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Registering

e To start press the Register icon on the e-Finance page.

Exlsllng Users

Portal Login
4 New Users /

Reglster

By logging into eFinance you agree to the System Rules of Behavior

You may also use the direct link: https://efinanceworkspace wpafb_af.mil.

e You will then update all of your personal information. (Every
highlighted tab on the picture below.)

Manage Your Profile
Addresses | Dependents | Personal Documents | Roles |

First Name: * MI: Last Name; ® Initials: Date of Birth:

| I | | | i
SSN. Email. * Time Zone: * ;
] | {(GMT-05:00) Eastern Time (US & Canada) |

Current Marital Status:  Date of Mamage Personal Phone Number.  Commercial Number: DSN:

_Single ] N | | I |

Current Assigned Base: * Current Grganization Unit: * _ Service Type: * Pay Grade: *  Office Symbol:

Il =] Theweowy &) [e2 4] [ ]
Superviscr's Base: Supervisor's Unit: Supervisor.
. ] [ Ml | [M]

FMW Logon User id; * @

l

* Your Current Assigned Base is your Servicing Finance [ save W cancer |
(Should be Scott AFB)

Make sure to update this part because it will determine where the voucher is going to be routed

(Important for Geographically Separated Units)




Update your current Address

Address

This is my current Address
[ This is a PSC address

Address Name: *

Street 1: *

Street 2:

City:

State: * Zip Code: *
lChoose One ﬂ] |

Country: *

l United States

]

N\

e Select “This is my current Address”.

e “Address name” should be “Dorms” if you are in the dorms.
= “Home” will go in “Address Name” if you are not in the

dorms.

e This will be you Local Address, if you do not know/do not
have an address yet use 215 Heritage Dr, Scott AFB, IL

e Then press “Add” af the boftom right of the Addresses page.




e Next you will update your dependents (If you have any)

]

Dependent

—1 Dependent's System Settings

— Address
Relationship: * | Choose OneE [ Thisis a PSC address
Street 1: *
Auto-claim this dependent | |
Active dependent
[] Dependent has same address as sponsor. Street 2:
First Name: * MI: City:
Last Name: * &
| ] State: ___ ZipCode: *
i l Choose One 1”
SSN (Only required if spouse is military): I
Country: *
Date of Birth: (© BT M
i

“Auto-claim this dependent” will be checked if the dependent
has travelled entirely with you.

“Active dependent” will be checked if they are your current
dependent and you are claiming them for BAH purposes.

The “Address” should be your dependents current address.

If you're Military to Military you will also need to fill out the SSN
for your military spouse to include their base information.

Press add and continue with the same steps above for any

other dependents.

Press Save




Creating your PCS Package

e Once you finish updating your personal information,
addresses, and dependents (You must do these first).

e Select "PCS” in the top right corner of the screen

(You do not need to upload personal documents or roles)




Create PCS Package

PCS is the official relocation of an active duty military service member,
along with any his or her family, to a different duty location, such as a military base.

Before creating a PCS Package, please update your profile with all current information.
The package editor will use information from your profile.

Package Name: * @ Travel Order Number: *
Additional Travel Order Numbers: Prior Duty Station: *
| | | Choose One v

Create PCS Package m

e "“Package Name"” input your Name and PCS (John Smith PCS)

e “Travel Order Number” should be the first 2 letters and the last
four numbers on block 27 of your orders.(Do not include the
dash)

e “Prior Duty Station” should be your |last duty stafion.

e If your prior duty station is not listed, you can select any base.
However, later in the guide when it says “select ‘previous duty
Station’” you must type your previous duty station.

e Press “Create PCS Package”



Edit Package/Adding Dependent Voucher

Please note the options on this page will add additional

entitlements/forms to your tfravel voucher. Please refer to the

corresponding numbers that are relative on each page.

[ G il by

— Cptional Forms

Travel Vouchers Add voucher &b
(Voucher Name | Member | Dependents [ actions |
" ¥ 74

Edit Voucher

Do you need to start, stop, or report FSA? @)

| O Member Dependents

) Yes Voucher Name:
= De ndent Voucher
® No 2 | Depe

°

Do you need to change your state of Legal Residence? @
-ZZ:ZZ' Yes - Change State

) ¥es - Change Native American Tribe/Reservation

® No

Do you need to claim TLE? @
O Yes
® Mo

Do you need to change your direct deposit information? @
-:I:IZ- Yes
® No

e 1.If you are single without dependents, please uncheck dependents
for your travel voucher by pressing the pencil under “Actions.

o Press Save

e 2.If you have dependents who traveled separately from you, you will
need to add a dependent voucher for those dependents. Press “Add
voucher”. “Voucher Name” will be “Dependeni(s) travel voucher”. Be

sure to check the Dependents box and Press Save.




Confinuation of “Edit Package”.

