What’s New in T-PAX Version 6.11

Please remember to have your travel claim approved by the Authorizing Officer (AO) prior to
Nov 30, 2008 (8 pm CST) to ensure the claim is processed for payment prior to the upgrade.
This eliminates the potential of your claim becoming corrupt.

T-PAX will be unavailable from approximately 0600 Dec 1, 2008 to 1300 Dec 2, 2008 (CST).

Please be advised that when the upgrade occurs, passwords will convert to ALL CAPS
(uppercase letters). If you have difficulty using your password, convert the password to ALL
CAPS prior to contacting customer service for a reset. Once you have logged onto the system,

you should go to the tool menu and click on the change password link to update the password at
this time.

The Rank/Grade updates in T-PAX have been fixed to allow input by system administrators to
add NEW ranks into the drop down menu (the issue where civilian ranks did not show up

correctly which prevented you from processing a claim without intervention from a system
administrator has been resolved).

. Traveler Account Hi=l
UserlD: DUCK, DOMALD For Official Use Only Thursday, October 30, 2008
Employee SSH Employee | M ame | . | |_
Personal T Address/Contact T Mizcelaneous T T-P& Information
[Employee Status |Emp|o_|,|ee ﬂ
Grade/Rank Credit Card Status |HD|dBI of Govt. Credit Card j
. ESD  a .
Salutation EST Organization |534?4DD
ESZ
Position/Titls es3 =
Security Clearance Service |Coast Guard j
<Back ] ’ Mest
[ 0Ok ] ’ Cancel ] ’ Help ]
Enter Traveler's Grade or Bank - Employees can be entered as <C> for Civilian

When processing supplemental claims, you should use the drop down menu to indicate why the
supplemental is being created. This information will be used for statistical purposes toward
improving system and training issues designed to reduce the volume of supplemental claims.



. Request for a Settlement Against an Order
UsgerlD: 000001111 Add Reguest Mo:  MEW Thursday, October 30, 2008

DUCE, DOMALD D: E1 [ TOMD: 1103G28T 44570000 I

Request Type

Type of Settlement: | Supplemental - Subsequent Submission | ¥ | Tvpe of Partiat| = | =i

Tl Office Generated

Trvlr Generated

Examiner Error Cormretion
tember Ermor Correction

Pozt prt audit correction

Hot audit corection

Syst generated error corection

Remit To T Adviboorl T Entitlerments T Calculations T Financial

Address
Lire 1 |444 SE QUINCY STREET
Line 2 |
City [TOPEKA

Cauntry/State K5 KanNSas

Zip Code GEE01T Update Traveler

[ <Back ][ Nest> ]

[ Other ] l Receiptz ] [ (1] 8 ] [ Cancel ] [ Help ]

Select reazon Suppl was entered

6. When clicking on the forgotten password button on the T-PAX log on screen, the system now
sends an email to the traveler’s primary email address listed in T-PAX with both a random
generated log on password and a random generated secondary password. Note: there is a
requirement to change the logon password once member logs into T-PAX. DO NOT
ATTEMPT TO CHANGE YOUR SECONDARY AT THE SAME TIME. Once you are in T-
PAX, you should use the tools bar and change your secondary password. In both cases,
member will need to input the random generated password as the OLD password to make the
necessary changes.



B Fw: Important T-PAX Travel System Notice - Message [Plain Text) M=l E3

File  Edit “iew Insett Format Toole  Action:  Help

FE

= 4 Reply to Al | i Fonward =
Extra line breaks in this message were removed,
Fram: Weik, Denise Sent:  Thu 10302003 4:45 PM
To: Hanser, Patricia
et
Subjeck:  FWw: Important T-PAx Travel Syskem Motice
Subject: Important T-PAX Trawvel System Notice ﬂ
L new T-FPLE travel system password was requested for your account. The randomly

generated password that has hbeen assigned to your account is: PHNpg72Vs4JRbdilo
Tour secondary password is: EJgxlS8Fm7WEeodZ

If wou did not regquest this new password or if you have any questions please
contact a T-PAX system administrator.

Kl

7. T-PAX now has expanded drop down menus to enable AOs and Customer Service (CS)
individuals to see what the abbreviations mean within a travel claim. For example, when a
traveler uses PM and the AO or CS does not know what that stands for, they can click on the
drop down arrow and next to the abbreviation will be the full wording “PM — Private
Motorcycle”. Neither the AO nor the CS can make changes to this field but they can view it.

iw, Trip M=
UszerD: 1137837 Fequest Mo: 1096735008 Thurzday, October 30, 2008
| PRINCE. CNDERELLAN:GS3 | | TOND: 1107357357355000 |
whate Authaorized T Actual ltinerary T Reimburzables
Actual Trip Duration | Greater than or equal to 24 hours ﬂ
Trans | Duty| IDL | Local? -
Date Location Method | Lodging | Meals | Lodging | Taxes | Miles
» 9/15/2007 DEFP |Topeka, KAMSAS  |[(NERSmE e
| |3/M15/2007 ARR ' ashington, "WASHI Bh - Private Ao = Ch $199.00  [$21.30 (0
9/19/2007 DEF 'Washingtan, WASHI o private Plane :‘
| |8A1952007 ARR | Topeka, KAMSAS  |PM - Private Motorcycle $0.00 $0.00 ]
* CA, - Commercial Auto ﬂ
[ J[ wew [ || /| J | |

[ Exceptions I [Dccgsionalsl [ 0k ] [ Cancel I ’ Help ]

What mode of trangportation did the traveler use leaving thig location




8. Travel Voucher Summaries will now show when a claim has been processed through T-PAX
and who approved the claim. This information will be printed in the top third of the TVS,
directly below the member information.

B 611TVS_txt - Notepad M=l B3

File Edit Fomat Yew Help

w109a794 7o =
personal Data - Privacy Act of 1974 - Handle with care Page Mo: 1
RELEASE §.10.104 Travel voucher Summary Block: 0Q8I30002

Claim Mumber 1096794703
Mame:HE E MAMM e
444 SE QUINCY ST Paid By
TOPEKA, KS 66683 L
DHS USCG PSC TwL DEPT
444 SE QUINCY STREET
TOPEKA, K5 G6G683-3503

start Date: 03/10/08 eEnd Date: 03,2008 Paid 09/30,/08

SSMD RERHHTTO0 T/0 : 1308033588854000

Travel Type: TDY GradesRank: 0O3E

T-PAx <laim approving official: DOMALD DUCK ———————————— e
Prepared: 5/9/2008

advances /Prior Payments: 0.00

Full waucher
PLEASE NOTE THAT ALL TwL RELATED

Memb/Emp TOY Per Diem .......... 2162.00 QUESTIONS, COMCERNS, OR COMMENTS
Mamb,/Emp Transportation ........ 162,53 MEED TO BE BROUGHT To THE ATTHM
mMmemb/Emp Reimbursables ......... 127.90  OF PSC CUSTOMER CARE HELP DESK @

———————— 1-866-PSC-USCG (F72-87240 OR
Total Entitlement .............. 2452.43 PSCCUSTOMERCAREBHRSIC, USCG.MIL.
Less Partial Payments .......... 0.00  FOR PAYMEWT QUESTIONS CALL

———————— FIMCEW @ 1-800-564-5504,
Total charged to acct. Class ... 2452.43

-

KT A

9. When processing travel claim order information, you are required to input the fund type.
Anytime you choose a fund type other than Coast Guard, the system generates a pop up
message alerting you to your selection. You may then choose either Yes or No. If No is
selected, the fund type will then change back to Coast Guard.

T-PAX |

L] 'j A fund type ather than Coast Guard was selected. Press Yes to accept or Ma ta uze the default Coast Guard fund type?
[




Coming to T-PAX Soon in 2009

Help guide information will be updated and available through the T-PAX system.

Long term evacuation will be available just like long term TDY so that multiple travel
claims can be processed due to a long duration of absence from PDS.

. Ability to do Amendments to Orders/Authorizations within the T-PAX system.

Improvements/fixes to the Imaging function to enable traveler to attach documents to travel
claims.

Wizard mode — special improvement to assist infrequent travelers in processing their
authorization, advance and settlement. This feature will have instruction boxes to instruct
travelers what step they are on, how to process the information, and how to proceed.

Inactivity log out — when a T-PAX user does not use the system for a length of time, the
system will provide a popup message asking if the member wants to continue...if so click
Yes. If no response is given the system will automatically log the member out of T-PAX.



What's New for the field in T-PAX Version 6.10

Having trouble with your secondary/confirmation password?

Try entering it in all uppercase letters (e. g. "Test1234#" would be entered as
. "TEST1234#"). Secondary passwords stored in the system prior to the
: upgrade on 10 June were inadvertently converted to all uppercase letters
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What's New for the field in T-PAX Version 6.10

Attaching Electronic Files (T-PAX Imaging Function)

Introduction

Before you
begin

Print to PDF

The T-PAX Imaging Function provides travelers with the ability to attach
scans (or other electronic files) of receipts, orders and amendments to their
travel request, authorization, claim/settlement or request for advance.

All documents MUST first be in an Adobe Acrobat PDF file. There are
several ways to create a PDF file using Adobe Acrobat 7 Standard, which is
included in the Coast Guard Standard Workstation software package. Two of
the most common methods are discussed in the following sections:

1. Printto PDF
2. Create PDF from file

Skip to page 6 for the procedure for adding the file to your claim.

If the document is already in electronic format, but not an Adobe Acrobat
PDF file (e. g. an image (.jpg, .gif, .tif, etc.), a web page, an email message, or
MS Office file) you can ‘print’ the file directly to Adobe Acrobat.

Step Action

1 Open the file and select File | Print from the application’s menu.

2 Select “Adobe PDF” from the list of printers

rPrinter
Mame: _z.a \pscms-print00 1\PSC-CSD-HP-LASER JET-4200M -
el = int00 1\PSC-CSD-SHARP-AR-MS550M L
s B é \\pscms-prin \P -

Where: .
Comment: = é V\pscms-printd0 1\PSC-CSD-XEROK -PHASER.-8400

—Fage range— .
& al L\:(j 1-5tep RoboPDF

™ Current pg
" Pages: r ; Adobe PDF

Enter page nu
separated by
| ’_) Fax

Continued on next page



What's New for the field in T-PAX Version 6.10

Attaching Electronic Files (T-PAX Imaging Function), Continued

Print to PDF (continued)

Step Action
3 Name the file and select a location to save it to.
Save in: I;)Naw Folder j Q ¥ [ -

File name: IDocumemZ pdf j Save I
Saveastpe:  [PDFfies ("PDF) =l Cancel

g
NEfarhinmxlortfroamas.leilo

4 C|ICk the “Save” button. The “Creating Adobe PDF” information
box will appear.

I
Document Mame : IMicmsnfthld - Document2 j
— PDF Proaress
Building font table. ..

