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Agenda

• Voucher/Local Voucher Process Flow

• Hands-on Activity:  Voucher in EWTS

• Local Voucher Demonstration in EWTS
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DTS Voucher Process
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Resources
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DTMO Website 
• Access  eLearning, instructor resources, and reference 

materials through Training Resource Lookup Tool 

Travel Explorer (TraX)
• Document Processing Manual, Chapter 4: Vouchers
• Document Processing Manual, Chapter 5: Local Vouchers
• Distance Learning Course T-102: Vouchers
• Quick Reference Guide: Creating a Voucher

Travel Assistance Center (TAC)
• 1-888-Help1-Go (1-888-435-7146) 
• Overseas:  Use DSN to dial directly
• 24 hours a day/7 days a week
• Submit a Help Ticket through the Tickets section of TraX
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VOUCHER DEMONSTRATION
Backup screenshots
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Welcome Screen
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Official Travel
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Vouchers
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Authorization List
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Editable Document
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Editing Reservations
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Trip Summary
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Edit Air
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Edit Ticket Data
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Edit Rental Car
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Update Non-Mileage
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Charge Card Transactions
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Non-Mileage
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Edit Expense
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Expenses Updated
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Substantiating Records
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Fax Cover Sheet
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Scan and Upload
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Update Notes
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Payment Totals
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Payment Totals-Entitlement Summary
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Digital Signature
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Stamp Process
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Vouchers
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LOCAL VOUCHER 
DEMONSTRATION

Backup screenshots
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Welcome Screen
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Local Vouchers
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Local Voucher Date
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Non-Mileage
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Non-Mileage 
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Expenses Summary
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Copy Expense

37



Defense Travel Management Office

Office of  the Under Secretary of  Defense (Personnel and Readiness)

For Official Use Only

Copy Expense Pop Up

38



Defense Travel Management Office

Office of  the Under Secretary of  Defense (Personnel and Readiness)

For Official Use Only

Expenses Copied
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Mileage Expenses
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Mileage Expenses
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Digital Signature
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