Virtual Employee Network (VEN)
Employee Instructional Aid
Creating a Travel Voucher

(Version 11/2020)

Purpose of this Instructional Aid: To assist relocating employees with their online electronic voucher
submission to the Interior Business Center via the Virtual Employee network (VEN).

Please do not submit any personal identifiable information (Pll) with your travel voucher (i.e. Socials,
birth dates, banking information). Make sure to redact any PII prior to submitting voucher or uploaded
receipts.

Signing into VEN

1. Go to: https://relomw.com/ to login into VEN. (a) Click ‘Sign In’ link and follow the prompts to login.
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Main Employee Portal
This is your main employee portal page. This page contains:

Column 1

- PCS Travel Voucher submission (Where you go to create and submit PCS travel vouchers)
- PCS travel Voucher Instructional Guides and Videos

- Ability to send message to your IBC or RMW move coordinator

Column 2

- Reflects current status of PCS voucher submissions (Started, signed, submitted for payment)
- Reflects IBC Accounting Technician POC processing each PCS voucher type

- Household Goods Scheduled Survey, Pack, Load, Delivery dates.

- Ability to create or update a To-Do list via online or through mobile application

Column 3
- IBC Move Coordinator Contact information
- RMW Move Coordinator Contact information

© hitps.//demorelocationmw.com/employee defaultszpr £~ ¢/ @ relocstion Mansgement .
X @Comvent v Eiselect

5 Interior A Hello Employee8 TestorFromAgencys
C Business with Interior Business Center | Edit Profile | Logout
Center

Web Customer Support: (8¢

Your Relocation: Yellowstone NP , WY USA to Gunnison,, CO USA #82331

VOUGHER STATUS CONTACTS
% PCS Travel Voucher Submission My RMW Coordinator
3 Amanda Glass
= PCS Travel Voucher ? Currently No Attachments Ph: 866-828-6678
e Instructional Video & Guide & aglass@relocationmw.com
w

My IBC Coordinator

IMPORTANT DATES

Daniel Bizu
To Ph: 303-969-5603
Fax 303-969-7281
IBC Coordinator: daniel_biz v cvent ate o o o ganiel_bizu@ibe doi gov
Message Title
Su Mo Tu We Th Fr Sa
Scheduled Survey 121412017
Message il 2
Scheduled Pack  4/123/2018 - 412312018 al[ 4|l sl[ e[ 7[ sl o
Scheduled Load 412412018 - 4124/2018 10 11 12 1 m 15 16

17 18 19 20 21 22 23

Scheduled Delivery ~ 4/26/2018 - 5/1/2018

24 25 26 27 28 29 30
Pack Completed  4/23/2018 31
Load Completed 412412018

Delivered 412972018

TO-DOLIST

Description: | | Reminder Date \@ +] Add To-do
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PCS Travel Voucher Instructions and Video

1. From the main employee portal, click ‘PCS Travel Voucher Instructional Video & Guide’ to see video
and specific voucher type instructional aides.

C Interior A Hello Employee8 TestorFromAgency8
Business with Interior Business Center | Edit Profile | Logout
Center

Web Customer Support: ( 25

© hitps.//demo relocationmw.com/employee defaultszpr £~ ¢/ @ relocstion Mansgement .

Your Relocation: Yellowstone NP , WY USA to Gunnison, CO USA #82331

CONTACTS

= PCS Travel Voucher Submission My RMW Coordinator
[ =

s U E— Amanda Glass

= PCS Travel Voucher ? Currently No Attachments i 866 8260678

8 Instructional Video & Guide . aglass@relocationmw.com
L ————

SEND MESSAGE My IBC Coordinator
IMPORTANT DATES Daniel Bizu
To Ph: 303-969-5603
Fax: 303-969-7281
IBC Coordinator: daniel_biz v cvent ate o o o ganiel_bizu@ibe doi gov
Message Title:
Su Mo Tu We Th Fr Sa
Scheduled Survey 1211412017
Message il 2
Scheduled Pack 412312018 - 4/23/2018 3|[ al[ sl[ sl[ 7l slf o
Scheduled Load 412412018 - 412412018 0 11 12 13 m 15 16

17 18 19 20 21 22 23

Scheduled Delivery ~ 4/26/2018 - 5/1/2018
24 25 26 27 28 29 30

Pack Completed  4/23/2018 31

Load Completed 412412016

Delivered 4/29/2018
To-DO LIST
Description: | | Reminder Date \@l +] Add To-do

2. Utilize the video and voucher specific instructional aides to assist with the preparation and
submission of your VEN online travel voucher. Click ‘Go back Home’ to get back to the employee
portal page.
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Go Back To Home

PCS TRAVEL VOUCHER INSTRUCTIONAL VIDEO & GUIDES

Video Instructional Guide

Create Employee PCS Travel Voucher

Retumned Employee PCS Travel Voucher

ts Emploes POS Travel Woucher | 12 VERN-Instr

ing Empicyes FCS Travel Voucher | 1*1& VERN.Instn

ional Guides For Complating Each Type Of Travel Vouchar

12 VERNnstatons GuiseHauss Huntna Tr-As

-3

Wi ve

Resl EstateSaie

Real Estate-Furchase
Lease Break
Selt-Shipment

Relozation Income Tax Allowsnce (RITA) o yE: ance-RITA odf

Creating PCS travel Voucher

1. From the main employee portal, click ‘PCS Travel Voucher Submission’ link

- x
@ nitpsy/demorelocationmw.com/employee/defauttaspr 5+ @ & |[ @ Relocation Management W. e &

X @Convent v Esel

elocation: Yellowstone NP , WY USA to Gunnison , CO USA  #82331

VOUCHER STATUS CONTACTS

My RMW Coordinator

Hor
(| Pos Travel Voucher Submission '
T

P Curently No Attachments
Instructional Video & Guide &

Feedback

SEND MESSAGE My IBC Coordinator
IMPORTANT DATES

Daniel Bizu
To Ph: 303-969-5603

Fax 303.969.7261
1BC Coordinator. daniel_biz V| daniel bizu@ive doigov.
Message Title:

cuent Date PR
su Mo Tu We ™ P osa
Tz
Wessage: il 2
sohedlodPack  4zscots azvots | 3 4 5 6 1 8 9
seheduedtons  azanois-ansoors | 10 1 12 o] 15 w6
IR I

Scheduled Delivery 4262018 - 51172018
4 25 26 27 28 20 30

Pack Completed 42312015 =

Load Completed 4242015

Delivered o018

TO.DO LIST

Descrpton [ |ReminderDate] |2 sl ada Too

2a. Your Travel Authorization(s) will be auto populated. If an employee has more than one move, select
the applicable Travel Authorization number that corresponds to the voucher you are submitting.
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2b. Select the voucher type you wish to submit for reimbursement.

