apleting PCS Travel Voucher via Smart

e 8899 E 56th Street
As of 231106 B Indianapolis, Indiana 46249
e www.usafmcom.army.mil
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Smart Voucher Instructions

UL v Login
« Use CAC to log into laptop using your name
 Go to mypay.dfas.mil/homepage — do not |Og N

v' Information needed:
« PCS Orders
 Leave Form
 Receipts for anything over $75.00

— Hotels
— Air Fare
— Excess Baggage

v' New unit of assignment
v' Date of Birth of Children

v Date of Marriage

v' If dependents traveled separately, you will need two
different vouchers
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Smart Voucher Instructions

v" Once on the myPay homepage, do not log in
v' Select “Quick Links”

s

ACCESSBLITY/SECTION 508 SecURmY  FAQ  QuickLinws  ConTacT Us STAY CONNECTED WITHDFAS  » f
Sign In
-

ﬁon;ot your Login ID?
Forgot or Need a Password?

Simpler | Streamlined | Mobile-Friendly - Smart Card ogin

DoD CAC | PIV

INEIE: )

(Insert Card First)
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Smart Voucher Instructions

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

DFAS Resources

» Affordable Care Act
» AsSkDFAS Tax Statement Reissue Requests
 DFAS - Home

» How to read a DoD Civilian LES
» How to read a DoDEA LES

« Pay Inquiries: Army (Active/Reserve/Guard) MNavy (Active/Reserve) Air Force

Active/Reserve/Guard)
« SmartVoucher - Complete a DD 1351-
» Travel Voucher Checklist
» How to request Air Force/Army/Navy LES older than 13 months

 How to request Marine LES older than 13 months

N
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Smart Voucher Instructions

(usamr) A Log in with your credentials
v' Click “I Agree” twice

v Click “Login with CAC”
« Make sure it is NOT your email certificate

Welcome to Travel Pay Service's SmartVoucher

Login with myPay Credentials Login with DoD CAC
LoginID @“ﬁ;; only -~y /
Passwor d =
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Smart Voucher Instructions

Smart Voucher Homepage

v' Can view old voucher and
create new vouchers

v" Move through the voucher
using the menu on the top
right of the page

v Click on “Create New
Voucher”

v' Click on “Create Dependent
Voucher” if your
dependents traveled
separately

v @
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Smart Voucher Instructions

User Type

v’ Category of travel will be
2] “PCS”

What is your category of travel?

v

v Type of user is “Active

Duty”
What type of user are you? \/ SeIeCt “For't Gregg-
Active Duty v Adams” as your AMPO

What DMPO are you submitting from?

v' Select “Continue”

v @
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Smart Voucher Instructions

Initial Information | Step2ofn- !
v' Travel Order # - found on
Travel Order Number 9 page 2 Of IPPS'A OrderS
12345 under “SDN:
Please enter the Travel Order Number (TONO), between 1 and 15 XXXXXXXXXXXXX (the last 5
of this line will be the order #)
v _Issue datelof orders is found
. In the top right corner
e v’ Direct Deposit will stay as is
7

You will be paid by

Direct Deposit v

v @
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Smart Voucher Instructions

Did you ship your household goods? v Were your household gOOdS
shipped?
v" If you performed a
PPM/DITY, select YES

Yes v

Are you claiming a Dislocation Allowance (DLA)? : \
v" You can claim DLA if your dependents

Yes v 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

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

DLA
Are you claiming a Temporary Lodging Expense (TLE)? \/ Are you Clalmlng TLE?
ves v « 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

v @
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Smart Voucher Instructions

Marital Status? v" Are you married?
i ol v’ |s your spouse active duty
military?
* You will need your spouse’s
information
» Detailed instructions are on
next slide

Did you perform temporary duty en route?

No v

v" Did you go TDY enroute?
v Did you go to a school on
your way here?

v' Select “Save&Continue”

\ Previous ‘ Save & Continue
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Smart Voucher Instructions

Marital Status?

ditary v v' If your spouse is active duty
military, select “Dual Military”
v" Fill in using your spouse’s
information:
« Social Security Number
« First name

Spouse’s SSN

Spouse’s First Name

Spouse’s Middle Initial x Middle initia|
« Last name
ARSI N * Branch of service

« Current duty station

Spouse’s Military Branch

Spouse’s Current Duty Station

v @
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Smart Voucher Instructions

Advances ep 3ol 1~ ]

v If you have a GTCC and did not
request ANY travel/DITY/DLA
advance, you will answer “No” to both
questions

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

v

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

« Does not include a Pay Advance
Did you receive any payments from the Defense Travel System or a DITY Move Advance
(DTS) during this travel period? - If “YES”, you will need the
v voucher number and amount
«  Write “UNKNOWN?” to both if
you do not know either voucher

|' ’ and/or amount
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Smart Voucher Instructions
(vs.ammy)

Personal Information | stepaotia~
First Nome / Use your
Freddrick persona|
Middle Initial (not required) i nfo r m ati O n
Last Name
Flintstone

