Interim Processes for PCS Advances and Vouchers

Overview

Purpose

Discussion

Before you
begin

This document provides the processes for requesting PCS advances and filing
PCS vouchers in the interim period between the shutdown of Windows
Integrated Automated Travel System (WIN-IATS)* on September 30, 2021
and the implementation of moveLINQ? in mid-2022.

During this interim period, the Coast Guard will use:

e T-PAX to document and calculate PCS advances and vouchers.
e ETS to payout advances and vouchers.

T-PAX is the audit and calculator for PCS. It is used, in this process, for PCS
vouchers. ETS is the authorization conduit for payment.

Due to the shutdown of WIN-IATS, T-PAX can no longer interface with the
financial accounting system to effect payments. ETS is connected to FSMS.

The member’s ETS and T-PAX accounts in must be enabled.

1. ETS: Ensure the member’s account is ENABLED (accounts are
disabled after 90 days of inactivity) and the major/minor customer
reflects the member’s current unit. If the ETS account is not enabled
prior to the order being pushed from DA to ETS, the Open
Authorization (OA) will not be created in ETS.

2. T-PAX: Accounts for travelers and approving officials (AOs) were
locked near the end of FY21 to prevent data entry or modification
during the transition to FSMS. AOs must request T-PAX access from
PPC Customer Care for themselves and the traveler prior to
attempting to access T-PAX in FY22.

Continued on next page

L WIN-IATS was used by PPC (TVL) for processing travel payments. It transmitted accounting information from T-
PAX to FINCEN for payment of claims. Use of WIN-IATS ended in FY21 with the switch over to the Financial
System Modernization Solution (FSMS).

2 moveLINQ is a cloud-based application that manages employee relocations through submission of
authorizations and vouchers. The application performs all aspects of official relocation travel management with
processes and procedures consistent with the federal travel regulations.
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Interim Processes for PCS Advances and Vouchers

Overview, Continued

Before you The YN or other administrative support professional, working the orders in

begin (cont’d)  ETS, must have their ETS profile adjusted to reflect "ETS Travel for Other
Roles" to submit advances on the behalf of members. The AO or supervisor
must submit a trouble-ticket to PPC to request the permission change.

Reference Use this guide as a supplement to Personnel & Pay Procedures Manual,

PPCINST M1000.2 (series), Chapter 4, Movement of Personnel (and the

references therein). This guide provides the process for using T-PAX and
ETS to facilitate payment of PCS advances and claims. The procedures in the
PPPM, shall be followed for the preparation of PCS orders advances and

claims.
In this guide The guide covers the following topics:
Topic See Page

PCS Advances Process 3
Fiscal Year 2022 PCS Voucher Process 5
Fiscal Year 2021 and Prior PCS Voucher Process 8
PCS Advances Procedure Walkthrough 10
ETS Voucher Process — Member Received PCS Advances 20



https://www.dcms.uscg.mil/portals/10/cg-1/ppc/pppm/ttp/3pm%20ttp%20-%20chapter%204.pdf
https://www.dcms.uscg.mil/portals/10/cg-1/ppc/pppm/ttp/3pm%20ttp%20-%20chapter%204.pdf

Interim Processes for PCS Advances and Vouchers

PCS Advances Process

Introduction

Process
overview

This section provides the process for requesting PCS travel advances.

IN DA, Orders are
Signed and obligation
updated

Start obligation
from Open

Current FY PCS Advance

authorization
Identified on DA
order

Create a trip less
than 12 hours and
end the same
place
i.e. Topeka to
Topeka

Under
reimbursable
choose the drop
down TPAX PCS

Enter the amount
of the obligation
(Total entitlement
on the PCS
Orders)

Upload signed DA
orders into ETS

Save and submit

create an Advance via ETS
of the advance amount

requested and approved in
the order notes on the
signed PCS Orders

This chart provides an overview of the PCS travel advance process.

Continued on next page



Interim Processes for PCS Advances and Vouchers

PCS Advances Process, Continued

The PCS
advance
process

This is how the PCS advance process works using ETS.

