UNCLASSIFIED

. Smart Voucher Instructions

PLEASE NOTE THAT THIS IS A GUIDE WITH AN EXAMPLE; IT WILL NOT REFLECT YOUR ACTUAL
"TRAVEL SITUATION".

Log in with your credentials

Click “Login with CAC”
= Make sure itis NOT your email certificate

afs SmartVoucher

Welcome to Travel Pay Service's SmartVoucher!

Thas website has been tested on IE8, Firefox and Chrome

Fields are case-sensitive: | You may also log in
Login 1D . with YOUR own
ogm . | personal Common

Same as myPay, NOT your Social Security Number) t"’ Access Card (CAC).

You cannot use

Password
someone else's CAC.

(Same as m-.Pa I Tl-n:.:.'-ne Voice REsponse system (IVRS)
Personal ldent l: Humber (PIN)

-
Lugm ‘% Please select your
Forgot your Login ID or Password, click HERE! . - NON-Email certificate.

To enter your Password more securely, click Login with CAC
on the On-5creen Keyboard button below.

[ On-Screen Keyboard T
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Smart Voucher Instructions

Smart Voucher homepage
« Able to view old

vouchers and create
(show help) new vouchers

Menu Logoff

* Navigate through the
voucher using the menu
at the top of the page

Create New Voucher  Create Supplemental Voucher  Create Dependent Voucher

* Click on “Create New

No TOY travel Vouchers have been entered through SmartVoucher, .
* pas Voucher

(show help} ¢ Click on “Create

No PCS trave Vouchers have been entered through SmartVoucher, Dependent Voucher” if
your dependents

traveled separately

Create New Voucher  Create Supplemental Voucher  Create Dependent Voucher
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Smart Voucher Instructions
g

« Category of travel will

SmartVoucher be “PCS”

Menu  [User Type Logoff A5 .
» Type of user is “Active
| Duty”
* What is your category of travel?
* What type of user are you? \Active Duty V\ “
* What DMPO are you submitting from? ‘Fort Rucker, AL v‘ 4 SeleCt Fort RUCkeI’,

AL” as your
Permanent Change of Station (PCS) - the official relocation of an active duty service member and/or civilian--along with valid dependents- to a different y

S:rt\\f/iclzycztr\c;r;,;:ﬂhaesrzLrjwllhlwtparrzet;?;;.vgepveerr:énem change of station applies until replaced by another military PCS order, completion of active duty AM PO/D M PO (Fl n a n Ce
i | Office) or you will not
For Military Temporary Change of Station (TCS) - select TDY s
Note: If retiring/separating and filing final PCS voucher, select user type from which you retired. be a ble to Su bm It you r
SmartVoucher

Back Next

o Select “Next”
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Smart Voucher Instructions

“Travel Order Number
“What is the issue date on the orders?

Note: Enter your ariginal PC3 order number in the box.

*You will be paid by direct deposit

NOTE: Allow 24 to 45 hours for the change to register throughout the system.

¥ Did you ship your house hold goods?
* Are you claiming Dislocation Allowance (DLA)?

Show/Hide Help 123456

01/07/2020

swow/tide belp | Direct Deposit v

Yes v
Yes v

Note: Select Mo if this is your first move without dependents, if you are residing in the barracks, or if this is a retirement/separation
Note: Click here to link to the JTR to review DLA entitiement. Once at the JTR, go to Chapter 5 (POT), then Section 050104 (DLA) for details

¥ Are you married?

¥ Are you claiming a Temporary Lodging Expense (TLE)?

Note: If you select "Yes' then you are required to fill out a TLE form
## For additional information on TLE, Click here.

¥ Did you perform temporary duty en route?

Back

YeskG

Next —<—

MM/DD/YYYY

Travel Order # - found inthe top left
corner of the originalorder

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

Did you ship householdgoods?

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

Are you married?
Is your spouse active duty military?

= You will need your spouse’s
information

= Detailed instructions are onnext
slide

Are you claiming TLE?

= |f you are stillin the hotel you will
claim TLE when you check out

Did you go TDY enroute?

= Did you go to a school on yourway
here?