Social Security Number

Grade/Rank

E=7 h ~
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Smart Voucher Instructions
(vs.ammy)

Current Country of Residence v’ Use current address
ush N : if you have one or
Current sreet Address any good mailing
4 Yankee Way address

Current Street Address 2 (not required)

Current Zip Code/APO/FPO

55811

Installation/Base/City

Duluth

Current State

Minnesota v
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Smart Voucher Instructions
(vs.ammy)

v' Unit of Assighment

Unit of azzignment

* New unit you are going to include company
and unit

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

Phone Number

v" Provide a good phone
number

Email

v' Email address can be military
or civilian

* Use an email that you
use often

Do you have o Government Travel Charge Card?

v Do you have a GTCC? —
llYesll Or IINOII

v
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Smart Voucher Instructions

Dependents | sepsorn- |
s neaded for any dependent that traveled to/from a separate
neframe. To create one, select ‘Dependent Voucher™ from the "Create
New” dropdown on the My Vouchers page.

Are you claiming dependents on this voucher?

v

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

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

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

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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Smart Voucher Instructions

_ v Each dependent who
traveled with you will
First Name have its own entry
v Click “Add Dependent”
If you have more to add
v  Address will

Add/Edit a Dependent

Middle Initial

automatically populate
once you have done it
for the 15t dependent
v If you are claiming a
secondary dependent,
the approval memo
from DFAS is required

Relationship to You

- . v




Smart Voucher Instructions

Dependent Residence at the Time You Received Your

Orders

Country

Street Address

Zip Code

city

State

e

Did the dependent complete travel?

~

UNCLASSIFIED

v' 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

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

v Click “Save”
v" It will ask you again to confirm
that dependents travelled on
those specific orders

Confirm Dependent Address! X

Mee thie the donendent's addroce Linon rocoint of Ordore far
Was this the dependent's address upon receipt of Orders fo
Or r Number: 123456 ?
L A ) o &IV

- NI

Ve
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. Smart Voucher Instructions
Temporary Lodging Expenses € X

v' Temporary Lodging Expenses
» Only for hotels within 75 miles
T — of departing location and/or
arrival location
» 21 days max for

reimbursement
e » Must have zero balance hotel
quarters) at your new duty station? rece I ptS

> If stayed with family, can only
claims meals

Did you perform a Personally Procured Move (PPM)? ‘/ If yOU d|d a DlTY or partlal

- | e DITY, this will be a YES

On what day were your HHGs picked up (or will your HHGs be picked up) from

your old duty kocation? v If future date cannot be used,

f use current and make
annotations on REMARKS
section

/ v' Save & Continue

_ v

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

I
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Temporary Lodging Expenses & Step 6 of 12~

Locations

TLE Locations

v Add location and Save &
Continue

City State Zip Code Arrival Date Departure Date

(; v. vou have not entered any location for this travel voucher

‘ Previous ‘ Save & Continue

20
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Smart Voucher Instructions

Add/Edit Location(s)

Is your loCOton Ot or Neor an Armrvyy CONUS installotion?

Dia you stay in off-post leaging? v Date of check in at hotel or with family &
i friends

WhHhot GOy Qid yow Crrive/<hoCck-in at the RCox AP

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

Location Address

Tip Code v' Date of Departure from hotel or family &
friends
v" If you paid for a hotel, then this
s will be “YES”
What Sy @i you Separt/cheéh-out ot the lecation? v If stayed with family/friends, this
will be a “NO”
S ——— e S e i— v' Save when done
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Smart Voucher Instructions
(vs.ammy)

Temporary Lodging Expenses & Step 6 of 12~

Locations

TLE Locations

v' Verify information and choose
“Add a Location” for additional
hotels or “Save & Continue”

City State




Daily Expenses

City Zip Code Arrival Date

Date Lodging Expense

UNCLASSIFIED

Smart Voucher Instructions

Departure Date

Verify dates on top for the TLE days you are
claiming

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

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

v @



UNCLASSIFIED

Smart Voucher Instructions

o v' Verify dates on top for the TLE
days you are claiming

\ v' Check persons you are claiming

TLE for during dates at the top
v Select for each day

v’ Save & Continue
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Smart Voucher Instructions

v' Read the excerpt

v" Click on box and Sign

v Save & Continue

v @
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Smart Voucher Instructions

Instructions - Itinerary Information

v This is how you get
reimbursed for your

Instructions

travels
e v" We need to know every
| ’ time you changed
o modes of transportation

Leave taken shoukd also be reflected in your Itinerary e |.e. Cab to the airport

e e e forenmna Tieage whien = onsperaten then got on a plane
v" You will need your leave
nchdedinyourinerary. form for the dates that
i il et ool ooy s i o s you signed in and out
s e T e R R R e || (blocks 14 & 16)
Nota: Faie o input a complete and accuratetinerary may requie deleton o sting o rove v" Select the box in the
R bottom left
v' Select “Add” on the next

v @
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Smart Voucher Instructions

2

Departure

Onwhat day did your travel begin?

