Web-Based T-Pax

The basics to successful submission
and processing of travel claims




Web-Based T-Pax

* First-Time Users (Basic Log In and Profile)

* Inbox Functionality

e Authorizations, Advances & Settlements

* Proxies and Unit Representatives

e Split Disbursement

Click the desired link to expand on each topic. Once
you have reached the expanded topic, there will be
more options so you may access more in depth
information.



First-Time User
(Basic Log In and Profile)

e First-Time User (Basic Log In and Profile)

This establishes the CAC enabled log in procedures.

This link opens a separate presentation for a more in
depth look at the First-time User procedures plus the
Basic Log In and Profile Information setup.

Once you have completed the presentations, it will
close and you will be returned to this presentation.

Floma



Inbox Functionality

* Inbox Functionality

This presentation walk you through how to utilize the
Web-Based T-Pax Inbox.

This link opens a separate presentation for a more in
depth look at the Web-Based Inbox and how it works
to assist you.

Once you have completed the presentations, it will
close and you will be returned to this presentation.

I Eloméd I



Authorizations
Advances & Settlements

e Authorizations

* Request for Advance

e |nitial Settlement

e Supplemental Settlement

Each of these links opens a separate presentation for a
more in depth look at each topics.

Once you have completed a presentation, it will close
and you will be returned to this presentation.

Floma



Welcome to the
Web-Based T-Pax

First-Time User Setup Procedures
(Basic Log in and Profile)







































T-PAX Inbox

BUNNY, BUG

T-PAX Inbox

[Re=ervations] [Regulationz] [Currency]

Wizard Mode =

Profile and History =  Create Mew = Tools =
Type of Start End . Auth. Status Request
Previous Next

There are several items to cover in the new T-PAX Inbox:
e Mode / View

» Reservations / Regulations / Currency
 Profile and History / Create New / Tools
e Help / Find




Mode

BUNNY, BUG
T-PAX Inbox
[Re=ervations] [Regulationz] [Currency]

Create Mew = Tools =

Type of Start End . Auth. Status Request

Previous Mext

The Mode offers two options (you may switch at any time):

* Wizard Mode — assistance is given (all tutorials are in
Wizard Mode).

» Expert Mode — assistance is turned off.




View

BUNNY, BUG T-PAX Inbox

Wizard Mode |
[Rezervations] [Regulationz] [Currency]

Profile and History =  Create New = Tools =

Sys. Admin.
ToNO Type of Start End Cateqo —l Request
Request Date | Date |~ 0| Qsfer -ﬂ ID

The View will offer only those options available to the

user.




Reservations

BUNNY, BUG T-PAX Inbox

Wizard Mode =

[Reservations] [Regulations] [Currency]

Profile and History = Create Mew= Tunols =

Type of End . Auth. Status Request

Previous Mext

The Reservations link opens a new window for SATO Get
There!




Regulations

BUNNY, BUG T-PAX Inbox

Wizard Mode =
[Re=ervations] [Regulationz] [Currency]

Profile and History =  Create Mew = Tools =

Type of Start F . Auth. Status Request

Previous Mext

The link opens a new window for the Per
Diem, Travel and Transportation Committee’s website.



http://www.defensetravel.dod.mil/perdiem/trvlregs.html

Currency

BUNNY, BUG T-PAX Inbox

Wizard Mode =
[Re=ervations] [Regulationz] [Currency]

Profile and History =  Create Mew = Tools =

link opens a new window to the OANDA
website to assist with currency conversion.



http://www.oanda.com/converter/classic

Profile and History

BUNNY, BUG T-PAX Inbox

Wizard Mode |
[Reservations] [Regulations] [Currency]

|Profilé anaHistos| Create New» Tools »
Profile
History
Type of Start End . Auth. Status Request

The Profile and History function allows you to:

* Update your profile
» Research historical transactions.

—Traveler: Only the Authorizations and Settlements from the individual
—AQO: Same as above plus all Settlements approved by them.




Create New

BUNNY, BUG

T-PAX Inbox

[Regulationz] [Currency]

VWizard Mode |-

Profile and History = - Tools =

Authorization
Settlermnent

TOND o Advance AMh. Status Status Request
e mm Official Date D

Previous Mext

The Create New function allows you to:

 Create a set of orders (an Authorization)
« Submit a Travel Claim (a Settlement)
» Request Advance funds (an Advance)




BUNNY, BUG Change Passwords

BUNNY, BUG T-PAX Inbox

- Change Login Password Change Secondary Password
Wizard Mode |= ge Log g ry

[Re=ervations [Regulationz]

The Change Passwords screen allows you to change
both your Login and Secondary passwords:

» Must be 9 Characters

» At least 1 Alpha / 1 Numeric

At least 1 Upper case

» The first character cannot be a number



Help

BUNNY, BUG T-PAX Inbox

Wizard Mode |
[Rezervations] [Regulationz] [Currency]

Profile and History =  Create New = Tools =

Type of Start End . Auth. Status Request

Previous Mext

The function opens a new window with basic

information.



https://ppcms-webtpax/help/T-PAX_Inbox_-_Screen.htm

Find

BUNNY, BUG T-PAX Inbox

Wizard Mode |
[Rezervations] [Regulationz] [Currency]

Profile and History =  Create New = Tools =

Type of Start End . Auth. Status Request

Previous Mext

The Find function helps you “find” a specific TONO.




