How do I begin a new PCS VOUCHER?

Click the Create button and select “New Voucher”.

@ Last suc ful logon: 09/29/2022 09:46:59
My DGShbou rd g Q Last unsuc ul logon: 09/29f2022 09,05:04
Supplemental Voucher
TDY Vouchers
Dependent Voucher
Travel Order Start Date End Date Supplemental? Status

Travel Advance Request

On the User Type screen, please identify your type of travel, in this case PCS, and what type of traveler you are, i.e.
Active Duty, Active Guard Reserve, National Gua rd, Reserve, or Cadet. Next, from the drop down select which Finance

Office or Army Military Pay Office you are working with to in process, this helps to ensure your travel claim packet flows
to the correct team for review and approval.

If you are retiring or separating from service, please select one of the following selections under the “What DMPO are
you submitting from?”

If you are retiring, please select “l am retiring from service” to allow your claim to flow directly to DFAS for processing.

If you are separating, please select “I am separating from service” to allow your claim to flow directly to DFAS for
processing.

User Type Steplofi2~ ]
, 2]
What is your category of travel? @
PCS v

1ting and this is

inal PCS voucher you cre

“for type of user and then the service or

‘Ou are retinng or separ arng.

What type of user are you?

Active Duty v

What DMPO are you submitting from?

Fort Sill, OK v

Save & Continue

Click the Save & Continue button to move to the next step.



On the Initial Information screen, please provide information from your PCS travel orders. Question marks are available
and will provide visual aids on the requested information.

Travel Order Number is usually at the top of your PCS orders.

NOTE: Please input your original PCS travel order number, NOT your latest amendment number.

Travel Order Issue Date is usually at the top of your PCS orders.

Initial Information Stop 2 of 11 - ‘

Travel Order Number 9 '
Eratesr youir ericpiney PCS Qroter M

What is the issue date on the order?

rr1r1‘|,l"dd.n'l‘v"f‘r‘3" =

You will be paid by
Direct Deposit  w

AT R 2T s A RS S e T gy o i . i s
Allcrar 240 Lo 48 hours for the oha g Lo ragisler throughoul the systerm
b 7 e} *

Did you ship your household goods?

Are you claiming a Dislocation Allowance (oLA)?

NO A3



Are you claiming o Temporary Lodging Expense (TLE)?

S L8] v

Fou will neec the loliowing docuements o cormpilete e TLE portion of your

& Travel Orders and ol amendmeants

NS
e Statemant of Non-Availabiity for CORUS locations other thon on or

e Ay instalotions

hores TLE indorrmation

Marital Stoatus?

Single b

Did you perform temporary duty en route?

iie] v

Otrr the ilievercary, plecse anss Lo foclude all alficial st s of dreaved inociueting

terryorary ol s roule

Save & Continue

Select the appropriate answers to the questions on the page for the travel order that you input above.

Depending on your answers to the questions, additional questions may be displayed.

Click the Save & Continue button to move to the next step.



On the Advances screen, select the appropriate answers to the questions on the page for the travel order that you input
on the Initial Information screen.

Advances Step3ofllw 1

Did you receive any previous government payments, partial
payments, or advances for this travel order?

Mo bt

Daes not include Al withdrawals from your government travel charge card

Did you receive any payments from the Defense Travel System
(DTS) during this travel period?

[R[e) hd

Save & Continue

Depending on your answers to the questions, additional questions may be displayed.

Click the Save & Continue button to move to the next step.



On the Personal Information screen, please provide information about yourself. Your SSN is populated and masked
because you accessed with your CAC or myPay username and password/PIN.