2c. Click the ‘Create New Travel Voucher’ button to open your travel voucher.

3. This screen is step 1 and is where relocating employees will fill out their PCS travel voucher.

(a) Click the ‘PCS Travel Voucher Instructional Video & Guide’ to open the applicable instructional aide
to assist with the completion of your voucher (If not already open)

(b) Complete page 1 of the OF1012 as prescribed in instructional aide.

Note: Step 1 (Travel Voucher Entry) contains: (1) Link to instructions to assist employees with the screen
they are on. (2) Ability to right size the screen based on your monitor resolution and preference.
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o @ nitps/d ploy herEditasp 8 £~ @ ¢ || @ Relocation Management W... X | ||

O OO OG0 A

_ TRAVEL  RECEIPTS/  REVIEW DIGITAL  VOUCHER

VOUCHER DOCUMENTS TRAVEL SIGNATURE  E-STATUS
ENTRY VOUCHER

gllaneous Expense

1. DEPARTMENT OR ESTABLISHMENT, 2. TYPE OF TRAVEL 3. VOUCHER NUMBER
TRAVEL VOUCHER | greay, DivisIoN, OR OFFICE [JTEMPORARY DUTY
(Read the Privacy Act Statement PERMANENT 4. SCHEDULE NUMBER
on the back) CHANGE OF STATION
5. | a. NAME (Last, First, Middle Initial) b. SOCIAL SECURITY NUMBER| 6. PERIOD OF TRAVEL
M a FROM o
A
‘E’ c. MAILING ADDRESS (Include ZIP Code) |d. OFFICE TELEPHONE 7. TRAVEL AUTHORIZATION
L NUMBER [a NUMBER(S) |b. DATES)
H RER180004423
[
A ['e. PRESENT DUTY STATION . RESIDENCE (City and State)
M 10. CHECK NUMBER
B
8. TRAVEL ADVANCE 9. CASH PAYMENT RECEIPT 11. PAID BY
a. Outsianding a. DATE RECEIVED b. AMOUNT RECEIVED
20f2 b. Amount to be applied
¢. Amount due Government c. PAYEE'S SIGNATURE
Attached: [|Check [|Cash
d. Balance outstanding

Travelers Initials

.:;ﬁg;’g:;‘rﬁgz | | hereby assign to the United States any right | may have against any parties in connection with reimbursable

Irmeaneviation chaman dasesthad halc | g
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(c) Complete page 2 of the OF 1012 as prescribed in the instructional aide.

© nitps./a

£ - 8¢ @ reocetion Management w.

OPTIONAL FORM 1012 (REV. 10/2016)

INSTRUCTIONS TO TRAVELER (Unlisted itemns are self-explanatory)
Column (d) thru (g) Show amount incurred for each meal, including tax and tips, and daily total meal
cost.

Column (c): Ifthe voucher includes.

Complete this information if this is a
continuation sheet.

SCHEDULE
per diem allowances for members.
e ; } (h) Show expenses, such as laundry, cleaning and pressing of clothes, tips to bellboys, porters, ec. 2 paces
oF el oy P T
EXPENSES o e Complete onlyfor (i) Complete for per diem and actual expense travel. TRAVEL AUTHORIZATION NUMBER
AND marial status of children (umiess ‘actualexpense () Show total subsistence expense incurred for actual expense travel. RER180004423
AMOUNTS information is shown on the travel travel (m) Show per diem amount, imited to maximun rate, or if ravel on actual expense, show the lesser of
autharzation the amount from column () or maximum rate. TRAVELER'S LASTNAVE
CLAIMED (n) Show expenses, such as taxilimousine fares, air fare (if purchased with cash), local or long
distance telephone calls for Government business, car rental, relocation other than subsistence, etc. Stoorza
Enter Miscellaneous Expenses in Column (h)
DATE | TME DESCRIPTION TTEMIZED SUBSISTENCE EXPENSES - AMOUNT CLAIMED
2018 (Hour and | (Departure/arrival city, per diem computation, MEALS fusceLanecus|  LODGING TOTAL TE: ¢ MICEAGE UBSISTENCE OTHER
amipm) et
P BREAKFAST| LUNCH | DINNER | TOTAL EXPENSE NUMBER
OF MILES

@ ®) © © © 0 @ ®) 0 Q &) o) (m) o)
8 31 Miscellaneous Expense $0.00| $ 1,300.00 $1,300.00] $0.00 $1,300.00|

/ $0.00) $0.00 $0.00 $0.00

/ $0.00) $0.00 $0.00 $0.00

f $0.00) $0.00 $0.00 $0.00

f $0.00) $0.00 $0.00 $0.0

f $0.00) $0.00 $0.00 $0.00

/ $0.00 $0.00 $0.00 $0.00

/ $0.00) $0.00 $0.00 $0.00

J $0.00) $0.00 $0.00 $0.00

f $0.00) $0.00 $0.00 $0.00

/ $0.00) $0.00 $0.00 $0.00

4. Scroll up to the top and click ‘Next Step’ to move to Step 2 (Receipts/Documents).

e @ https://d

X @Comer ~

2 Interior
Business
Center

£~ 8¢ | @ Relocation Management W.

