
Split Disbursement in TSplit Disbursement in T--PAXPAX

How to process a travel claim with Split How to process a travel claim with Split 
Disbursement (splitDisbursement (split--D) enabledD) enabled……



Split DisbursementSplit Disbursement……

 What is Split Disbursement (splitWhat is Split Disbursement (split--D)?D)?
–– Split disbursement is a function in which a Split disbursement is a function in which a 

payment is made to the payment is made to the membermember’’ss
government travel charge card (GTCC)government travel charge card (GTCC) on on 
behalf of the member and any remaining behalf of the member and any remaining 
balance is reimbursed to the member.balance is reimbursed to the member.

 SplitSplit--D is mandatory for all GTCC users.D is mandatory for all GTCC users.



SplitSplit--D ContD Cont’’dd……

 Process your travel Process your travel 
claim in claim in TpaxTpax as you as you 
normally would.normally would.
 On the Actual On the Actual 

Itinerary, TPAX will Itinerary, TPAX will 
auto calculate the auto calculate the 
lodging/taxes as a lodging/taxes as a 
GTCCGTCC expense.expense.



SplitSplit--D ContD Cont’’dd……

 Reimbursable items Reimbursable items 
may be checked as may be checked as 
split for splitsplit for split--D.D.
 Daily M&IE rate will Daily M&IE rate will 

not auto populate.  not auto populate.  
Adjust total amount Adjust total amount 
for splitfor split--D in D in 
financial tab.financial tab.



SplitSplit--D ContD Cont’’dd……
 On the Financial TabOn the Financial Tab

–– Method of PaymentMethod of Payment
 EFT must be selectedEFT must be selected

–– Computed SplitComputed Split
 This is the preThis is the pre--computed computed 

estimate for splitestimate for split--D.D.

–– Due TravelerDue Traveler
 This is the total amount due This is the total amount due 

the member.the member.

–– Split PaymentSplit Payment
 Input how much money to Input how much money to 

deduct from the deduct from the ““Due Due 
TravelerTraveler”” and pay to the and pay to the 
membermember’’s s GTCC.GTCC.



SplitSplit--D ContD Cont’’dd……

 On the previous screen, On the previous screen, 
TPAX calculated a payment TPAX calculated a payment 
due $7584.24 and the due $7584.24 and the 
estimated estimated GTCCGTCC of of 
$4522.50.$4522.50.

 Traveler wants $5000.00 to Traveler wants $5000.00 to 
be paid to the be paid to the GTCC.GTCC.

 Tab past the split payment, Tab past the split payment, 
the system auto adjusts the the system auto adjusts the 
amount due traveler.amount due traveler.

 This is the amount the This is the amount the 
traveler will receive via EFT.traveler will receive via EFT.

 Proceed with your claim as Proceed with your claim as 
normal.normal.



SplitSplit--D ContD Cont’’dd……

 Note:  Note:  
–– Only an amount equal Only an amount equal 

to or less than the to or less than the 
amount due may be amount due may be 
authorized for splitauthorized for split--D.D.

–– In this example In this example 
member requested member requested 
$7800 be paid to $7800 be paid to 
GTCCGTCC & receives the & receives the 
following error.following error.



SplitSplit--D ContD Cont’’dd……
 When processing a When processing a 

supplemental claimsupplemental claim, enter , enter 
additional additional splitsplit--d amount d amount 
based on this claim.based on this claim.
–– Note:  Note:  Previously paid splitPreviously paid split--d d 

items carried overitems carried over in the in the 
automated computed splitautomated computed split--d d 
amount should not be amount should not be 
included.included.

 You may request a splitYou may request a split--d d 
payment which does not payment which does not 
exceed the total amount due exceed the total amount due 
traveler for supplemental traveler for supplemental 
($2659.50)($2659.50)

 In this example, member is In this example, member is 
paid paid $2659.50$2659.50
–– $2500$2500 to to GTCCGTCC
–– EFT payment of EFT payment of $159.50$159.50..



SplitSplit--D ContD Cont’’dd……

 If If GTCCGTCC information is not on file at information is not on file at 
FINCEN, and splitFINCEN, and split--D is selected, the traveler D is selected, the traveler 
will receive full payment of travel will receive full payment of travel 
entitlements. entitlements. 
–– It will be the travelerIt will be the traveler’’s responsibility to pay the s responsibility to pay the 

GTCCGTCC balance.balance.



SplitSplit--D ContD Cont’’dd……

 SplitSplit--D will pay charges on issued D will pay charges on issued Government Government 
Charge Card (GTCC)Charge Card (GTCC) in a timely fashion.in a timely fashion.

 SplitSplit--D will D will NOTNOT pay a pay a travelertraveler’’s personal credit s personal credit 
card.card.

 Any balance on the Any balance on the GTCCGTCC is the traveleris the traveler’’s s 
responsibility to pay promptly.responsibility to pay promptly.

 Overpayment refunds to the Overpayment refunds to the GTCCGTCC are to be are to be 
coordinated with coordinated with JPMC at 1JPMC at 1--888888--297297--07810781..
–– This is not a function of the PPC Travel Branch or This is not a function of the PPC Travel Branch or 

PPC/FINCEN Customer Service Departments.PPC/FINCEN Customer Service Departments.


