Quick Start Guide

Completing an TVI

The Travel Voucher Interview (TVI) module is an electronic method of processing a newly joined or
Marine’s travel voucher .
Please enter information completely and accurately to avoid errors or delays in processing.

0 Log in to MOL at https://mol.tfs.usmc.mil/ ant | A Few Good... Links | Users Manual II Travel Il
ges | My Permissions | My OMPF | Trouble Tickets |

Q Click on the “Travel” menu item
Individual Member

. . . = Outbound Interview
On the left side of the screen click on “Travel e Inbound Interview e
Voucher” = Wiew Basic Orders
[ - - ] 1

=
<I Trawel Woucher ':_‘L'--E anly, O

You will be prompted to Select your itinerary.
If you do not see this option contact your Unit administration section.

= In Progress - Travel WVoucher has been started buf mo
= Submitted [ SEP} - Trawvel Voucher has been subrmitt:

which point it will be sent to the Disbursing/Finance C
= Submitted (PCS) - Your claim has been submitted to
= Processing - Travel Voucher has been accepied for
= Returmed - Travel Voucher has inaccuracies that nee

o b Begin linerary 1 = Settled - Trawvel Woucher has been processed and se

o Click Each dependent that traveled with you.

nerary 1 - Seect lravelers o_l
Select Travelers

Document 1D

Name
Marine
-] Spouse
Child 1
B childz
B | childs
B childa
I Save and Retum [rrrT—

o Input all Travel details.

tinerary 1 - Trave! Detail

Itinerary 1 Origin o

Location Depart Date Method of Travel

Cherry Point, Marth Carelina 28533 112272020 Private Vehicle w
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Completing an TVI

° Input all Temporary Lodging Expense (TLE), then click “next”.

Armount Action

Temporary Lodging Expense
First Might Last Might

= TLE Location Lodging Type Receipt
Government / On Base Lodging & ] < zozoi122 zozoi123 s1.150.00 v
e =

= Mew PDS ~
may be eligible for a Temperary Lodging Expense

wing in temporany lodging in the vicinity of the Old or Mew PD S location,

A Service member on PCS orders

[TLE} allowance for loaging and meal sxpenses.

Temporary Lodging Expense Rates

Update cccupants by clicking the ndividual cell_

Lodging Dats Cccupants Mightly Rate Mightty Taxes Mightly Total
1uzzrzoZ0 s S500.00 STE.00 $575.00
AUWZIIZ0 20 s S500.00 575 .00 SSTS.00

e Input All other travel related expenses, then click “next”.

tinerary 1 - Expenzas

Flezse add ll reimbursable expenses, 1o include the type of expense, smount and date incumred.
Any expense 375 or more requires 3 supporting receint. Uss the file uploader below 1o upload your receipts.
Flease do net include receipis for gas or food expenses. They are already included in your reimbursement calculstion and ars not able to be d°

35 separate expenses.
s For any lost receipts select ‘No' under the Riecsipt eolurn and fill cut the additional fizkds below,
All command endorsaments issusd outsids the MOL interview process must be atsched under the File Upload section.

+Ad:|Eapense

Expenses
# Type Amount Start Date End Date Receipt Action
@ | | Taxi- Terminal ™ $100.00 20201123 20201123 Q = o i
Attachments
File MName Attachment Type Action
Mo records found
File Uploader
Astach a Fils by dicking the Browse buthen and clicking the Attach Fike bution
Taxi Receipt e

DLA with out FNG

o Review Travel claim information then click “next”.

tinerary 1 - Surmman, and Review
s20p Location Asrive Date Depart Date
1112212020 111282020

111262020
Temporary Lodging Expenses —
# TLE Location Lodging Type Missing Receipt First Might Last Might Amcurnt
= e FDS Scumrnoe =nt. On Bese Leaging e 11z2rz020 117232020 $1.150.00
Disiccation Allcwanss (DL} —
Claiming DLA DLA Type
Yes Dea With Dependams
Expenses —
Tyee Date Amcunt Missing Recsipt Company Mams Company Fhone Company Address
$100.00 e rae A ey

Attachments
Attachment Type

Filename
odging Expense Recsipt

Temgar:

T

4000 characiers remaming
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Completing an IBI

o Confirm Travel claim information by clicking “Submit”.

tinerary 1 - Sign and Submit

Contact Infornmation

Mailing Address Type
1775 Marine Visy O us- Forsign
City Stats =P
Cuamico WG LS ~ SE55E
Ernail Phomne =
LAMIMARINE@USKMC. MIL 555 555 5555

Addiress:
Fhone: 7
Fax: 7
Ermail-

Account Details

Fimancial ., r FEDERAL CREDIT UNMICN

B [ o Pan -5 S
Account Type: .

Account Number:

Sawe and Retsm Back - Rewiew Subamit Tranwel Woucher @

What happens next?

After submitting your TVI, it will be submitted to the local finance office for processing.
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