— Optional Forms

Travel Vouchers Add voucher "ﬂ’
Vousher Name | Member | Depenaents | Actions
v " V74

Do you need to start, stop, or report FSA? @
-i:} Yes
® Mo

|> |

Do you need to change your state of Legal Residence? @
) Yes - Change State

) Yes - Change Native American Tribe/Reservation

® No

O

|

Do you need to claim TLE? @
-i:} Yes
® Mo

o~

—l Do you need to change your direct deposit information? @
O Yes
® No

e 3."“Do you need to start, stop, or report FSA?”(Family Separation
Allowance)
= |f you do not have any dependents make sure “No” is
selected.
» |f you do have dependents and need to claim FSA select
“Yes” only if:
e You were separated from your dependents per your
orders to your last duty station.
e You were TDY for 31 days or more.
e 3. Technical school students, please make sure you are entitled
to FSA before claiming it.
o Press Save




6,

 optional Forms |

Travel Vouchers Add voucher gp
[Voucher Name | Member | Dependents [ Actions
v . 74

D_o you need to start, stop, or report FSA? -@-
-i:} Yes
= Mo

Do you need to change your state of Legal Residence? @
) Yes - Change State

() Yes - Change Native American Tribe/Reservation

® No

Do you need to claim TLE? @
-i:l- Yes
® Mo

Do you need to change your direct deposit information’? @
-i:} Yes
= Mo

|_save |
4. Do you need to change your state of Legal Residence?

= If yes, please select the option “Yes”. Please note this will change
the state in which you pay taxes to.

* [f no, please be sure that “No” is selected.

5. Do you need to claim TLE? (Temporary Lodging Expense)

= Please note TLA is not TLE. TLA will be paid by your losing duty
station. (TLA is OCONUS, TLE is CONUS)

= You are entitled to 14 days of TLE during a PCS if you move from
one established household to another. (You are not authorized TLE
if you're in the Dorms on base; (Unless a memorandum is
provided)).

» |f you do need to claim TLE please make sure the “Yes” option is
selected. TLE CANNOT be claimed until you have the $0 balance
receipt, meaning your stay is complete.

= |f you do not need to claim TLE please select “No”.

Press Save
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You will now use the tabs on the top left of e-Finance in accordance with

the form titles on the top of this quide’s pages to follow along for the rest

of this guide.

Briefings

Edit PFackage
Amival Worksheet
BAH
TLE
Travel Voucher

© @000

Reguired Documents

Submit

Download / Prnt



Arrival Worksheet

R i BAHOHA/FSH | Dislocation Allowance |
—| PCS Dates

Final Out: Departed Last Duty Station (DDLDS): Port Call:

[d mMmm yyyy ]E [d mmm yyyy ]m d mmm yyyy ]E
Arrived on Mew Station: Signed into Station/Awvailable for Duty:

[ d mmm yyyy Iz | d mmm yyyy [iza

Explain delays between Final Qut and DDLDS/Port Call: &

[ ]

Was leave taken upon amival: O Yes @ No

Corve I sove s e

e “Final Out” This is the day you out-processed with your last duty
station. (This is usually the day you give the base all your final
paperwork to leave.) If you have any questions about this date
please request assistance from the Finance technician.

e “Departed Last Duty Station” is the day you actually left your last
Duty station. (This date must match your departure date on
your travel voucher)

e “Port Call” (OCONUS ONLY) Is the date you reported to the port
to fly to the United States.

o “Notified new Unit | was available for duty” Is the date, you first
reported in to your new unit

e Gaps in Dates Requiring Explanation: between Departing Last
Duty Station and Notified New Unit you were available.

e “Was leave taken upon arrival? Did you take leave when you
got to Scott AFB2 Not leave before you got to Scoit AFB.

House hunting does not apply to this question.

Press Save



PCS Information [ glegl 258 Dislocation Allowance

You do not have any dependents. Questions 1 and 4 have been disabled.

1. My dependent({s) is/are residing in Government Family Quarters.
NOTE: Privatized Housing is not Government Quarters

My dependent(s) was/were assigned quarters on:

[ 2. Ihave a unique situation not mentioned above.
(e.g. Dependants are in various locations, moved at personal expenss, atc.)

Please exilain iour uniiue situation here, if aiilicable:

3. | certify that | currently reside in: [ V] Effective: [d mmm yyyy ]@
NOTE: Billeting/TLF is not classified as Government Base Housing.

4. Dependent Certification:
Mame of Primary Dependent Relationship Date of Marriage

If claiming ONLY a child as a primary dependent, whom is the child residing with?
B i (exspouse,grandparent )

NOTE: If child resides with a Military member, ﬁlease provide his/her Name, SSN, and Duty Location below.
Mame 55 Duty Location

& 3

e “BAS/OHA/FSH” This tab is to show your current residence only
not the type of BAH you will receive.
o Under this tab: #1, #2, and #4 are for special situations
o #3 “I certify that | currently reside in:” Will be where you
are currently residing effective the date you moved in.

PRESS SAVE




PCS Informatien | BAH/OHA/FSH

You are not married to a military member, question 1 has been disablad.
1. I am married to another military member and we relocated at =~ Same Separate  time(s).
a) \We lived in the Same Different household at old PDS.

b) We lived in the Same Different household at new PDS.

c) We were stationed at differant PD'Ss before relocating to new POS.

d) We married en route to new PDS (not married at last PDS).