Select “Next”
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Smart Voucher Instructions

" Is your spouse active duty military? Yes v| - If yOUI’ Spouse iS aCtive
duty military, select
* Please put in your spouse's ssn: [ Yes
* Please put in your spouse's first name: | Jane n F | I I | n us | N g yO ur
Please put in your spouse's middle initial: iH Spouse s | nformation:
ey » [. = Social Security
* Please put in your spouse's last name: Smith
* Please put in your spouse's branch of military they are in: Army| X Number

= First name
= | astname
= Branch of service
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Smart Voucher Instructions

Menu  UserType Initial | Adys Logoff
* You will answer “Yes” only if
- you took a DLA advance
" Did you receive any previous government payments partia N“_V :
payment advances for this travel order? Do not include an Advance

Note: Do ot incude Automated Tellr Machine (ATMD withdrawas from your Covernment Travl Charge Card

Pay or a DITY/PPM Move
Advances

* Did you receive any payments from Defense Travel System (075} N0 V)
during this travel period?

Back  Next
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Smart Voucher Instructions

¢  SmartVoucher

Menu  UserType Initial | Advances Logoff

 Enter the amount of

the advance that
“ Did you receive any previous government payments,partial y ou rec eiV e d (If

payment/advances for this travel order?
Note: Do not include Automated Teller Machine (ATM) withdrawals from your Government Travel Charge Card.

Currently, no advances have been entered through SmartVoucher.

Note: SmartVoucher allows for 2 maximum of twenty (20) advances per travel order, ° E n te r th e D OV

* What was the amount of the previous payment/partial : I
payment/advance. If unknown, put 'UNKNOWN'. num be r ( If kn own )

Note: Do not use the dollar sign ( $ ) or commas (, ) when inputting dollar amounts

* What s the Disbursing Office Voucher (DOV) number for the :

previous payment/partial payment/advance? If unknown, put
'UNKNOWN'.

Save
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Smart Voucher Instructions

« Use your personal
information

* First Name: (Cabarius | « Use current mailing address

Instructions: Please provide your current address and phone number so we may contact you if necessary

Middle Initial: |Q |

— (o | * You can now opt to receive
Social Security Number: ik D AT G UpdateS On yOUf' travel Vla teXt
S (AT Answer all questions if you

* Current Street: |5700 Andrews Ave |

Current Street2: | | WOUId Ilke tO reCGIVG UpdateS
e [Fort tucker | - Email address can be military

“ Current State: |Alabama V‘

. mgm
* Current Country: |USA v Or CIVIIIan
“ Current Zip Code/APO/FPO: Zip Code Lookup |36362 | 0
. . = Use an email that you use
* Phone Number:(Daytime) |(] 23) 867-5309 |
Note: Please provide the best phone number where we may contact you Ofte n
| agree to opt-in to receive text messaging alerts
“ | accept that data rates may apply DO you have GTCC’? i “Yes” or
“ Provider Carrier |Verizon “NO”
“ Email Address: |\adarius.q.davis_civ@mai\_mil
Note: Provide the email address you read most consistently. - .
Do you have a Government Travel Charge Card? > Unlt Of ASSIgnment:

Note: If you say no you will not be able to request split disbursements,

* Unit of Assignment: {Add City/State or Post/State} |1,1 45th Fort Rucker || NeW un|t you are gO|ng to

Note: If you do not know the Unit of Assignment put in 'Unknown’.

----------- = Make sure to include:
o “Fort Rucker, AL 36362”
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Smart Voucher Instructions

» If your dependents traveled
with you and they are here,
select “Yes” for claiming
dependents

Instructions: Please provide dependent information. You must use the "Save" button before going to the "Next" button. Separate vouchers are
needled for any dependent that traveled to/from a separate location or during a different timeframe. You may use the “Create Dependent « If your dependents traveled

Voucher" feature found on the Menu screen to begin a dependent travel claim. separate!y or are arriving at a
v later date, this voucher will be

* On this voucher, are you claiming dependents? I__YQS V
The dependent address should be the address upon receipt of orders for your travel onIy. Another
voucher for your dependents
NOTE: For PCS travel to/from CONUS locations orders must authorize dependents. For PCS travel to/from an OCONUS location, dependents must be Command Sponsored will be com pleted upon their
My dependents left the previous duty station with me and arrived at my new duty station on the same day. arrival
My dependents traveled separately from me to my current duty station. » Separate vouchers are needed
' My dependents traveled to designated location authorized on my PCS orders. for any dependent that
traveled to/from a separate
Back 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

