel Changes ‘ ‘ Help ‘
L




Enter Dependent Itinerary to MC in Key West. Member and Dependent drove together.

Cordova, AK, Valdez-Cordova
sus Area
BI7i2015 Seattle, WA, King
R Depam:n::m;ﬁon (click to edif) N - Tlemodofﬂei'rtl.llsemem o Daily LngCost
0608/2015 Al S s L o |
Method of Transportation:
. rens [Tis Embark AE Percentage: III Lodging Tax:
sEopn SRR - [ |
Lodging Type:
“Armival Location (click to edit) | [-]
Arrival Date: EEW&;‘[ FL. Monroe
062202015 | Resson for Stop:
| MC - Mission Complete [=] Mesls Type:
Duty Day [CcM - Commercial Meals [=] ] Miles:
3402
o else is traveling on
is leq:
‘ Accept Leg ‘ ‘ Cancel Changes
Go to Constructed Itinerary, the miles will auto populate
TONO: [ 1215GBSOLHPTNO00 | Covered from:
Type of order: | PCS | to:
What's Authorized ‘ Itinerary Constructed Rinerary Reimbursables
INE R R =y Ml Greater than or equal to 24 hours
6/7/2015 | Seattle, WASHINGTON
6/22/2015 | Key West, FLORIDA 3492
6/23/2015 | PANAMA CITY, ..
Ereptons | Ocasont| s chnger || cocat || v |




Next

Type of order: | PCS | Covered from: to:
Type of Settlement |F'arﬁal El Type of Partial: |Nota Partial |Z|
Remit To Transactions Ermﬂ—‘ Computati Financial Remarks
Travel Not Performed || Effective Date:  &m2015

Edit| Enroute PCS Travel /7120156232015 \alidsted Dats | Delete | Cales | Comp
Edit| Enrouts PGS Travel STI2015-6232015 \alidsted Data | Delete | Cales | Gomp
|[}|_A E” <= Add This Entitlement
| ook ||| et | | manage mages [ receos || save || coma || weo |

Go to Financial tab, use Line of Accounting tutorial

Type of order: | PCS | Coveredfrom: [ 62015 | to: [ 6/30/2015 |

Type of Settlement |F=rial [~] Type of Partial: 1ot = Partizl [~]

Computations




Save the claim and release to AO

DOG, PLUTO View: Traveler
oG 12156850LH Settlement Request

Type of order: | PCS | Coveredfrom: [__BMR20IE | to: [ 6B02015 |
Type of Settlement Type of Partial:
Remit To T i C i Financial Remarks
| DbiCr \ Classification String | Amount |
| Db 1215GE50LHPTNDDD 2 P 501 299 21 D TG 73045 2104 | 2.34-3.66|

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

Separation &/or Retirement - MUST be mailed into PPC for manual processing

Separation and Retirement PCS claims must be mailed via 1 Class Mail to PPC for manual processing. This
is because the MC date will be after the member leaves the CG unit and will no longer have access to TPAX
and the traveler TPAX account will be locked to prevent unauthorized use.

Member married to Member Travel

1) Member traveling with Member

2) Members traveling separately

Member traveling with Member

Member #1 and #2 drove in same POV. Only 1 member is allowed MALT and DLA. Both members are
entitled to Per Diem.

---Member #1---
Change home address to new PDS



Typeoforder: [ PCS | Coveredfrom: 722015 to: 732015

Remit To i i Ci Financial Remarks

* Address 1. 444 SE QUINGY

Address 2

* City: TOPEKA

*Country/State: [KS KANSAS =]

B

Zip: 56044

[ ] s o ][ oo ||

Under “Entitlements” tab select “Add This Entitlement”

Type of order: | PCS | Coveredfrom: [ 722015 | toc [__7REOIE |
Ty of St Ty of Pt

Remit To Transactions Entitlements Computations Financial Remarks

Travel Not Performed [ Effective Date:  7/2/2015

Enroute PCS Travel

[z | [ | [sarce e [ [ save ][ s ][ e ]

Member #1 will receive MALT and DLA.