Once input, your information will be archived in the system for future use. You are able to edit all fields, except SSN, as

needed.
Personal Information Step 4 of 12 -

First Name

Middle Initial (not required)
Last Name

Social Security Number

Grade/Rank

E-4 v

Current Street Address

Current Street Address 2 (not requirnd)

Current Zip Code/APO[FPO

USPS Zfo Codte Lookup

Installation/Base/City

Current State

New York w



Unit of assignment

» Phone Number
Prov ur prioary phone number, the one ot which we are most ikely to
» Email

| - . .
‘ yournamej@mail.mil

ur primary ernafl, the one you read most consistenthy

Do you have a Government Travel Charge Card?
Yes v

Ou canl request split cisburserments if you don't have o card
G

Save & Continue

I ———

Please ensure your email address is accurate and checked on a regular basis because you will receive notification from
SmartVoucher if your voucher is returned for correction. SmartVoucher notifications do NOT contain Pll so you may use

your personal email address.

If you have a Government Travel Charge Card and select Yes, the tool will help compile your split disbursement amount.

If you wish to receive text notifications on the status of your claim (and future claims) as they make their way through
the computation and payment process, please visit myPay (https://mypay.dfas.mil/#/) to add your cell phone number to
your myPay profile and “Opt In” to receive text message notifications.

Click the Save & Continue button to move to the next step.



Please provide information about your dependents (if any) on the next step. If you do not have any dependents or they
are not relocating with you to your new duty station, please select No.

Dependent Information

Flease provide depandent information. Separote vouchers are nesded for any dependsnt that trovelsd
Loffrom a separate location or during o dilferent timeliame. You may use lhe ‘Create Dependent Voucher
leaturs found on the Menu scresn Lo begin o dependent Lravel claim.

Are your dependents relocating?

NG v

{ Save &Continue  p

If you have dependents and they are relocating with you to your new duty station, please select Yes.

Dependents Step 50f 12 -

A separate "Dependent Voucher” is needed for any dependent thot traveled toffrom o separate location or
during a different timeframe. To ereate one, select "Dependent Voucher from the “Create New” dropdown on
the My Vouchers page.

Are you claiming dependents on this voucher?
Yes ~

The address of a dependernt should be their address at the fime you received
vour arders

For PCS travel to/from a CONUS location, dependents miust be authiorized on
your ordes

°5 travel toffrorm a OCONUS location dependents must be Commuond
o

‘* My dependents left the previous duty station with me and
arrived at my new duty station on the same day

Select sven il your dopendetils travelsd in o soprale veliclo

- My dependents traveled at a separate time or from a
different location than me

My dependents traveled to a designated location
autheorized on my PCS orders




Choose the first option if your dependents traveled with you, at the same time and to/from the same locations, this
option will check the Member/Employee AND Dependent(s) boxes on the 1351-2 block 5 will be checked.

Choose the second option if your dependents traveled separately from you, at a different time or from a different
location, this option will ONLY check the Dependent(s) box on the 1351-2 block 5 will be checked, you are creating a
dependent claim and will need to create your PCS claim separately where you will not claim dependents.

Choose the third option if your dependents traveled separately from you to a different location, this option will ONLY
check the Dependent(s) box on the 1351-2 block 5 will be checked, you are creating a dependent claim and will need to
create your PCS claim separately where you will not claim dependents.

SmartVoucher will allow up to sixteen dependents to be added. Enter information about each individual, click Save
button and repeat (Click Add a Dependent button) until all have been entered and saved.

First Name Ml Last Name Address Date of Birth{Marriage Traveled

Currently, you hove not enterad any dependents far this travel voucher

e A —— ..
Add o Dependent )

Previous

_ Save & Continue

If Spouse is selected, Date of Marriage is required. If Dependent is selected, Date of Birth is required. Be sure to SAVE!
Dependent address information must be the address upon receipt of orders, which is typically at your old duty station.

Be sure the checkbox is checked for the dependents that should be included on the travel claim you are building. You do
NOT need to delete your dependents who did not travel with you, simply uncheck the checkbox under Traveled.

Once input, your dependents’ information will be archived in the system for future use. You are able to edit all fields as
needed. SmartVoucher allows for sixteen dependents to be added.

Click the Save & Continue button to move to the next step.



If you selected “Yes” to the question “Are you claiming a Temporary Lodging Expense (TLE)?” the TLE will be available to
you.