* Dependent First Name: |LAKEISHA | . Each dependent who
Dependent Middle Initial: [ | traveled with you will be
entered on separate pages
: : DAVIS ]
Dependent Last Name | | e Dependent Street, Clty,
* Dependent Relationship: POE v State, Country and Zip
Wote: Children over 21, wards and parents require spproval memorandus from Dependency Entitlem ents (DFAS) N
§ e Code is your QLD
¢ Date of Marriage: 0217200 | MM/DDYYYY address (.address at last
duty station) OR your
“ Dependent Country: |Ush v dependent’s address
* Dependent Street 8675 Love Zone | when you received your
Mote: Use depandent address upan receipt of orders o rd ers
“ Dependent Zip Code: ZipCode Lookup (38703 1 POH:E forget to mark off
Yes” if your dependent
* Dependent Ciy (Greemil | completed travel
« Dependent State: |Mississipp v  Click “Save” to add another
dependent
Dependent completed travel? P

Cancel  Save




Smart Voucher Instructions

Edit | Delete | LAKESHA

o
Q
LAKEISHA | O

UNCLASSIFIED

DAV 8673 Love Zone Creanvillz M3, 38703 USA 02/17/2021

BEST EVER

5700 ANDREWS AVE FORT RUCKER AL, 36362 LSA

01/01/1999

Note: [f your dependents have different perm anent addresces then you will hawe to complete a separate tonerary (slock 13a-13f) on a DD form 1331-Z for each cependent.

* Dependent First Name:
Dependent Middle Initial:

* Dependent Last Name:

* Dependent Relationship:
Note: Children over 21, wards and p:

“ Date of Marriage:
* Dependent Country:

“ Dependent Street:
Mote: Use dependent addre:

* Dependent Zip Code:
* Dependent City:

* Dependent State:

Dependent completed travel?

Mot SmartVoucher currently only allows for sixteen (15) dependents to be added

Add Dependent

Back

Cancel

Mext

| |
| |
| |
¢ Entitlements (DF,

ndency Em DFAS)

[ | MM/DD/YYYY

[usa ~

[5700 ANDREWS AVE |

Zin Code Lookun 36362

[FORT RUCKER |

[Alabama ~ |

NO w

Save

Click “Add Dependent”

Address will automatically
populate

Again, don’t forget to mark
“Yes” for completed travel

In order to get reimbursed
for all dependent travel, you
need to list ALL
dependents that moved with
you

Once they are all listed and
saved, select “Next”

If you are claiming a
secondary dependent, the
approval memo from DFAS

vV @
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% Smart Voucher Instructions

Instructions:
1. Begin your travel itinerary with the date that you officially began traveling, and from the location (Installation/Base/City) that you officially traveled
from under the applicable travel order.

Mote: Under normal circum stances, when completing a PCS move the departing location for the itinerary should be the location (Installation/Base/City) | @
of your OLD Permanent Duty station.

2. List ALL |ocations where authorized travel was performed and any overnight staps.

Note: Any deviations from your travel orders such as non-government travel, return trips home while in a travel status, or any Leave taken should be
reflected in your itinerary.

°
3. It is only necessary to claim the number of miles for terminal mileage, which is transpartation to/fram a terminal. All other mileage determinations
will be based on mode of travel, owner/operator status, and calculated by the Defense Table of Official Distances (DTOD). In order to claim terminal
mileage, the location that you drove to/from the terminal must be included in your itingrary.
Example: A traveler's orders directs him /her to travel to Fort Bliss. The traveler is flying to Fort Bliss. The individual is leaving fram home,
driving to the airport, and then flying to their TOY location. In the itinerary the traveler must show the method of travel to the airport, and
include the stop at the airport as awaiting transpartation, in order to claim mileage to the airport.
Mote: Failure to input a complete and accurate itinerary may require deletion or editing of travel legs. Common errors result from:
+ Misging a stop (forgot to include a leg of the travel)
+ Incorrect arrival or depart dates ®

[l | have read the instructions for the itinerary, and | understand that to receive accurate and timely payments of all travel entitlements, the
itinerary must be complete and exact.

