L.ong Term

D o

== Authonization —
Please Click the “NOTES” tab on
the right to read the slide
descriptions.
Use the player buttons, below, to
advance to the next slide.

In this presentation we will cover several aspects of processing a Long-Term TDY settlement
in TPAX.



Travel Order

Type of order
Order number(s) should read
should begin blanket
witha 13 KOYOTE, WYLEE

m’\ fitemes
126125 Biasiont -
wi - THIEIZE12512000 D of
orders
Description  VWhat's Authoeized  Remarks
* Purposs of Tap T -
Tie Mima. * issue Date 09162011 i |
Trig N
" Bagin Date W =
haungOgmenien  [FSTTD L | Leap year
Paying Organization 5347400 " End Dt w307012 =3 (every 4 years)

uj ———
oyl Typically,
Funsy | Coast Guard - I CG funds

Hext L Sawe § Cancel Help

1

Orders issued for Long-Term TDY shall be issued using a “13” type TONO, which indicates a “BLANKET” Type
of Order. So...

ensure your TONO begins with a “13” when entering the “ORDER NUMBER”.

Then, when selecting from the ‘drop-down’ menu for the “TYPE OF ORDER”, ensure you select “BLANKET”.

This will allow you to submit multiple settlements (or travel claims) against one set of continuous, long-term
TDY orders.

When entering the dates, ensure you enter the ‘entire’ period of travel covered in the orders. For example,
the orders state Title 10 Recall from October 1, 2006 to September 30, 2007. Those are the “Begin Date” and
“End Date” entries you should use. The “Number of Days” will automatically fill based on those dates.



What’s Authorized

Gavemment {Lise Deected) Govemment Rate (Msbtary Onty)
Mass is Directed for ALL three meals
Cantract Guanes
Propertional Rate Red Far Do
| Commascial Liiing Rudoced par dearm (M )
Goveermart Rate for Exsartal Meals
Owal Leciging F: Commarcial (ll ocaity par e Red. Par Dieem
He Lodging Raguied
Conferance Per D (126%)
Actusl Expanse Actual Expense Lodgng Plus (150%)
Super Actusl Expense Lm Plus (300%)
stz ol leoragtateon hcuioioss
?) Commercial Casier Hum Exciss Bags. 0
Govt Cramed Commyance
Feen P i Phess N
Gont Procured Tramspartation  Neww - VRS v s
Leave Authonzed Vanations Authorged
Piwv. Qe Comeprance Hena
" Regestration Fea Conderance Fes T InlAssund
POV is mern POV not to sxzeed GTR of
‘advartagenes to the Govt [ Ramain Ovwereght bor
RON Locabien: |
¥ Rertsl Car Rectal Upgrade.  Hone -
) - e

If there are variations to a given settlement, the “What’s Authorized” tab must be amended
by the AO.



Departure/Arrival

Check if applicable

I

Depanturs Date Departure Locabon (chok to ed) * s Local Method of Reimbursement Dady Ldg Cost
i LDP - Lodging Phes - 186,00 i Enter lodging
Mathad of Transportation Lodging Tt costs, taxes
7 DutyDay ~ CF - Commercial Plane - Wit
Ladging Type
el Cocaen AT o) C0 - Comem Qtrs Incidental Expense Full =
Al Oty
w01z L Resson ke Stop
TO - Temporary Duty - Meals Type.  MBIE 7100
¥ Duty Dy CM - Commarcial Meais v [ | Mies

Accepileg | | Cancel Changes |

Complete the Itinerary for this leg. The departure/arrival dates are the first day of the first trip on this blanket/repeat
travel authorization. The Arrival location should be the first place you plan to visit.
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Departure/Arrival

ks e B L .‘...-‘.-‘.-. = S £
1012011 | DEP Toptia. KS, Shawnos
W0A201 | ARR BOS. MA, Sufolk ™ we | co | ov [EEER ]S ][5 ]
Depature Location {chek to adit] Matnoed of FReimbursement Dty Ly Cost
Dl Is Local
LTI |
Mathod of Transpertation fi E
7 Duty Dy CP - Commercial Plane =
Lodging Type
el Lo abon ek o 604 4 .
A Dt
12312011 8 Reasen for Stop
Jlac . nissson Compiots 8 Masls Typa:  MRE- 4600
DSty vy Sebect the reason the trveler soppefl at this locaten
|| Accepiiag | [ Cancel Changes

The departure/arrival dates on this screen are the date of the last day of the travel

authorization.



Temporary Duty Trip Vi

TONO 1312512512512000 Covered from
Tpeoforder [ Banket ] o
What's Authonzed Ringrary Ruimbursables

o B

Press the “Add/Edit Trip Expenses” button.