Temporary Lodging Expenses @ Step 6 of 12~

U

Eligibility Locations Daily Expenses Persons Claimed Cerlification

Within the TLE screens, there are five areas, Eligibility, Locations, Daily Expenses, Persons Claimed, and Certification.
Each area will guide you with questions.

TLE Eligibility

SmartVoucher will prompt you with questions to determine your eligibility for TLE. Answer the questions as they pertain
to your specific situation.

Were you assigned to Unaccompanied Personnel Housing (government
quarters) at your old duty station?

Qoes not inciude g

) Yes ® No

Were you ussigned to Unaccompanied Personnel Housing (government
quarters) at your new duty station?

Does not include pri

' Yes ® No

Did you performa Personally Procured Move (PPM)?

PPM was formerly called DITY
®ves ONo

On what day were your HHGs picked up (or will your HHGs be picked up) from
your old duty location?

09/05/2022 &

On what day were your HHGs delivered (or will your HHGs be delivered) to your
new duty location?

10/24/2022 ]

' Save & Continue

Depending on your answers to the questions, additional questions may be displayed.

Click the Save & Continue button to move to the next step.



TLE Locations
Next you will be required to input information about your TLE locations.

Please note: If your TLE location is other than an Army CONUS Installation that has converted to privatized lodging,
government quarters must be used, if available, before commercial lodging.

Temporary Lodging Expense (TLE) reimbursement is limited to 14 days for CONUS/OCONUS to CONUS PCS and 7 days for
CONUS to OCONUS PCS.

Temporary Lodging incurred OCONUS is considered Temporary Lodging Allowance (TLA) and is NOT a Travel Pay

entitlement and cannot be claimed in SmartVoucher. TLA is a Military Pay entitlement and must be filed/claimed with
your Finance Office.

Temporary Lodging Expenses ©

Eligibility Locations Daily Expenses Persons Claimed Certification
TLE Locations

Wit location

City State Zip Code Arrival Date Departure Date
Currently, you have not enterad any location lor this trave! vousher,
e R
‘ Addalocation )
e —— .

Save & Continue

Click Add a Location button and enter information about your first TLE location. You may add additional locations as
needed.

If you made an error and do not have TLE expenses to claim, proceed back to Initial step and change your response to the
“Are you claiming a Temporary Lodging Expense (TLE)?” to “no”,

PLEASE NOTE: Lodging expenses incurred while traveling enroute to your new duty station are not considered TLE and
should not be included here.

Be sure to read and respond to all questions.

If you are claiming meals only for a date, date range, or location, select “No” to the question “Did you incur daily lodging
expenses at this location?”



Add/Edit Location(s) x

Is yaur location at or near an Army CONUS Installation?

® Yes ) No

Did you stay in off-post lodging?

) Yes ® No

What day did you arrive/check-in at the location?

typicaily paid as a travel per diem doy end doos not

mm/ dd  yyyy &

Location Address

ILE is limited (o thae 48 contiguous states

Zip code

USPS Zip Code tookup

City

State

Chioose one ~

What day did you depart/check-out at the location?

mm/dd yyyy &

Did you incur daily lodging expenses at the location?

O Yes @ No

=]

Click Save button to save this location.

Click Add a Location button and enter information about another TLE location. You may add additional locations as
needed.

Click the Save & Continue button to move to the next step.



TLE Expenses

Next you will be required to input information about your TLE expenses.

PLEASE BE SURE TO INCLUDE TAXES AND FEES IN YOUR DAILY TLE LODGING EXPENSE. Do NOT input an average,
please input the actual daily lodging expense including taxes and fees.

Also, annotate if your lodging expenses were charged on your Government Travel Charge Card, SmartVoucher will add
up your expenses for your split disbursement.

