CONTROLLED UNCLASSIFIED INFORMATION (CUI)

SmartVoucher

What is SmartVoucher?

SmartVoucher is a web-based tool that guides you, the traveler, through a series of user-friendly questions about
yourself and your travel (and your dependents (as applicable)). Your responses to these questions help to populate your
DD1351-2 and other necessary forms. The tool prompts travelers to upload supporting documents that will be securely
and electronically submitted with your travel voucher.

Where is SmartVoucher located?

SmartVoucher is available under the myPay Quick Links, “SmartVoucher — Complete a DD 1351-2”
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or directly at https://smartvoucher.dfas.mil/voucher/

CONTROLLED UNCLASSIFIED INFORMATION (CU1)

SmartVoucher

Consent Notice

You ore accessing a U.S. Government (USG) Information System
(15) that is provided for USG-authorized use only. By using this IS
(which includes any device attached to this 15), you consent to the
following conditions:

* The USG routinely intercepts and monitors communications
on this IS fer purposes including, but not limited to,
penetration testing, COMSEC monitoring, network operations
and defense, personnel misconduct, law enforcement, and
counterintelligence investigations.

At ony time, the USG may inspect and seize dotao stored on
this I8,

Communications using, or data stored on, this IS are not
private, are subject to routine monitoring, interception, and
search, and may be disclosed or used for any USG-authorized
purpose.

This IS includes security measures l'eg.. authentication and
access controls) to protect USG interests — not for your
personal benefit or privacy.

Notwithstanding the above, using this IS does not constitute
consent to personnel misconduct, law enforcement, or
counterintelligence investigative searching or monitoring of the
content of privileged communications, or work product, reidted to
personal representation or services by ottorneys, psychotherapists,
or clergy, and their assistants. Such communications and work
product are private and confidential. See Us ¥ went for
details,
e —
| consent to the above conditions



@&5 SmartVoucher

Privacy Act Statement

The information you provide to SmartVoucher is covered by the
Friveicy Act of 1874, For questions regarding your personal
information and/or acquiring e copy of the Privacy Statement,
contact your lecdal Human Resources Office.

Authority: 5 US.C. Section 30!; Bepartment Regulations; 37 US.C.
Section 404, Travel and Transportation Allowances, General: DoD
Directive 5154.28, DoD Pay and Allowance Policy and Procedures;
Department of Defense Finencial Management Regulation

(DODFMR) 7000.14 R, volume 9; ond E.O. 9397 (SSN) as amended.

Principal Purposes: Personally identifiable information is collected
in order to populate fields on the Travel Voucher submission form.

Routine Uses: For users o complete and submit DD Form 1351-2 to
their Travel @ffice.

Disclosure: Voiuntary. However, failure to provide the information
may mean your Travel Voucher cannot be processed

How do | access SmartVoucher?

Login with your CAC on government computer OR myPay Username and Password on a personal device.

Welcome to Travel Pay Service's SmartVoucher

Login with myPay Credentials Login with DoD CAC

inl —
Login ID _FEE'E
-2
™ Login with CAC

Password

Not

Forgot your Login ID or Password

If you do not have your myPay username and password, click the Forgot your Login ID or Password link or contact our
Customer Care Center at 1-888-DFAS411 or 1-888-332-7411, Monday — Friday between the hours of 0830-1630
Eastern Standard Time.



How do | begin a new TRAVEL ADVANCE? ciick Create button and select “Travel Advance Request”.

@ Last successful logon: 09/29/2022 09:46:59

My DGSh boa rd @ @ Last unsuccessful logon: 09/29/2022 09:05:04

New Voucher

Supplemental Voucher

TDY Vouchers

Dependent Voucher

Travel Order Start Date End Date Supplemental? Status T T =
Travel Advance Request

....................

On the Personal Information screen, please enter your travel order number and order issue date from your PCS orders,
your sign out date from your DA31 — Leave form or Absence Request form and provide information about yourself. Your
DoDID is populated and masked because you accessed with your CAC or myPay username and password.

