
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. 



         STEP 1 
Select > “vouchers” 



                                        STEP 2 
Select > “Create New Voucher from Authorization/order” 



      STEP 3 
Select > “create” 



                      STEP 4       
Select > “Substantiating Records” 
to attach receipts. 



            STEP 5 
 
Read instructions to attach 
 receipts; once complete 
               
**The ODTA will use the  
contact  Information on the 
 drop-off when  document is 
 ready for digital signature.  
 
  
 
    
     



Drop Off Information 
Complete the following: 

Name: __________________________ 
Today’s Date:____________ 
Date of Departure:______________ 
Date of Return:__________________ 
Receipts?  Yes______  No_______ 
(lodging, rental, gas, etc.) 
Contact phone number:_______________ 
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