






Grade/Rank 

" 

Unit of assignment 

Ent�, Ci1y/S1a1e or Po,;t/S101e 
ll you don I know it ,m!.ar ·um:nown 

mm/dd/yyyy 

mm/dd/yyyy 

Providi! rour currenJ. add.ran. tha or,e "'heri:1 �Vfil can contact you by ma,1 U 
noca.550,Y 

current Street Address 

Current Street Address 2 (not required) 

Current Zip Code or APO/FPO 

IJSPS ?Jp Cod" !ookup 

Current City 

current State 

" 

Current Country of Residence 

" 

Phone Number 

Provide �our pn'mary phone number. lhe one at which �ve ar� most likely to 
rBOChyou 

Email 

Provide your pnmary emat� the: one you rsad mast c:on$hitsntly 





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

Itinerary Information Stop 2 of 6 • 

Oepature Information 

What day will your travel begin? 

mm/dd/yyyy 

Is any of your travel going to be by POC? 

Choos.e one__ v 

Fram what country will you depart? 

Choose one_, V 

From what installation/1:>ase/citywill you depart? 

Arrival Information 

On what day will you a rrivc? 

rnm/dd/yyyy 

In whal country did you arrive? 

Choose one __ 

At what city depat did you arrlvc? 

Previous save & continue 

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













How do I begin a new PCS VOUCHER? 

Click the Create button and select "New Voucher". 

MyDashboard 6 
t, Last successful l□gon: 09/29/2022 09:46:59 

0 Last unsuccesslul logon: 09/29/2022 09:05:04 -

TDV Vouchers 
Supplemental Voucher 

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 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 "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. 

userType 

What is your category of travel? @ 

PCS V 

If you are retiring or separating and this is the final PCS voucher you are 

submitting, select ·ooo Civilian· for type of user and then the service or 

agency from which you are retiring or separating. 

What type of user are you? 

Active Duty V 

What DMPO are you submitting from? 

Fort Sill, OK 

�--�

Previous Save & Continue 

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

step l of 12 • 





Oid you ship your household goods? 

Yes V 

Are you claiming a Oistocation Allowance (DLA)? 

NO V 

Se.teat No" ii lhis is yOtE first move wilhout depetv.Jerds if you anuesiding in 
the borroclr.s, or if lhis ;s, a ,�Ure�./�poration 

See Chapter 5. Section 050)0,1 of U1S JTR lor more deJa1Js about Oslocotton 
Aliowonce (DLA) entitle.rne11L 



Are you cl.aiming ,a Temporary l!odging Ex:pe'll'liS'e (RJE)?

0 V' 

Yau �vlff nBad U11s fallowi,'19 docum£ml.s lo camp!el.e Ille TlE partian of you.r 

c:lain:r 

• PCS Travel oroors and all amsndments 

• zero ba/OI 1cG lodging tecGipts 

• statement ofNon-AvafJolJflity for CONUS Jocotions orher than on or 

fJf)Qf 11 rmy 1nsta/kJt10ns: 

Mora TL£ fnformation 

Ma:riml Status? 

Single v 

Did you perform tempc:rary duty en iroutc? 

0 V 

On lhe Itinerary p ase ensure ID fndurie all afficial stops ol tm�'Bl including 

temporury duly en mule 

PreviOus save & contln ue 

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 

Did you receive any previous govemment paymc:nts, partiial 
paymtents, or advances tal' this travel ,o:rderi' 

V 

Step3 o TI-

Does not incluc'e A rM wilhdtrJll!.'OJ/; frrJITI _ ur govern.men! trrrv�J c�e c:.ard 

Did you receive any payments from the D-efense iravel SyS1em 

(DTS) du:rmg this travel pe:rt-adi' 

No v 

[ Previous s.ave & coritinue 

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 Stop 4 of 12-

First Name 

Fli�l nonrf.l 1:S rfl4w,·ed ufld must nor B;,,cooo 20 clturucrn{ s. 

Middle Initial (not required) 

Last Name 

lasl narnQ 1s.11GJqw1e.a ar,d must not EJn:;�d 20 cl1u.-u�ltHS. 

OoOIO 

Grade/Rank 

1r1vai'id Gtudt1/Raok. You musl select oos from u-,e list 

Provide you, currenl odd1ess, the one where we con contact you by mafl (If 
necessary) 

Current Country of Residence 

USA 

Current Street Address 

Current Street Address 2 (not requ1rec:1) 

Current Zip Code/ APO/FPO 

USPS Zip Code lookup 

Installation/Base/City 

Current State 

New York 



Unit of assignment 

Enter City/State or Post/State 

If you don't know it,, enter 1/nknown� 

• Phone Number 

Provide your primary phone number, the one at which we are most flkely to 
reach you 

• 
,--

Em
-

ail----
------.. 

yournamei@moil.mil 

Provide your primary emaiJ the one you ,ead most consistently 

Do you have a Government Travel Charge Card? 

Yes 

You can't request splrt disbursements JI you don t have a card 

[ Previous 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 PII 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. 







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

you. 

Temporary L,,adging Expenses Step 6 of 12 .... 

Ellg lblllty L lJor, Dady Expe ses persor Clo med CerUfi lJon 

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 not Include privatized housing 

0 Yes @ No 

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

Does not include privatized housing 

0 Yes @ No 

Did you perform a Personally Procured Move {PPM)? 