Stage

Description

1

DA orders are signed by the competent authority and obligation
updated in DA. See the DA PCS Orders user guide for procedures.

Reminder: The member’s ETS account must be enabled prior to
updating the orders in DA or the OA will not be created in ETS.
Also ensure the member’s major/minor customer reflects the
member’s current unit.

Update (14 APR 2022): DLA amounts, along with Member
Travel and Dependent Travel amounts are transferring from DA to
ETS. These amounts are reflected on the ETS Open Authorization
(OA). TLE lines do not transfer to ETS. The TLE amount will
have to be added to the member travel line (in DA) to facilitate
advances.

Log into ETS and start an authorization from the open
authorization identified on the DA Orders. See the Creating
Authorizations ETS user guide for procedures.

w

Upload signed PCS orders as documentation.

Create a trip less than 12 hours, to and from the same place. i.e.
“From Topeka, KS to Topeka KS,” this will ensure there are no
entitlements paid on said trip.

Under reimbursables choose the dropdown “T-PAX PCS” and
enter the amount of the obligation (Total entitlement on the PCS
Orders).

Save and route.

Once approved, follow the procedures in the Creating Advances
ETS user guide to create an Advance in ETS in the amount
requested and approved in the order notes on the signed PCS
Orders.

Once approved through all pools, allow at least 4 days before
contacting FINCEN if advance has not been paid out.



https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/PCS/PCS%20Orders.pdf
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/TRAVEL/ETS/Traveler/Guides/uscg_ug25_creating_authorizations.pdf?ver=vqHhMOXXCv4N87cMYY6uPA%3d%3d&timestamp=1646074063380
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/TRAVEL/ETS/Traveler/Guides/uscg_ug25_creating_authorizations.pdf?ver=vqHhMOXXCv4N87cMYY6uPA%3d%3d&timestamp=1646074063380
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/TRAVEL/ETS/Traveler/Guides/uscg_ug70_creating_advances.PDF
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/TRAVEL/ETS/Traveler/Guides/uscg_ug70_creating_advances.PDF

Interim Processes for PCS Advances and Vouchers

Fiscal Year 2022 PCS Voucher Process

Introduction

Process
overview

This section provides the process for FY22 PCS travel voucher submissions.

This chart provides an overview of the PCS voucher submission process.
T-PAX is the audit and calculator for PCS and must be used for PCS
payment. ETS is the authorization conduit for payment

Member/SPO
completesPCS in
TPAX

Current FY
PCS Payments

Email from TPAX
sent to member

Member completes
claimin ETS
- ES
following process
guide

Startauthorization
from open

Authorization ~———

identified in DA
order

Create trip less than
12 hoursand end

from same Place
i.e Topeka to Topeka

Under reimbursable
choosedropdown ——— amount $of TVS
TPAX PCS

Enter botiom

Create Voucher and Save and route

Submit s authorization

Upload completed
TVS and latest DA

orders (sig not
required) into ETS

tapprowd—.

Continued on next page
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Interim Processes for PCS Advances and Vouchers

Fiscal Year 2022 PCS Voucher Process, Continued

The PCS

This is how the PCS voucher process works using a combination of T-PAX,

voucher process  to calculate and audit claims/vouchers, and ETS, to payout claims/vouchers.

Stage

Description

1

PCS Claim entered in T-PAX. Use this line of accounting (LOA):
2/P/201/199/21/0/RA/78040/2104

Note: Guides for T-PAX PCS Claims are located online at:
https://www.dcms.uscg.mil/ppc/travel/quides/#ICG ETH 271

Reminder 1: T-PAX accounts were locked at the end of FY21.
Contact PPC Customer Care to regain access to T-PAX.
Reminder 2: The member’s ETS account must be enabled prior to
updating the orders in DA or the OA will not be created in ETS.
Also ensure the member’s major/minor customer reflects the
member’s current unit.

N

PCS claim is reviewed and approved by AO and PPC.