Temporary Lodging Expenses @ | sepsotn- |
Eligibility Locations Dally Expenses Persons Claimed Cerlification
Daily Expenses
City Zip Code Arrival Date Departure Date
Fort Lee, VA 23801 ug/os/2022 n9/fo9f2022
Date Lodging EXpense asmwunt cisinme shuulet i kg rates unied s

0u/05/{2022
| :
Charges to Government Travel Charge Card?

DYfuB 2022
fos/ Amount: 0
Charges to Government Travel Charge Card? ® ves (0 No
vy forf2022
. Amount. 0
Charges to Government Travel Charge Card? ®yYes () No
Dyfosf2o22

Amount: 0

Charges to Government Travel Charge Card? ®ves (' No

Save & Continue

Click the Save & Continue button to move to the next step.



TLE Persons Claimed

If your dependents traveled with you or you are creating a dependent travel claim, your dependents’ information was
added on the Dependent screen.

Check the boxes next to the persons you are claiming for each date and location listed.

Temporary Lodging Expenses @

Eligibility Locations Daily Expenses Persons Claimed Cerlification
Persons Claimed

City Zip Code Arrival Date Departure Date

Fort Loe, VA 23801 oafusf2022 osfoafzoz2

Date Persons Claimed

oafusf2002 7 Salf

Dafasf2002 “ Self

nafozfaozz ] Self

oafos/z022 1 Self

{ Save & Continue

Click the Save & Continue button to move to the next step.

TLE Certification

Read the TLE Certification Statement and if you concur, click the checkbox and click the Sign button. Doing this adds your
electronic signature to your TLE Form.

Temporary Lodging Expenses @

o 2] ® 4] o

Eligibility Locations Daily Expenses Persons Claimed Certification

I cartily that | have incurred temporary lodging
axpenses on the inclusive dates, and further
cartify that government quartars were |not|
available for use us termporary lodging.

{ Save & Continue

e—

Click the Save & Continue button to move to the next step.



Please review the itinerary instructions before entering your itinerary. Once you have reviewed the instructions, click
the checkbox at the bottom of the page.

Instructions - Itinerary Information

Instructions

I Begin your travel Itinerary with the date that you afficially began traveling, as well as from the
location (Instollation, Baose, City) that you officially started from under the applicable trave|
order.

Note: Under normal circumstances, when completing a PCS move the departing location for the
itinerary should be the location (rnstcxllqnor*.fﬁcseiCity} of your OLD Permanent Duty station,

[

. List ALL locations where authorized travel was performed and any ovarnight stops.

Note: Any deviations from your travel arders such as non “government travel, return trips home
while in a travel claim status of any Leave taken should also be reflected in your Itinerary.

3. Itis only necessary to claim the number of miles for terminal milzage, which is tronspartation
to/from a terminal. All other mileage determinations will be based on mode of travel,
owneroperatar status and coleulated by the Defense Table of Official Distances (DTOD). In
order to claim termingl milegge, the location that You drove to;"fr{}m the terminal must be
included in your itinerary.

Example: A troveler's orders directs him/her to travel to Fort Bliss. The traveler is flying to Fort
Bliss. The individual is leaving frorm home, driving to the airport, and then flying to their TDY
location. In the itinerary the traveler must show the method of travel to the girport, and include
the stop at the airport as awaiting transportation, in order to claim mileage to the airport,

Note: Failure to input @ complete and accurate itinerary may require deletion or editing of travel
legs. Cormmon errors result fram:

@ Missing a stop (forgot to include o leg of the travel)
g P g g

o Incorrect arrival or depart dates

@I have read the instructions for the Itinerary, and | understand that to receive Qccurate and
timely payments of all travel entitlerments, the Itinerary must be complete and exact.

Select Add Itinerary Information to begin your itinerary.

Itinerary Information

@ Instructions

Departure Departure Arrival Arrival Travel Reason for POC

3 Lodgin:
Date City Date City Mode Stop Miles ging

Cufrantly, you have nat anterac any staps for this travel vouchar,

e s



Your answers to these questions will cause additional questions to be displayed, prompt you for supporting documents,
and will help to populate your travel claim.