R e Authorization Request

Type of order Coveredfrom: [ 1072011 o
Type of Transachon | aunonzation Original Order
Enttlements Comgtatons Finarscisl Remarks
[ EdomariType | | OwmsEscompewed || Smws [ | |
Edt Temporary Duty Trip 0012011 127312011 Validated Data Delete | Calcs | Comp
Teempacary Duty Tnp - _:=mrm'Ei|uu'm'___
—... e s e [ e ][]
.\ Webhlow

Press the “Next” button.



Type of order. Covered from 1072011 o,
Type of Transaction | . g Original Order
Eretiaments Computations. Finascisl Remarks
| Total Obbgaton nsan
—ey | et TOY P Dhem 2174244
Ut mp Trans portaton #04 o4l
HemaEmp Resmborsabies 1,195 38
Note: Per diem is now listed
Back | [ bext Manage Images | SAVE Cancel | [ waip

Note that the per diem is now listed. Press the “Next” button.



Type of order Covered from: 10
Type of Transaction  Ausheeisat Original Order
Entitiements Computations Fimancial Remarks
Db 1312512512512000 2 P 101 179 30 0 PP 47400 2103 2354382
Back | | Mt | | Manage images | SAVE Cancel Help
Jow

Press the “Next” button.



Release to AO

Check here |
to release to
AO (below) r . r - e
| Towo | eemDemiEndDum - comaory) | Craema B | o
¥ 1312512512512000 Autbodization | 1WNZON | 12312011 | Blanket | NOYOTE WYLEE
KOYOTE. WYLEE . &
13124124124 12000 Sattlemant 112011 | 1073072011 Blankst T n
¥
KOYOTE. WYLEE =
1312612412412000 Authosization | 10/V2011 | WID2012 | Blanket el n
¥
KOYOTE. WYLEE i
1321231212300 Settlement | 1002011 | 1UB2011 | Blanket - "
¥
e Er”
h
Prot Viww | Moddy Dalats. Help
Find

Select the authorization and press the “Release to AO” button.
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Beginning TDY

Temporary Duty Trip

[1312512512512000 |
rono BT Covered rom
Type of arder to

What's Authorized Hinesary Reimbursabies
W Mo Wnp Ginerary 1o be enteved -
M tnp Eewedey 10 e #ntered S
ocat] Stater than of equal 1o 24 houry. !.M? i 4 E a At LR _
Lm e 24 s weth lodging IIICUI l-ﬂl‘ln Meals Lodging Taxes Miles |

Less than 24 hoors na lsdging
Less than of squal to 12 hours

LT TOY Contd - Midde
LT TOY Contd - Endeng

Once you begin entering the Settlement click the drop-down for the “Duration of Travel ” Scroll down until you see the
three LT TDY options

“LT TDY BEGINNING”, “LT TDY Contd-MIDDLE”, and “LT TDY Contd-ENDING”.

The “Beginning” option is to be used for the FIRST settlement (or travel claim) filed against a set of orders. This will
process the first and the last day of this settlement in TPAX properly.

The “Middle” option is to be used for the SECOND and SUBSEQUENT settlements up to but EXCLUDING the FINAL
settlement. This too will process the first and last day in TPAX properly...at 100% per diem — no more need to claim back-
to-back orders in the Reimbursables!

The “Ending” option is to be used for the FINAL settlement for a given set of Long-Term TDY orders. Again, the first and
last day are processed properly.

Since this will be the first settlement, select the LT DTY - BEGINNING option.
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Firat ddy 08 em lewier 0% B o LT e Mek Lok T M /| Lodging Tax

Travel
o Date Departure Location {chck to edt) s Local Method of Resmbursemant: Dasty Lag Cast
- s LDP - Pl - 185.00
\N-.. w20t | Asighg Fie
Method of Transpodation —
7 CP - Commercial Plane B Dk e
e Ledging Type 1453

Al Locabon (chk 10 ede) CQ - Comenl Qtrs Incidental Exganse Full  ~

thal Date. [BOS_WA_Suficik

10012011 5| Reason for Siop

TD - Tempotary Duty - Meals Type.
7| Duty Day CM - Commercial Meals - || Mes:
N
/ Accept Lag | Cancel Changes.
Do not check:
Doty day wil I i =] >
auto-populate

Enter the dates for this trip and any lodging costs and taxes.

Click “Accept Leg” when done.



112011 | DEP Topeka, K5, Shawnes
0N | ARR B0S. MA. Skl we ca o |[mEw][us o ]
Depanture Date n-- Location (chck 1o et alo Method of Reimbursement Dty Ldg Cost
wazn
Method of Transportation L Tae
! Duty Dy P - Commercial Plane e
Lodging Type:
el Oate
1031201 5 Resson for Siep
- eals Type
Duty Day 3 ez
Accep I‘.gn Cancel Changss
I = T -

Enter your itinerary as normal, using the actual first date of travel, and the last date of
“THIS PORTION” of your settlement, or the “Pay to” date.