Your Relocation: Yellowstone NP , WY USA to Gunnison , CO USA #82331

Zoom T

TRAVEL VOUCHER
ENTRY

RECEIPTS /
DOCUMENTS

VOUCHER

Voucher B -Miscellaneous Expense

TRAVEL VOUCHER

1. DEPARTMENT OR ESTABLISHMENT,
BUREAU,

REVIEW TRAVEL DIGITAL SIGNATUREVOUCHER E-STATUS

2. TYPE OF TRAVEL

DIVISION, OR OFFICE [TEmMPORARY DUTY

3. VOUCHER NUMBER

Hello Employee8 TestorFromAgency8
with Interior Business Center

(Read the Privacy Act Statement 7 PERMANENT 4. SCHEDULE NUMBER
on the back) B CHANGE OF STATION
5. ] a. NAME (Last, First, Middle Inital) [b. SOCIAL SECURITY NUMBER| 6. PERIOD OF TRAVEL
" a. FROM b TO
A
‘E’ c. MAILING ADDRESS (include ZIP Code) d. OFFICE TELEPHONE 7. TRAVEL AUTHORIZATION
L UMBER 5 NUMBER(S) | b. DATE(S)
H RER180004423
®
A [ "o, PRESENT DUTY STATION T (City and State)
M 10. CHECK NUMBER
2]

8. TRAVEL ADVANCE

9. CASH PAYMENT RECEIPT

a_Outstanding

a. DATE RECEIVED b. AMOUNT RECEIVED

b. Amount to be applied

c. Amount due Government
Attached: [ |Check [ |Cash

. PAYEE'S SIGNATURE

d. Balance outstanding

11. PAID BY

VERNMENT
TRANSPORTATION
REQUESTS, OR

transportation charges describe

I hereby assign tothe United States any right | may have against any parties in connection with reimbursable

low.

Trav

>

jeler's Iniials

“TRANSPORTATION ‘

AGENTS

(S0 | wove,cwass o [ 22TE,

POINTS OF TRAVEL
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5. This is Step 2 (receipts/documents) and is where your receipts and other supporting documents will
be uploaded and attached to your PCS travel voucher. Only .PDF or .JPG file formats can be uploaded
into VEN. Any other formats will not be accepted by the VEN application. Maximum file size for each
upload is 25MB.

(a) Browse for files on your computer

(b) Type in description of your file (e.g. Lodging receipt, rental car receipt, etc.)
(c) Click ‘Upload Files’

(d) Repeat steps a-c for additional files.

G orelocationmscom/empleyeelVouchrUplondRecei

prd=s0 0 < @ || @ Relocaion Management .

O—0—0—0—=0
e I [
TRAVEL VOUCHER RECEIPTS / REVIEW TRAVEL DIGITAL SIGNATUREVOUCHER E-STATUS
ENTRY

DOCUMENTS VOUCHER

Voucher B -Miscellaneous Expense

i) Instructions: (A) Ciick the "Ch
and other suppo

Repeat Steps A-C for addi
il be reflected in the Ret

VOUCHER B - RECEIPT UPLOADER

tep (A) - File H\__VERN\Employee_Supervisor Training\Sample Receiptpdf | Browse.

Step (B) - Description | Typo of Receipt

Step (C) - Upload [ Upload Files

VOUCHER B - RECEIPTS LIST

(e) Your successfully uploaded PDF or JPG formated files will be displayed below in the ‘RECEIPTS LIST
Section.
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locationmcom/ernpl e VoucheUploscRecepts sp 1e=560445 O = @ O € Relocation Management .

Your Relocation: Yellowstone NP, WY USA to Gunnison , COUSA  #82331

@ c @ @ @ ’7
Wﬁ Next Stee
TRAVEL VOUCHER RECEIPTS / REVIEW TRAVEL DIGITAL SIGNATUREVOUCHER E-STATUS
ENTRY

DOCUMENTS VOUCHER

Voucher B - Miscellaneous Expense

iptor supporting (C) Click "Upload Files"
t, Weight Tickets, efc).  button o upload your fle.

0 M8 per document. Successfully uploaded fles
n
VOUCHER B - RECEIPT UPLOADER

Step (A) -File Browse.

Step (8 - Deseription |

Upload Files

File Upload Completed, See Files Below

Step (C) - Upload

VOUCHER B - RECEIPTS LIST

Preview Description Date Added  File Name Delete

SAMPLE
RECEIPT

6. This is Step 3 (Review Tra d where you can review your PCS travel voucher entries and
ensure all attached files (e.g. receipts, proof of payment, etc.) are included with your voucher.

(a) Scroll through your voucher to review your entries
(b) If you need to make adjustments to the voucher or need to upload additional receipts, click on ‘Step
1’ or ‘Step 2’ of the progress bar.

(c) After voucher and attached files are reviewed click the ‘Next Step’ button.
, e |

7. This is Step 4 (Digital Signature), where you will use your PIV card to sign your voucher which is then
sent via an automated workflow to your supervisor for approval.

(a) Type in your supervisors name (e.g. John Adams)

(b) Type in your supervisors email address.

(c) Type in any notes you wish to convey to your supervisor. These notes will be reflected on the
approval notification email a supervisor receives.
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(d) Click the ‘Employee Sign & Submit to Supervisor’ button to digitally sign your voucher.
[T ————— _—

O— 00— 0 —0—0 A
e

CUMENTS

sipd i D G Rcation Mansgement .

Voucher B-Miscellaneous Expense

i) Congratulations Tad C Stoorza, your PCS travel voucher i now ready for supervisor approval

Instructions: (A) Cormp belon to (€) Cick the o
Submit the request for your supervisors  your supervisor an be added i the "Add Notes”  Supenvisor” button o complete the signing f your
signature. Secton Travel Voucher.

VOUCHER ELECTRONIC SIGNATURE.

Sign Your Vousher And Send The Travel Vousher To Your Supervisor For Digital Signature & Authorization

Supervisor Name

R
flake smitha@ibe. doi.gov

Flease sign my eCs travel voucher

Employee Sign & Submit to Supervisor

(e) Follow the instructions in yellow at the top of this page to assist you with the signing of your voucher.

(f) Click the yellow ‘START’ arrow.

© hps ployee

o £~ @ &][ @ Relocation Mansgement w.