Thank you for completing the

Web-based T-PAX

Inbox Functionality

Presentation







































































































































Wizard Mode =
Profile and Hicts— Create New s Tools » Logout

Authorization
| J’, A7 10N Settlemnent
1 Advance

23000 | Authorization | 4942009 | £10:2009 | Normal
iz=ion to HQ

Previous

Advance.

Retrieve | Wiews f Modify | Delete | Help |
Releaze to A0 | I

B O O



Flease select the order you wish to work with. If the travel order you wish to work with has
already been entered into the T-PAX system then you will find it in the list below. Click on
the travel order number to move to the next step.

Orders already entered into T-PAX

[ orortumber || catogory | sriowte | Enabme |7
[[110sz3sreriz2000 | | Del|  Mormal | amzoos 4/11/2009

If the travel order number your are looking for does not appear in the list above then it has not
yet been entered into T-PAX and you will need to create it. Enter the travel arder number
(TOMO) you have been assigned in the space below and click the Create button. You will be
directed through the steps necessary to create the travel order.

I Create thiz order...




Type of order: Coverad from: to: 4/11/2009

Type of Advance:

You can now begin establishing your travel request. Please review your mailing
address as it appears in your traveler profile. You can change your address below for
the purposes of this one travel request. Any changes to your address apply only to
this travel request and will not change your profile.

* Address 1: | SE QUINCY STREET

Address 2: |

* City:

* Country/State:




Type of order: Covered from: to: 4/11/2009

Type of Advance: Full Advance

You may now enter all the travel expenses that you incurred during your trip. Select
new entitlernents from the drop down list and click the button to add them. You will
be lead through the appropriate screens to collect all the necessary information.
After an entitlement has been entered you may edit or delete it by clicking on the
appropriate links.

[Femporary Bty o d| Add this entitement




Type of order: Covered from: to: 4/11/2009

Type of Advance: Full Advance

Below is a financial summary of your travel request and the amount you are due for your travel advance.

Sens s wat | —izr] ot i)
Memb/Emp Transportation _ 100, I]I}

Authorized Advance I—I]DD
Uncollected | 0.00

Computed Split I 0.00




Type of order: Covered from: to: [_4/11/2009

Type of Advance: Full Advance

Below is a financial summary of your travel request and the amount you are due for your travel advance.

Computed Advance | 1,026.30
Memb/Emp Lodging Amount
Memb/Emp Transportation

ed Advance | 200.00

Uncollected

Computed Split | 0.00

Cancel I Hot Save | Help |




Type of order: Covered from: to: 4/11/2009

Type of Advance: Full Advance

Certain employers require the traveler to include accounting information with their
travel claim. This information is used to obtain the funds necessary to pay the travel
expenses. If your employer requires this information then you will have been provided
with instructions on what data to enter. To enter or edit accounting information simply
click on the Modify Accounting button.




CG Accounting




Type of order: Covered from: to: 4/11/2009

Type of Advance: Full Advance

Certain employers require the traveler to include accounting information with their
travel claim. This information is used to obtain the funds necessary to pay the travel
expenses. If your employer requires this information then you will have been provided
with instructions on what data to enter. To enter or edit accounting information simply
click on the Modify Accounting button.

1108235PBR123000 2 X 000 000 00 0 ADV 00000 0000 200.00

Medify Accounting |




Type of order: Covered from: to: 4/11/2009

Type of Advance: Full Advance

Occassionally there will be special circumstances surrounding particular travel
expenses or other situations that should be explained to your Approving Cfficial or the
travel office. You may enter comments in the space provided below.

Enter Remarks here for Orders and Settlement. Purpose of Duty: Provide training.
Rental Car authorized. Authorized a $200.00 advance.




Advance Request

Type of order: Coverad from: 4/9/2009 to- 4/11/2009

Type of Advance: Full Advance

You have successfully completed your travel request. You are now ready to save this
request and return to the main menu. If you feel that all your information has been
entered correctly then please click on the Save button to save the request.

marke

Mote: R '. ) Cancel | Hot Save | Help |




Wizard Mode =

Profile and History = Create New= Tools = Logout

Awaiting
ansmiz=ion to HQ

Previous Mext

Retrieve | Views [ Modify, | elete | Help |
Release fo AO | | I

o






Submitting a Settlement




References

JFTR / FTR (Policy)

T-Pax On-line Guide (How to...)

PSC (Travel)

PSC (Customer Care)




E i | T L. 1 ESE 11

Things to keep In mind...

e Several items to keep in mind when liquidating a
Travel Settlement:

— Even if items have not changed from your request,
they should be reviewed for accuracy.

— Ensure you have the correct items and amounts for
reimbursable expenses.

— You will need to verify your receipts.

