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Advance Signature Proxy (ASP) permissions are given to SPOs to input PCS travel advances on behalf of 
the member through Web TPAX.  These permissions are granted by PPC Travel based on a properly marked 
CG7421-A form. The ASP block must be checked and the form must be accompanied by CMD signature 
before permissions are granted. 

• The new form will supersede all previous forms.  As such, if you are an AO or Travel Manager, you 
need to ensure that these permissions are annotated on this new form as well. 

• This form will automatically expire 1 year from the date the command signs. 
 

• ASP are cautioned on the following advance processing steps: 
o Orders should be in a READY status in DA prior to processing an advance request 
o Effective 08 May 2014, PSC/DCMS-831 has confirmed funds availability for all FY14 PCS 

Travel events. It is no longer necessary to confirm that a PCS TONO is obligated in FPD. 
o Advances should be processed 35 days prior to traveler departure date from current PDS. 
o Advances are not sent to Treasury for payment during the last 8 calendar days of each month due 

to FINCEN end of month (EOM) shutdown. 
o Advances will not be processed for payment AFTER traveler has departed PDS except in 

extreme circumstances as determined by PPC TVL. 
o Advances should be complete and accurate the first time they are processed. Additional 

advances will only be processed due to extreme extenuating circumstances. Secondary advances 
must be requested by submitting a PPC customer service ticket with attached orders and SF-1038 
and will be approved by PPC Travel on a case by case basis. 
 

• First thing you MUST do in WebTPAX, as the ASP is to scan the orders/authorization, applicable 
amendments and save it as a PDF document to a place/pathway that you can access.  Once back at your 
computer, find the PDF document and rename it as appropriate.  Example:  MousePCSOrders2013. 
 

 
 

• Log into Web TPAX as you normally would with your own ID/CAC logon. 
 

 



 
• Change your view from ‘Traveler’ to ‘PROXY’ 

 
 

• Click ‘Create New’ 

 
 

• Click ‘Advance Request’ 

 
 

• Input the member’s EMPLID and click ‘Search for Name’, when the screen matches the member, click 
‘OK’. 

 
  



 
• Enter the TONO in the field and click ‘OK’. 

 
 

• On the screen below, you will select: 
o  the member’s CURRENT Rank,  
o Select the Type of Order as ‘PCS’, select the type of PCS orders 
o Click the hyperlink to enter in the ‘current PDS/Origin’  

 Enter state and then zip code of PDS 
o Click the hyperlink to enter in the ‘receiving PDS/Destination’  

 Enter state and then zip code of PDS 
o Enter the ISSUE date of the orders 

 Format MM/DD/YYYY 
 Can use calendar (red box to the right) 

o Enter the Detach date of the orders (the date the member is scheduled to check out of unit/PDS) 
 Format MM/DD/YYYY 
 Can use calendar (red box to the right) 

o Enter the Report date of the orders (the date the member is scheduled to report to new unit/PDS) 
 Format MM/DD/YYYY 
 Can use calendar (red box to the right) 

o Then click the ‘What’s Authorized’ tab 
 Select the items that will be authorized on this PCS travel 

• Shipment of POV, DLA with or w/o, TLE, etc. 
• DO NOT advance TLA even though the system will allow you to do it.  That is 

handled by FINCEN not PPC. 
• Entitlements to TLE and DLA with dependents are the primary causes for members 

being overpaid and placed in debt once the claim is settled.  Be cautious advancing 
these entitlements.  

 If you skip this step or input it incorrectly, then you will not be able to advance the traveler 
all of their entitlements.  

o Then click on the ‘Dependents’ Tab 



 If member has PCS previously, you may select ‘get dependents’ and the system will 
automatically input what it has from previous claims. 

 If you need to at this point, add/edit or delete the dependents to ensure accuracy. 
o If there are any special instructions or comments that you think will be necessary, input those into 

the ‘remarks’ tab 
o Review your work to ensure accuracy.  If you make a mistake on this order information, ONLY a 

default AO for the member can fix it, or a trouble ticket will have to be submitted to PPC. 
o When the screen is completed, click ‘Save’ 

 
 

 



 
 

 
 
  



• On the screenshot below, verify the TONO, the Dates, the TYPE of Order and the address.  If the 
address needs to be updated, please do so from this screen.  Typically, you will only do this if the 
member has already obtained housing at the new location. Click Entitlements when completed. 

 
 
 
  



o Claim is Pre-Computed – this means that you have calculated the exact amount of the PCS advance 
and have computed the correct percentages authorized as per entitlements and stated on the PCS 
order.  All advanced amounts must be broken down on the orders, see chapter 2.A of the PPPM for 
an example. 
 
 CHECK THE “CLAIM IS PRE-COMPUTED” BOX, which will bring up the different 

entitlements and dollar values.  Input the amount authorized for each entitlement for this 
advance.  Ensure the amount is at the correct percentage authorized.  Example, if member is 
entitled to $1000 DLA and the current percentage authorized to advance is 80% (ALCOAST 
422/12), then you need to input $800 in this field.  Do this for each entitlement.  If you don’t 
see an entitlement on this screen, click the NEXT hyperlink at the bottom of that box.  

