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Smart Voucher Instructions
 Log in

• Use CAC to log into laptop using your name

• Go to mypay.dfas.mil/homepage – do not log in
 Information needed: 

• PCS Orders
• Leave Form
• Receipts for anything over $75.00

– Hotels
– Air Fare
– Excess Baggage

 New unit of assignment
 Date of Birth of Children
 Date of Marriage
 If dependents traveled separately, you will need two 

different vouchers
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Smart Voucher Instructions

 Once on the myPay homepage, do not log in

 Select “Quick Links” 

3



UNCLASSIFIED

UNCLASSIFIEDUNCLASSIFIED

Smart Voucher Instructions

 Under DFAS Resources, second from the bottom on the list, select 
“Smart Voucher- Complete a DD Form 1351-2”
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Smart Voucher Instructions

 Log in with your credentials

 Click “I Agree” twice

 Click “Login with CAC”
• Make sure it is NOT your email certificate
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Smart Voucher Homepage
 Can view old voucher and 

create new vouchers
 Move through the voucher 

using the menu on the top 
right of the page

 Click on “Create New 
Voucher” 

 Click on “Create Dependent 
Voucher” if your 
dependents traveled 
separately
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 Category of travel will be 
“PCS”

 Type of user is “Active 
Duty” 

 Select “Fort Gregg-
Adams” as your AMPO

 Select “Continue”

NOTE: Ensure you select Fort Huachuca as your AMPO
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 Travel Order # - found on 
page 2 of IPPS-A orders 
under “SDN: 
XXXXXXXXXXXXX (the last 5 
of this line will be the order #)

 Issue date of orders is found 
in the top right corner

 Direct Deposit will stay as is
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 Were your household goods 
shipped?
 If you performed a 

PPM/DITY, select YES

 You can claim DLA if your dependents 
traveled with you and are here now OR
if you are a single E6 and above OR
traveling from an unaccompanied PCS 
and your family is here

 NOTE: If you received a DLA advanced 
payment, you MUST select YES for 
DLA

 Are you claiming TLE? 
• If you are sill in the hotel you will 

claim TLE when you check out; this 
will be as a supplemental if you are 
not claiming at time of creating PCS 
voucher
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 Are you married?

 Is your spouse active duty 
military? 

• You will need your spouse’s 
information

• Detailed instructions are on 
next slide

 Did you go TDY enroute?
 Did you go to a school on 

your way here?  

 Select “Save&Continue” 
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 If your spouse is active duty 
military, select “Dual Military”

 Fill in using your spouse’s 
information: 

• Social Security Number
• First name
• Middle initial
• Last name
• Branch of service
• Current duty station
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 If you have a GTCC and did not 
request ANY travel/DITY/DLA 
advance, you will answer “No” to both 
questions

 You will answer “Yes” only if you took a 
travel/DITY/DLA advance to the top 
part

• Does not include a Pay Advance 
or a DITY Move Advance

• If “YES”, you will need the 
voucher number and amount

• Write “UNKNOWN” to both if 
you do not know either voucher 
and/or amount
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 Use your 
personal 
information
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 Use current address 
if you have one or 
any good mailing 
address
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 Unit of Assignment

• New unit you are going to include company 
and unit

• Make sure to include: “Fort Huachuca, AZ”

 Provide a good phone 
number

 Email address can be military 
or civilian

• Use an email that you 
use often

 Do you have a GTCC? –
“Yes” or “No”
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 If your depends traveled 
with you and they are here, 
select “Yes” for claiming 
dependents

 If your dependents traveled 
separately or are arriving 
at a later date, this voucher 
will be for your travel only. 
Another voucher for your 
dependents will be 
completed upon their arrival

 Separate voucher are 
needed for any dependent 
that traveled to/from a 
separate location or during 
a different timeframe. You 
may use the “create 
Dependent Voucher” 
feature found on the Menu 
screen to begin a 
dependent travel claim
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Each dependent who 
traveled with you will 
have its own entry

Click “Add Dependent”  
if you have more to add

Address will 
automatically populate 
once you have done it 
for the 1st dependent

 If you are claiming a 
secondary dependent, 
the approval memo 
from DFAS is required
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 Dependent Street, City, State, 
Country and Zip Code is your OLD
address (address at last duty station) 
OR your dependent’s address when 
you received your orders

 Don’t forget to mark off “Yes” if your 
dependent completed travel

 Click “Save”
 It will ask you again to confirm 

that dependents travelled on 
those specific orders
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 Temporary Lodging Expenses
 Only for hotels within 75 miles 

of departing location and/or 
arrival location

 21 days max for 
reimbursement

 Must have zero balance hotel 
receipts

 If stayed with family, can only 
claims meals 

 If you did a DITY or partial 
DITY, this will be a YES

 If future date cannot be used, 
use current and make 
annotations on REMARKS 
section

