CHAPTER 5: LOCAL VOUCHER

When you conduct official business in the local area near your Permanent Duty Station (PDS), you can
claim reimbursement for expenses incurred while performing those duties. You can only submit a local
voucher after you have performed the duties.

This chapter covers the following topics:

5.1 Create @ LOCAl VOUCKET ........ccoiiiiiiii ettt e e seneeeas 5-1
LI {0 1= § 1= SRR 5-3
5.2.1 Add Non-Mileage EXPENSES ......ccceeiiiiiiiiiiieieee et ee e e e e e e e e e e e 5-3
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5.2.3 Add MiIleage EXPENSES ......ueeiiieieeeiee ittt e e e e e e e e e e e e e e e e e e e e aeannnnenneeees 5-14
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5.6.3 Apply Digital SIgnature ..........cccoeeiieiiiiiieeeee e 5-32

5.1 Create a Local Voucher

Follow the steps below to create a local voucher:

1.  On the User Welcome screen, mouse over Official Travel on the menu bar.
2. Select Local Vouchers from the drop-down list.

The Local Vouchers screen opens (Figure 5-1). Your existing local vouchers are shown here.
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Chapter 5: Local Voucher

Logeed In As:  Eric T West

Screen ID: 1001.4

Close Window
Traveler Name:  Eric T West Document Type: Local Voucher Help for this screen
% Defense Travel System Official Travel
A New Era of Government Travel

Authorizations Vouchers Local Vouchers Group Authorizations

Current Date: 07-12-2016
Local Vouchers

Below is a list of your existing local vouchers. Please select the function (Edit, Print, etc.) corresponding to the appropriate local voucher.
Create New Local Voucher

Existing Local Vouchers

Show 10 W entries

Document Name Begin Date v Status TA Number View ! Edit Print Remove Amend
EW071216_LO1 06/06/16 SIGNED View / Edit Print
Showing 1 1o 1 of 1 entries Previous - Next
Show Inactive Documents : [
Figure 5-1: Local Vouchers Screen
3. Select Create New Local Voucher.
The Local Voucher Date screen opens (Figure 5-2).
Logged In As: Eric T West Screen 1D: 1024.1 Close Window

Traveler Name: Eric T West Document Type: Local Voucher Help for this screen

Defense Travel System
O

Enter the local voucher date and click OK or Return to Document List to abort.

* Local Voucher Date: 07/12/2016 vl
(mm./dd )

* Is this for Conference Attendance: (Jves () Ha

QK | Return to Document List |

Figure 5-2: Local Voucher Date Screen

Note: If this is your first time creating a document in DTS, a pop-up window will open prompting you to
update your personal profile.

4. Complete the Local Voucher Date field.
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Chapter 5: Local Voucher
Note: DTS defaults to the date you are creating the local voucher. You can change the date to the last date
that an expense was incurred; however you cannot use a future date.
5. Select Yes or No to answer /s this for Conference Attendance.
If you selected Yes, the Conference/Event Name field displays. If you selected No, skip step 7 .
6. Enter a valid conference name in the Conference/Event Name field.
Note: You cannot change conference information after you create the local voucher.

7. Select OK.
5.2 Expenses

5.2.1 Add Non-Mileage Expenses

Follow the steps below to add non-mileage expenses:

1. Select Expenses from the navigation bar.
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Chapter 5: Local Voucher

The Non-Mileage Expenses screen opens by default (Figure 5-3).

Logged In As:  Eric T West Document Name: EW041116_L01 Screen ID: 1217.1 Close Window
Traveler Name: Eric T West Document Type: Local Vioucher Help for this screen

% Defense Travel System @ Accounting Additional Options Review/Sign
A New Era of Government Travel

’m Man-mileage L] Substantiating

Use this screen to enter non-mileage expenses for your local travel. Select an expense type, or, if you cannot find the appropriate expense type,
enter a description in the box provided. An event purpose is required to describe the reason for local voucher travel. You may also use the
‘create an expense item from a government charge card transaction’ link to create an expense from current charge card transactions. Select
"Save Expenses" to save the expenses to the travel document.

» create an expense item from a government charge card transaction

Non-Mileage Expense & 1

* Select Expense Type: | ﬂ * Cost: 5 = currency calculator
-OR- | * Date: [04/11/2016 E=l
{romn S dd )
=
Event Purpose: [
* Method of Reimbursement: | --Please Select-- v
Hon-Mileage Expense # 2
* Select Expense Type: | ﬂ * Cost: 5 = currency calculator
-OR- | * Date: [04/11/2016 E=
{romn Sdd Fyyr)
=
Event Purpose: [
* Method of Reimbursement: | --Please Selsct-- v
I Save Expenses
Proceed to the following page: | Azcounting Codes [~] Continue

Figure 5-3: Non-Mileage Expenses Screen
2. Select the Select Expense Type drop-down list arrow and choose the expense type.
3. Complete the Event Purpose field.

DTS will populate the same entry into the Event Purpose field for the next expense. You can edit this
field at any time.

4. Enter the Cost.
5. Enter the Date.
Note: The date cannot be later than the local voucher date.

The Method of Reimbursement (MOR) field populates automatically (Figure 5-4).
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Chapter 5: Local Voucher

6. Select Save Expenses.

Logged In As:  Eric T West Document Name: EW040516_L01 Screen (D 12179 lose. Window
Traveler Name: Eric T West Document Type: Local Voucher Help for this screen

& Defense Travel System W Accounting Additional Options Review/Sign
A New Era of Government Travel

RETURN TO LIST Non-Mileage : substantiating

Use this screen to enter non-mileage expenses for your local travel. Select an expense type, or, if you cannot find the appropriate expense type,
enter a description in the box provided. An event purpese is required to describe the reason for local voucher travel. 'ou may also use the
‘create an expense item from a government charge card transaction’ link to create an expense from current charge card transactions. Select
"Save Expenses' to save the expenses to the travel document.

» create an expense item from a government charge card transaction

Mon-Mileage Expense # 1

* telect Expense Type: |Reg|'5tration Fee ﬂ * Cost: & |45.00 » currency calculator
-OR- |Registration Fee *Date: [03/31/2016 v|
. {mm/dd " yyyy)
Event Purpose: |Ser‘vice Conference
* Method of Reimbursement: | GOVCC-Individual | v

Mon-Mileage Expense # 2

* Select Expense Type: I ﬂ * Cost: % » currency calculator
-OR- | *Date: [04/05/2016 v|
. {mm/dd " yyyy)
Event Purpase: |Service Conference
* Method of Reimbursement: |--Please Select-- ﬂ

Proceed to the following page: |ADc0unti ng Codes ﬂ m

Figure 5-4: Non-Mileage Expenses Screen - Default Method of Reimbursement

If the Method of Reimbursement is listed as GOVCC, and you do not have Government Charge Card
information saved in your personal profile, DTS will change the Method of Reimbursement to Personal.

7. Select OK.

If you enter an expense greater than or equal to $75, a pop-up message will remind you that you must
attach a receipt for the expense to the voucher.
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Chapter 5: Local Voucher

The Non-Mileage Expenses screen updates and refreshes. Expenses are listed on the right side of the

screen (Figure 5-5).

