JBAB FSO eFinance Guide ‘
&

*All PCS Travel Vouchers, with the exception of AGR Accessions, General Officers,
members with data masked orders and civilians, will be completed in eFinance accessed at
the following link:

https://efinanceworkspace.wpafb.af.mil/

If you have questions, please contact us. If we are unavailable to take your
call, please leave a voicemail and we will return your call. Ensure you
review this PowerPoint in its entirety, to include notes, before contacting
our office. Thank you.

Contact Information:
Email- usafjbab.bolling.custsvc@mail.mil
Phone-202-767-8658, 202-767-8657, 202-767-8700
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Managing Your Profile

U.5. AIR FORCE

&

Manage Your Profile

Personal Information a0 ‘ Dependents ‘ Personal Documents | Roles ‘

First Name: * MI: Last Name: * Initials: *  Date of Birth:
[System | [z ] [Admin | [sa ] [21Jan1960 |
SSN: @ Email: * Time Zone: *
111111111 | [admin@admin.com | [ (GMT-05:00) Eastern Time (US & Canada) ﬂ]
Current Marital Status:  Date of Marriage: Personal Phone Number. *  Commercial Number. * DSN: *
 Married - Military [v|] [5Jun2016 |/ [937-000-0000 | (937-000-0000 | [937-000-0000
Current ASSigI"IEd Base: * Current Organization Unit: * Service Type: & Pay Grade: * Office Symbol: b
| wright-Patterson [v]| [ SAF FMF [v] [Acivebuy [v]] [o-10]v]] [xvz
SUDEWiSOI"S Base: SUpEI’ViSOI"S Unit: SUDEI’\."iSOF
 wright-Patierson |v]| [ SAF FMF [v]] [system HelpDesk M

*Click your name in the top right corner of the screen.

- You must ensure your profile is properly updated or the information that populates in your voucher will be
incorrect. Fill out every field.
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Addresses

&

T, o
B ¥ O
“Chygr

[ Personal Information Dependents | Personal Documents | Roles l

Add Address qp

T T TR T T I s Ees | - If you have dependents ensure both
testd 123 Danny Kay Ave Fairbom OH 45324 United States Mo 28 the previous and current addresses

are added to make it easier when
{Avaress] filling out the travel voucher
L] This is my current Address (CONUS-CONUS)

[] This is a PSC address

Address Name:™

[test1 ] - If it is your current address, check

Street 1 the box.
[ 123 Danny Kay Ave |

Street 2:
[ ]

City-
[Fairborn ]

State: Zip Code:
| onio [v]| [45324 |

Country:*
| United States =

oo J Cancol

America’s Airmen



Dependents

Manage Your Profile

| Personal information | Addresses [ESESSSISH Personal Documents | Roles |

Add A Dependent qp

e e

Johnny Appleseed Child v V4
Susan Appleseed Parent & V74
I

—‘ Dependent

Relationship: *

Auto-claim this dependent
Active dependent

—{ Dependent's System Settings ]—
Choose One|v|

[] Dependent has same address as sponsor.

First Name: *

MI:

[Ken |

L]

Last Name: *
(Appleseed |

1111111
Date of Birth: @)

6 Jun 2016 =

SSN (Only required if spouse is military): @

—' Address }

[J This is a PSC address
Street 1: *

(123 Next Street

Street 2:

l

City:

[Fairbom

State: * Zip Code: *

| ohio v]] (43223

Country: *

[ United States

=)

Cras J coen

- Add all dependents.

If the individual will be claimed
on the voucher, click “auto-claim
this dependent” before adding
them.
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Personal Documents

Personal Information | Addresses | Dependents [zEElh=RewilEhicl Roles

Add A Personal File ¢p

Dste Aadeal Actons

No personal files found
|———————————] ]

Upload A New File

File to upload: “C:\Users\1292381987E\E Browse... ”

- You are only required to upload supporting documentation if you are changing your dependency status i.e.
going from single to with-dependent or vice versa.

*The documents and images must be one of the following file types: PDF, PNG, BMP, JPG, GIF, or TIF.

