
DTS Vouchers and You
Login to DTS using your CAC:

https://www.defensetravel.osd.mil/

You must use a CAC enabled computer to complete. Scan your receipts and save 
to your personal drive/or email prior to beginning your Voucher (see next slide for 

receipt requirements). You must upload any receipts you are 
claiming repayment for. 
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Receipt Requirements

• Your name must be on the receipt, if your roommate (or another IPs) 
name is on the receipt. Cross out that name and write in your full 
name.

• Lodging receipt must reflect a Zero balance; no exceptions. You must 
get an updated receipt from the hotel if you have a balance listed on 
the receipt.

• Itemized receipt. Must show all taxes/fees/nightly rate separately.
• See receipt example on page 11 of this guidance. 
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1.) Click Create New 
Document

2.) 
Click Voucher

3.) 
Find the trip you went 

on, Click “Create 
voucher”
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4.) If the box that pops up 
says “No Authorizations to 
Voucher” come see Admin.

Note:
Once logged in 

this is your view, 
it is your 

homepage. If 
you have already 

created a 
voucher to finish 

later, click on 
voucher to 

continue editing. 
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Once this screen populates, click on “Edit Itinerary”

***Use this slide ONLY if you DIVERTED to a city other than your original destination or if you were 
delayed and stayed extra days than originally intended. ***

Skip to page 8 of this guidance if you do not need to change your city or dates of the trip.
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***Use this slide ONLY if you DIVERTED to a city other than your original destination or if you were 
delayed and stayed extra days than originally intended. ***

Skip to page 8 of this guidance if you do not need to change your city or dates of the trip.
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1.) Change the dates 
and/or city (depending 

on your trip).

2.) Make sure this says 
“My Duty Station”

3.) Change date if 
incorrect.
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Change date if incorrect.

Make sure this says 
“My Duty Station”

“Training”

***Use this slide ONLY if you DIVERTED to a city other than your original destination or if you were 
delayed and stayed extra days than originally intended. ***

Skip to page 8 of this guidance if you do not need to change your city or dates of the trip.
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***Use this slide ONLY if you DIVERTED to a city other than your original destination or if you were 
delayed and stayed extra days than originally intended. ***

Skip to page 8 of this guidance if you do not need to change your city or dates of the trip.

“Training”

Leave Blank

Multi-Day

No

Click continue at the bottom of the page when finished. 
The next page that populates will be the “Expenses” 
page, skip to page 9 of this guidance.

Leave Blank
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Once this screen populates, click on “Expenses”
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2.) On the “expenses” 
page you will enter claims 
from your receipt/s into 
the “Other Expenses” 
section. Items that can be 
claimed:

• Taxes or Hotel Fees
• Taxi/Uber charges (Tip 

can be claimed but 
cannot exceed 15% of 
the total fare)

• Rental car expenses
• Gas for Rental car

See next page for 
guidance.

1.) DO NOT put your nightly lodging rate on this page, only fees/taxes/expenses.

**If you have no fees/taxes/Uber receipts skip to page 12 of this guidance.** 
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2.) Click here to add expenses, the box 
to the right will pop up. Fill out 
according to the expense you are 
adding.

3.) Choose type of expense

4.) Choose date

5.) Amount of expense

6.) Choose type of payment:
Government – If paid by 
Government Travel Card
Personal – If paid by personal 
credit/debit card

7.) Click here once 
complete.
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8.) Repeat these steps for all expenses.

1.) Expenses are : Hotel taxes or fees, Uber or Taxi 
charges, rental car/fuel. Use your receipt/s to verify 
charges.
**DO NOT INCLUDE NIGHTLY LODGING CHARGE.**
If no expenses, go to page 12 of this guidance. 
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1.) Make sure your 
name is on the 
receipt.

2.) Nightly lodging 
rate (Put this 
amount in the “Per 
Diem” section, 
Page 14 of this 
guidance)

3.) Taxes/Fees (Put 
this amount in 
“Other Expenses” 
section, Page 10 of 
this guidance)

4.) Some states are tax free, make sure to only include 
amounts you actually paid, pay attention to your receipt.

5.) You MUST have a 
zero balance receipt 
(Per JTR regulations)
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2.) Click here to add scanned  receipts, 
the box to the right will pop up. Fill out 
according to the documents you are 
adding.

Click continue at the bottom of the page when finished.
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1.) You must upload any receipts 
Name your receipt (i.e. “hotel”, “Uber”, etc.)

5. Repeat these steps for all receipts.

4.) Choose “Other” for document 
type.

You can also add a receipt after 
inputting an expense by clicking 
“Details” and then hitting the “+” 
button (or drag and drop the file).

3.) Click Browse, find your receipt 
and upload. (Or drag and drop)
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Once all expenses and documents have been entered, the “Total expenses” amount will 
change.  Verify with receipts that this amount is correct. If everything is correct, click 
“Continue.”
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This page is for your nightly lodging rate only (DO NOT 
INCLUDE TAXES). Use the next slide to change the 
nightly rate or repayment type (Personal or GTCC) if 
needed. See receipt example on page 11 for guidance.

This is the nightly allowed lodging amount. 
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Click the 3 
dots to edit 
info. See next 
slide for 
guidance. On 
editing.

This is your daily “Meals and Incidental 
Expenses”, you can not change it, DTS 
auto calculates this amount.
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1.) Once you click the 3 dots, this window pops up. Change the 
lodging cost (if needed). If you paid for only one night due to 
splitting the room with a roommate, put $0 for the cost of the other 
night.
If you paid over the allowed nightly rate but paid for only one night, 
split the amount you paid evenly across both nights. 
**Only fill in both nights with full nightly rate if you lodged alone**

2.) Use the scroll feature on the right of this box and ensure 
you have the correct payment method chosen. (i.e. You paid 
your hotel charges with your personal debit/credit card 
versus GOVCC card). Click “Save Adjustments”

Click continue at the bottom of the page when finished.15



Click continue at the bottom of the page when finished.

2.) Click here to display line of accounting options:

USN, USMC, USCG – Choose 24 HT28 XC
IMS – Choose 24 HT28 FMS 

1.) Normally your line of accounting will already be 
chosen, however if there is no line of accounting, use the 
3 dots to the right to choose an accounting label.

Ensure you have only 1 line of accounting displayed.
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Click continue at the bottom of the page when finished. 17

On this page you will review the 
totals for your trip. Make sure the 
amount you paid with your 
Government Travel Card (GTCC) 
matches your receipt(s). If it is not 
correct, go back to expenses 
and/or Per Diem pages to correct.
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Update any personal 
information if needed 
on this page.

Click continue when finished.
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Review your voucher on this page for accuracy.

Click continue when finished.
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1.) This page is to provide justification for changes in the original 
authorization orders. 
Most errors will be:
• Lodging Not Used
• Per Diem Loc Mismatch (If you didn’t make your original 

planned location.)
• DFLT PMT Method Not Selected (If you didn’t use your 

Government Charge Card)

2.) Click here, scroll down and choose 
the reason you had no lodging 
reservations. Use code “L12 – Group 
lodging required”

3.) Click “Edit Justification” and type the 
reason “Group lodging authorized”.

4.) Most common reasons:
• Diverted due to inclement weather.
• Aircraft broke down.

Click continue at the bottom when finished. 20

5.) You MUST provide justification for all 
sections. Use common sense.
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1.) Agree to sign the 
document.

2.) Choose HT28 XC Routing List (No 
Hyphen)

(DO NOT CHOOSE HT-28)

Click Submit
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After clicking submit, you may have 
another box pop up. Click submit again.
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