From what country did you depart?

Whot is the departing location Tip code?

Wiere you the operator of the automobile?

Wias this log of travel to o from a terminal?

Next Stop

v' Travel began on/after the day that you signed
out on leave

v' Use last duty location zip code

v 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
v Include zip code and country

v" 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
v" Traveling from Overseas, your itinerary needs to
reflect as follows:
» Depart duty location, to 1st airport you flew
out of, to 15t stateside airport and how you
made your way to Ft Huachuca, AZ
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Smart Voucher Instructions
(vs.ammy)

Departure Next Stop

v 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
oty « 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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Smart Voucher Instructions

Reimbursable Expenses step7ofn~ |

R v' Reimbursable expenses

Tolls
Airfare
Excess Baggage

< Mil A t
Expense Date Expense Type ileage moun Charge Required X
include:

oted o
[ ]

Total: $1.00 $0.00
[ ]
[ ]

Authorized Delay at Airport
Taxi Cabs

. i rdminmpaa v If you have a reimbursable
expense, select “Add”

v @
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Smart Voucher Instructions

Add/Edit an Expense x

v' Select “One Time Expense”
or “Daily Expense”
o » . v' Select date of expense
aspeckbctimaputodt | v Select type of expense
® one-Time O paily v’ Insert the amount
Exponse Date « Remember, a receipt is
needed for anything over
$75
i v Select “No” or “Yes” if it
IR S HI v was charged to your GTCC
' | | v Click “Save”
v If you have other
One-The Bipenes Amown Reimbursable Expenses,
s.0d select “Add”
' er the tor o v" If no others, select “Next”

v @
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Smart Voucher Instructions

Miscellaneous Information Step 8 of 1 ~ ‘

v' Upload documents in this
Voucher Attachments Section
e i v' i.e. orders
v IPPS-A leave(s)
A o Docurment v'  Zero-balance hotel
receipts

v' Official airfare receipts
v G1 BAH waiver (if
Do you have unused tickets from this trip? app“cable)
v v SILO - statements in lieu
of

v' Receipts for Pet
reimbursements

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

Enter any general remarks you may have regarding this voucher

v' Specify any general remarks to
include DITY moves
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Smart Voucher Instructions

Split Disbursements wpoorns |

v Split disbursement is
used if you have a
GTCC and used it

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

Expenses you did not charge to your GTCC: ‘/ You’” have tlme to Ca”
s 100 Citi Bank to find out

your balance

v Select “Next”

v' Keep in mind, you are responsible for your
GTCC

v Local finance does NOT track payments directly
from DFAS-Rome to Citi

v @
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. Smart Voucher Instructions

v" Verify all of your information then select “Save & Continue”

SummcrylPreview ‘ e oTT ‘ Personal Information

v and click edit to make ne

Please rev ary changes

Name

Voucher Type
cindy mcclay

Grade/Rank
Travel Category

O-1

PCS
Unit of Assignment
User Type

ance. Ft Huac a. AZ
Active Duty Finance, Ft Huachucaq, AZ

Local Finance Office Current Address

Fort Huachuca, AZ 40 Rhea Ave
Sierra Vista, AZ 85635

1A
USA

Contact Information

vahoo.com
S0

yahoo@

Initial Information

123456

Government Travel Charge Card
Travel Order Number
No

23456

Reimbursement Type

Direct Deposit

Dependents Information

Advances Relationship to Date of

Name : . Current Address Traveled?
You Birth/Marrioge
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Smart Voucher Instructions

v Verify all of your information then select “Save & Continue”

itinerary Information
Miscellaneous Information

Mode Reason

Departure Departure Arriva 1 Arrival of for POC owner |
Date City Date City Travel sto Miles Operator "
3 Unused Tickets
General Remarks
4 4

Reimbursable Expenses

Expense Date Nature of Expense Mileage Amount

Meals
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Smart Voucher Instructions

Submit Voucher 1 tepliotn~ |

v’ Review these
st — comments. If you
e . et ST Aol e S nee d an y
= supporting

e documents, Smart
Voucher will let you
know what is
needed

Additional Information

v’ Click on “View
Travel Voucher” to
preview what your
Smart Voucher
looks like

v @




SMARTVOUCHER
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Smart Voucher Instructions

Inatrutaons on bach betore completing form. Use
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SMARTVOUCHER

v This is your Smart

v

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

Ve
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Smart Voucher Instructions

v A technician will review
your voucher prior to
signing and submitting

' ' v “o: ”
Sign and Submit Voucher / Check the “Sign” box
BY CliCK Mg Submit Voucher below you are egally

A N A P v" Click “Submit Travel

submitting @ Signed travel voucher for routing and approva ign
S | Voucher”

v' This does not submit
your travel voucher to
DFAS. A tech at the
finance office will review
for accuracy and submit
to DFAS-Rome.

v @
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e Welcome to Fort Huachuca'
" 5‘.1--* | e e ;3'-

» ¥ Al
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