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October 19, 2016 
 

This trifold is designed to guide the Authorizing 
Official’s (AO’s) actions when a trip has been 
cancelled.  For more information, see Chapter 10 in 
the Document Processing Manual (DPM). 
 

Log On to DTS 

1. Insert your CAC into the reader.  
2. Access the DTS Home page: 

http://www.defensetravel.osd.mil.  
3. Select LOGIN TO DTS. 
4. Read the DoD Privacy & Ethics Policy; select 

Accept. 
5. Complete the PIN field then select OK. 

 
Cancel an Authorization – No Expenses 

Incurred 

The traveler, clerk, or NDEA must complete their 
cancellation actions before you can begin the process 
shown below.  

1. On the DTS User Welcome screen, select Click 
Here, next to Documents Awaiting Your Approval. 

 

2. Choose the document you want to cancel by 
selecting it from the Awaiting Status column. 

3. The Preview Trip screen opens by default. Even 
though you are cancelling the document, you must 
review the mandatory screens (Other Auths. & Pre-
Audit) before arriving on the Digital Signature 
screen. 
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4. Select the Digital Signature screen. 

 
The Digital Signature screen opens. If the traveler 
cancelled the document correctly, you will see, “This trip 
was Trip Cancelled through the DTS Trip Cancel 
functionality.”  

5. Select either CANCELLED or RETURNED.  

a. Selecting RETURNED will send the document 
back to the traveler without canceling it. 

b. If you select CANCELLED, the Stamp 
Process screen appears. Select Save and 
Continue. 

6. Select OK. 

7. The Stamping Result screens opens. Select 
Close. 
 

The document no longer appears in your Documents in 
Routing screen. 
 
AO Approves a Document – Expenses  

Incurred 
 
The traveler, clerk, or NDEA must complete their 
cancellation actions before you can begin the process 
shown below.  
 
If you did not approve the authorization before the 
traveler selected Trip Cancel, it will route to you as an 
authorization. After you approve it, the traveler must log 
in to DTS and create a voucher to receive 
reimbursement for any incurred expenses. 
 
If you did approve the authorization before the traveler 
selected Trip Cancel, it will route to you as a voucher. 
Review the Expenses section of the Preview Trip screen 
to ensure that the traveler did not claim any expenses 
they did not incur. 
 

1. On the DTS User Welcome screen, select Click 
Here, next to Documents Awaiting Your 
Approval.  

 
2. Choose the document you want to approve by 

selecting it from the Awaiting Status column. 

3. The Preview Trip screen opens by default.  

Since the traveler incurred expenses, you must review 
the mandatory screens to verify they did not claim any 
expenses they did not incur. 

4. Select the Digital Signature screen. 

 

The Digital Signature screen opens. 

5. Select the “Submit this Document as:” drop-down 
list arrow and select APPROVED 
-OR- 
Select RETURNED to send the document back to 
the traveler for correction. 

6. Select Submit Completed Document. 
 
The Digital Signature Login window opens. 
 
7. Enter your PIN in the PIN field. 

 
8. Select OK. 

 
The Stamp Process screen opens. 
 
9. Select Save and Continue. 

 
Note: If the traveler received an advance or SPP, a pop-
up message appears. It informs you that you must notify 
the traveler if they incurred a debt. 
 
The Fund Authorization or Fund Voucher opens. It 
shows the amount of the adjustment to the DTS budget 
and to the accounting system, if the accounting system 
interfaces with DTS.  
 
10. Select OK. 
 
The Stamping Result screen opens. It displays the 
desired stamping action and the actual stamping status. 
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