— Receipts may be uploaded individually or lumped
together in one “.pdf” file.




—

* To get started,
hover over the LTS T-PAX Inbox

Wizard Mode =

C rea te N ew [Reservations] [Regulationz] [Currency]

Profile and History » | Create New = | Tools »
1 Authorizati
- menu item, e

Advance

| th en SE' ECt Tou g Category Auth. Official Status
Settlement 1109235PBR122000 | Authorization | 4/8/2009 Normal _rﬂn:n:i\.;ﬂaiitci;gtoHu
-.

1109235PBR123000 | Advance 4/9/2009 Narmal Completed

from the Previous Next

options




e To select the SN BEE Travel Order Selection View:  Traveler
order you want

t b 't Please select the order you wish to work with. If the travel order you wish to work with has
O Su I l “ a already been entered into the T-PAX systern then you will find it in the list below. Click on

the travel order number to move to the next step.

settlement on,

Orders already entered into T-PAX

Cl I C l< O n th e Order Humber Category Start Date End Date

1109235PBRA 22000 Mormal /52005 41152009
Order Number.

-
4 F

If the travel order number your are looking for does not appear in the list above then it has not
vet been entered into T-PAX and you will need to create it. Enter the travel order number
(TOMO) you have been assigned in the space below and click the Create button. ou will be
directed through the steps necessary to create the travel order.

| Create thiz order... I

Cancel |

N




e \eri fy the e Settlement Request

lnformatlon On Type of order: | Mormal | Covered from: to:
th iS pa ge iS Type of Settlement: |Fina| LI Type of Partial: Mot a Partia Ll

correct, then

You can now begin establishing your travel request. Please review your mailing
address as it appears in your traveler profile. You can change your address below for
the purposes of this one travel request. Any changes to your address apply only to
this travel request and will not change your profile.

" Address 1: [444 SE QUINCY STREET

Address 2: |

* City: [ToPEKa

* Country/State: |Ks KaNSAS

Zip: |55533

Note: Required fields are

ved witl | astrick Manage Image: Receipts | Cancel | Hot Save
marked with a red astrnick (7)

[ T




Verify Advances

* Verify the
Advance taken
3 g 3 in st th | s set  D9rseoB123000 Settlement Request LEE TR
Of OrderS Add Type of order: | Normal | Covered from: to:
a ny a dd itiona, Type of Settlement: | Final | Type of Partial: [ot a Partia =]
advances such
A traveler is sometimes issued money in advance to their trip. If you received money

aS Trave,erS’ in advance and it is not already listed below then you should click on the "Add/Edit"

button and add that amount of the advance now.
Checks.

(Do not include cash e
advances taken o200 20000 |Dekte
against your Gov't AdarEot Agvances
Travel Charge Card.)

C“Ck the -nmmrezl fields are

Contin ue / marked with a red astrick (* Manage Imagel Receipts | Cancel | Hot Save
button. ol




To view or
modify your
itinerary, click
the Edit link.

If nothing
changed, you
may click the
Continue to

BUNNY, BUG Settlement Request View: Traveler
1109235PBR123000

Type of order: | Mormal | Covered from: 4/9/2009 to: 4/11/2009

Type of Settlement: |Fina| = Type of Partial: Mot a Partia =l

You may now enter all the travel expenses that you incurred during your trip.  Select
new entitlements from the drop down list and click the button to add them. You will
be lead through the appropriate screens to collect all the necessary information.
After an entitlement has been entered you may edit or delete it by clicking on the
appropriate links.

Entitlement Type Dates Encompassed Status

emporary Duty Trip 41972009-4/1 042009 Unvalidated Data Delete | Calce

TR —| [ <= nca s enutenent |

When you are finished adding all your travel expenses you can click an the View
button to see your estimated travel reimbursement.

Go back... | Continue to view computation...

VIEW.
computation...
button.

Note: Required fields are

ved witt | astrick (* Manage Image: Receipts | Cancel | Hot Save
marked with a red astrick {7)

[ T 1




Y Th IS screen e a0 Settlement Request View:  Traveler
p rOVl des a Type of order: | Normal |  Covered from: [ 4/92009 | to- [ 4M11/2009 |
Type of Settlement: | Final >l Type of Partial: lot a Partia =
breakdown of
entitlements

Below is a financial surmmary of your travel request and the amount you are due for your travel reimbursement.

Some travelers prefer to apply a portion of their reimbursement directly to their government credit card. If you
would like to apply a portion of the reimbursement you are due then you can enter that amount in the last field

a nd payments labeled 'Split Payment’

Description
Memb/Emp TOY Per Diem
Memb/Emp Transportation

Total Entitlement | 1.044.00
Deductions | 0.00

- - Partial Payments IW
lf 't IS Correct, Amount Payable I 1.044.00

3 Advances IW
Cl I C I( th e Uncollected | 0.00

C t' Due Employee I 84400
O n l n u e' =g Method of Payment Direct Deposit | Split Payment |U.[][J

b UttO ﬂ Release Obligation [ Computed Split | 0.00

Go back...

