Training Guide

Travel Voucher Interview

Purpose

This training guide covers the navigation of the Travel Voucher Interview (TVI)

Overview

The Travel Voucher Interview is designed to assist reporting units and finance offices in the proper
reporting of travel entittements. The TVI will automatically generate a 1351-2 for permeant change
of station and separation order types.
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Training Guide

Travel Voucher Interview

Travel and Orders

* Individual Members will use the Travel Voucher link.
« If member has executed PCS type orders the traveler will need an approved Inbound Interview prior to proceeding.

7 MARINE ONLINE

G0 G-N| Resources | Unit Leaders | Reports | Performance | MOL Management | A Few Good... Links | Users Manual
Personal Info | MyEPAR | Leave/Liberty | Locator | My Account | My Messages | My Permissions | My OMPF | Trouble Tickets |

Travel and Orders

COVID-19 TE

LAWY DOD MILPERS GUIDANCE AMND MAR

FROM LEWVEL 2 AND 3 COUNTRIES ARE REQUIRI
OF 14 DAYS. EMNSURE ALL PERSOMNMEL EX

OR RETIREMENT ORDERS HAVE SUFFICIEI
REQUESTED P1

https: ./ wwew.rman

Individual Member

= Outbound Interview
s Inbound Interview
= Wiew Basic Orders

anly, O MNOT use for property claims)

Personal Property / Passenger (External Sites)

= PMowe,mil

» Pets /f Passenger Transportation

s Airline Pat Policy

= Personal Property / Household Goods Transportation
»« Personally Procured Mowe (FPPM} Claims

Unit Leaders

Qutbound Managerment
s Inbound Management
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Travel Voucher Interview

Starting the

i
interview. &= Travel Voucher
+ Select the Begin Slaim Summary
Itinerary 1 . Itinerary 1
Status Last Status Update Document 1D
(3) Details Mot Started 2021-04-25 - 10:46 COT

S

tinerary 1 - Select Travelers

e Select all

Select Travelers

dependents that
are traveling Marine
currently with you M seouse
to the next duty child 1
station. & | child2
B childs
« Select “Next” & chide
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Travel Voucher Interview

Travel Detail

tinerary 1 - Trave! Detail

 Select Method of travel. p——
« |[f POV is selected Traveler must Locasinn Depart Date Method of Travel

input number of vehicles making e B
the trip at the bottom of this page. T o T —
« Click on add initial stop l

* Then Click on each section to Itinerary 1 Sto
input the information required. Click each ind{ggual cell to edit.

Stop Location Arrive Date Depart Date Method Stop Reason Action

 For additional stops J—
Select the ‘+" and repeat O us Foesion

steps.
p City: | Marine ﬁ

state:| CALIFORN

Zip: | 555555

[tinerary 1 Destination

° Once Complete Select the Location Arrival Date Stop Reason
“ N eXt ” butto n Camp Lejeune, Morth Carolina 28542 044252021 Travel Complete
How many privately owned vehicles did you andfor dependenis take for this trip ] $ m

Next - Temporary Lodging Expense
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Travel Voucher Interview

Temporary Lodging ey oy Lo e
Ex pe n se (T L E) Did you stay in temporary ledging near your Old / New PD5? Mg

TOM) related to COVID-19 Quarantine. these expenses must be daimed on the expenses page

« If you are claiming TLE
SeleCt “YeS”. # TLE Location Lodging Type Receipt First Night Last Night BAmount Bction

No records found

TLE is not apphcable for perieds of Restnction of Movement

Temporary Lodging Expense

* |f not select “No” and then

E g

"Next”.
« Then select “Add Temporary | o oo tome [l 1
LOngng Expenseu TLE Lltion Lo ype eipt Fir h

t
] New PDE Government / On Bazse Lodging O g 20201122
EH o

A Service member on PC S orders, living in temporary lodging in the vicinity of the Old or New PD 5 location, may be eligible for a Tempaorary Lodging Expense
(TLE} allowance for ledging and meal expenses.

 Fill in all information for the
TLE expense. Temporary Lodging Expe Rates

Update occupants by clicking thgdividual cell.

