
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

•
 

Authorizations, Advances & Settlements

•
 

Proxies and Unit Representatives

•
 

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)

•
 

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.

Home



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.

Home



Authorizations 
Advances & Settlements

•
 

Authorizations

•
 

Request for Advance

•
 

Initial Settlement

•
 

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.

Home



Welcome to the
WebWeb--Based TBased T--PaxPax

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



Initial Log In Screen

• Enter your User IDUser ID.
This should be your 
EMPLID.

• Then, click the 
““Forgot my PasswordForgot my Password””
button



Initial Verification Screen

• Fill out the 
information as 
requested.

• Change any 
information 
necessary, such as 
the ““Grade/RankGrade/Rank””
field.



Traveler Profile – Personal Tab

• Verify and correct 
any information 
on this tab.



Traveler Profile – Address Tab

• Ensure your 
Mailing AddressMailing Address is 
correct.

• Enter your Office Office 
AddressAddress as well.

• Then, ensure you 
enter and verify 
your Coast Guard 
Email address 
(@uscg.mil or
@dhs.gov only!)

All data completeAll data complete



Traveler Profile – Misc Info Tab

• This tab is only 
used for civilian 
employees.  If you 
are a civilian 
employee, ensure 
your regular work 
schedule is 
checked.



Traveler Profile – T-PAX Info Tab

• Ensure your UnitUnit is 
correct.

• Create LogonLogon and 
SecondarySecondary Passwords 
using:
– 9 Characters 

– 1 Upper case letter

– 1 Lower case letter

– 1 Number (cannot 
be the first character)

– 0 Special Characters

Click the Click the ““SaveSave”” buttonbutton



Back to the Log In Screen

• This time, enter 
both your User IDUser ID
and PasswordPassword.

• Then, click the 
““Login to Login to 
WebTPAXWebTPAX”” button.

• This will associate 
your User IDUser ID and 
PasswordPassword with 
your CACCAC.

Click Click ““LogoutLogout”” to continueto continue
establishing your profile.establishing your profile.



Back to the Log In Screen

• Your CACCAC is now 
permanently assigned 
to your User ID. 

• If you have associated 
the wrong User ID 
and CAC, you must 
contact the System 
Administrator!

• This time, you only 
need to click on Auto Auto 
LoginLogin.

AgainAgain……click click ““LogoutLogout”” to continueto continue
establishing your profile.establishing your profile.



Logging In With Your CAC Card

• For future logons, just go to the web page 
(https://ppcms-tpax2003/), and click the 
Auto Login  button. The Choose a digital 
certificate dialog will display. Select the 
newest non-email DOD-CA certificate. You 
may have to click the “View Certificate”
button to determine the date if multiple 
DOD CA certificates are present. Examine 
the “Valid from” dates on the Certificate 
detail panel to find the newest certificate.



• Always choose the newest NON-email 
certificate! Do not choose an email 
certificate.



Thank you for taking the
WebWeb--Based TBased T--PaxPax

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

If you have any trouble, please submit 
a trouble ticket to PPC (Customer-Care).



Web-based T-PAX

Inbox Functionality



T-PAX Inbox

There are several items to cover in the new T-PAX Inbox:
• Mode / View
• Reservations / Regulations / Currency
• Profile and History / Create New / Tools
• Help / Find



Mode

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

The  View  will offer only those options available to the 
user.



Reservations

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



Regulations

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

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


Currency

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

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


Profile and History

The  Profile and History  function allows you to:
• Update your profile
• Research historical transactions.

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



Create New

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)



Tools

The  Tools  options enables you to:
• Change your Password
• Open a new window with rules regarding 

entitlement rates.

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

The    Help function opens a new window with basic 

information.

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


Find

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



Thank you for completing the 

WebWeb--based Tbased T--PAXPAX 
Inbox FunctionalityInbox Functionality 

Presentation



WebWeb--Based TBased T--PaxPax

Authorizations:

Orders/Request for Travel



Applicable LinksApplicable Links

• JFTR / FTR (Policy)

• T-Pax On-line Guide (How to…)

• PPC (Travel)

• PPC (Customer Care)



Create NewCreate New……

• From the Inbox, 
hover over the 
“Create New”
tab.

• Click on the 
AuthorizationAuthorization
option.



