What's New for the field in T-PAX Version 6.10

Having trouble with your secondary/confirmation password?

Try entering it in all uppercase letters (e. g. "Test1234#" would be entered as
. "TEST1234#"). Secondary passwords stored in the system prior to the
: upgrade on 10 June were inadvertently converted to all uppercase letters
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What's New for the field in T-PAX Version 6.10

Attaching Electronic Files (T-PAX Imaging Function)

Introduction

Before you
begin

Print to PDF

The T-PAX Imaging Function provides travelers with the ability to attach
scans (or other electronic files) of receipts, orders and amendments to their
travel request, authorization, claim/settlement or request for advance.

All documents MUST first be in an Adobe Acrobat PDF file. There are
several ways to create a PDF file using Adobe Acrobat 7 Standard, which is
included in the Coast Guard Standard Workstation software package. Two of
the most common methods are discussed in the following sections:

1. Printto PDF
2. Create PDF from file

Skip to page 6 for the procedure for adding the file to your claim.

If the document is already in electronic format, but not an Adobe Acrobat
PDF file (e. g. an image (.jpg, .gif, .tif, etc.), a web page, an email message, or
MS Office file) you can ‘print’ the file directly to Adobe Acrobat.

Step Action

1 Open the file and select File | Print from the application’s menu.

2 Select “Adobe PDF” from the list of printers

rPrinter
Mame: _z.a \pscms-print00 1\PSC-CSD-HP-LASER JET-4200M -
el = int00 1\PSC-CSD-SHARP-AR-MS550M L
s B é \\pscms-prin \P -

Where: .
Comment: = é V\pscms-printd0 1\PSC-CSD-XEROK -PHASER.-8400

—Fage range— .
& al L\:(j 1-5tep RoboPDF

™ Current pg
" Pages: r ; Adobe PDF

Enter page nu
separated by
| ’_) Fax

Continued on next page



What's New for the field in T-PAX Version 6.10

Attaching Electronic Files (T-PAX Imaging Function), Continued

Print to PDF (continued)

Step Action
3 Name the file and select a location to save it to.
Save in: I;)Naw Folder j Q ¥ [ -

File name: IDocumemZ pdf j Save I
Saveastpe:  [PDFfies ("PDF) =l Cancel

g
NEfarhinmxlortfroamas.leilo

4 C|ICk the “Save” button. The “Creating Adobe PDF” information
box will appear.

I
Document Mame : IMicmsnfthld - Document2 j
— PDF Proaress
Building font table. ..

FDF Mame . Document2 pdf
PDF Folder . MWPSCMS-FILEOO44U sers14\REtheridgetHome",

Sending Page : 1

5 After the process is complete, the PDF file will open in Adobe

Acrobat.
Create PDF If the document is already in electronic format, but not an Adobe Acrobat
from a file PDF file (e. g. an image (.jpg, .gif, .tif, etc.), you can convert it to PDF file

format using Adobe Acrobat’s Create PDF menu.

Continued on next page



What's New for the field in T-PAX Version 6.10

Attaching Electronic Files (T-PAX Imaging Function), Continued

Create PDF from a file (cont’d)

Step Action
1 Start Adobe Acrobat (Start Menu | Programs | Adobe Acrobat 7
Standard)

2 Select File | Create PDF | From File from the menu.

File Edit View Document Comments Tools Advanced Window Help
} Open... Cirl+0 l | " Create PDF ~ | = Comment & Mark

[‘_r'_--] Organizer 4 E From Multiple Files. ..
f.-h Email:.. @ From Scanner...
T Cirlayy T From Web Page... Shift+Ctrl+0

(Note that you can also create a PDF directly from a scanner if you have one attached to your
workstation)

3 Select the file type and location
CONE

2

Lookin: | 5 New Folder J [ N A

RABheridge on
PSCMW-CSD!

File name I

Files of type: PNG ("png)

BMP ("bmp."re " dib)

Compuserve GIF (*.gif)

HTML {* html,” htm,* shtml}

PEG (jpg.”ipeg.”ipe)

JPEG20D0 (“jpf.“jpx.*jp2."j2k.* j2¢." jpc)
Microsoft Cffice ("doc,” ppt,” s, rf)
Microsoft Publisher (*pub)

PCX {* pcx)

PostScrpt/EPS (-ps.~.2ps.~pm)
Text (b “tet)
[ 14 a|rrecacin

All Files (.