Lodging Date Cecupants Nightly Total
1112212020 5 $575.00
1112372020 3 $575.00
« To Add attachments for TLE
click “Browse”
FAMECH 3 FIS Dy CICKNQ e SrOWSe DUTICN 3Na CICKING NS ATIECN FiE DUmon

. Then SeIeCt “AttaCh ment attchment PHG Temporary Lodging Expense Receipt

Type” m— oo
e Then select “Attach File”

Staternent of Mon-Axailability of Govemment Lodging

 Then select next.
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Travel Voucher Interview

D i s I o cati o n AI I owa n ce Did your dependentis) relocate on these orders? o fes Mo
Wiould you like to claim Dislocation Allowance (DLA)? O ‘fes Mo
( D LA) ‘You are claiming DLA With Dependents

» If you have dependents moved F——r=
with you select “Yes”.

» If you would like to claim DLA
select “Yes”.

» If you don’t have dependents or
they didn’t travel with you may
still rate DLA without
Dependents.

» Select “No” if dependents did

Did your dependent]s) relocate on these orders?

not travel Wlth you ] Are you assigned to single type government quarters (ie. barracks room)?

« Select No if you are not
assigned a barracks room.

* If you are assigned a barracks room
you will not rate DLA.

* If you are E5 and below without
depends you will need to attach
“Authorization to reside out in town”.

* If you would like to claim DLA
select “Yes”.
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Travel Voucher Interview

Other Expenses.

* If you incurred any other tinerary 1 - Expenses

expense . » Flease add &l reimbursatle expensss, o include the ype of expense, amount and date incumed.
= Any expense 375 of mons requires 3 supporting receipt. Uss the file uploader bedow to uplead your receipts.
“ ” » Flease donot include receipts for gas or food expenses. They are alresdy mcluded in your reirmbursement calculstion and ars not able 1o be daimed
 Select “Add EXpenSe 35 Eepargte EXpenses.
w  [For any lost receipts select "Moo’ under the Recsipt cofurnn snd fill cut the additionsl fields below.
= Al command endorsements issusd outsids the MOL interniew process must be atisched under the File Upload s=ciion

» Fill out expense information

. Expenses
« If expense is $75 or more
. . Type Start Date End Date
you will need a receipt.
) ) Taxi - Terminal 20201123 20201123
« To attach receipt click on
Browse”. O
° SeleCt flle File Hams= Attachment Type Action

Mo records found

« Update “Attachment Type” File Uploader

Aztach a File by dicking the Browse button and clicking the Attach File button

» Click "Attach File +B|m-|se DLA with out PNG Taxi Receipt hd

Save and Exit
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Travel Voucher Interview

Review Travel claim.

* Review claim

 |If claim is correct click
“Next”

Confirm Travel claim.

« Verify all contact and

tinerary 1 - Summary =nd Rewiew
Stop Lo-cation

Msrin=. Californis 555555

Drastinaticm

CDusantico, Wirginis 22134

Ed

TLE Location

= Pl PSS
Claiming LA
e
Typ= Dat= Surnmoaarrt
T 2020-11-Z3 1 O 1D
Filename
stichment PG
Do wwith ot PTG
Comments:

H000 characisrs remsaning

Sarwe and Exat

Lodging Type

Sowemmment £ On Base Lodging o

Missimpg Receipt

Aurrive Dhate
TI22/ 2020 TI26/2020 Frivate Wehicde
Arriwal Date

TIr26802020

Temporary Lodging Expensaes

Missing Rec=sipt First Might Last Might

TI22/2020 TIr2302Z2020

Dislocation Allowamoe (LA

DiLA Type

DLy WTTth Dependents

Expensaes

Company Mams CTonypany Phone

ST IO L

Avttachnments.

Attachment Typ=
Teamporsry Lodging Expense Recsipt

T=xi Receips

Back - Expenseas

tinerary 1 - Sign and Submit

Contact Information

deposit information. e O =
Cuantico WIRGIMILA e FEESE
* Then click Submit Travel - —

Depart Date Fl=thoed

Furoaant

1.1 SO O

Company Addiress

Plezat — Coerfirmm

LAaMMARIMNERIUSMC MIL G55-555-5555

Voucher.

Disbursing Office

Address: Finance Cffice, PO Box 205, Quantico, WA 22134
Phone: 784-2171/2183
Fax: 7E84-432-0307

Email: guantravelofcai@ius me mi

Account Details

Fimancial

o MAWY FEDERAL CREDIT LMNICHN
Institution:
Account Type: Checkng mm
Account Humber: === USMmC
= Hack - Review Subimit Traved Voucher
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