X @Convert v Eiselect

> Interior A Hello Employee8 TestorFromAgency8

Your Relocation:  Yellowstone NP, WY USA to Gunnison , CO USA  #52331

O 2 2 ° O
et e
TRAVEL VOUCHER RECEIPTS / DOCUMENTS REVIEW TRAVEL DIGITAL SIGNATURE
ENTRY VOu

VOUCHER E-STATUS
ICHER

Voucher B-Miscellaneous Expense

Instructions: Click the highiighted "Start" Flag, followed by i on the ribbon at the botiom of the page

Next click the Download to complete the signing process. An Adobe Acrobat or Acrobat Reader window will open to accept your digital signature. Click the Traveler Signature (Block 13) o sign your voucher.
Once you have successiully signed your PCS travel voucher, your signature process will be complete and automatically forwarded o the supervisor email provided.

Orce you save and close your signed PCS travel voucher, you will be taken to Step 5 (Voucher E-Status)

Note: Upon supervisor approval of your PCS travel ciaim, a confirmation email will be sent to you and your completed voucher wil automatically be submitied to the Interior Business Center for processing.

Interior } R
Business e
usings ‘ Adobe Sign @

&

Alternative actions v Voucher B - Miscellaneous Expense - In Progress
7. DEPARTMENT Z TVPEGFTRAVEL |3
TRAVEL VOUCHER
BUREAU, DIVISION, OR OFFICE TEMPORARY DUTY
(Read the Privacy Act Statement PERMANENT (7 SCHEDULENOMBER
onthe back) Bcrance oF stamon

5 [ NANE (Last et ikt i) e . PERIOD OF TRAVEL

i < Fron

A

¥ [SMAIING ADDRESS (inchude ZIP Gode) [d- OFFICE TELEPHONE 7. TRAVEL AUTHORIZATION.
H RMEER [= NOMBERS) | b. DATES)
B RER1B0004423

o

s [ FRESENT DUTY STATION T RESIOENGE (G 27 5)

4 o CHECK WOBER
Bl

. TRAVEL ADVANCE 5 CASH PAYMENT RECEPT T PADBY

= ustaning = DATERECENED o AWOUNT REGENED

-

tachea [ Joneck [ Jcas

P——

o
7_GovERRWERT T e

Language [English © 2015 Adobe Systems Incorporated. All ights reserved.  Terms Privacy Cookies Consumer Disclosure Trust AdChoices ¥ W/

(g) If not already there, scroll down to the bottom of the screen and click on the blue ’M
YL R button. There are two scroll bars on the right to assist getting to the bottom of the
screen.
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@ ritps,/demo elocationmcom/empley e VoucherSgnSulm 2cpi'd

X G)Comen ~ Fiselet

= @ ¢ [ @ Relocaton Management W.

- e
TRAVEL VOUCHER RECEIPTS / REVIEW TRAVEL DIGITAL SIGNATUREVOUCHER E-STATUS
ENTRY DOCUMENTS VOUCHER

Voucher B -Miscellaneous Expense

Instructions: Click the highlighted 'Start' Flag, followed by the [T I ATISIT link located on the ribbon at the botiom of the page.
Next click the Download Document link below to complete the signing process. An Adobe Acrobat or Acrobat Reader window wil open 1o accept your digital signature. Click the Traveler Signature (Block 13) to sign your voucher
Once you have successfully signed your PCS travel voucher, your signature process will be complete and automatically forwarded to the supervisor email provided

Once you save and close your signed PCS travel voucher, you will be taken to Step 5 (Voucher E-Status)

Note: Upon supervisor approval of your PGS travel claim, a confirmation email will be sent to you and your completed voucher will automatically be submitted to the Interior Business Center for processing.

&

e A
omes ‘Adobe Sign ®
Altemative actions v Voucher B - Miscellaneous Expense - In Progress Cor (V]
TRAVEL VOUCHER |- DePAment 7 VPEOFTRAVEL |
BUREAU, DVISION, OR OFFICE [Jremeorary oury
(Read he Prvacy Act Statement PERMANENT & SCHEDULE NUMBER
on the back) Klcriance oF stamion
5[ ANE (Lo ot e ¥ SOCIAL SECURITY NUBER| 6. PERIOD OF TRAVEL
T 0 7o
A
¥ [ VRN AGORESS o 27 o] 7. TRAVEL AUTHORIZATION
t 2 NUMBERES) [ b. DATES)
H
H
®
s [ PresaNT ouTY STATION T RESIOENGE (Geyand Sae]
4 o CRECK T
H
. TRAVEL ADVANCE 5. CASH PAYMENT RECEIT
= DATE REGENED

Iagree to of this docume| Submit and Proceed to Sign v

(H) Click the ‘Download Document’ button to download your voucher. NOTE: The downloaded file must
be opened outside of a browser. See below for instructions

© hps ployee 9 £ - & &|[ @ Relocation Management .

@Convert + EiSelect

) ~ A
2 Y
e =
TRAVEL VOUCHER RECEIPTS / REVIEW TRAVEL DIGITAL SIGNATUREVOUCHER E-STATUS

ENTRY DOCUMENTS VOUCHER

Voucher B -Miscellaneous Expense

Instructions: Click the highlighted 'Start' Flag, followed by the TSR PTT I = P ReXH A link located on the ribbon at the bottom of the page.

Next click the Download Document link below to complete the signing process. An Adobe Acrobat or Acrobat Reader window will open to accept your digital signature. Glick the Traveler Signature (Block 13) to sign your voucher.
i) Once you have successfully signed your PGS travel voucher, your signature process will be complete and automatically forwarded to the supervisor email provided.

Once you save and close your signed PCS travel voucher, you will be taken to Step 5 (Voucher E-Status)

Note: Upon supervisor approval of your PCS travel claim, a confirmation email will be sent to you and your completed voucher will automatically be submitted to the Interior Business Center for processing.

Adobe Sign @

Please download Voucher B - Miscellaneous Expense - In Progress.pdf
and open it in Adobe Acrobat or Acrobat Reader to complete the signing
process.

Once you successfully sign the document with a Digital Certificate, your signature process will be complete.