Logged In As:  Eric T West Document Name: EW040516_L01 Screen (D: 1218.1 Close Window
Traveler Name: Eric T West Document Type: Local Voucher Help for this screen
% Defense Travel Sysmm W Aocounting Additional Op tions Review/Sign
A New Era of Government Travel
-Mile Substantiating
,m Non-Mileage Substantiating
Expense Type Date Cost E/R/C
Use this screen to enter non-mileage expenses for your local travel. Select . N .
an expense type, or, if you cannot find the appropriate expense type, Tolls (highway bridge etc) 12/21/2006 | 56.50 Edit
enter a description in the box provided. An event purpose is required to Remove
describe the reason for local voucher travel. You may also use the ‘create Registration Fee 0343172016 545,00 Edit
an expense item from a government charge card transaction’ link to create Remove
an expense from current charge card transactions. Select "Save Expenses” Copy
to save the expenses to the travel document. Rental Car 03/3172016 $125.00 Edit
Remove
» create an expense item from a sovernment charge card transaction Copy
Total Expenses: 5176.50
Add Expense 7
* Ex Type:
pense Type I ﬂ
-0R - |
* Event -
Purpose: |Semce Conference
* Cost: 5 = currency calculator
* Date '7
{mm/ddryyyy) |04/ 03/2016 _I'
" Method of Reimbursement: |--Please Select-- [v]
Proceed to the following page: |Aocount1ng Codes ﬂ I Continue

Figure 5-5: Non-Mileage Expenses Screen - Expenses Summary
Repeat the above steps for all non-mileage expenses.
Note: If you are a civilian traveler, and you choose Snack — Recruiter or Parking — Recruiter/Trainer

expense, when you save the expense, DTS presents a pop-up message to inform you that the
expense can only be claimed by a military recruiter or trainer.
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Chapter 5: Local Voucher

5.2.1.1 Add a Meal Expense

Military travelers may select a meal expense on the local voucher’s Non-Mileage Expenses
screen. You can add only one meal expense per calendar day. Your meal reimbursement is
limited to the Proportional Meal Rate (PMR) for the highest per diem location you visited on
that day.

Follow the below steps to add a meal expense:

1. Select Non-Mileage from the subnavigation bar.

The Non-Mileage Expenses screen opens by default (Figure 5-6).

2. Select the Expense Type drop-down list arrow and select Meal.

Logged In As:  Eric T West Document Name: EW040516_L01 Screen ID: 1218.1 w
Traveler Name: Eric T West Decument Type: Local Vioucher Help for this screen
% Defense Travel System @ Accounting Additional Op tions Review/Sign
A New Era of Government Travel
’m Mon-Mileage Substantiating ds
Expense Type Date Cost E/R/C
Use this screen te enter non-mileage expenses for your local travel. Select . B o
an expense type, or, if you cannot find the appropriate expense type, Tolls (highway bridge etc) 12/21/2006 | 56.50 El
emove

enter a description in the box provided. An event purpose is required to

describe the reason for local voucher travel. You may also use the 'create Registration Fee 03/31/2016 545.00 Edit
an expense item from a government charge card transaction’ link to create Remove
an expense from current charge card transactions. Select "Save Expenses” Copy
to save the expenses to the travel document. Rental Car 03/31/2016 5125.00 Edit
Remove
» create an expense item from a government charge card transaction Copy
Total Expenses: 5176.50

Add Expense

* Expense Type: |Meal ﬂ

-OR- [eal

* Event

Purpose: |Sen-'|'ce Training

* Was the travel performed outside the boundaries of ~
the PDS or was the traveler escorting members of an Ono Oves
arms contrel inspection team?

Proceed to the following page: Accounting Codes ﬂ m

Figure 5-6: Non-Mileage Expenses Screen - Meal Selected

3. Complete the Event Purpose text box by using drop down arrow to choose an event or by
typing in the event.
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Chapter 5: Local Voucher

4. Select the No or Yes radio button to answer the question. Select Yes if you traveled
outside the local area of the permanent duty station (PDS) or for the purpose of escorting
an arms control inspection team.

The Non-Mileage Expenses screen refreshes. The display depends on your response to the
question.

If you selected No, the screen refreshes and the Expense Type field will be empty. If you
selected Yes, a pop-up window opens, reminding you to show all per diem locations visited
during that day (Figure 5-7).

Logged In As: Eric T West Document Name: EW040516_L01 Screen ID: 1218.1 Close_ Window
Traveler Name: Eric T West Document Type: Local Voucher Help for this screen
ﬁ Defense Travel System @ Accounting Additional Op tions Reviews Sign
A New Era of Government Travel
| RETURN TO LIST | Mon-Mileage W e Substantiating rds

Expense Type Date Cost E/R/C
Use this screen to enter non-mileage expenses for your local travel. Select -
an expense type, or, if you cannot find the appropriate expense type, Tolls (highway bridge etc) 12/21/2006 $6.50 Edit
enter a description in the box provided. An event purpose is required to Remove
describe the reason for lecal voucher travel. Tou may also use the ‘create Registration Fee 03./31/2016 %45.00 Edit
an expense item from a government charge card transaction’ link to create Remove
an expense from current charge card transactions. Select “Save Expenses” Copy
to save the expenses to the travel document. Rental Car 03/31/2016 $125.00 Edit
Remove
> create an expense item from a sovernment charge card transaction Copy
Total Expenses: 5176.50
Add Expense "
* Expense Type: =
il il ey v
OR- j, Occasional meal expense reimbursement is limited to
[reeat “  the proportional meal rate (PMR) for the highest
+ Event applicable per diem location. You must show all

Purpose: [service Conference per diem locations applicable for that calendar day
using the tool below.

* Was the travel performed outside the boundaries of N N
the PDS or was the traveler escorting members of an (Mo (@ yes

arms control inspection team? [ Ok |
* Actual Cost: § = currency calculator

Allowed Cost: 5 0.00

*pate; 1041052016 =+

{mm/dd/yyyy)
* Method of Reimbursement: IPersUnal o
- PMR
Location Rate Remove Add L i

Proceed to the following page: |Aocount1‘ng Codes ~ -

Figure 5-7: Non-Mileage Expenses Screen - Meal Expense Fields
5. Complete the Actual Cost field with the meal cost.
6. Complete the Date field.
7. Choose the correct Method of Reimbursement.

8. Select Add Location.
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Chapter 5: Local Voucher

The Search Locations window opens (Figure 5-8).

Enter the name of a city, city/state, county, county/state, city/country, or location in the search box below to find a per diem location. Mote:
A match may not be found for the information you enter. You may change your search criteria or use one of the other search options.

Search Location

Search Term: (TDV/TAD Location)

If the desired location is not listed, please use one of the search tools below by selecting the link.

Location Tools:
Search by:

State/Country - Location |

Zip Code |

County Lookup |

Figure 5-8: Search Location Window
9. Complete the Search Term field with the city or site.

