T-PAX Imaging Function

Attaching Electronic Files

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 5 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
lame: _g_a \\pscms-print00 1\PSC-CSD-HP-LASERIET-4200M -
Status: ) =i

Type:

Where: -

Comment: o= % \\pscms-print00 1\PSC-CSD-XEROX-PHASER -8400
Page range —|

Al ;‘:g 1-5tep RoboPDF

™ Current pg
" Pages: r i Adobe PDF

i % Y\pscms-print0i 1\PSC-CSD-SHARP-AR M5 50N

Enter page nu
| separated by ‘":’J Fax

Continued on next page



Attaching Electronic Files, cContinued

Print to PDF (continued)

Step Action
3 Name the file and select a location to save it to.
Save n: I_} Mew Folder j Qi m

File name: IDocumemZ.pdf j

sve |
Saveastype:  |POFfis [-°DF) | ﬂl/
A

B nN¥ashinckiasfranisbilace =020z ZzZzzZz 0000 |
4 Click the “Save” button. The “Creating Adobe PDF” information
box will appear.

o
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



Attaching Electronic Files, cContinued

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.
E8 Adobe Acrobat Standard
lﬁ Edit View Document Comments Tools Advanced Window Help
-'.& Open... Ctrl+0 l |§ =" Create PDF = | == Comment & Mark
Ej Organizer L4 @ From Multiple Files...
(B Email.. 1) From Scanner...
e e @ From Web Page... Shift+Ctri+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
open 20
Lookin: | 5 New Folder 2 e N N N
Desktop
My Documents
n
RABheridge on
F‘SCMW—(?SD
File name I j _ID"Eﬂ
Fies of type: FNG (*png) = Cancel |
BMP ("bmp."rle.”dib)
Compuserve q\F ¥ _gil) 4
HTML (" html,* htm = shtml) _l
JPEG ("jpa."jpea.”jpe)
JPEG2000 (*jpf."ipx."jp2,"j2k." 126, jpc)
Microsoft Office (“.doc.” ppt,”xls, " tf}
;A(\:cxmﬁuﬂ;uhhsher {*pub})
PosiSarpt/EPS (ps.”.eps."pm) [
4 Click the Open button.

Continued on next page



Attaching Electronic Files, cContinued

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

Step

Action

5

The file will open in Adobe Acrobat

[£8 Adobe Acrobat Standard - [carlson_goodreceipt[1].pdf]
| Fle Edit View Document Comments Inols Advanced Window Help

IiP®HE S E & @ M s :ﬁcreateHJFv
,T]}selem _‘ Q PR ’_ @ [150% @ ‘ [has

UNCLAS

2] Comment & Warkup |~ ] Send for Review - BSecure = A Sign - @ Picture Tasks = ‘

fwf@w-in g Qo IE]

| Note Tool 7, TextEdi

Vendor
February 26, 2007

Traveler
o; LAWRENCE BERKELEY LAES

CO/SOMEONE IN ACCOUNTING

2120 UNIVER SITY AVE STE 500

BERKELEY CA 84704

| signatures [ ModeiTreze | Pages ™|l 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
Flight Mumber: 930

Southwest RAirlines
+ Class Of Service:Coach Class M (,_\
Depart: OBKLAND, CA 07:30BM March 19, 2007
; i Dates

Click the Save icon -- IH, select a location and, if desired, a new

name for the PDF file. Then, click the Save button.
2|

Save in I (= Oscreengrabs

i3 [ e N5 A

File name: j Iil
Save as type: IAcIUbe PDF Files {*pdf) j ﬂl

Settings.
[ i y

Continued on next page




Attaching Electronic Files, cContinued

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

Request Mo:

1096734272

WWednesday, May 28, 2008

[ DUCK, DONALD D: w2 ]

//

I | ‘

/

" Request Type

Type of Settlement: I Final - First S ubmission

j Tupe of Partial |Mat a Partial 'I ‘

Remarks

Remit To I Advlacorl T Entitlements }/ Calculations T Financial T
Addn /
Line: 1 [a44 SE uuytYSTHEET
Line: 2 |
City [ToPe
Countip/State |KS H5AS
Zip Code Update Traveler
LN |
B EIT ¥ Tu,

‘
F\ece\nts

! iter the first line of thy

Required Receipts

"sapgguunsn®’

Lo

Cahcel I [ Help l

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

Select Document

Lookin: [ (2} Desktop =l

- @ £ FE-

..'_'lMy Documents

j PaHarser on PSCMYW-TWLEED?
(&3 My Metwork Places
| P Hover Queny

= 83 paf
™ CTAPS_User_Request pdf
% O Trequest pdf

(% pec2071[1 ] pdf
|5 Shortcut to Block Scanning

EﬁShull:ul lu F\agDicel\nFU

ks

File name: [TRAVEL ATLATNA, pdf

Files of type [POF files " pet)

Open I
Cancel

Z

Continued on next page



Attaching Electronic Files, cContinued

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 _[O] x]
UsedD: 000001111 ‘Wwednesday, May 28, 2008

wlustire - Dhselosure of ths information 15 voluntary, bul without disclosure member may nol receive : g

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

DY for Advanced or Specialized Training requires that a member mest the obligated service req
pressed by Section 2.B.La.(4) of the Traming & Education Manual (COMDTINST MI500.10B )

b you meet the obligated service requirements for these orders? check oned [J YES [ NO

Order Number (TONO) and accounting data:

Est Cast (sex reverse for caleulations): $1,795.65

E DATE; 08/02/08 RETURN DATE: 06/06/08 EST, DAYS ABSENT: 5
N ATLANTA GA

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

st leave.
LEAVE ADDRESS | PHONE#
pin LV
Kl I hd
] — —
< I < | 1af2 > >l
(.
Description: |TF|AVELATLATNA
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




Attaching Electronic Files, cContinued

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 ] [ 7ONO:1i07agsssseeenn |

—Request Type

Type of Settlement: IFinaI - First Submission j Tupe of Partial INOl a Partial 'I

Remit To ] Adv bl T Entitlements T Calculations T Financial I Remarks

~ Addre:
Line 1 [444 SE QUINCY STREET
Line 2 |
City |TOPEKA,

Countiy/State  [KS KANSAS

Zip Code IBBBD1 Update Traveler

I <Back II Mext: I

DOther I Receip~ 1 i [ Ok I [ Cancel l [ Help l

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

Continued on next page



Attaching Electronic Files, 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)

. Document Selection

Click the “Delete” button to remove an attachment.
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