
NP2 Offers Improved Travel Voucher Processing
BLUF: The NP2 automated Travel Voucher feature is operational for Active Duty and Training and Administration of the Reserve (TAR) Sailors 
completing Permanent Change of Station (PCS) travel. In addition, the NP2 Travel Voucher is also operational for Reservists completing PCS 
travel authorized on Active Duty for Operational Support (ADOS) and Officer Recall orders. This NP2 What’s New for You (WNFY) provides an 
overview of Sailor Self-Service Travel Voucher features and information on where to access additional training. 
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2.  Navigate to Travel Voucher 
       	From the MySailor Homepage, select the Assignments, Leave, Travel tile. 

		  Start a new voucher or access a previous voucher for changes.

Sailor Self-Service Feature Overview

Sailor Travel Voucher
Navy Personnel and Pay (NP2) October 2024

1. NP2 Access
A. Quick Links 
Access NP2 via MyNavy Portal Quick Links (https://prodhr.np2.cloud.navy.mil/).
Note: For best access, use Chrome, Firefox, Safari or Edge.

B. CAC-free 
You can access the Travel Voucher on a mobile device without a CAC. To learn how to set that up, 
visit MyNavy Portal (MNP) Tutorials at https://www.mn3p.navy.mil/web/guest/tutorials to watch 
the “Setting up CAC-Free Access” video.

Scan for MNP Tutorials
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https://prodhr.np2.cloud.navy.mil
https://www.mn3p.navy.mil/web/guest/tutorials
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3.	 Completing a Travel Voucher
		  When selecting a new or an existing voucher to edit, the application will launch the “Travel Voucher Wizard” and walk you through 	
		  eight sequential steps to complete your Travel Voucher, upload receipts, and submit for travel reimbursement.  

		  Travel Voucher Wizard 

Step 1: Personal Details
Verify personal information is correct. If discrepancy exists, click the “Edit Personal Information” to update/correct the information 
displayed on this page.
Note: Enter the new address that is local to your ultimate duty station (UDS). 
IMPORTANT: Updates made in the Travel Voucher will not update information 
in Navy Standard Integrated Personnel Systm (NSIPS)/NP2.  To correct your 
permanent record, please go to the NSIPS website or contact your CPPA.

Note: The application only allows work on one voucher at any time. Any in-progress voucher must be submitted or canceled before a 
new one can be started. 
Note: Once a voucher is submitted, changes or corrections may be required by the Command Pay and Personnel Administrator (CPPA) 
or Transaction Processing Center (TPC). 
Should this be necessary, you will receive notification of required action via your NP2 preferred email account.

If you have dependents that qualify for PCS travel, the system provides the ability to choose for who the Travel Voucher is for.

There are 3 options to select from when initiating the voucher: 
1) Member only, 2) Member + Dependents, and 3) Dependents Only.

If you and your dependents do not travel together (e.g., you travel first while your spouse and 
children stay behind to finish the school semester), then two separate vouchers need to be 
submitted: one for you and a second for your dependents.
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Step 2: Voucher Travel
		  Provide travel information indicating status of Government Travel Charge Card (GTCC) use, Dislocation Allowance (DLA), 		
		  household goods shipment, advance payments, Privately Owned Vehicle (POV) travel, travel time, Temporary Lodging Expenses 	
		  (TLE), and use of commercial lodging facilities. 
	

Step 3: Dependent Details
		  Add or update dependent information to the current voucher.
	 	 Note: This step will not display for a “Member-only”  	
		  Travel Voucher.
		  Note: Enter the dependents’ address at the time 	
		  your orders were received.

If you already received a travel advance that 
included DLA, you still need to claim it by 
selecting “Yes” here.

Per NAVADMIN 129/22, beginning 01 Jul 2022, all 
Service Members in paygrades E-7 and above and 
O-4 and above are required to use the GTCC for 
PCS travel expenses. 
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Step 4: Travel Itinerary
		  View and edit fields that contain departure and arrival dates (including stops made along your route), locations of departures and 	
		  arrivals, mode of travel and lodging costs.
		  Note: Travel Vouchers can be created with any travel dates. 
		  IMPORTANT: Start and end travel dates must match the checkout and check-in dates on your endorsed orders.

Step 5: Reimbursements
		  Add PCS reimbursement expenses (e.g., tolls, rental car, parking, taxi/limo to airport, metro).

Step 6: Additional Attachments
		  Upload any supporting documents for this travel claim.
		  IMPORTANT: You must upload a copy of your endorsed orders before 
		  submitting your Travel Voucher to your CPPA for review and approval. 	

Sample of 
endorsed orders

•	 Upload a Temporary Lodging Expense (TLE) Allowance Certification (Navy Pay and Personnel Support Center (NPPSC) 7220/2 form) if 	
	 you incurred a temporary lodging expense.
	 Note: NPPSC forms may be downloaded from the MyNavy HR website,  
	 https://www.mynavyhr.navy.mil/References/Forms/NPPSC-Forms
•	 Upload a Certificate of Non-Availability (CNA) if claiming a commercial lodging expense.
	 Note: A CNA will be issued to you by a Navy or DoD operated lodging facility when government lodging is unavailable. 

https://www.mynavyhr.navy.mil/References/Forms/NPPSC-Forms/
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Step 7: Privacy Act and Penalty Acknowledgment
		  View and acknowledge Privacy Act and Penalty Statements to verify information on the Travel Voucher is true and accurate.
		  Once you agree and save, the data entered will be stamped as belonging to the current voucher. 
		  Note: A saved voucher may be accessed later and edited up until TPC approval. Once the voucher has been approved by the TPC, 	
		  you must create a Supplemental Voucher to submit any additional changes.