America’s Airmen



Creating a PCS Package

7 S
/N T
“Clyypr™

1 Christman, Zachary W 3 Brisfings B pcs Package Name: Test Status: In Work
) * | EditFaciege Pl Help
Aol Woaks hest 0 Please complete all forms and required documents by using the links in the sidebar.
Ais 0 —(F‘ackag& Details
Travel Voucher 0
) = Package Name: * Travel Order Number; *
REqUIned LBCUMENts t
Create PCS Package 2 Reoured Cocuments O | | [y | [ss0000
Submit
PCS is the official relocation of an active duty military service member, Downlosd / Print Additional Travel Order Numbers: Prior Duty Station: *
along with any his or her family, to a different dutylocation, such asa miltary base. | | [Etsvorh AFB, D ™|
Before creating a PCS Package, please update your profile with all current information. ﬂ{ Optional Forms

The package editor will use information from your profile.
Travel Vouchers

m
Package Mame: * @ Travel Order Mumber: *
| | | I -
. . . o d to start, st tFSA? @
Addtional Travel Order Numbers: Prior Duty Station- * @ vos o SOP AT TERO :
‘ ‘ Choose One ‘ O Mo

Do you need to change your state of Legal Residence? @
Sl s ® ‘es- Change State

) “es- Change Native American Tribe/Ressrvation

O No
—| Optional Forms Do you need to daim TLE? @)
® ‘es
Travel Vouchers O ho
Voucheritams | enber| Dopendents Acions
4. Dependent Travel » o .ﬂ? [ [éguy\?;sneed te change your direct deposit information? gl
Member Travel W 4 &8 O No
77 | ] m

. America’s Airmen
See notes 7



U.5. AIR FORCE

Arrival Worksheet

Tl N
T
“Chygf>

e il BAH/OHAFSH | Travel | Dislocation Allowance | 1

—| PCS Dates

Final Out: Port Call:

&=

Departed Last Duty Station: Notified newUnit | was available for duty:
= [ =

Gaps in Dates Requiring Explanation I
If applicable, explain delays betveen the following PCS dates:

| |and| |

Explanation for delays between spedfied dates: @)

Was leave taken upon arival. O ves O No

PCS Information BAH.FDH.NFSH Travel | Dislocation Allowance | 2

O 1. My dependentis)isfare residing in Government Famity Quarters (NOTE : Privatized Housing is not
Govemment Quarters).

My dependentiz ) was/vere azsigned guarters on: |:|

O 2. lhave a unigue situation not mentioned above.
(e.g., Dependent(s) is/are in various locations, moved to unauthorzed location at personal expense, etc.)

Flease explain your unigue situation here, if applicable:

3| certifythat | currently reside in: | A MM ~|| Efectve [ |m

4. If claiming ONLY a child as a primary dependent, who is MOT in your custedy, with whom is the child residing?

| |(&x—spuus&, grandparent, etc)

NOTE: If child regides with a former spouse who iz a Miltary member, please provide higfher Name, SSN,
and duty location below

MName: SSN Dty Station

PCS Information | BAHIOHAFSH Disocation Alovance | 3,

PCS Information | BAH/OHAFSH | Travel JEETT P ES 4

[0 1. 1recsived an overseas air ticket.
I oo ¢ [CNDIDNOT  receive my overseas air ticket fom an on-base CTO.
NOTE: fyou DID NOT receive yourticket from an on-base CTO, you wil need a Non-Awailability
Statement.

O 2. lused a privately owned/operated vehideig) (POV) for all or a portion ofthiz move.

(Al
[l Patial  From:| | To

¥ou do not have a spouse, question 1 has been disabled.
“fou have dependents -OR- are belowPay Grade E4, guestion 2 has been disabled.

[T 1. 1am married to another miltary member and we relocated at [0 Same  [C) Separate  time(s).
a) We lived in the [Cll Same [CJ] Separate  household at old PD'S.
b} We lived in the [L) Same [L) Separate household at newPDS.
1 c) We were stationed at diffierent PD S= before relocating to newPDS.
H d} VWe were married en route to newPDS (not married at last PDS).
[} 2 lam E4 or above with at least 3 years service without Dependents and do not'vill not have Gowvernment
guarters assigned.

