Prep Travel Voucher

Log In with CAC card
Go to > "Official Travel”
Select > “Vouchers”
Select > “Create New Voucher from Authorization/Order”
- Ensure the travel order/TA Number is for the travel that has been completed.

- This option is available only after the “return date” of the travel order.

Select > “create”
- The voucher will then open.

“Review”



Prep Travel Voucher con’t

» Follow the power point - slides
« Select > “Save and Continue”

« Make copies of all receipts and provide to the Travel Clerk in BLDG 2520, Brigade S4
Office, 706-545-5578/DSN 835-5578

The travel clerk will edit the voucher according to what was actually executed and
authorized for the duration of travel. You will be contacted on what payment to expect
and will have the ability to print/view the voucher from your office.
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Below is a list of your vouchers. Please select the appropriate function which corresponds to the Voucher with which you wish tSfTKE P 2

» Create New Voucher From Authorization/Order

Select > “Create New Voucher from Authorization/order”
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Defense Travel System

A New Era of Government Travel

Voucher from Authorization / Order

Below is a bist of your authorizations. Click "Create® next to the travel authorization for which you want to create a voucher.

Document Hame Status TA Humber Create
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Select > “create”
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Date Cost ER
e wmesanne 20 96HECE> “ Substantiating Records”

%elect an expenses type, or, if you cannot find the appropriate expense

type, enter a description in the box provided. You may also use the ‘'create Terminal to atta:g:F? reC el p tS ]

an expense item from a government charge card transaction’ ink to create B Tips 02/19/08 510.00
an expense from current charge card transactions. Select “Save Expense” : B

to save the expenses to the travel document. B
Reminder: CTO Fees are a reimbursable expense to the traveler when the Total Expenses: £68.00
transportation costs are charged to your Individual Government Travel

Charge Card (I1BA).
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STEP 5
== Read instructions to attach

receipts; once complete

To fax in your receipts click *Print Fax Cover Sheet®, and follow the instructions on the cover sheet. Then five minutes after the fax
transmission is complete click “Refresh® to see receipts in the list. To upload receipts that you have scanned, cbck “Browse..” and after
selecting the scanned file click “Upload”. Click “view" to view the receipts. To add or change notes on an existing receipt, under the “Rotes”

column select the field you would like to change, edit the text, then click the *$ave Nokes” button. **Th e ODTA w ill use th e
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» Print Fax Cover Sheet

* Upload Scanned Receipts | ||_Browse...

Currently there are no Receipts on file for this Vioucher.
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Drop Off Information

Complete the following:
Name:

Today’s Date.
Date of Departure:
Date of Return:

Recelpts? Yes No
(lodging, rental, gas, etc.)
Contact phone number:
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