10. Select Search Location.
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Chapter 5: Local Voucher

All possible matches to the per diem location display (Figure 5-9).

Enter the name of a city, city/state, county, county/state, city/country, or location in the search box below to find a per diem location. Note:
A match may not be found for the information you enter. You may change your search criteria or use one of the other search options.

Search Term: (TD'V/TAD Location)

carlisle barracks Search Location

Search Results:

“carlisle barracks" produced 1 results. If the location you typed (example: New Tork City) does not appear in this result list, try typing in a
more specific area ( example: Manhattan ) and search again. |f you still cannot find the desired location, you may use one of the other search
options.

TOV Location(s):

. State/ Conus/ DOD Base/ Seasonal Lodge MEIE
Select Locabion County Country = Oconus Installation Dates Rate Rate
@ | CARLISLE BARRACKS CopEeRD PA c Details 01/01-12/31 90.00 | 54.00

Add to the location, a "Specific Place" to further define the TDV location.

Specific Place (Opticnal)
m Select and Close

Figure 5-9: Search Location Window - Search Results
11. Select the radio button for the location.
12. Choose Select and Close.
DTS displays the maximum allowed reimbursement for meals, which is the PMR of the
location you visited. If you visited multiple locations on the same day, DTS uses the PMR of
the location that has the highest per diem rate.

13. Select Save Expenses.

Note: If you enter an actual meal cost that is higher than the allowed reimbursement, a pop-
up message reminds you of the meal reimbursement limit.

14. Select OK.
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Chapter 5: Local Voucher

The meal expense is saved in the Expenses Summary box. (Figure 5-10).

Logged In As:  Eric T West Document Name: EW040516_L01 5creen ID: 1218.1 Close Window
Traveler Name: Eric T West Document Type: Local Voucher Help for this screen

% Defense Travel System W Accounting 2dditional Options Review/ Sign
A New Era of Government Travel

o Weag:

Expense Type Drate Cost
Tolls (highway bridge etc) 12/21/2006 $6.50

Use this screen to enter non-mileage expenses for your local travel. Select
an expense type, or, if you cannot find the appropriate expense type,
enter a description in the box provided. An event purpose is required to
describe the reason for local voucher travel. ou may also use the ‘create Registraticn Fee 03/31/2016 $45.00
an expense item from a government charge card transaction’ link to create

an expense from current charge card transactions. Select "Save Expenses”

to save the expenses to the travel document. RentallCar 03/31/2016 $125.00
» create an expense item from a povernment charge card transaction
Meal 04/06/2016
Add Expense Actual $15.40
P Allowed 515.40
* Expense Type: I J Total Expenses: $191.90
v
-0R - |
* Event -
Purpose: |Ser\-'|ce Conference

* Costz 5 = currency calculator
* Date: Baosote [
{mm /ddsyyyy) |0+/05/2016 _I b

Method of Reimbursement: |--Please Select-- ﬂ

Proceed to the following page: |Aocount1' ng Codes ﬂ -

Figure 5-10: Non-Mileage Expenses Screen - Meal Expense Saved

5.2.2 Add Authorized GTCC Transactions

Beginning on the Non-Mileage Expenses screen (Figure 5-3), follow the steps below to add GTCC

transactions you incurred:
1. Select create an expense item from a government charge card transaction.

The Charge Card Transaction screen opens (Figure 5-11).
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Chapter 5: Local Voucher

Defense Travel System

B

Description Date Amount E/R/C
lise the "Charge Card Transaction” screen te turn a charge card ) :
transaction into an expense on the travel document. Choose a charge | 10U (ighway bridge etc) 12/2172006 56,50 Remove
card transaction on the left and select the "Add" link to create an Registration Fee 03/31/2016  545.00 Remove
expense, Select Save Expenses’ when finished. Rental Car 033 S15.00 Remove
The checkbax to the left of each transaction is marked when the Mel 04/05/2016
transaction has previously been used for vouchering. Note: The Actual 515.40 Remave
charge card transactions presented are the current transactions Allowed $15.40
available in DTS, Some of the more recent charge card transactions
may not appear. Total Expenses: 5191.90

Cim
e
Description Date Amount

AamoRent-ACar (3387)  12/5/2006  $197.35  Add:

Taxi (4121) 2302006 SM.35  Adde

Shell 0il (5172) 2202006 $26.20  Add>

USS0Toll Booth (4784) 122172006 S650  Add>

GreyHound Busline (4131)  12/20/2006 599,31

L] Wal-Mart (1234) 12/19/2006  51,226.60
(] Cheers Pub (1234) 12/18/2006  $35.00
etro Rail (4111) 7006 S6.00  Add:

Figure 5-11: Charge Card Transactions Screen

2. Select the Add > link to the right of a transaction to add it to the Expense Summary.
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Chapter 5: Local Voucher

A pop-up window opens, prompting you to select an expense type from the drop-down list (Figure 5-
12).

Defense Travel System
Sk |
Description Date Amount E/RIC
Use the "Charge Card Transaction® screen to turn a charge card X X )
transaction into an expense on the travel document. Choose a charge Tolls (highway bridge etc) 12/21/2008  56.50 Remave
card transaction on the left and select the "Add" link to create an Registration Fee 03/31/2016 54500 Remove
expense. Select "save Expenses’ when finished. Rental Car 03/31/2016 $125.00 Remove
The checkbox to the left of each transaction is marked when the Meal 04/05/2016
transaction has previously been used for vouchering, Note: The Actual 515.40 Remove
charge card transactions presented are the current transactions Allowed 515.40
available in DTS5, Some of the more recent charge card transactions
may not appear. Total Expenses: 5191.90
- -
-
Description Date Amount Pick an Expense Type for your charge card transaction, If none of the below
Expense Types seem appropriate, select the "Other Expense Type. Note:
When 'Other' is selected for the Expense Type, it is subject to be flagged in
Alamo Rent-A-Car (3387) 12/25/2006 | 5197.35 Add = the pre-audit.
Pick an Expense type for: US 50 Toll Booth(4784)
¥ i 12/23/2006 | 524.35 Add
Taxi (4121) - Expense Type: | [v]
-OR- |
Shell Oil (5172) 12/22/2006 | 526.20 Add =
LS 50 Toll Booth (4784) 12/21/2006 | 56.50 Add =
GreyHound Busline (4131)  12/20/2006 598,31

Figure 5-12: Select an Expense Type Window
3. Select the Expense Type drop-down list arrow and select an expense type.

4. Select OK.
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Chapter 5: Local Voucher

Your new expense shows in the Expenses Summary (Figure 5-13).