[ 3.1am currently in Billeting/TLF, but WILL be assigned Dorms or Government Baze Housing.

America’s Airmen
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U.5. AIR FORCE

&

BAH

~{ Mon-Custodial F‘ﬂrent|

[ 1am a Mon-Custodial Parent

L) | paythe full amount of with-dependent rate BAQ

L) | pay a partial amount  §

Based n:ln:|

M|

— Dependents

O 1am daiming BAQ for dependent(s)
LY IN My Custody

I NOT In My Custody (but paying child support)

erectve 0ot [N @

First Dependent;
Second Dependent:

[l The Dependentiz) named above is a Child whose Parent is a miltary member, or the spouse of a miltary member.

Please provide the following:
MHame

S5M

Branch of Service  Duty Station

- Select only the options that
apply to your situation.

*Single and mil-to-mil members
will not fill out this page unless
claiming a civilian dependent.

America’s Airmen



Travel Voucher

1. 2.

PC S Package Hame: Test Depsndants
Clam all auio-claimed dependents Clalm 3 dependent g9

Form Name : Trave | Vouchsr (DD 1351-2) - De pe nde nt Travel
Ry ey [ ree D pa s t | s lationship | BirthiMarriags Date
N dependEnt Bund

1 MiscelBneous |

Spik Clsoursement O 1am entiied 1o DLA_ &8

Pay Wk amount (o e GTEC: B
© None Pravious Govarnms nt Paymsnts | Advances Agd mew Payment gy

A — 00 Vouensr & | Payment Typs | Location | Pajment Date | amount | vaba | setions
Mo pay ments bund

Have your Rousenold goods been shlpped?

0 ves
0o way o [
Gmrnmntﬂadu::tlhba Maals

- ; i Add new 'nealﬂ'
MY mam weana usad farfravel?
oa mm
01 D meak bund
i) 2 ar mone I ] ] |
Cate Arrked on SRatlon
Relmbursabls Expsnsss Add new Expenze db

|
Exgarss Ty [Exponc Dt | RoclptRoqurad mount ek s
m i rpenss fiound

America’s Airmen
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Travel Voucher Cont.

?CS Package Name: Test 1 .
~orm Name: Travel Voucher (DD 1351-2) - Dependent Trav el

Details tep |

’-’}f > ” L‘i\\.“é‘
8 Chygf>
Status: In Worl
Departure Location

ib

Home Address Pror Culy Siation

Travel Legs '!:J'

Add newleg &2
m Departure Date m Arrival Location | Mode of Travel | Reason for Stop m Lodging Tax m
No itinerary legs found
Travel Legs '@' 2 . Add newleg 9
[ Sea # [ Departure Date | Arrival Date | Arrival Location | Mode of Travel | Reason for Stop| Wiles | Lodging | Lodging Tax| Vaiid | Actions| Move |
As seen on voucher 1 1May2017 3 May2017 Andrevs AFB, MD PA MC & o8
15, ITINERARY
c d
b. PLACE VE EARD & f
8. DATE | Fome, Office, Base, Activiy Oy and I'u'DDE{E;F RFDRN LODGING | POC *|Tran5purtatiun Details
Stane; Oy and County, ) COST | MILES
TRAVEL | STOP . )
Private Auto Ownership |7

ou have szlected a private auto
as a mode oftravel

Wias this your vehicle?

O *es, | am the nwier/operator
O Mo, |was a passenger

| 52 |

As seen on voucher

15. ITINERARY

b. PLACE s g e £
a DATE | Home, Ofce, Baze, ACINRy CRy and r\.hi:'l)i[’:ggF F'FT:%E&:’N LODGING | POC
Stake; CRy and Country, efe) TRAEL SToR COST | MLES
1Mey 2017 | DEP|  Ellsworth AFB, SO FA
3y 2017 | ARR | Andrews &FB, WD [N+
. E) .
America’s Airmen
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U.5. AIR FORCE