1 2. Single or unaccompanied members with dependents must cerify they will not be assigned permanent
Government quarters to recsive Single rate DLA. (Government quarters includes: Dorms, Government base
housing, Government leased housing)

a) | am E4 or above with at least 3 years service without dependents and will not be assigned permanent
Government quarters

NOTE: Members whose dependent(s) have notiwill not relocate are considered "without dependents”
for DLA purposes.

b} | am E4 or below with less than 3 years service without dependents and will not be assigned permanent
Govemment quarters.
NOTE: E4 and below with less than 3 years service without dependents requires a letter signed by the

Commander/Designee at new duty station.
| save [l saves Next

e “l am married to another military member and we relocated at”
o Willonly apply to you if you are married Military to Military.
o If you are mil to mil, please fill in letters a-d under #1.

e “l am E4 or above with at least 3 years service without Dependents
and do not/will not have Government quarters assigned” This is a
statement that will self-certify you for single rate DLA. You will also
select this if you dependents have not fraveled yet.

e “l am currently in Billeting/TLF, but WILL be assigned Dorms or
Government Base Housing” Will only apply during a special
situation where an Airman is currently staying in the Scott Inn’s or
off-base in Temporary lodging and then they will be moving into
the Dorms when a Dorm is available.

Press Save
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BAH 594

Form Name: BAH (AF 594)

If you are changing your Marital or Dependent status, please upload a Marriage or Birth Certificate as a
Fackage-Level document on the Required Documents screen.

—[ MNon-Custodial F‘arent}

[J 1 am a Non-Custodial Parant
| pay the full amount of with-dependent rate BAH

| pay a partial amount $-

Based on: | |

—| Dependents

[J 1 am claiming BAH for dependent(s)
IN My Custody
NOT In My Custody (but paying child support)

Efecive Date: (RN @

Select up to six (B) dependants

The Dependent(s) named above is a Child whose Parent is a military member,
or the spouse of a military member.
Please provide the following:

Mame Branch of Service Duty Station
Cove”

This tab will tell us what type of BAH you will receive or should be

receiving.

e “Non-Custodial Parent” If you are a non-custodial parent
please check “l am a Non-Custodial Parent” and input the
applicable child support amount, type and what amount you
pay is based on.(Divorce Decree, Court Order, etc.)

Press Save
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Form Name: BAH (AF 594)

If you are changing your Marital or Dependent status, please upload a Mamiage or Birth Certificate as a
Package-Level document on the Required Documents screen.

—[ MNon-Custodial Parent}

[J 1 am a Non-Custodial Parent
| pay the full amount of with-dependent rate BAH

| pay a partial amount $-

Based on: [ ]

—| Dependents

[ 1 am claiming BAH for dependent(s)
IN My Custody
NOT In My Custody (but paying child support)

Select up to six (B) dependents

The Dependent(s} named above is a Child whose Parent is a military member,
or the spouse of a military member.
Plzase provide the following:

Mame Branch of Service Dty Station
Ea

e “Dependents” | am claiming BAQ for dependent(s) simply means are
you claiming with-dependent rate BAH. IN your custody means you
have dependents under you. NOT in your custody means someone else
can claim your dependents or they are living under another person'’s
custody.

o “Effective Date”
* |f you do have dependents in your custody the date will be
the effective of marriage.
= |f you do not have dependents in your custody the date will
be the date of the document your child support is based on.
Press Save



17
Form Name: BAH (AF 594)

If you are changing your Marital or Dependent status, please upload a Marriage or Birth Certificate as a
Package-Level document on the Required Documents screen.

—[ MNon-Custodial F'arent]

[J I am a Non-Custodial Parent
| pay the full amount of with-dependent rate BAH

| pay a partial amount $-

Based on: | |

—| Dependents

() | am claiming BAH for dependentis)
IN My Custody
NOT In My Custody (but paying child support)

Select up to six (B) dependents

The Dependent(s) named above is a Child whose Parent is a military member,
or the spouse of a military member.
Please provide the following:

Mame Branch of Service Dty Station
v

o “(If you are married mil to mil do not put your spouse in this
section they are not your dependent).

e |f you do not have a spouse you would put in your oldest
dependent first followed by your 2nd eldest dependent (If you
have any other dependents).

e “The Dependeni(s) named above is a child whose parentis a
military member.” Leave this blank. Do not check this box.

Press Save




TLE

Form Name: TLE

PCS Details Rl

—| Losing

Base (from package): Pentagon, VA

Date of Departure [d mmm yyyy ]@
Date Cleared Quarters [d mmm yyyy ]@
Household Goods Shipped? O No O Yes
Date Goods Shipped:

Please attach a copy of your Non-Availability Statement (if applicable) in the Required Documents section.

—| Gaining

Base (from user profile): Scott AFB, IL

Date of Arrival [d Mmm yyyy ]@
Date Assigned Quarters [d MMM yyyy ]@
Household Goods Delivered? O Mo O Yes

Date Goods Delivered:

£ o

e Date of Departure/Arrival: This date is the date you departed
your last base/arrived to Scott AFB. These dates must match

your travel voucher.
e Date Cleared/Assigned Quarters: Leave this BLANK
e Household Goods Shipped/Delivered? Select Yes or No, the
date shipped/received goes below.