Temporary Duty Trip

TONO 131251251 2512000

N e T —

Covered rom
1o

What's Autherred Brary

Duration of travel. [ERAEIE

Raimbersaties

»  Sals Oficer - Pay To |m~4m| |

i
1N DEP | Topeks. KANSAS
Wi ARR | BOS. MASSACHY

10312011 RVRT BOS, MASSACHU.
1032011 STAT |BOS, MASSACHU.

I %|Ei

we| @ | o | rEE T

e o | | o

Back | [ Wemt

Excaptions | | Occasionsls

| Add ) Eda Trip tinecary |

Accept Changes | [ Cancel | [ Help |

Review the itinerary and click Next.
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Type of order: Covered from: to: 93020
Type of Sefflement  Fina - TypeofPartial |1 £

Remit To [ Enttlements | Francial Remarks

[l:ex Temgorary Duty Tn; ‘D'lr?ﬂ"-f-ﬂ?j_‘lzﬂ"-_"_ \Tsﬁsmﬁm 'G..mTauJan_a
Tarpossry Qe T ™ (AT Eollarpary
[ Back | [ Hast | | Manage images | Recoipis || SAVE || Cancel | | Hep |
J [=[=1 A

In the bottom, right-hand corner is a button for “Daily Calculations”. Click this button to
verify TPAX is paying your entitlements properly.



bl

Calculations

'Daily Expenses

Mlﬂlﬁ I:filar Ln Dn Lodg Bresk Lunch Dinner incatl [

10101

1002
10003
1004
1005

10106

10007

10108

10108

1Mo

LoP

221.00
221.00
221.00

2100

21.00

[221.00
2100

221.00
221.00
221,00

Prvvious Neot

71.00
7100
7100
7100
71.00
T1.00|
100
7100
T1.00
7100

CM CM
CM|CM
CM|CM

oM M|

CM CM
CM CM

oM M|

oM cM
oMl cm
oM cm

186.00
185.00

| 185 00
| 186.00|
M| 186.00
| 186.00]
| 185.00|

18500

1856.00

1856.00

13.00
13.00|
13.00|
1300

1300
13.00|
1300,
13.00|
‘3"0.

14.00
19.00

19,00

19.00

10,00
19.00

19.00
19.00
19.00

Eamal_ Day |239 25

3400
.00

3400

3400

00
300

3400
3400
300

5.00
5.00
5.00
5.00
5.00
5.00
5.00
5.00
500

25700
257.00

25700 |

25700

26700 |
26700

257.00
257.00
25700

i [ [

Initial day
At T5%

The ‘Daily Calculations’ screen appears.

Note how TPAX is paying 75% of the M&IE for the first day...

And 100% for the last day.

Click the “Next” link.
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Calculations

Remarks

B Ln smiwrmmmime : —.]I

01 22100|71.00 CM|CM | CM | 185.00| 1300 19.00 | 3400 500 | 257.00 | 1458
1012/ LDP | 221.00| 7100 CM|CM | CM | 185.00| 13.00| 19.00 | 3800 500 25700 | 1458
1013| LDP |221.00| 7100 | CM|CM M 185.00| 13,00 19.00| 2400 | 500 | 257.00 | 1458
10114 | LDP |221.00|71.00| CM|CM €M 185,00 1300 19.00| 3400 | 500 | 257.00 | 1458
10115 LDP |221.00| 71.00| M| CM M 185,00 13,00 19.00| 3400 500 257.00| 1458
10/16| LDP | 22100 | 71.00|CM| CM | CM | 185.00| 13.00| 19.00 3400 | 500 | 25700 | 1458
10/17| LDP | 221.00| 74.00 | CM| CM €M |185.00| 13.00/ 19.00| 3400 | 5.00 | 257.00 | 1458
10/18| LDP 221,00 71.00| CM|CM | CM | 186.00| 13.00| 19.00 | 3400 500 257.00 | 1458
1019/ LDP 221,00/ 71.00 CM | CM CM | 185.00| 1300 19.00| 3400 500 25700 1453
10/20| LDP 221.00| 74.00 CM|CM €M | 185.00| 13.00/ 19.00| 3400 500 25700 | 1453
Previous Next
I T [ %

Click the “Next” link.