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

Once input, your information will be archived in the system for future use. You can edit all fields, except DoDID, as
needed.

rersonal Information

Travel Order Number

e >

First Name
Middle Initial (not required)
Loast Name

DoD ID



Grade/Rank

Unit of assignment

Enter City/Siate or Post/Slols
il erier Unkoown

W you don  kr

Order |ssue Date

mm/dd/yyyy

Sign Out Date

mmfdd/yyyy &

Frovide your elrsnt gddrsss the one whars we con contoct pou ty moif if

NECBsSEOry

Current Street Address

Current Street Address 2 [rct reguiren)

Current Zip Code or APO[FPO

USRS Sip Code Lookup

Current City

Current State

Current Country of Residence

Phone Number
Frowvida wour primary phona number, the ores ot which we ara most .-rA'a.'_r o
rench pou

Email

Frowides your primary emoi, the one you reod rmost consistantly



Do you have a Government Travel Charge Card?
Ma w

(Tl Boussl SOt disburs enis i you don i hove a cord

If you have a Government Travel Charge Card, IAW Army Policy, GTCC holders are only authorized advance payments for
DLA entitlement. GTCC should be utilized for all other authorized PCS expenses.

Please pay close attention to the questions about the type of advance that you are requesting, your answers are
important to calculate your advance accurately. Depending on your answers to the questions, additional questions may
be displayed.

You can select any combination of advance types below

Are you requesting an advance for travel?

MO W

Are you requesting an advance for dependent travel?

Mo b

Areyou requesting an advance for DLA?

MO W

Are you requesting an advance for DITY move?

MO v

Return to My Vouchers | ( Save & Continue )

After clicking on the Save & Continue button to advance to the next step you will be required to enter your dates, mode
of travel, your old duty station zip code, name, and state (where you will depart from) and your new duty station zip
code, name, and state (where you will arrive). The claim will appear in the travelers PCS voucher queue in “Traveler
Signed Status”.



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

Itinerary Information

Depature Information

What day will your travel begin?

mim foid [ yyyy

Is any of your travel going to be by POC?

Chobse ang. W

From what country will you depart?

Choose ane.. W

From what installation/base/city will you depart?®

Arrival Information

onwhat day will you arrive?

rm | ded [ yyyy

In what country did you arrive?

Choosze one... b

Atwhat city depot did you arrive?

Click on 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 Step 3 of B~

Please provide depandent informalion, Seporate vouchers are needed fer any dependent thot roveled
toffrom o separote location or during o dilferent limetrome. You may use the "Create Dependent Voudcher
leature found on the Menu screan o begin o dependant travel okaim.

Are your dependents relocating?

¥

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

Dependent Information | Step3of s

Please provide dependent inforrmotion. Seporats vouchars are neaded for ony dependent thot traveled
yoy frowmea separate noaticn or during a differant irmelrarme, You may vss the Create Dependant Vouchar
teature found on the Manu screan Lo begin a depandent travel claim.

Are your dependents relocating?
-

on what day will your dependents depart?

rmm [ dd [ yyyy

Is any of their travel going to be by POC?

Wlal W

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.



Flret Hame il Last Mame Address Date of Birth/Marrioge Trarwebed

Currently, you hove not entered ony dependents for this rovel voucher

P —
‘ Add o Depandant
————

B4 limit o116 depengents con be addad Lo NS vaudhér

B Fyour deped & hove dilleset pernimtienl o

st SOMpisle o

SO GLe [linedary o sschof tham on o DD Form s { bhoke 16010 TSI

After clicking on the Save & Continue button to advance to the next screen you will have the opportunity to upload your
supporting documents.



ALL REQUESTS MUST ATTACH/UPLOAD COMPLETE PCS ORDERS AND ANY/ALL AMENDMENTS!
If an advance for DITY/PPM is requested, your DD2278 is required.

If an advance for TDY enroute is requested, your DD1610 is required if TDY details are not included in your PCS orders.

Upload Attachments Stap 40t 6+

List of Required Attachments

Bagad on the information your provided, the following documsnts must
e scatined, printed, and sulbirmuited with Your @oper wouche:
Loadl reqjuasts - POS Ordars
2,70 - DDISI0 If TOY authorization s fot included in PCS Crder
2.DITY - DD2278

Docurment Name

‘ Add o Documant )

| \Save & Continue

Click on the Add a Document button, then the Choose File button, to navigate to the file you wish to upload, click on it
to highlight, click on the Open button to select, and click on the Upload Selected button to upload the file to
SmartVoucher.

SmartVoucher will allow as many files as necessary however the file size limit is 2MB and only the following files types
are allowed: PDF, BMP, GIF, JPEG, JPG, and PNG.

NOTE: PLEASE UPLOAD YOUR COMPLETE SET OF ORDERS AND ANY AMENDMENTS ALONG WITH SUPPORTING
DOCUMENTS LISTED OR YOUR ADVANCE MAY BE RETURNED WITHOUT PAYMENT.

