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Logging Into the PCS Travel Portal 

First Login or Resetting Password 

 
1. You will receive a welcome email from the VAFSC PSC Travel Portal.  The email contains your 

user name and link to the portal. 
 

2. For travelers (relocating employees), the user name is derived using part of your first and 
last name and the last 4 digits of your Social Security number (SSN); there may be additional 
characters and letters at the end of your user name.  In the welcome email, there will be 4 # 
signs (####) representing the last 4 digits of your SSN.  Replace the #### with the last 4 
digits of your SSN. 
 
For station users, the user name is derived from your name and a sequence of numbers. 

 
**Please use the user name provided in your welcome email.  The user name is case 
sensitive.** 
 

3. Click the link to portal log in page. The following screen should appear: 
 

 
 

a. If you do not see any writing on the PCS portal log in page, you may be using an 
incompatible web browser.  Please use Internet Explorer.  
 

b. If you are using Internet Explorer 9, and cannot see the white writing on the log in 

page, click the Compatibility View button on the address bar at the top of 
your screen (where you type in a website/URL address).  This is a compatibility 
button and should refresh your screen so you can see the Reset Password link. 
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c. If you do not see the Compatibility View button in the address bar, you can access 
your Compatibility View settings by clicking on the Tools option in your menu bar: 
 

 
 
Once you click on Tools, a drop down menu will appear.  Select Compatibility View 
Settings: 
 

 
 
The settings box will open.  You will see va.gov in the “Add this Website” field.  Click 
“Add”, then “Close”.  Your screen will refresh and you should see the Reset Password 
link and the other text on the log in page. 
 



Modified 08/12/2014 

 
 

d. Alternately, if you cannot see the white writing on the log in page, you can try 
highlighting the page.  Place your cursor towards the top of the page, right click and 
then select “select all”.  The typeface will highlight allowing you to see the writing. 
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4. Type your user name in the User Name field: 
 

 
 

5. Click on the link “Reset Password”.   
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6. If your user name is correct, you will see the following notification.  Click “OK”.  You will 

receive an email with a link to reset/create a password. 

 

 
 

a. If your user name is incorrect, you will receive the following notification. 
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b. Please review what was typed in the user name field.  If your user name had 4 # 
signs, please remember to replace the # signs with the last 4 digits of your SSN.   
Make any necessary corrections and try to request the password again. 

 
c. If the error message appears again, please click “OK” and contact PCS Travel at the 

contacts provided in the welcome email for assistance or send an email to 
VAFSC.PCSTravelPortalInquiry@va.gov. 

 

 

 

 

 

 

 

 

 

 

 

 

 
7. Click on the link in the email.   

 

 
 

PLEASE NOTE:  
 

mailto:VAFSC.PCSTravelPortalInquiry@va.gov
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The reset password link only functions one time; once you click the link and reset the 
password, you cannot utilize the link again.  If you need to reset your password again, you 
will need to return to step 3.   
 
The reset password link is valid for 120 minutes from when it was requested; if you surpass 
this time frame, you will need to return to step3. 
 
 

 
8. After clicking on the link, you will be redirected to the portal to reset/change your password.  

Please note the password requirements when creating your new password.  Once you have 

entered in the password in both fields, click on Change Password. 

 

 
 

9. You will then be redirected back to the log in page.  Enter your user name and newly created 
password into the applicable fields and click Log In. 

 
 
10. After logging in using your new password the system will prompt you to choose three 

security questions. Once you have chosen your security questions and answered them, click 

Update. 
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11. You will be taken to your workload page to complete the pending action.  Please access the 

user guides under the Help Menu to assist you with the action item pending.  These guides 
have step-by-step instructions with screen shots of each step. 

 
 

 
 

 
12. Once logged in, you can always change your password by clicking on the Change Password 

link in the menu bar. 
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13. To change your password, enter the current password in the first field, then using the 
password requirements, create a new password and enter the new password in the second 
and third fields.  Click “Change Password” 

 
 

 
 

a. If the password created does not meet the requirements, you will receive the 
following notification. 
 

 
 

b. Click “OK” and create a different password. 
 

14. You will be redirected back to your workload. 