Press Save




Select ‘Add New Lodging’
Form: TLE

Lodging
Add new lodging qp

Dunng
W TLE Gl For | epandnts| Lodging Ty Nighty Cot Actons

Mo lodging records found

~| Add Lodging
Lodging occurred during: O Departure O Arival
Check In/ Lodging Start Date: * Check Out / Lodging End Date:

[ ezl [ =

TLE Claimed For: Lodging Type:

O Member O Billeting

O Member and Dependents ) Off base (Requires Non-Availability Statement)
2 Dependents Only O With friends or family

#of Deiendents: Ni?h% Cost:

Caa J coree

e Lodging Occurred During: Choose either, this does not change
anything on the form.

e Check In/Out: These dates have to match the receipt you
provide. If the daily rate changes you will need a new claim for
that rate.

e TLE Claimed For: You will select who you are claiming TLE for. If
you check either dependents option, you will need to provide
a number of how many dependents were in TLE.




Lodging

—| Add Lodging I

Add new lodging qp

Dunng
M i e e I T

Mo lodging records found

Lodging occurred during: ' Departure O Arrival

Check In/ Lodging Start Date: *
|

TLE Claimed For:

' Member

O Member and Dependents
O Dependents Only

#of Deiendents: Ni?h% Cost:

Check Out / Lodging End Date:
[ |
Ledging Type:

) Billeting

) Off base (Reguires Non-Availability Statement)
O With friends or family

o 3

e Lodging Type:

o Billeting is lodging on base- a receipt is still needed for this.

o Off base- Non-Availability Statement from Lodging is
required.

o With Friends or Family- You will only be entitled to the
meals portion of per diem.

e Nightly Cost: This cost will heed to match the nightly cost of
your hotel room.

o As of 1 JAN 2024 Pet Fees are reimbursable.

o If the cost changes daily, please make separate entries
for each change. You can include Tax’s

Press ADD (Add as many entries as you need)
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Travel Voucher

Travel Voucher L

Payments | Meals | Expenses Itinerary|
1 —| '-.ﬂiscellanenusl 4

— Split Disbursement _ O | am entitled to DLA. @ C—
Pay this amount to the GTCC: & T

' Mone
Al

—l Have your household goods been shipped?
) Yes
O No  Why Not? [

— How many POVs were usad for travel? @
] 0
O 1

2 2 or more

Coove J sove st

e 1."“Do you have a GTC?” If no or you don’t know what a GTC

is, select “No”.

o If you do have a GTC and didn't use it select “None”

o If you would like to have all of the voucher go o the same
bank account your normal base pay goes to, select
“None”.

o If you know exactly how much is charged on your GTC
then you can select the “Partial” Option and enter the
exact dollar amount. Money left over will go to the bank
account your normal base pay goes to.

Press Save




Form: Travel Voucher

Payments | Meals | Expenses | ltinerary |
—| Miscellaneous 4.

1.
> Split Disbursement _ [ | am entitled to DLA. @) ¢
Pay this amount to the GTCC: & )
2 Naone
2 Al

Have your household goods baen shippad?
2 Yes
© No  Why Not? | |

2.
ﬁ
3 ° 1 ) 20 7 |
— I—Lmh:} many POVs were used for travel? (&
o1
) 2 or more

£ Exxm

e 2. “Have your household goods been shipped?” If you did not
use TMO to ship your Household goods then select “No”.
o If you used TMO to ship your household goods, select “Yes”
e 3. “How many POV'’s were used for travel?” If you flew the
entire way here, select “0”. If you only drove one car select
“1”. If you drove 2 or more cars select the “2 or more” option.
e 4."l am entitled to DLA” If you are E-4 or above with 3 or more
years of service you are entitled 1o DLA. (If you received a DLA

advance you will still check this box.)

PRESS SAVE




e Next you will fill out Dependents that fraveled with you, any
advanced payments you received, and any reimbursable
expenses.

e If you do not have dependents, you do not have to take any
action on this part of the form. If you do have dependents,
make sure you claim the dependents that had the EXACT
same travel as you.

—) [ependents
Claim all auto-claimed dependents Claim a dependent qp

Dependent | Relationship | Birth/Marriage Date | Actions

No dependents found
I ]

) Previous Government Payments / Advances ) Add new Payment op

(0 Vouener #| Payment ype | Location | Paymen Date  mount  vaia] actions

Mo payments found

Gcwernment Deductible Meals
Add new meal 9p

A

No meals found
e ] —

mme—lp Reimbursable Expenses — Add new Expense qp

Expense Type | Expense Date | Receipt Required | Amount | valid | Actions |

No expenses found
I e [ [




Dependents Address on Travel Voucher

Dependents
Claim all auto-claimed dependents Claim a dependent qp

Relationship | Birth/Marriage Date m

Child #1 Child 2 Mar 2018

~| Primary Dependent's Address I

L] This is a PSC address
Street 1: *

| ]

Street 2:

[ ]

City:

| ]

State: = Zip Code: *
|Choose one  [v]| | |

Country: *
| United States V]|

e “Primary Dependent’'s Address” Will be the stated address for
yvour primary dependent reflected on block 17 of your orders.
(Unless you have an amendment changing said address).