4 Click the Open button.

Continued on next page



What's New for the field in T-PAX Version 6.10

Attaching Electronic Files (T-PAX Imaging Function), Continued

Create PDF from a file (cont’d) (continued)

Step Action

5 The file will open in Adobe Acrobat

% Fle Edit View Document Comments Tools Advanced Window Help

EEY.
) D somet g

| @ tep -

WX

— Hote Tool T, Text £t

February 26, 2007

Traveler
To: LAWRENCE BERKELEY LAES

CO/SOMEONE IN ACCOUNTING

2120 UNIVER SITY AVE STE 500

BERKELEY CA 84704

[ signatures _ModelTree “[j Pages i Bookmarks

510-486 6553
Sales Person: or
Locator: FFOFWB
Customer Number: uU1JoL

THIS TICKET MAY BE SUBJECT TO PENALTIES
CHANGESICANCELLATION TO THIS ITINERARY MAY BE SUBJECT
TO 4 PENALTY FEE AND POSSIBLE FARE INCREASE

THE SOUTHWEST RECORD LOCATOR. IS CF6GPW

Monday March 19, 2007

(S:;mthwg:ts:jz}ir%z _ " Flight Mumber: 939
Da;a.rn OAKLAND, CA W Dateis
6 Click the Save icon -- IH, select a location and, if desired, a new

name for the PDF file. Then, click the Save button.
x|

Savein: If'f) (Oscreengrabs j \) ? 3 '

My Documents

"

RAFtheridge on
PSCMW.CSD...

My Network File name:
Places

Save I
Saveastype:  |Adobe PDF Fies ("pdf) Canecal |

Seftings
[ y

L Lo

Continued on next page



What's New for the field in T-PAX Version 6.10

Attaching Electronic Files (T-PAX Imaging Function), Continued

Attaching files
in T-PAX

Now that you have your receipts and other supporting documentation in the
correct format and saved to a location that is accessible from the workstation
you are logged onto, you can attach them to your claim in T-PAX.

Step

Action

1

After completing a settlement — click the “Receipts” button then,
select “Save Scanned Documents to Database” from the menu.

. Request for a Settlement Against an Order

UserlD: 000001111 Modify

Fiequest No: 1036734272 Wednesday, May 28, 2008

/
[ DUCK, DONALD D: w2 ] /

Request Type /
’7 ] Tupe o%al ot a Fartial 'I ‘
VA

Remit To I Adwlbecrd T Entitlements }/ Calculations T Financial T Remarks

I | ‘

Type of Settlement: I Final - First S ubmission

Addr

/
Line: 1 [a44 SE uuytYSTHEET

Line: 2 |

City |TDPE}A
Countip/State  [K.5 ANSAS
Zip Code 601

Update Traveler

P Sl -2l e,

Heceipts I * I 0K l I Cancel I [ Help l
Required Receipts L ‘
ter the first line of the = 1o - Document
- =
/ ] a7 S Retrigve Scanned Documents from Data“e
L LLLL L A

Sa ned Documents to D atabase

Locate and select the PDF file and click the “Open” button.

Select Document

Lackin: [(B} Deskiop El « & er B

|20 My Documents
) P&Hanser on PSCHuw/-TYLEE0?
% My Network Places
|22 P déover Query
I 83 pdf
|75 CTAPS_User_Request pdf
[T OTrequest pdf
7 psc2071[1].pdf

|53 Shorteut to Block Scanning
|53 Shorteut to Flaglfficerlnfa
S TRAVEL ATLATNA pdf

File rame: [TRaVEL ATLATNA pof =l oren |
Fiesofyne:  [POF files (o) =l Cancel

v/

Continued on next page



What's New for the field in T-PAX Version 6.10

Attaching Electronic Files (T-PAX Imaging Function), Continued

Attaching files in T-PAX (continued)

Step

Action

3 Verify the document and the number of pages on Image Selection
Screen and click “Save”.

. Image Selection
UserD: 0000071111

Wwiednesday, May 28, 2008

I[=] 3

wlusire - Diselosure of this nlormation 15 voluntary, but without disclosure member may not receve

FAFINEIIYATTACH A COPY OF AUTHORITY FOR TDY**#*#+%+%

DY for Advanced or Specialize

est the obligated
pressed by Section 2 o

COMDTINS

ervice rag
1500.108),

oreckoned [JYES [ONO

p you meet the obligated service requirements for these orders?