FDF Mame . Document2 pdf
PDF Folder . MWPSCMS-FILEOO44U sers14\REtheridgetHome",

Sending Page : 1

5 After the process is complete, the PDF file will open in Adobe

Acrobat.
Create PDF If the document is already in electronic format, but not an Adobe Acrobat
from a file PDF file (e. g. an image (.jpg, .gif, .tif, etc.), you can convert it to PDF file

format using Adobe Acrobat’s Create PDF menu.

Continued on next page



What's New for the field in T-PAX Version 6.10

Attaching Electronic Files (T-PAX Imaging Function), Continued

Create PDF from a file (cont’d)

Step Action
1 Start Adobe Acrobat (Start Menu | Programs | Adobe Acrobat 7
Standard)

2 Select File | Create PDF | From File from the menu.

File Edit View Document Comments Tools Advanced Window Help
} Open... Cirl+0 l | " Create PDF ~ | = Comment & Mark

[‘_r'_--] Organizer 4 E From Multiple Files. ..
f.-h Email:.. @ From Scanner...
T Cirlayy T From Web Page... Shift+Ctrl+0

(Note that you can also create a PDF directly from a scanner if you have one attached to your
workstation)

3 Select the file type and location
CONE

2

Lookin: | 5 New Folder J [ N A

RABheridge on
PSCMW-CSD!

File name I

Files of type: PNG ("png)

BMP ("bmp."re " dib)

Compuserve GIF (*.gif)

HTML {* html,” htm,* shtml}

PEG (jpg.”ipeg.”ipe)

JPEG20D0 (“jpf.“jpx.*jp2."j2k.* j2¢." jpc)
Microsoft Cffice ("doc,” ppt,” s, rf)
Microsoft Publisher (*pub)

PCX {* pcx)

PostScrpt/EPS (-ps.~.2ps.~pm)
Text (b “tet)
[ 14 a|rrecacin

All Files (.

4 Click the Open button.

Continued on next page



What's New for the field in T-PAX Version 6.10

Attaching Electronic Files (T-PAX Imaging Function), Continued

Create PDF from a file (cont’d) (continued)

Step Action

5 The file will open in Adobe Acrobat

% Fle Edit View Document Comments Tools Advanced Window Help

EEY.
) D somet g

| @ tep -

WX

— Hote Tool T, Text £t

February 26, 2007

Traveler
To: LAWRENCE BERKELEY LAES

CO/SOMEONE IN ACCOUNTING

2120 UNIVER SITY AVE STE 500

BERKELEY CA 84704

[ signatures _ModelTree “[j Pages i Bookmarks

510-486 6553
Sales Person: or
Locator: FFOFWB
Customer Number: uU1JoL

THIS TICKET MAY BE SUBJECT TO PENALTIES
CHANGESICANCELLATION TO THIS ITINERARY MAY BE SUBJECT
TO 4 PENALTY FEE AND POSSIBLE FARE INCREASE

THE SOUTHWEST RECORD LOCATOR. IS CF6GPW

Monday March 19, 2007

(S:;mthwg:ts:jz}ir%z _ " Flight Mumber: 939
Da;a.rn OAKLAND, CA W Dateis
6 Click the Save icon -- IH, select a location and, if desired, a new

name for the PDF file. Then, click the Save button.
x|

Savein: If'f) (Oscreengrabs j \) ? 3 '

My Documents

"

RAFtheridge on
PSCMW.CSD...

My Network File name:
Places

Save I
Saveastype:  |Adobe PDF Fies ("pdf) Canecal |

Seftings
[ y

L Lo

Continued on next page



What's New for the field in T-PAX Version 6.10

Attaching Electronic Files (T-PAX Imaging Function), Continued

Attaching files
in T-PAX

Now that you have your receipts and other supporting documentation in the
correct format and saved to a location that is accessible from the workstation
you are logged onto, you can attach them to your claim in T-PAX.

Step

Action

1

After completing a settlement — click the “Receipts” button then,
select “Save Scanned Documents to Database” from the menu.

. Request for a Settlement Against an Order

UserlD: 000001111 Modify

Fiequest No: 1036734272 Wednesday, May 28, 2008

/
[ DUCK, DONALD D: w2 ] /

Request Type /
’7 ] Tupe o%al ot a Fartial 'I ‘
VA

Remit To I Adwlbecrd T Entitlements }/ Calculations T Financial T Remarks

I | ‘

Type of Settlement: I Final - First S ubmission

Addr

/
Line: 1 [a44 SE uuytYSTHEET

Line: 2 |

City |TDPE}A
Countip/State  [K.5 ANSAS
Zip Code 601

Update Traveler

P Sl -2l e,

Heceipts I * I 0K l I Cancel I [ Help l
Required Receipts L ‘
ter the first line of the = 1o - Document
- =
/ ] a7 S Retrigve Scanned Documents from Data“e
L LLLL L A

Sa ned Documents to D atabase

Locate and select the PDF file and click the “Open” button.

Select Document

Lackin: [(B} Deskiop El « & er B

|20 My Documents
) P&Hanser on PSCHuw/-TYLEE0?
% My Network Places
|22 P déover Query
I 83 pdf
|75 CTAPS_User_Request pdf
[T OTrequest pdf
7 psc2071[1].pdf

|53 Shorteut to Block Scanning
|53 Shorteut to Flaglfficerlnfa
S TRAVEL ATLATNA pdf

File rame: [TRaVEL ATLATNA pof =l oren |
Fiesofyne:  [POF files (o) =l Cancel

v/

Continued on next page



What's New for the field in T-PAX Version 6.10

Attaching Electronic Files (T-PAX Imaging Function), Continued

Attaching files in T-PAX (continued)

Step

Action

3 Verify the document and the number of pages on Image Selection
Screen and click “Save”.

. Image Selection
UserD: 0000071111

Wwiednesday, May 28, 2008

I[=] 3

wlusire - Diselosure of this nlormation 15 voluntary, but without disclosure member may not receve

FAFINEIIYATTACH A COPY OF AUTHORITY FOR TDY**#*#+%+%

DY for Advanced or Specialize

est the obligated
pressed by Section 2 o

COMDTINS

ervice rag
1500.108),

oreckoned [JYES [ONO

p you meet the obligated service requirements for these orders?

Order Number (TONO) and accounting data:

Est Cost (see reverse for caleulations): $1,795.65

E DATE: 0802108 RETURN DATE: 0806108 5T, DAYS ABSENT: 5
N ATLANTA GA

F TDY (specify type of traiving or meeting): TRAINING

pst leave.

LEAVE ADDRESS PHONE#

pin LV

K|

A

=X

X}
v
w

[}
€ k| _<|
—

Description: IT RAVEL ATLATNA

I Save I I Cancel l

This has now attached the PDF file to the claim number in the
database. Repeat this procedure for each attachment.

Continued on next page



What's New for the field in T-PAX Version 6.10

Attaching Electronic Files (T-PAX Imaging Function), Continued

Viewing_ To View Documents that have been attached to a travel
/Managing claim/advance/authorization, Click the “Receipts” button and then click
attachments Retrieve Scanned Documents from Database.

UserlD: 000001111 Modify

Fequest Mo: 1096734272

Wwednesday, May 28, 2008

[ DUCK, DONALD D: W2 ]

I

TOMO: 1107939933328000 l

—Request Type

Type of Settlement: IFinaI - First Submiszion

j Type of Partial: INot a Partial 'I

Remit To ] Adv bl T Entitlements T Calculations T

Financial

I Remarks

- Addre

Line 1

Ling 2

City
Country/State
Zip Code

|444 SE QUINCY STREET

|TOPEKA,

JKS Kansas

IBBBD1

Update Traveler

I <Back II Mext: I

Dther I Receip~ 1

Fieguired Receipts

|Enter the first line of the t  Scan In a Document

Save Scanned Documents to Databaze

nned Documents from D atabas

J |

Cancel l [ Help l

Continued on next page



What’'s New for the field in T-PAX Version 6.10

Attaching Electronic Files (T-PAX Imaging Function), Continued

Viewing Each document saved will be shown by thumbnails. Click on the document
/Managing to be viewed and then click View. This will bring up the Image Selection
attachments

screen again. You may view this document by scrolling or by printing.

(cont’d)

=]
TRAVEL ATLATHA =

Click the “Delete” button to remove an attachment.




What's New for the field in T-PAX Version 6.10

Self-Service Password Reset

Primary and T-PAX now has two system generated passwords that go to the user’s

Secondary primary email account that is listed in T-PAX when user clicks on Forgotten
Passwordsare  password button. One for the logon password and one for the
reset secondary/confirmation password.

1. When you log into T-PAX with the new system generated password, a
message will appear that your password is older than 90 days and you
must change it. The NEW password requires of a minimum of 9
characters with a minimum one upper case, one lower case and one
numeric character. The screen that appears after clicking OK will only
allow the logon password to be changed. After changing the logon
password the TPAX Traveler View screen will appear.

2. To change your secondary password, click on the Tools drop down
and click on Change Passwords. Currently T-PAX will only
recognize the old/current secondary password in ALL UPPERCASE
LETTERS. This is how it must be entered into the “old password”
field. Reset your secondary password using the same requirements as
above to be in compliance with AIS password requirements.

Having trouble with your
secondary/confirmation
password?

Try entering it in all
uppercase letters (e. g.
"Test1234#" would be
entered as "TEST1234#").
Secondary passwords
stored in the system prior to
the upgrade on 10 June
were inadvertently
converted to all uppercase
letters

Subject: Important T-PAX Trawel System Notice

[t new T-PAX travel system passvord was requested £or YOUE Accoun 1
generated password that has been assigned to your account is QRcu?S\?c‘l

Ynu" secondary password is: Test36890 I

If you did not regquest this new password or if you have any gquestions pleases contact
& T-PAX system adminiscrator.

To change Secondary Password: Click Tools | Change Passwords

File Profile Login asmm_

FEEEATS

Enter the current (the one provided in the email) secondary password in the “Old Password” field. Enter it in
all UPPERCASE LETTERS, e. g. “Test36890” would be entered as “TEST36890”. Then create and confirm
your new secondary password and click OK.