Togged In As:  ETIC T West Document Name: EWUa0s16_L0T SCTeen 10: 1215.1 TOSE VAT
Traveler Name: Eric T West Document Type: Local Voucher Help for this screen

% Defense Travel System W Accounting Additional Options Review/Sign
A New Era of Government Travel

RV

Expense Type Date Cost E/R/C
Use this screen te enter non-mileage expenses for your local travel. Select . N .
an expense type, or, if you cannot find the appropriate expense type, Tolls (highway bridge efc) 12/21/2006  56.50 Edit
enter a description in the box provided. An event purpese is reguired to Remove
describe the reason for local voucher travel. You may also use the 'create Registration Fee 03/31/2016 545,00 Edit
an expense item from a government charge card transaction’ link to create Remove
an expense from current charge card transactions. Select "Save Expenses’ Copy
to save the expenses to the travel document. Rental Car 0373172016 $125.00 Edit
Remove
» create an expense item from a government charge card transaction Copy
Meal 04/05/2016 Edit
Add Ex ense Actual %15.40 Remove
P Allawed 515.40 Copy
* 3 - "
Expense Type: I ﬂ Total Expenses: 5191.90
-0R- |
* Event -
Purpose: |Semce Conference

" Cost: 5 » currency calculator
* Date: ,7 ;
{mm/ddryyyy) 104/08/2016 v|

Method of Reimbursement: |--Please Select-- ﬂ

Proceed to the following page: Accounting Codes ﬂ -

Figure 5-13: Charge Card Transactions Screen - Expense Added

5. Select Save Expenses.

5.2.3 Add Mileage Expenses

If you used a privately owned vehicle for local travel, you can claim mileage expenses on a local
voucher in the categories shown below:

+ In-and-Around Mileage (vehicle type) - Mileage driven for business purposes while at the work
location.

» Private (vehicle type) Mileage Owner/Operator - Mileage from your residence to or from the
work location.

For each category, DTS requires you to specify the type of vehicle used and will calculate your
reimbursement accordingly.
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Chapter 5: Local Voucher

5.2.3.1 In-and-Around Mileage Expenses

You may claim in-and-around mileage if you used your POC while conducting official business

in your local area.
Follow the steps below to add this type of expense:
1. Select Expenses from the navigation bar.

2. Select Mileage from the subnavigation bar.

3. Select the Expense Type drop-down list arrow and select the value for In-and-Around

Mileage, either Private Auto or Private Motorcycle.

The screen refreshes. The Location, Event Purpose, and Miles fields display (Figure 5-14).

The Mileage Expense types are described in Table 5-1.

Logged In As:  Eric T West Diocument Name: EW040516_L01 Screen ID: 1219.1 Close Window
Traveler Name: Eric T West Document Type: Local Voucher Help for this screen

% Defense Travel System @ Accounting Additional Options Review/ Sign
A New Era of Government Travel

-

Use this screen to enter mileage expenses for your trip. The In-and-around expense is used to record miles driven while at a specific location. An
event purpase is required to describe the reason for local voucher travel. Click on the "Save Expenses” button to save these expenses.

Mileage Expense #1
ol |n-and-Around Mileage - Private Auto *Date:  [o4/05/2016 v|
In-and-Around Mileage - Private Motorcycle {mm/ddiyyyy)
* Event FOC Use - Dedicated Gov Vehicle !
Purpose: POC Use - Gov Vehicle Available * Method of Reimbursement: Personal
oR Private Auto Mileage - Owner/Operator '
- VR - | Private Motorcycle Mileage - Owner/ Operator
! g pe * Miles xRate 0.54 = Cost5  0.00
* Location: |
Mileage Expense #2
* Expense Type: | [wv] *Date: [oas05/2016 =18
* Event I ﬂ (mm/dd/yyyy)
Purpase: * Method of Reimbursement: Personal

_OR -
| * Miles x Rate = CostS  (0.00

Proceed to the following page: | Accounting Codes [v] I Continue

Figure 5-14: Mileage Expenses Screen

DTS Release 1.7.3.36, Document Processing Manual, Version 1.6.4 Updated 07/13/16

Page 5-15

This document is controlled and maintained on the www.defensetravel.dod.mil website. Printed copies may be obsolete.
Please check revision currency on the web prior to use.



Chapter 5: Local Voucher

Table 5-1: Mileage Expense Types

MILEAGE EXPENSE TYPES

EXPENSE TYPE DESCRIPTION
In-and-Around Mileage — . . - . . .
. Privately owned vehicle for official business while at the duty location.
Private Auto

In—and-Around Mileage —
Private Motorcycle

Privately owned motorcycle for official business while at the duty location.

POC Use —
Dedicated Gov Vehicle

Privately owned conveyance (POC) for your convenience instead of an
available Government vehicle that was dedicated for your use.*

POC Use — Gov Vehicle
Available

If you used a POC for your convenience instead of an available Government
vehicle.*

Private Auto Mileage —
Owner/Operator

If you used a privately owned auto to travel from your duty station or
residence to and from the duty location.

Private Motorcycle
Mileage- Owner/Operator

If you used a privately owned motorcycle to travel from your duty station or
residence to and from the duty location.

*You are allowed no POC reimbursement if other travelers used an available Government vehicle to
complete the mission and space was available for you, but you chose to use a POC for personal

convenience.

4. Complete the Event Purpose field or choose from the drop-down menu (if available).

5. Enter the Location.

6. Complete the Date field with the date when the mileage was incurred, if different from the

default date.

Note: The date cannot be any later than the local voucher date.

7. Enter the mileage in the Miles field.

DTS calculates the cost.

8. Select Save Expenses.
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Chapter 5: Local Voucher

The saved expenses display in the Expenses Summary on the right side of the screen (Figure

TogEed In As: BN | West Document Name: Ewoaus16_L0T SETEETT 10T TZ20.1 TI0EE W
Traveler Mame: Eric T West Document Type: Local Voucher Help for this screen
ﬁi Defense Travel System M Accounting Additional Op tions Review/ S ign
A New Era of Government Travel
’m Non-Mileage Substantiating Reco
Expense Type Date Cost E/R/C
Use this screen to enter mileage expenses for your trip. Click cn the - -
In-and-Around Mileage - 04/05/2016 562.10 Edit

"Save Expenses" button to save these expenses.

Private Auto Remave
For: Carlisle Barracks, PA Copy
Add Expense Total Expenses: 562.10
* Expense Type: | v
* EventPurpose: | 3
-OR- |
" Date: 04/06/2016 Bz
{mm/dd M)

Method of Reimbursement: Personal

* Miles * Rate = Cost $ 0.00

Proceed to the following page: Accounting Codes ﬂ m

Figure 5-15: Mileage Expenses - Expenses Summary

5.2.3.2 Private Auto Mileage - Owner/Operator and
Private Motorcycle Mileage - Owner/Operator

This mileage refers to miles you drove from your residence or duty station to the location
where you conducted official business.

Follow the below steps to add this type of expense:
1. Select Expenses from the navigation bar.
2. Select Mileage from the subnavigation bar.

3. Select the Expense Type drop-down list arrow and select Private Auto Mileage - Owner/
Operator or Private Motorcycle Mileage - Owner/Operator.
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Chapter 5: Local Voucher

The screen refreshes (Figure 5-16).