Hote: RBE.ILIIrECI fields e Manage Image Receipte | Cancel | Hot Save
marked with a red astrick (*)

[ T 1




* Review your
remarks. Add

any necessary
comments,
then click the

Continue...
button.

BUNNY, BUG

Settlement Request
1109235PBR1 23000

View: Traveler

Type of order: | MNormal | covered from: 4/9/2009 to: 4/11/2009

Type of Settlement: |Finsl =] Type of Partial:

[

Occassionally there will be special circumstances surrounding particular travel
expenses or other situations that should be explained to your Approving Official or the
travel office. You may enter comments in the space provided below.

Enter Remarks here for Orders and Settlement. Purpose of Duty: Provide training. ;l
Rental Car authorized.

Go back... |

Continue...

Note: Required fields ars Manage |mage| Receipts | Cancel | Hot Save

marked with a red astrick (¥

T




* You can correct - 1092950B1 23000 Settlement Request View:  Traveler
Accounting String
errors before
submission.

Type of order | Marmal |  Covered from: 4/9/2009 to: 4/11/2009

Type of Settlement: |Final =l Type of Partial: Mot a Partia =

If you made any

Certain employers require the traveler to include accounting information with their
travel claim. This information is used to obtain the funds necessary to pay the travel
expenses. If your employer requires this information then you will have been provided
with instructions on what data to enter. To enter or edit accounting information simply
click on the Modify Accounting button.

must CIiCk MOdify Classification String Amount
Accounting. ) ; —

If there are none,
click the
Continue... button.

Medify Accounting

Continue. ..

Note: Required fields are

marked with a red astrick (*) Hanage lmagel Recepls | ot Save
WU W u B,

T T




* If everything is
corre@melick
the Save
pbutton.

BUNNY, BUG

Settlement Request
1109235PBR1 23000

Hot Saved View: Traveler

Type of order: | MNormal | Covered from: 4/9/2009 to: 4/11/2009

Type of Settlement: | Final x|  Criginal Order [Hot 2 Partia

[~

You have successfully completed your travel request. You are now ready to save this
uest and return to the main menu. If you feel that all your information has been
correctly then please click on the Save button to save the request.

Go back... |

Note: Required fields are IManage Image Receipts I Cancel | Hot Save

rmarked with a red astrick (%)

T T




Certify Expenses

* A listing of all
expenses that
require a
receipt Wl” Certify Expenses
appear. Check oo e e o
each item to T o s e, PP
Indicate

certification.

Once checked,
click the Certify
button.




Manage Images

e

e To attaches
receipts, they

TONO: 1109235PBR123000
must be
ScannEd into a Type of order: | Mormal | Covered from- to:

Type of Settlement | Fina =] Type of Partial: [iiota Pariia =l

Settlement Request :
View Only

file. Multiple
receipts may be
scanned into o
one “.pdf” file oy [
for uploading. oyt [

Tranza ctions Entitlernents Computations Financia Remarks

* Address 1: [444 SE QUINCY STREET

Click the
Manage
Images button.




u = L E= 11

Images and Receipts

e You will need
'- to browse your
‘L\ files for the
scanned files. e Images and Receipts
Click the e o oot P e

| N
Browse. W Image description: V
pPutton. | uplosdmage |

Browse... |




e Click the
desired file, Choose file HE
then click the Lookin: | C & Settenerts - « @k E

- Receipts.pdf (al] 13,5ent280.bmp

Open button " : mbmp @E-MEHEQE.ImagES.EiEgin.I:ump

IE_L:] 3.Beqin.Settlement.bmp |;_L:] b.5elect.Files.bmp
@4.RE'-.-'iE'r\'..ﬁ.d'-.-'al'lEES.bmp IQSEIEH Settlement. bmp
@ 5.Review, Trip.bmp @ Receipts.doc
@E\.CEII‘l'IpLItEﬁDI‘IS.DVEWiEW.|:II'|'||:I [l mAWRLZ373.tmp
IgEua.5|:-Iit.F'.Eﬂ,me|'|t.|13||:-1J'-:||'|s.|:|m|:|

51] 7. Remarks.bmp
(You may also .- 21)7. verify. Acct,.bmp

double-click the file B e T bmp
for the same effect.)

5l] 11.Ready4A0.bmp
5l] 11a.Settement. Selected. bmp
51] 12, Default. AQ.bmp

File name: I Qpen I
Files of type: I,-’-‘JI Files () Cancel |
p




Upload File

* Provide a
description of
the filgg@be

.- Up loaded. \ e Images and Receipts View: Traveler
. Then, C“Cl( the Image or Receipt File Name

|‘.‘.PEI:r-1 S-FILE0O2\Wsers2y | Browse...
Upload Image

Image description:
b utton |Hut&| and Migc. Receipts / Upload Image |




Upload Complete

* Once you have
all of the files
uploaded that
you want, click
the Done

ERLitton.

BUNNY, BUG Images and Receipts
TONO: 1109235PBR123000

Image or Receipt File Mame

| Browse... I

Image de=scription:

I Upload Image |

Hotel and Mizc. Receipts




 That that
everything has
been
completed,
click the OK
pbutton.