. Changing of Passwords = [=]E3

UserD: 473863333
Enter the current secondary
Logon P. d [ dary P d password in the “Old Password”
o I field. Enter it in all UPPERCASE
'azaword 0ld Password I

LETTERS, e. g. “Test36890"
New Password [ New Password | would be entered as

“TEST36890".
Re-enter Mew Password I Re-enter New Password I

I (n]: l [ Cancel l [ Help I

|En|el old logon password v

Continued on next page

10



What's New for the field in T-PAX Version 6.10

Self-Service Password Reset, Continued

Reset/Change Due to security issues, users may no longer change their T-PAX passwords in

Passwords their profile on the T-PAX Information tab. These fields have been disabled.
To reset/change T-PAX passwords, please click the Tools menu and then
Change Passwords. You will be required to enter in the “Old Password” prior
to resetting/changing. If you have used the above “forgotten password”
button, please type the system random generated password into the “Old
Password” field.

Personal T Address/Contact T Mizcellansous T T-PAX Information
Hiscell
’V Uit |53474UU Cost Center: IUUUUU ‘

|- New Logon P —New Second. ‘

Enter: I i Enter, I
V‘/ Fie-enter
Enter the current

whileBrafile L oglys:  Tools | Help secondary password in
the “Old Password” field.
Enter itin all
ﬁ UPPERCASE LETTERS,
= e. g. “Test36890” would
. Changing of Passwords Pe entered a?
UserlD: 473883333 Sunday, Jurd “TEST36890".
Logon P d G dary P. g
|Dld Password I Old Password I—
Mew Password I— Mew Password I—

Fie-enter Mew Password Re-enter Hew Pasaword I

I (n]: l I Cancel l [ Help I

|Entel old logon password i

11



What's New for the field in T-PAX Version 6.10

Orders

What’s These tabs have been expanded and updated to provide accurate orders. All
Authorized authorized entitlements marked on these two tabs will print on the orders as
Tabs well as what is input on the Remarks tab. Should extensive entitlements be

used, a “page 2” of the printed orders will be created.

UszerlD: Qo0ooi111 Sunday, June 01, 2008
[ DIUCK, DOMALD D: ‘w2 ] Grade/Rark [w?2 Order Number [TO BE ASSIGNED [Type of Order | v[
Description TWhal's A T ([ LB I ‘what's Authorized [TDY ﬂ2]T Femarks ]

- M

I Goverment Fate [Militan Only)
I Mess iz Directed for ALL three meals

[~ Government [Use Directed) ™ Prapartional Rate Red. Per Diem
[ Cortract Guarters I Reduced per digm [Mil] Ig

[~ Commereial (full locality per diem) Red. Per Diem
™ Commercial Lodging I Reduced Per Diem Authoreed (G|
I” Dual Lodging Autharized = | W Een Diemm Autharized (S I~ Conference Per Diem [125%]

I Actual Expenze I Actual Expenze Lodging Plus [150%]

uper Actual Expense Lodging
r 5 Actual E Lodai
Flus [300%)]

[ <Back II Mext: I

I Qg l I Cancel I I Help I

|Selecl the category that best describes type of travel authorized for this order i
. Travel Drder = o)
UsedD: a0ooo 111 Sunday, June 01, 20028
[ DUCK, DONALD D: w2 l Grade/Rank [w2 Order Number |TD BE ASSIGMED Type of Order INolmaI j
Drescription ] wihat's Authorized (TDY m]TWhal's Aulsgilzed iy T Femarks ]

[ Commercial Carrier I ExceszBagogage [~ Conference Fes [T (ne phone / day

Gov't Dwned Conveyance: INona - ™ Official Comm. Fees [~ Personal Phone NTE |

I Leave Authorized ™ “ariations Authorized
i o] B e INnna jv I Registration Fee I Local Travel Authorized
[~ POV is more advantageous to the Gow't | Gl el I_U
POV not to exceed GTR of: IU— RON Location: I

™ RentalCar  Rental Upglade'lNone -

I QK I [ Cancel l I Help I

|Check to authorize Gov't P dT 4

12



What's New for the field in T-PAX Version 6.10

Printing Travel Voucher Summaries (TVS)

Print TVS from  Users may now print a TVS from the Travel Order History screen by

order history

highlighting the TONO and settlement and clicking the print button at the
bottom of the screen and then selecting Print VVoucher.

. Travel Order History O] x]
UserlD: DUCK, DONALD Sunday, June 01, 2008
[ DUCK, DONALD D: W2 |

r~ Travel Order

Order Murnber:

Crder Number Travel Type |s50Er

1106111111111000 0/1/2005-110 05

T10R111222333000 10/1/2005-10/5/2005 Namal 5347400
11061231231 23000 £/1/2006-610/2008 Naimal 6/1/2008 5347400
110R123159155000 1/15/2006-1/17 /2006 Namal 1/1/2006 5347400
1106321321321000 5/1/2006-5/5/2008 Naimal 5/1/2008 5347400
110R456456456000 9/25/2006-10/3/2006 Namal 9/1/2006 5347400
1107111111111000 1/1/2007-1/2/2007 Local 141/2007 5347400

Order Number Travel Dates Travel Type lssue Date lssuer d|

Digplay

~ Travel Order D etails

Date [ Total Trans| Clamed/#pplied [ et Trans
07 $0.00

Trars. Type

Pay Method Travel Dates Tiang. Type Create Date [ Tatal Trang| Claimed/4pplied | Net Trans
‘ 2l

* For advances, the Met Transaction Column is the amount of the advance not yet collected
— ]

|Enter the Order with which you wish to work v

13



What's New for the field in T-PAX Version 6.10

Advance Signature Proxy (ASP)

Introduction Advance Signature Proxy (ASP) — This function is for SPO’s. This
permission/designation is granted after the completion of a new form
CG PSC-7421 (http://www.uscg.mil/hg/cgl/psc/forms/psc7421.pdf)

Procedure Follow these steps to request a travel advance as an ASP.

Step Action

1 Sign into T-PAX and change your view by selecting “Log in as
Proxy” from the menu bar.

2 Click Fill Out and Click Request for Advance.

I T-PaX (Frouy View) A=
File Profile Loginas Tools Help

B8l 3lalely)
‘wednesday, May 28, 2008

Ussr.  DUCK, DONALD D
[] sswan | Name: [ 7onosDN | Twe | FomDate | ToDate

[T ssvan | Name [ TONDASDN | Tepe | FomDale | ToDale |
4

l@ DR ’:=
|

Note: Although other options appear, they are not available as an
Advance Signature Proxy.

3 Type the traveler’s name that the advance is to be completed for
and click OK.

Sendto
Traveler

Continued on next page
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What's New for the field in T-PAX Version 6.10

Advance Signature Proxy (ASP), continued

Procedure (continued)

Step Action
4 Type a new TONO or select an existing TONO and click OK.
UszerlD: DUCE, DONALD ‘wednesday, May 28, 2008
iz TMemb
[Name D
|BDAT,EDASTIE T | 000009333
Mame 1D

BOAT, COASTIE T
BOOGER, wWOOLE

000008363

BOSH, DAVID W

2005365

BOURGUIN, JENNIFER L

1114630

— Order

TONO Ih 208222222222000

1]
1108245511555000

4;’25!2008 472742008

1108123456723000 Mormal 4A40/2008 4412/2008
1208G235R5111000 PCS 4/9/2008 441672008
Order Nurnber Category Start Date EndDate |~
I Qg l [ Cancel I I Help I

|Enlet a partial last name of the employee/member that you wish to find [List appears after 2 characters entered

15

Continued on next page



What's New for the field in T-PAX Version 6.10

Advance Signature Proxy (ASP), continued

Procedure (continued)

Step Action
5 Click the Entitlements Tab and click in the Pre-computed box.

. Bequest for an Advance Against an Order O] =]
User|D: 000001111 Add Fequest Mo MNEW ‘wednesday, Map 28, 2008

( BOAT, COBSTIE T E4 ] [ ToND 12mszzzzzzzzzon |
~ Request Type

Advance
Remit To Enlitlements I Calculations I Financial T Femarks
— Types of Entitl Claimed
¥ Precomputed From Date 5/1/2008 To Date 5/28/2008
Entitlamant Amount | -

temb/Emp TDY Per Diem
temb/Emp Evacuation Per Diem
temb/Emp PCS Per Diem $1,500.00
temb/Emp Transportation
Mernber COT Per Diem
tember COT Transportation
Mernber COT Reimbursables
Mernber COT MALT
temb/Emp Reimbursables
| [Memb/Emp Reqistration Fees j

Other I Feceipts I I oK l I Cancel l [ Help l

2

Enter the dates for the advance in the From Date and To Date
fields.

From D.ate 5/172008 TaDate I £/20/2008

Enter the advance amount into the Entitlement Amount field.

Erititlemerd | Arount [a
| |Memb/Emp TDYY Per Diem
|| [Memb/Emp E vacuation Pes Diedn
[ |Merb/Erg PLS Par Dism _ $1.500.00
#IMerb/Erp Transpostation

Note — You cannot input amount larger than value of entitlement.

Continued on next page
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What's New for the field in T-PAX Version 6.10

Advance Signature Proxy (ASP), continued

Procedure (continued)

Step Action
8 Click the Financial Tab and then click the Modify Accounting
button
UsgerlD: 000007111 Add Request Mo NEW Wednesday, Map 28, 2008
( BOAT, COASTIE T E4 ] [ TonD teoszzzzzzoaon |
— Request Type
Advance
Remit To T Erttitlernents T Calculations I Financial I Remarks
Methad of Payment: 'l Computed Spit $0.00
Due Travelsr: lm Split Payment : $0.00
| Dbf’Erl Clazsification | Amaunt |

[]

:
FE RN RN

DOther I Beceipts I I (08 l I Cancel l [ Help I

|Chnnse method of payment to be used to reimburse the traveler for these expenses

o

Continued on next page
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What's New for the field in T-PAX Version 6.10

Advance Signature Proxy (ASP), continued

Procedure (continued)

Step

Action

9

On the Coast Guard Accounting screen click OK

Note: DO NOT change this line of accounting...this is a default
used for advances.

UszerD: User's D Request Mo:  MEW

Today's Date
[ BOAT, COASTIE T: E4 | [ TOND: 1208222222222000 |
[ g [RAD] appr | Gmit [ am [ alc] ProgEle | Cstact [ Ohj Amount
[z [ [000 [000 |00 |0 |4DV | 00000 J[EE]
Kl | i3
RaM I I LCopy I I Delete I [ Inzert I
I 0K l I Cancel I I Help I

Continued on next page
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What's New for the field in T-PAX Version 6.10

Advance Signature Proxy (ASP), continued

Procedure (continued)

Step Action
10 Enter remarks if required and use the Imaging Function (by

clicking the Receipts button) to attach SIGNED Orders. If orders
are not attached, Advance will be returned!