® 2018 Adobe Systems Incorporated. All rights reserved. Terms Privacy Cookies Consumer Disclosure Trust AdChoices W

(I) Downloading a PDF file is a little different depending on what browser you are using. See below
examples for Internet Explorer and Google Chrome.
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A. Internet Explorer Downloading
e C(Click the ‘Open’ button on the ribbon at the bottom of screen to open your PDF travel voucher file.

e Go to Step J of these instructions.

docationmcom/empleyee/VoucherSignSuomit asp1d=36344385g 0« @ C || @ Relocation Management W.

O, O] ©; o O]
Vouchers Home || ~GoBack |
TRAVEL VOUCHER RECEIPTS / REVIEW TRAVEL DIGITAL SIGNATUREVOUCHER E-STATUS

ENTRY DOCUMENTS VOUCHER

© e e
* @Comen + Gisdeat

Voucher B - Miscellaneous Expense

Note: Upon supervisor approval of your PCS trave

B mpeted voucher wil automa i -
Interior . A
e Adobe Sign @

Please download Voucher B - Miscellaneous Expense - In Progress.pdf
and open it in Adobe Acrobat or Acrobat Reader to complete the signing

process.

Once you successfully sign the document with a Digital Certificate, your signature process will be complete.

Download Document
L Somiaad Socoopocated Al ich
( o

R ——

Privacy Cookies Consumer Disclosure Trust AdChoices v

B. Google Chrome Downloading
e After clicking the blue ‘Download Document’ button, the PDF file will download and move to the

lower left-hand side of the screen.

Interior -
Business %
Center | Adobe Sign @

Please download Voucher B - Miscellaneous Expense - In Progress.pdf and
open it in Adobe Acrobat or Acrobat Reader to complete the signing process.

Once you successfully sign the document with a Digital Certificate, your signature process will be complete.

Download Document

\Want Acrobat Reader?

> Get it Here

©2018 Adobe Systems Incorporated. All rights reserved. Terms Privacy Cookies Consumer Disclosure Trust AdChoices

Show all X

" Voucher B - Miscel...pdf ~
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e C(Click the up arrow to display another box, and the select ‘Show in Folder’

Open
Always open with system viewer

Open with system viewer

e (a) A File Explorer window will open, and the downloaded travel voucher file will be highlighted. (b)
Double click on the pdf travel voucher file to open.
e Go to Step J of these instructions.

I
L d ‘ ‘, < | Downloads - . .

Home Share View - @

4 & » ThisPC > OSDisk(C) > Users » antoniogonzalez » Downloads v O Search Downloads Pl

Date modified Type Size
"»: Voucher B - Miscellaneous Expense - In PrognD 10/2/2018 9:37 AM  Adobe Acrobat D. 117 KB

(J). With your PCS travel voucher now opened, scroll down to block 13. Click in Block 13 to the left of the
yellow ‘Click here to sign’ tab.

= Voucher 8 - I Progress.pd - 7 - x
Ele Edit View Window Help

~

# Quick access

= Documents

Home Tools Voucher B - Miscell.. ® signin

BEeERQ OO0 ' M DO R BAT 6L

7 HORIZATION
= e [ o
RERIEO0Z:

o CRECKNO:

T PADEY

$1,300.00

GPTIONAL FORM 1012 (REV. 10/2016)
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(K) A box reflecting your PIV certificates will display. Click "

Sign with a Digital 1D

()1 —_@

(L) Another box with your name will be displayed. Click ‘M’.

Digitally signed by

-Date: 2018.10.02

08:44:16 -06'00'

(M) Type in your PIV card pin number and click ‘OK’

Windows Security X

Smart Card
Please e%

¢
Click here for more informaton
Cancel
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(N) After entering your PIV card pin and clicking ‘ok’, your digital signature will be displayed. NOTE: Your
voucher is automatically sent to your supervisor via the VEN workflow.

- Voucher 8- I Progress pdt -
Fle Edt View Window Help

Home Tools Voucher B - Miscell.. X @ signin

BEXQ @O ' M DO - RBBAT O

C

o N,

e o e ey e
$1,300.00
i P ANTONIO GONZALEZ oo
2 o

Long dsance kphone cats,
WOTE:

o

NETTO TRAVELER ]

TPTIONAL FORM 1012 (REV. 10/2016)

(O) While not required, you may save your signed voucher at this time by clicking ‘Yes’.

Adobe Acrobat x

Do you want to save changes to 'Voucher B - Miscellaneous Expense - In
Progress.pdf' before closing?

(P) After completing the signing of your voucher, your VEN screen will auto refresh and take you to Step
5 (Voucher E-Status). The document history screen reflects: (a) You digitally signed your voucher (b)
Your voucher has been auto sent to supervisor for approval.

= =_

‘Signature Status - Adobe Sign
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(Q) Click the ” Logo in the upper left hand side of the screen to take you back to
the main employee portal screen.

@ htps://d ployee/VoucherStat

£~ &C | @ Relocation Menagement W.

ellowstone NP, WY USA to Gunnison , CO USA  #82331

@ 2 3 4 °
@ © ©

TRAVEL VOUCHER  RECEIPTS /DOCUMENTS  REVIEW TRAVEL DIGITAL SIGNATURE  VOUCHER E-STATUS
ENTRY Vo

Voucher C -Miscellaneous Expense

'VOUCHER STATUS - VOUCHER C - MISCELLANEOUS EXPENSE

Signature Status - Adobe Sign

Document Status: OUT FOR SIGNATURE

Document history:

Next (antonio_gonzalez@ibc.doi.gov)
Walting Since: 10/3/2018 3:51:21 PM

@ Document created by Interior Business Center (interiorbusinesscenter@relocationm. com)
T 1032018 34934 PN CT
[ Sentout for signature to Tad C Stoorza
10/312018 3:49:40 PM CT
/R Document digtlly signed by Tad C Stoorza
10/312018 3:51:21 PM CT
Sent out for signature to antonio_gonzalez@ibc doi. gov

10/3/2018 3:51:23 PM CT

8. After signing voucher, relocating employees will receive an email stating their voucher has been
submitted to their supervisor for approval.

system@relocationmw.com <system(@relocationmw com=

ome =

Interior
Business
Center

Your voucher has been submitted to Mr. ._(,_@jhr.dni.gﬂ) for approval.