Traveler receives email from T-PAX stating a claim has been
processed (meaning the claim has been audited through PPC),
prints the Travel Voucher Summery (TVS) and latest PCS Orders
from DA (signatures not required, just to show the POET and Doc
ID) and uploads them into ETS as documentation.

NOTE: Check to ensure that a date displays on the TVS next to
“Paid” as shown in the example below. If the date next to Paid is
missing, the TVS has not been fully audited, and must be
completed prior to moving to next step.

Claim Number 1101203524

DHS USCG PPC TVL DEBT
444 SE QUINCY STREET
TCOPEER, EKS €66683-33503

[ Paid SHZSISSZG]

Continued on next page


https://www.dcms.uscg.mil/ppc/travel/guides/#ICG_ETH_271

Interim Processes for PCS Advances and Vouchers

Fiscal Year 2022 PCS Voucher Process, Continued

The PCS voucher process (continued)

Stage

Description

4

If the amount “Due Employee” on the Travel Voucher Summary
(TVS)is:
Less than $3,000 More than $3,000
Then move to step Then the Admin/SPO must
vom e mar L Lie: | update obligation in DA to
reflect the actual amount on
the TVS. Once obligation is
processed through DA/FSMS,
an auto-generated e-mail will
be sent to the traveler that an
amendment has been
processed on the open
obligation.
Reminder: The member’s ETS account must be enabled prior to
updating the orders in DA or the OA will not be created in ETS.
Also ensure the member’s major/minor customer reflects the
member’s current unit.

Log into ETS and start an authorization from the open
authorization identified on the DA Orders. If the OA doesn’t exist
in ETS and the amount due is less than $3,000, return to step 4 and
perform the “More than $3,000” action in DA to force the OA
creation in ETS.

Create a trip less than 12 hours to and from the same
place/location. i.e. “From Topeka, KS to Topeka KS”. Less than
12 hours will ensure there is no entitlements.

Under reimbursables, select “T-PAX PCS” from the dropdown
and enter the amount on the bottom of the TVS.

~

Save and route.

o

Once approved, create a voucher and route.

Once voucher is approved, allow at least 4 days before contacting
FINCEN if payment has not been received.




Interim Processes for PCS Advances and Vouchers

Fiscal Year 2021 and Prior PCS Voucher Process

Process

The process for entering “prior to” FY22 PCS claims is very similar to the
PCS advances process, however there are a few more steps.

Stage

Description

1

Member completes PCS claim in T-PAX and sends completed
claim to AO for review.

Reminder 1: T-PAX accounts were locked at the end of FY21.
Contact PPC Customer Care to regain access to T-PAX.

AO reviews and if accurate, approves the claim.

Claim is pushed to PPC for final paid date stamp.
The TVS needs to say PAID and have a paid date. See the example
below.

Claim Number 1101357157

DHS USCG PEC IVL DEFT
444 SE QUINCY STREET

IQPEER, K5 ©06B83-3503

L Paid 1/28/2022

In ETS - create an authorization from departure point to arrival point
(must be less than 12 hours to avoid overpayment as T-PAX has
already allotted and calculated full payment). Ensure no per diem is
paid.

Enter the exact amount that is on the T-PAX TVS in ETS under “’T-
PAX PCS’’ in the expenses section minus advances already received.
(Ensure ETS does not add lodging and meals to the already calculated
T-PAX entitlements). Ensure ALL advances are accounted for in the
“notes”, including DLA. Ensure any advances received are NOT
calculated as payments in ETS. See “ETS Voucher Process —
Received PCS Advances” (page 20 of this guide) for more
information.

Enter the appropriate accounting:

Project: UCGIOHOE21

Task: AFC21EX

Organization: 70098 COMMANDANT (CG-832)
Expenditure Type: 210023.TRVL_PCS EMPLOYEE

Continued on next page



Interim Processes for PCS Advances and Vouchers

Fiscal Year 2021 and Prior PCS Voucher Process, Continued

Process (continued)

Stage Description
7 Submit ETS authorization for approval. Funds approver should
obligate the funds.
8 Once authorization is approved, send voucher for approval.
9 If payment has not been received in 5-7 business days after

voucher completion and approval, contact FINCEN for payment
tracking.