P revious Government Payments [ Advances

e /(1] NEW Payment qp

Payment Type Payment Date  Amount  vaiia  Actions

No payments found

e |f you have received a DLA advance Press “Add new
payment” and then follow these steps to input this information

on the “Add

Payment” part of the form.

— Add Payment

Disbursing Office Voucher # *  Payment Date: Payment Amount:

| | = |

Payment Type: |ocation:

25



AIR FORCE ACTIVE

Home

STATEMENTS
Leave and Earnings Statement (LES)

Personal Statement of Military
Compensation (PSMC)

IRS Form 1095
SDP Tax Statement 1099-INT

Student Loan Repayment Program (SLRF)
-2

Tax Statement (W-2)
Travel/Miscellaneous Tax Statement (W-2)
Court Orders

Travel Voucher Advice of Payment (A0P)
Turm On/Cff Hard Copy Statements
Alotments
Comespondence Address

Diirect Deposit

Federal Withholding

Savings Deposit Program (SDP)

State Withholding

Thrift Savings Plan (TSF)

Thrift Savings Plan (TSP) Catch-up

e On this screen select the “Travel Voucher Advice of Payment
(AOP)” Option. Transfer the information from the advice of
payment page for your advance to the e-Finance form.

26
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— [ependents

Claim all auto-claimed dependents
Relationship | Birth/Marriage Date m

No dependents found
| rr— ———————

—— Previous Government Payments / Advances - Al new Payment &b

DO Voucher # | Payment Type | Location | Payment Date | Amount | Valid | Actions |

No payments found
| r—— e | —————T | e T — — e |

Gnvnrnmnnt Dnduetlbln Mnals

Mo meals found
e

] Reimbursable Expenses m— ACd NEW Expense ¢

Expense Type Receipt Requirsa | Amount | vaia | Actions

Mo expenses found

e “Government Deductible Meals” You will leave this tab blank,
do not add any meals on this form.

e “Reimbursable Expenses” Click the link to the right that says
“Add new Expense” This will populate options for reimbursable

expenses.
Add Expense
Type: * Date: Amount:
Choose One | | = | |

e For a PCS you do not need to claim lodging, gas, or meals
because you will get a flat rate Per Diem which will cover
food and lodging and if you are claiming mileage you will
receive $0.21 per mile. (As of CY24)

Press Add




Form: Travel Voucher

Now you will fill out your itinerary. On the top of the page,

click the Ifin

erary tab.

PCS Package Name: Langley PCS
Form Name: Travel Voucher (DD 1351-2)

Details m Help

e This will bring up the travel itinerary.

Departure Location

Set to: Home Address Prior Duty Station

v B
Departure Date

Add new leg qp

Arrival Location | Mode of Travel | Reason for Stop | Miles | Lodging | Lodging Tax | valid | Actions [ Move |

No itinerary legs found

As seen on voucher

15. ITINERARY

b. PLACE
a. DATE | Home, Office, Base, Adtivity City an
State; City and Country, etc.)

C. d.
MEANS! | REASON
MODE OF FOR
TRAVEL STOP

e f.
LODGING | POC
COST |[MILES

d

—————

. Forthe Departure Location, select “Prior Duty Station” and
then click “Save”. After you save click the “Add New Leg”
Link to the right of the page.

. Each new leg will be the next stop following the

departure lo

cation in the order you fraveled.

Press Save

28
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Form: Travel Voucher

When you add a new leg, a new page will appear so you can
put in more information.

Add Leg

Departure Date: * Mode of Travel: Arrival Date: Arrival Location:
— |7 | — || [ — |

Set to: Home Address Duty Station Prior Duty Station

Reason for Stop: Miles: @ Lodging Amount: Lodging Tax: @
Choose One v | | | | |

e il concel |
e Your departure date is the date you departed your previous
location.
e The mode of fravel is the type of fransportation on each leg of
travel.

o If you drove all the way here your Mode of Travel will be “PA -
Private Auto”;

o If you flew, the Mode of Travel will be “CP - Commercial
Plane” "GP - Government Plane (rotator)” and you will need
to show each airport; if you used a taxi/uber to get to/from
the airport you the mode of travel wil be “CA -
Commercial Auto”.

e Your arrival date is the date you arrived at the next location.
e The reason for stop is why you stopped.

o lf youtook Leave and/or RAP, it will be “LV -Leave en Route”;

o If you are at an airport waiting on the taxi/plane your reason
is “AT — Awaiting Transportation”;

o If you were TDY en Route to your new duty station your reason
will be “TD - Temporary Duty” at the TDY location;

o The Final stop will always be the location designated in Block
9 on your PCS orders. This reason for stop will be “MC = Mission

e Miles will be left blank Complete”.
e If you flew OCONUS to CONUS please be sure to show arrival and

departure ports on the Travel I’nnerorg
Press A




30

FLYING EXAMPLE (with Leave en route)

Travel Legs Add new leg g

Ser? Deprirs Dt A Dt il Locaion | Mode ol Hesson o Sicp e Lo Carency e ke Rate e ctons v __