U.S. Department of the Interior i

Travel Authorization # RE_
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9. This is the email notification supervisors receive.

Interior U.S. D " t of the Inter ]
Busii - rimen nterior
ysinass epartment of the Interio ‘

Interior Business
Center Has Sent You
Voucher B -
Miscellaneous
Expense - In Progress
to Sign

Interior Business Center (Interior Business
Cenlen) says:
"NOTE TO SUPERVISOR.

Click hers ta ravi sion Voucher B
Miscellznoous Expense - In Progress

Aftar you cign Vouchar B - Miscollanoous
Expense - In Progress, all parties will receive a
final FDF copy by email.

A. After the supervisor digitally signs the employee’s voucher, the relocating employee will receive
notification of this action. The notification email also has the signed (By Employee and Supervisor)
PCS travel voucher attached.

system@relocationmw.com <systemrelocatonmw.com:

(B ) S Department of the Interi o
siness - epariment o e Intenor .
Ee:ﬂer P ‘

The voucher has been signed an approved by Mr. -_ng}

Your voucher has been submitted for processing to the Interior Business Center.
Travel Authorization #  RE NN

Voucher Type Miscellaneous Expense



Virtual Employee Network (VEN)
Employee Instructional Aid
Creating a Travel Voucher

(Version 11/2020)

CHECKING THE STATUS OF YOUR SUBMITTED VOUCHER

1. From the main employee portal screen click the red [L&RIEIE R ETEV T3]y button to check
the status of your voucher.

- o x
T £ = @ 2 || @ Ruoestion Manageemart ..
% @Commt ~ FiSdack

VOUCHER STATUS
Foiders Staws iy BRI Coordinator
Enroute Travel sichep @
)
™ yaychor A Completed
Miscellaneous Expense sicnen @ My IBC Conrdinator

S Complzted
IBC Coordinator: dansd_biz v Miccallansous Expenes

Message Tile:

ﬂ
)

L L _ ow]
Waiting Since: 10/3/2018 3:51:21 PM

essage

IMPORTANT DATES
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1 t
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2. The comments under the ‘Supervisor E-Sign Status’ column reflect whether your supervisor has
signed the voucher.

(a) If your voucher has not yet been signed by a supervisor the comments will state ‘Out for Signature’
(b) If your voucher has been signed by your supervisor the comments will reflect ‘Signed’

@ hitps//demo relocationmw.com employee/Vouchers

% @Convert v [ Select

- X
sepe £ - @0 | @ Relocstion Management W,

Go Back To Home
DOCUMENTS / RECEIPTS

Travel Vouchers

i) Instructions for Submitting a New Travel (A) Select the Travel

(B) Select Voucher Type you wishto  (C) Click "Create New Travel
e Voucher: Authorization # Submit Voucher"
o
4 Ensure your receipts are ready to upload as .PDF or .JPG formats. To EDIT an existing voucher, select that voucher from the Folders column in the field below.
g Use this GSA Per Diem Rates link to determine your CONUS/OCONUS rates.
w
Travel Authorization # [RER180004423 | Voucher Type: | Choose Voucher Type — V]| Create New Travel Voucher
Folders Receipts Voucher ‘Supervisor E-Sign Status Voucher Status Remove
Started
Enroute Travel Receipts (1) 10/2/2018 || siGneD @ New
N Signed & Submitted To IBC For Processing
"\ Voucher A Completed

Miscellaneous Expense Receipts (1) 10/2/2018 SIGNED @

New
o Signed & Submitted To IBC For Processing
7\ Voucher B Completed
Miscellaneous Expense  Receipts (0) 10/3/2018 | OUT FOR SIGNATURE New

. 8 Next: (antonio_gonzalez@ibc.doi.gov )
" Voucher C In Progress Waiting Since: 10/3/2018 3:51:21 PM

3. The comments under the ‘Voucher Status’ column indicates that the Interior Business Center PCS
Section has received your voucher.

(a) If your voucher has been accepted and is being reviewed by the PCS section, the comments will
reflect ‘In Process’

Go Back To Home

DOCUMENTS / RECEIPTS

Travel Vouchers

(A) Select the Travel

i) Instructions for Submitting a New Travel (B) Select Voucher Type youwishto ~ (C) Click "Create New Travel
cher: Authorization # Submit Voucher"

Ensure your receipts are ready to upload as PDF or JPG formats. To EDIT an existing voucher, select that voucher from the Folders column in the field below.
Use this GSA Per Diem Rates link to determine your CONUS/OCONUS rates

Travel #[RER180004423 | Voucher Type: [ Choose Voucher Type — V|| Create New Travel Voucher
L

Folders Receipls  |Voucher | Supervisor E-Sign Status Voucher Status
Started

Enroute Travel Receipts (1)  10/2/2018  SIGNED @

New
N Signed & Submitted To IBC For Processing
*° Voucher A Completed

Miscellaneous Expense  Receipts (1) 10/2/2018  SIGNED @ In Process

N Signed & Submitted To IBC For Processing 10/5/2018 4:21:31 P
"\ Voucher B Completed
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(b) If your voucher has been certified and submitted for payment by the PCS section the comments will
reflect ‘Submitted For Payment’

DOCUMENTS / RECEIPTS

Travel Vouchers

j/ Instructions for Submitting a New Travel (A) Select the Travel
Voucher: Authorization #

(B) Select Voucher Type you wishto  (C) Click "Create New Travel
Submit Voucher"

Ensure your receipts are ready to upioad as .PDF or .JPG formats. To EDIT an existing voucher, select that voucher from the Folders column in the field below.
Use this GSA Per Diem Rates link to determine your CONUS/OCONUS rafes.