Interim Processes for PCS Advances and Vouchers

PCS Advances Walkthrough

Introduction This section walks a user through the procedure for completing an advance
request in ETS. It was provided by YN2 Heather Everett, TRACEN

Petaluma.

Topic

See Page

Create Trip Authorization for Advances

11

Create Advances

17

Notes:

Member Travel: this is pulled from the funding tab in DA. In this tab per diem and malt are
combined for the member and the dependents. TLE and the $16.05 agency fee will all be entered
under this tab in DA.

DLA: DLA has its own accounting line and therefore is entered separately on the funding tab in
DA.

Messing:
Additional Authorized Expenses:

Member Travel $E000

for personal property =
Vi EVTC

e if authorized: ENTC

TAC Code for transportation and store

10



Interim Processes for PCS Advances and Vouchers

Create Trip Authorization for Advances

STEP1

Select “Create a Trip” from the OA dates that correspond to the trip

AtaGlance Trips  Local Travel  OpenAuthorization  Group Authorzation

STEP 2
Enter the respective travel type and purpose

Step 1: Basic Information
| J Hew  Aurharizacion Stans: New
Basic ind formation
PCS/STATION TO STATION -
Furposer [PCE ]
Travelers for this trip:**
Name Relationship
0 There are no exising dependenss. Ba 1o Manage Dependents 1o add dependens) for rravel
Save and Mext Step Save

Continued on next page
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Interim Processes for PCS Advances and Vouchers

Create Trip Authorization for Advances, Continued

STEP 3
Enter the departing unit and the reporting unit on the same day within 12 hours

Step 3 : Site Details

| Authorization Status:  New Authorization

sollapse or gxpand all sectlons
[5ite 1] Begin: Petsluma CG TNG CTR, CA, United States on 06-May-2022 to Petaluma, CA, United Stats

-~
Departing Date;® 06 Mary 2023 e

Departing Time:* Maorning - 08.00 AM ~
Ditparting From: Petaluma CG THG CTR, CA, Unitad States

Going To* Prlaluma_CA Uniled Stales

Arrival Date:s* 06-May-2022 .

Mode of Transportation:® | Commuorcial Pline

Reason For Stogpe* porary Duty

Add Site Add Break

[Site 2] End: Petaluma, CA, United States on 06-May-2022 to Petsluma CG TG CTR, CA, United States

FReturning Date:* D6 May- 2073 —

Returning From: etaluma. LA United States
Returning To:* Petaluma CC THG CTR, CA, Unhed States
Arrival Date:*

06-May-2022

Mode of Transporation:® | Camem

Arrival Time:™*

scial Plane

Save and Next Step Save

12

Continued on next page
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Create Trip Authorization for Advances, Continued

STEP 4
Click add new expense

Step 4 : Expenses o
n Sran

~

ed Sorl Des g

Dat T i A Modity Cop i

- =d s ding _—

d Srar P
Remark reduced i)

ABdd Mew Cxpanse

Nead Step Bagk o Siep 3 e Doty

Continued on next page

13




Interim Processes for PCS Advances and Vouchers

Create Trip Authorization for Advances, Continued

STEP5

Enter the total amount obligated in the member travel and DLA minus 16.05

v | | SortA Add New Expense
Date of Expense:*
Expenser®
Amount*
Description:
Pay To*

Remark:

Site of Expense:

[06-May-2022 | .

[ TPax PCS v|
(advances] ]

4dd an Optiona! Remark

| Allow selection of site based on date v

Save and Close Exit Window

14

Continued on next page




Interim Processes for PCS Advances and Vouchers

Create Trip Authorization for Advances, Continued

STEP 6
The total amount should add up to the the member travel +DLA +$16.05

Step 4: Expenses o

| | Aurhorizarion Statues:  New Autharization
sucers:

in Peraluma O TNG CTR, CA, United States

Add New Expense

STEP 7
Enter the full obligated in the accounting tab. The amount allocated should
correspond with the funding tab in member’s orders.