This is how you get
reimbursed for your
travel

You must identify each
time you changed
modes of transportation
= E.g. Cab to the airport
then got on a plane
Select the box in the
bottom left
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Smart Voucher Instructions

Currently, yvou have not entered any stops for this travel voucher.

Back Add

Click add




What day did your travel begin?

Mote: Date of departure on your leave form.
What country did you depart from?

What is the zip code of your departure location? Zip Code Lookug

Smart Voucher Instructions

UNCLASSIFIED

| 11/10/2021 MM/DD/YYYY

Installation/Base,/City

Starte

What was your mode of travel?

Did you own or were you personally responsible for the operating
expenses of the automohile?
Note: If you drove a rental vehicle, select "Yes

How many vehicles did you drive?

Automohile v

<

NOTE: Per TR, Reimbursement for the use of more than twa vehicle's, within the same household for PDT, must be authorized/approved through the Secretarial Process.

NOTE: Reimbursement for the use of more than two vehicle's must be authorized.

Were you the operator of the vehicle?
Note: Select 'No' if you were & passenger

[Yes v]

Travel began on the
day that you sign
out on leave. Needs
to be the same date
in block 14 of your
DA Form 31

Enter USA

Use last duty location
Zip code from your
orders
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. Smart Voucher Instructions

What date did you arrive? |1 1/10/2021 MM/DD/YYYY

The the arrival date
Note: Terminals include aifports, bus depots, train stations, and/ar ports of call. date you arrlved at that

Was this leg of travel to or from a terminal?

what country did you arrive in? [UsA ~ | t. F ‘th 1
ocation. ror tnis
What is the zip code? Zip Code Lookun 39402

MNote: If the reason for stopping at this location is Mission Complete, enter the arrival zip code on your orders. exa m p I e it Wi I I be
natesturs Hattiesburg, MS
y .

State [Mississippi ~|
What was your reason for stopping? |Lea'\.-'e en route V|
Definitions

y while en route to the PCS point.
while at PCS point
vel status has begun

Authorized Delay (AD) - A period of time that a member is authorized, by regulations, to de
Autho d Return (AR) - Authorized el home periodically on weekends or
ransportation (AT) - N delay while awaiting further transpo
dmittance (HA) - Admittance to Medical Facility for inpatient treatment.

Discharge (HDY) - DI arge from Medical Facil fter inpatient trea .

awve en route (L ed to travel to leave poin utho while at leawe site), then on to the PCS point
Mission Complete (MC) - Completion of PCS upan arri anent duty station, home of record, home of selection, or designated duty s

perary Duty (TD) - Official Duty t

thile at Temp: e
untary Return (VR} - Unauthorized travel home p ¥ on weekends or non-workdays, for personal convenience, while at PCS point.
Did you drop off/store, or pick up a vehicle at this location? |N0 hd
Did you incur any lodging expenses while at destination?

Cancel Save




ff, Smart Voucher Instructions with Quarantine

. S ARMY

T Dparue Degarure Deparue Deoatwre Al Al Al Al Troel Ressmior ROC

D (y S Cuy D Oy S Cuy ek S Wi oy

it Dot 100000 Oule AL A DOOODNMaeshg WS R M L0 0 N0

Bk A et Sop

= Click Add Next Stop
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. Smart Voucher Instructions

*If you drove from your last duty location to

Camp Shelby, this is what your last Stop
what day did you leave Hattiesburg? |1 1/30/2021 MM/DD/YYYY ShOllld lOOk like

Note: Date of departure on your leave form

. . Mode of travel: “Automobile”
What was your mode of travel? d
. Were you personally responsible for the
Did you own or were you personally responsible for the operating = 113 EL)
expenses of the automobile? Operatlng expenseS? Yes
Note: If you drove a rental vehicle, select "Yes ° HOW many Vehicles did you driVe? 1 ()I‘
2
What date did you arrive? [11/30/2021 MM/DD/YYYY . Were you the owner/operator? “Yes”
Was this leg of travel to or from a terminal? No ~ d AITlVal Country: USA
Note: Terminals include airports, bus depots, train stations, and/or ports of call ° AITlVal Clty: IS always “Camp Shelbyﬂ

What country did you arrive in? [usa bt State: MlSSlSSlppl le Code: 39407 (YOU
What is the zip code? Zip Code Lookup 39407 WILL NEED TO EDIT CITY AFTER
Note: If the reason for stopping at this location is Mission Complete, enter the arrival zip code on your cr_ders INPUTTING ZIP CODE)

City |Camp Shelby

state [Mississippi ~|
What was your reason for stopping? [Mission Complete ~|
Definitions

while at leave site), then on to t

ave en rou
anent duty station, home of record, home of se

ssion Com
porary D ) /|
Woluntary Return (VR) - Unauthorized

int
ection, or designated duty stati

home periodica n weekends or nen-workdays, for personal convenience, while at PCS peint.