Privaous Next

i [ [

&

Click the “Next” link.
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Privious Next

| .' : | o I
. ‘i_m. LR il |On) Lodg M2M|M w; ,u}u
00, 71.00 CM cM cm 18600 1300 19.00 | 34.00 .00

1458
[ras025 | 5198

i [ [

A

0y

Press the “Done” button.
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ROYOTE WnLEE Settlement Request

Type of order Blanket C

oz ] w [Cosuz0z | ‘

Back | [ et Manage images |

Type of Settlement  Faal - Typeof Patial | 1.
Rt Te Transactions Ersiternant Computations Financial Remarks
2544253
~ Dwioipten Mo | e o
MambEm TDY Par Diem 7928
BamEmg Transportaton 114330 Partial Paymant: oo
MamaEmg Reimbursaties 1
Amust Firyatl 9882 5)
Method of P Ademces oeo
of Puyemant Divsct Dupes
Enter desired
split amount
|D\ll Emgloyee 54443 |
| Fo— |
Computed Spit
Enter amsur oree
Recets SAVE Cancal baia

Complete the Split disbursement amounts.
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Type of order. Blanket Coveredfrom: | 10012011 | 1o
Type of Settlement  Final - Typeol Pamial |y ar
Remit To s Financial Remarks
Db 1312512612612000 2 P 101 179 30 0 PP 47400 2103 9,554 53
AddModify Accounting
Back | [Hea | [ Manege images _Recspts | [ SAVE | [ Cameel [ rep
I =S == = -

Press the “Next” button.



Long-Term

la B




Travel Duration

Temporary Duty Trip. =

[ 1312512512512000 | ;
TONO 1312512512512000 Covered from
Typeoforder [ Banket ] to

What's Authorzed Minetary Rewmbursables.

Duration of rAVel. o tnp tinerary to be entered
Ha tnp tinerany to be entered

o Greater than or equal ta 24 hours. im  Lodgiep  Mesls. Lodging  Taxes  Miles

£ Luss than 24 hours with lodging
Less than 24 hours no lodging

Lass than o equal to 12 hows
LT TOV . Ba

—_—

LT_TDY Coetd - Enging

Back | [ Nea | [Accapt Canges | [ Camcel | [ Halp

When entering a SUBSEQUENT settlement, that is all other settlements EXCEPT the FINAL,
select

The LT TDY Contd - MIDDLE option.



Travel Pay Period ). T

Temporary Duty Trip e

T — o
TOND: [ 1312512512512000 | Covered from: [ 1002001 | .
Type of order: [ Blankel__] to. [Gm0R012 ]
b inclusive dates of
requested
Travel Pay Period
What's Authonzed Ll Reimbutsaties
Duration of ravel LT TOY Contd - Mddle - Status oficer - | PayFrom 1ugazon PayTo  wmaand ]
o Trans  Duty Local? :
Add | Edit Trip Rinesary
Back Mest Accept Changes Cancel Help

With the MIDDLE option, we now see both new fields; the
“Pay From” and “Pay To”. These are the specific dates for this SUBSEQUENT settlement.

The itinerary for this settlement will be for the period noted in the “Pay From” and “Pay To” block.
In this case, the entire month of November.

However, the FIRST date of your ITINERARY will always be the FIRST date of travel under these
orders. In this scenario, October 15t.

Your FIRST ARRIVAL date will be the same as the PAY FROM date noted above, and the location will
need to be changed to the TDY location.

Click the “Add/Edit Trip Itinerary” button.
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Itinerary

tinerary
Vet el oo ocaton e O L g tesh  Lodgg  Tores  Mies
departure i L . Rewsom | Doy || T Maeod | i l
date
S| oo RISl e "
N=-f
Mathod of Trans pontation h .
Sy ey - o 158
Cortne Location [ohck 1o 8] €0 - Comm] Cars Incidental Expense Full =
: A
[raa e
TD - Temporary Dty - Meals Type.  MBIE 71.00
/ ¥ Dy Day €M - Commereasl Mealy v || M
New date

Acceps Leg
1B | RVST

| [Cancel Cranges |
11002011 | STAT

MA, Seffolk |
WA, Sufol e LL

Be aware of any change in per diem rates:
check with your hotel to adjust your bill accordingly.

]

Complete the Itinerary for this trip. Note the use of the original departure date in the first
block. The Arrival date is begin date of this trip.

Remember to update your per diem rates for this trip.



Use last day of
requested travel

pay pariod

3 ] [re——
W01 | ARR BOS, MA_ Suffolk ———
12011 | STAT BOS, MA, Scffolk ™ we | co | owm |[E00[EE Ja
Dwparture Locabon chok 10 sdt) s Local Mathod of Reimbursement Daity Ldg Cost
-
= T
Matret of Transpotaton e
7 DutyDay ~ CF - Commercial Plane B =
Lodgng Type
Armval Location (Chk 10 edi) -
Aarival Date B05_ WA, Sufioh
W T Reason foe Stop
WIC - Masion Compiete Maals Typs:  MAIE 71.00
Duty Day M . e

I

I Note: traveler will be paid from 11/1 through 11/30

The next leg of the Itinerary will be completed with the last day of the trip.
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Calculations

Settlement Request
Type of order Covered from 0
Type of Seftlement  Finat ~ Type of Partial

Ramit To [Enemes ] © Fasncs Ramarka

Travel Not Pedormed.