ltinerary Examples

As seen on voucher I 2

15. ITINERARY
b. PLACE C. d. . i As seen on voucher
8. DATE | Home Office, Base, Actwity City and Ml'u:jllf;é\lgf': REF'?&)S;N LODGING | POC 15, ITINERARY
State; City and Country, efc.) TRAVEL STOP COST MILES b. PLACE C. d.
- . e,
2 May 2017 | DEP | Osan AFB_ Korea cB a. DATE | Home, Offce, Base, Actiiy City and | oo | REASON | oDGING
2 May 2017 | ARR ncheon Airoor AT State; City and Country, atc.) TRAVEL <TOP COST
2 May 2017 | DEP P CP :
3 May 2017 LARR | eattie Intt Airport 20 : may ;g}: EEE Ramstein AR 1L AT
3 May 2017 | ARR Do AT 1 May 2018 | DEP PA
3 May 2017 | DER Pa 1 May 2018 | ARR Pentagon, D.C. MC
3 May 2017 | ARR Pentagon. D.C. MC
3 [15.ITINERARY 4.
. d.
b. PLACE ¢ e
a. DATE | Home, Offcs, Base, Actuity City and | et | REASON ) opaing | p 15 ITINERARY
State; City and Country, etc.} TRAVEL STOP COST | M C. d.
b PLACE MEANS/ | REASON |, ~ &
1 May 2018 | DEP Kirtland AFB, NM CA a. DATE Home, Dljﬁc_e: Base, Acfivity ity and |\ ~oe oc | EOR LODGING
1May 2018 [ARR] o AT - State; City and Country, efc.) TRAVEL | stop | COST
1 May 2018 | DEP querque Alrport, CP 8 May 2018 | DEP [ Joint Base Langley—Eustis| _ PA
1 May 2018 [ ARR . AT | 4 May 2018 | ARR JB Andrews, MD MC
1 May 2013 | DEP Las Vegas Airport, NV A
1 May 2018 | ARR LV -
3 May 2018 | DEP Las Vegas, NV PA
8 May 2018 | ARR . AT -
& May 2016 | DEP Las Vegas Airport, NV cP
8 May 2018 | ARR . AT B
8 May 2018 |DEP| DWW Airport, MD PA
8 May 2018 | ARR Pentagon, D.C. MC
A ica’s Ai
* merica s Airmen
See notes 12




Required Documents

Tl N
E o ¥ 6 C
Ol

PCS Package Name: Test Status: In Work

For any receiptz that are lost or unavailable,
click the + icon in the Receipt column to add a Lost Recsipt form.

Reguired Documents

Requirea Document] (s staus [Recermt] —————— ctons
CH]

Add File:

Travel VYoucher - Dependent Travel Travel Orders .Q. Name: [ |
File: | |[ Browee...

Add File Cancel

Travel Woucher - Member Travel Travel Orders .Q. Mame: | |
File: | || Browse ..

Add File Cancel

Package-Level Files Add new file gp

o e uplonaeo oy [upioad Date | ctons|

There are no Package-Level files

Unassigned Files

m Date Received | Attach to Form m

There are no Unassigned Files

Personal Files

m Date Received | Aftach to Form m

There are no Personal Files

- Based on your answers, this page
will populate a checklist of all
required documentation i.e. lodging
receipts, airfare receipts, orders and
amendments, etc.

*The documents and images must be
one of the following file types: PDF,
PNG, BMP, JPG, GIF, or TIF.

America’s Airmen
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Submit

PC 5 Package Mame: Test Status: In Work
| In Work F50 Complete

Comments: 1000 characters remaining

Please read all certification statements and check the box stating you agree to the mall:

[ Form | Certification Statement

| understand that my failure to comply with the applicable requirements may result in cancelation ofmy BAQ.
Furthermore, | understand that making a false statement or claim against the US Government is punishable by court
martial and that the penalty for willfuly making a false daim, or false statement in connection with a daim is a maximum

BAH (AF 594)  fine of 310,000 or imprizonment for 5 years, or both, | will report any changes ofdependent's status or residence, as
well as any changes in my housing arrangements immediately to the Accounting and Finance Office (AFO). | also
understand that my failure to comply with appropriate requirements may cause involuntary collection of any resulting
indebtedness retroactive to the date the entitiement became erroneous.

l agree to all listed certifications.

Sign and Submit

- Once completed, you will be able to submit the voucher to our office for audit. If there are any errors, they
will appear on this page referring you to fix them in the appropriate section.