Did you drop off/store. or pick up a vehicle at this location? [No ~]

Cancel Save




UNCLASSIFIED

Smart Voucher Instructions

Edit 11/10/2021 Dalevillz AL US4 11/10/2021 Hattiesburg ~ MS Usa PA LV ] £0.00
Camp
Edit| Delete | 11/30/2021 | Hattieshurg M5 US4 11/30/2021 | Shelby M3 Usa PA MC ] £0.00

* Check your itinerary for completeness

= Remember, we need to know every time you
change modes of transportation

o Select “Next”
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Smart Voucher Instructions

+ Click the "Add Expenses" button below to add a reimbursable expense.

Currently, you have not entered any expenses for this travel voucher

Total: §0.00 $0.00

Back Add Next

 Reimbursable expenses include:
= TLE (air bnb, hotel, friends home, relatives home etc)
= Tolls
= Airfare
= Excess Baggage (must be authorized in orders)
= Authorized Delay at Airport
» Taxi Cabs/Uber/Lyft

- If you have a reimbursable expenses, select “Add” ‘
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Smart Voucher Instructions

| « Select “One Time Expense”
"+ Click the "Add Evcpensea;' button below to add a reimbursable expense. ' or “Dally Expense”

» Select date of expense
mann - wo e Select type of expense

* |nsert the amount
» Remember, a receipt is

Currently, you have not entered any expenses for this travel voucher
¥

+ You can add one time expenses or daily expenses incurred during a specific time frame.

* Was this a One-Time Expense or a Daily Expense? © One-Time Expense O Daily Expense required for anything $75.00
_ : and over
* What was the date of this expense? 01/01/2019 | MM/DD/YYYY g g - Al
 Select “No” or “Yes” if it was
: [TOLLS (HIGHWAYS, BRIDGES, ETC) V|
e T R A charged to you GTCC
* What was the amount of the one-time expense? [5.00 ° Click “Save”
* Was this expense charged to your Government Travel Charge Card? ONo OYes o |f you have other
_ Reimbursable Expenses,
Cancel Save

select “Add”
* If no others, select “Next”

vV @
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Temporary Lodging Expense (TLE) (1 of 3)

» Reimbursement is limited to 10 days of TLE on a CONUS to CONUS
move or OCONUS to CONUS move

= No exceptions for extension for TLE at this time

= |n order to file this claim today you must be completely finished withyour
TLE and have a zero balance receipt

= |f you are not ready to file your claim today, you may submit your TLE
request to the In Processing Section located at Bldg 5700 S. Novosel St,
Fort Rucker Room 120 or via SmartVoucher only after your original PCS
Travel claim has been is paid

= TLE Form 9098 can be located at the below link;
o DFAS TLE Form 9098 (right click and open hyperlink)

 Documents required:
= 1 copy of orders PCS and all amendments
= 1 copy of leave form Blocks 14a and 16a completed
= 1 copy of itemized hotel receipts indicating a “Zero” balance



https://www.dfas.mil/Portals/98/travel_DFASform9098_1.pdf

UNCLASSIFIED

% Temporary Lodging Expense (TLE) (2 of 3)

CLAIM FOR TEMPORARY LODGING EXPENSE

PRIVACY ACT STATEMENT
Authority: S5 U5 .C. 301, Departmental Regulations, Department of Defense Financial Management Regulation (Dol FMRE) TOD0.14-F, Vol 3,
Joint Federal Travel Regulation (JFTR)} Vol 1, Chapter 5, Part H, and E. O. 8387 (S5M].
Purpose: To substantiate and evaluate the amount claimed for Temporary Lodging Expenses.

