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Completing a DTS Voucher



Minimum Needed For an SSO Voucher
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• Original orders
• All ORDMODS (if you received any)
• Signature page (wet signed or downloaded from NSIPS)
• Itemized lodging receipt (if lodging was used)
• CWT SATO invoice (if you flew) 
• Completed CTW (Constructed Travel Worksheet) if you 

used POV
• Rental Car Receipt w/ gas receipts (if you had rental car)



Step 1: Select “Create New Document”
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Creating Voucher



Step 2: Select “Voucher”
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Creating Voucher



Step 3: Select “Create Voucher”
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Creating Voucher

Select the authorization 
that appears here to 

create a voucher for it

*If nothing populates in this drop 
down, please email the N14 Travel 
distro*



Step 4: “Click Vouchers” tab to locate voucher to edit 
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Creating Voucher



How to Upload in Voucher 
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Click on the “EXPENSES” tab (on the left side.)
Click the “Add” button to attach an expense/document.

Expenses 
are added 
in this tab

Click here 
to add 
expenses



Uploading Orders/ORDMODS and Signature Page to DTS 
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Select from the drop down the type of expense you need to add.
*If you cannot find the exact type you need, you can just select “documents” and 
attach your receipt to it.* 



For Example: When adding your Orders, you would 
select “Documents,” then select “Travel orders.” 
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*You can also 
type into the 
search exactly 
what you are 
looking for.* 



Once you’ve selected what type of document you are adding, 
it will prompt you to attach the file/receipt.
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Attach all orders, 
ORDMODS, and 
signature page here



How to Find Orders/ORDMODS and Signature Page
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• Log into NSIPS
• Click “Employee Self Service” from the menu



How to Find Orders/ORDMODS and Signature Page
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• Click “View”



How to Find Orders/ORDMODS and Signature Page
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• Click “AT/ADT Orders Signature Page”



How to Find Orders/ORDMODS and Signature Page
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• Retrieve orders/ORDMODS and signature page

*If your signature page is completely blank (NOT SIGNED) and you have been off orders more 
than 5 days please contact the OIC or POC on your orders to request proper E-mustering*

This will have your 
signature page.

This will have 
your full 
orders and 
ORDMODS.



Itinerary VS Invoice
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• This is a SATO Flight itinerary. If 
you are booked flights and/or 
rental car you will receive an 
email with this attached. We 
cannot retrieve your itinerary 
for you. 

• Your voucher will 
automatically be returned to 
you if you do not have the 
invoice attached.

• If you cannot find this in your 
email you will have to request 
the SATO INVOICE from their 
website.



Itinerary VS Invoice
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This is a SATO Flight 
invoice. The traveler is 
responsible for getting 
this document from 
CWT SATO chat 
function. 



CWT SATO Invoice Retrieval 
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Step 1: Google “CWT 
SATO” in google search 
engine
Step 2: Click on CWT SATO 
result

Step 3: Select “New: CHAT 
WITH US” function
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Step 4: Select “CHAT WITH 
US”

Step 5: Fill out requested information and enter 
chat

Do not use government email

Record locator found on itinerary



Uploading the CWT SATO Invoice
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• Upload SATO invoice into the pre generated flight expenses
• If you had multiple flights on different airlines, please retrieve each invoice from 

your specific record locator
• If the prices do not match do not adjust them! A civilian will balance the CBA 

account.

Upload 
here



Rental Car Receipt 
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Always return 
car full 

Compact cars only 
unless they have to 
upgrade due to 
availability. Charge has 
to be the compact car 
as seen here

GARS should 
be listed

Must be final total 
(as shown)…not 
“estimated”

RECEIPT MUST SHOW “FINAL” OR “TOTAL” COST. CANNOT SAY 
ESTIMATED.



Closing Remarks
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• If you think you are authorized reimbursement for an expense add it to your voucher
• Utilize the JTR and other internet resources
• Read your orders to fully understand what you are entitled to. 
• If any questions arise, please reach out to our travel distro at cnrfc_n14_travel@us.navy.mil