- If there is a unique situation you can type an explanation in the comment box. Do not ask questions in this
comment box. If you have questions, email or call our office.

America’s Airmen
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Additional Documents

» Temporary Lodging
Expense (TLE)

> Direct Deposit Form

> State of Legal Residence

> Family Separation
Allowance (FSA)

. America’s Airmen
See notes
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TLE N\

U.5. AIR FORCE

ERER

1 —|CDNU5DutyStﬂtiun3— PCS Detﬂilsl
! ~| Lo=ing *I Gaining
Bass: Elfznortn AFS, 50 Base: Andrews AFB, MD
Date of Departure 1 May 2017 52 Date of Arrival # May 2017 eal
Date Cleared Quarters 78 ppr2017 | Date Assigned Quarters [ [
Household Goods Shipped? O Mo ® Yes Household Goods Delivered? @ o 0 Yes
Date Goods Shipped: 22 spr2oi7 | Date Goods Deliversd: g

-—| Lodging (1 to 2 entries for Losing, 1 to 2 entries for Gﬂining}l

Add newlodging <

B e':';g'l‘:—r‘e., Date Range | TLE Claimed For | # Dependents | Lodging Type | Nightly Cost

Mo lodgings found

—| Lodging (1 to 2 entries for Losing, 1 to 2 entries for Gaining}l

Add newlodging r

- During = - - -
2. Date Range | TLE Claimed For | # Dependents | Lodging Type | Nightly Cost

Mo ledgings found

—|J54:I|:I Lodging

Lodging occurred during: 2 Departure O Amival

Check In/ Lodging Start Date: * Check Out / Ledging End Date:
L im —

TLE Claimed For, Lodging Type:

O Member O Billeting

) Member and Dependents ) O ff base [Reguires Mon-Awailz bili by Setemen f
O Dependents Onhy O With friends or famiby

# ufDeiendentsc Ni?ht%[‘.ust:

[haa |
.
America’s Airmen

*See notes 16



Direct Deposit Form

U.5. AIR FORCE

FormMNae: Direct Depost (FMS 2231) Status:In Hork - Only fill out the Direct Deposit Form if the
The Direct Deposit form may only be used to update yvour Travel Pay. travel account has Changed since your last PCS.

Ifyou wizh to update your MiltarwCivilian Pay, you must use MyPay.

M JCCo

If you wizh to update your allotments, you must use the Allotments form (DD 25

{ Direct Deposit Account Information

Financial Institution Mame:

Account Holder's Name:
Zachary Christman

Account Type:
0 Checking
) Savings

9-Digit Routing Number:
[7]

Account Mumber:

|@

America’s Airmen
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State of Legal Residence \‘

PC 5 Package Name: Test Status: In Work _ : ; ; :
Form . SOLA (Db 2055) Only fill this out _|f you are changln_g your
State of Legal Residence from what is reflected
City or County | |State | on your LES.
v

America’s Airmen
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U.5. AIR FORCE

&

Family Separation Allowance
(FSA)

PC S Package Name: Test
FormMame: FSA (DD 1561)

F A Type: Deparure Date:
Choose One  [v] | =

satusiintork . Family Separation Allowance (FSA) is

- Certifications: {check all that apph}

1l 1 am not divorced or separated from my spouse.

1 My dependent child/children washwere not in the legal custedy of another person when | received my orders.

L] My dependent (except spouse) is not a member of the military on adive duty.
] My =ole dependent is not in an institution (or expected to be) for more than a vear.
] 1am claiming F 54 for my dependent parents.

[ | am married to another miltary member on active duty.
My spouse [COWAS [CIWAS NOT residing wih me when | received my orders.

S%uus& Soll: Spouse Branch of Senvice:

Duty Station: Unit:

O Wy last TD or deployment, if any,
Civvas [CIWAS NMOT  within the last 30 days from this TDY or deployment.

payable when you are separated from
your dependents due to PCS.
Transportation of dependents must not
be authorized at the government's
expense to the new duty station to be
eligible for FSA.

The member that relocated due to
orders is the one authorized the FSA-R.

America’s Airmen
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