Rowutine Use(s): In addition to those disclosures generally permitted under 5 L5 .C. 552a{b) of the Privacy Act. these records or information
contained therein may specifically be disclosed outside the Dol as a routing use pursuant to 5 U5 C. 552a(by3) as follows: The Dol
'Blanket Routine Uses' set forth at the beginnimg of the DFEAS compilation of systems of records nofices apply.

Disclosure: YWoluntary, howewer, failure to provide the requested information may result in a delay or suspension of your claimis) for
reimbursement

1. RAMNIK 2. LAST MAME 3. FIRST MAME 4. 55M 5. PHONE NUMBER

g. STREET ADDRESS 7. CITY 4. 5TATE E 8. FIP

10. CURREMNT UMIT ASSIGHNMENT 1. FHOMNE NUMBER
12, MARITAL STATUS: 13, IF MILITARY, SPOUSE'S 55N 14, SPOUSE'S CURREMT DUTY STATIOMN

[0 SINGLE [] DINORCED [] MARRIED [] DUAL MILITARY

15. DID YO STAY M OFF-POST LODGING? 18. STATEMENT OF MON-AVAILABILITY # {(Withouwt an SNAF from housing you are only authorized
] ¥ES ] NO reimbursement for the on-post rate)

* Complete blocks 1 through 12

 If married to another military member complete blocks 1
through 14
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Temporary Lodging Expense (TLE) (3 of 3)

SECTION | - LIST DEFENDENTS YOU ARE CLAIMING TLE FOR:

ADD
RO

17. NAME 18. RELATIONSHIP

18. DATE OF MARRIAGE

20. DATE OF BIRTH

REMOVE
RO

REMOVE
RO

21. DATE HHG PICKED UP

22. DATE HHG DELIVERED

23. DID ¥OuU DO A DITY MOVE?

] YES

] NO

24. IF YES, WHAT DATE?

Section | - Complete blocks 17 through 20

SECTION Il - LODGING INFORMATIOMN

PCS VWOUCHER, ORIGINAL LODGING RECEPTS, AND A FULL COPY OF ORDERS MUST BE ATTACHED TO THIS FORM.

IF YOU NEED MORE DAYS PUSH THE [ 250 | BUTTON BELOW.

aon | 25.reom | 26 To |27 Mo OF 28, LOCATION OF LODGING 20 MEALS| 30.DAILY | 31. NUMBER OF PERSONS CLAIMED
ROW DATE DATE DAYS CITY STATE DIEM COSTS SM OVER 12 | UNDER 12
REMOVE EI ] ¥Yes
RO D ]
REMOVE EI ] YES
RO ] NO

Section Il - Complete blocks 25 through 31

hereby certify that | was required to obiain termporary lodging for the days noted abowve:

3d. DATE OF SIGNATURE

37. PRINTED NAME

3. SIGHNATURE
-

Section Il - Complete blocks 36 through 38

v e
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"« Attach the PCS order(s),

T Amendments, DD Form
Allowed file types: bmp,gif jpeg,pdf pjpeg,png

File size Limit: 2 mb ’]6’] O for TDY or
et e Quarantine, DA Form 31(if
PTDY was authorized

ensure the DA 31 reflects,

| do have unused tickets from this trip: L If yes, turn those tickets into the Transportation Office (T/O) or Commercial Travel

Office (CTO) and receipts for TLE, &
NOTE: If lodging was required as part of this trip, you must include a receipt regardless of amount. All other expenses aver §75 require a receipt plane t|CketS |f you pald fOF
Specify any general remarks regarding this voucher: T | them 7

Remaining Characters:

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

« Specify any general
remarks

Back Next

vV @
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Smart Voucher Instructions

Split Disbursement « Split Disbursement is
Instructions: i
Split disbursement is mandatory. If you have indicated you paid certain expenses with a government charge card, it is noted below. used |f you have a

NOTE: A split disbursement is only necessary when a GTCC is used while on official travel for the Government,
GTCC and used it

To check the current balance on your GTCC please call 1-800-200-7056 or visit the Citibank website: CheckTcc ~ ®  YOU can opt to have a

Balance . g
specified amount go
You indicated that you chgrged this amount to your Government 5?0.00 _ Stralght to your GTCC
Jrwvel Chargs Crd o iz ucher: s 81K . Select “Next”

NOTE: If you have made any changes to your expense or lodging amounts, please verify your split disbursement amount before submitting