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

vk own

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.

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



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

Summary/Preview Step 5 of 6 -

Flecse review and click edit to make necessary changes.

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

On the Submit Travel Advance Request screen, you are provided a list of supporting documents that must accompany
your travel advance. If you need to upload additional supporting documents, click the Previous button and proceed to
the Upload Attachments step to upload.

Submit Travel Advance Request StepBaf 6~

List of Required Attachments

Bozed on the informotion your provided, the following documents mdst
be scanned, pnnted, and subrnitted with yvour papear vouchar

I Allrequests - PCS Crdears
2. TDY - DOIB10 i TDY authorizotion s not includaed in PCS Order

3 OHTY - DOy

Additional Information

Plemse ansura that amy changes made throughaut this process ara
reflactad ol your trovel advance fequest prioe to submitting It

To view or edit an existing voucher, go to the My Vouchers page and chick
“Whew Print™ or "Edit” Lo tha right of tha travel advance

To craata o new travel advance request, go 1o the My Vouchars pdge and
salact “Trovel Advance Request” from the "Cragte New™ dropdown in thea
uppper right

‘ View/Print Travel Advance )

Once you confirmed that you have uploaded your required supporting documents you may select View/Print Travel
Advance to see your completed form and attachments prior to submitting your advance. Once you are satisfied with
your advance and attachments, click the Sign box, and select the Submit Travel Advance Request button. This will send



your claim packet to DFAS Rome for review, approval, and processing. The claim will appear in the travelers PCS voucher
queue in “Traveler Signed Status”.

Sign and Submit Travel Advance

By clicking 'Submil Travel Advance Regueast beiow Yol ora

legally subrmitting o signed traval odvanca for reuting and
approval
Submit Traovel Advance Request




How do I begin a new PCS VOUCHER?

Click the Create button and select “New Voucher”.

@ Last successful logon: 08/29/2022 09:46:59

My Das h boq rd @ © Last unsuccessful logon: 09/28/2022 09:05:04
Supplemental Voucher
TDY Vouchers

Dependent Voucher

Travel Order Start Date End Date Supplemental? Status
Travel Advance Request

S Rl LR

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 Guard, 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 Step 10f 12 \

Whatis your category of travel? @

PCS v

What type of user are you?

Active Duty v

What DMPO are you submitting from?

Fort Sill, OK v

l Previous l 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 the last 5 digits of the SDN on IPPS-A 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 Step 2 of 11 - ‘

Travel Order Number

l and 15

Fiease enter the Travel Order Number (TOND/, between

racters, frorm your crigingl PCS Orders

“For IPPS-4 oroers, the TONO s the fast &.charactars of the SON

You must attach a copy of your orders/armendiments in order for this

Fabon s & ey e T A Lo
G 1O Q8 DY oL e s 56810

‘ Acld o Docurment ’

What is the issue date on the order?

mm/dd/yyyy

You will be paid by

Direct Deposit w

Allow 24 to 48 hours for the change to register throughout the system



Did you ship your household goods?

Yes R

Are you claiming a Dislocation Allowance (DLA)?
No v

Select “No" if this is your first move without dependents, if you are residing in
the barracks, or if this is o retirernent/separation

See Chopter 5 Section 050104 of the JTR for more details about Dislocation
Allowance (DLA) entitlernent.



Are you claoiming a Temporary Lodging Expense (TLE)?

NG v

cu will head the following docurnghis to.cormpiete bhe TLE pe

vt

»  PCE Trowved Orders

o Foro bonanca lod

o Stotarmeant of Nor-4v

rear Arry instalat

Marital Status?

single V

Did you perform temporary duty en route?

Mo b

I A ay oprd s il AT o
Y. CNE0OET SNLAUTE JO ANCIUCE O ORI

ial slops of traved Inciuding

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 Step 3of T~

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

Did you receive any payments from the Defense Travel System
(D7s) during this travel period?

N W

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 DoDID 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 DODID,
as needed.

Personal Information

First Name

ol Must not excsy

Micldle Initial (ot raquirsd)

Last Name

Logl o & raguied and must notercesd 20 chare

e yaur cutrent address, the one where we can contact you by malf {ir

necessary)

Current Country of Residence

Usa ~

Current Street Address

Current Street Address 2 (not roguireg)

Current Zip Code/APO/FPO

Code {ookup

Installation/Base/City

Current State

New York v



Unit of assignment

» Phone Number
» -

youmome{@m:i mi

Do you have a Government Travel Charge Carg?

