
DTS Evacuation Guide
TRAVIS AIR FORCE BASE, AUGUST 2020



This is a how-to guide for filing your evac voucher in DTS. If you are 
completing a DTS voucher for the evacuation then you must:
1: Have evacuated

2: Be a military member or DoD employee
3: Have a marital status of single with no dependents or your 
dependents did not evacuate



If at any time you are not sure what to do, you 
receive an error code, or you do not have a DTS 
profile then contact your unit DTS monitor. Every 
unit has at least one and they are there to assist you
If you do not know who this is then contact your CSS 
reps and they can point you in the right direction



Overview
Pre-Filing

DTS Authorization
◦ Create Itinerary
◦ Trip Overview
◦ Your Trip Details
◦ Select Lodging Page
◦ Review Reservation Selection
◦ Expenses
◦ Mileage
◦ Lodging
◦ Substantiating Docs
◦ Accounting
◦ Review
◦ Common Audit Flags
◦ Sign

File The Voucher



Pre-Filing
UPDATE YOUR PERSONAL INFORMATION

-Personal Information

-Address

-EFT and Credit Card Accounts 



DTS Authorization 
Scroll to + Create New Document

Select “Routine TDY Trip”



Create Itinerary 
1. Arriving:

08/19/2020- Day Evacuation orders dropped

2. Departing:

08/21/2020- Date returned, not to exceed dates listed on Orders

3. TDY Location: Safe Haven Location (area evacuated to)

4. Traveling By: Other

5. Rental Car: No



Trip Overview
6. Leaving on and Returning to will automatically populate

7. Leaving From/ Returning On:

Select “My Residence” 

Or If you live ON BASE, select “My Duty Location

8. Trip Duration:

Select the applicable duration of your trip

9. Returning By: Other

10. Time of Day: Morning, Afternoon, or Evening



Trip Overview
Note*

If you stayed overnight at more than one location/zipcode, 
press the plus button to add another stop

If you stayed at multiple hotels in the same area/zipcode, 
then you do not have to add another location



Your Trip Details
11. Type: Temporary Duty Travel (Routine)

12. Purpose: Emergency-Personal

13. Description: Evacuation Orders

14. Conference/ Event Name: Not Attending

15. Select “Continue”



Select Lodging Page
Select “Skip Booking”
-since this trip already happened,

we can skip this part.



Review Reservation Selections Screen
No Action Needed

Select “Continue to Expenses”



Enter Expenses
Select “Add”



Mileage
1. Select “Mileage Expenses” 2. Select “Private Auto- To/From TDY 



Mileage Cont.
Select Type: Private Auto – To/ From TDY

Expense Date: Departure Date

Start Location: Your home address

End Location: Evac location

Method of Reimbursement: Personal

Press “Add”



Mileage Cont

The departure mileage has been added!

To add the return mileage, press the vertical dots button and then press “Duplicate Expense”



Lodging Expenses
Select three dots

Select “Edit Per Diem”



Lodging Expenses Cont.
Select to update lodging amounts to 

reflect the amounts paid on 

Lodging Receipt.

*Lodging taxes will be claimed as a 
separate expense

Press the top vertical dots button to get 
started



Lodging Expenses Cont.
Select the dates that you want to edit 
Per Diem for

If you stayed at multiple hotels with 
different rates then simply edit the date 
range that applies for the hotel you 
stayed at



Lodging Expenses Cont.
Scroll down to “Method of Reimbursement”:

“GOVCC-Individual”

Lodging Cost: Actual expense on receipt.

*If you stayed with Friends and Family

Lodging Cost = $0.00

*If you did not have a GTC prior to evacuation, 

Method of Reimbursement will show “Personal”. 

This may flag on the later audit screen, use 
comment “Did not receive GTC”

This is your DAILY
lodging, not total.



Lodging Expenses Cont.
Once Per Diem/Lodging is updated, 
press the “Continue” button



Substantiating Documents
Select Expenses Tab

Select Add



Substantiating Documents Cont.
Upload the following documents

1. Lodging Receipt(s)

2. Limited Evacuation Orders

+3 Amendments

3. The certification roster that 
has your name on it

*Limited Evacuation Orders and Amendments

can be found on Sharepoint:

https://eim2.amc.af.mil/org/60cpts/FSO_Resou
rces/default.aspx



Accounting
Select “+Add LOA”

Select Shared LOA

Select Label:

20 300503 7Y (DFCTP)

Select Continue



Review Profile/ Authorization
Review the next few pages, then select Continue.



Common Audits and Flags



Common Audits and Flags Continued



Sign Authorization
Select: I Agree 

Routing List: CED ORDERS- CPTS USE ONLY

*YOU MUST SELECT THE CED ORDERS ROUTING LIST.

This will NOT get approved if routed through unit.

Select: “Submit Completed Document”



Sign Authorization
Once CPTS Receives your Authorization, we will Approve your Authorization.



Filing the Voucher
After your authorization has been approved (may take a week), press the “Create New Document” 
button and then “Voucher”



Filing the Voucher
A list of potential vouchers will pop up

Select the evac trip and then your voucher will 
open up

If you were successful with all the previous 
steps then skip right down to the “Other Auths
and Pre-Audits” button on the lower left-hand 
side



Pre Audit Screen
Verify that all pre-audit items have an 
explanation and if they don’t, ensure that you 
add one

If everything is complete then scroll to the 
bottom and press “Continue”

Warning: If there is an item on this page that 
is missing an explanation then you will be 
unable to sign the voucher



Sign Voucher
Select: I Agree 

Routing List: CED ORDERS- CPTS USE ONLY

*YOU MUST SELECT THE CED ORDERS ROUTING LIST.

This will NOT get approved if routed through unit.

Select: “Submit Completed Document”



Your evacuation claim has been successfully filed! Please allow two weeks for processing time.

To reduce inquiry volume and to ensure that the proper procedures are being followed, if you 
have any questions then please get with your unit DTS monitor. If they do not know the answer 
then your DTS monitor must contact our office directly.
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