


 

Hover over Official Travel and 

select Local Voucher 



 

Click on the Create New Local 

Voucher  



 
Select the travel date and click OK 



 

This will only appear if you do 

not have a GOVCC. If that is 

correct click No. If it is 

incorrect click Yes. 



 Select the Expense Type and 

enter the purpose, cost, date of 

the expense, and the Method of 

Reimbursement for all expense. 

Once your done click 

the Save Expenses Tab. 



 

Select the type of mileage 

expense, type in an event 

purpose and then type in how 

many miles they drove, and 

select the day of the expense. 

Once you are done click the Save Expense Tab. 



 If you select Private Auto Mileage you 

will need to select where you  are 

departing from and where you are 

going to 



 

Then select whether you want to compare you 

mileage to your daily commuting distance or how 

much it costs for you to get to work (public 

transportation). After you select either mileage or cost 

you will enter how many miles you drive to work or 

how much you spend to get to work. Then enter the 

mileage and check the box if you want the System to 

create another expense for the return trip. 

After you are done scroll  

down and save the  

expenses.  



The reason you have to enter how far you 

drive to work or how much it costs to get to 

work is because you only rate mileage that 

exceeds your local commuting distance. 

So your reimbursement will be limited to 

costs that exceed your local commuting 

distance. 



 
To upload Substantiating Records click 

Browse select the file you want to upload then 

click Upload. 

 



 

When you are finished adding in 

 all of you expenses you need to  

 select a Line of Accounting. Simply  

 go to the Accounting page and select 

 appropriate LOA from the corresponding  

 drop down. 



 

Once you believe 

you are done with 

your trip click on 

Review/Sign. This 

will bring you to the 

Preview page. Scroll 

down and review 

your trip to make 

sure it is correct. 

Once you are 

satisfied with your 

trip proceed to the 

Pre Audit page. 



 
Once you get to the Pre Audit 

Page you need to input 

Proper Justification for the 

Flagged Items in your 

Document. 



 

After you have entered 

 proper justification for your  

 flagged items click on the  

Save and Proceed Tab. 



 

Once you are done 

 click on the Submit 

Completed Document  

link. 

Make sure you 

select the correct 

routing list (CPEN)  



 If you require any assistance, please 

contact your Unit DTS representative. 

They are your Organizational Defense 

Travel Administrator, and are normally 

located within your S-1 shops. 

 If they cannot assist you for any reasons, 

please have them contact the I MEF DTS 

HELPDESK. 