Order Number (TONO) and accounting data:

Est Cost (see reverse for caleulations): $1,795.65

E DATE: 0802108 RETURN DATE: 0806108 5T, DAYS ABSENT: 5
N ATLANTA GA

F TDY (specify type of traiving or meeting): TRAINING

pst leave.

LEAVE ADDRESS PHONE#

pin LV

K|

A

=X

X}
v
w

[}
€ k| _<|
—

Description: IT RAVEL ATLATNA

I Save I I Cancel l

This has now attached the PDF file to the claim number in the
database. Repeat this procedure for each attachment.

Continued on next page



What's New for the field in T-PAX Version 6.10

Attaching Electronic Files (T-PAX Imaging Function), Continued

Viewing_ To View Documents that have been attached to a travel
/Managing claim/advance/authorization, Click the “Receipts” button and then click
attachments Retrieve Scanned Documents from Database.

UserlD: 000001111 Modify

Fequest Mo: 1096734272

Wwednesday, May 28, 2008

[ DUCK, DONALD D: W2 ]

I

TOMO: 1107939933328000 l

—Request Type

Type of Settlement: IFinaI - First Submiszion

j Type of Partial: INot a Partial 'I

Remit To ] Adv bl T Entitlements T Calculations T

Financial

I Remarks

- Addre

Line 1

Ling 2

City
Country/State
Zip Code

|444 SE QUINCY STREET

|TOPEKA,

JKS Kansas

IBBBD1

Update Traveler

I <Back II Mext: I

Dther I Receip~ 1

Fieguired Receipts

|Enter the first line of the t  Scan In a Document

Save Scanned Documents to Databaze

nned Documents from D atabas

J |

Cancel l [ Help l

Continued on next page



What’'s New for the field in T-PAX Version 6.10

Attaching Electronic Files (T-PAX Imaging Function), Continued

Viewing Each document saved will be shown by thumbnails. Click on the document
/Managing to be viewed and then click View. This will bring up the Image Selection
attachments

screen again. You may view this document by scrolling or by printing.

(cont’d)

=]
TRAVEL ATLATHA =

Click the “Delete” button to remove an attachment.




What's New for the field in T-PAX Version 6.10

Self-Service Password Reset

Primary and T-PAX now has two system generated passwords that go to the user’s

Secondary primary email account that is listed in T-PAX when user clicks on Forgotten
Passwordsare  password button. One for the logon password and one for the
reset secondary/confirmation password.

1. When you log into T-PAX with the new system generated password, a
message will appear that your password is older than 90 days and you
must change it. The NEW password requires of a minimum of 9
characters with a minimum one upper case, one lower case and one
numeric character. The screen that appears after clicking OK will only
allow the logon password to be changed. After changing the logon
password the TPAX Traveler View screen will appear.

2. To change your secondary password, click on the Tools drop down
and click on Change Passwords. Currently T-PAX will only
recognize the old/current secondary password in ALL UPPERCASE
LETTERS. This is how it must be entered into the “old password”
field. Reset your secondary password using the same requirements as
above to be in compliance with AIS password requirements.

Having trouble with your
secondary/confirmation
password?

Try entering it in all
uppercase letters (e. g.
"Test1234#" would be
entered as "TEST1234#").
Secondary passwords
stored in the system prior to
the upgrade on 10 June
were inadvertently
converted to all uppercase
letters

Subject: Important T-PAX Trawel System Notice

[t new T-PAX travel system passvord was requested £or YOUE Accoun 1
generated password that has been assigned to your account is QRcu?S\?c‘l

Ynu" secondary password is: Test36890 I

If you did not regquest this new password or if you have any gquestions pleases contact
& T-PAX system adminiscrator.