$5.00 - Expenses not applied to Government Travel Charge Card

Back Next
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- Smart Voucher Instructions
(v.s.amNY |

Verify all of your information then select “Next”

Edit 123456 Direct Deposit

No Advances information is available

gt A0 Daleile AL A NOOMN Hatieshorg M5 BBA PV Yes 300

First Name: LADARIUS Ll
Middle Initial: Q
. s Ian . | n 1an i I n M i
Last Name: Davis gt /3002021 Hattieshurg WS UA [ T1A02000 CampSheloy M§ 0 & P& | MC 0 Mo 8000
Grade/Rank: 0-10
Organization: 36362
Street: 2821 BRAD WAY
City: ENTERPRISE
State: AL
Country: Usa No Expenses information avallatle.
Zip Code: 36330
Email: LADARIUS.Q.DAVIS.CIV@MAIL.COM
Phone Number: 123) 867-530¢
Government Travel Charge Card: Mo
Mo Meal Expenges infarmation avallabl.
5700
ANDREWS FORT
Edit LAKEISHA Q DAVIS SPOUSE 02/17/2021 AVE RUCKER AL 36362 usa Yes
5700
ANDREWS FORT
Edit LAKEISHA Q BEST EVER DEPENDENT 01/01/1999 AVE RUCKER AL 36362 usa Ye
it Leave Taken:
QOsan
Camp KOREA Airforce KOREA
Edit | 02/17/2021 | Humphreys (SOUTH) | 02/17/2021 Base (SOUTH) GA AT o No $0.00 E'I U\IUSEd Ti[km'
i :
Osan KOREA —
Edit 02/17/2021 |Airforce Base (SOUTH) 0 7/2021 Seattle WA Usa TP AT 0 No 50.00
Fort '
Edit 02/17/2021 Seattle WA usa 02/17/2021 Rucker AL usa PA TD 500 Yes $0.00 E[_l[ Remarks‘
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- Smart Voucher Instructions

SmartVoucher  Review these
ereven (RRIBER) Locot comments. If you

need to attach any
supporting

In addition to this travel order, please ensure you include all corresponding documents, Smart
i Voucher will let
you know what is

To view and print your travel claim, click on the View Travel Voucher button below. need ed
when the File Download dialog box appears. do the following steps:

™
q
]

Menu User Type Initia Advances Personal Dependents Itinerary Reimbursables Misc

Based on your responses to the associated questions throughout the SmartVoucher it has been determined that your travel package
will require the following documentation:

1 Travel Order 111

Click Open
Select Print... from the menu.
Once you have printed or saved it to your hard drive, check the X' in the upper right hand corner to close the window.

. I .
« Click on “View

Please ensure any changes made throughout this process are reflected on your voucher prior to submission o
If you want to view or change your claim, click the '"Menu' tab and all the travel claims created via SmartVoucher will be listed. Travel VOUCher to
Click on the 'Edit’ link next to the travel claim that you would like to view/edit with the applicable Travel Order. F

preview what your
Smart Voucher will
look like

To create a new travel claim, click on the 'Create New Voucher' button and follow the instructions

To create a supplement travel claim, click on the 'Supplemental Voucher' button and select the travel claim that you would like to su
with the applicable Travel Order.

Have a guestion or comment? Your opinions are very important to us. Click here to submit an IC

By clicking "Submit Travel Voucher” you are legally signing this document to be subpaffted for routing and approval. O

Back View Travel Voucher Submit Travel Voucher
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SMARTVOUCHER
TRA VO Read Privacy Act on back balors comg! form. Usa
VEL UCHER OR SUBWVOUICHER Aty powritor, ink, or ball Dnln(p-irLPR‘EBBHARD ‘B0 MOT use penci. If mors space i neaded, continus in
mmanu
. PavMENT SPLIT DISSLISEMENT. Thw papirg Cfice wllpmy ety & B Cormrrermnt T ortcacior e poctas of tursarant razre:
Bl rins Vo s o oo, b o st m SFrar arocort A cacoma are e o kel oyt 15 mgcatn o Tt
X Temmater oortraior
Fmymart try Chack | Pay the following amownt of this reimbursemeant directty to the Government Travel Charge Card contractor: §

