T-PAX Travel Advances

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

Proxy” from the menu bar.

Sign into T-PAX and change your view by selecting “Log in as

2

Click Fill Out and Click Request for Advance.
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Advance Signature Proxy.

Note: Although other options appear, they are not available as an

and click OK.

Type the traveler’s name that the advance is to be completed for

Continued on next page



Advance Signature Proxy (ASP), continued

Procedure (continued)

Step

Action

4

Type a new TONO or select an existing TONO and click OK.

. Travel Order Selection M =] E3
Wednesday, May 28, 2008

UserD:  DUCK, DONALD

— Empl Memb

JEOAT, COASTIE T

I 000003333

D

BOSH, DAVID W

2005365

BOURQUIN, JENNIFER L

1114630

— Order

TONO Ih 208222222222000

1108245511555000 Narmal 4;’25#2008 f2?£2008
1108123456723000 Mormal 4A40/2008 4412/2008
1208G235R5111000 PCS 4/9/2008 441672008
Order Murnber Categony Start Date EndDate ||
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|Enlel a partial last name of the employee/member that you wish to find [List appears after 2 characters entered
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Advance Signature Proxy (ASP), continued

Procedure (continued)

Step Action
5 Click the Entitlements Tab and click in the Pre-computed box.
User|D: 000001111 Add Fequest Mo MNEW ‘wednesday, Map 28, 2008
[ BOAT, COASTIE T E4 | [ ToND 1omezzzzzzzzzoon |
~ Request Type
Advance

Remit To Entitlements I Calculations T Financial T Remarks

i Types of Entitlements Claimed

¥ Precomputed From Date 5/1/2008 To Date 5/28/2008

Entitlement Amount [a
Mermb/Emp TDY Per Diem
Mermb/Emp Evacuation Per Diern
Memb/Emp PCS Per Diem $1.500.00
Mermb/Emp Transportation
Member COT Per Diem
Member COT Trangportation
Mernber COT Reimbursables
Mermber COT MALT
Memb/Emp Reimburzables
| [Memb/Emp Reqistiation Fees j

DOther I Heceipts I I 0K ll Cancel l[ Help I

[ 7

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

From Date 54172008 To Duate IE\JEE-?IIIS

Enter the advance amount into the Entitlement Amount field.

EriRlarmert | Arroint B
|| |Memb/Emp TDYY Per Diem
|| [Memb/Emp E vacuation Pes Dienm
[E5{MerbiEmp PCS Per Diem | gisooo0 ||
| Memb/Emg Transportation

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

Continued on next page



Advance Signature Proxy (ASP), continued

Procedure (continued)

Step

Action

8

button

Add Request Mo NEW

Click the Financial Tab and then click the Modify Accounting

. Request for an Advance Against an Order =13
UserlD: 000001111

Wednesday, Map 28, 2008

( BOAT, COASTIE T E4 |

[ TonD t2szzzzzzzzzon |

~ Request Type

Advance

Remit To T Erttitlements T Calculations I

Financial I Remarks

=

[ ethod of Payment: had Computed Spit $0.00
Due Traveler: $1500,00 Split Payment : $0.00

Classification

I Amount

LB B NN EEN N
Modify Accounting :

DOther I Beceipts I I

(08 l I Cancel l [ Help I

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

7

Continued on next page



Advance Signature Proxy (ASP), continued

Procedure (continued)

Step

Action

9

used for advances.

UszerD: User's D Request Mo:  MEW

On the Coast Guard Accounting screen click OK
Note: DO NOT change this line of accounting...this is a default

. Coast Guard Accounting =] B3

Today's Date

[ BOAT, COASTIE T: E4 | [

TOMO: 1208222222222000 l

[ g [RAD] appr | Gmit [ am [ alc] ProgEle |

Cshict |Dhi Amount
(»l2z [« 000 Jo00 o0 [0 [ADY | 00000 | 0000

Kl | 3
RAN I I LCopy I I Delete I [ Ingert I
I 0K l I Cancel I I Help I
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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
o |
Remit To T Entitlernents T Calculations T Financial Remarks L]
L
A ENEEEEEEENR
Methad of Payment: 'l Computed Spit $0.00
Due Travelsr: $1500.00 Split Payment : $0.00
Clazsilication | Amount |
[ 1208222222222000 2 000 000 000 ADY 00000 0000 | $1,500.00

odify Accounting

--------

DOther t Heceipts I : I 0K ll Cancel l[ Help I

i

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

Continued on next page



Advance Signature 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) (O]
File Profile Loginas Toolz Help
2/$|K[ [0S
User  DUCE, DOWNALD D Wednesday, May 28, 2008
SSMAD From Date
000009939 [BOAT, COASTIE 5/1/2008 | 5/28/
[T ssuap | Name [ Tomno/soM | Twpe | FomDate | ToDate |
: EEEEEEEEEE N, d
& Bt e FilOut. e e ‘@ Delete
| Y
13 | Once submitted to the AO, follow same procedures as approving a
settlement.
14 | ALL advances will be screened by PSC (tvl).




