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

Logging Into the PCS Travel Portal

First Login or Resetting Password

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:

News from FSC:

a. If you do not see any writing on the PCS portal log in page, you may be using an

PCS Travel Portal

This U.S government system is intended to be used by [authorized VA network users] for viewing and
retrieving information only, except as otherwise explicitly authorized VA information resides on and transmits through computer
systems and networks finded by VA. Alluse is considered to be with an understanding and acceptance that there is no reasonable
expectation of privacy for any data or transmissions on Government Intranet or Extranet (non-public) networks or sy stems. All
transactions that occur on this system and all data transmitted through this sy stem are subject to review and action including (but not
limited te) monitoring, recording, retrieving, copying, auditing, inspecting, investigating, restricting access, blocking t disclosing to
authorized personnel, or any other authorized actions by all authorized VA and law enforcement personnel. All use of stem
constitutes understanding and unconditional accsptance of these terms. Unauthorized attempts or acts to either (1) access, upload, change,
or delete information on this system, (2) modify this system, (3) deny access to this sy stem, or (4) accrue resources for unauthorized use
on this system are strictly prohibited. Such attempts or acts are subject to action that may result in criminal, civil, or administrative
penalties.

username: [N Forgot your password ?  Reset Password

Password :

Please enter your usemame and password to login to the PCS Travel
0oln applcation. Your passward s case sensttive. If you have dfficulty
logging in, contact the FSC Travel Team at 512-460-5250 or e-

Need help logging in? Click here. mail us at VAFSC PCS Travel Portal Inguiry

For security purposes, you are required to change
your password the first time you login and every 90
days.

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
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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:

3. -| 2 hmps:fﬁWﬁWorkload.aspx

File Edit View Fafforites Tools  Help

PCS Travel Portal

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

& httpsiffwanposportal fsova.govorkload. aspx

dit  Wiew  Favorites Help
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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.
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Compatibility Wiew Settings @
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Include updated website lists From Microsoft

+ | Display intranet sites in Compatibilicy Yiew

Display all websites in Compatibility Wiew

Close

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.

PCS Travel Portal

Zearch using copied text  Ctrl+Shift+L
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PCS Travel Portal

lUser Mame: Forgot your password ?Reset Password

Please enter your username and password to login to the PCS T

application. Your pa rd is case sensitive. If you have difficulty

logging in, contact the FSCTravel Team at 512-460-5250 or e
AFSC PCS Travel Portal Inguiry

For :ecunt" purposes, you are required to change
rd the first time you login and eve

em is intended to be used by [authorized VA network users] for viewing and
uthorized VA information resides on and transmits through computer

User Name: Forgot your password ? Reset Password
Password :
Ple:
application. \’n)ur pa:awurd is case
logging in, contact the Travel Team at 512-460-5250 or e-
mail us at VAFSC PCS Travel Portal Inguiry

For security purposes, you are required to change
your password the first time you login and every 90
days.

News from FSC:

5. Click on the link “Reset Password”.
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PCS Travel Portal

This US govemment system is intended to be used by [authorized VA network users] for viewing and
retrieving information only, except as otherwise explicitly authorized VA information resides on and transmits through computer
systems and networks funded by VA. All use is considered to be with an understanding and aceeptance that there is no reasonable
exrpectation of privacy for any data or transmissions on Government Intranet or Extranet (non-public) networks or systems_ All
transactions that occur on this system and all data transmitted through this system are subject to review and action including (but not
limited to) monitoring, recording, retrieving, copying, auditing, inspecting, investigating, restricting access, blocking, tracking, disclosing to
authorized personnel, or any other authorized actions by all authorized VA and law enforcement personnel. All use of this system
constitutes understanding and unconditional acceptance of these terms. Unauthorized attempts or acts to either (1) access, upload, change,
or delete information on this system, (¥) modify this em, (3) deny access to this system, or (4} acerue resources for unauthorized use
on this system are stnictly prohibited Such attempts or acts are subject to action that may result in criminal, civil, or administrative
penalties_

User Name: _ Forgot your password ? Reset Password
e —

Toal Please enter your usemame and password to login to the PCS Travel
application. Your password is case sensitive. If you have difficulty

logging in, contact the FSC Travel Team at 512-460-5250 or e-
Need help logging Click here. mail us at VAFSC PCS Travel Portal Inquiry

For security purposes, you are required to change

your password the first time you login and every 90
days.

News from FSC:

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.

kessage from webhpage @

Wou will receive a link to create your new password in an email in a few
! rninutes, Thank you

a. If your user name is incorrect, you will receive the following notification.
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Message from webpage @

PCE Partal is unable to change your password at this tirme, Please try
! again later or contact to the PCS travel tearm to report this issue, Thank
you,

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. Ifthe 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.PCSTravelPortallnquiry@va.gov.