Logged In As:  Eric T West Document Name: EW040516_L01 Screen ID: 1220.1 m
Traveler Name: Eric T West Document Type: Local Voucher Help for this screen
% Defense Travel syﬂem M Accounting Additional Options Review/Sign
A New Era of Government Travel
’m MNon- e Substantiat ds
Expense Type Date Cost E/R/C
Use this screen to enter mileage expenses for your trip. Click on the . -
In-and-Around Mileage - 04/05/2016 562.10 Edit

"Save Expenses” button to save these expenses.

=
g
=
2
&

Private Auto
For: Carlisle Barracks, PA

Add Expense Total Expenses: 562.10

* Expense Type: |Pr|'\fate Aute Mileage - Owner/Operator ﬂ

* Event Purpose: | ﬂ

-0OR - |

From: Profile Locations:
RESIDENCE
DUTY STATION
Ta: Profile Locations:

RESIDENCE
DUTY STATION

* Date: 04/05/2016 v|
(mm/ddyyyy)

Method of Reimbursement: Personal

* Miles xRate 0.54 = CostS  0.00

Check box to create a separate expense for round trip: |:|

Proceed to the following page: IAocounting Codes ﬂ -

Figure 5-16: Mileage Expenses Screen - Private Auto Mileage — Owner/Operator
4. Enter the Event Purpose.
5. Complete the From field or select a location from the Profile Locations box.

If you choose DUTY STATION from the Profile Locations box as the From location, proceed
to step 7.

If you choose RESIDENCE from the Profile Locations box as the From location, the radio

buttons for Normal one-way mileage from Residence to PDS and Daily one-way
commuting cost from Residence to PDS will display.
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Chapter 5: Local Voucher

6. Select Normal one-way mileage from Residence to PDS.

Enter your normal commuting distance from your residence to your PDS. (Figure 5-17).

Screen ID: 1220.1 Close Window

Logged In As:  Eric T West Document Name: EW040516_L01
Help for this screen

Traveler Name: Eric T West Document Type: Local Voucher

ﬁl Defense Travel System M Accounting Additional Options Review/Sign

A New Era of Government Travel

[rerumn ro usr

Expense Type Date Cost E/R/C
Use this screen to enter mileage expenses for your trip. Click on the - -
"Save Expenses” button to save these expenses. In-and-Around Mileage - 04/05/2016 562.10 Edit
Private Auto Remaove
For: Carlisle Barracks, PA Copy
Add Expense Total Expenses: 562.10

* Expense Type: |Pr|'\fate Aute Mileage - Owner/Operator ﬂ

* Event Purpose:  |Service Conference v

-OR- |Ser\'ice Conference

*
From: |RES: Quantico,VA Profile Locations:

RESIDENCE
DUTY STATION

* (g MNormal one-way mileage from Residence to PD5:
- o

O Daily one-way commuting cost from Residence to PDS:
{if do not normally drive to PDS)

*
To: |Baltimore, MD Profile Locations:

RESIDENCE
DUTY STATION

* Date: W 'l

{mm/ddyyy)

Method of Reimbursement: Personal

* Miles | |56 -10)xRate 0,54 = CostS 24.84
Check box to create a separate expense for round trip: |:|
Save Expense

Proceed to the following page: |Aocounting Codes ﬂ iﬁﬁ

Figure 5-17: Mileage Expenses Screen - Private Auto Mileage — Owner/Operator (Normal One-Way

Mileage)
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Chapter 5: Local Voucher

If you choose Daily one-way commuting cost from Residence to PDS, a cost field displays.
Enter your daily one-way commuting costs from your residence to your PDS. DTS will subtract
this amount from the mileage cost (Figure 5-18).

Logged In As:  Eric T West Document Name: EW040516_L01 Screen ID: 1220.1 M
Traveler Name: Eric T West Document Type: Local Voucher Help for this screen
"% Defense Travel System M Accounting Additional Options Review/Sign
A New Era of Government Travel
Mon-Mileage i substantiating Records
o Non-il stantiating Records
Expense Type Date Cost E/R/C
Use this screen to enter mileage expenses for your trip. Click on the - -
"Save Expenses” button to save these expenses. In-_and-Arcund Mileage - 04/05/2016 562.10 Edit
Private Auto Remove
For: Carlisle Barracks, PA Copy

Add Expense Total Expenses: 562.10

* Expense Type: IPn'\fate Aute Mileage - Owner/Operator LI

* Event Purpose: ISer\'ice Conference ﬂ

-OR- |Ser\'ice Conference

*
From: |RES: Quantico,VA Profile Locations:

RESIDENCE
DUTY STATION

* ~ Neormal one-way mileage from Residence to PDS:

@) Daily one-way commuting cost from Residence to PDS5:
~ {if do not normally drive to PDS)

5|6.00
*
To: |Baltimore, MD Profile Locations:

RESIDENCE
DUTY STATION

* Date: W 'l

{mm/dd/yyyy)

Method of Reimbursement: Personal

* Miles ( |56 xRate 0.54 )-6.00= Costs 24,24
Check box to create a separate expense for round trip: |:|

I Save Expense
Proceed to the following page: IAocounting Codes ﬂ iﬁﬁ

Figure 5-18: Mileage Expenses Screen - Private Auto Mileage — Owner/Operator (Daily One-Way
Commuting Cost)

7. Complete the To: field.

8. Complete the Miles field with the number of miles to the destination.

DTS calculates and displays the cost.
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Chapter 5: Local Voucher
9. Indicate a round trip by checking the box to create a separate expenses for round trip,
if necessary.

This will create another expense item similar to the one being created. The only exception is
that the entries in the To: and From: locations will be switched.

10. Select Save Expense.

The expense is displayed in the Expenses Summary on the right side of the screen. You can
add additional mileage expenses on the left side (Figure 5-19).

Logged In As:  Eric T West Document Mame: EW040516_L01 Screen [D: 1220.1 Close Window
Traveler Name: Eric T West Document Type: Local Voucher Help for this screen
% Defense Travel SYSlem M Accounting Additional Op tions R ey Sign
A New Era of Government Travel
" RETURN TO LiST | Ji=lece Substantiating Records
Expense Type Date Cost E/R/C
Use this screen to enter mileage expenses for your trip. Click on the N N
"Save Expenses” button to save these expenses. Private Auto Mileage - 04/05/2016 524.24 Edit
Owmner/Operator Remove
From: RES: Quantico,VA Copy -
To: Baltimare, MD =oey
Add Expense - z

Private Auto Mileage - 04/05/2016 524.24 Edit
Owner/Operator e

. Type: From: Baltimore, MD Cop .