Yes v

Pravious Save & Continue

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 PIl 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

Fleaze provide depandent information. Separols vouchers are needed lor any dependent thot rovaled
toflroma separate location or during o dilferent timelrome. You may use the "Creats Dependent Voucher
feature found on the Menu screen to begin o dependsnt travel ckaim.

Are your dependents relocating?

MO b

{ savesContiue

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

Dependents Step 5 of 12

A separate ‘Dependent Voucher” i needed for any dependent that traveled to/from a separate location or
during a different timetrame. To create one, select 'Dependent Voucher from the "Create New’ dropdown on
the My Vouchers page:

Are you claiming dependents on this voucher?

Yes A4

The oddress af a dependent should be their oddress ot the time you received
vourorders
For PCS trovel toffrom o CONUS locotion dependents must be authorized on

your orders

midst be Comi

viel to/fram o GEONUS

®

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

Seloct awan if pour dependants travesad in o separats vahicle

) 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

5y Ji BHils &




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.

Firgt Home Ml Last Mame Address Daobs of Birth|Marrioge Travebed

Cumrentiy, you hove not entered ony dependanis for this rovel wouck

—
Add o Depandent

—_— ——

‘ Previous ( Sove & 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~
Eligibility Locations Baily 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?

Does Aot include prive

{ fousing

O Yes & Mo

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

Daes not include privatized he

sing

0 Yes ® Mo

Did you perform a Personally Procured Move (PPM)?

PPN was formerdy called DITY

@yes (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

Previous l ' 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 21 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 Step 6 0f 12 -

Ehglbilit Locations Per: i

TLE Locations

Clty State Zip Code Arrtval Date Departura Date
Currently, you have net entered uny lecetion tor this travel vousher
B —

‘ Add o location )

‘ Previous ‘ 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 your location at or near an Army CONUS Installation?

® Yes O No

Did you stay in off-post lodging?

i Yes & No

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

Your arrival date is typically paid as a travel per diem doy and dooes not
Edgy

mim/ dd Tyyyy &8

Location Address

TLE isfimited to tha 48 contiguous stotes

Zip Code

USPS Zip Code loakup

city

State

Choosa one.. W

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

e dd | yyyy &

Did you incur daily lodging expenses at the location?

) 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 @ Step 6 of 12~

Eligibility Locations Daily Expenses Persons Claimed Certification

Daily Expenses

City ZipCode Arrival Date Departure Date
Fortioe, VA 23B01 04 osl 2002 pafosianao
Dato Lodging EXpense - &rmount clumed st s de loduing rofe ond [

Charges to Government Travel Charge Card? (@ Yes O Ne

pefosfa022
Amount: O

Charges to Government Travel Charge Card? ®ves OHNo

09/07/2022 Kerountz | B

Charges to Government Travel Charge Card? ®Yes O No
pgfas/2c22

Amount |

Charges to Government Travel Charge Card? ®ves O No

Previous Save & Continue

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

i



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 Certification

Persons Claimed

City Zip Code Arrival Date Departure Date
Fort Les, VA 2380 vafos/2022 usjoufaoez
Date Persons Clalmed

D2{05/2022 [ self

[ self
vaforfabzz [ self
D9fos| 2022 [C] Self

Previous ( Saove & 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 &

Efigibility Locations Daily Expenses Persons Claimed Certification

| certify that | have incurred temporary lodging
expenses on the inclusive dates, and further
certify that government quarters were |not|

Sign
available for use as temporary lodging g

Previous ( Save & Continue

———

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 dote thot you officially began troveling, as well os from the
location (Instoliation, Base, City) that you officially started from under the applicable travel
arder.

Nete: Under nommal circumstances, when completing a PCS move the departing location for the
itinerary should be the location (Installation/Base/City) of your OLD Permonent Duty station.

2, List All locotions where authorized travel was performed and any cvernight stops.

Note: Any deviations from your travel orders such as non-government trovel, return trips home
while in a trovel clgim stotus of any Leave taken should also be reflected in your Itnerary.

Atis only necessary to claim the number of miles for terminal mileage, which 15 transportation
to/from o terminal. All other milkage determinations will be bosed on mode of travel,
nwner,"opercltor status, ond colculated by the Defense Table of Cfficial Distances (DTCD). In
order to claim terminal mileogs, the location that you drove toffrom the terminal must be
included in your itinerary.