1 2 Jan 2024 2 Jan 2024 San Angelo Airport, TX ® g8 @ Move To
2 2 Jan 2024 2 Jan 2024 Lexington Airport, KY cP AT @ 28 @O MoveT
3 2Jan2024  2Jan 2024 Bersa, KY PA LV @ 28 @OOMoweTo
4 5 Jan 2024 5Jan 2024 Lexington Airport, KY PA AT @ 28 @OOMoveTo
5 5Jan2024  5Jan 2024 St Louis Airport, MO CP AT @ 28 @HOMveTo
6 5Jan 2024 5Jan 2024 Scott AFB, IL CA MC @ 8 @O Muwel

—| Transportation Details

Commercial Ticket Details } Private Auto Ownership
You have selected Commercial Plane as a mede of traval. You have selected a private auto
as a mode of travel.
Did you use the Contracted Travel Office (CTO) to arrange transportation? Was this your vehicle?
OYes ®No ® Yes, | am the owner/operator
If not, was this ticket purchased using your GTCC? (. No. | was a passenger
OYes ONo

B3 3

As seen on voucher
15 ITINERARY

b. PLACE ¢ d.

i -~ | MEANS/ | REASCN
d. DATE | Home, Office, Base, Activity City and MODE OF FOR

State; City and Country, et} TRAVEL =TOP
2Jan 2024 | DEP | Goodfellow AFB, TX CA
2 Jan 2024 | ARR K AT
> Jan 2024 | DEF San Angelo Airport, TX )

2 Jan 2024 [ ARR AT
a0 Lexington Airport, KY =

e
LODGING | POC
COST | MILES

2 Jan 2024 | DEP

2 Jan 2024 [ ARR Berea KY LV
5Jan 2024 [ DEP ) P&
5Jan 2024 [ ARR . . AT
< Jan 2074 | DEP Lexington Airport, KY )

5Jan 2024 [ ARR s AT
5 Jan 2024 | DEP St Louis Airport, MO oA
5dJan 2024 | ARR Scoft AFB. IL MC

e Example: This member was stationed at Goodfellow AFB, TX
took a taxi (CA) to the San Angelo Airport to wait for
commercial plane (CP). They flew (CP) from San Angelo
Airport to Lexington Airport and from Lexington drove (PA) to
their leave city. When they were finished with leave, they took
their personal auto (PA) back to the airport to wait for the
plane. They flew (CP) from the Lexington airport to the St.
Louis airport. From St. Louis Airport they took a taxi (CA) to
Scott AFB where they completed their tfravel.



Flying Example (without Leave)

Travel Legs Add new leg gp

S oo D Aol DAl Loation Wode o e Fosson o Sip e oo CotenyNeme Gchnge e i i Vv

2 Jan 2024 2 Jan 2024 San Angelo Airport, TX 6- ﬁ 2 [I] Move To
2 2 Jan 2024 2 Jan 2024 St Louis Airport, MO CcP AT @ 28 OHOMouweTo
3 5Jan 2024 5Jan 2024 ScottAFB, IL CA MC ® 28 @ MweTo

—| Transportation Details

—[ Commercial Ticket Details}

You have selected Commercial Plane as a mode of travel.

Did you use the Contracted Travel Office (CTO) to arrange transportation?
OYes ®@No

If not, was this ticket purchased using your GTCC?
OYes @No

Comve J v v

As seen on voucher
15. ITINERARY

2 d.
b. PLACE e e f.
3. DATE | Home. Offcs, Base, Actuiy Giy ans | i | REASON| | opaing | poc
State; Gity and Country, etc.) TRAVEL sTOP COST MILES

2 Jan 2024 [ DEP Goodfellow AFB, TX CA

2 Jan 2024 | ARR . AT

2 Jan 2024 | DEP San Angelo Airport, TX P

2 Jan 2024 [ ARR s AT

= Jan 2024 | DEP 5t Louis Airport, MO L

5 Jan 2024 | ARR Scoft AFG, IL MC

Example: This member left Goodfellow AFB, TX using a taxi
(CA) and went to the San Angelo airport, they then flew
(CP) to the St. Louis Airport. Then, they took a taxi (CA) to
Scott AFB where they completed their tfravel.

Driving Example (with or without Leave)

Travel Legs Add new leg 9

Reoson for Sop e Lodsing —

2 Jan 2024 5.Jan 2024 Scott AFB. IL 28

—| Transportation Details

Private Auto Ownership

ou have selected a private auto
as a mode of travel

Was this your vehicle?
@® Yes, | am the owner/operator
O No, | was a passenger

[ save Wl save & Next

As seen on voucher
15. ITINERARY

b. FLACE c. d e £

. - MEAMS! | REASON
a. DATE Home, Office, Base, Activity City and LODGING | POC
State; City and Country, e} MODE OF FoR

TRAVEL | STOP COST | MILES
2 Jan 2024 | DEP | Goodfellow AFB. TX Pa,
S Jan 2024 | ARA | Scoft AFE. IL MG

Example: This member drove (PA) all the way from
Goodfellow AFB to Scott AFB.
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Flying then Driving Example

Travel Legs

= e

2 Jan 2024 2 Jan 2024 San Angelo Airport, TX
2 Jan 2024 2 Jan 2024 Lexington Airport, KY CcP
2 Jan 2024 5Jan 2024 Scott AFB, IL PA

1
2
3

|(_\| |(:\| |(\|

32

Add naw leg §p

28 (@ Move To
28 [DHE MoveTo
28 [ MouweTo

—| Transzportation Details

—{ Commercial Ticket Details }

You have selected Commercial Plane as a mode of travel.

