Documents in TPAX

Overview

Introduction This guide provides the procedures for attaching and viewing documents
in TPAX. Examples are provided of receipts/documents that could delay
the processing of the travel claim.
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Attaching Documents in TPAX

Introduction

This section provides the procedures for attaching documents in TPAX.

Guidelines Guidelines include:
e Documents can be added to a travel claim at any time, even after it has
been submitted.
¢ Do not use Word Documents, JPG’s, GIF’s or Excel spreadsheets.
Documents must be PDF files.
o Keep file names simple. Long file names can corrupt the attached image.
e The signed originals including the order created in TPAX must be in the
attachment.
o Keep scanned documents in a location on the computer where they are
easy to find.
Procedure See below.
Steps Action
1 Log into TPAX and input the travel claim. If the claim is already in TPAX,

select the TONO and click View/Modify to proceed to the next screen.

HAWK, AIRFORCE T_PAX Inbox View: [Traveler ~
[Reservations] [Regulations] [Currency]
Profile and History » Create New» Tools» Help»
Type of | Start End Auth. Status - . |Arrive| Request
TONO Request | Date Date Category| Created By Official Status Date Origin At D Amount
Entered 64150
1117S70CTESTO000 Seftloment | 8222016 | 10/32018|  Nommal | HAWK Tf?ﬁx 1132017 | Traveler Kg‘;“ 1100217724 54(2:;?}-23
MO
Release for Approval | Print | I View ! Modify I
—

Continued on next page



Attaching Documents in TPAX, Continued

Procedure,
continued
Steps Action
2 Click the Manage Images button.
HAWEK, AIRFORCE View: Traveler
TONO: 1117 S70CTEST0000 Settlement ReqUESt
Type of order: | Normal | Coveredfrom: [ 92202016 | +to: [__10/3/2016 |
Type of Settlement [Final Type of Partial: |Not & Pariisl
Remit To Transactions Entitlements Computations Financial Remarks

* Address 1- [#44 SEQUINCY 5T

Address 2: |

* City: [TOPEKA

*Country/State: [KS KANSAS
Czip [EE
| Next ‘ I Manage Images I ‘ Receipts H SAVE H Cancel H Help |
3 Click the Browse button to go to the location where the scanned images are

located.

HAWK, AIRFORCE
TONO: 1117 STOCTESTO000

View: Traveler

Images and Receipts

Image or Receipt File Mame

| | Browse. . I

Image description:

Upload Image

Done Help

Continued on next page



Attaching Documents in TPAX, Continued

Procedure,
continued

Steps Action
4 Highlight the document and click Open.
=]
G(j)v | ~ Computer = Home (\\ppcms-app01\users1\ AFHawk ) (U:) =Hawk ~ Travel = Scanned Receipts - [@] I Search Scanned Receipts O]
Organize v  New folder =« O @

‘¢ Favorites 21 Name = Date modified I Type Size I
Bl Deskiop E Baggage Receipt Partsmouth 6/29/2015 12:05FPM Adobe Acrobat Doc... 19 KB
& Donnioads i Hono Receipts 9/24/20158:39 AM  Adobe Acrobat Doc. . 282KB
£l Recent Places L Miami Redepts 7/22/2015 12:20PM  Adobe Acrobat Doc... 326 KB

5 Libraries @NOLA reciepts 8/24/2015 9:41 AM Adobe Acrobat Doc... 273KB
3 Documents EPortsmouth Receipts2015 6/29/2015 10:15 AM Adobe Acrobat Doc... 354 KB
,J“. Music EPU[EWUUﬁ‘I_M\iEEHZUIE 6/29/2015 10:13 AM Adobe Acrobat Doc... 354KB
[ Pictures ESC—ALAMEDA 8/10/2015 9:06 AM Adobe Acrobat Doc... 237KB
B viceos L Seatte2015 receipts 5/8/2015 8:32 AM Adobe Acrobat Doc 167KB