 Save & Continue
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 Add location and Save & 
Continue
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 Date of check in at hotel or with family & 
friends

 Complete the zip code, it will automatically 
fill in the city and state

 Date of Departure from hotel or family & 
friends

 If you paid for a hotel, then this 
will be “YES”

 If stayed with family/friends, this 
will be a “NO”

 Save when done
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 Verify information and choose 
“Add a Location” for additional 
hotels or “Save & Continue”



UNCLASSIFIED

UNCLASSIFIED

Smart Voucher Instructions

23

 Verify dates on top for the TLE days you are 
claiming

 Daily Lodging Costs:
 Daily rate plus taxes
 Pet fees = NOT reimbursable expense

 Answer question under each daily amount: 
was this amount charge to GTC?
 Selecting YES will create a split 

disbursement selection

 Save & Continue
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 Verify dates on top for the TLE 
days you are claiming

 Check persons you are claiming 
TLE for during dates at the top
 Select for each day

 Save & Continue



UNCLASSIFIED

UNCLASSIFIED

Smart Voucher Instructions

25

 Read the excerpt

 Click on box and Sign

 Save & Continue
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 This is how you get 
reimbursed for your 
travels

 We need to know every 
time you changed 
modes of transportation

• i.e. Cab to the airport 
then got on a plane

 You will need your leave 
form for the dates that 
you signed in and out 
(blocks 14 & 16)

 Select the box in the 
bottom left

 Select “Add” on the next 
screen
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 Travel began on/after the day that you signed 
out on leave

 Use last duty location zip code
 State/AP/FPO of last duty location

• If coming from Korea, select A/FPO FL
• If coming from other overseas location, 

select A/FPO NY
 Include zip code and country

 If CONUS and drove, itinerary WILL be from 
duty location to duty location

• If you drove, annotate how many 
vehicles

• If coming from AK, please annotate first 
stateside entrance

 Traveling from Overseas, your itinerary needs to 
reflect as follows:

• Depart duty location, to 1st airport you flew 
out of, to 1st stateside airport and how you 
made your way to Ft Huachuca, AZ
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 If you drove from your last 
duty location to Fort 
Huachuca, this is what your 
Next Stop should look like

• Arrival Date is the day 
you physically arrived to 
Ft Huachuca, AZ 

• Arrival city: is always 
“Fort Huachuca, AZ” 
(duty location)

• Reason for stopping:
“Mission Complete”

• Did you drop off, pick up 
or store a vehicle is for 
VPC pick up or drop off
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 Reimbursable expenses 
include: 

• Tolls
• Airfare
• Excess Baggage
• Authorized Delay at Airport
• Taxi Cabs

 If you have a reimbursable 
expense, select “Add” 
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 Select “One Time Expense” 
or “Daily Expense” 

 Select date of expense
 Select type of expense
 Insert the amount

• Remember, a receipt is 
needed for anything over 
$75

 Select “No” or “Yes” if it 
was charged to your GTCC

 Click “Save” 
 If you have other 

Reimbursable Expenses, 
select “Add” 

 If no others, select “Next” 
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 Upload documents in this 
section 
 i.e. orders
 IPPS-A leave(s)
 Zero-balance hotel 

receipts
 Official airfare receipts
 G1 BAH waiver (if 

applicable)
 SILO – statements in lieu 

of
 Receipts for Pet 

reimbursements

 Specify if you have any 
unused plane tickets; this may 
be left blank

 Specify any general remarks to 
include DITY moves
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 Split disbursement is 
used if you have a 
GTCC and used it

 You can opt to have a 
specified amount go 
straight to your GTCC

 You’ll have time to call 
Citi Bank to find out 
your balance

 Select “Next” 

 Keep in mind, you are responsible for your 
GTCC

 Local finance does NOT track payments directly 
from DFAS-Rome to Citi
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 Verify all of your information then select “Save & Continue”
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 Verify all of your information then select “Save & Continue”
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Review these 
comments. If you 
need any 
supporting 
documents, Smart 
Voucher will let you 
know what is 
needed

Click on “View 
Travel Voucher” to 
preview what your 
Smart Voucher 
looks like
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 This is your Smart 
Voucher generated 
travel voucher in PDF 
format

 From here, we will 
collect all your 
supporting documents 
(DA 31, orders and all 
amendments, plus any 
receipts)

 We will send your 
travel voucher up to 
DFAS so that you will 
be reimbursed for your 
travel expenses

 Make sure to check 
your email or texts for 
updates!
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 A technician will review 
your voucher prior to 
signing and submitting

 Check the “Sign” box

 Click “Submit Travel 
Voucher” 

 This does not submit 
your travel voucher to 
DFAS. A tech at the 
finance office will review 
for accuracy and submit 
to DFAS-Rome.
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Welcome to Fort Huachuca!
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