Check “Owner operator of POV”, “Number of cars authorized” and “Who being paid” (travelers)

TONOD- | 1215GB5TESTS2000 Covered from: 7rzrzu15
Type of order: | PCS \ ta: 71312015

What's Authorized Hinerary Reimbursables

No MALT Number of cars authorized 1

Wha Being Paid

LADY (Member)

[ ] [ == =]

Enter the itinerary and once complete, hit “Accept Leg” then “Accept Changes”

Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
Depariure Date =
- Bellingham_WA_Whatcom | Is Local [ =1 0
070212015 @
Method of Transportation: .
I= Embark - Lodging Tax:
Duty Day | PA - Private Auto =] AE Percentage: III
Lodging Type: lII
Arrival Location (click to edit) | EI
Aurival Date: [Port Angeles, WA, Clallam |
07032015 L Ressonfor Stop:
MC - Mis: Complete Meals Type:
[Cuty pay CM - Commercial Meals [ || miles:

113

Accept Leg ‘ ‘ Cancel Changes




Check the “Constructed Itinerary” to make sure the miles are populating correctly and enter any
reimbursable expenses in the “Reimbursable” tab. Select “Accept Changes”

View: System

GUNSLINGER, LADY Enroute PCS Travel Administrator

TOWO: [ 1215G85TEST52000 | Covered from: 71212015
Type of order: | PCS | to: 7/3/2015

What's Authorized Itinerary Constructed Itinerary Reimbursables

Duration of travel: [EENGSUEIEIETTERCPITGNEY ~

Depart Date  Arrive Date To Location Auth. Miles
7I3/2015 | Port Angeles, WASHINGTON

Occasionals

Cancel | ‘ Help |

| Back || Next | | Exceptions | Accept Changes

On the main screen under “Entitlements” tab add DLA (without dependents) and check the “Computations”
tab to ensure all entitlements and any applied advances are paid out correctly.

UYL L 1RSI0 L3 U

Type of order: | PCS | Covered from: [ 7RR015 | to: [ _7BROI5 |
Type of Settlement Type of Partial:
Remit To Transactions Enfitiements Computations Financial Remarks
Total Entitlement 1,512.18
Deseription Tetsl Deductions 0.00
Memb/Emp PCS Per Diem 128.00 .
Partial Payments 0.00
Memb/Emp MALT 26,45
DLA 1.458.73 Amount Payable 1,512.18
Advances 0.00
Method of Payment | Diract Deposit [=]
Due Employee 1512.18
Split Payment 0.00

Enter amount in Split Payment fisld to pay
GTCC

This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed

‘ Receipts | SAVE || Cancel H Help |

| Back

| Next

| Manage Images

Go to “Financial” tab and “Add/Modify Accounting” following line of accounting tutorial. Once this is done
click “SAVE”.



---Member #2---
This member will NOT be receiving MALT or DLA.

Same process as Member #1, except un-check “Owner operator of POV” and check “No MALT”.

TONO: [ 1215GB5TEST53000 | Covered from: 7/2/2015
Type of order: | PCS | to: 7/3/2015
What's Authorized | Itinerary Reimbursables

MNo MALT Number of cars authorized 1

Who Being Paid

MOODY (Member)

[ ] ===l = || = |

Since both members traveled together in one vehicle, enter the same itinerary as Member #1 and then click
“Accept Leg” and “Accept Changes” once finished.

De e Dep:_rlure Location (click to edit) Method of Reimbursement: Daily Ldg Cost

[Bellingham. WA Whatcom I= Local [ =1 a
07022015 ﬁ

Method of Transportation: .

Iz Embark - Lodging Tax:
S |PA ~Private Auto EI AE Percentage: III
Lodging Type: III
Arrival Location (click to edit) | EI

Arrival Date: WA, Clallam
O7/03/2015  id| Ressen for Stop:
....... [MC - Mission Gomplete [=] Meals Type:

{Cputy Day [cM - Commercial Meals [=1 || Miles:

113

Accept Leg ‘ ‘ Cancel Changes




Check “Computations” tab to make sure member #2 is only receiving Per Diem

Type of order: | BES | Covered from: 71212015 to: 71312015
Type of Settlement |Fartizl [~] Type of Partial: |1t & Pariial [-]
Remit To Transactions Enfitlements Computations Fimancial Remarks
Total Entitlement 120.00
Deductions  om
Memb/Emp PCS Per Diem 12000 ) —
Partial Payments 0.00
Amount Payable 120.00
Method of Payment | Direct Deposit |z|| Advances 0.00
Apply Advances ‘ Due Employee 126.00
Split Payment 0.00
Computed Split 0.00

Enter amount in Split Payment fisld to pay
GTCC

This request may require constructed travel so that the amount computed may not egual the actual amount reimbursed

‘Hm:k H Next ||mnagelnmges | Receipts H SAVE H Cancel H Help ‘

Same as Member #1, enter the accounting string in “Financial” tab and click “SAVE” once complete with the
claim.