To change Secondary Password: Click Tools | Change Passwords

File Profile Login asmm_

FEEEATS

Enter the current (the one provided in the email) secondary password in the “Old Password” field. Enter it in
all UPPERCASE LETTERS, e. g. “Test36890” would be entered as “TEST36890”. Then create and confirm
your new secondary password and click OK.

. Changing of Passwords = [=]E3

UserD: 473863333
Enter the current secondary
Logon P. d [ dary P d password in the “Old Password”
o I field. Enter it in all UPPERCASE
'azaword 0ld Password I

LETTERS, e. g. “Test36890"
New Password [ New Password | would be entered as

“TEST36890".
Re-enter Mew Password I Re-enter New Password I

I (n]: l [ Cancel l [ Help I

|En|el old logon password v

Continued on next page
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What's New for the field in T-PAX Version 6.10

Self-Service Password Reset, Continued

Reset/Change Due to security issues, users may no longer change their T-PAX passwords in

Passwords their profile on the T-PAX Information tab. These fields have been disabled.
To reset/change T-PAX passwords, please click the Tools menu and then
Change Passwords. You will be required to enter in the “Old Password” prior
to resetting/changing. If you have used the above “forgotten password”
button, please type the system random generated password into the “Old
Password” field.

Personal T Address/Contact T Mizcellansous T T-PAX Information
Hiscell
’V Uit |53474UU Cost Center: IUUUUU ‘

|- New Logon P —New Second. ‘

Enter: I i Enter, I
V‘/ Fie-enter
Enter the current

whileBrafile L oglys:  Tools | Help secondary password in
the “Old Password” field.
Enter itin all
ﬁ UPPERCASE LETTERS,
= e. g. “Test36890” would
. Changing of Passwords Pe entered a?
UserlD: 473883333 Sunday, Jurd “TEST36890".
Logon P d G dary P. g
|Dld Password I Old Password I—
Mew Password I— Mew Password I—

Fie-enter Mew Password Re-enter Hew Pasaword I

I (n]: l I Cancel l [ Help I

|Entel old logon password i

11



What's New for the field in T-PAX Version 6.10

Orders

What’s These tabs have been expanded and updated to provide accurate orders. All
Authorized authorized entitlements marked on these two tabs will print on the orders as
Tabs well as what is input on the Remarks tab. Should extensive entitlements be

used, a “page 2” of the printed orders will be created.

UszerlD: Qo0ooi111 Sunday, June 01, 2008
[ DIUCK, DOMALD D: ‘w2 ] Grade/Rark [w?2 Order Number [TO BE ASSIGNED [Type of Order | v[
Description TWhal's A T ([ LB I ‘what's Authorized [TDY ﬂ2]T Femarks ]

- M

I Goverment Fate [Militan Only)
I Mess iz Directed for ALL three meals

[~ Government [Use Directed) ™ Prapartional Rate Red. Per Diem
[ Cortract Guarters I Reduced per digm [Mil] Ig

[~ Commereial (full locality per diem) Red. Per Diem
™ Commercial Lodging I Reduced Per Diem Authoreed (G|
I” Dual Lodging Autharized = | W Een Diemm Autharized (S I~ Conference Per Diem [125%]

I Actual Expenze I Actual Expenze Lodging Plus [150%]

uper Actual Expense Lodging
r 5 Actual E Lodai
Flus [300%)]

[ <Back II Mext: I

I Qg l I Cancel I I Help I

|Selecl the category that best describes type of travel authorized for this order i
. Travel Drder = o)
UsedD: a0ooo 111 Sunday, June 01, 20028
[ DUCK, DONALD D: w2 l Grade/Rank [w2 Order Number |TD BE ASSIGMED Type of Order INolmaI j
Drescription ] wihat's Authorized (TDY m]TWhal's Aulsgilzed iy T Femarks ]

[ Commercial Carrier I ExceszBagogage [~ Conference Fes [T (ne phone / day

Gov't Dwned Conveyance: INona - ™ Official Comm. Fees [~ Personal Phone NTE |

I Leave Authorized ™ “ariations Authorized
i o] B e INnna jv I Registration Fee I Local Travel Authorized
[~ POV is more advantageous to the Gow't | Gl el I_U
POV not to exceed GTR of: IU— RON Location: I

™ RentalCar  Rental Upglade'lNone -

I QK I [ Cancel l I Help I

|Check to authorize Gov't P dT 4

12



What's New for the field in T-PAX Version 6.10

Printing Travel Voucher Summaries (TVS)

Print TVS from  Users may now print a TVS from the Travel Order History screen by

order history

highlighting the TONO and settlement and clicking the print button at the
bottom of the screen and then selecting Print VVoucher.

