
Using Split Pay to Complete Voucher Expenses 
Complete the following steps to “split” expenses on a voucher within the E2 system.

Split Pay functionality allows cardholders to “split” their reimbursement between the credit card service provider and the traveler’s personal bank account. This 
feature is available when creating and completing a voucher. The procedures for using Split Pay are provided below. 

1. Navigate to Step 2: Voucher Expenses within the voucher.
Select Modify for the expense you would like to use Split Pay for
and reimburse to a different account.
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Complete the following steps to “split” expenses on a voucher within the E2 system.

2. The Edit Expense screen appears. The Pay To dropdown 
determines where reimbursements for travel expenses will go 
when payment is issued. The options are:
• Traveler – directs reimbursement to the traveler’s bank 

account
• Traveler Charge Card (TCC) – directs reimbursement to 

the government issued travel credit card
• Agency Billed – infrequent, direct payment to FAA

The Pay To default settings are configured according to FAA’s 
expense mapping and preferred payment types. For example, 
lodging expenses have a default Pay To method of TCC since 
the TCC is the preferred payment method. If the Pay To method 
is changed, E2 provides a warning message. 

In the example on the right, in order to “split” the $30.00 parking 
expense and send the payment directly to the TCC, the user 
would change the drop down selection from Traveler to Travel 
Charge Card and click Save and Close. 

3. After completing the Pay To selections for all expenses, E2
allows travelers to redirect reimbursement of M&IE from Traveler
to TCC. In order to do this, select Override Pay To under the
OTHER ACTIONS menu.
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4. Enter the Override Amount. This is the amount of M&IE
disbursements that you want to redirect to your TCC. Click Save
and Close.

In the example on the right, $100 of M&IE expenses will be
reimbursed to the traveler’s TCC. The maximum amount
available for override is shown to the right of the Override
Amount field.

5. After clicking Save and Close, the Pay To details and amounts
charged to each Pay To option are listed. It is very important to
review the totals for accuracy as your reimbursement will be split
based off of the Pay To information listed.

Once you review the Voucher Expense details, complete and
submit the voucher for approval. You’ll receive an email
notification when your voucher receives final approval and when
a payment has been made to either your TCC or personal bank
account.
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