Step 8: Print/Submit
	 	 1.		 Enter any additional remarks on the Travel Voucher (optional).	
	 2.		 Select “View/Print” and closely review the DD Form 1351-2 for accuracy and completeness. 
			   IMPORTANT: Any errors in your Travel Voucher may void the request and require you to re-submit, delaying reimbursement 	
			   of your travel costs.			 
			   Note: You will not be able to submit your Travel Voucher without performing this step.
	 		  Note: Submitting a hard copy of your DD Form 1351-2 to your CPPA is NOT required. However, you can click “View/Print” to 	
			   print a copy of the DD Form 1351-2 for your records.	
	 3.		 Submit to your CPPA.
			   Note: Selecting “Submit” electronically routes your Travel Voucher to your CPPA for review. Upon CPPA approval, the Travel 	
			   Voucher will be forwarded to the TPC for processing.

2.

1.

3.

Sample of Travel Voucher 
DD Form 1351-2

Entries displayed on the DD Form 1351-2 are 
view-only for verification before submission. Desired 
changes to any of the form fields must be made by 
reentering data in the corresponding Wizard step.
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View How to Complete Your Travel Voucher 
https://rise.articulate.com/share/Efu7xHUpCJQ5k9DOmSEhFb2ZroDN_uEi#/lessons/zZwNsdAoxXG2mC94AehMOJH6xhDewcPd

Additional Training

4.  Checking Voucher Status
       	The status of a travel voucher can be viewed on the Member’s Travel Voucher homepage. 
		  Note: Once a voucher is submitted, changes or corrections may be required by the CPPA or TPC. Should this be necessary, you will 		
		  receive notification of required action via your NP2 preferred email account.

       	CPPA and TPC comments on a submitted voucher can be viewed in the Print/Submit Step of the selected Travel Voucher.

•  Working - The User is working on the travel voucher and has not submitted it to the CPPA for review. 
•  Submitted - The travel voucher has been completed by the User and submitted to a CPPA for review.
•  CPPA Approved - The travel voucher has been reviewed by a CPPA and forwarded to a TPC Clerk for approval.
•  CPPA Rejected - The travel voucher has been reviewed by a CPPA and returned to the User for corrections.
•  TPC Approved - The travel voucher has been reviewed and approved for disbursement by the TPC Clerk.
•  TPC Rejected - The travel voucher has been reviewed by a TPC Clerk and returned to the User for corrections.

Click Correct to make changes.
• 	 The Travel Voucher Wizard will return to Step 1 and the user will be required 		
	 to verify and save after completing each step of the wizard.
•	 The user’s previously entered information will remain in the Travel Voucher 		
	 Wizard unless the user changes it.

Customer Feedback
We welcome your feedback! Click or copy/paste: https://usnavy.gov1.qualtrics.com/jfe/form/SV_cJiKiUOQ6H0uQyG

Topics you can find in the above link
- How to Print Your Travel Voucher
- Travel Voucher Approval/Rejection Notifications 
- How to Add/Update Your Travel Voucher 
- How to Update Your Voucher Travel Details 
- How to Add Reimbursements to Your Travel Voucher 
- How to Update Your Dependent Information on a Travel Voucher 

- How to Add Additional Attachments to Your Travel Voucher 
- How to Complete Your Travel Voucher Acknowledgment

https://rise.articulate.com/share/Efu7xHUpCJQ5k9DOmSEhFb2ZroDN_uEi#/lessons/zZwNsdAoxXG2mC94AehMOJH6xhDewcPd
https://usnavy.gov1.qualtrics.com/jfe/form/SV_cJiKiUOQ6H0uQyG
https://rise.articulate.com/share/Efu7xHUpCJQ5k9DOmSEhFb2ZroDN_uEi#/lessons/MuEEcDL6uT1SkVkIjq67EMbdKWITclDK
https://rise.articulate.com/share/Efu7xHUpCJQ5k9DOmSEhFb2ZroDN_uEi#/lessons/xqeSU-36-BKVVKdddKNkQv8sbSuMN2Qu
https://rise.articulate.com/share/Efu7xHUpCJQ5k9DOmSEhFb2ZroDN_uEi#/lessons/TLqSm6A82eHVHAGqLQARSZPFOtZIMQTM
https://rise.articulate.com/share/Efu7xHUpCJQ5k9DOmSEhFb2ZroDN_uEi#/lessons/mIkPVA6H4XR30Qa3vUFM8O3lFFpfRFKC
https://rise.articulate.com/share/Efu7xHUpCJQ5k9DOmSEhFb2ZroDN_uEi#/lessons/PSJfbKZdeVDCDdKuFBNwRndZIUpVWj29
https://rise.articulate.com/share/Efu7xHUpCJQ5k9DOmSEhFb2ZroDN_uEi#/lessons/f8q9pzHGUPPGkCxndM0kXMq5_0Ca0WNd
https://rise.articulate.com/share/Efu7xHUpCJQ5k9DOmSEhFb2ZroDN_uEi#/lessons/WpI5Drn-Yf76zGn-QzZ7b8CsOT19pYI_
https://rise.articulate.com/share/Efu7xHUpCJQ5k9DOmSEhFb2ZroDN_uEi#/lessons/g7N3SWV-rXAxAXIysYn_5aUon0KqhEHL