Click Save & Continue button to enter Next Stop Information.

o 2

Departure Next Stop

On what day did your travel begin?

mm/dd/yyyy i

Enter the date of departure on your leove form

From what country did you depart?

Choose one.. v

From what installationfbase/city did you depart?

By what mode of transportation did you travel?

(

Save & Continue to Next Stop Information

e e e

- —©

Departure Next Stop

On what date did you arrive at destination?

mmddfyyyy i

in what country was the terminal?

Choose one.. v

In what city did you arrive?




What was your reason for stopping at destination?
Choose one... v

Reasons for Stopping Defined

Authorized Delay (AL} — A Ruariod of tune thot ameamber is authorized by
reguiations. to deloy w

i en rowte (o the P FpraQint

Autheyizod Roturny ('xln‘:') Ahonzad o] homeg putiodicolly on veekands o
RON-workdays white at the FCS

aitingr transportation (A1) — Necassar ¥ delay while o w.un'f:ny fuirttiee
Lansportation after trove! status has begun

Hosprtal Admittance (HA) — Adnuttance to @ madical tacitity foy pxcrtiont
lreatment

MHosoit

al Discharge (M) Lischarge from o medical facant ¥
freatment

tar insationt

tetve envoute (LV) — Awtho 3 o trave! to leay

oint (ne par divm

Quthorizod wiite ot loave site) then o1 Lo the BCS pomt

L)

an Complate (MG) — ¢

ity station Home of recore

TEHation of PCS upon arrival to e
F home of =

O

cliort or o

netod duty station

Temporary Duty (10} — Officier duty while ot the termporar VoLl site

Voluntary Roturn (vk) Unauthorized trave! home Penochcally on weskends

o nen-workdays, for porsonal convertionce. whilg ar tha P 5 paung

Did you drop oft/store or pick up a automobile at this lecation?

D

Save & Complete

s It

Click Save & Complete button to complete that leg of your itinerary,

Click Add Itinerary Information button to enter the next leg of your itinerary,

Itinerary Information

@ Instructions

Reasol
Departure Departure Arrival Arrival Travel '::’5 s POC Lodging
Date City Date City Mode Stop Miles
08/12{2022  rortiee, 00/12/2022  Richmend,  pa AT 2% 000  Edit  Delete

VA USA VA USA

Add Itinerary Infarmation )

BRLs  aaue




SmartVoucher will prompt you for additional legs to your itinerary until your reason for stopping is Mission Complete.

Itinerary Information

Depaorture
Date

on/12{2022

opfizfaoez

0g/12/2022

Doparture
City

Fort Lee,
WA USA

Hichmond,
WA USA

Oklahoma
City, OK

usa

Avival Arrival

Date City

09/12/2022  Richmond,
VA LIS

oafj 202z

09/12/2022

Tort Sifl,
OK USA

Previous

Step7of 12~

Reason
Travel "
for 7 Lodging
Mode Miles
Stop
I 1 2% 000
cr 1 [EXif]
o o 000

Save & Continue

Click the Save & Continue button to move to the next step.

Edit

taht

kd

T

Dalate



If you are claiming Reimbursable expenses, select Add an Expense button on the Reimbursable Expenses screen.
If you are not claiming Reimbursable expenses, select Save & Continue button on the Reimbursable Expenses screen.

There may be Generated Expenses listed based upon your itinerary input.

Reimbursable Expenses Step 8 of 12+

Gov't
Expense Date Expense Type Mileage Amount Toum Recel.pt
Charge Required
Card
osfolf2022 o Air lickat - §1,000.00 Yas Yes Generatad
osfonf2022 Paid by
traveler
Taxi - larmina $4L0.00 No MNa Generated
Total: $1,050.00 $1,000.00

*  Claim all expenses related to authorized travel that are not directly reimoursed by

your per cdiem or meals and incicdental expenses

& YOumust submit an itemizedd recaipt for sach ledging expenaes, regarcliess of thae
amaunt, and any indedual expenditure of $ /5 ar more

®  Torreimbursable expensas incurred in a tareign country, claim the expense in the

local currenay and in the US dollars

Previous Save & Continue

Click the Save & Continue button to move to the next step.