[  DawsE . Sams @]
|Et Temporary Duty Trip 1112011130201 Validated O Delete | Calcs | Comp
Temporary Duty Trip * [ <= Add This Entitsemant
Back | | Newt Manage Images Recaipts SAVE Cancel | [ Help

[ Wettiow |

Click the “Calcs” link to review what TPAX is paying for this leg.
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ST Ralt Expaness

Remarks

o 021 L8 WEE o Lo On Lot Break Lurh Dever el [0,

=2 = b

11/01| LOP | 158.00 71.00| CM|CM | CM | 157.00 13.00| 19.00| 34.00 | 500 | 225.00 | 1359
11/02| LOP | 158.00| 71.00| CM| CM | CM| 157.00 13.00| 19.00| 3400 | 500 | 22800 | 1359
11/03| LDP | 158.00 71.00| CM|CM | CM | 157.00| 12.00| 19.00 | 3400 | 500 | 22800 | 1359
11/04| LDP | 158.00| 71.00| CM|CM | CM | 157.00 13.00| 19.00| 34.00 | 5,00 | 228.00 | 1359
11/05| LDP | 158.00 71,00/ CM|CM | CM | 157.00 13.00| 19.00| 34.00 | 5,00 | 22800 | 1359
1106 LDP |5500.7|W CM|{CM CM 15700 1300|1900 34.00 5“].2?800. 1358
11/07| LOP | 158.00| 71.00| M| CM | CM | 157.00 13.00| 19.00| 3400 | 500 | 22800 | 1359
11/08| LDP | 158,00 71.00| CM|CM | CM | 157.00| 13.00| 19.00| 34.00 | 5,00 | 22800 | 1359
11/09] LOP | 158.00 71,00 CM|CM  CM | 167.00| 13.00| 19.00| 34.00| 500 | 22800 | 1359
11110/ LDP | 158.00 | 71.00| CM | CM | CM| 157.00| 12,00/ 19.00 3400 | 500 | 228.00 | 1359
Previous Bt

| T [ o “

You will note that both the FIRST and LAST days are paying 100% per diem.

Click the “Next” link to continue.
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14/11| LDP 158,00 71.00 M| 0| CM| 157.00 13.00 19.00| 3400 5,00 | 228.00 | 1359
11112 LDP | 15800 7100 CM|CM|CM | 157.00 1300/ 19.00| 3400 500 | 22800 | 1358
1113| LDP | 158.00 71,00/ CM | CM | CM|157.00 13.00] 19.00| 3400 | 5.00 | 228,00 | 1359
1914| LDP | 156.00 71,00/ CM| CM | CM| 16700 13.00] 19.00| 3400 | 5.00 | 228.00 | 1358
11/15| LOP | 158,00 74.00| M CM|CM 15700 1300 19.00| 3400 500 | 22800 1359
11/16| LDP | 158.00 71.00| M| CM | CM 157.00 1300 19.00| 2400 500 | 22800 1359
1147| LDP | 158.00 71.00|CM|CM|CM 157.00 1300 19.00| 2400 500 | 22800 1358
11/18| LDP | 158.00 71,00 CM CM|CM 15700 1300 19.00| 2400 500 | 22800 1358
11719 LDP | 158.00 7100/ CM|CM|CM 157.00 1300/ 19.00| 3400 500 | 22800 | 1358
1120| LDP | 158.00 71.00| CM|CM | CM | 157.00 | 13.00] 19.00| 34.00 | 5.00 | 228.00 | 1358
Pravious Hext
I EEE]

Click the “Next” link to continue.
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158.00 | 71.00
158.00 | 71.00

15800/ 71.00
|158.00 71.00
15800 | 71.00
[158.00 71,00
153.00| T1.00

11720 LDP | 158.00 | 71.00

Provigus Nexd
e

168.00 71.00)

[158.0071.00,

157.00
157.00
157.00
157.00
157.00
157.00
157.00
157.00
157.00
157.00

13.00

13.00

13.00

1300

13.00
1300

1300/

13.00

13.00|

13.00

SRS

19.00
19.00
19.00
19.00
19.00
19.00
19.00
19.00
19.00
19.00

MI“\

.00
.00
Moo

3400 |

.00
00

100

.00

3400

.00

500

500
500
5.00
500
500
500
500
500
500

228.00
228.00

228.00

| 2800 |

228.00
22800

(2200 |

228.00

2800 |
2800

13.59
13.59
1359
1359
13.59
1359
1359
13.59
13.59
13.59

T [ 55

Click the “Next” link to continue.
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6640.00 407.70