Example: A traveler's orders directs him/her to travel to Fort Bliss. The traveler is flying to Fort
Blizs. The individual is leaving from bome, driving to the airport, grd then flying to their TOY
lacation. In the itinerary the troveler must show the method of travel to the alrport, and inciude
the stop at the girport os awaiting transportation, in orderto claim mileage to the airport

Nete: Foilure to input o completa ond occurate itinerary may require delstion or editing of travel
legs. Cormmon errors result from:

& Missing astop {fnrgot toinclude aleg of the trerwed )

e Incorrect arrival or depart dates

@I Hove read the instructions for the linerary, ond | understand thot fo receive accurate and

timealy poyments.of oll travel entilements, the inerary must'be complete and sxact

Select Add Itinerary Information to begin your itinerary.

Itinerary Information

© Instructions

Departure Depaorture arrival Arrival Travel Reason for POC

Date City Dote City Mode Stop Miles gk

CEwrrently, you hove not entered any stops far this trovel vouchar.

Add itienary Information
—~—



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.

Nz 2

Departure Next Stop

On what day did your travel begin?

mm/dd/yyyy

Eriter the dole of denartura on your lgavs fonm

From what country did you depart?

Choose one.. v

From what installation/base/city did you depart?

By what mode of transpertation did you trave!?

W

Departure Next Stop

On what date did you arrive at destination?

mm/dd]yyyy =

In what country was the terminal?

Choose cne... ~

In what city did you arrive?




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

Roasans for Stopping Defined

Authorized Delay (AD) — A periad of time that o
ations, fa delay while en routs g

wharis-authorized by

Transgortation (AT) — Necessary delay while owaiting further
ransportation aftar travel status has bagun

Hogpiral A

ditonee (HA) — Admittonce to o madieal faciity for inpatient

fraatmant

Hosgital Dis:

wrge (HDY — Discharge from a medical ft rinpatian
tragtrmant

rt rotte (L) — Authorized t

trovel to laave paint {no per dier
to the PCE poinf

ler af leave site) the

mglale (MC] — Complation of PCE upen orival Id-nevw penmarisnt
ion, hoore of record, hame of selection or designated duty station

ity stal

Tamporary Uty (To) — 1 ch duly wihile ot e femoorarny duly Sife
e | i

Valuntory Returmn (vR} — Unauthorzed travel home pariodically on weskends

ar non-workdops, for personal convanienos while at the PCS poinf

Did you drop off/store or pick up a automobile at this location?

Save & Complete
A —

Cancel I [ Previous

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

Reason

Departure rture Aarrival arrival Trovel POGC
i, Waaw gaw = tor touging
Data City Dot City Maods Miles
Stop
oa/izfzn3 Fodt Les, agfea/o0rs . Richmand, P AT 35 o.ob Edit®  ‘Delsts

VAESA VA LsA

A Iiveenaary Inforrmabion

)




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

Itinerary Information Step 7of 12+

& Reoason
Departurs Departure Arrival Arrival Travel for POC Lot
Date City Daote City Mods Miles 20
Stop
ooh3f2022. o les 0412/ 3000 Richmond. P2 AT 28 o0 Erlit
VAUSA WA USA
oefi22022 Riohmond oa/i2/ 2072 Cldohorma cP At o.oa Eciit
VA USH City, O
usA
00/14/2022°  Oklahoma  09012/2022 Fort Sill {of o 1] (°¥ia] Edit | Delets
City, OF OF 1S4
uss

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




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 8of 12

Bov't

Trovel Receipt
Expense Date Expense Type Mileage Amount Charge Rcuived

Card
aafolf20dem &ir Tickst - 51000.00 iz L= Genarot=d
oafolfacEe P by

bigal =110
a9 i 2000 to ot = Tarrmiral 55000 Mo M Generoted
agfi) 2022
Total: 51,050.00 £1.000.00
Add an Expanse

®  Cigimegll expenses selated to outhonzed travel that are not directsy reembursed oy
woLr ped diem of miedals and incidentol sspenses

" Yoo must subodt an ifermized racelpt ior soch icdging expense, regaldiess ot the
amaunt. and any indisdudl-expenditura of S F5 ol more

8 Forreimburgabls exgenses iIncwiTed in atarsign country, ciain the expeanssa Inthe

HoDE Eurrency ond en the US dodars

Previokis 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

i yprens wernl torcloiny ary Infdrsund Milsoge” espense lype selact a Daily

supanss, s

Was this a One-Time expense or Daily expense incurred during

a specific time period?
® one-Time O Daily
Expense Date

i ddd yyyy

Expense Type

Choosa one: W

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

L Yes

)

Mo

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 9 of 12+

Voucher Attachments

Document Name

» fdd o Docurmant

» Do you have unused tickets from this trip?