Travel Authorization # | RER180004423 | Voucher Type ‘” Choose Voucher Type —

v ‘ Create New Travel Voucher ‘

Folders Receipts Voucher
Started

Enroute Travel

Supervisor E-Sign Status Voucher Status
Receipts (1) 10/2/2018  SIGNED @

4\ Voucher A Completed Signed & Submitted To IBC For Processing

Miscellaneous Expense Receipts (1)  10/2/2018 SIGNED ]

Submitted For Payment
Signed & Submitted To IBC For Processing 10/5/2018 4:29:43 PM

’”\ Voucher B Completed

4. You may also check status of voucher by viewing the ‘Document history’ page within your voucher
under the Folders column. Click the highlighted blue link of the voucher you wish to check the status of.

DOCUMENTS / RECEIPTS

Travel Vouchers

j/ Instructions for Submitting a New Travel (A) Select the Travel
Voucher:

(B) Select Voucher Type you wish to

(C) Click "Create New Travel
Authorization # Submit Voucher"
Ensure your receipts are ready to upioad as .PDF or .JPG formats. To EDIT an existing voucher, select that voucher from the Folders column in the field below.
Use this GSA Per Diem Rates link to your CONUS/OCONUS rafes.

Travel Authorization # | RER180004423 | Voucher Type ‘” Choose Voucher Type —

v “ Create New Travel Voucher ‘

SR e
Started

Enroute Travel Receipts (1) 10/2/2018  SIGNED @ New
q\ - Signed & Submitted To IBC For Processing

Miscellaneous Expense Receipts (1) 10/2/2018 SIGNED @

Submitted For Payment

Signed & Submitted To IBC For Processing 10/3/2018 4:29:43 PM
Voucher B Completed
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(a) You will automatically be taken to the Document history screen. The comments will reflect that your
supervisor has signed the voucher. The screen will also have a green banner stating ’_

z
: +) 0} o
T T s - et

TEAVEL vOUCHER RECEFTS / DOCUMENTS REVIEW TRAVEL DA TAL SIGNA TURE VOUCHER E-STATUS

VOUCHER

Voucher E. Miscellansous Expense

] Dhocumant crnstad by Ibarics Businpss Centae rtackotusnessienar Qrotcsbonem com
102208 14210 AMCT

0200 12535 AMET

0T 120408 PRICT

5. Click the [ @:ITELEIR LT Logo in the upper left-hand side of the screen to take you back to
the main employee portal screen.
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	Purpose of this Instructional Aid: To assist relocating employees with their online electronic voucher submission to the Interior Business Center via the Virtual Employee network (VEN).  
	Please do not submit any personal identifiable information (PII) with your travel voucher (i.e. Socials, birth dates, banking information). Make sure to redact any PII prior to submitting voucher or uploaded receipts. 
	Signing into VEN 
	1. Go to:  to login into VEN. (a) Click ‘Sign In’ link and follow the prompts to login. 
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	Main Employee Portal 
	This is your main employee portal page. This page contains:  
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	PCS Travel Voucher Instructions and Video 
	1. From the main employee portal, click ‘PCS Travel Voucher Instructional Video & Guide’ to see video and specific voucher type instructional aides. 
	1. From the main employee portal, click ‘PCS Travel Voucher Instructional Video & Guide’ to see video and specific voucher type instructional aides. 
	1. From the main employee portal, click ‘PCS Travel Voucher Instructional Video & Guide’ to see video and specific voucher type instructional aides. 
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	2. Utilize the video and voucher specific instructional aides to assist with the preparation and submission of your VEN online travel voucher. Click ‘Go back Home’ to get back to the employee portal page.  
	2. Utilize the video and voucher specific instructional aides to assist with the preparation and submission of your VEN online travel voucher. Click ‘Go back Home’ to get back to the employee portal page.  
	2. Utilize the video and voucher specific instructional aides to assist with the preparation and submission of your VEN online travel voucher. Click ‘Go back Home’ to get back to the employee portal page.  
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	Creating PCS travel Voucher 
	1. From the main employee portal, click ‘PCS Travel Voucher Submission’ link 
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	2a. Your Travel Authorization(s) will be auto populated. If an employee has more than one move, select the applicable Travel Authorization number that corresponds to the voucher you are submitting.  
	2b. Select the voucher type you wish to submit for reimbursement. 
	2c. Click the ‘Create New Travel Voucher’ button to open your travel voucher. 
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	3. This screen is step 1 and is where relocating employees will fill out their PCS travel voucher.  
	(a) Click the ‘PCS Travel Voucher Instructional Video & Guide’ to open the applicable instructional aide to assist with the completion of your voucher (If not already open)  
	(b) Complete page 1 of the OF1012 as prescribed in instructional aide. 
	Note: Step 1 (Travel Voucher Entry) contains: (1) Link to instructions to assist employees with the screen they are on. (2) Ability to right size the screen based on your monitor resolution and preference. 
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	(c) Complete page 2 of the OF 1012 as prescribed in the instructional aide. 
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	4. Scroll up to the top and click ‘Next Step’ to move to Step 2 (Receipts/Documents).  
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	5. This is Step 2 (receipts/documents) and is where your receipts and other supporting documents will be uploaded and attached to your PCS travel voucher. Only .PDF or .JPG file formats can be uploaded into VEN. Any other formats will not be accepted by the VEN application. Maximum file size for each upload is 25MB. 
	(a) Browse for files on your computer  
	(b) Type in description of your file (e.g. Lodging receipt, rental car receipt, etc.)  
	(c) Click ‘Upload Files’  
	(d) Repeat steps a-c for additional files.  
	Figure
	Figure

	 
	(e) Your successfully uploaded PDF or JPG formated files will be displayed below in the ‘RECEIPTS LIST’ Section. 
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	6. This is Step 3 (Review Travel Voucher) and where you can review your PCS travel voucher entries and ensure all attached files (e.g. receipts, proof of payment, etc.) are included with your voucher.  
	(a) Scroll through your voucher to review your entries  
	(b) If you need to make adjustments to the voucher or need to upload additional receipts, click on ‘Step 1’ or ‘Step 2’ of the progress bar. 
	(c) After voucher and attached files are reviewed click the ‘Next Step’ button.  
	Figure
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	7. This is Step 4 (Digital Signature), where you will use your PIV card to sign your voucher which is then  sent via an automated workflow to your supervisor for approval.  
	(a) Type in your supervisors name (e.g. John Adams) 
	(b) Type in your supervisors email address. 
	(c) Type in any notes you wish to convey to your supervisor. These notes will be reflected on the approval notification email a supervisor receives. 
	(d) Click the ‘Employee Sign & Submit to Supervisor’ button to digitally sign your voucher.  
	 