If you clicked Add an Expense, your answers to these questions may trigger additional questions to be answered, prompt
you for supporting documents, and will help to populate your travel claim. Be sure to SAVE!

Your selection to the Government Travel Charge Card question, will help compile your split disbursement amount.

Add/Edit an Expense x

Was this a One-Time expense or Daily expense incurred during
a specific time period?

® one-rime C Daily

Expense Date

i dd ey Ty
Expense Type
Choosc cne., v

Did you charge this expense to your Government Travel Charge
Card? -

L Yes @ No

Continue to Add Reimbursable Expenses until complete and then click Save & Continue button to move to the next step.




On the Miscellaneous Information screen, you may upload supporting documents/voucher attachments, provide details
on unused transportation tickets, and add any additional explanations and/or remarks as needed.

Miscellaneous Information [ Step-G-okiam— J
Voucher Attachments
Document Name

» Add a Docurment

» Do you have unused tickets from this trip?

No v
I yes', turn your tickats into the fransportation Offfice or Cormmercicl Trovel
Offtce

Enter any general remarks you may have regarding this voucher

5

Remaining Characters: BOO

b Save & Continue

Click the Save & Continue button to move to the next step.




If you receive an error message while you are attempting to upload your supporting documents, there may be a
problem with the file that you are attempting to upload.

If your file contains any "active" digital signatures (signature box and "Click to Sign" arrow are visible), you must "flatten"
the file prior to upload.
1. Open PDF file
Select Print from the File menu
Select Microsoft Print to PDF from the Printer dropdown list
Click on the Print button
Save file where it can be retrieved to upload into SmartVoucher

R G B

This prints and scans the PDF to "flatten" the digital signatures, signature blocks may still be visible however the
signatures will not be able to be manipulated.

On the Split Disbursement screen, if you selected that you have a Government Travel Charge Card, you will complete
your Split Disbursement. SmartVoucher will provide the total amount you entered and you may edit the amount as
needed for card charges associated with your PCS.

Split Disbursements Step 10 of 12~

Spfit chisturs

Gowvermameant Travel Charge O

pou inaicated Ehal you atd any expense with yvour GIeC it is noted balow:,

0BG or wisil vour Oniing

You indicated that you charged this amount to your GTCC:

» % 1500.00 Resat Armourt

You can change the omownt dispiayed here

i you mode choiges 1O your expense o |

mertl rmount before subimitting this vouct

Expenses you did not charge to your GTCC:

§ 5000

Previous Save & Continue

Once confirmed, click the Save & Continue button to move to the next step.



On the Summary/Preview screen, you are encouraged to review all of your input and edit as needed.

Summary/Preview [ steprioria- N

Pledise review and elick adit to make necessary changes.

Voucher Type

Travel Category

PCS

User Type

Active Duty

DMPO

Fort Sill, OK

Initial Information

Travel Order Number

LISATESTPCS

Reimbursement Type

Direct Deposit

Advances

Mo Advances infermation is available,



Personal Information

MName

Lisa & DFAS

GradefRank

E-4

Unit of Assignment

Ft Bragg

Current Address

1234 My Strest
Holland Patent, NY 13354
USA

Contact Information

noemailgrmail.mil
3158675309

Government Travel Charge Card

Yes

Dependents Information

e Relationship to Date of o -
You girth[Marriage bk e
jilligary DEPEMDENT 05292022 123 hagin St Fort Brogg M,
coopser 28310 USA
jilliqury LEPEMDENT a2 2002 123 hamin St 1 art Bragg N,

CODREr EHID Uk

Traveled?