Mo w

Enter any general remarks you may have regarding this voucher

"

Rarrgining Charadters: 8O0

Pravicus 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

1

vk own

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 0f 12+

¥You indicated that you charged this amount to your GTCC:

Expenses you did not charge to your GTCC:

¢ | 500G

4

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 Step ot 12-

Placgs review and click edit to moke nacassary changes.

Voucher Type

Trovel Category

FC5

User Type

Active Duty

DMPO

Fort 5ill, QK

Initial Information

Travel Order Number

LISATESTPCS

Reimbursement Type

Direct Deposit

Advances

Ho Advances information is avaliable



Personal Information

Mame

Liso A DFAS

Grade/Rank

E-4

Unit of Assignment

FtBragg

Current Address

1234 My Street
Hollond Patent, NY 13354
UsA

Contact Information

noemail g@rnail.rnil
31586753049

Government Travel Charge Card

Yes

Dependents information

Relationship to Date of
Hame i f ! Current Address Troveled?
You girth/Marriage
jillkan LEPERDENT 087 fa e 133 Mir 51 Fart Bragg NC, Mo
Cooper 2E310 Ush
jilliam DEVPENDENT 0&f20 /2029 123 heaimy 5t Fart Brogg HE (L]

COOEer 28310 UsA



itinerary Information

z Mode Reqson
Departure Departure Arrival Arrival POC owner |

f fo
Date City Date city :ru'ml 5-'i:1I1 Miles Operator

aod19/3033 Fort Les, 08 f2fofa Richrond, B, AT o4 Yes
VA LSa Vi LA
OSfif20ar . pichmond,  08fi2/2022 oilohomo cp Al N
VA ISA £y, Ok,
Lisa,
oL Lo e Ohiohorna O9fprfanga - Forksil, G ME i} Ha
City. O O USA
bi5a
1 |3

Reimbursable Expenses

Expense Date Nature of Expensa Mileage Armount
O8/01f2022 to 08 Al 2022 Ajr Tickat - Poid by trovelar -2 SHO0000
0%/12)/ 2023 1o 0913 /2032 T — Termingl <3 12000

Miscellaneous Information

Unused Tickets

General Remarks

Previous 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 12.0f 12+

List of Required Attachments

Bosed on the informgtion your provided. the following documents must
be sconned ond odded os ottochments 1o your submitted voucher:

. Trovel Order LISATESTPCS

In additian to this travel order, pleose ansure you inslude all
corresponading amaendad orders,

2 list the Reguired Receipts

Lad

Required Recaipt
Air Ticket -~ Poid by traveler -2 Amount: $1.0060.00
4. Zfaro bolonce lodging receipts
2032-08-05: lodging Expensa ; Fort Lee
5. Zero balonce lodging receipts

2022-08-06 : lodging Expense” Fort Lee

2

6. faro bolonce lodging receipts
2022-08-07 ! lodging Expense ! Fort lee
7.Zaro bolonce lodging receipts

2022-08-08 : Lodging Expensa © Fort L



When scanning a decurmnent, make sure the:

« Documentis smooth ond flat
s Sconnersglossisclean
» Scanner issetto 300 dpi or fine’

» Sconner is set to ‘block and white” not "greyscala”

Additional Information

Before submitting your voucher, make sure that ony chonges modsa
throughout this process ore reflectad in it

Toowiow or edit an-existing voucher, go to the My Vouchers page and
click™iew/ Print” or 'Edit’ to the right of the voucher

Tocreate anaw voucher, 9o 1o the My Vouchers poge and select MNew
Vouwcher from the "Create’ drepdown in the upper right

To create a supplemental voucher, go to the My Vouchers page ond
salact “Suppiemental Voucher from the "Create’ dropdown in the upper

right
e —
\iiew/Print Voucher

Sign and Submit Voucher

By clicking “Submit Voucher balow you ara legally
submitting o signed travel voucher for routing ond approval,

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
reviewer for review and approval. The claim will appear in the travelers PCS voucher queue in “Traveler Signed Status”.



Need help?

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

2. Contact our Customer Care Center at 1-888-DFAS411 or 1-888-332-7411, Monday — Friday between the hours of
0830-1630 Eastern Standard Time, or

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

4. Submit your question via AskDFAS at https://corpweb1.dfas.mil/askDFAS/custMain.action?mid=6.

b