. Travel Order History O] x]
UserlD: DUCK, DONALD Sunday, June 01, 2008
[ DUCK, DONALD D: W2 |

r~ Travel Order

Order Murnber:

Crder Number Travel Type |s50Er

1106111111111000 0/1/2005-110 05

T10R111222333000 10/1/2005-10/5/2005 Namal 5347400
11061231231 23000 £/1/2006-610/2008 Naimal 6/1/2008 5347400
110R123159155000 1/15/2006-1/17 /2006 Namal 1/1/2006 5347400
1106321321321000 5/1/2006-5/5/2008 Naimal 5/1/2008 5347400
110R456456456000 9/25/2006-10/3/2006 Namal 9/1/2006 5347400
1107111111111000 1/1/2007-1/2/2007 Local 141/2007 5347400

Order Number Travel Dates Travel Type lssue Date lssuer d|

Digplay

~ Travel Order D etails

Date [ Total Trans| Clamed/#pplied [ et Trans
07 $0.00

Trars. Type

Pay Method Travel Dates Tiang. Type Create Date [ Tatal Trang| Claimed/4pplied | Net Trans
‘ 2l

* For advances, the Met Transaction Column is the amount of the advance not yet collected
— ]

|Enter the Order with which you wish to work v

13



What's New for the field in T-PAX Version 6.10

Advance Signature Proxy (ASP)

Introduction Advance Signature Proxy (ASP) — This function is for SPO’s. This
permission/designation is granted after the completion of a new form
CG PSC-7421 (http://www.uscg.mil/hg/cgl/psc/forms/psc7421.pdf)

Procedure Follow these steps to request a travel advance as an ASP.

Step Action

1 Sign into T-PAX and change your view by selecting “Log in as
Proxy” from the menu bar.

2 Click Fill Out and Click Request for Advance.

I T-PaX (Frouy View) A=
File Profile Loginas Tools Help

B8l 3lalely)
‘wednesday, May 28, 2008

Ussr.  DUCK, DONALD D
[] sswan | Name: [ 7onosDN | Twe | FomDate | ToDate

[T ssvan | Name [ TONDASDN | Tepe | FomDale | ToDale |
4

l@ DR ’:=
|

Note: Although other options appear, they are not available as an
Advance Signature Proxy.

3 Type the traveler’s name that the advance is to be completed for
and click OK.

Sendto
Traveler

Continued on next page
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What's New for the field in T-PAX Version 6.10

Advance Signature Proxy (ASP), continued

Procedure (continued)

Step Action
4 Type a new TONO or select an existing TONO and click OK.
UszerlD: DUCE, DONALD ‘wednesday, May 28, 2008
iz TMemb
[Name D
|BDAT,EDASTIE T | 000009333
Mame 1D

BOAT, COASTIE T
BOOGER, wWOOLE

000008363

BOSH, DAVID W

2005365

BOURGUIN, JENNIFER L

1114630

— Order

TONO Ih 208222222222000

1]
1108245511555000

4;’25!2008 472742008

1108123456723000 Mormal 4A40/2008 4412/2008
1208G235R5111000 PCS 4/9/2008 441672008
Order Nurnber Category Start Date EndDate |~
I Qg l [ Cancel I I Help I

|Enlet a partial last name of the employee/member that you wish to find [List appears after 2 characters entered

15

Continued on next page



What's New for the field in T-PAX Version 6.10

Advance Signature Proxy (ASP), continued

Procedure (continued)

Step Action
5 Click the Entitlements Tab and click in the Pre-computed box.