BUNNY, BUG Settlement Request - View: Traveler
TONO: 1109235PBR123000 View Only

Type of order: | |  Covered from: 4/9/2009 to: 4/11/2009

Type of Settlement | Fina =| Type of Partial- |10t a Pariia =l

Remit To Tranzactions Entitlementz Computationz Financial Rermarks

* Address 1: [444 SE QUINCY STREE

Address 2 |

* City: [ToPE

* Country/State’

zip: [reee:




e Check the
appropriate  PAX Inbox
box to Select \ e
the Settlement
for Release to rono | e | S Jendouccatogory|  Autn. ot

) G735 ] A i i Ao O O
i AO [~ | 110%235PBR123000 | Authorization | 492008 % Mormal Transmission tz HQ

[~ | 110%235PBR123000 | Advance 41972009 %1 MNormal Completed

*SmiEN, clicithe 7 ooz sonune_ e srozoe] v e o
Release to AO
button and
follow the

p rev'o us Retrieve | View / Modity |
[ Rekssetono | |

INnstruction for
- submission.




Thank you for completing the

Web-Based T-Pax

Submitting a Settlement

futorial




Weh-BBasedhi-Pax

Unit Representative







How to designate

Last
10: |1234EET *Name:  |gUNNY . |BUG |s_

Perzonal Address Misc. Info -

New Logon Password New Secondary Password

Enter: I Enter: I

Re-enter: I Re-enter: I

Additional Information

Default A0: Click to =2elect Default A0

Unit Representative: Click to select Unit Rep. Date Proxy Expires:

Full: Signature Proxy: Click to 2elect Sig. Proxy. I

Advance Signature Proxy: Click for Adv. Sig. Proxy.

Back I Next | Note: Required fields are Save | e | Help |
marked with a red astrick {*).




Wizard Mode =
Prozoy

Auth. Official
Profile and History = Create New = 00ls = Unit Rep.
Change ldentity...

Previous Mext

petrieve | View I oty | Deeie ] Help |

ReiEaseio sl Prit | | Fnd |




Full SignaturesProxy




Advance SignatureProxy




Proxy (Basic)




Unit Representative




Thank you for completing the

Wa0-Basac T-Pas
Proxy and Representative Tutorial




Web-Based T-Pax

Submitting a Supplemental
Travel Settlement




REMEMBER

A Supplemental Travel Claim should be
submitted as if it were an ORIGINAL claim.
Include all items such as reimbursable
expenses, itinerary, etc. DO NOT delete
items that are valid expenses.

Doing so will create an overpayment and
may effect your pay.




fha

ettmg Sta: ‘ ted

* To submit at Supplemental:

— Log in to Web T-Pax using your CAC

— Your Inbox Ve tose =] - T-PAX Inbox

ations] [Regulations] [Currency]
Profile and Histori = Create New = Tools =

should show ——

Type of Start N
/T(‘-'lﬂl Request  Date EndDate Category  Auth. Official Status

.
C11Ck the / [T 1108235PBR123000  Authorization 4/9/2009 4/10/2009 Hormal Approved by AQ

Create New
Menu Option




Wizard Mode

Profile and History = | Create New =z Tools = Logout

Authorization
. Settlerment
Advance

[T 1108235PBR123000  Authorization 4/8/2009 410/2008 Approved by AD

Releaze to AD | Print | View | Modify |
Retrieve |




elect TONO

« Click onthe
~ desired
Order Number

Travel Order Selection

Please select the order you wish to work with_ If the travel order you wish to work with has
already been entered into the T-PAX system then you will find it in the list below. Click on
the travel order number to move to the next step.

Qoisrs alsade sntsred intn T-Lo
T~ Order Number Category End Date
1108235PBR123000 Normal 411172009

ol

If the travel order number your are looking for does not appear in the list above then it has not
vet been entered into T-PAX and you will need to create it. Enter the travel order number
(TOMNO) you have been assigned in the space below and click the Create button. You will be

directed through the steps necessary to create the travel order.

Create this order... I

Cancel |

[T [ |




Type of order: Covered from: to:
Type of Settlement: Supplemental Type of Partial: I Mot a Partial hd l

You can now begin establishing your travel request. Please review your mailing
address as it appears in your traveler profile. You can change your address below for
the purposes of this one travel request. Any changes to your address apply only to
this travel request and will not change your profile.

* City:

* Country/State:

*

Zip:




Previous Sub

-+ This screen shows the previd
submissions
to this TONO. .. Settement Request

Type of order: | | Covered fram: 4/9/2009 to: 4/11/2009

L]
(] ‘ IICk the Type of Settlement: pplements | Type of Partial: ot a Partia B3
[ ]
C o I I tl I I ue oo A traveler is sometimes issued money in advance to their trip. If you received money

in advance and it is not already listed below then you should click on the "Add/Edit"
button and add that amount of the advance now.

button.

Type Amount
= Advance 200.00 Delete

\l'\ Settlement 1,044.00 Delete

Add/Edit Advances

Go back... | Continue. ..