. Bequest for an Advance Against an Order O] =]
User|D: 000001111 Add Fequest Mo MNEW ‘wednesday, Map 28, 2008

( BOAT, COASTIE T: E4 ] [ TOND: 1208222222222000 |

~ Request Type

Advance
(]
Remit To T Erttitlements T Calculations I Financial Remarks [ ]
L
A ENEEEEEEENR
[ ethod of Payment: had Eemputed Spit $0.00
Due Traveler: $1500,00 Sphit Payment : $0.00
Claszsilication | Amount |
| |1208222222222000 2 X 000 000000 A0V 00000 0000 | $1.500.00

odify Accounting

Other i Feceipts I E I oK l I Cancel l[ Help l

|Choose melhoa-orpsyﬁie-nt-lo-ha-used to reimburse the traveler for these expenses

2

11 | When complete, click the OK button on the Request for Advance
against an Order screen.

Continued on next page
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What's New

Advance Signature

for the field in T-PAX Version 6.10

Proxy (ASP), Continued

Procedure (continued)

Step Action
12 | Click the Send to button — this will give the opportunity to send to
either the traveler or AO
T T-PAX (Proxy View) _[Of
File Profile Loginas Toolz Help
2/$|K[ [0S
User  DUCE, DOWNALD D Wednesday, May 28, 2008
SSMAD M ame
0000033933 BOAT,COASTIE  [1208222222222000 | Advance | 5/1/2008 | 5/28/2003
[T ssuap | Name [ Tomno/soM | Twpe | FomDate | ToDate |
! R EEE N RN NN N, d
e | [oaqmou &y oo =
| - Y
13 | Once submitted to the AO, follow same procedures as approving a
settlement.
14 | ALL advances will be screened by PSC (tvl).

20



What's New for the field in T-PAX Version 6.10

Proxy Expiration Date

Set date on When a T-PAX user elects to assign a “Full Signature Proxy” an expiration
profile tab date is recommended to be placed in the Signature Proxy Expire field. It is
recommended a one year designation period be assigned.

UserlD: DUCK, DOMALD For Official Use Only Sunday, June 01, 2008
Employes 55H [000001111 | Emplayee (000001117 Mame  [DUCK , IDONALD Io]
Personal T Address/Contact T T-PAX Information
Miscell
’7 Unit |5347=100 Cost Center.
Mew Logon P d ~New S dary P d
Enter. Enter.
Re-enter. Re-enter

Detault duthorizing Official: |paMN, HE
Unit Representative: [po0, SCODBY 'm

Full Signature Prosy: |MDLISE, MICK E

Advance Signature Proxw:  [JACE, BLACK

T
3,30/

I Ok I [ Cancel l [ Help l

|Se|ecl the signature proxy for this raveler. 4
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What's New for the field in T-PAX Version 6.10

Travel Limited to Cost of Constructed Travel

Entering Cost ~ When this transportation Mode is selected on the What’s Authorized screen
ofaGTR of the settlement, users will see a new screen appear.

a. On the Constructed Itinerary, users must enter the Mem GTR
costs for each leg of the trip. Please reference travel
regulations to calculate this cost.

b. T-PAX will then pay the lesser of the two costs — actual
expense as input in the Itinerary or the Constructed Cost input
on the Constructed Itinerary.

c. DO NOT put the Cost of the GTR in the reimbursable screen
or user will be overpaid.

d. On the Entitlement page, click the Cons. Comp button and the
screen will show you what T-PAX is going to reimburse for
each leg, either the Actual cost of the Constructive cost.

. Tip =[O x]
WseilD:; 000001111 Requeit No: 10667450 Survdsy, June 01, 2000
DUCK. DONALD 0 W2 TONO: 11001 23159456000
Whats Autharized I Al liewersey T Rniméesabies

(S TR N (rperra ol [P0 e o Cost of Constiuched Traved

Back Hests
i
.mmﬁxlhl“mﬂﬁmlmﬁmmd &
w. Trip J =] 3
UseD: 000001111 Request No: 1036734488 Sunday, June 01, 2008
[ DUCK, DONALD D; W2 ] [ tono:iosizzsmsso | ‘
Whats Autherized T Actualtinerary T Constructed Itinerary I Reimbursatles
IConstructed Trip Duration Greater than or equal to 24 hours B
FiomDate | ToDate ToLacafion Mem GTR | Fiom Date ToDate |
271072008 | 2/10/2008 |Derwer, COLOFADO $325.00 | 271072008 211072008
2/11/2008 | 2/11/2008 | TOPEKA / SHAWNEE, KANGAS 271172008 271172008
Exceptions | | Decasionds | [Cox J[ camcel |[ Heb |
[Enter the GTR costs that would have been incutred by the iavelst for this leg of tavel 4

Continued on next page

22



What’'s New for the field in T-PAX Version 6.10

Travel Limited to Cost of Constructed Travel, Continued

. Request for a Settlement Against an Order

n 2A10/2008 2M10/2008 $303.02 <= . $361.75
| 2M1/2008 2M1/2003 $303.50 $186.75 <

23



What's New for the field in T-PAX Version 6.10

Validate/Verify Email Addresses

Email Address It is important that all Email addresses are kept current in T-PAX. To ensure
entry email addresses are correct, T-PAX will now require a validation entry when
the email address is entered or changed.

— Email Addresses for Comrezpondence

¥ Frimary Email Address |Patricia..ﬂ..Hanser@uscg. il

Yerify Primary Email &ddress; |

24



What's New for the field in T-PAX Version 6.10

Locked Accounts

Locked Locked T-PAX Accounts -
Accounts
a. A T-PAX account may be locked by the system administrator
for a few reasons. Examples include:
i. Separated employee
ii. Non USCG person without T-PAX Profile Creation
Form
b. Should you get the below error message, please contact PSC
Customer Care for assistance.
T-PAX |

L] "-'.‘ Thiz uzer account haz been locked. Please zee a spstem administrator.
[ ]

25



What's New for the field in T-PAX Version 6.10

New User Access/Proxy/AO Designation Form

New Form to be CG PSC 7421 (2008 Revision) — Mentioned above was the new
in use soon T-PAX/Winlats User Access Authorization & Approving Official (AO)

Designation Form. This form is currently in the “DRAFT” stage. Once

final approval is given, this form will be made

available to the field via the

PSC Forms web page. This form will supersede previous versions.

Department of Homeland Security
.= Coast Guard
CG PSC 7421 (Rew. 05108)

TepaxiWinlats User Access Authorization & Approving Official (AQ)

Designation

1. User's Mame (Last, First, ML) (Please print) 2. RankiRate:

3. Employes D # (Hot SSH)

4 Official Duty Station & OPFAC 5. Area Code & Work Phone Mumber:

E. e-Mail address:

7. Udser Role Description (see instructionsInclude current roles, this authorization
supercedes all of youwr previous authorizations):

TPAX {Travel Preparation & Exammation System Permissions)
O Croate “Non-CG Bnployea™ Seff Service User Proffie
O TPAX AO (Authorizing Official) Permissions

O Actance Signature Proxy Permissions
O Dae ofExpliaton_____ _

O Customer Service Represerntative Permizsions (PSC Only)
ODae of Eqplraten:__

O System Administrator (PSC TWL Only)

O Examiner Permissions
O Auditor Permissions
O Distribution Permissions
O System Administrative Restricted Permissions
O System Admin Permissions (full)
O Super User Permissions (svstem suppt users only)
Webimage How Access Permissions (PSC TVL Onhyj
O Examiner Permizsions (all travel folders) Exception:
O System Admin Permissions (all travel folders)
(JUNRS and Dect Access are separgte permission formns that must be fiked oot separagienys. )

Scope of Authorization

Suipect bo the Nitabions that follow, the user is authorized
access to the computer systems idertified abowve. This
authorization contains no implied authorization to access
any computer system of the Unted States Government not
specifically identified herein. Authorization will be revoked
upon separation, retivement, resssignment of duties
change of organization o when determined by the
Information Systems Secwrity Officer to be in the best
interest of the Government.

WARHING: Only Authorized Users May Use These
Systenis.

To protect these systems from unauthorized use and to
ensure that thess systems are functioning properly, system
administrators monitor these systems.

Individuals using these systems without authority, o in
excess of their authority, se subject to having all of their
activities on these systems monitored and recorded by
system personnel. Inthe course of monitoring individuals
improperly using these systems, or inthe course of system
maintenance, the activities of suthorized users may also
ke monitored.

Aryone using these systems expressly consents to such
monitoring and is advised that f such monitoring reveals
poszible evidence of criminal activity, management may
authorize system personnel ta provide the evidence of
such monitoring to law enforcement officials.

5. Cmd Desianation (Siognatire &pedated name, Rank, Dtte (OO00IC, HOOPO or HEWCGPC

LREAML CDIS T Branch Chiefl £ Shone Mprrber).

| cetify that the access | have authorized is based onan official need. I'm avware of the gereral functionality | hawve authorized and I'm avware of what this
wll alloeny this member to complete. This member has demonstrated that they are knovdedgeabls inthe use of the geogram e authorized and bas my
corfidence that they will diligertly make entries and if in doubt they will seek assistance. | also scknowledge that iF | lose confidencs in this member for any

reaszon | have aresponsibility to withdraw this authorization.

26
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What’s New for the field with Winlats/Tpax Version 6.09

1. Tpax now has a system generated password that goes to member’s primary email account that is
listed in Tpax when member clicks on Forgotten Password button.

i .
x

L] E & new randamly generated login passward has been mailed to vour primary email address,
L

Note the use of your “primary email address”. You must have an email address listed in your
Tpax user profile and the Primary checkbox must be marked in order for the password reset
feature to work.

2. Unit Representative View — member can now select someone within their own OPFAC to be their
designated Unit Representative. This will allow the selected individual to view the traveler/AO
box/claims and certain profile information to assist with any problems the traveler/AO may be
having. This is done in the member’s profile.

Wi, Traveler Account HE ; -10O0] x|
UlzerlD: 000002222 For Official Use Only Tuesday, Movember 20, 2007
Emploves S5M IDDDDD2222 Employee ID IDDDD|32222 Mame |DDD : |SEDDBY ID_
Perzonal T Addreszs/Contact T Mizcellansous T T-PAX Information ]
Mizcellaneous
’7 LInit |53U2343 Cost Center: I
—Mew Logon Password —Mew Secondary Password
Enter: Enter:
Re-enter: Re-enter:
— Authentication Information —Additional Information

el e | Disfault Authorizing Official: |

T own of Birth:
ITDPEKA IUnit Representative:  |[MINESAGINAS
Diate of Birth: I Sigriature Froxy: DUCK, DONALD

[ <{Back l[ Hests l

I (]S l [ Cancel l I Help l

|Select the unit representative for this raveler. g




3. Validate Expense Report — a new screen will pop up once the claim is input by the traveler where
the system will show a listing of miscellaneous expenses claimed by member and the amount.
Member must review to validate each expense (this is being done to help members catch any
potential errors...i.e. $1500 in taxi fares vs. $15.00).

x
UgerdD: 000002222 Tueszday, Movember 20, 2007
Fleaze review all listed expenzes and mark each on to certify that the expenze iz accurate,

From D ate ToDate Dezcrphion Amount ]S
11412007 REMTAL WEHICLE $123.00 W
11412007 AIRFARE $738.00 <
11/1/2007 11/3/2007  [Lodging at "Washington, DCWASHINGTOMN D.C. At least § 420.00 r

I Certify l I Later l I LCancel l I Help I

4. Date field entered to show the date the password was last changed to ensure Tpax passwords are
required to be changed every 90 days.



