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DFAS SmartVoucher
Instructions



SmartVoucher website
Access SmartVoucher website at the following address:
https://smartvoucher.dfas.mil/voucher/privacyActStatementAction.action

https://smartvoucher.dfas.mil/voucher/privacyActStatementAction.action


SmartVoucher website

CAC Login

Use your 
DFAS Login ID 
and password 
if you cannot 
CAC in.

If you have forgotten Login ID or password, 
then click here.



MyPay ID or Lost Password Reset
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Forgot Login ID click here

Forgot Password click here



Retrieving lost MyPay ID
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Forgot Login ID fill in email address or SSN. An 
email will be sent to your on-file email address with 
Login ID. 



Reset forgotten password
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Either fill in Login ID or SSN. You will then be asked a series 
of security questions in order to create a new password. 



After you log in to SmartVoucher
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Once you are able to Login to SmartVoucher, you 
will start at the Menu page. Click on Create New 
Voucher to create a new voucher.



USE TYPE: PAGE 1 OF 11
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Choose TDY for this box Choose Reserve for this box



INITIAL: PAGE 2 OF 11
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Enter your travel order number 
(obtain from the travel order).

Select Yes

Select No



ADVANCES: PAGE 3 OF 11
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First accrual voucher 
select No. Subsequent 
vouchers select Yes



PERSONAL: PAGE 4 OF 11
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Email address you 
consistently access

Enter the name and 
location of your RegAF
unit of assignment



ITINERARY: PAGE 5 OF 11
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Read all Notes and 
then click here



ITINERARY: PAGE 5 OF 11
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Click ADD to begin adding Itinerary stops 
Remember
1. Begin your travel itinerary with the date that you officially began traveling, as well as from the 

location (Installation/Base/City) that you officially started from under the applicable travel order.
2. List ALL locations where authorized travel was performed and any overnight stops.
3. Any lodging expenses incurred at each travel location must be shown.
4. In order to claim mileage, you must include the location to which you drove as a stop in your 

itinerary. 

Example: A traveler's orders directs him/her to travel to Fort Bliss. The traveler is flying to Fort Bliss. The 
individual is leaving from home, driving to the airport, and then flying to their TDY location. In the itinerary the 
traveler must show the method of travel to the airport, and include the stop at the airport as awaiting 
transportation, in order to claim mileage to the airport.



ADDING ITINERARY STOP
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If you departed from home and traveled to the airport, this 
must be annotated as the first departure location in order 
to get mileage to the airport.



ITINERARY 
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Automobile
Bus 
Plane
Train 
Ect.



ITINERARY
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All stops must be included here.

Note: Please do your best to complete the itinerary accurately. If one of the two errors below 
are made on the itinerary then you may be required to delete all the proceeding entries until 
you are back at the entry that needs to be amended. 

- Missing a stop (forgot to include a leg of the travel)
- Incorrect arrival or depart dates



REIMBURSABLES: PAGE 6 OF 11 
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Click Add to include Reimbursable expenses
Show all itemized expenses in this area to include: mileage to/from commercial 
transportation terminals, mileage within the vicinity of the TDY point, parking, tolls, taxis, 
rental car, gas for rental car, commercial airfare (where applicable), CTO fees, 
registration/conference fees, official local and long distance calls, ATM fees, excess 
baggage fees, lodging tax, and other miscellaneous expenses.



MEALS: PAGE 7 OF 11
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Add any Meals provided at no out-of-pocket expense.



MISCELLANEOUS: PAGE 8 OF 11
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Add any Miscellaneous remarks here.



FINISH: PAGE 9 OF 11
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GTCC number to check card balance.

Expenses entered into Reimbursables that have not been 
applied to GTCC.



PREVIEW: PAGE 10 OF 11
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Complete preview of all information entered into SmartVoucher for this voucher.



VIEW AND PRINT: PAGE 11 OF 11
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List of 
required 
documents 
that need to 
be submitted 
with travel 
voucher



SUBMIT COMPLETED VOUCHER

• Sign completed voucher

• Email voucher with subject line:
• TRAVEL VOUCHER – Last-name, Firstname
• To: RIO.COVID.19@us.af.mil

• Submit accrual voucher every 30 days
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