Note: Required fields are

| ! Manage Image Receiptz Hot Save
marked with a red astrick (*). | |

[ T




* To modify any

information the

settlement must
be edited.

o o Entitlement Type Dates Encompassed Status
o ‘ IICk the E dlt P> | | it Ilampnrary Duty Trip 4/9/2009-4/10/2009 Valigated Data  Delete Calcs
| |

link

Settlement Request

Type of arder: | | Covered from: 4/9/2009 to: 4/11/2009

Type of Settlement: pplements | Type of Partial: | ot a Partia B |

You may now enter all the travel expenses that you incurred during your trip.  Select
new entitlements from the drop down list and click the button to add them. “You will
be lead through the appropriate screens to collect all the necessary information.
After an entitlement has been entered you may edit or delete it by clicking on the
appropriate links.

[ <= Add this entitiement |

When you are finished adding all your travel expenses you can click on the View
button to see your estimated travel reimbursement.

Go back... | Continue to view computation...

Note: Required fields are Manage Image Receipts | Cancel | Hot Save

marked with a red astrick (*).

)




fed

ransporta

¢ If the method of transportaf—
~ changed, make the necessary

a.dj U.Stments " BUNNY, BUG Temporary Duty Trn'p

TONO" 1109235PBR123000 Covered from: 4/9/2009

o O nc e C O Ire Ct Type of order: | MNormal to: 4/11/2009
J
lick th
The first step to creating a trip is to determine what has been authorized. This might
O include the number of cars allowed, any restrictions on transportation, and who is
C t being paid while traveling. Please complete the information below. then continue to
ontinue... =

b l I tton W Owner operator of POV

Transportation Restrictions | Commercial (RailAirBus/Ship) Authorized Ll

Continue... |
Hot Save | Exceptions | Uccasiunalsl Cancel |

[ [




uratlon of ravel

¢ If the duration of travel has c-'
click the drop-down and change tc
indicate the appropriate duration.

BUNNY, BUG Temporary Duty Trip

* Once correct
J
. 1109235PBR123000 Covered from: 4/9/2009
O TONO_| |
C].].Ck the Type of order | R | to- [ 4172009 ]
°
C Ontlnue L I O Please choose the duration of this trip. Your selection here will determine what

options will be available to you as you enter your itinerary.

bl Itton Duration of travel: IGreaterthan or equal to 24 hours  «
u




itinerary, click ...

Temporary Duty Trip

the Add/Edit e ——
Itinerary button.

Type of order: | MNormal to: 4/11/2009

Your actual trip itinerary is listed below. If you have not yet added any legs to this
trip then you should click on the Add button and enter the information for each leg of

our trip. f your trip has already been entered and you are satisifed with the
Ntion you can simply click Continue to move to the next screen.

* Otherwise, click =

[ ]
492009 DEP Topeka, KANSAS
= .\ £/9/2009 ARR Miami, FLORIDA
& DEP Miami, FLORIDA
] tt 4/10/2009 R Topeka, KANSAS

Continue... Add / Edit Trip tinerary |

Hot Save | Exceptions | Occa.siunalsl Cancel | Help |

[T




« To edit or add a reimbursab e

click the
Add/Edit

Trip Expense

button.

Temporary Duty Trip

TONO- [ 1109235PBR123000

Type of order: | MNormal

Covered from: 4/9/2009
to: __44" 11/2009

een.

This screen shows a list of reimbursable travel expenses that have been entered for
this trip. If this is a new trip and you have reimbursable expenses that need to be
claimed simply click on the Add button below. When this list contains all the
%you wish to claim you may click on the Continue button to move to the
ne:

AIRFARE SE|

AUTO MILEAGE

GARS - GOVT ADMIN RATE S
PARKING

RENTAL VEHICLE

FUEL FOR RENTAL VEHICLE ONLY
TOLLS

A

Continue...

Add / Edit Trip Expenses

Hot Save | Exceptions I Occasiunalsl

Cancel | Help |

[ [ |




Edlt or Add Expe 15€

If a change is required to a reimbursa
expense, click the appropriate Edit buttons.

Only if an expense was claimed and sh
have, click the ...
appropriate —

Delete button. ———

4192009 AIRFARE SERVICE FEE

Reimbursable Expenses

4192009 AUTO MILEAGE

If aln expense 41572005 GARS - GOVT ADMIN RATE SUP
needs to be e

added, CliCk the 41912009 FUEL FOR RENTAL WEHICLE ONLY

Add Expense
button.

_I_I_I_I_I_I_I_I'E

Was any airfare pa dhy employee
not enter the airfar




dNewE pens

Enter information as if it were an oric
submission. 5

BUHNNY, BUG Reimbursable Expenses
TONO: 1109235PBR123000

If the Edit button e
had been clicked e o

the Expense e

492009 RENTAL VEHICLE

information Would 412008 FUEL FOR RENTAL VEHICLE ONLY

42009 TOLLS 450

appear at the top SR — cures

04/09/2009 IBAGGAGE CHARGE GOVERNMENT ISD.UU IUNITED STATES

Of the Screen |BAGGAGE CHARGE GOVERNMENT = | spit = [unmeDsTATEs =]

Edit Delete

Edit Delete

Edit Delete

Edit Delete

Edit Delste

Edit Delete

Edit Delete

_I_I_I_I_I_I_I_I'g

Edit Delste

= Accept Expense I Cancel Changes |

Click the Accept
Expense button.