Create this orderCreate this order……

• In this section, the 
TONO is selected.

• If a set of orders has 
not been created in 
T-Pax, enter the new 
TONO, then…

• Press the
Create this orderCreate this order……
button.



Type of OrderType of Order

• Click the drop-
down for Type of Type of 
OrderOrder.

• Select the 
appropriate option 
from the menu.  
For standard TDY 
orders, select 
NormalNormal.



Order DatesOrder Dates

Enter the following

dates:

• The Issue DateIssue Date
(the Order Issuing 
Authority provided 
the orders.)

• The Begin DateBegin Date

• And either the 
Number of DaysNumber of Days
or the End DateEnd Date



Purpose of TripPurpose of Trip

• Click the drop-
down for Purpose Purpose 
of Tripof Trip.

• Select the 
appropriate option 
from the menu.  
For this example, 
we have selected 
Site VisitSite Visit.



Funding OptionsFunding Options

• Select the 
appropriate 
options from the 
FundsFunds drop-down 
menu.

Note:  Unless 
otherwise directed, 
select Coast GuardCoast Guard.



QtrsQtrs / Mess / Trans / Misc/ Mess / Trans / Misc

• Select the 
appropriate items 
for each category:
– Quarters

– Messing

– Transportation

– Miscellaneous



Basic Orders CompleteBasic Orders Complete

The Orders Authorizations portion is now complete.  Click the SaveSave

button to continue.



Begin Trip Specific InformationBegin Trip Specific Information

• Verify the 
information on 
this screen.  If it is 
correct, click the 
ContinueContinue button.



Define Trip Type Define Trip Type -- TDYTDY

• With no itinerary 
entered, click the 
<==<==Add this Add this 
entitlemententitlement
button.



POV Owner / OperatorPOV Owner / Operator

• If any POV travel 
will be performed 
on these orders 
(i.e. To/From the 
airport), check the 
Owner operator of Owner operator of 
POVPOV box if 
appropriate.



Transportation RestrictionsTransportation Restrictions

• Click the drop-
down to select the 
appropriate 
Transportation Transportation 
RestrictionsRestrictions.

• For this scenario, 
we have selected 
Commercial (RailCommercial (Rail
//AirAir //BusBus//Ship) Ship) 
AuthorizedAuthorized.



Duration of TravelDuration of Travel

• Click the drop-
down for Duration Duration 
of Travelof Travel.

• For this example 
we have selected 
Greater than or Greater than or 
equal to 24 hoursequal to 24 hours.



Add / Edit ItineraryAdd / Edit Itinerary

• Since no itinerary 
has been defined, 
click the Add/Edit Add/Edit 
ItineraryItinerary button.



The Itinerary PageThe Itinerary Page

• The dates pre-fill 
based on the 
dates entered on 
the Orders 
information 
previously given.

• To define your 
departure 
location, click 
the Click to enter Click to enter 
departure departure 
locationlocation link.



Departure LocationDeparture Location

• Start by entering 
the Country/StateCountry/State
of departure.

• Then, enter the 
CityCity of departure.

• When complete, 
click the AcceptAccept
button.



Method of TransportationMethod of Transportation

• Here is a listing of 
all transportation 
methods.

• For this scenario, 
we have selected 
CPCP--Commercial Commercial 
PlanePlane.



Arrive LocationArrive Location

• The arrival 
location works 
similar to the 
depart location.

• Click the AcceptAccept
button when 
finished.



Reason for StopReason for Stop

• Now that the 
location has 
been selected, 
the Reason for 
Stop must be 
defined.

• Click the drop-
down button for 
the Reason for Reason for 
StopStop.

• These are the 
options 
available.

Reason CompleteReason Complete



Method of ReimbursementMethod of Reimbursement

• The Method of Method of 
ReimbursementReimbursement
defines the Per 
Diem types 
authorized.

• Refer to the JFTR 
for guidance on 
this selection.



Lodging TypeLodging Type

• The three types 
of lodging 
available are 
noted in the 
drop-down for 
Lodging TypeLodging Type.



Meals TypeMeals Type

• The Meal TypeMeal Type
options are 
based off the 
Lodging Type 
selected.



Return TripReturn Trip

• Complete all 
subsequent legs 
of your trip the 
same as the first 
leg.