Expense Type: I ﬂ To: RES: Quantico, VA =oov
* EventPurpose: | [v] Total Expenses: 548.48
-0R- |
* Date: 04/05/2016 [
{mm /ddyyyy)

Method of Reimbursement: Personal

* Miles * Rate = Cost S 0.00

Proceed to the following page: | Accounting Codes [v| m

Figure 5-19: Mileage Expenses Screen - Mileage Expenses Saved
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Chapter 5: Local Voucher

5.2.4 Copy Expenses

You can copy an expense that was incurred on multiple days. Expenses will be copied in chronological
order, based on the date you entered the first expense. To copy an expense, follow the steps below:

1. Select the expense type from the subnavigation bar. (Figure 5-20).

Logged In As:  Eric T West Document Name: EW030516_LD1T Tcreen 1Dt 1218.1 Close VAndow
Traveler Name: Eric T West Document Type: Local Voucher Help for this screen
% Defense Travel System @ Accounting Additional Options Rev iew/ Sign
A New Era of Government Travel
-Mi i Substantiati
,m MNon-Mileage 1 Substantiating
Expense Type Date Cost E/R/C
Use this screen to enter non-mileage expenses for your local travel. Select . - .
an expense type, or, if you cannot find the appropriate expense type, Tolls (highway bridge etc) 03/30/2018 $6.00 Edit
enter a description in the box provided. An event purpose is required to remo‘.'e
describe the reasen for local voucher travel. You may also use the 'create Lopy
an expense item from a government charge card transaction’ link to create Registration Fee 03/31/2016 545.00 Edit
an expense from current charge card transactions. Select “Save Expenses” lemove
to save the expenses to the travel document. Copy
Rental Car 03/31/2016 %125.00 Edit
» create an expense item from a gpovernment charge card transaction EMOVE
Copy
Add Expense Hheal 04/05/2016 Edit
P Actual 515.40 Remove
Allowed 515.40 Copy
* Expense Type:
I ﬂ Total Expenses: 5191.40
-OR- |
* Event :
Purpose: |Serv|ce Conference
* Cost: 5 * currency calculator
* Date: [parosizote [
(mmdd vy 04/05/2016 vI
* Method of Reimbursement: |--Please Select-- ~

Proceed to the following page: IAr_\:Uunting Codes o m

Figure 5-20: Expenses Screen - Copy Link

2. In the Expenses Summary box on the right side of the screen, select the Copy link next to an

expense that you wish to copy.
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Chapter 5: Local Voucher

The Expense Copy screen opens (Figure 5-21).

Togged In As:  Eric T West Document Name: EW030516_L0T SCreen 10 1222.1 TOSE WInGow
Traveler Name: Eric T West Document Type: Local Vioucher Help for this screen

% Defense Travel System M Aocounting Addition al Options Review/ Sign
A New Era of Government Travel

- Mileage cubstantiatineg Records
RETURN TO LIST MNon-Mileage Mileage Substantiating Rec

Copy Recurring Local Youcher Expense

From Expense: Tolls (highway bridge ete) On 30-Mar-16
Event Purpose: Service Conference
*Mumber of Recurring Expenses: 1
*First Recurring Expense Start Date: ,
{mm./dd/Syyyy)

Return to Expense Screen

Proceed to the following page: |Acv:ounting Codes ﬂ m

Figure 5-21: Expense Copy Screen
3. Enter the Number of Recurring Expenses.
4. Enter First Recurring Expense Start Date to copy.

5. Select Create Expenses.
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Chapter 5: Local Voucher

A pop-up message appears (Figure 5-22) to let you know that the expenses will be copied in
sequential order, and that you can modify them.

Logged In As:  Eric T West Document Name: EW040516_L01 Screen ID: 12221 Close. Window
Traveler Name: Eric T West Document Type: Local Voucher Help for this screen

“ﬁ Defense Travel System @ Accounting Additional Optians Review/Sign
A New Era of Government Travel

R

Copy Recurring Local Voucher Expense

From Expense: Tolls (highway bridge etc) On 30-Mar-16
Event Purpose: Service Conference
*Mumber of Recurring Expenses: ’3_
*First Recurring Expense Start Date: [c Message from webpage ﬁ
(
Return to Expense Screen

i Expenses will be copied in sequential date order and then copied
== expenses can be modified after they are created.
Proceed

_ |

Figure 5-22: Expense Copy Screen

6. Select OK.
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The Non-Mileage Expenses screen opens (Figure 5-23).

Chapter 5: Local Voucher

Logged In As: Eric T West Document Mame: EW040516_L01 Screen ID: 1218.1
Traweler Name: Eric T West Document Type: Local Voucher
% Defense Travel System M Accounting Additional Options
A New Era of Government Travel
| RETURN TO LiST MNon-Mileage Substantiating
Expense Type Date
Use this screen to enter non-mileage expenses for your local travel. Select - 5
an expense type, or, if you cannot find the appropriate expense type, Tolls (highway bridge etc) 03/30/2016
enter a description in the box provided. An event purpose is reguired to
describe the reason for local voucher travel. You may also use the 'create
an expense item from a government charge card transaction’ link to create Registration Fee 03/31/2016
an expense from current charge card transactions. Select "Save Expenses”
to save the expenses to the travel document.
Rental Car 03/31/2016
» create an expense item from a government charge card transaction
Add EXPEI’ISE‘ Tolls {highway bridge etc) 03/31/2016
* Expense Type: [ =] Tolls {highway bridge etc) 04/01/2016
-OR- | = =
Tells {highway bridge etc) 04/02/2016
* Event
Purpose: |service Conference
Meal 04/05/2016
* Actual
Cost: 5 » currency calculator Allowed
* Date: ,,7 = .
(mm ddfyyyy) 104/ 05/2016 vl Total Expenses: 5209.40
* Method of Reimbursement: [--Please Select-- [v]
Proceed to the following page: IAocounting Codes ﬂ

Close Window
Help for this screen

Review/ Sign

Cost E/R/C
$6.00 Edit
Remove
Copy
545.00 Edit
EMove
Copy
$125.00 Edit
Remove
COE"
$6.00 Edit
EMove
Copy
56,00 Edit
emove
COE"
$6.00 Edit
Remove
Copy
Edit
$15.40 Remove
515.40 Copy

[ Contime

Figure 5-23: Non-Mileage Expenses Screen - Copied Expenses Saved

7. Modify any of the expenses if necessary.

5.3 Substantiating Records

Substantiating Records (e.g., receipts) are important trip records and proof of expenses incurred while
performing official business near your duty station. Receipts are required for expenses of $75 or more.

You can attach receipts and other supporting documents into DTS using the scan and upload or fax

methods.

For instructions, see Chapter 2, Section 2.7.4 of this manual.
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Chapter 5: Local Voucher

5.4 Add an Accounting Code

Follow the steps below to add a line of accounting (LOA):

1. Select Accounting from the navigation bar (Figure 5-24).

Lopged In As:  Eric T West Document Name: EW040516_L01 Sereen 1D: 1067.1 lose_\’lmdo\-t
Traveler Name: Eric T West Document Type: Local Voucher Help for this screen

@ Defense Travel System Expenses W Additional Options Review/Sign
ANew Era of Government Travel
o A

Mo accounting information available,

Select the appropriate accounting codes for this local travel. If there are multiple
accounting codes for this local travel, please select all that apply.
Arcounting codes for local travel are limited to those with the same accountable

station numbers,

Start Date: 21-Dec-0& + Find Accounting Label
End Date: 05-Apr-16
Accounting Label:  |--Select--- ﬂ From TDZ160TMO

Shared LOA: --Select to Add--- ﬂ

Cross Org LOA: - No Other Accounts Available -

Selected Accounting Code(s)

There are no accounting codes assigned to the trip, please select from the above list

of labels,
Proceed to the following page: Preview ﬂ m

Figure 5-24: Accounting Codes Screen

2. Select the Accounting Label, Shared LOA, or Cross Org LOA drop-down list arrow and choose the
LOA.

5.5 Additional Options

The Additional Options module allows you to add comments, review expenses, make additional payments,
and update your personal profile.
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Chapter 5: Local Voucher

5.5.1 Add Comments

Additional comments may help your Authorizing Official decide whether to approve your local voucher.
Follow the steps below to add comments:

1. Select Additional Options from the navigation bar.

The Comments for Local Voucher screen opens (Figure 5-25).