. Bequest for an Advance Against an Order O] =]
User|D: 000001111 Add Fequest Mo MNEW ‘wednesday, Map 28, 2008

( BOAT, COBSTIE T E4 ] [ ToND 12mszzzzzzzzzon |
~ Request Type

Advance
Remit To Enlitlements I Calculations I Financial T Femarks
— Types of Entitl Claimed
¥ Precomputed From Date 5/1/2008 To Date 5/28/2008
Entitlamant Amount | -

temb/Emp TDY Per Diem
temb/Emp Evacuation Per Diem
temb/Emp PCS Per Diem $1,500.00
temb/Emp Transportation
Mernber COT Per Diem
tember COT Transportation
Mernber COT Reimbursables
Mernber COT MALT
temb/Emp Reimbursables
| [Memb/Emp Reqistration Fees j

Other I Feceipts I I oK l I Cancel l [ Help l

2

Enter the dates for the advance in the From Date and To Date
fields.

From D.ate 5/172008 TaDate I £/20/2008

Enter the advance amount into the Entitlement Amount field.

Erititlemerd | Arount [a
| |Memb/Emp TDYY Per Diem
|| [Memb/Emp E vacuation Pes Diedn
[ |Merb/Erg PLS Par Dism _ $1.500.00
#IMerb/Erp Transpostation

Note — You cannot input amount larger than value of entitlement.

Continued on next page
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What's New for the field in T-PAX Version 6.10

Advance Signature Proxy (ASP), continued

Procedure (continued)

Step Action
8 Click the Financial Tab and then click the Modify Accounting
button
UsgerlD: 000007111 Add Request Mo NEW Wednesday, Map 28, 2008
( BOAT, COASTIE T E4 ] [ TonD teoszzzzzzoaon |
— Request Type
Advance
Remit To T Erttitlernents T Calculations I Financial I Remarks
Methad of Payment: 'l Computed Spit $0.00
Due Travelsr: lm Split Payment : $0.00
| Dbf’Erl Clazsification | Amaunt |

[]

:
FE RN RN

DOther I Beceipts I I (08 l I Cancel l [ Help I

|Chnnse method of payment to be used to reimburse the traveler for these expenses

o

Continued on next page
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What's New for the field in T-PAX Version 6.10

Advance Signature Proxy (ASP), continued

Procedure (continued)

Step

Action

9

On the Coast Guard Accounting screen click OK

Note: DO NOT change this line of accounting...this is a default
used for advances.

UszerD: User's D Request Mo:  MEW

Today's Date
[ BOAT, COASTIE T: E4 | [ TOND: 1208222222222000 |
[ g [RAD] appr | Gmit [ am [ alc] ProgEle | Cstact [ Ohj Amount
[z [ [000 [000 |00 |0 |4DV | 00000 J[EE]
Kl | i3
RaM I I LCopy I I Delete I [ Inzert I
I 0K l I Cancel I I Help I

Continued on next page
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What's New for the field in T-PAX Version 6.10

Advance Signature Proxy (ASP), continued

Procedure (continued)

Step Action
10 Enter remarks if required and use the Imaging Function (by

clicking the Receipts button) to attach SIGNED Orders. If orders
are not attached, Advance will be returned!

. Bequest for an Advance Against an Order O] =]
User|D: 000001111 Add Fequest Mo MNEW ‘wednesday, Map 28, 2008

( BOAT, COASTIE T: E4 ] [ TOND: 1208222222222000 |

~ Request Type

Advance
(]
Remit To T Erttitlements T Calculations I Financial Remarks [ ]
L
A ENEEEEEEENR
[ ethod of Payment: had Eemputed Spit $0.00
Due Traveler: $1500,00 Sphit Payment : $0.00
Claszsilication | Amount |
| |1208222222222000 2 X 000 000000 A0V 00000 0000 | $1.500.00

odify Accounting

Other i Feceipts I E I oK l I Cancel l[ Help l

|Choose melhoa-orpsyﬁie-nt-lo-ha-used to reimburse the traveler for these expenses

2

11 | When complete, click the OK button on the Request for Advance
against an Order screen.