5. Increased First time login Verification — when a member is initially loaded into the TPAX, they
will need to complete an authentication information screen. If the information is not correct, the
system will not allow you into Tpax, if it is correct member will be taken to Tpax profile to be
completed. Members will be able to log in using the just created password.

i, First Time Login Yerification 1'
Tuesday, Movember 20, 2007

— Authentication Information

Pleaze enter all of the following information to verify
your identity and edit your T-PA traveler prafile.

SSM: ]

Last M ame: First Name: M. 1.

| [

Employes Status: IEmponee vl
Grade/R ark: I vl

I Werify l I Cancel I [ Help l

6. AO authorization may have expiration dates that will allow the system to automatically revoke on
that date.

7. The default AO unit field has been removed from the member’s profile as it is no longer required.

. Traveler Account i o ] 1
UserD: 000002222 For Dfficial Use Only Tuesday, Movember 20, 2007
Ermployee 55 |nuoun2222 Ernployes D [000002222 Name  [DO0 ; |scooey |D_
Perzonal T Address/Contact T Mizcellaneous T T-PAX Information
’7 Unit |53D2848 ﬁ
—Mew Logon P d —MHew 5 dary P. d
Enter: I Enter: I
Re-enter: I Re-enter I
~Authentication Inf i ~ Additional Inf
btheihiaderhians I Default Autharizing Official: I
T f Birth:
S TUREK Unit Representative: | SRS
Date of Birth: I Sianature Prosy: IDUCK, DOMALD
I Qg l I Cancel l I Help l
|Selecl the unit ive for this 2 v




8. Members may now update their profile to indicate Credit Card Status (Holder of Govt. Credit
Card, Decliner of Govt. Credit Card, Infrequent Traveler). This status will determine the
percentage of entitlements member is authorized in an advance.

. Traveler Account -3l x|
UszerlD: 473883333 For Official Use Only Tuesday, Movember 20, 2007
Employes SSH IDDDDD2222 Employee [0 IDDDDD2222 Mame IDDD , ISEDDBY ID_
Personal T Address/Contact T Miscellaneous T T-P; Information
|Emp|0yee Status IEmployee j
Grade/Rank G57 |Credit Card Status Infrequent Traveler j
) o Holder of Govt. Credit Card

Salutation I Organization

Fosition/Title |

Security Clearance (AR x Service Coast Guard j

I <Back II Mext> I

I 0K l I Cancel I I Help I

|Choose option that best describes traveler's credit card status v

9. Fund type (Coast Guard/ELC/YARD/ARSC) determines Debt letter selected — to allow the
member to receive the correct debt letter, the debt letter will be produced IAW the fund type
selected.

ol
UserlD: gooaozzz2 Tuesday, Movember 20, 2007
[ D00, SCO0EY D: G57 | Grade/Rank MMM Order Mumber [T107171717111000 | Type of Order [Homal |
Description I ‘Whats Autharized [TD')
—Dates
Purpose of Trip ISile Wisit j lssue Date I 14/2007
Max. Trips Allowed 1 Begin Date I 14142007

Issuing Organization |534?4EIE| Number of Days I 5
End Date I 1/8/2007

Paying Organization |534?4DD

IFunds Coast Guard A l 4

Group Trawvel

I Qg l I Cancel l I Help I

|W’hose funds [service] will be uszed for the travel order v




10. Long term TDY will use “Long Term Cont TDY” option within the itinerary portion of the travel
claim to complete settlements. Partial Settlement type — has been removed from TDY type travel
claims in the system.

(=1

UzerlD: 000002222 Request No: 1096734438 Tuezday. Movember 20, 2007
[ DOO, SCO0BY D: GS7 | [ tono:13oerseresrsaon |
Whats Authorized T Actual ltinerary T Reimbursables
Ectual Trip Duration | Greater than or equal to 24 hours j
ip itinerary ko be entered
ireater than or equal bo Duty| DL [ Local?
Less than 24 h th lod - - - -
Date L:zz th:g 74 hEﬂﬁ ::Ic" |Ddogiilgg [JE‘P Melt]hod Locll__g||ng MEals Lodging | Tawes | Miles
» 1::1 gggg ees han o1 equal o 12 hours [ [ [LDOP L[ CH $0.00 [g000 [0
L.T. TD' - Beginning @ e . .
1/7/2006 L.T. TO Contd - Middle ™ mn []
1/7/2006 L.T. TD Cantd - Ending [ ] $0.00 [g00o0 |0
*
| I
[ <Back I I Meuts l [ Duplicate Pleviousl I Inzert Leg l [ Delete Leg I [ Clear I
[ Exceptions I [ Dccgsionalsl I QK l I Cancel I I Help I
|W’hat option describes the duration of thiz tnp [select from list) v

11. Hyperlink boxes on Tpax traveler view have been updated to correct links.
=0l x]

File Profile Loginas Tools Help

CEIEICRAE

Uzer  DOO, SCO0EY D Tuesday, Movemnber 20, 2007

TONO/SDN Type From Date ToDate Category Auth Oificial A|
1107234234234000  |Settlement Loc| 10/15/2006 | 10/19/2006 Normal
1107234234234000  |Settlement Loc| 10/15/2006 | 10/19/2006 Normal
1107 222222222000 Feturmn Mormal [Prowy)
1106321123321000 |Setlement Loc| 54142006 5/5/2006 Normal
1107111222333000 Settlement 3nszo07 3A14/2007 Normal
1108939350000000 Settement 9/28/2008 10/2/2008 Hormal
1107159159155000 | Authorization | B/25/2007 6/27/2007 Hormal

1] nenk 1 [ 1 5 1
T107EE7PTWM4000 |3 ettlement Loc|  6/9/2007 6/9/2007 Normal
11077897859789000  |Settlement Loc| 74142007 FARS2007 Normal
1107111111555000 Settlement 61072007 7042007 Normal
1108111111111000 | Authorization | 1041/2007 104242007 Normal
1108222222222000 Settlement 1141742007 114342007 Normal

[[] TtonosoM | Twee | FromDate | ToDate | Categow | buth Official w

adify ar
View ‘ @ Delete

[ ﬁ FErrint




“HOT SAVED” Status

1. There is a new feature in Tpax which allows a member to temporarily save a claim that has not
been completed. This will put the claim in the status of “Hot Saved.”

P 1-pax (Traveler View) -3 x|

File Profile Logimas Tools Help

BB

User: DOO, SCOOBY D Thursday, Movember 29, 2007
Type From Date ToDate Categorny Auth Official Status -
Settlement 9/28/2006 10/2/2006 Mormal Agsigned to Examirer
Settlernent 34142007 3442007 Marmnal Aumaiting Release
Seftlernent Mormal
g nent i i Mormal —
Settlerment 14142008 14742008 Blanket Aymaiting Transmisgion
Settlernent 3142007 342007 Blanket Aymaiting T ransmizsion
Settlement 4142007 4142007 EBlanket Aywaiting Transmission
Return Mormal [Prow=y] Returmed to Traveler
Seftlement Loc| 5172006 5/5/2008 Mormal Logged
Seftlement Loc| 10/15/2006 | 10/19/2006 Mormal Logged
Seftlement Loc| 10/15/2006 | 10/19/2006 Mormal Logged
Seftlement Loc| 112007 1/5/2007 Mormal Logged e
Seftlement Loc|  B/9/2007 E/9/2007 Mormal Logged
Settlement | or HA200 RA200 Mormal | nnned
Type From Date ToDate Categony Auth Official Status v|
4] 3|

= Sendto
A0

Eill Ou...

Moadify ar
iew ‘ @ Delete

2. This function happens two (2) ways:
a. Input a partially completed claim, and then on the screen below click the “Other” (at the
bottom of the screen, left side) button to click on the “Hot Save” button. This will save
your claim in a “Hot Saved” status allowing you to complete it at a later time.

ol
UselD: 000002222 Add Request Mo:  MEW Thursday, Hovember 29, 2007
‘ [ DO, SCO0BY D: GS7 | [ rono:riomemizzizaom | ‘

Type of Gettlement: |Final - First Submission =] Typeof Pattial: [1ot s Partial |

Remit To T Aedticol T Enlillemenls[ Calculations T Financial T Remarks

"Requesl Type ‘

it Claimed

~ Types of E

Trips/Type Dates Encompaszed Status =
I T emporary Dty Trip 11,/1/2007 - 1171/2007 Validated Dala 5 sty
WiewModify

[ LCons. Comp. l I Daily Calcs I

Ca\cu’\-:atur. ‘ ﬂ [ 0K I I Earce I [ Help l

Rates

History
DTOD




b. After completing your claim and clicking on the OK button, a “Certify Tpax Expense”
screen will show up. You are supposed to verify each expenditure by clicking the “OK”
box next to each expense amount. Once you have done that you may click “Certify.” If
you don’t have your receipts to verify the amount, you may click the “Later” button
which will put the status in a “Hot Saved” status to allow you to come back later to
certify the expenses.

x
UszerlD: 000002222 Thursday, Movember 29, 2007
Please review all listed expenses and mark each on to certify that the expense is accurate,
| From [ ate | ToDate | Description | Amount | 0k, |
| 1142007 | | AIRFARE | $500.00 P 4
Cerhify I I Later I I LCancel I I Help I

c. Ifyou click on Cancel in the above screen, the system will take you back to the claim to
make any necessary corrections.

3. Once aclaim is placed into a “Hot Saved” status, a traveler needs to highlight the claim and
double click it to reopen the claim and finish processing the document.