 Before you begin the advance request ensure the PCS travel advances are correctly listed 
on the order. The PCS order must show what is being requested and at the 80% amount as 
shown in the example below: 

MEMBER PER DIEM _______ @ 80% _________ 
MEMBER MALT _______ @ 80% _________ 
DEPENDENT(S) PER DIEM _______ @ 80% _________ 
DEPENDENT(S) MALT _______ @ 80% _________ 
DLA _______ @ 80% _________ 
TLE _______ @ 80% _________ 
TOTAL _______ @ 80% _________ 
PCS TRAVEL ADVANCE AUTHORIZED FOR $ __________ 

 
 Do not submit the PCS advance to PPC more than 35 days before the member detaches. The 

additional five days accounts for processing time and making payment to the member. Per 
the Coast Guard Supplement to the Joint Federal Travel Regulations (CGS-JFTR), 
COMDTINST M4600.17(series), par. 5020, payment of advances must not be made more 
than 30 days before the member detaches, except under extenuating circumstances. If you 
need to submit a PCS advance to PPC more than 35 days due to extenuating circumstances, 
the SPO Approving Official must submit a PPC Customer Care Ticket with details. 

 The “From Date” and the “To Date” will automatically default to the order dates. Do 
NOT change these dates.   

o Additional advances will only be processed due to extreme extenuating circumstances. Secondary 
advances must be requested by submitting a PPC customer service ticket with attached orders and 
SF-1038 and will be approved by PPC Travel on a case by case basis. 

 
 



 
 

 
 

o Next click the Computations Tab 
1. Double check your figures here.   
2. Enter the ‘Date Advance Due’ as the day prior to member's departure  
3. Click ‘Apply Advances’ button. 

• This will open a “pop-up” – click accept changes 
• The authorized advance will be $0.00 until you apply advances, then this field 

will populate 



 
 

 
  

Enter the "Date Advance Due" as the 
day prior to member's departure 

   
 



 Click the Financial Tab, click ‘add/modify Accounting’ button, the line of accounting 
(LOA) will automatically default to a generic LOA, ensure the amount is correct and 
click accept changes.  DO NOT CHANGE this LOA unless instructed by PPC Travel 
through the AO newsletter or message traffic. This will bring you back to the screen 
below. 

 If you change this LOA, the advance will not be processed and will be returned back to 
the ASP. 

 
 

 Next click on the ‘Manage Images’ button at the bottom left on the screen above. 
 This will open another screen (see below) 

 
 
 Click the browse button and choose the file at the appropriate location/pathway (see 

below screen) 



 
 This will fill out the Image or receipt file name field 
 Next enter in an appropriate image description in the field 
 Next click the ‘Upload Image’ button 
 You will then see the below screen.  Repeat steps if you NEED to add any other 

documents 

  
  



 Click ‘Done’ which will bring you to the screen below 

 
 
 Once you are at the screen below, click ‘SAVE’ 

 
 This will bring you back to your inbox where you should see the advance request for that traveler.  

• Click the box to the left of the traveler name, click release to AO.  If the AO needs a 
correction made, they will return it to the ‘traveler’ and it will go back to the ASP proxy view 
inbox.  The ASP cannot delete the claim once it is has been entered into the system. 

  



AO ROLL 
 
AOs – You will review this advance the same as if it came from the member directly, just like a regular Web 
TPAX TDY settlement.  The difference here is that you will click on the ‘Manage Images’ button to view the 
orders/authorization that was attached to the claim.  You will need to verify the original orders and member’s 
PCS worksheet prior to approving the advance request. 

 
  



• Clicking the ‘Manage Images’ button will open the below screen where you will click on the image 
icon.  In this example, the MousePCSOrders2013. 

 
 

• Another screen will open (see below).  Click the ‘Open’ button to view the document.  This will open 
the document in another window for you to view. 

 
 

• View the document against the member’s original orders and member’s PCS advance worksheet to 
ensure the accuracy of the document, and ensure there are the proper signatures.  Compare the cost 
estimates to the advance request and ensure that the amounts do not go over the current limitations.   

o If you have 2 screens, you can actually view the PDF on one and the advance request on the 
other. 
 



  



• Click the ‘Done’ button on the Images and Receipts page which will bring you back to the Advance 
Request page.  Click on the TONO and ensure all information within it is accurate.  Ensure you click on 
each tab to view ALL information. 

 
 

• When you have finished viewing the order information, click ‘Done’. 
• Next go through each tab of the advance request and verify the accuracy of each item.  Please DO NOT 

forget to click on the ‘Financial Tab’ and ensure that the line of accounting (LOA) has not been 
changed from the ‘default’ LOA of 2 X 000 000 00 0 ADV 00000 0000.  An advance that has had the 
LOA changed will not be processed and will be returned to the ASP for correction. 

 
  



• If any of the information is inaccurate, return the claim to ‘traveler’ and it will be returned to the ASP 
for corrections and forward again for approval. 
 

• If you have any questions, please contact PPC Customer Service  
o Email:  PPC-DG-CustomerCare@uscg.mil 
o Phone:  785-339-2200 or 1-866-PSC-USCG (772-8724)  
o On-line trouble ticket: http://www.uscg.mil/ppc/ccb/(Please ensure you include the tono, dates traveled, 

EMPLID and a description in your inquiry.) 

http://www.uscg.mil/ppc/ccb/