7. Click on the link in the email.

CONFIDENTIALI
Dear “Tleer’s Marne™
Please click on the link prowided to reset your PC3 Travel Portal password:

httpsffwrwrw posportal-uat fec. va gowPasswordFeszetP assword. asprtpr=vE % 2ifo XA 61D% 2bIG 3T olei5 0% 3d

PLEASE MOTE: The rezet password link only finctions one time; once you chck the Inle, vou cannot utilize the link again.
The reset password lnk 15 only valid for 120 minutes from when it was requested.

IFyou cannot click on the link in this email, please copy and paste the link into your browser’s address bar and press the “Enter” key.

PLEASE NOTE:
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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.

Username:

PCS Travel Portal Profe:

VA password Policy

VA policy requires all systems passwords to meet the minimum password requirements
shown below:

Passwords shall be at least eight characters in length, and contain three of the following four
kinds of characters: letters (upper case and ver), numbers, a aracters that are neither

letters mor numbers ex.(~", ™, T, ‘@', ¥, '$, "%, ", &, (L, Y, %, or ). No portion of
associated account names shall be used in passwords.
Users must change the password every atleast 90 days.

New Password: |

Confirm New Password:

Change Password

Brivacy | Disclaimer | Ereedom of Information Act | Webmaster | Versios =

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.

PCS Travel Portal

This U.S government system is intended to be used by [authorized VA network users] for viewing and
retrieving information only, except as otherwise Iy authorized. VA information resides on and transmits through computer
systems and networks fimded by VA. All ered to be with an understanding and scceptance that there is no reascmable
enpectation of privacy for ay data or transmissions on Govemment lntranet or Extrane (non-public) networks or sy sterms. All
transactions that occur on this sy stem and all data transmitted through this system are subject to review and action including (but not
limited to) monitoring, recording, retrieving, copying, auditing, inspecting, investigating, restricting access, blocking, tracking, disclosingto
authorized personnel, or any other authorized actions by all authorized VA and law enforcement personnel. All use of this system
constitutes understanding and unconditional aceeptance of these tems. Unanthorized attempts ot acts to cither (1) acoess, upload, change,
or delete information on this system, (2) medify this (3) demy acvess to this system, o (4) acerue resources for unauthorized use
on this system are strictly prohibited. Such attempts or acts are subject to action that may result in criminal, civil, or administrative
penalties.

User Name: Forgot your password ? Reset Password

Password :
Please enter your usemame and password te login to the PCS Travel
application. Your password is case senstive. If you have difficulty
logging in, contact the FSC Travel Team at 512-460-5250 ore-

Need help logging in? Click here. mail us at VAFSC PCS Travel Portal Inguiry

For securty purposes, you are required to change
your password the first time you login and every 90
days.

News from FSC:

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.

Modified 08/12/2014



T3

coRce 8 Chapter 302 — Relocation .. [} Office of Financial Policy .. ] RITA Federal TaxRate &d.. )TFS 9657 UTEST () Utest ) UAT &) PCS Portal Login &) PCS Partal Development 3] PCS PortalStaging Ste &) Helpdesk Ticket +§+ webTA Logn 4 ECMS

PCS Travel Portal

it Questons
Employee's Name: ARA A4
Personal Email: latoya.westiBva.gov
VA Email: ernesto.lot 0o

Security Question 1: Choose
Security Answer 1

Security Question 2: Choose
Security Answer 2

Security Question 3: Choose
Security Answer 3

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.

Workload Change password My Profile Logoff Help

Traveler » Completien of 3918 Part 11
(lick to hide Notifications UA Approver » Completien of 3918 Part II (nen-paid rele) L
Please click on the pencil to edit the document. FeC Contacts Corpletion of Travel Authority - Form 3036 Page 3.doc |

Please click on 'My Folders' to view documents relating to your person| Logging into the PCS Travel Portal | Cenfirmation of Discretionary Items

. Signing Advance Form 1038
partal Workload | MyFolders (1)

Claims ]

Thara zra na tack ta ramnlata in vanr warklnzd

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

link in the menu bar.
14 »

Workload § Change passwordl My Profile Logeff Help
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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”

Change password My Profile Logoff Help

ar: Obligation #  Traveler: Reporting Date: Travel type:
her Approving Official: Requires Discretionary Items:  Requires Budget Office:

VA password Policy

VA policy requires all systems passwords to meet the minimum password requirements
shown below:

Passwords shall be at least eight characters in length, and contain three of the following four
kinds of characters: letters (upper case and lower), numbers, and, characters that are neither
letters nor numbers ex.(~", ", T, '@, #, '§, "%, ", &, ', ), 0L Y, ' or ). No portion of
associated account names shall be used in passwords.

Users must change the password every atleast 90 days.

Current Password: |
Mew Password;

Confirm New Password:

Change Password

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

MNew password is not strong

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

14. You will be redirected back to your workload.
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