I}

Click the “Done” button.
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Type of order. [ Blarket =

Type of Setlement  Final = Type of Partial
Rema T Financal Raarks
Total Enttsament Tz
I Dacren b Dedetions ™
MgmEmp TOY Par Dam SB40D0
WemsEmp Transgonabon BB Patial Paymants [T
Mol mp Remdurttien a7
Amount Payable Te2e2
Adances Ll
Methesd of Paymest Direct Deposit
[t rau] [
P 7|
Computed Spit B
Enter amourt m Spbt Payment Seld to pay GTCC Enter desired
split amount
Back | [ Mt Fceipts SAVE Cancal el
Manage Images

Complete the Split Disbursement amounts.



Release To AO

AIIIENZENE12000

1312512612512000

1H2512512512000

1312412412412000

¢ s
Settieent | 102011 | 12| Blanket hom‘ﬁ e

Authorzation | 10/U2001 12312001 Blanket Komrﬁ. e

Seitiement | 1012011 | 10302011 Blanket

KOYOTE, WYLEE
T

| Relsase to AD | View | Modidy Delste el
E Find
I =EE

Select the settlement and click the “Release to AO” button.
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| Accept Changes | | Camcal |

Click the “Next” button to access the Itinerary tab.

36



( ( &
S T

[ 1312512512512000 |
Tono [_1312512512512000 Covered from

Typeoforder [ Banket ] :

1o
- | Alter date to reflect
first day of last
Mo | retiatiei g ot ity
Maunnonmwtl- |$Ialus Ofcer = PayFrom | o

L I s e e M el e I o IR |
Hone |
1072011 ARR  BOS. MASSACHU
WIZN | STAT BOS MASSACHU | o L I B 7 | 0 | |
12972011 DEP | BOS, MASSACHU L MG
1212011 AR Topska KANSAS | T T

Add | Edt Tnp Rinesary

Back Nent

Finally, when entering your LAST settlement for a given “Long-Term TDY, select LT TDY

Contd - ENDING option from the ACTUAL TRIP DURATION drop-down on the Actual
Itinerary tab.

The “Pay From” date is the first day of the last leg of the trip.

Click the “Add/Edit Trip Itinary” button.
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Retain ariginal
\\ Deiginal Date Ongmal Location jckck to edt) s Local Mathod of Reimbursement: Dusly Lidg Cont
N . =
IR . LDP . Lodgig Plus oy
’ Lodging Tax
S Lodgng Type 1359
Tontinus Locatien [ohck 13 wi) €0 - Come] Gtrs Inciduntal Expeese Ful =
Anngl
| 2oizon [ Ressontor s
—1T TD - Tamporary Duty = Maals Type
7| Duty Doy €M - Commercial Meals v || Mies
New date
T
[ Accest Leg Cancel Changes

Complete the itinerary. Note that the Original date of first trip is used in the first field. The
first day of the last trip is used in the Arrival Date field. Complete the itinerary portion the
same as previously noted; however, finish your itinerary in a normal fashion by returning to
your Permanent Duty Station.



W01 | DEP BOS, MA, Sufolk
R (4w sceMASAR  |m we | 0 | o |[EEICEEICT]
Daparturs Date Departure Location {chck to edit) || s Local || Mathod of Reimbursement Dty L Cont
= WA Sufolk -
: 2
Method of Transpertation 3 =
¥ Duty Day CP - Commarcisl Plans - gy
Lodgng Type
tal Lecation (chick 1o sde) 3
A
5 Reasen br Siop
MC - Mission Complate - Maais Type
Duty Day " Maies
Final
arrival date
Accept Leg Cancel Changes |

Complete the itinerary portion the same as previously noted; however, finish your itinerary

in a normal fashion by returning to your Permanent Duty Station.
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Calculations

Edit | Temporary Duty Trip

201112312011

Validated Data

Type of order Cavered from to:
Type of Settlement  Fnal » Type of Parial
Remit To : c Financial Ramarks
Travel ot Peiformed
R ey e B 4

Deleln | Calcs | Comp

Back Mt

Manage Images |

Temporary Duty Trip

Receipts SAVE

===

&

Click the “Calcs” link to review the planned payments.
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Daily Expenses

KovoTEWnEE Daily Expenses

L 2 k; ..