• As you can see, 
this itinerary is 
now Mission Mission 
CompleteComplete.



Return Itinerary CompleteReturn Itinerary Complete

• Now that the 
return trip is 
complete, click 
the Accept Accept 
ChangesChanges button.

Note:  You are still 
able to edit each leg 
at this point.



Complete ItineraryComplete Itinerary

• With the trip 
itinerary 
complete, click 
the ContinueContinue
button.



Begin Reimbursable ExpensesBegin Reimbursable Expenses

• To begin 
entering 
reimbursable 
expenses, click 
the Add/Edit Add/Edit 
Trip ExpensesTrip Expenses
button.



Selection of Reimbursable ItemsSelection of Reimbursable Items

• To choose an 
item, click the 
drop-down for 
Expense Expense 
DescriptionDescription.

• Your options are 
provided.  You 
must select from 
these items.



Sample SelectionSample Selection

• Note the 
comment 
provided when 
selecting an 
amount.

• Once you have 
selected an 
expense, enter 
the amount to be 
claimed then 
click the Accept Accept 
ExpenseExpense button.



Reimbursables ClaimedReimbursables Claimed

• Once an item 
has been entered 
it can be seen 
itemized.

• To add more 
items, click the 
Add ExpenseAdd Expense
button.

• Once all items 
have been 
entered, click 
the Accept Accept 
ChangeChange button.



All Claimed ReimbursablesAll Claimed Reimbursables

• This shows a 
listing of all 
reimbursable 
items for review.

If everything is 
correct, click the 
ContinueContinue button.



Trip Information CompleteTrip Information Complete

• Now that all trip 
information has 
been completed, 
click the Save Save 
this tripthis trip……
button.



View ComputationsView Computations

• To see a 
breakdown of 
the entitlements, 
click the 
Continue to view Continue to view 
computationscomputations
button.

• Here is the 
financial 
summary with 
total obligation.



Modify AccountingModify Accounting

• Since no 
accounting 
string has been 
entered, click 
the Modify Modify 
AccountingAccounting
button.



CG AccountingCG Accounting

• A partially 
completed 
accounting line 
will appear.

• Here is a 
completed 
accounting line.  
Click the Accept Accept 
LineLine button.

• Now, click the 
Accept ChangesAccept Changes
button.



CG Accounting CompleteCG Accounting Complete

• Review the 
Accounting 
String entered.

• Then, click the 
ContinueContinue button.



RemarksRemarks

• Enter the 
appropriate 
RemarksRemarks.

• Then, click the 
ContinueContinue button.



Ready to SaveReady to Save

• All aspects of the 
request have 
been entered.  
Click the Save Save 
button.



Selection to send to AOSelection to send to AO

• To select a 
specific TONO, 
check the 
appropriate 
CheckboxCheckbox.

• Then, click the 
Release to AORelease to AO
button.



AO SelectionAO Selection

• The AO 
Selection screen 
shows.  If you 
selected a 
default AO, that 
individual will 
show.  

• Enter your 
Secondary 
Password, then 
click the OKOK
button.

********



Authorization CompleteAuthorization Complete

• Now, your 
Authorization is 
Awaiting AO 
Approval. 

Click the LogoutLogout
button.



WebWeb--Based TBased T--PaxPax
Thank you for completing the 
Web-Based T-Pax AuthorizationsAuthorizations
presentation.  If you have any 
questions, please contact PPC 
(Customer Care)



Web-Based T-Pax
 

Request for Advance



Create Request

•
 

To request an 
advance, hover 
over the Create Create 
NewNew

 
option…

•
 

Then click on 
AdvanceAdvance.



Travel Order Selection

•
 

To select the 
orders you want 
an advance for, 
click the TONOTONO.



Request –
 

Screen 1

•
 

Verify the 
information on 
this screen and 
click the 
ContinueContinue……

 button.



Verify the Orders

•
 

Verify the dates 
and type of duty 
trip, then click 
the Continue to Continue to 
view view 
computationcomputation……

 button.



Computed Advance

•
 

Based on the 
input provided 
when requesting 
the orders, 
T-Pax has 
calculated the 
maximum 
advance 
authorized.