Logged In As:  Eric T West Document Mame: EW040516 L1 Screen 1D: 1004.1 Close Window
Traveler Name: Eric T West Document Type: Local Voucher Help for this screen
%3 Defense Travel System Frvemes sl M ReviafSign
ANew Era of Government Travel
ayme otals o file
[ rerurn o LisT | Payment Totals Profile

Add comments below to the Approving Official.

Comments for Local Voucher:

Save Comments and Proceed to Payment Totals |

Figure 5-25: Comments for Local Voucher Screen
2. Enter comments in the Comments for Local Voucher field.

3. Select Save Comments and Proceed to Payment Totals.

5.5.2 Payment Totals

The Payment Totals screen identifies calculated expenses, credits, and allowances. You may make an
additional payment to your GTCC account or record payments previously made to your GTCC
account. Any amount entered in the Add GOVCC ATM or Add’l GOVCC Amt fields will reduce the
Net to Traveler distribution.

Follow the steps below to review the payment totals for the voucher:

1. Select Additional Options from the navigation bar.

2. Select Payment Totals from the subnavigation bar.
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Chapter 5: Local Voucher

The Payment Totals screen opens (Figure 5-26).It is divided into three sections:

* Expense Summary
*  Credit Summary
*  Entitlement Summary

Logged In As:  Eric T West Document Name: EW040516_L0D1 Screen 1D: 1063.2 Close Window
Traveler Name: Eric T West Document Type: Local Voucher Help for this screen

Additio

Rewiew/ Sign

% Defense Travel System Expenses Accounting

A New Era of Government Travel

RETURN TO LIST MEnts Payrment Totals

Followimg is the calculated totals for the voucher - Local Voucher Payment
Totals

Expense Summary

Total Expenses: 5257.88
Mon-Reimbursable Expenses: 50.00

Reimbursable Expenses: 5257.88

Credit Summary

Collections: 50.00
Waiver /Appeals: 50.00
Net To Traveler: $257.88
Balance Due US: $0.00

Entitlement Summary

Personal($) Individual GOVCC(S) Total($)

Total Expenses: 572.48 5185.40 5257.88
Less Prior Pmits: 50,00 50,00 50,00
Flus Collections: 50.00 50,00 50.00
Net to Traveler: 572.48 5185.40 5257.88

Add GOVCC ATM: 50,00 0.00

Add'l GOVCC Amt: 50.00 0.00

Less Prev Pmis to 0.00 4
GOVCC By Traveler): 50.00 e

Prev Pmt Adjustments: 50.00 50.00
Final Distribution(Net to traveler)

Met Distribution: 572.48 5185.40 5257.88

Proceed to the following page: Accounting Codes ﬂ Continue

Figure 5-26: Payment Totals Screen

See Table 5-2 for a description of the fields on the Payment Totals screen.
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FIELD OR OBJECT

Chapter 5: Local Voucher

Table 5-2: Payment Totals Screen Description

LOCAL VOUCHER PAYMENT TOTALS SCREEN DESCRIPTION
DESCRIPTION

Expense Summary

Total Expenses

Totals of the reimbursable and non-reimbursable expenses claimed. If available, use the link to
view supplementary information on each separate payment.

Non- Reimbursable
Expenses

Totals the expenses for which you cannot be reimbursed. Includes items charged to a Centrally
Billed Account (CBA), or Air Mobility Command (AMC), Government Transportation Request
(GTR), and Government Funded (GOV FUND) expense types.

Reimbursable

Totals the expenses for which you can be reimbursed. Includes all expenses with a Per Diem

Expenses expense type code including personal and GOVCC expenses.
Credit Summary
. For Due U.S. vouchers. Totals the collections received against your travel debt. If available, use
Collections

the link to view supplementary information on each separate collection.

Waivers and Appeals

For Due U.S. vouchers. Totals the amount of approved waivers. If available, use the link to view
supplementary information on each separate payment.

Net To Traveler

Totals the amount of claimed reimbursable expenses minus the total amount of previous pay-
ments. Any amount greater than or equal to $0 displays as “Due to the traveler.”

Balance Due US

Totals the amount of claimed reimbursable expenses minus the total amount of previous payments
to you. Any amount less than $0 displays as “Due U.S.”

Entitlement Summary

Total Expenses

Identifies the reimbursable expenses claimed on the travel document. The amounts are broken
down into the amount that you paid out of your personal funds and amount paid by individual
GTCC, and then totaled.

Less Prior Payments

Totals the reimbursable expenses minus any prior payments received. Prior payments include
travel advances and partial payments that you have received. The amounts are broken down into
the amount paid to your personal account and payments to your GTCC account.

Plus Collections

Totals the reimbursable expenses plus collections. Collections include amounts received against
your travel debt. The amounts are broken down into the amount you paid from personal funds and
the amount charged to your GTCC account and the total.

Net to Traveler

Totals the amount of reimbursable expenses minus the total amount of previous payments plus the
total amount of any debts already received against your travel debt. The amounts are broken down
into the amount paid to your personal account and payments to your GTCC account.

Additional GOVCC
ATM

If there are any additional ATM withdrawals on your GTCC account, enter them in the field pro-
vided. Select Calculate to display a recalculated Net to Traveler amount.

Additional GOVCC
Amount

If there are any additional non-ATM expenses against your GTCC account, enter them in the field
provided. Select Calculate to display a recalculated Net to Traveler amount.

Less Previous Pay-
ments to GOVCC (By
Traveler)

If you made additional payments to your GTCC account, enter them in the field provided. Select
Calculate to display a recalculated Net to Traveler amount.

Previous Payment
Adjustments

Amount of any payments from your personal bank account to your GTCC account or vice versa.
Refresh this amount by selecting Calculate.

Final Distribution
(Net to Traveler)

This is an identifier. No payments display in this row.

Net Distribution

The final amount reimbursed to you: the total expenses, less any prior payments, plus any collec-
tions, plus any additional travel advances, less any previous payments from your personal bank
account to your GTCC account.
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5.6 Review/Sign

The Review/Sign module allows you to review and edit trip details, submit comments to the Authorizing
Official (AO), and initiate the routing process by stamping the document SIGNED.

Select Review/Sign from the navigation bar. The Preview Trip screen opens. The Preview, Pre-Audit, and
Digital Signature tabs display in the subnavigation bar.

