
First Time Web TPAX User 

  
Introduction This guide provides the procedures for a First Time Web TPAX User. 

  
Procedures See below. 

 

Step Action 

1 Click the Web TPAX link to begin. 

https://ppcms-tpaxwb.main.ads.uscg.mil/ 
 

2 Select the Certificate that includes the newest Non-Email DOD-CA, then click 

OK.  

 
 

  

 Continued on next page 
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First Time Web TPAX User, Continued 

  
Procedures, 

continued 
 

 

Step Action 

3 Enter the User ID (your employee ID), then click Login to TPAX. 

 
 

4 Click the Accept button. 

  
 

  

 Continued on next page 



First Time Web TPAX User, Continued 

  
Procedures, 

continued 
 

 

Step Action 

5 The TPAX Inbox will display. Click Profile and History. 

 
 

6 Click Profile. 

 
 

  

 Continued on next page 

  



First Time Web TPAX User, Continued 

  
Procedures, 

continued 
 

 

Step Action 

7 The Personal tab will display. Verify that all the information is correct. Required 

fields are marked with a red asterisk. Click Next. 

 
 

  

 Continued on next page 

  



First Time Web TPAX User, Continued 

  
Procedures, 

continued 
 

 

Step Action 

8 The Address tab will display. Verify that all the information is correct. Make sure 

you enter a Valid Email address. This will be used for any TPAX 

correspondence. Enter your work phone number. Then click Next.  

 
 

  

 Continued on next page 

  



First Time Web TPAX User, Continued 

  
Procedures, 

continued 
 

 

Step Action 

9 Civilians have an additional tab called Misc. Info where their work week is 

designated. Make sure this reflects your actual work schedule, then click Next. 

 
 

  

 Continued on next page 

  



First Time Web TPAX User, Continued 

  
Procedures, 

continued 
 

 

Step Action 

10 The TPAX Info tab will display. Enter and Re-enter both a Logon and Secondary 

password. Passwords must contain: 

 Exactly 9 characters 

 One Uppercase letter 

 One Lowercase letter 

 One Number 

 NO Special Characters (#@!*) 

 

Click Save. 

 
 

  

 Continued on next page 

  



First Time Web TPAX User, Continued 

  
Procedures, 

continued 
 

 

Step Action 

11 Click the link to select a Default Authorizing Official (AO). 
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First Time Web TPAX User, Continued 

  
Procedures, 

continued 
 

 

Step Action 

12 Enter either the Employee ID or the Last Name, then click Search. 

 
 

Once the Employee ID or Name populates, click Select. 

 
 

  

 Continued on next page 

  



First Time Web TPAX User, Continued 

  
Procedures, 

continued 
 

 

Step Action 

13 The selected Default AO will display. Click Save. 

 
 

14 This will return you to the main page where you can now enter travel claims or 

Logout. 

 
 

  

  