Actual Amount Requested

•
 

Enter the 
amount of 
advance 
requested…

…not to exceed 
the computed 
advance 
amount.

•
 

Then, click the 
ContinueContinue……

 button.



Modify Accounting

•
 

Advances 
require special 
accounting 
string 
information.  
This is 
generated 
automatically 
when you click 
the Modify Modify 
AccountingAccounting

 button.



CG Accounting

•
 

Many of the 
fields are filled 
with zeros.  
Since this is an 
advance, T-Pax 
will process it 
properly 
through 
FINCEN.  

•
 

Click the Accept Accept 
ChangesChanges

 
button.



Classification String

•
 

The complete 
classification 
string can now 
be seen.

•
 

Click the 
Continue Continue 
button.



Add Remarks

•
 

Add to the 
remarks section 
that an advance 
is authorized.

•
 

Click the 
ContinueContinue

 button.



Successfully Completed

•
 

Now that you 
have completed 
the request for 
advance, click 
the

 
SaveSave

 
button.



Ready for AO

•
 

Now that the 
status is Entered Entered 
into Tinto T--PaxPax

 
it can 

be sent to the 
AO just the 
same as the 
authorization.



Thank you for completing the
 

Web-Based T-Pax
 

Request for Advance



WebWeb--Based TBased T--PaxPax
 ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

 Submitting a SettlementSubmitting a Settlement



References

•

 
JFTR / FTR (Policy)

•

 
T-Pax On-line Guide (How to…)

•

 
PSC (Travel)

•

 
PSC (Customer Care)



Things to keep in mind…

•
 

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.



Getting Started

•

 
To get started, 
hover over the 
Create New

 menu item, 
then select 
SettlementSettlement

 from the 
options



Select a TONO

•

 
To select the 
order you want 
to submit a 
settlement on, 
click on the 
Order NumberOrder Number.



Begin Review

•

 
Verify the 
information on 
this page is 
correct, then 
click the 
ContinueContinue……

 button.



Verify Advances

•

 
Verify the 
Advance taken 
against this set 
of orders.  Add

 any additional 
advances such 
as Travelers’

 Checks.  
(Do not

 

include cash 
advances taken 
against your Gov’t

 
Travel Charge Card.)

•

 
Click the 
ContinueContinue……

 button.



Viewing / Modifying Itinerary

•

 
To view or 
modify your 
itinerary, click 
the EditEdit

 
link.

•

 
If nothing 
changed, you 
may click the 
Continue to Continue to 
view view 
computationcomputation……

 button.



Computations Overview

•

 
This screen 
provides a 
breakdown of 
entitlements 
and payments.

 
If it is correct, 
click the 
ContinueContinue……

 button.



Review Remarks

•

 
Review your 
remarks.  Add 
any necessary 
comments, 
then click the 
ContinueContinue……

 button.



Modify Accounting

•

 

You can correct 
Accounting String 
errors before 
submission.

•

 

If you made any 
changes to your 
settlement, you 
must click Modify Modify 
AccountingAccounting.

•

 

If there are none, 
click the 
ContinueContinue……

 

button.



Save your Settlement

•

 
If everything is 
correct, click 
the SaveSave

 button.



Certify Expenses

•

 
A listing of all 
expenses that 
require a 
receipt will 
appear.  Check

 each item to 
indicate 
certification.

•

 
Once checked, 
click the CertifyCertify

 button.



Manage Images

•

 
To attaches 
receipts, they 
must be 
scanned into a 
file.  Multiple 
receipts may be 
scanned into 
one “.pdf”

 
file 

for uploading.

 
Click the 
Manage Manage 
ImagesImages

 
button.



Images and Receipts

•

 
You will need 
to browse your 
files for the 
scanned files.  
Click the 
BrowseBrowse……

 button.



Select File for upload

•

 
Click the 
desired file, 
then click the 
OpenOpen

 
button.

 

(You may also 
double-click the file 
for the same effect.)



Upload File

•

 
Provide a 
description of 
the file to be 
uploaded.

•

 
Then, click the 
Upload ImageUpload Image

 button.



Upload Complete

•

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



Ready for Submssion

•

 
That that 
everything has 
been 
completed, 
click the OKOK

 button.



Ready for AO

•

 
Check the 
appropriate 
box to Select 
the Settlement 
for Release to 
AO.