FHE Eo v e
12/01| LDP | 153.00|71.00 CM|CM | CM | 157.00| 13.00| 19.00 3400 500 22800 1358
12/02) LDP | 153.00|71.00 CM|CM | CM | 157.00 13.00| 19.00 | 3400 | 500 22800 1359
12/03 LOP | 153.00|71.00| CM|CM €M | 157.00| 13,00 19.00 3400 | 5.00 | 22800 | 1359
1204| LDP | 153.00| 71.00 CM | CM | CM | 157.00| 13.00) 19.00 | 3400 5.00 | 228.00 | 1359
12/05| LDP | 155.00| 71.00| CM|CM | CM | 167.00| 13.00| 19.00 3400 | 500 | 22600 | 1359
1206| LOP [153.00| 71.00 €M CM | CM | 157.00| 13.00| 19.00 | 34.00| 5.00 | 228.00 | 1359
12/07 LDP | 158.00| 71,00 CM | CM  CM | 157.00| 13.00| 19.00 3400 5,00 | 22600 | 1359
12/08| LDP | 158.00| 71.00/ CM | CM| CM|157.00| 13.00| 19.00 | 3400 | 5.00 | 22800 1359
1203/ LDP | 153.00|71.00| CM | CM | CM | 157.00| 13.00| 19.00 3400 5.00 | 22800 | 1359
12110/ LOP 153,00/ 71.00 €M | CM CM | 157.00| 13.00| 19.00 | 34.00| 5,00 | 228,00 1359
Previous Nesd

I I | o “

Reviewing the DAILY CALCULATIONS shows that T-Pax has paid 100% per diem for the FIRST
day, and 75% per diem for the LAST day.

Click the “Next” link to continue. Click the “Done” button when finished reviewing the daily
calculations.



1M CM|CM 157.00| 13.00 19.00| 34.00 | 5.00 | 22800 | 1359
CM{CM |CM | 157.00 | 13.00| 19.00 | 34.00 | 5.00 | 22800 | 1359
12113 LDP | 158.00 71.00/ CM|CM | CM 157.00| 13.00| 19.00 | 34.00 | 5.00 | 228.00 | 1359
oM
oM

12111 LOP | 156,00 74,00
12112 LDP | 158.00| 71.00
12/14| LDP | 158,00 71.00 | CM| CM|CM 157.00| 13.00| 19.00 | 3400 | 500 | 22800 1359
12115 LOP | 158.00 7100 CM| CM| CM 157.00| 13.00| 19.00 | 34.00 | 5.00 | 228.00 | 1359
12/16| LDP | 158,00 71.00| CM| CM|CM 157.00| 13.00| 19.00| 34.00 | 5.00 | 22800 | 1359
12/17) LDP | 158.00| 71.00 | CM| CM | CM 157,00 13.00| 19.00| 34.00 | 5,00 | 228.00 | 13.59
1218 LDP | 168,00 71.00| CM| CM | CM  157.00| 13.00| 19,00 34.00 | 500 | 228.00 | 1359
1219 LDP | 158,00 71.00| CM| CM | CM 157.00|13.00| 19.00 34.00 | 5.00 | 228.00 | 1359
12/20| LDP | 158.00| 71.00 | CM| CM|CM 157.00| 13.00| 19.00| 34.00 | 5.00 | 22800 | 1359

Previous Nexd

I I )| 7

Click the “Next” link to continue. Click the “Done” button when finished reviewing the daily
calculations.



Daily Expenses

Remarks |

" 6 Ln On Lodg Bresk Lunch Doner fcal .
12721 LDP | 158.00 J"mn CM CM CM|157.00 13.00) 19.00 3400 | 500 | 22600 | 1359
12722 LDP 15800 7100 CM CM CM 15700 1300 19.00 3400 | 500 22800 1359
12723 LDP 15800 7100 CM CM CM | 15700 1300| 19,00 3400 | 500 22800 1359
12724| LDP | 158.00 71,00 CM CM | CM | 157.00| 13.00| 19.00 | 34.00 | 500 | 22800 | 1359
12:25| LDP | 158.00| 71,00/ CM €M CM |157.00| 12.00| 13,00 | 3400 | 5,00 | 22800 | 1359
12:26| LDP | 156.00| 71,00/ CM €M CM [157.00| 13.00] 19.00| 34.00 | 5.00 | 22800 | 1359
12/27) LDP | 158.00 7100 CM CM | CM | 157.00| 13.00| 18,00 3400 | 5.00 | 228.00 | 1359
12728 LDP | 168,00 71.00|CM| CM | CM| 157.00| 13,00 19,00 34.00 | 5,00 | 226.00 | 1359

1229| LDP  158.00 | 71.00 [CM|CM CM | 157.00| 1300|1500 3400 | 500 22800 1359
12730| LDP 158.00| 71.00 | CMCM CM | 157.00| 13.00| 15.00 3400 500 22800 | 13.59
Previcus Next
| EEEI “

Click the “Next” link to continue. Click the “Done” button when finished reviewing the daily
calculations.