Did you use the Contracted Travel Office (CTO) to arrange transportation?
OYes @No

If not, was this ticket purchased using your GTCC?
OYes ONo

Private Auto Qwnership

You have selected a private auto
as a mode of travel.

\Was this your vehicle?
@® Yes, | am the owner/operator
) No, | was a passenger

As seen on voucher

15 ITINERARY

a. DATE

b. PLACE c a

Home, Office, Base, Activity City and MMCI)E[?ENE]NF REF%SF?N
State; City and Country, etc)

TRAVEL STOP

e.
LODGING | POC
COST | MILES

2Jan 2024 | DEP | Gooedfellow AFB, TX CA
2 Jan 2024 | ARR ; AT
3 Jan 2024 | DEP San Angelo Airpart, TX op
2 Jan 2024 | ARR . . AT
3 Jan 2024 | DEP Lexington Airport, KY BA,
5 Jan 2024 | ARR Scoft AFE, IL MG

Cone J oo e

Example: This member left Goodfellow AFB using a taxi (CA)
to the San Angelo airport. They flew (CP) to Lexington
Airport and from there drove (PA) to Scott AFB where their

travel was complete.

-===-------------Please proceed to the next page----------==ucuu---
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OCONUS FLYING EXAMPLE

Travel Legs Add new leg qp

S O D At Dot Al o] Mode o Tl Reon o Sicp e Lodgna Corency Nane Excerge ot Aciore

2 Jan 2024 2 Jan 2024 Seattle, WA (] o8 @) Move To
2 2 Jan 2024 2 Jan 2024 St Louis, MO CP AT @ 28 HEOMoweTo
3 3 Jan 2024 JJan 2024 Scott AFB, IL CA MC (] 28 @ MoweTo

—I Tranzportation DetaiIsI

~| Commercial Ticket Details I

You have selacted Commercial Plane as a mode of travel.

Did you use the Contracted Travel Office (CTQ) to arrange transportation?
OYes ®@MNo

If not, was this ticket purchased using your GTCC?

OYes OMo
[ save [l save & Next
As seen on voucher
15 ITINERARY
c. d.
b. PLACE . . f
3. DATE | Home, Ofice, Base. Actuity City ans | SN | REASON | onging | Poc
State; City and Country, etc.) COSsT MILES
TRAVEL | STOP

2 Jan 2024 | DEP Yokota AB. Japan SR
2 Jan 2024 | ARR AT
2 Jan 2024 | DEF Seafle, WA CP
2 Jan 2024 | ARR . AT
3 Jan 2024 | DEP St. Louis, MO ch
3 Jan 2024 | ARR Scaft AFB, IL MC

Example: This member took a rotator (GP) (Government plane)
from Yokota AB that landed at Seattle Airport, WA. From there
the member flew (CP) to St. Louis, MO on a commercial flight
(CP) and then took a taxi (CA) to Scott AFB where they
completed their tfravel.

TDY En Route Example:

Member drove (PA) to TDY location from San Antonio. Once
TDY ended, took a Taxi (CA) to airport. Then flew commercial
(CP) to St. Louis. Ending travel by taking another taxi (CA) to
Scott AFB, IL.



Travel Legs Add new leg qp

1

2 Jan 2024 2.Jan 2024 Sheppard AFB, TX (] @ Move To
2 18 Jan 2024 18 Jan 2024 San Antonio Airport, TX CA AT ® p 83 ® @ Move To
3 18 Jan 2024 18 Jan 2024 St Louis, MO CP AT @ 2Z&8  [DEMoveTo
4 18 Jan 2024 18 Jan 2024 Scott AFB, IL CA MC ® 28 @® MweTo

—| Transportation Details
Commercial Ticket Details} Private Auto Ownership

You have selected Commercial Plane as a mode of travel. You have selected a private auto
as a mode of travel.
Did you use the Contracted Travel Office (CTO) to arange transportation? Was this your vehicle?
OYes ®No ® Yes, | am the owner/operator

If not, was this ticket purchased using your GTCC? © No, I was a passenger
OYes ONo

Covve J soe s

As seen on voucher

15 ITINERARY
C. d.
b. PLACE f €. f
3 DATE | Home, Offce, Baze, Actity City 2nd MMOESE"E;‘F RE:AOSFE’“ LODGING | POC
State; City and Country, stc) TRAVEL STOP COST MILES
2 Jan 2024 | DEP San Antonig, TX PA
2 Jan 2024 | ARR TD

16 Jan 2024 | DEP | NoPPArG AFE, TX CA

18 Jan 2024 | ARR San Antonio Airport, TX AT

18 Jan 2024 | DEP cp
18 Jan 2024 | ARR . AT
18 Jan 2024 | DEP St Louis, MO cA
18 Jan 2024 | ARR Scolt AFB.IL MC

-==--------------Please proceed to the next page----------==-nuu---



Next you will upload your Required Documents
Any receipts you have that are over $75, any
airfare receipts, and your tfravel orders will be
uploaded here.

e Log into vMPF and Click on Out Processing. This will
contain complete sets of your orders and
omendmn’rs.