•

 
Then, click the 
Release to AORelease to AO

 button and 
follow the 
previous 
instruction for 
submission.



Thank you for completing the
 

WebWeb--Based TBased T--PaxPax
 ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

 Submitting a SettlementSubmitting a Settlement
 

Tutorial



WebWeb--Based TBased T--PaxPax

Signature Proxy
Advance Signature Proxy

Proxy (Basic)
Unit Representative



Topics

Full Signature Proxy

Advance Signature Proxy

Proxy (Basic)

Unit Representative



How to designate

To designate any of the authorities discussed in this 
presentation, the MEMBER must click on the appropriate link 
and select the specific individual.



How to view files

To view a file as a Proxy or Unit Representative, the “View”
must be changed.  As discussed in the “AO” presentation, that 
is accomplished via this drop-down menu.



Full Signature Proxy

May submit Travel Authorization & Settlement to AO

May NOT serve as both Proxy and AO

Must be designated by the member

Once set, member does not need to log into T-Pax

The member is ultimately responsible



Advance Signature Proxy

Used for Advances processed in T-Pax ONLY

Must be designated in writing by the command

Must be designated by the member

Only “1” advance for a given period is authorized



Proxy (Basic)

May be any member at the same OPFAC

Can complete an authorization, but not forward to AO

Can complete a settlement, but not forward to AO

Cannot edit profile or see personal information



Unit Representative

Designed for “unit” level customer service

Can “change” email and password

Can look at profile and travel history

Cannot “enter or modify” authorizations/settlements

Cannot see personal information



Thank you for completing the

WebWeb--Based TBased T--PaxPax
Proxy and Representative Tutorial



WebWeb--Based TBased T--PaxPax

Submitting a SupplementalSupplemental
 Travel Settlement



REMEMBERREMEMBER
A

 
Supplemental Travel Claim should be 

submitted as if it were an ORIGINAL claim.  
Include all items such as reimbursable 

expenses, itinerary, etc.  DO NOTDO NOT
 

delete 
items that are valid expenses.

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



Getting StartedGetting Started

•
 

To submit at Supplemental:

–
 

Log in to Web T-Pax using your CAC

–
 

Your Inbox
 should show

–
 

Click the
 Create NewCreate New

 Menu Option



Select SettlementSelect Settlement

•
 

From the drop-down menu

–
 

Click on 
SettlementSettlement



Select TONOSelect TONO

•
 

Click on the 
desired 
Order NumberOrder Number



AddressAddress

•
 

Ensure your
 address is

 correct, then
 click the

 ContinueContinue……
 button.



Previous SubmissionsPrevious Submissions

•
 

This screen shows the previous 
submissions 
to this TONO.

•
 

Click the
 ContinueContinue……

 button.



Edit Trip ItineraryEdit Trip Itinerary

•
 

To modify any 
information the 
settlement must 
be edited.

•
 

Click the EditEdit
 link



TransportationTransportation

•
 

If the method of transportation has 
changed, make the necessary 
adjustments.

•
 

Once correct,
 click the

 ContinueContinue……
 button



Duration of TravelDuration of Travel

•
 

If the duration of travel has changed, 
click the drop-down and change to 
indicate the appropriate duration.

•
 

Once correct,
 click the

 ContinueContinue……
 button.



Trip ItineraryTrip Itinerary

•
 

If there are changes to the actual 
itinerary, click

 the Add/EditAdd/Edit
 ItineraryItinerary

 
button.

•
 

Otherwise, click
 the ContinueContinue……

 button



Reimbursable ItemsReimbursable Items

•
 

To edit or add a reimbursable expense, 
click the 
Add/Edit Add/Edit 
Trip ExpenseTrip Expense

 button.



Edit or Add ExpenseEdit or Add Expense

•
 

If a change is required to a reimbursable 
expense, click the appropriate EditEdit

 
buttons.

•
 
Only

 
if an expense was claimed and should not 

have, click the 
appropriate 
DeleteDelete

 
button.

•
 

If an expense
 needs to be

 added, click the
 Add ExpenseAdd Expense

 button.



Add New ExpenseAdd New Expense

•
 

Enter information as if it were an original 
submission.

•
 

If the Edit button 
had been clicked

 the ExpenseExpense
 information would

 appear at the top
 of the screen.