Continued on next page
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What's New

Advance Signature

for the field in T-PAX Version 6.10

Proxy (ASP), Continued

Procedure (continued)

Step Action
12 | Click the Send to button — this will give the opportunity to send to
either the traveler or AO
T T-PAX (Proxy View) _[Of
File Profile Loginas Toolz Help
2/$|K[ [0S
User  DUCE, DOWNALD D Wednesday, May 28, 2008
SSMAD M ame
0000033933 BOAT,COASTIE  [1208222222222000 | Advance | 5/1/2008 | 5/28/2003
[T ssuap | Name [ Tomno/soM | Twpe | FomDate | ToDate |
! R EEE N RN NN N, d
e | [oaqmou &y oo =
| - Y
13 | Once submitted to the AO, follow same procedures as approving a
settlement.
14 | ALL advances will be screened by PSC (tvl).

20



What's New for the field in T-PAX Version 6.10

Proxy Expiration Date

Set date on When a T-PAX user elects to assign a “Full Signature Proxy” an expiration
profile tab date is recommended to be placed in the Signature Proxy Expire field. It is
recommended a one year designation period be assigned.

UserlD: DUCK, DOMALD For Official Use Only Sunday, June 01, 2008
Employes 55H [000001111 | Emplayee (000001117 Mame  [DUCK , IDONALD Io]
Personal T Address/Contact T T-PAX Information
Miscell
’7 Unit |5347=100 Cost Center.
Mew Logon P d ~New S dary P d
Enter. Enter.
Re-enter. Re-enter

Detault duthorizing Official: |paMN, HE
Unit Representative: [po0, SCODBY 'm

Full Signature Prosy: |MDLISE, MICK E

Advance Signature Proxw:  [JACE, BLACK

T
3,30/

I Ok I [ Cancel l [ Help l

|Se|ecl the signature proxy for this raveler. 4

21



What's New for the field in T-PAX Version 6.10

Travel Limited to Cost of Constructed Travel

Entering Cost ~ When this transportation Mode is selected on the What’s Authorized screen
ofaGTR of the settlement, users will see a new screen appear.

a. On the Constructed Itinerary, users must enter the Mem GTR
costs for each leg of the trip. Please reference travel
regulations to calculate this cost.

b. T-PAX will then pay the lesser of the two costs — actual
expense as input in the Itinerary or the Constructed Cost input
on the Constructed Itinerary.

c. DO NOT put the Cost of the GTR in the reimbursable screen
or user will be overpaid.

d. On the Entitlement page, click the Cons. Comp button and the
screen will show you what T-PAX is going to reimburse for
each leg, either the Actual cost of the Constructive cost.

. Tip =[O x]
WseilD:; 000001111 Requeit No: 10667450 Survdsy, June 01, 2000
DUCK. DONALD 0 W2 TONO: 11001 23159456000
Whats Autharized I Al liewersey T Rniméesabies

(S TR N (rperra ol [P0 e o Cost of Constiuched Traved

Back Hests
i
.mmﬁxlhl“mﬂﬁmlmﬁmmd &
w. Trip J =] 3
UseD: 000001111 Request No: 1036734488 Sunday, June 01, 2008
[ DUCK, DONALD D; W2 ] [ tono:iosizzsmsso | ‘
Whats Autherized T Actualtinerary T Constructed Itinerary I Reimbursatles
IConstructed Trip Duration Greater than or equal to 24 hours B
FiomDate | ToDate ToLacafion Mem GTR | Fiom Date ToDate |
271072008 | 2/10/2008 |Derwer, COLOFADO $325.00 | 271072008 211072008
2/11/2008 | 2/11/2008 | TOPEKA / SHAWNEE, KANGAS 271172008 271172008
Exceptions | | Decasionds | [Cox J[ camcel |[ Heb |
[Enter the GTR costs that would have been incutred by the iavelst for this leg of tavel 4

Continued on next page

22



What’'s New for the field in T-PAX Version 6.10

Travel Limited to Cost of Constructed Travel, Continued

. Request for a Settlement Against an Order

n 2A10/2008 2M10/2008 $303.02 <= . $361.75
| 2M1/2008 2M1/2003 $303.50 $186.75 <
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What's New for the field in T-PAX Version 6.10

Validate/Verify Email Addresses

Email Address It is important that all Email addresses are kept current in T-PAX. To ensure
entry email addresses are correct, T-PAX will now require a validation entry when
the email address is entered or changed.

