


DISCLAIMER

THIS UNOFFICIAL GUIDE IS INTENDED TO 
PROVIDE SUPPORT AND OFFER GUIDANCE 
FOR COMPLETING DTS VOUCHERS FOR TDYS 
TO RANDOLPH AFB. 

THE PERFECT TRIM IS NOT RESPONSIBLE FOR 
ANY IMPROPERLY COMPLETED AND/OR 
SUBMITTED DTS VOUCHERS. 



Log In to Defense Travel 
System (DTS)

Select “Create New Document”



Select “Voucher”

Select “Edit Itinerary”



Edit the dates as needed. 

Note: “Leaving From” and “Returning 
To” will be your Duty Station 



Select “Continue”

Description may be PIT, RPA, 
PIQ, PCO, LAC, LIQ, etc.



Continue to Follow DTS Guide 
starting on page 8

DTS Guide:

https://media.defense.gov/2022/May/11/2002995240/-1/-
1/0/DTS_GUIDE_3_VOUCHER.PDF

I could continue to do a frame for 
frame instruction, but as far as 
guides go…this one is pretty good!

Special Note: 



If you DO NOT 
have Non -
Availability 
(Non-A)

(pg 32)

Select

Check All

SelectSelect

Select



If you DO have 
Non -
Availability 
(Non-A)

(pg 32)

Select “Receive Full Meal Rate”

Select



SPECIAL NOTES 
& 
AUTHORIZATION 
CODES

(pg 41)

Special Note: If you drive to your TDY location 
(compared to flying), you must complete a 
Constructed Travel Worksheet (CTW).

Note: You may receive the following “Flags” in the Pre-Audit 
section. If you do, insert the following as “Reason Codes” from the 
drop down and text boxes.

Available DoD Lodging was not used for: 
Reason Code (drop down): L4 - Personal Choice/Limited Reimbursement
Justification (typed): “Stayed off base for better living conditions”

No Lodging Reservations Exist From: 
Reason Code (drop down): L4 - Personal Choice/Limited Reimbursement
Justification (typed): “Stayed off base for better living conditions”

VCH COST (TRIP 1) IS NOT WITHIN 15% of AUTH EST COST: 
Justification (typed): “Drove POV to save money on rental car”

TRIP START/END DATE NOT AUTHORIZED
Justification (typed): “Dates changed due to training pipeline backup”



USEFUL  
LINKS & 

RESOURCES

Constructed Travel Worksheet Home page: 
https://travel.dod.mil/Programs/DoD-Travel-
Systems/Constructed-Travel/

Update Authorization Trifold:
https://https://media.defense.gov/2022/May/13/2002996882/-
1/- 1/0/UPDATINGITINERARYAUTH.PDF 

Update Voucher Trifold:
https://media.defense.gov/2021/Nov/08/2002889408/-1/-
1/0/VOUCHER_FROM_AUTHORIZATION.PDF 



USEFUL  
CONTACTS 

502 CPTS may provide guidance and answer 
specific questions pertaining to completing your 
travel authorization and/or vouchers.

JBSA-Randolph AFB-DFCSA, TXSite POC
210-221-4321/0858 DSN 471
210-221-4321 DSN 487

usaf.jbsa.502-abw.mbx.502-cpts-dts@mail.mil

The Installation Management Office at Ft. Sam 
Houston may also provide relevant guidance for 
U.S. Army and other personnel temporarily 
stationed in the area.

HQ IMCOM G8 OCO TCS

sarmy.jbsa.imcom-hq.mbx.ocotcs-dts-orders@mail.mil