1% Computer :
&ose
8 Apps (PPCMS-APPOT) (H:)
¥ Library (\\PPCMS-APPO1) (1)
58 NetApps (\PPCMS-APPOL) (02)
5 Public (\PPCMS-FPO02) (P:)
¥ Home (\\ppcms-app0 l\users 1V AFHawk ) (Us) |

5® users1 (\\ppams-app01) (2:)
. MAS_DC_IMAGED on Pscms-file002
. My Web Sites on MSN
psc_share on Pscms-file0o 1 ;I

File name: |5t Louis Receipts =] JanFites () =l

I Open I Cancel |

In the Image description box, enter a short description and click Upload
Image.

HAWK, AIRFORCE View: Traveler

N 11175 TDCTES 0000 Images and Receipts

Image or Receipt File Mams
|U:'uSandi\.Trave[\Scanned Receipis\St Lo Browse..

Image descrption:

My Scanned Receipts| x| Upload Image

Done Help

Continued on next page



Attaching Documents in TPAX, Continued

Procedure,
continued
Steps Action
6 Once the documents are attached, click Done.

HAWK, AIRFORCE = View: Traveler
N 11175 T0CTE STO000. Images and Receipts

Image or Receipt File Name

| Browse...

Image description:

I Upload Image

My Scanned F{f:neipts

2

Done | Help ‘




Viewing Images in TPAX

Introduction

This section provides the procedures for viewing documents in TPAX.

Procedure See below.
Step Action
1 | Images are now accessible to the AO, PPC and the traveler by clicking on the

Manage Images button on the Settlement Request page.

HAWK, AIRFORCE View: Traveler
TONO: 1117 S70CTEST0000 Settlement Request
Type of order: | Normal | Covered from: 9/22/2016 to: 10/3/2016
Type of Settlement  [Final Type of Partial: [[ot 2 Pariz
Remit To Trar ‘Computati Financial Remarks
* Address 1: |43 SE QUINCY ST
Address 2: |
* City: [TOPERA
*Country/State: [KS KANSAS
zZip: 66853
‘ Next ‘ I Manage Images I ‘ Receipts ‘ ‘ SAVE ‘ ‘ Cancel ‘ ‘ Help ‘

Click on the PDF image and a popup will appear.

HAWK, AIRFORCE
TONO: 1117570CTESTO00D

Image or Receipt File Nams

Images and Receipts

View: Traveler

Image description:

Browse...

Upload Image

Iy Scanned Receipts

| Done

Help ‘

Continued on next page



Viewing Images in TPAX, Continued

Procedure,
continued
Step Action
3 | Click Open to see/review the images. The traveler will then forward the

completed claim to the AO as normal procedure.

Do you want to open or save attachment.pdf from ppcms-web04-t? Open Save | 'l Cancel |

NOTE: AQO’s are still required to see original documentation prior to approving
the claim.




Unacceptable Images

Examples Here are some examples of documents/receipts that could result in a delay
in processing or even a kickback of the claim.

Hotel Receipts without Zero balances WILL BE KICKED BACK so make sure the receipt
has a zero balance before leaving.

999 SW Anywhere
Someplace, KS 55566
SB7-654-3210
Airforce T. Hawk
Cmr 123 Box 1234
Apo NJ 09703-0030
United States
Date: 09-22-16
Room No: 317
Amival: 09-22-16
Departure: 09-24-16
Adults [ Child. [ Inf Terms of Stay
1 0 0 BB
Page No: 1 of 1
DATE DESCRIPTION REFERENCE | DEBITS CREDITS
09-22-16 Accommodation 170.00 0.00
Sales Tax 10.00 0.00
09-23-16 Accommodation 170.00 0.00
Sales Tax 10.00 0.00
09-24-16 Accommodation 170.00 0.00
Sales Tax 10.00 0.00
TOTAL
BALANCE

Receipts that are faded, crumpled, torn, folded or hard to read also prolong the audit process
so have a system in place to keep track of important documents.
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