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Smart Voucher Instructions

• Log in with your credentials
• Click “Login with CAC”
 Make sure it is NOT your email certificate
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PLEASE NOTE THAT THIS IS A GUIDE WITH AN EXAMPLE; IT WILL NOT REFLECT YOUR ACTUAL 
"TRAVEL SITUATION". 
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Smart Voucher Instructions

Smart Voucher homepage
• Able to view old

vouchers and create
new vouchers

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

• Click on “Create New
Voucher”

• Click on “Create
Dependent Voucher” if
your dependents
traveled separately
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Smart Voucher Instructions

• Category of travel will
be “PCS”

• Type of user is “Active
Duty”

• Select “Fort Rucker,
AL” as your
AMPO/DMPO (Finance
Office) or you will not
be able to submit your
SmartVoucher

• Select “Next”
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Smart Voucher Instructions
 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?
 If you are still in 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

• If your spouse is active
duty military, select
“Yes”

• Fill in using your
spouse’s information:
 Social Security

Number
 First name
 Last name
 Branch of service
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Smart Voucher Instructions

• You will answer “Yes” only if
you took a DLA advance

• Do not include an Advance
Pay or a DITY/PPM Move
Advances
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Smart Voucher Instructions

• Enter the amount of
the advance that
you received (if
known)

• Enter the DOV
number (if known)
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Smart Voucher Instructions
• Use your personal

information
• Use current mailing address
• You can now opt to receive

updates on your travel via text.
Answer all questions if you
would like to receive updates.

• Email address can be military
or civilian
 Use an email that you use

often
Do you have GTCC? – “Yes” or  

“No”
• Unit of Assignment:

 New unit you are going to
 Make sure to include:

o “Fort Rucker, AL 36362”
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Smart Voucher Instructions

UNCLASSIFIED

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

• If your dependents traveled
separately or are arriving at a
later date, this voucher will be
for your travel only. Another
voucher for your dependents
will be completed upon their
arrival

• Separate vouchers are needed
for any dependent that
traveled to/from a separate
location or during a different
timeframe. You may use the
"Create Dependent Voucher"
feature found on the Menu
screen to begin a dependent
travel claim
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Smart Voucher Instructions

UNCLASSIFIED

• Each dependent who
traveled with you will be
entered on separate pages

• Dependent Street, City,
State, Country and Zip
Code is your OLD
address (address at last
duty station) OR your
dependent’s address
when you received your
orders

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

• Click “Save” to add another
dependent
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Smart Voucher Instructions

UNCLASSIFIED

• 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
is required
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Smart Voucher Instructions

• 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

Click add

UNCLASSIFIED
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Smart Voucher Instructions

• 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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The the arrival date 
date you arrived at that 
location. For this 
example it will be 
Hattiesburg, MS. 
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Smart Voucher Instructions



Smart Voucher Instructions with Quarantine

 Click Add Next Stop
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Smart Voucher Instructions

UNCLASSIFIED

•If you drove from your last  duty location to
Camp Shelby, this is what your  last Stop
should look like
• Mode of travel: “Automobile”
• Were you personally responsible for  the
operating expenses? “Yes”
• How many vehicles did you drive? 1  or
2
• Were you the owner/operator? “Yes”
• Arrival country: USA
• Arrival city: is always “Camp Shelby"
State: Mississippi  Zip Code: 39407 (YOU
WILL NEED TO EDIT CITY AFTER
INPUTTING ZIP CODE)
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Smart Voucher Instructions

• Check your itinerary for completeness
 Remember, we need to know every time you

change modes of transportation
• Select “Next”
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Smart Voucher Instructions

• 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”
UNCLASSIFIED



UNCLASSIFIED

Smart Voucher Instructions

• Select “One Time Expense”
or “Daily Expense”

• Select date of expense
• Select type of expense
• Insert the amount

 Remember, a receipt is
required for anything $75.00
and over

• Select “No” or “Yes” if it was
charged to you GTCC

• Click “Save”
• If you have other

Reimbursable Expenses,
select “Add”

• If no others, select “Next”
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Temporary Lodging Expense (TLE) (1 of 3)

• TLE
 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
 In order to file this claim today you must be completely finished withyour  

TLE and have a zero balance receipt
 If 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
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• Complete blocks 1 through 12
• If married to another military member complete blocks 1

through 14

UNCLASSIFIED

Temporary Lodging Expense (TLE) (2 of 3)
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Section I - Complete blocks 17 through 20

Section II - Complete blocks 25 through 31

UNCLASSIFIED

Section III - Complete blocks 36 through 38

Temporary Lodging Expense (TLE) (3 of 3)
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Smart Voucher Instructions

• Attach the PCS order(s),
Amendments, DD Form
1610 for TDY or
Quarantine, DA Form 31(if
PTDY was authorized
ensure the DA 31 reflects,
and receipts for TLE, &
plane tickets if you paid for
them.

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

• Specify any general
remarks
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Smart Voucher Instructions

• Split Disbursement is  
used if you have a  
GTCC and used it

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

• Select “Next”
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Smart Voucher Instructions

Verify all of your information then select “Next”
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Smart Voucher Instructions

• Review these
comments. If you
need to attach any
supporting
documents, Smart
Voucher will let
you know what is
needed

• Click on “View
Travel Voucher” to
preview what your
Smart Voucher will
look like
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Smart Voucher Instructions

• 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

• Click View Travel Voucher  
to ensure your 1351-2 is  
completed correctly and  
all documents have been  
attached/uploaded

• Check the sign box (if you  
are unable to check the  
box go back to the “User  
Type” tab and verify you  
chose Fort Rucker under  
the “What AMPO/DMPO  
are you submitting from?”  
option

• Click submit travel  
voucher

UNCLASSIFIED



UNCLASSIFIED

UNCLASSIFIED

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