PPM was formerly called DITY 

@Yes O No 

On what day were your HHGs picked up {or will yourHHGs 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? 

1012412022 
a I 

Previous 

---

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. 





Add/Edit Location(s) 

Is your location at or near an Army CONUS Installation? 

@Yes ONO 

Did you stay in off-post lodging? 

O Yes @ NO 

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

)( 

Your or,ivo/ date ;s typically paid os o travel per diam day and doos nor 

count os a Tl£ day 

mm/dd/yyyy 

Location Address 

TLE is llmited to the 48 contiguous statas 

Zip Code 

USPS Zip Coda Lool(up 

City 

state 

Choose one... v 

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

mm/dd/yyyy Iii 

Old you Incur dally lodging expenses at the location? 

0 Yes @No 

-=a [ __ co_�_,_ 

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. 







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 

lrn.struetions 

I. Begin your travel Itinerary with the da e that you of cl□ lly began traveling, as well as from 'the
location (111stallatio . 13ase. City) th□ you of 1c1ally started from under the applfcable travel
order.

No,te•: Under normo circumstances. when completing a PCS move the depmtlng location for the
itinerary s.hOuld be the location (Jr,.stcllatlo /Bose/City) or your OLD Permanent Duty station.

. List A L locotions w ere authonzed travel was performed a d any overnight stops.

Note·: A.ny dev otlons from your travel orders such as no -govemmenl: travel. return b[ps home
while in a travel claim status af any Leave taken should al,sa be re·llected ln your llinernry.

3. It � on y ec.e.mmry ta claim the number of m les. for termi al mneage. which ls tr□ sportatlon
to/from a errnin□I. All o er mJleage determin.atlon,s will be based on mode of travel,
owner/operator status, a d calculated by the Defense able of Officml Dis a ces (DTOD).1
order to claim terminal rn. leage. the 1ocation that you drove to/from the terminal mus be
Included 111 your Itinerary.

E u::imp�e: A tmveler's orders directs '7im/her to travel to fort Bliss. The mveler m flying to fort
Bliss. The lndfvi:dual 1s leovl11g from home, drlvl11g tot e airport, ond then 'flying to their TOY
locotlon. rn the rtlnetory the roveler tnust show the method of troveI tat- e oirport, a. d fhclude

e stop at the □irpor os awaiting tronsport□tlo , in order t.o clafrn mileage to the airport

,Note: Failure .o lnput d complete and accurate merary may require deletion or edi mg of travel
.legs. Corr mon errors resultfrom:

o Ml:ssing a stop (forgot o include a leg or the tmvel}

o ·111correc arrival or depar do es

I 
@have read e instruc lons or the 1Unemry, □nd I undets nd that to rec.etve accurate ond 

timely payments of all travel entitlements, the ltJ erory must be complete a d exact. 

Select Add Itinerary Information to begin your itinerary. 

Itinerary Information Step 7 of 12 ~ 

� Instructions 

Departure 

Da't& 

Depanw-e 

City 

Arriva./ 

Dote 

Arrivar 

City 

Travel 

MO<le 

Rea.son for POC 

Stop Miles 

Ct.a"rentlv, ','OU hawe no1 E!f1�red any stop!! :tor th/g; trove1 vDUcher_ 

51:i l d M9F 

Lodging 







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

Itinerary Information 

� Instructions 

Departure Departure Arrival Arrival 
D<He City Date City 

09/1 /2022 f-OOLE!B, 09/12/20 Rlchmood, 
VA USA VA USA 

09/12/2022 Ric:hmor,d, 09/12/2<:J mso.h.omo 

VA USA cit,,. o• 
\ISA 

OQ/12/ 022 Oldahomo 09/12/2022 fort Silt 

City.O.t: OllUSA 

USA 

Previous 

Trove! 
ije,ason 

POC 
for 

Mode 
Stop 

Miles 

rA 

Cl' 

CA 

Al 2= 

Al 

0 0 

--

' Save & Continue 

�---

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

Step7 of 12 • 

Lodging 

o_oo Edit 

o_oo Edit 

o_oo tdJI Dalete, 



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 ol 12 .... 

E:xpenae oate 

08/Gtj 2 bD 
oafol/ 

09/1'2/ 022 ta 

09/12/'.!.0'22 

(l;ovt 

M�ea:ge 
Tmve1 Receipt 

Upen-sce 11'1'1J!>8' Am;ount 
Charge Re1.1ired 

card 

/"rlicket- $1,000.C-:) Ye5' Ye� CleilerOJted 

"Did bV 

u□�•elat 

I a:.:i - r errr,IOOl S.b0.00 No No Ce eraterl 

Total: :u,so.00 $1,000..00 

Add an Expanse 
� 

• c a all e:,:penseg rela ect to autn.cr,rl2ed tra•Jel toot are not diraat re,ml:Jursed b',' 

yoL.;r per diem a, rneaJs aoo fr,cfclantal e:,:pense!l 

• YCh..l rn..,gt submit an l!ert'l!ied receipt 1or eac jDdglng e:.:pcMe, regardhess Gt the 

amount. am:1 any in,d cl e.tper'tlilture ot 5/5 ar more, 

• rar relmburgableeiipenEP-s inctmed in o lor£>igncouritry. cla the eipeme lri the 

loc.ol currency and e us doJlarE. 

=-= 

revious Save & Continue 

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



















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

0800-1700 Eastern Time, or

3. Visit our website at https:ljwww.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.