M

Mg



Itinerary Information

Owmer |
Miles Operator

Departure  Departure  Aprivol Artival Mode Recuonm

3 of for
Date Cit Daty i
¥ e ey Travel Stop

09/12/2022  fort Les, 09fi2faa2z Richmond,  pa AT 2¢

= Yes
WA LS VA LISA
0812/ 2022 Richrond, osfiafannn Oklahoma cr AT No
WA LISA City, OK
UsA
09/12/2022  okighama 08f12/2002 ot siy (11 A 0 Mo
City, 0K OK USA
usa

Reimbursable Expenses

Expense Date Nature of Expense Milsage Amount
08/0/2022 to o8/ fa002 Alr Tickat - Paid by travelar -2 FL,000.00
09/12/2022 to 08f 122022 Toxi = lermingl -3 $H0.00

Miscellaneous Information

Unused Tickets

General Remarks

Save & Continue

Once you have completed your review, click the Save & Continue button to move to the next step.



On the Submit Voucher screen, you are provided a list of supporting documents that must accompany your travel
voucher. If you need to upload additional supporting documents, proceed back to the Miscellaneous Information screen

and proceed to upload.

NOTE: PLEASE UPLOAD YOUR COMPLETE SET OF ORDERS AND ANY AMENDMENTS ALONG WITH SUPPORTING
DOCUMENTS LISTED OR YOUR CLAIM MAY BE RETURNED WITHOUT PAYMENT. IN ADDITION, PLEASE UPLOAD YOUR
COMPLETED DA 31 FORM FOR IN PROCESSING.

Submit Voucher Step 12 of 12+

List of Required Attachments

Based on the information your provided, the following documonts must
be scanned and added os attachments to your submitted vouchor

1. Travel Ordor LISATESTPCS

in addition to this travel order, ploase ensure you include all
corresponding amendod ordors.

2. List the Reguired Rocoipts

ta

Requircd Reccipt

Air Ticket - Paid by trovelor -2 Amount; $1.000.00
4. Zero bolonce lodging receipts

2022 0905 : Lodging Expenso : Fort Lop

- Zero bolonce lodging recoipts

n

202208 05 : Lodging txponse Fort Loc

]

6. Zoro balance lodging rocoipts
2022089 07 : Ladging Expense : Fort Loo
7. Zero bolonce lodging recoipts

2022 08 03 . lodging Lxpense - Fort oo



When scanning a document, make sure the:

+ Document is smocth and flat
* Scannors glass is clean
« Scanncris set to 300 dpi or "fine”

» Scannocr is set to "black and white” not "groyscale’

Additional Information

Before submitting your voucher, make sure that ony changes made
throughout this process are reflected in it

To wicw or edit an existing voucher, go to the My Youchers poge and
click"view/Print’ or "Edit’ to the right of the voucher

To creote a now vouchor, go to the My Vouchers page and select ‘New
Voucher” from the "Create” dropdown in the upper right

lo ereate o supplemental voucher, go to the My Vouchers page and
select "Supplemental Youcher” from the "Croate” dropdown in the uppor
right

View/Print Voucher

Sign and Submit Voucher

By clicking "Submit Voucher below you are legally
submitting a signed travel voucher for routing and approval.

e

Submit Voucher

Previous

Once you have uploaded all of your supporting documents you may select View/Print Travel Voucher to see your
completed forms and attachments prior to submitting your claim. Once you are satisfied with your claim and

attachments, click the Sign checkbox, and click the Submit Voucher button. This will send your claim packet to the AMPO
reviewer for review and approval.



Need help?

1. Contact your servicing Army Military Pay Office (AMPO), or

2. Contact our Customer Care Center at 1-888-DFAS411 or 1-888-332-7411, Monday — Friday between the hours of
0800-1700 Eastern Time, or

3. Visit our website at https://www.dfas.mil/MilitaryMembers/travelpay/armypcs/Army-PCS-2, or

4. Submit your question via AskDFAS at https://corpwebl.dfas.mil/askDFAS/custMain.action?mid=6.

*** Please call the Fort Hood Army Military Pay Office
(AMPO) at 254-287-9207, if assistance is required. ***