•
 

Click the Accept Accept 
ExpenseExpense

 
button.



Expense AddedExpense Added

•
 

The new expense can now be seen.

•
 

Click the 
Accept Accept 
ChangesChanges

 button.



Edits CompleteEdits Complete

•
 

Now that the new expense has been 
added, click

 the ContinueContinue……
 button.



Save the ChangesSave the Changes

•
 

To save the changes, click the 
Save this tripSave this trip…… button



Daily ExceptionsDaily Exceptions

•
 

Read this information bubble regarding 
daily expenses, then click the OKOK

 
button.



View ComputationsView Computations

•
 

Since the
 Computations

 have changed,
 click the

 Continue Continue 
to view to view 
computationscomputations

 button.



Amount DueAmount Due

•
 

Now, the increase
 is shown in the

 Reimbursables,
 Total Entitlement

 block as well as
 the amount Due
 Employee

 
block.



Modify AccountingModify Accounting

•
 

To balance the accounting information,
 click the Modify Modify 

AccountingAccounting
 button.



Accounting LineAccounting Line

•
 

The accounting line now shows the 
added amount for this supplemental.  
Click the Accept ChangesAccept Changes

 
button.



Accounting AcceptedAccounting Accepted

•
 

With the
 new amount

 shown, click
 the ContinueContinue……

 button



RemarksRemarks

•
 

Anytime a supplemental is submitted it is 
a good idea

 to add a
 remark to

 explain the
 submission.

•
 

When done,
 click the

 ContinueContinue……
 button



Save all ChangesSave all Changes

•
 

Now all changes can be made.  Click the 
SaveSave

 button.



Certify ExpensesCertify Expenses

•
 

Once again, all expenses requiring a 
receipt must be certified.

•
 

Check the
 boxes, then

 click the
 CertifyCertify

 button.



InboxInbox

•
 

To verify the amount to be processed, 
click the

 right arrowright arrow
 button.

•
 

You can
 see the

 $30.00$30.00
 payment.



Release to AORelease to AO

•
 

Check the boxbox
 

to select the new 
Settlement.

•
 

Then click 
the ReleaseRelease

 to AOto AO
 button.



Select AOSelect AO

•
 

Your default AO should appear.  Click 
the namename

 
in

 the box.

•
 

Enter your
 SecondarySecondary
 PasswordPassword.

•
 

Then click
 the OK

 button.



Awaiting AOAwaiting AO

•
 

This supplemental settlement is now 
ready for

 the AO to
 take action.



REMEMBERREMEMBER
A

 
Supplemental Travel Claim should be 

submitted as if it were an ORIGINAL claim.  
Include all items such as reimbursable 

expenses, itinerary, etc.  DO NOTDO NOT
 

delete 
items that are valid expenses.

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



Thank you for completing theThank you for completing the
 

WebWeb--Based TBased T--PaxPax

Submitting a SupplementalSupplemental
 Travel Settlement



Web-Based T-Pax  
Split Disbursement



Processing Split-Disbursement



 
T-Pax has the ability to pre-calculate 
reimbursable expenses that should be placed 
on your Government Travel Charge Card.



 
Since lodging (and applicable taxes) are 
claimed in the itinerary they are 
automatically factored into the calculation 
for Split-Disbursement.



Selecting Items



 
For T-Pax to factor a specific reimbursable 
expense for Split-Disbursement, check the 
“Split”

 
box.



 
The entire amount claimed will be sent to 
the Government Travel Charge Card .



All Expenses Selected



 
All of the desired

 items selected are
 now checked and 

ready for T-Pax
 to pre-calculate.



 
If necessary, an

 item may be 
edited and the

 box unchecked.



How Much to Split?



 
T-Pax will provide 
the breakdown and 
the Computed Split

 based on the
 information you 

provided.



 
You can enter the

 Split Payment
 amount desired

833.50



Automatic Payment

By entering $833.50 into the Split Payment 
block, T-Pax will process this amount for 
disbursement directly to the Government 
Travel Credit Card

 
company, alleviating the 

need to issue a personal payment and 
delaying the process.

The process will NOT issue a payment to a 
personal credit card!