Home Assignments Miscellaneous Personal Data Promotions Reenlistments

Base of Preference

P Circuitous Travel Request
g -rcurtous ravel Requ sonnel Flight (vMPF). Fr

. COMNUS Isolated Assignment Program PF, please make sure t

Designated Location Mowe Application (DLM)
Information

Dependents Remaining Overseas Application (DRO) A -ription / Rotation Perit

Early Return of Dependents (ERD) N PHASE ALPHA 1 OC

Enlisted Assignment Preference (EAP)
Exceptional Family Member Program Application

" I. High School Senior Assignment Deferment Descrip

Home-Basing/Follow-0n Assignment Application
* Humanitarian Assignment/Expedited Transfer Application

Initial Assignment Briefing

loin Spouse Assignment Request

Out Processing

Overseas Returnee Counseling

Projected Assignments

Report Not Later Than Date (RMLTD) Change Request

Sole Surviving Son or Daughter Assignment Restriction

\oluntary Stabilized Base Assignment Program (VSBAF)

Withdraw/Cancel \foluntary Assignment Application/Assignment [2
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Tab: Required Documents

e Next you will have to select “Orders” on the left side column.

Introduction

Personal Information

- (rders

Outprocess
CheckList

Checklist Mot Available

e A link to your orders should populate, you'll want to look for
“(Scott)” and save ALL orders and amendments you have.
e Save your orders to the desktop, “This PC” => “Desktop”
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e Once you have saved your orders, go back to e-Finance

and select the plus in the “Actions” column and beside
the Travel Orders.

"~ Fom | Required Document e
Travel Voucher Expense Receipt - 14 Mar 2018 - Commercial airfare @ « qp
Travel Voucher Travel Orders (T)] —b-{,‘:
Qe &

Add File:

Travel Voucher Travel Orders 2Files® @ Name: | |
File: | || Browse... |
Add File Cancel

e You will upload every page of your orders here including
amendments.

e Next you will upload your receipts if you have any. Receipts
will be loaded the same way you loaded the orders.

|Trave| Voucher Expense Receipt - 14 Mar 2018 - Commercial airfare @ & 9 L
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Lost Receipt Form

e If you don’'t have your receipt, cannot load your receipt, or
to not have a valid receipt, you must fill out a lost receipt
form (A lost receipt cannot be completed for lodging). To
add a lost receipt form you have to select the plus sign in
the receipt column.

" Fom | Reauired Document Fil(s) | status [Receipt] ————ctions |
LH]
Add Lost Receipt Form
_\ This form will be accessible
Travel Voucher Expense Receipt - 14 Mar 2018 - Commercial airfare ()] o b in the list of Forms in the sidebar,
Instance Name:
[ Lost Receipt |
ﬁﬁdd Form Cancel

e |In the “Instance Name” box it should say “Lost Receipt” for....
(whatever the form is being filled out for)”

e After you name it select “add form” and a new tab will
appear on the left yellow column.

Briefings G

Edit Package

Forms
Amrival Worksheet '@'
BAH @
Travel Voucher @

Bequired Documents ()]
Submit
Download / Print




e Select the new tab and provide explanation as to why
the receipt is not available. Also choose what kind of

receipt was lost.

.h:siiﬁcaliun Lost Receipts

Flease provide full explanation as to why receipt(z) are not available:™

218 characters remaining

Was not provided a valid receipt

3

Justification [RES#3EN

2 receipts may be entered for Airfare and Lodging
Only 1 receipt may be enterad for all other receipt types.

Add Lost Receipts

| Choose One v
Receipts:
fype | Name | Date | Amount| Valid | Acions

Mo receipts found
L./ /. /.

¢ When you choose the type of receipt that was lost,
more information will appear at the bottom of the

screen, that it the actual lost receipt form.

e The price you put on the lost receipt form MUST match

what is on the voucher.

e When the lost receipt form is finished, save the form
and it should load under the receipt column in the
“Required Documents” tab. If it doesn’t load there,

drag the lost receipt link to actions tab.
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Adding Additional Documents

Required Documents
Required Document | il(s)| Satus | Reopt | Actions |
5P

Travel Voucher Travel Orders i
S E——

Package-Level Files Upload new file gp

Uplosdd By | Upload Dae

There are no Package-Level files
.|

Documents need to be added to
Package-Level Files

RNLTD change RIP (if applicable)
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Once you have finalized your travel voucher by
uploading all of the required documents, please
look over the full voucher.

Go to Download/Print, download package. Look
over it to make sure everything looks okay.

Things to look for:

Correct Information on all forms

Correct dates as well as matching dates on all
pages
Make sure all documents uploaded are legible

and complete (meaning all pages of orders, all
pages of receipts)

Once everything is verified you can now click submit

Thank you, and have a great day!
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