— Email Addresses for Comrezpondence

¥ Frimary Email Address |Patricia..ﬂ..Hanser@uscg. il

Yerify Primary Email &ddress; |
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What's New for the field in T-PAX Version 6.10

Locked Accounts

Locked Locked T-PAX Accounts -
Accounts
a. A T-PAX account may be locked by the system administrator
for a few reasons. Examples include:
i. Separated employee
ii. Non USCG person without T-PAX Profile Creation
Form
b. Should you get the below error message, please contact PSC
Customer Care for assistance.
T-PAX |

L] "-'.‘ Thiz uzer account haz been locked. Please zee a spstem administrator.
[ ]
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What's New for the field in T-PAX Version 6.10

New User Access/Proxy/AO Designation Form

New Form to be CG PSC 7421 (2008 Revision) — Mentioned above was the new
in use soon T-PAX/Winlats User Access Authorization & Approving Official (AO)

Designation Form. This form is currently in the “DRAFT” stage. Once

final approval is given, this form will be made

available to the field via the

PSC Forms web page. This form will supersede previous versions.

Department of Homeland Security
.= Coast Guard
CG PSC 7421 (Rew. 05108)

TepaxiWinlats User Access Authorization & Approving Official (AQ)

Designation

1. User's Mame (Last, First, ML) (Please print) 2. RankiRate:

3. Employes D # (Hot SSH)

4 Official Duty Station & OPFAC 5. Area Code & Work Phone Mumber:

E. e-Mail address:

7. Udser Role Description (see instructionsInclude current roles, this authorization
supercedes all of youwr previous authorizations):

TPAX {Travel Preparation & Exammation System Permissions)
O Croate “Non-CG Bnployea™ Seff Service User Proffie
O TPAX AO (Authorizing Official) Permissions

O Actance Signature Proxy Permissions
O Dae ofExpliaton_____ _

O Customer Service Represerntative Permizsions (PSC Only)
ODae of Eqplraten:__

O System Administrator (PSC TWL Only)

O Examiner Permissions
O Auditor Permissions
O Distribution Permissions
O System Administrative Restricted Permissions
O System Admin Permissions (full)
O Super User Permissions (svstem suppt users only)
Webimage How Access Permissions (PSC TVL Onhyj
O Examiner Permizsions (all travel folders) Exception:
O System Admin Permissions (all travel folders)
(JUNRS and Dect Access are separgte permission formns that must be fiked oot separagienys. )

Scope of Authorization

Suipect bo the Nitabions that follow, the user is authorized
access to the computer systems idertified abowve. This
authorization contains no implied authorization to access
any computer system of the Unted States Government not
specifically identified herein. Authorization will be revoked
upon separation, retivement, resssignment of duties
change of organization o when determined by the
Information Systems Secwrity Officer to be in the best
interest of the Government.

WARHING: Only Authorized Users May Use These
Systenis.

To protect these systems from unauthorized use and to
ensure that thess systems are functioning properly, system
administrators monitor these systems.

Individuals using these systems without authority, o in
excess of their authority, se subject to having all of their
activities on these systems monitored and recorded by
system personnel. Inthe course of monitoring individuals
improperly using these systems, or inthe course of system
maintenance, the activities of suthorized users may also
ke monitored.

Aryone using these systems expressly consents to such
monitoring and is advised that f such monitoring reveals
poszible evidence of criminal activity, management may
authorize system personnel ta provide the evidence of
such monitoring to law enforcement officials.

5. Cmd Desianation (Siognatire &pedated name, Rank, Dtte (OO00IC, HOOPO or HEWCGPC

LREAML CDIS T Branch Chiefl £ Shone Mprrber).

| cetify that the access | have authorized is based onan official need. I'm avware of the gereral functionality | hawve authorized and I'm avware of what this
wll alloeny this member to complete. This member has demonstrated that they are knovdedgeabls inthe use of the geogram e authorized and bas my
corfidence that they will diligertly make entries and if in doubt they will seek assistance. | also scknowledge that iF | lose confidencs in this member for any

reaszon | have aresponsibility to withdraw this authorization.
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