Thank you for completing
 

the
 

Web-based T-Pax
 Split-Disbursement

 
presentation


	1.Web-Based_T-Pax
	Web-Based T-Pax
	Web-Based T-Pax
	First-Time User�(Basic Log In and Profile)
	Inbox Functionality
	Authorizations Advances & Settlements
	Proxies and Unit Representatives
	Split Disbursement

	2.First-time.User
	Welcome to the�Web-Based T-Pax�First-Time User Setup Procedures�(Basic Log in and Profile)
	Initial Log In Screen
	Initial Verification Screen
	Traveler Profile – Personal Tab
	Traveler Profile – Address Tab
	Traveler Profile – Misc Info Tab
	Traveler Profile – T-PAX Info Tab
	Back to the Log In Screen
	Back to the Log In Screen
	Thank you for taking the�Web-Based T-Pax�First-Time User Setup Procedures�(Basic Log in and Profile)

	3.Inbox-Functionality
	Web-based T-PAX
	T-PAX Inbox
	Mode
	View
	Reservations
	Regulations
	Currency
	Profile and History
	Create New
	Tools
	Help
	Find
	Thank you for completing the��Web-based T-PAX�Inbox Functionality��Presentation

	4.Authorizations(TvlRequest)
	Web-Based T-Pax
	Applicable Links
	Create New…
	Create this order…
	Type of Order
	Order Dates
	Purpose of Trip
	Funding Options
	Qtrs / Mess / Trans / Misc
	Basic Orders Complete
	Begin Trip Specific Information
	Define Trip Type - TDY
	POV Owner / Operator
	Transportation Restrictions
	Duration of Travel
	Add / Edit Itinerary
	The Itinerary Page
	Departure Location
	Method of Transportation
	Arrive Location
	Reason for Stop
	Method of Reimbursement
	Lodging Type
	Meals Type
	Return Trip
	Return Itinerary Complete
	Complete Itinerary
	Begin Reimbursable Expenses
	Selection of Reimbursable Items
	Sample Selection
	Reimbursables Claimed
	All Claimed Reimbursables
	Trip Information Complete
	View Computations
	Modify Accounting
	CG Accounting
	CG Accounting Complete
	Remarks
	Ready to Save
	Selection to send to AO
	AO Selection
	Authorization Complete
	Web-Based T-Pax

	5.Request4Advance
	Web-Based T-Pax��Request for Advance
	Create Request
	Travel Order Selection
	Request – Screen 1
	Verify the Orders
	Computed Advance
	Actual Amount Requested
	Modify Accounting
	CG Accounting
	Classification String
	Add Remarks
	Successfully Completed
	Ready for AO
	Thank you for completing the��Web-Based T-Pax��Request for Advance

	6.Settlement
	Web-Based T-Pax Submitting a Settlement
	References
	Things to keep in mind…
	Getting Started
	Select a TONO
	Begin Review
	Verify Advances
	Viewing / Modifying Itinerary
	Computations Overview
	Review Remarks
	Modify Accounting
	Save your Settlement
	Certify Expenses
	Manage Images
	Images and Receipts
	Select File for upload
	Upload File
	Upload Complete
	Ready for Submssion
	Ready for AO
	Thank you for completing the��Web-Based T-Pax�~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~�Submitting a Settlement��Tutorial

	7a.ProxiesandReps
	8.Supplemental
	Web-Based T-Pax
	Slide Number 2
	Getting Started
	Select Settlement
	Select TONO
	Address
	Previous Submissions
	Edit Trip Itinerary
	Transportation
	Duration of Travel
	Trip Itinerary
	Reimbursable Items
	Edit or Add Expense
	Add New Expense
	Expense Added
	Edits Complete
	Save the Changes
	Daily Exceptions
	View Computations
	Amount Due
	Modify Accounting
	Accounting Line
	Accounting Accepted
	Remarks
	Save all Changes
	Certify Expenses
	Inbox
	Release to AO
	Select AO
	Awaiting AO
	Slide Number 31
	Thank you for completing the��Web-Based T-Pax

	9.Split-D
	Web-Based T-Pax��Split Disbursement
	Processing Split-Disbursement
	Selecting Items
	All Expenses Selected
	How Much to Split?
	Automatic Payment
	Thank you for completing the��Web-based T-Pax�Split-Disbursement��presentation