5.6.1 Preview Trip

To preview the details of a trip, select Preview from the subnavigation bar.

The Preview Trip screen allows you to review and edit trip details and submit comments to the Routing

Officials (Figure 5-27). The Print Document button opens a text version of the document in a separate

window.

Follow the steps below to enter comments on a document:

1. Complete the Reference field if necessary. This field is for the entry of data that will allow
administrators to track spending by audit case number, budget category codes, legal case number,
war fighting missions, and similar.

2. Select Edit to enter or edit comments to the AO.

The Comments for Local Voucher screen opens.

3. Enter comments in the Comments for Local Voucher text box.

4. Select Save Comments and Proceed to Payment Totals.

5. Select Review/Sign to return to the Review/Sign module.//Lerae - Doesn’t the Preview screen
open automatically? If so, there should be a “The Preview Trip screen opens comment here, and
step 6 is unnecessary.//

6. Select Preview from the subnavigation bar to confirm the comments.

7. Select Pre-Audit from the subnavigation bar.

5.6.2 Pre-Audit Trip

The Pre-audit feature checks documents for missing information or possible issues before you sign the
document. If DTS detects errors or unusual items in the document, it displays a flag on the Pre-Audit
Trip screen (Figure 5-28). You must justify each flagged item before DTS will let you sign the
document.

Follow the steps below to pre-audit a document:

1. Select Pre-Audit from the subnavigation bar.
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Logged In A=: Eric T west Document Name: EWO40516_L01 Screen ID: 10656 T i 7
Traveler Name: Eric T West Document Type: Local Woucher Help for this screen
"% Defense Travel System Expenses Accounting Addition al Options W
A New Era of Government Travel
Print Document
Review the details for this trip Delow.
DoD mandates split disbursement for transportation, lodging and rental car expenses. Click here for memorandum
Reference Information
Reference:
Is this for Conference Attendance: No
Conference/Event Mame:
Document Comments
Comments to the Approving Official:
_Eait
HMethod OF
Date Expense Type Event Purpose Actual Cost Allowed Cost | et B O ¢
Eait 03/30/16 Tolls (highway bridge etc) Service Conference $6.00 56.00 Fersonal
03/31016 Registration Fes Service Conference $45.00 54500 GOovCC-Individual
03,3116 Rental Car Service Conference 3125.00 $125.00 GOwVCC-Individual
03/31/16 Tolls (highway bridge etc) Service Conference S6.00 56.00 Personal
Edit 04 01716 Tolls (highway bridge etc) Service Conference S6.00 56.00 Personal
O4/02/16 Tolls (highway bridge etc) Service Conference S6.00 56.00 Personal
Edit Da/05/16 Meal Service Conference S15.40 S15.40 GOVEC-Individual
Total: 5209.40
Mileage:
One-\Way
Date From Location  To Location Expense Type Event Purpase SIOMELEr | pites ERERS RIS
wiles e Rate Cost
. RES: . Private Auto Mileage - Service
Egit 0405, 18 T ey Battimore, mp | Brivats Aot i Seree 56.0 s 0.54 $24.24
. N RES: Private Auto Mileage - Service
Gasoss Baltimers, M0 | guantico,va Cremer/Operator Conference 5e.0 = .54 s24.24
Total: sa5.48
Accounting Summary  Edit
Accounting Code: 16 CONFERENCE
PILEAGE: 548.48
OTHER: S15.40
REG. FEES: S545.00
RENTAL CAR: 5125.00
TRANSPORT: 524.00
16 CONFERENCE Sub Total: 5257.38
Calculated Trip Cost: 5257.88
Disbursing Summary
Total Frior Payments: 50.00
Balance Due US: 50.00
Net Distribution
Personal($): S5T7Z.48
Inghidual GOVCC(S): 5185.40
Total{$): 5257.88
Document Totals Summary  Edit
PILEAGE: Sas.48
OTHER: 515.40
REG. FEES: s45.00
RENTAL CAR: 5125.00
TRANSPORT: 524.00
Calculated Trip Cost: 5257.88
Save And Proceed To Pre-Audit |
Proceed to the following page: [Pre—Audit ~ ﬁ

Figure 5-27: Preview Trip Screen
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The Pre-Audit Trip screen opens (Figure 5-28).

Logged In As:  Eric T West Document Name: EW040516_L01 Screen Dz 1043.2 Close Window
Traveler Mame: Eric T West Document Type:  Local Voucher Help for this screen

% Defense Travel System Expenses Accaunting Additional Options M
ANew Era of Government Travel

Preview Trip Pra-Audit

Help for this screen

Below are any items that were "flagged” for this trip. You must provide comments in the ‘Justification to Approving Official’ text field for flageed
items. When you are finished, or if there are no flagged items, click "Proceed To Digital Signature.”

DoD mandates split disbursement for transportation, lodging and rental car expenses. Click here for memorandum

0 Items have been Flagged in this Travel Document

| Save And Proceed To Digital Signature |

Proceed to the following page: IDigital Signature ﬂ | Continue

Figure 5-28: Pre-Audit Trip Screen

2. Enter any comments in the Justification to the Approving Official text box. //Lerae - suggest
you use a screen shot that shows this box.//

3. Select the Save And Proceed To Digital Signature button when you have entered all
justifications.

5.6.3 Apply Digital Signature

Follow the steps below to apply the digital signature to a local voucher:

1. Select Digital Signature from the subnavigation bar.
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The Digital Signature screen opens (Figure 5-29). The only stamp available to you is SIGNED. You
may enter remarks into the Additional Remarks field. The screen also displays pending routing
actions and the document history.

Traveler Name: Eric T West Document Type: Local Vaucher Help for this screen
% Defense Travel System Expenses Accounting Additional Options M
A New Era of Government Travel

Preview Trip Pre-Audit Digital Signature

RETURN TO LIST

Click below to stamp and submit this trip authorization for routing and approval. By submitting you are legally signing this document.

Document Action

* Submit this document as: ISIGNEDﬂ
Routing List: IDTMOﬂ

Additional Remarks:

Submit Completed Document

Pending Routing Actions

Awaiting Status Change To By Level
SIGNED Eric T West 0
Document History
Status Date Time Mame Remarks
CREATED 04/05/18 0845 Eric T West

» View Reasons for Audit Failures

Figure 5-29: Digital Signature Screen

2. (Optional) Select the Routing List drop-down list arrow and select a routing list, if the document
requires a routing list that is different from the default.

A message displays to inform you that you must stamp the document SIGNED to initiate the new
routing list.

3. Select OK.

4. Select the Submit this document as drop-down list arrow and select SIGNED.

5. (Optional) Complete the Additional Remarks field.
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Chapter 5: Local Voucher
Note: If at any point in the document history the local voucher failed a DTS audit, you may view the
reason for the failure by selecting the View Reasons for Audit Failures link.
6. Select Submit Completed Document.

The Stamp Process screen opens. You must confirm that all expenses you have claimed are honest
and accurate.

7. Select Save and Continue.
The Digital Signature Login window appears.
8. Complete the PIN field.

9. Select OK.
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