EET Ty Ty rrep————— 3 Grace P 5 TYPE OF FATMENT (X a2 apphcatinl

Doe, John E-& 0EB0Z1834 oY b4 MartenErpcyee
== = MUMEER AMD STREET x| Fo= enar

12345 Zillow Dhepeccersial ok

= EamL ADORESS armysarg@gmail.com o ronoo use o

T CAYTIME TELEPHOME MUMEER & AREA MUMEE AT HORIZATION

1SITI BE2-45098

& 0.0, VDUCHER NUMEER

1. DIVCANIEATION AND STATION

b SLEVDUCHER HUMBER

KOENTS ADDITESS OM RECEST OF OREDERS focise

[occmms

b RELATICHE P = mATE ormmTH
O MR GE

= PAD BY

4. HAVE HOUSENDLD GOODS BEEK SHIPPEDT (X sl

o COMPUTATIONS

ves N M apias e Ramass

1= TrEmATY = mEanT o mEAsDM | = LODGRG Lrac
oo o ran sToe cosT LS

. b FLACE (ame, Ofics, Sane, Actuty, DIy, ane State: oy and! County, et ) TRAVEL

114031 | DEF Dalewillo, AL 36322, UBA. PA

111021 | Ann | Hattsssburg , MS , 39902 , LSS LV o [

113021 | DEF | Hattsesburg , M5 , 39402 , USA PA

11/30@1 | AMR | Camp Sheltry , ME , 35407 , FSA M J o ]

oy

E
A I
B Sy OF P—ET
|
=
= T X [ommcronee T e
T
e ——— e < riiowes
K| saane s as rouns
R L MRS
e T o = o s
T S SEATIRE e
Py ——— = Py — o=
S APASINE GOTICAL TS e y—=——r— T —— P
Ey—r e
= coeonan s
prpr——— PP T ——— = e P

FREVIDUS EDITIOMS ARS

DD FORM 1351-2, MAY 2011 ESOLETE

SMARTVOUCHER

This is your Smart
Voucher generated
travel voucher in PDF
format.

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

Make sure to check
your email or texts for
updates

REMEMBER THIS IS
AN EXAMPLE. YOURS
MAY LOOK

DIFFERENT. ‘
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% Smart Voucher Instructions

Based on your responses to the associated questions throughout the SmartVoucher it has been determined that your travel package

LAk the RGN RN ~+ Click View Travel Voucher
ber _ Doctmen i to ensure your 1351-2 is
completed correctly and
all documents have been
attached/uploaded

In addition to this travel order, please ensure you include all corresponding

1 Travel Order 12345
amended orders.

To view and print your travel claim, click on the View Travel Voucher button below.
When the File Download dialog box appears, do the following steps:

« Click Open
+ Select Print.. from the menu.
- Once you have printed or saved it to your hard drive, check the X’ in the upper right hand corner to close the window

» Check the sign box (if you
are unable to check the
box go back to the “User

wil be listed Type” tab and verify you

A N U T UM 0 i 5 o Rl chose Fort Rucker under

A — the “What AMPO/DMPO

are you submitting from??”

option

Please ensure any changes made throughout this process are reflected on your voucher prior to submission.

If you want to view or change your claim, click the "Menu’ tab and all the travel claims created via SmartViou
Click on the "Edit’ link next to the travel claim that you would like to view/edit with the applicable Travel

To create a supplement travel claim, click on the "Supplemental Voucher' button and select th
with the applicable Travel Order.

By clicking “Submit Travel Voucher® you are legally signing this docunynt to be submitted for routing and approval

Sléﬂ
* Click submittravel

Back View Travel Voucher Submit Travel Voucher < Voucher

&)
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Smart Voucher Instructions

«  Common CONUS airport zip codes
= Atlanta, GA Airport: 30320
= Augusta, GA Airport: 30906
= Baltimore, MD Airport: 21240
= Columbia, SC Airport: 29170
= Dallas, TX Airport: 75261
= Kansas City, MO Airport: 64153
= Nashville, TN Airport 37214
=  New York, NY Airport: 11430
= Seattle, WA Airport: 98158
= St. Louis, MO Airport: 63145
= San Francisco, CA Airport: 94128

 USPS Zip Code Query: https://tools.usps.com/go/ZipLookupAction



https://tools.usps.com/go/ZipLookupAction