' 1-Pax {Traveler Yiew)

File Profile Loginas Tools Help

CHECE

User  DOO, SCODEY D

g [l 5]

Thursday, Movember 29, 2007

From D ate To Date Category Auth Official Statuz Statuz Date &
9/28/2006 104242006 Mormal Aszigned to Examiner 44642007
3472007 314/2007 Mormal Awaiting Releaze 4/4/2007
11A4/2007 114372007 Mormal Completed 114772007
£/10/2007 741042007 Mormal Hot 5 aved 9/25/2007
1141/2007 1141/2007 Mommal | |HotSawved | 1128200
14172006 1/7/2006 Blanket Awaiting Transmizfon
3/1./2007 3142007 Blanket Auwaiting Transmizsion | 11/29/2007
44172007 4412007 Blanket Awaiting Transmizzion | 11/29/2007
Marmal [Prosy] Returned to Traveler 2/6/2007
5142006 5/5./2006 Mormal Logged 44342007
1041542006 | 10/19/2006 Mormal Logged 2/6/2007 —
1041542006 | 10/19/2006 Mormal Logged 9/25/2007
14142007 1/5/2007 Mormal Logged 342642007
E/9/200 E/9/200 ormal Lonned 17200
From D1 ate ToDate Category Auth Dfficial Status
Kl
& Bin Fil Dut... sty cn ‘@ Delete ‘: =] Sendte




i, Certify T-PAX Expenses x|
UserlD; 000002222 Thursday, Mavember 29, 2007
Please ieview all listed expenses and mark each on to certify that the expense is accuate. ‘
| From Date | ToDate | Description | Amount | 0K
W IEAEAES |AIRFARE | $500.00 Eo.
Certify l I Later l [ LCancel l I Help l
i5i
UserlD: 000002222 Modify Request Ho: 1036734458 Thursday, Movember 23, 2007
‘ [ DOD, SCODBY D: 657 ] [ ToND: oz za ]‘

Tupe of Settlement: [Final - First Subrmission =1/ Tveeof Pattal 1ot s Parial =

Remit To T Advibee T Enlillemenls[ Calculations T Financial T Remarks

"Hequesl Type ‘

Claimed

~Types of E

nporary Duty Trip / 711/ 7 7 Add ltinerary
Wiew/Modify

[ ConsComp. ][ DaipCacs |

I )z
I

A

_laix]

File Profile Loginas Tools Help

CEER R

Uszer.  DOO,SCOOBY D Thursday, Mavember 29, 2007

From D ate ToDate Auth Official Status
ettlement | 11 7 | 1 7 Normal b e —
Settlement 14142006 1472006 Blanket Awaiting Tranzmission
Settlement 342007 34172007 Blanket Awaiting Tranzmizzion
Settlement 44142007 4/1,/2007 Blanket Auwaiting Tranzmission
Fieturn Mormal [Prosy] Feturned to Traveler
Seftlement Log|  5/1/2006 R/8/ 2006 Mormal Logged
Settlement Loc| 10/15/2006 | 10/19/2006 Mormal Logged
settlement Loc| 1041542006 | 10/19/2006 Marmal Logged
Settlement Loc|  1/1/2007 1/8/2007 Mormal Logged
Seftlement Log|  B/9/2007 B/9/2007 Mormal Logged
Settlement Loc|  7/1/2007 7/R/2007 Mormal Logged
Authorization | 6/25/2007 B/27/2007 Mormal Entered into T-Pés
Authorization | 10/1/2007 104242007 Mormal Entered into T-Péx
| Type | FomDate | ToDate | Categoy | Auth Official [Status -
4 3
o il Out.. Modify o ‘@ Delets el

| Y

4. Once this is done and the claim is completed, when the traveler clicks OK the claim status will
change to “Entered into T-Pax” and then can be forwarded to the AO.



TPAX (Ver. 6.09) Forgotten Password Button Enhancement

1. If you forget your password, there is a “Forgotten or No Password” button on the main logon
screen to TPAX.

a. Enter your UserID and click the “Forgotten or No Password” button

o 1-Pax-toain (=lE]

Copynght (T 2000 - Professional Softrans Consartium
Wertion .09 [Traveler's Clam Prapastion Modus - Decanbar 1. 200701120)

[Oren [oooonzzzz [Eeigetten o No I
Faremnt b

Dalabase: [winldTS TRE<Ten

(I | |

Entes your uses I

2. You will see the below popup box indicating an email has been sent to your primary email
address listed in your TPAX profile.
a. Click “OK”
x|

1 A new randomly generated login password has been mailed ko your primary email address.
e

3. Open your primary email account to retrieve the system generated password.

Important T-PAX Travel System
Motice

Flease do not_rephi@@uscg.mil

Extra line breaks in this message were removed.
To:

A new T-PAYE travel system
pazsword was requested for your
account . The randomly
generated password that has
been assigned to your account
iz lgEAkien «elil

If you did not redquest this new
password or if you have any
questions please contact a T-
FLEY svstem adininistrator.

a. Highlight the password given, right click and copy the password.



4. Return to the TPAX logon screen, right click and paste the password into the password field
then click the “OK” button.

il

Copyright [C) 2003 - Frofessional Seftware Consaitium
Version 6.0.9 (Traveler's Claim Preparation Module - December 1, 2007](1128)

Eargatten ar Mo
n Fassword

ok [ caed [ beb I,i
[Select the database to which you wish to connect =y

5. Click the radio button next to Accept and click “OK” on the screen below.

=

The Travel Preparation And Examination System (T-PAX] is the sole
property of Professional Software Consortium, Inc. [PSC) of New Jersey.
Itis licensed to agencies of the United States Government according to
licensing agieements arranged with cach agency. T-PAX is licensed for

production use only. It is not to be installed in a non-production

lenvironment without the express written consent of Professional Software
Consortium, Inc. It cannot be distiibuted to US government facilities not
licensed for its use, to any non-governmental agency, installed in training

schaols, or installed in test/evaluation facilitics without the express

written consent of PSC.

License ————
.
= Bcept

6. A screen will pop up indicating your password is older than 90 days and must now be changed.
**This is referring ONLY to your logon password. Click the OK button.

1I

‘our password is older than 90 days and must now be changed.

7. This will bring up the below screen where you will right click in the “Old Password” field and
paste the password the system generated for you.

o x|
“Old” means the UsgerlD:; 000002222 Friday, Movember 30, 2007

password you just
received, via email,
(see step 3). It should L ERFE=ETH 0ld Passwor |
still be on your New Password l— Mew Passward
‘clipboard’, just right
mouse click and select Reverter New Possword | Reenter NewBafmard |
“Paste” to fill it in.

Logon P d B ndary P d

[ ok [ cacal |[ b |

‘Enlel old logon password




a. Then enter in your New Password and Re-enter the New Password in the appropriate
fields and click OK.
i. Note: You do not have to fill out the SECONDARY PASSWORD information
for this process (See step 9).
ii. New passwords must be exactly 9 characters in length, consisting of at least 1
number 1 lowercase letter and one upper case letter. Passwords are case
sensitive.

8. The system will now bring you into your TPAX (Traveler View) screen.
~loix)

File Profile Loginas Tools Help

2/$/[>w/@] |

User  DOO.SCOOBY D Friday, November 20, 2007
Auth Official -

ToDate

Type From Date
Settlement 9728/ 2006
Settlement 3172007
1108222222222000 Settiement 114142007 11/3/2007
1107111111555000 Settlement B/1042007 711042007 Normal
1108123123123000 Settiement 114142007 117142007 Mormal
1306156783753000 Settlement 1142008 1/7/2006 Blanket
1307999555660000 Settlement 3172007 34172007 Blanket
1307999555660000 Settlement 4172007 44172007 Blanket
1107222222222000 Retun Normal (Froxy]
1106321123321000 |Setlement Log)  5/1/2008 5¢5/2006 Normal
1107234234234000  |Setlement Lo 10/15/2006 | 10/19/2006 Normal
1107234234234000  |Setlement Log)  10/15/2008 | 10/19/2008 Mormal

1107111111111000 |Settlement Loc|  1/1/2007 1/5/2007 MNarmal
1107GEETW MANNN et ] EJ9/200 E/9/2000 M owmal
TONO/SDN Type Fiom Date ToDate Category Auth Official v|
1 B

I [‘E" = | [ IiLui;ao:;r;I

’ = Print | [ ElHElut..I

9. If you have forgotten your Secondary/Confirmation Password, click on the profile icon - &
which will take you into your TPAX profile screen.
a. Click on the TPAX Information Tab.
b. Enter in your New Secondary Password and Re-enter it for conformation.
c. Click OK to save your password information and return to the TPAX (Traveler View)

=1zl x=]
U, QOOOULZZZ Fua Ulhesal Uss Unly Faday. Norvemben 30. 2007
Engkyen 55H [ ErvghpostD | Name | | o
Persnsl I Address/Contact i i T-PAX Infoamal
[T pr—
Uni. 4 Cont Center;
Now Logon Passwond Hew Secondary Passwornd
Ewee [ Erter [
B e e m—
Authentication Infoimation Additional Information
N.in—ku-l—.u.‘_ I Dotk Audsicig  E—
Toum of Bt Urit Ropisentotives [~
Dage of Dith: Signates Prowe [
[oe J[ oot J[ b |
Pe-enter the new secondary password to verily it ]

Reminder: New passwords must be exactly 9 characters in length, consisting of at least 1 number
1 lowercase letter and one upper case letter. Passwords are case sensitive.



You can make topic area wider by clicking the X over the contents.

Update 26 November 2007 (Version 6.09):

Increased First time login Verification — when a member is initially loaded into the TPAX, they will need to complete an
authentication information screen. If the information is not correct, the system will not allow you into Tpax, if it is correct
member will be taken to Tpax profile to be completed. Members will be able to log in using the just created password.

TPAX Initial Logon

Printer friendly version of these instructions.

Start Internet Explorer and navigate to this link:
http://cgweb.fincen.uscqg.mil/metaframe.htm and click the link “Launch TPAX Application” link in the
right-hand column of the page.

Bie Gt Yew Fpores ook e r
"
O et - ] ~miec gt ecee sty et are e hi ﬂ =]
W/ T - v [ sewcn - B Q& # 2ot * [
- Sy = = — ST
S ) L)
r U.S. Coa:
| == e
\ / &
viows b @ peobsl cUslice e Lase
— -
Web Apps  Gemsral Inte  FUSCES Bapaarbs Frablin abmas PISCES B Togbia  PUSCEN Tnbanat
Viwdranday, Sare 13, 2007 Ehatad ramie Apjsic anodn Portal torse | Cartord inkn | Jasma
linme
AOPS finance & #rocuremne Deskion
Friursni Ajips Sefors . 0 i porirat Burech FPD & poioaton (FPOAHID i
Wptaframe . | s (T
Consl G a ravel (Linpuidation [TLL)
forma & Bequoats Endet "":’"'w- d | s
VRO Hame
TRPAX Traved SysinmArT S
eHesRtEmed
EEEMFISCEN Traineng
" P e
Dracie &pp AccEwn "
Procurement L mia il e Frallcet i Manageshesin Syidem (CIMS)
Purchase Caril (PFCA] i i
VNS ARSC Syniem
Techmes Suppart Commetcial Transporiation Approval System (CTAPS]  Lewncn WHE SHSC &5
Triwsd Poiisl i
= &) WIS Hemote Contracts Syberm ,..
i] 'ﬂ frunded whes

If this is the first time you have accessed the Citrix Metaframe, you may get this notice.