Type of order: | PCS | Covered from: Ti22015 to: 1132015
Type of Settlement | Farial [+] Type of Partial: ot a Parial [~]
Remit To Transactions Entitlements Computations Financial Remarks
Db 1213G83TESTS3000 2 P 501 289 21 0 RA 78040 2100 1258.00

[zt | [t | [ e o [Feewe || s [[coen || v |




Members traveling separately

Enter home mailing address at new PDS

Remit To Transactions Entitlements Computations Financial Remarks

* Address 1- 444 SE DAISY STREET
Address 2:
* City: DISMNEY
*Country/State: |FL FLORIDA [=]

*

Zip: 66805

“Transactions” tab — If you were issued an ADVANCE it will show here

Remit To Transactions Entitlements Computations Financial Remarks

Locked Date Type | Amount | |

‘ View Advances ‘

Back H Next ‘ | Manageinnges| ‘ Receipts H SAVE H Cancel || Help

Under “Entitlements” tab input Effective Date of Orders (see tutorial)

Type of order: | PCS | Coveredfrom: [ 82015 | to: [ 8MTR0IE |
Type of Settlement Type of Partial:
Remit To Trangactions Entitlements Computations Financial Remarks
Travel Not Performed [C] Effective Date:  814/2015

Enroute PCS Travel |Z| <= Add Thig Entitlement




Click on the drop down — you will see entitlements you set up in the orders
*NOTE** when MEMBER to MEMBER, the MEMBER with the higher pay grade will claim the DLA with
Dependents

Travel Not Performed: [ Effective Date: 722015

| | Entitlement Type | Dates Encompassed Status | |||

Enroute PCS Travel b <= Add This Entitiement

Enroute PCS Travel
TLE

| Bsck || Next | | manage images | “ﬂ cancel || v |

Since this is a member to member claim select ONLY the Member who’s claim you are processing, since the
spouse (member) will have their own TONO

ltinerary Reimbursables

What's Authorized

Cwner operator of POV [ Mo MALT Mumber of cars authorized 1

Who Being Paid

DONALD (Member)

LIGHTNING MCQEEN (Spouse) seloct Al

Un=elect All

Select “Greater than or equal to 24 hours” to enter itinerary and click “Add/Edit trip itinerary”

What's Authorized Itinerary Reimbursables

N R i e: = Ml Greater than or equal to 24 hourdld
Embark? Who Else Traveling

. Trans  Duty Local? . z
Date: | | Locaon | o con | Day | L | Methoa | L7990 | e AE% Lodging Taxes Miles




Enter appropriate days/means of travel. Itinerary will show dependent even if they are not selected for travel;
this can be ignored on this page. Accept Changes

[LIGHTNING MCQEEN 2 |

Edit

8/4/2015 | DEP Seattle, WA, King PA O
Insert

BMTI2015 | ARR Key West, FL, Monros MC | [ MLG [ (o] ooo ][ o000 |

3452

Del

Review the “Itinerary” tab and click next

What's Authorized Itinerary Constructed inerary Reimbursables

Duration of travel:

Greater than or egual to 24 hoursiig

Seattle, 7
53;'111::22&;155 EE;—: WASHINGTON :ﬁé O NLG O [ 0o || ooo || ooo |[ 3482
Key West, FLORIDA B : :

Review “Constructed Itinerary” tab and click next and ”Accept Changes”

What's Authorized tinerary Constructed Rinerary Reimbursables

N R Ry - Mll| Greater than or equal to 24 hours iR

412015 BMTI2015 | Key West, FLORIDA 3452

Back to the “Entitlements” tab, member can verify that the number of travel days is correct by clicking
“Calcs”