Daily Expenses

12/31 LDP | 158.00 | 71.00 CM| CM | CM | 0.00
689325 40770

‘Im 1&'&{& [&a 't o Lodg Break Lunch

I ] (] ﬂz

Reviewing the DAILY CALCULATIONS shows that TPAX has paid 100% per diem for the FIRST
day, and 75% per diem for the LAST day.

Click the “Done” button when finished reviewing the daily calculations.
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Type of Sefthemird  Final

= Typéof Partial ||

Remit To T ton! Financial
[ owewan T
MemsEmp TOV Par Dam 8590255
MemtEmp Transportabon &78 59
MemsEmp Reemburiaties 407 7o)

Mathod of Paymaent Direct Dapenait
Back | | Mex Manags mages Rrcepts

Remarks

Total Eratiament (LT
Desuctions [
Panial Parymests (1]
Ameort Pryatis TaTM
Adances [
-
e I —
Computed Spit

Erter soust i S Paymest S+ 10 pay GTCC

SAVE Cancel ialp

/ nter desired|
split amount

Complete the split disbursement amounts.

Click the “Next” buton.
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Release to AO

—

Rilicis o — —

S Camgory Huth..
Er
v 1312512512512000 Settlament | 1212011 | 12312011 Blanket KcYcrE.['W“EE "3
i
KOYOTE, WYLEE &
1312542512512000 Setflement | 1012011 | 11302011 | Blanket S n
i
| kovore, wnee | o
1312512612512000 Settfement | 102011 | 10312011 Blaket ] "
F
KOYOTE, WYLEE E’
1312512125120 Authorzation | 10A72011 | 127312011 Blarket 4 n
[
T Er

A
o i Delue Delp
Find

Select the settlement and press the “Release to AO” button.
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1312512512512000

1312512512512000

1312612512512000

1I2512512512000

Settiament

Settlement

Sattlament

Asthonzaton

R

Mz

012011

1012011

12312011 Blanket

1173072011 Bianket

WL Banket

12012011 | Blanket

KOYOTE, WYLEE
T

KOYOTE, WYLEE
T

KOYOTE. WYLEE
T.

KOYOTE, WYLEE
T

DD @

o

Review the Frequently Asked Question on the next slide.
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FAQ
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How does filing my claim in this manner
helpime?

SR EORIEASISHES IECTICITANCEANOIC Claie
prupzshy fur sadh poriion o yane setilseent,
wanghnie thig fhest apid last deays corraciby wils
eyl rie lhle reciuedisd dusrnenis dn bebiyuar,

So, how does filing your travel claim this way help you?

Web TPAX has been enhanced to calculate properly for each portion of your
settlement, paying the first and last days correctly while paying the requested

segments in between.
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Why is the first day of every settlement
request the same instead of the first day, of:

4 Web T-PAGE i pragrammngd iivis ey io rgf
your gntire Long-Term TOY giius wiiieh olaces

SFOi e 2 St ile™ eyl Stilng, eyl cul
correcly,

[ECT

Why is the first day of every settlement request the same instead of the first day of the new
segment/period?

Web T-PAX is programmed this way to reflect your entire Long-Term TDY status
which places you into a “static” travel status, paying out correctly.



Do I have to calculate TONO to TONO per
diem andladd it mtorermbursables?.

1 No, Wee TEAGC ealalaies Lane="Terem
LIIC{SYICOL ECH VTTO AP Ay SRYO T HERPDLODTIALS
A0,

Do | have to calculate TONO to TONO per diem and add it into reimbursables?

No, Web TPAX calculates Long-Term time(s) correctly and pays you the appropriate

amount.
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How do I p1 opel ly 1eﬂect lcurwr term time

V] AKCISTITCRY O UNTCHTI SSTONRCOMPICICHIVISY
ol lee kise g_l’l YO _jr):;mg_l il ine eeirial
loeaiion, Ingn degln youe sy aeain L
ine powy lucation and you will b ru!t'
correcily.

How do | properly reflect long term time periods if | changed a location?

Make sure you’re mission
complete (MC) on the last day
you spend in the initial
location, then begin your
itinerary again in the new
location and you will be paid
correctly
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SN,

A SIS 5.

& 1790 j
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What date do I begin with in the new
location?.

1 U9 iilg At deiy o yote il ienysls
refenring o gur aravies slides you
syould use 1O/,

What date do | begin with in the new location?

Use the first day of your initial
travel; referring to our

previous slides, you would use
10/1.
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TRAVEL CONTACT Y,
INFORMATION '

Visit PPC’s Travel Web Page for more helpful information.
Call PPC Customer Care with any questions. 1-866-772-8724.

This concludes our presentation on Long-Term TDY processing in TPAX. Thank you.
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