AIRFARE

AIRFARE SERVICE FEE

AUTO MILEAGE

GARS - GOVT ADMIN RATE SUP

PARKING

FUEL FOR PR{TAL WEHICLE ONLY

Was any airfare paid by a employee’s travel card. If pd

naot enter the airfare

Edit

Edit

Edit

Edit

Edit

Edit

-
-
-
-
-
-
-

Edit

Edit

Edit

by Gowvernment Account, do ﬂ
-

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Accept Changes Cancel Changes | Help |




Edits Co

Now that the new expense hs

added, click
the Continue...
button.

i

Temporary Duty Trip

TONOZ' 1109235PBR123000 Covered from: 4/9/2009
Type of order: | Mormal to: 4/11/2009

This screen shows a list of reimbursable travel expenses that have been entered for
this trip. Ifthis is a new trip and you have reimbursable expenses that need to be
claimed simply click on the Add button below. When this list contains all the
expenses you wish to claim you may click on the Continue button to move to the
next screen.

D inti Claimed
AIRFARE 400.00
AIRFARE SERVICE FEE 1250
AUTO MILEAGE 150
GARS - GOVT ADMIN RATE SUP 20.00
25.00

250.00

40.00

450

30.00

Continue... Add / Edit Trip Expenses

Hot Save | Exoeptiunsl Ucca.siunalsl Cancel | Help |

[ [ [ |




TONO- - 1109%35PBR123000 Covered from:

Type of order: - to:

You have now completed entering a
this trip as part of your travel request




daily expenses, then click the OK button.

b

I'-.-Iinz.-n:rsn:l-ft Internet Explorer




Settlement Request

Type of order: | Mormal |  covered from: 4/9/2009 to: 4/11/2009

L]
Comp ut atlons Type of Settlement: | supplementa | Original Order J ot a Partia =]
g J You may now enter all the travel expenses that you incurred during your trip.  Select
° new entitlements from the drop down list and click the button to add them. You will
1 k h be lead through the appropriate screens to collect all the necessary information.
C lc e After an entitlernent has been entered you may edit or delete it by clicking on the

appropriate links.

°
Continue e gy e
A/92008-410/2008 “Validated Data Delste Calcs

Edit Temporary Duty Trip

t i [Temporary Duty Tri ~| [ <=Add this enttiement |

When you are finished adding all your travel expenses you can click on the View

Comp ut atio nS button to see your estimated travel reimbursement.
Go back... | Continue to view computation... |
button.

Note: REFIU"Ed fields g Manage Image Receipts | Cancel | Hot Save
marked with a red astrick (*).

o




Settlement Request

Type of order: | | Covered from: [ 4/9/2009 to: 4/11/2009

1s shown in the e D | e n | i

°
Re lmb urs ab 1 e S Below is a financial summary of your travel request and the amount you are due for your travel reimbursement.
J

Some travelers prefer to apply a portion of their reimbursement directly to their government credit card. If you
would like to apply a portion of the reimbursement you are due then you can enter that amount in the last field

Total Entitlement ==~

Total Entitlement | 1.074.00

Memb/Emp TDY Per Diem

. .
block as well as  |eone. e
Partial Payments 1.044.00

Memb/Emp Reimbursables
Armount Payable 30.00

the amount Due .

Uncollected
Due Employee I 30.00

Employee blOCk- Method of Payment [ Direct Depost =] Split Payment |

Release Obligation ™

Go back...

Mote: ReqL'irEd fields E_”e Manage Image Receipts | Cancel I Hot Save
marked with a red astrick (*).

]




i b
Bl «

4
'

Modify Acco

ant

To balance the accounting in: C
click the Modify |

A t1
g Type of order: | | Covered from: 4/9/2009 to: 4/11/2009
b utto n Type of Settlement: pplementa = Original Order |'.c: a Partia =
]

\ Certain employers require the traveler to include accounting information with their

| claim. This information is used to obtain the funds necessary to pay the travel
5 If your employer requires this information then you will have been provided
ljons on what data to enter. To enter or edit accounting information simply
click on the ify Accounting button.

Db 1106235PER123000 2 P 901 288 21 7045 2100

Settlement Request

Modify Accounting

Go back... |

Note: Required fields are
marked with a red astrick (*).

Manage Image: Receipts | Hot Save

[ [ [ |




1108235PBR123000




Type of order: Covered fiom: to: [ 4/11/2009
Type of Settlement: Supplemental Original Order | Mot a Partial - I

Certain employers require the traveler to include accounting information with their
travel claim. This information is used to obtain the funds necessary to pay the travel
expenses. If your employer requires this information then you will have been provided
with instructions on what data to enter. To enter or edit accounting information simply
click on the Modify Accounting button.

