
PARTIAL DLA- Per JTR; A Service member ordered to occupy or vacate Government quarters due to privatization, 
renovation, or any other reason for the Government’s convenience must be paid a partial DLA. 
 
To submit a partial DLA claim in SmartVoucher; Go to: 
 
 
SmartVoucher under the myPay Quick Links, “SmartVoucher – Complete a DD 1351-2”  
 

 
 
or directly at https://smartvoucher.dfas.mil/voucher/ 
 

 
 



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

 
 
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, option 5, then option 2, Monday – Friday between the 
hours of 0800-1700 Eastern Time.  



How do I begin a Partial DLA claim? Click Create button and select “New Voucher”. 
  

 

 
On the User Type screen, please identify your type of travel, in this case PCS/Partial DLA, 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 Local Finance 
Office are you submitting from?” 
 
If you are retiring, please select “I 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. 
 

 

 

 



 On the Initial Information screen, please provide requested information.   Question marks are available and will provide 
visual aids.  
 
Travel Order Number will be system generated.  
 
Housing Memo must be attached under “Add a Document” portlet for claim to be submitted. 
 
Input the date you moved out of Government housing and if you shipped your household goods. 

  
 
 
 
 

 

 

 

 

 

 



On the Personal Information screen, please provide information about yourself. Your DoD ID 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 DoD ID, 
as needed. 

 

 



 

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 PII so you may use 
your personal email address.  

If you have a Government Travel Charge Card and select Yes, you will have the option to apply split disbursement in Step 
4..  

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.  
 

 

 

 

 

 

 

 

 



 

On the Split Disbursement screen, if you selected that you have a Government Travel Charge Card, you will complete 
your Split Disbursement if applicable. 

 

 

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



 
 

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

 



 

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 Initial Information screen and 
proceed to upload.   
 



   
 
 
Once you have uploaded all 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://corpweb1.dfas.mil/askDFAS/custMain.action?mid=6. 

 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