A screen may come up asking you what permissions you want
a. Click “Full” permissions
b. Click “Never ask again for any application”


http://cgweb.fincen.uscg.mil/metaframe.htm

ICA Client File Security X]

A server application is trving to access your
local chent files.

What access should be allowed?

" NoAccess
(" Read Access
f* Full Access

Do you want to be asked again?

" Always ask me once per connection
" Nevet ask me again for this application

(¢ Never ask me again for any application

0K I

Note: You may also access the Login page for TPAX from the this online help file
(http://mvww.uscg.mil/hg/psc/t-pax/webhelp/) click on the Use T-PAX topic in the table of contents.

You will get the below screen


http://www.uscg.mil/hq/psc/t-pax/webhelp/

| « T-PAX - Login

Travel Preparation And Examination System

Follow these steps to establish your TPAX user profile:

Step Action

1 Enter your Employee ID number into the User ID field.

2 Click the "Forgotten or No Password"button.

1. Complete the Authentication Information.




x|

i, First Time Login Yerification -_
Tuesday, Mowvember 20, 2007

— Authenhication Information

Fleaze enter all of the following information o werify
wovy identity and edit your T-P&x traveler profile.

SSN: ||

Last Marme: First M arme: k. |

Employee Status: IEmpID_I,IEE

i
i

Grade/Rank: I

Werify [ Canicel [ Help

2. Click the Verify button

You then should see this box come up, and you must select Accept, and click Ok.
(=154

l The Travel Preparation And Examination System [T-PAX] iz the zole
property of Profeszional Software Consortium, Inc. [PSC] of New Jersey,
It iz hicenzed o agencies of the United States Government according to
licensing agreements anmanged with each agency. T-PAX iz licenzed for
production use only. It iz not to be installed in a non-production
environment without the express wiitten consent of Professional Software
Conzortium, Inc. |t cannot be distributed to US govermmment facililies rnot
{icensed lor ity use, to any non-govemmental agency, nstalled in traming
schools, or installed in test/evaluation facilitie: without the express
willlen congent ol PSC,

~ Accepl

L

You should be brought to a screen that has your Traveler view showing.




T -I*ﬁx (Traveler "u".it'ﬂﬂ;l']

5 Click on the black silhouette profile icon:
Q
Or the “Profile” drop down list, and select “Modify Or View”.
16 Complete the Personal profile:
e Enter your Salutation (Mr. Mrs, LT. ect.)
e Ensure your organization is completed,
o Verify your service.
w [raveler Account
Hokde of Gt Conct Canst I
[COWAST GLIARD
7 Click the Address/Contact tab OR click the next button at the bottom left corner to go to the




next page.
Addregz/Contact

Address/Contact page:

o Please ensure that you enter your home, and work mailing address.

o Enter your work e-mail address in the proper spot, and check the primary address
box. This will ensure that you receive the notification from your AO when your claim
has been approved. You will receive an e-mail from the system when your claim is
completed by PSC. This is also the e-mail address that will be used, by the system, for
forgotten password resets.

¢ You can choose to enter two e-mail addresses and check both for delivery, and you will
get the notification at both locations.

| = I'raveler Account

L EEE | | I [

Click the TPAX Information tab OR CLICK the next button at the bottom left corner to go to

the next page.

' T-P&x Information

TPAX Information page:

o Enter a new logon password; it must be nine characters, with one capital letter, one
lower case letter and one number (example: Zrp4x83yq). You may not use special
characters.

o Repeat this same password in the re-enter block.

o Enter a secondary password, and re-enter it again.

You may choose to have the same password for both your logon password, and your

secondary password.

Under Authentication Information, you will need to enter your mother’'s maiden name,

Your town of birth (you may use spaces in the city), and

Your date of birth (in MM/DD/YYYY format).

If you know who will be approving most of your claims, you may select a default

Authorizing Official at this time

e You may designate a Unit Representative. This will allow the selected individual to
view the traveler/AO box/claims and certain profile information to assist with any




problems the traveler/AO may be having.

w. Traveler Account

UsedD: 00002222 For Dfficial Use Onky Tuesday, Moveses 20, 2007

Emplopea SSN [000002222  Emplopes |0 000002222 Mema  [D00 : |scooeY Io|
Perscrial I Addiess/Cartact 1 Miscellarscus il T-PAX Information
- Miscelaneous
uni [Z302520 Cost Certer |
- Hew Logon Passward - Hew Secondary Password
Enter | Enber
Re-arier | Fia-erbar
bt Yol At Infaer
Mcksae £ Boaon Narms: | Defatit Authoiizing Oficial. |
St i Reseseriaie RN
Date of Bl | Signauie Frowt [DUCK. DONALD
| cgock | [ bew |

Lot J| cocs || Heb

|Select the unil representalive for this iavele:.

i

10

Click the OK button in the bottom right corner to save all of your profile information.

You are now able to enter a claim, or authorization.




Please remember to keep the information in this profile up to date, and ensure that anytime
your e-mail address changes, you must update it to continue to get your notifications from the

system.

11 Congratulations on completing the TPAX Initial Log On.
Refer to http://www.uscg.mil/hg/psc/travel/t-pax/webhelp/ for instructions on creating
authorizations and claims.

12 Click the Logout button to exit the system. End of Procedure.

Printer friendly version of these instructions.

Questions, problems, need more information or have a comment?
Submit an Online Trouble-Ticket/Info Request or call
(866) 772-8724 (toll free) or (785) 339-2200 -- 0700-1600 M-F (central time) and select weekends as posted
on http://www.uscg.mil/hg/psc/ccb/
(Note: Password resets are not provided via telephone. Use the Online Trouble-Ticket for password problems)



http://www.uscg.mil/hq/psc/travel/t-pax/webhelp/
http://www.uscg.mil/hq/psc/ccb/
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Completing a New Set of Orders

1. Enter the desired information into the User ID field.
Enter a valid value, e.g. "1234567".

2. Press [Tab].

3 Enter the desired information into the Password field.
Enter a valid value, e.g. "abed1234".

4. Click the OK button.

5. Click the Accept object.

6. lick the OK button.

7 Click the Fill Out button.

OB Fil Out..

8. Click the Request for Travel Authorization menu.

| Raquest for Travel Avthorization ||

9. Enter the desired information into the Order Number field.
Enter a valid value, e.g. "1105235PBR123000".

10. Press [Tab].

11. | Type of Order is next; however, these orders are Normal. You can tab through the
six fields on the left side of the screen, or click the field you want.

These orders were Issued the same date as they were entered.

Click in the Begin Date field.

B/21/2005

12. | Enter the desired information into the Begin Date field.
Enter a valid value, e.g. "6/22/05".

13. Press [Tab].

14. | Enter the desired information into the Number of Days field.
Example “3".

15. Press [Tab].

16. | Click the Whats Authorized (TDY) tab.

17. | Click the POV Authorized option.

Date Created: 10/21/2005 Page 1
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Click the POV More Advantageous option.

18.
|r POV Maore Advantageous |
19. | Click the OK button.
20. | Click the Expected Itinerary tab.
Expected ltinerary
21. Press [Tab].
22 Press [Tab].
>3 | Enter the desired information into the State/Country field.
Enter a valid value, e.g. "KS".
24. Press [Tab].
o5 | Enter the desired information into the City field.
Enter a valid value, e.g. "TOPEKA".
26. Press [Tab].
27| Click the OK button.
ok ]
28 Press [Tab].
29 Press [Tab].
30. Press [Tab].
31. | Enter the desired information into the State/Country field.
Example “MO".
32 Press [Tab].
33 | Enter the desired information into the City field.
Enter a valid value, e.g. "KANSAS CITY".
34. Press [Tab].
35 | Click the OK button.
ok ]
36. Press [Tab].
37 Press [Tab].
38. Press [Tab].
39. Press [Tab].
40. Press [Tab].

Page 2
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41. | Note: Occassionally, UTS(T-Pax) will pre-fill this field with the maximum daily per
diem rate based on the per diem tables. If your lodging rate is lower, you are able to
change the amount.

Press [Tab].

42| This is the daily rate for room taxes based on location and room rate.
Enter the desired information into the Taxes field.
Enter a valid value, e.g. "12.50".

43. Press [Tab].

44, | UTS(T-Pax) accesses the DTOD website and calculates numerous factors, including
major construction, rush hour, direction of travel, etc., and determines the best route.
72 miles is a detour route based on these factors. UTS(T-Pax then pre-fills this field.
Press [Tab].

45. Enter the desired information into the Date field.
Enter a valid value, e.g. "6/24/05".

46. Press [Tab].

47. Press [Tab].

48. Press [Tab].

49. Press [Tab].

50. Press [Tab].

51. Enter the desired information into the Date field.
Enter a valid value, e.g. "6/24/05".

57 | Enter the desired information into the State/Country field.
Example “KS KANSAS".

53 | Enter the desired information into the City field.
Enter a valid value, e.g. "TOPEKA".

54. Press [Tab].

55. Press [Tab].

56. lick the K button.

57 Enter the desired information into the Reason field.
Enter a valid value, e.g. "MC".

58 Press [Tab].

59 | Note the mileage difference. The DTOD website calculates numerous factors,
including major construction, rush hour, etc., and determines the best route. 72 miles
is a detour route based on these factors, including the direction of travel. 64 miles is
the most 'direct’ route, and for the return trip is best.

Click the Reimbursables tab.

Date Created: 10/21/2005 Page 3
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Reimbursables

60. | Enter the desired information into the Nature of Expense field.
Enter a valid value, e.g. "tolls".

61. Press [Tab].

62. Enter the desired information into the Amount field.
Enter a valid value, e.g. "4.50".

63. Press [Tab].

64. | Click the OK button.

65. Click the Calculations tab.

Calculations

66. Click the Financial tab.

Financial

67. | Click the Modify Accounting button.

Maodify Accounting

68. Click the TONO field.

1105235PER1 23000

69. Press [Tab].

70. Enter the desired information into the R/D field.
Example “P".

71. Press [Tab].

77. | Enter the desired information into the Appr field.
Enter a valid value, e.g. "01".

73. Press [Tab].

74. Enter the desired information into the Limit field.
Enter a valid value, e.g. "199".

75. Press [Tab].

76. Enter the desired information into the Allt field.
Enter a valid value, e.g. "56".

77. Press [Tab].

78. | Enter the desired information into the ProgEle field.
Enter a valid value, e.g. "BF".