Step 5: Accounting

Continued on next page
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Interim Processes for PCS Advances and Vouchers

Create Trip Authorization for Advances, Continued

STEP 8
Complete trip authorization

Accounting - Edit Detadls

16



Interim Processes for PCS Advances and Vouchers

Create Advances

STEP 1
Click “Show” on the appropriate authorization

AtaGlance Tips  Local Travel  OpenAuthorization  Group Awthorization

QA1417270

Aurh

..........

STEP 2
Click create travel advances

Trip Dashboard

| | Trip ID: 12068300

Amend Authorization

Vouchers

@) There are no vouchers associated with this trip.

Create Voucher

Create Travel Advance Add Outside Advance

Reservations

Continued on next page

17




Interim Processes for PCS Advances and Vouchers

Create Advances, Continued

STEP 3

Enter exact amount the member is to be authorized. This will be the 80% of the
total advance as listed on the orders. The system will automatically round up/down
to the nearest dollar.

asic information - o
@ asic information Step 1: Advance Basic Information o

nnnnnnnnnnnnnn

Extras

Save and Next Stop Save

STEP 4
Enter the appropriate advanced amount under both member travel and DLA
Account Code. If only DLA or per diem and malt are advanced enter the
appropriate amount in the respective accounting line.

*In this case the member is only advanced DLA

*For members requesting more than DLA you will have to enter the total
advance minus the DLA in the member travel line.

Step 2 : Advance Accounting «

| | Advance D: 2654300 Advence Sttus

d Travel Advance 26684300 for Trip 12068309 successtully updated.

$S000.00 ¥ 11789.00 | 100.00

select Account Codes

Continued on next page

18




Interim Processes for PCS Advances and Vouchers

Create Advances, Continued

STEP5
Send to approver

Step 3 : Advance Summary o

| dvence ID; 2654300 e 5
& Ax mi I
Basle Infarmation - Edit Details
ceount L
, ligsted B

19




Interim Processes for PCS Advances and Vouchers

ETS Voucher Process — Member Received PCS Advances

Introduction This scenario captures a member receiving PCS advances via ETS and the

advances were applied in TPAX which was reflected on the TPAX TVS.

Memb/Emp PCS Per Diem .......... 11175 || Review TVS (example to the left)
Memb/Emp Transportation ........ 412.00 and compare to ETS Voucher. The
DL ittt ittt st 1501.85 “l_ess Travel Advances” should be
I " cae -~ || what the member received for PCS
Total Entitlement .............. Z2 025.60
Less Partial Payments .......... 0.00 Advances. Remember, ETS rounds
———————— up so it will be the next whole
Total Charged to ARcct. Class 2025.60 dollar in ETS.
Lezss Travel AdvVANCES ... wwa.. 1178.73 . .
———————— When adding the expense in the
Total Amount Pavable ........... 846.87 voucher you will need to add the
Due Emp] " oac Ao || “Total Entitlement” + the
Due EMPloyVeEe . v v v e eeseeenenens 846.87 . 3 “
difference in the “Less Travel

Advances” and what was paid to
the member from ETS. In this case

Agency Billed: 16.05 |t was 0 27
Traveler: 2025.87 ' )
Unassigned: 0.00 .
Amount: 204192 Enter that number in the
o Frrer Ontions accounting and it should be 100%

Order :3 Sort Ascending

Date
06-May-2022

06-May-2022
06-May-2022
06-May-2022

Type
Lodging

Meals and Incidentals
TPAX PCS

Voucher Transaction Fee

Sort Descending

Amount

0.00
2025.87
16.05

of the “Percent Allocated”
Liquidation information should

Description

Lodging expense in Petaluma CG TNG CTR, CA, United States including
ledging taxes

MEIE expense in Petaluma CG TNG CTR, CA, United States
REMAINING PCS TVL

Voucher Transaction Fee

20

Liquidation Information

Advance Amount Outstanding: 1172.00
Pay to Traveler Expenses:
Advance Amount to Liquidate: 117200
Net Due to Traveler:

Remaining Advance Amount:
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