35PBR123000 2 P 901 259 21 0 RA 78045 2100 30.00

Modify Accounting |

Note: Required fields ?“i - Receipts | Cancel | Hotsave | Hep |

marked with a red as

[




* Anytime a supplemental is
- agoodidea -

Type of order: | |  Covered from: 4/9/2009 to: 4/11/2008
re mark to Type of Settlement: pplementa B | Original Order |'.c: a Partia =l

Settlement Request

lain th
s = expenses or other situations that should be explained to your Approving Official or the
S l I I I I ISSIO I l . travel office. You may enter comments in the space provided below.

Enter Remarks here for Orders

Occassionally there will be special circumstances surrounding particular travel

itlement. Purpose of Duty: Provide training. ;I

When done,
click the

Continue... e
button

marked with a red astrick {*).

Manage Irnagel Receipts | Hot Save

[ [ |




to: 4!1 172008

Original Order Mot a Partial -

You have successmy completed your travel request. “ou are now ready to save this
request and return to thgmain menu. If you feel that all your information has been
entered comrectly then pleasg click on the Save button to save the request.

Note: Required fields are
marked with a red astrick {*).




I~ 41912009 AIRFARE 400.01
I~ 419/2009 RENTAL WEHICLE 250.0
4/9/200%  4M0/2009 Lodging at Miami, FL FLORIDA. At least 5121,




Wizard Mode -

Profile and History =  Create Mew = Tools » Logout

Normal Approved by AQ T-PAX 1096795864  §1,044.00 (est)

/ ’ Normal Entered inte T-PAX T-PaX ’ £30.00 (e=t)

Releaze to AQ | Pri | View / Modify |
Retrieve |




Wizard Mode -

e Piofile and History =  Create New =  Tools = Logaout

[T 1109235PBR123000  Authorization 4/9/200% 410/2008  MNormal Approved by AQ

108235PBR123000  Settlement 4972009 4M10/2008 MNormal Entered into T-P&X

Print | View [ Modify |




Wizard Mode

Your confirmation authenticates the data you are about to submit.
This transaction provides facts and figures that creates a settlement
basis...

WARNING

Rere are severe criminal and civil penalties for making or presenting a
fictitious, or fraudulent claim under U. S. Code Title 18, Section 287;
Section 3729; and Title 10, Section 932 (UCMJ, Article 132).

Select an Authorizing Official




Wizard Mode -

Profile and History =  Create New = Tools =

[T 1108235PBR123000  Authorization 4/%/2008 4/10/2009 Normal

[T 1109235PBR123000  Seftlement  &/%/2009 4M0/2009 Hormal

Releaze to A0 | Print | Views | Modify |
Retrieve |

KOYOTE, WYLIE

Logout

Approved by AQ

Awating AO
Approval




REMEMBER

A Supplemental Travel Claim should be
submitted as if it were an ORIGINAL claim.
Include all items such as reimbursable
expenses, itinerary, etc. DO NOT delete
items that are valid expenses.

Doing so will create an overpayment and
may effect your pay.




Thank you for completing the
Web-Based T-Pax

Submitting a Supplemental
Travel Settlement







Processing Split-Disbursement

> T-Pax has the ability to pre-calculate

reimbursable expenses that should be placed
O VOT1TE ( :‘m\ Yetrntrmaemn ’ | ‘ T \'C‘] Char@ Cardo




Expenze Dezcription Claimed
ACTUAL EXPENSE FOR DEPENDENTS UNITED STATES

ACTUAL EXPENSE FOR DEPENDENTS hl UNITED STATES hl

Accept Expenze Cancel Changes |




> All of the desired

tornNe o | Reimbursable Expenses

&/ICE FEE
AUTO MILEAGE
GARS - GOWT ADMIN RATE SUP
PARKING
RENTAL WEHICLE
FUEL FOR REN

TOLLS

Accept Expense Cancel Changes |

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




Settlement Request

[ ()
> =IdX Wi rovidae
Type of order: Covered from: 4/9/2009 to: 411/2009
Type of Settlement: : : Original Order Hu::t a Partial l

Below is a financial summary of your travel request and the amount you are due for your travel reimbursement.

Some travelers prefer to apply a portion of their reimbursement directly to their government credit card. If you
uld | o apply a portion of the reimbursement you are due then you can enter that amount in the last field
Split Payment”.

Total Entitlement IW
Deductions IW
Partial Payments IW
Amount Payable IW
Advances I—L’I[][]

| 0.00

I 1.074.00

Memb/Emp TDY P®
Memb/Emp Transportatid

Memb/Emp Reimbursables

Method of Payment Dirsct Deposit

Computed Split

Manage Irnage Receiptz | Cancel | Hot Save | Help |




Automatic Payment

By entering $833.50 into the Split Payment
block, T-Pax will process this amount for

disbursement directlv tao l_.]!l (@ G@V@Tnm@nﬂ:
—_—— .




Thank you for completing the
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