79. Press [Tab].

Page 4 Date Created: 10/21/2005
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30. Enter the desired information into the CstAct field.
Enter a valid value, e.g. "70870".

31. Press [Tab].

2. Enter the desired information into the field.
Enter a valid value, e.g. "2100".

33 Press [Tab].

g4, | Click the OK button.

85. Click the Remarks tab.

Remarkz

86. | Any remarks added in this field will appear on the orders.
Press [Tab].

87. lick the OK button.

88. Click the Send to AO button.

g9 | Since Mr. Duck has been designated as the 'default' AO, he automatically fills this
field.
Click the OK button.

90. Enter the desired information into the field.
Enter a valid value, e.g. "1234ABCD".

91. Click the OK button.

92. Click the Logout button.

93. Click the Yes button.

94. | Congratulations for completing the Enter New Orders tutorial.
Click the icons below to view in depth policies and procedures.
End of Procedure.

Date Created: 10/21/2005 Page 5
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Requesting a Travel Advance

1. Enter the desired information into the User ID field.
Enter a valid value, e.g. "1234567".

2. Press [Tab].

3 Enter the desired information into the Password field.
Enter a valid value, e.g. "ABCD1234".

4. lick the OK button.
OF

5 Click the Accept option.

" Accept

6. lick the K button.
0K

7 Click the Fill Out button.

OB Fil Out..

8. Click the Request for Advance menu.

l Request for Advanes I

9. Select the desired set of orders from the Order Number list.

10. lick the OK button.

11. Click the Calculations tab.

Calculations

12. Click in the Advance Authorized field.

$0.00

13. | The note the bottom of the screen provides the maximum advance authorized. Enter
the desired information into the Advance Authorized field.
Enter a valid value, e.g. "173.00".

14. Click the Financial tab.

Financial

15. | The Method of Payment does not need to be changed as the system will default to
EFT.
Click the Modify Accounting button.

Modify Accounting

16. Click the Horizontal scrollbar scrollbar.

]

Date Created: 10/21/2005 Page 1
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Verify the dollar amount.

17.
Click the OK button.
o ]
18. | Click the OK button.
19. | Click an entry in the list.
Click on the Advance request.
20. | Click the Send to AO button.
21. | Click the OK button.
9o | Enter the desired information into the Enter Password field.
Enter a valid value, e.g. "1234ABCD".
23 | Click the OK button.
24, | Click the Logout button.
Logout
95 | Click the Yes button.
26. | Congratulations for completing the Request for Advance tutorial.

Click the icons below to view in depth plicies and procedures.
End of Procedure.

Page 2
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Completing a New Travel Claim

1. Enter the desired information into the User ID field.
Enter a valid value, e.g. "1234567".
7. Enter the desired information into the Password field.

Enter a valid value, e.g. "abcd1234".

3. lick the OK button.
oK

4. Click the Accept option.

" focept

5. lick the OK button.
oK,

6. Click the Fill Out button.

[ B Fill Out...

7 Click the Request for Settlement menu.

l Request for 3zttlement

8. Click the desired TONO.

9. lick the OK button.

10. Click the Adv/Accrl tab.
Advidcel

11. Click the Entitlements tab.

Entitlements

12. | Click the View/Modify button.

| viswModity

13. | Click the Actual Itinerary tab.

Actual ltinerany

14. | Click in the Lodging field.

15. | Enter the desired information into the Lodging field.
Enter a valid value, e.g. "76.00".

16. Press [Tab].

17. Enter the desired information into the Taxes field.
Enter a valid value, e.g. "11.43".

18. Press [Tab].

Date Created: 10/21/2005 Page 1
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Click the Reimbursables tab.

19.
Feimbursables
20. Press [Tab].
21. Press [Tab].
22 Press [Tab].
>3 | Enter the desired information into the Amount Claimed field.
Enter a valid value, e.g. "3.50".
24. Press [Tab].
25 Press [Tab].
26. | Click the OK button.
27 | Click the Yes button.
7g | Click in the Lodg.Taxes field.
29| Enter the desired information into the Lodg. Taxes field.
Example “11.43".
30. | To change the next Lodging Tax amount, click in the next Lodg.Taxes field.
31. | Enter the desired information into the Lodg.Taxes field.
Enter a valid value, e.g. "11.43".
37 | Click the OK button.
33 | Click the OK button.
34. | Click the Calculations tab.
Calculations
35. | Click the Financial tab.
Financial
36. | Click the Modify Accounting button.
37 ICjiCk the Horizontal scrollbar scrollbar.
3g. | Verify the Amount has changed.

Click the OK button.

Page 2

Date Created: 10/21/2005




G U s Job Aid

¥ Persoanel Service (eater
P Procedures & Deselapraest

=]

39. Click the Remarks tab.

Remarks

40. | All information typed in the Remarks block will appear on both the printed orders
and the travel claim.
Click the OK button.

41 | Click the Send to AO button.

== Send to
a0

42| Since Mr. Duck has already been set as the Default AO, his name automatically
appears.
Click the OK button.

43 | Enter the desired information into the Secondary Password field.
Enter a valid value, e.g. "1234abcd".

44. | Click the OK button.

45. | Click the Logout button.

46. | Click the Yes button.

47 | Congratulations for completing the Completing a New Travel Claim tutorial.
Click the icons below to view in depth policies and procedures.
End of Procedure.
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Completing a Supplemental Travel Claim

Enter the desired information into the User ID field.

1.
Enter a valid value, e.g. "1234567".
7. Enter the desired information into the Password field. Enter a valid value, e.g.
"abcd1234".
3. Click the OK button.
[ ]
4. Click the Accept option.
5. Click the OK button.
6. Click the Fill Out button.
n,aﬂ Fill Out..
7 Click the Request for Settlement menu.
) | Request for Bzttlement |
8. Click on the Order Number desired.
Select Order Number 1105235PBR123000.
9. Click the OK button.
10. Click the Entitlements tab.
Entitlemants
11. | Click the View/Modify button.
12. | Click the Reimbursables tab.
Reimburzables
13. | Click in the second Date field.
I
14. Press [Tab].
15. | Enter the desired information into the Nature of Expense field.
Enter a valid value, e.g. "PARKING".
16. Press [Tab].
17. Press [Tab].
18. | Enter the desired information into the Amount Claimed field.

Enter a valid value, e.g. "20.00".
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Press [Tab].

19.
20. Press [Tab].
71 | Click the OK button.
7o | Since Meals and Lodging were not effected, they do not have to be recalculated.

Click the No button.

No
23| Click the Calculations tab.
Calculations

24, | Verify the amount Due Member.

Click the Financial tab.

Financial

75 | Click the Modify Accounting button.
26. |C_Llilck the Horizontal scrollbar scrollbar.
o7 | Verify the Amount due.

Click the OK button.

o ]
78 | Click the Remarks tab.

Remarks

79 | Click in the Remarks field.
30. | Enter the desired information into the Remarks field.

Enter a valid value, e.g. "Please pay additional expense for parking.".
31. | Click the OK button.
37 | Click the desired Settlement from the list.

Select TONO/SDN 1105235PBR123000
33. | Click the Send to AO button.
34. | Since Mr. Duck is the default AO, his name automatically appears.

Click the OK button.

Lo J
35 | Enter the desired information into the Secondary Password field.

Enter a valid value, e.g. "1234abed".
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36. Click the OK button.

37. Click the Logout button.

38. Click the Yes button.

39 | Congratulations for completing the Completing a Supplemental Travel Claim tutorial.
Click the icons below to view in depth policies and procedures.
End of Procedure.
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Print TVS

1. Enter the desired information into the User ID field.
Enter a valid value, e.g. "1234567".

2. Press [Tab].

3 Enter the desired information into the Password field.
Enter a valid value, e.g. "abed1234".

4. lick the OK button.
OF

5 Click the Accept option.

" focept

6. lick the ok button.
OF

7 Click the Horizontal scrollbar scrollbar.

[-]

8. To print a Travel Voucher Summary (TVS), the claim status must be "Completed".
Select the claim for $25.00 (est).

9. Click the Print button.

#_ Frint

10. Click the Print Travel Voucher menu.
Print Travel Voucher |

11. Click the Print button.
FBrint

12. Click the Logout button.

Logout

13. Click the Yes button.

14. | Congratulations for completing the Print TVS tutorial.
Click the icons below to view in depth policies and procedures.
End of Procedure.
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Retrieve Orders/Claim

1. Enter the desired information into the User ID field.
Enter a valid value, e.g. "1234567".
7. Enter the desired information into the Password field.

Enter a valid value, e.g. "abcd1234".

3. lick the OK button.
oK

4. Click the Accept option.

5. Click the OK button.

6. Click the Request for Settlement on TONO 1105235PBR123000 in an Awaiting AO
approval status.
Note: Only the word "Awaiting" is visible on this screen.

7 Click the File menu.

8 Click the Retrieve Request menu.
) Ratrisve Requast

9. Enter the desired information into the Secondary Password field.
Enter a valid value, e.g. "1234abcd".

10. Click the OK button.
oK

11. | Click the Request for Settlement on TONO 1105235PBR123000 in an Entered
status.

12.

13. Click the Entitlements tab.

Entitlements

14. | Click the View/Modify button.

Wigw b odify

15. Click the Reimbursables tab.

Reimburzables

16. | Click in the first open Date field.

1

17. Press [Tab].

18. | Enter the desired information into the Nature of Expense field.
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Enter a valid value, e.g. "Telephone Calls Long Distance".

19. Press [Tab].

20. Press [Tab].

21. Enter the desired information into the Amount Claimed field.
Enter a valid value, e.g. "5.00".

22 Press [Tab].

23 Press [Tab].

4. | Click the OK button.

75 | Since the daily meals and lodging information has not changed, there is no need to
recalculate.
Click the No button.

No

26. Click the Calculations tab.

Calculations

27| Verify Amount Due Member has updated.
Click the Financial tab.

Financial

28| Click the Modify Accounting button.

Maodify Accounting

29 | Click the Horizontal scrollbar button of the right side of the scrollbar.

L]

30. | Verify the Amount has updated.
Click the OK button.

31 Click the Remarks tab.

Remarks

32 Enter the desired information into the Remarks field.
Enter a valid value, e.g. "and phone calls.".

33. lick the K button.

34. Click the Send to AO button.

35. | Since Mr. Duck is the designated AO, his name automatically appears.
Click the OK button.
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Enter the desired information into the Secondary Password field.

36.

Enter a valid value, e.g. "1234abcd".
37. | Click the OK button.

Lo ]
38, | Click the Logout button.

Logout

39. | Click the Yes button.
40. | Congratulations for completing the Retreive Orders/Claim tutorial.

Click on the icons below to view in depth policies and procedures.
End of Procedure.
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