	Figure

	Figure
	 
	(e) Follow the instructions in yellow at the top of this page to assist you with the signing of your voucher.  
	(f) Click the yellow ‘START’ arrow. 
	Figure
	Figure

	(g) If not already there, scroll down to the bottom of the screen and click on the blue ‘Submit and Proceed to Sign’ button. There are two scroll bars on the right to assist getting to the bottom of the screen. 
	 
	Figure
	Figure

	(H) Click the ‘Download Document’ button to download your voucher. NOTE: The downloaded file must be opened outside of a browser. See below for instructions 
	Figure
	Figure

	(I) Downloading a PDF file is a little different depending on what browser you are using. See below examples for Internet Explorer and Google Chrome. 
	 
	 
	A. Internet Explorer Downloading 
	• Click the ‘Open’ button on the ribbon at the bottom of screen to open your PDF travel voucher file. 
	• Click the ‘Open’ button on the ribbon at the bottom of screen to open your PDF travel voucher file. 
	• Click the ‘Open’ button on the ribbon at the bottom of screen to open your PDF travel voucher file. 

	• Go to Step J of these instructions. 
	• Go to Step J of these instructions. 
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	B. Google Chrome Downloading 
	• After clicking the blue ‘Download Document’ button, the PDF file will download and move to the lower left-hand side of the screen. 
	• After clicking the blue ‘Download Document’ button, the PDF file will download and move to the lower left-hand side of the screen. 
	• After clicking the blue ‘Download Document’ button, the PDF file will download and move to the lower left-hand side of the screen. 
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	• Click the up arrow to display another box, and the select ‘Show in Folder’ 
	• Click the up arrow to display another box, and the select ‘Show in Folder’ 
	• Click the up arrow to display another box, and the select ‘Show in Folder’ 
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	• (a) A File Explorer window will open, and the downloaded travel voucher file will be highlighted. (b) Double click on the pdf travel voucher file to open. 
	• (a) A File Explorer window will open, and the downloaded travel voucher file will be highlighted. (b) Double click on the pdf travel voucher file to open. 
	• (a) A File Explorer window will open, and the downloaded travel voucher file will be highlighted. (b) Double click on the pdf travel voucher file to open. 

	• Go to Step J of these instructions. 
	• Go to Step J of these instructions. 
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	(J). With your PCS travel voucher now opened, scroll down to block 13. Click in Block 13 to the left of the yellow ‘Click here to sign’ tab.  
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	(K) A box reflecting your PIV certificates will display. Click ‘Continue’ 
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	(L) Another box with your name will be displayed. Click ‘Sign’. 
	 
	Figure

	(M) Type in your PIV card pin number and click ‘OK’ 
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	Figure
	Figure

	 
	 
	 
	 
	 
	(N) After entering your PIV card pin and clicking ‘ok’, your digital signature will be displayed. NOTE: Your voucher is automatically sent to your supervisor via the VEN workflow.  
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	(O) While not required, you may save your signed voucher at this time by clicking ‘Yes’. 
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	(P) After completing the signing of your voucher, your VEN screen will auto refresh and take you to Step 5 (Voucher E-Status). The document history screen reflects: (a) You digitally signed your voucher (b) Your voucher has been auto sent to supervisor for approval.  
	Figure
	Figure

	(Q) Click the ‘Interior Business Center’ Logo in the upper left hand side of the screen to take you back to the main employee portal screen. 
	Figure
	Figure

	8. After signing voucher, relocating employees will receive an email stating their voucher has been submitted to their supervisor for approval. 
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	9. This is the email notification supervisors receive. 
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	A. After the supervisor digitally signs the employee’s voucher, the relocating employee will receive notification of this action. The notification email also has the signed (By Employee and Supervisor) PCS travel voucher attached. 
	A. After the supervisor digitally signs the employee’s voucher, the relocating employee will receive notification of this action. The notification email also has the signed (By Employee and Supervisor) PCS travel voucher attached. 
	A. After the supervisor digitally signs the employee’s voucher, the relocating employee will receive notification of this action. The notification email also has the signed (By Employee and Supervisor) PCS travel voucher attached. 
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	CHECKING THE STATUS OF YOUR SUBMITTED VOUCHER 
	1. From the main employee portal screen click the red ‘PCS Travel Voucher Submission’ button to check the status of your voucher.  
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	2. The comments under the ‘Supervisor E-Sign Status’ column reflect whether your supervisor has signed the voucher. 
	(a) If your voucher has not yet been signed by a supervisor the comments will state ‘Out for Signature’  
	(b) If your voucher has been signed by your supervisor the comments will reflect ‘Signed’ 
	 
	Figure

	Figure
	3. The comments under the ‘Voucher Status’ column indicates that the Interior Business Center PCS Section has received your voucher. 
	(a) If your voucher has been accepted and is being reviewed by the PCS section, the comments will reflect ‘In Process’ 
	 
	Figure
	Figure

	 
	(b) If your voucher has been certified and submitted for payment by the PCS section the comments will reflect ‘Submitted For Payment’ 
	 
	Figure
	Figure

	 
	4. You may also check status of voucher by viewing the ‘Document history’ page within your voucher under the Folders column. Click the highlighted blue link of the voucher you wish to check the status of. 
	Figure
	Figure

	 
	 
	 
	(a) You will automatically be taken to the Document history screen. The comments will reflect that your supervisor has signed the voucher. The screen will also have a green banner stating ‘Signed & Submitted To IBC For Processing’.  
	Figure
	Figure
	Figure

	 
	5. Click the ‘Interior Business Center’ Logo in the upper left-hand side of the screen to take you back to the main employee portal screen. 
	 
	Figure

	Figure