Remit To Transactions Entitlements Computations Financial Remarks

Travel Not Performed:[ | Effective Date: 8M02015

Edit | Enroute PCS Travel TM32015-TI252M15 “alidated Data Delete | Cales | Comp




Member is authorized 10 travel days based on 3,492 miles

‘ Remarks | Done
08/07 | FP 0.00 | 12500 | 0.00
0a/me| FP 0.00 | 12500 | 0.00
0&/0%| FP 0.00 | 12500 | 0.00
08mo| FP 0.00 | 12500 | 0.00
0811 FP 0.00 | 12500 | 0.00
08M2| FP 0.00 | 12500 | 0.00
0813 FP 0.00 | 12900 | 0.00
0&i14| FP 0.00 | 12500 | 0.00
0815 FP 0.00 | 12500 | 0.00
0ane| FP 0.00 | 12500 | 0.00
Total |12%0.00| 0.00
Member can verify his entitlement
Remit To Transactions Entitlements Computations Financial Remarks

Memb/Emp PCS Per Diem 1.290.00
Memb/Emp MALT 203.18
DLA 2,510,861
Method of Payment| Direct Deposit |z||

Apply Advances

Total Entitlement
Deductions

Partial Payments
Amount Payable

Advances

Due Employee
Split Payment
Computed Split

4,803.77

0.00

0.0o

4,803.77

0,00

4,803.77

0.0oo

0.00

Enter amount in Split Payment field to pay




Go to “Financial” tab and follow line of accounting tutorial

Remit Te Transactions Entitlements Computations Financial Remarks
DbiCr Classification String Amount
Db 1215G35TUGS33000 2 P 501 259 21 0 RA 73040 2100 11,985 66

AddModify Accounting

‘ Back H Next ||Mar|ﬂgelmages | Receipts || SAVE || Cancel || Help |

**Go to “Remarks” tab enter name and EMPLID of spouse when Married MEMBER to

MEMBER**
DUCK, DONALD Viewn Travele|
TONO: 1215G85MBER2ZMO000 SEtﬂE“lent ReqUESt
Type of order: | PCS | Coveredfrom: | 8/M42015 | to: | 8172015 |
Type of Settlement Type of Partial:
Remit To Transactions Entitlements Computations Financial Remarks

Vouchar Remarks:
Married Member to Member -

Lightning McQueen; Emplid 9959143

You must certify you know you have to have a valid receipt for your TLE expenses

Check the box
From Date | To Date Description Amount ast LB UENEET
] THI2015 THOR2015 | TLE Lodging at Bolling AFB, DG for at least 1,750.00
72572015 | to: [ 8212015 |
1 a Partial
Financial ‘ ‘ Remarks ‘

Certify Later Cancel Help g nt

0 RA 78040 2100 11,965.66{
— | | ..... | | NRENU— | Receipts | SAVE ‘ | Cancel | | Help |




Your PCS Claim is now ready to Release to your AO

DUCK,DONALD T_ PAX In bOX View: Traveler

load Test
[Reservations] [Regulations] [Currency]
ofile and History - - |
TONO Type of Start Date EndDate Category Created By AUt_h_' Status Status Orig Arrive I II I I
Rpmma Of"ﬁ te
] Entered L |
DUCK,DONALD . Key .
[ ] 1215G85MBR2MOOOO | Settement | 81412015 | 811712015 |  PCS into T- | 812612015 | Traveer 1100217352 “PYUS.—
T. PAX West,FL (est)=
DUCK,DONALD Entered r((;nshatls
El 1114G84FYXV ROOOO Settement | 912212014 | 10/312014 | Normal e hto T- | 812512015 | Traveer Am):m 1100217343 54,(733),
. ) est) |
PAX MO
Assgned Norfok
El 1215G85ASP876000 Settement | 1112012014 | 1112512014 PCS to 712212015 | Office ' 11100217286 S1.85L
Examier VA (est)
Entered
Topeka,
El 1215G85PCSPT7000 Settement | 211612015 | 212312015 | PCS SI’,ARBl‘.'S\T ntoT- | 61212015 |Traveer 52 1100217251 S3 T
T °
"1

Release to AO 11 Prin 1 1 viewl Modiy Delete Help

ol
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