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• Before attempting to access the Travel Voucher, Marines may need to adjust their compatibility view 
settings and their Pop-up Blocker settings. 

• Both can be found by selecting “Tools” from the Internet Explorer Menu Bar as shown above.
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• The above screen will be displayed when a separation interview has not been certified.

• Marines that have been separated and still receive this message are advised to follow the 
instructions on the separation endorsement to submit a hard copy final travel voucher.  

• The Travel Voucher will only populate for Marines with a component code 11 or B1-B4 (Active 
Duty and Active Reserve).
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• The “Claim Summary” page is where the Marine will be able to begin the itinerary.

• This page displays the status of each itinerary, as well as the “Status Legend” with detailed  
definitions for each status.

• The “myPay” icon is a hyperlink to the website where the settled claim can be viewed.

• The applicable Disbursing Office contact information is provided for Marines wishing to speak 
directly with them for assistance as required.

The Status Legend to the far right 
of this screen defines what each 
status is.  



Manpower Information System Support Activity (MISSA) https://eis.usmc.mil/sites/missa/

Claim Summary Detail ViewClaim Summary Detail View 7

• Selecting the “Details” 
arrow will provide the 
Marine with a detailed 
summary of the 
itinerary.

• This information is built 
directly from the certified 
OBI.

• Updates to this 
information will appear 
as the Marine begins the 
itinerary and saves any 
changes.

• “Claim History” provides 
historical data relating 
the routing of the OBI. 
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• The travelers listed on this page will be carried directly from the certified separation interview. 

• The Marine will have the option to edit any decisions from the interview.

• Any family members not listed on an itinerary may be already listed on a separate itinerary.

• The Marine will be 
able to select what 
travelers are part of 
each itinerary.  

• The red arrow will 
select/de-select all 
family members.

• Each blue arrow 
will select/de-select 
a single family 
member.
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• The “Not Traveling” 
field lists eligible 
dependents identified 
in the OBI as not 
traveling with the 
member.

• This is also where 
you will be able to 
find travelers 
removed from any 
itinerary.  

• These travelers are 
available to add to a 
separate travel claim 
if applicable.

• The Itinerary details 
will list any travelers 
that have not been 
removed from the 
itinerary.
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• This page allows the Marine to review and make changes to the segments of travel for an itinerary.

• The “+ Add Segment” button can be used to claim an additional segment of travel.

• The pencil button under the “Action” header allows the Marine to edit each segment.

• The trash can button under the “Action” header allows the Marine to delete a segment.

The counter button is used to select the 
number of POVs that were used for an 
itinerary.
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• The dates may be entered 
using the calendar button.

• The method of travel is 
selected by using the drop 
down arrow and selecting the 
appropriate option (i.e., 
Commercial Aircraft).

• An action button allows the 
Marine to select either a US 
or Foreign Address.

• The “State” can be selected 
by using the drop down.

• Both the “City” and “ZIP” are 
free text boxes to manually 
enter the appropriate value.

• Once Completed, select 
“Save and Close”
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• The Marine will list all 
applicable/authorized 
expenses incurred during 
the authorized travel 
period.  For a list of 
authorized expenses, 
refer to the Joint Travel 
Regulations (JTR), 
Appendix G.

• The Marine must select 
“Yes” or “No” under the 
“Receipt” header to 
indicate if he/she has a 
receipt or not.

• Selecting “Yes” will 
prompt the Marine to 
attach the receipt.  

• The Marine will then 
attach the file by selecting 
the “Browse” button.

Selecting “No” on an expense of $75 or more 
generates these missing receipt fields.

The file will not be attached if the 
“Attach File” button is not selected.
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• This page is a 
quick glance at 
what is being 
claimed prior to 
submission.  

• The Marine has 
the option to 
return to the 
previous page to 
make any 
changes if 
necessary or save 
and exit if the 
claim is not ready 
to be submitted.
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” hyperlink are  

• The Marine will have 
the option to edit 
his/her contact 
information on the this 
page.  

• The applicable 
Disbursing Office 
contact information and 
a “myPay” hyperlink are  
provided for 
convenience.  

• The “Account Details”  
portion displays what 
account the payment 
will go to.  Any changes 
to this information must 
be made directly 
through the “myPay” 
website.

Accurate contact information will 
allow the Finance office to get in 
touch with you if they have any 
questions.
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• The Marine must select the 
check box certifying that he/she 
has read the Privacy Act 
Statement prior to signing and 
submitting.

• Selecting “Sign and Submit” will 
submit the claim for 
review/payment.

• The Marine can then return to 
the main page to view the 
current status of the itinerary.

• When the itinerary is in a 
submitted status the Marine will 
be able to make any changes to 
what is being claimed.

• Once the itinerary is in a 
“Processing” status the Marine 
will not be able to make any 
changes.
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• A confirmation will be provided to the Marine once the claim has been submitted.

• Here the Marine will still have the opportunity to edit the claim dependent upon the claim status.  The 
Marine must keep in mind that the claim will need to be resubmitted once edited in order for the Disbursing 
Office to take action.
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• The status will change to processing once Admin has reported the release from active duty in MCTFS. 

• Once it in a “Processing” status, the Marine no longer has the ability to edit the claim.

• The Document ID provided from the Disbursing Office will then be listed for reference.

• Any travelers listed under the “Not Traveling” list will be available to add to another travel claim once 
travel has been completed.

Processing Claim StatusProcessing Claim Status 17

1234567
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• Marines are required to 
periodically check the 
status of their claim(s) 
throughout this process 
in order to ensure 
completion.

• Selecting the “Details” 
arrow will display the 
“Reason for Rejection” 
provided by the 
Disbursing Office when 
a claim is returned.

• Selecting the “Edit 
Itinerary” button will 
allow the Marine to 
make the necessary 
corrections and 
resubmit for 
processing.

18

1234567
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• The “Amend Itinerary” button allows the Marine to make changes to a claim that has previously been 
settled by the Disbursing Office. 

• Justification comments are required when submitting an amendment in order to enable everyone in 
the routing chain to quickly and easily identify what further actions are required.

Amend ClaimAmend Claim 19

1234567

1234568
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