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CHAPTER 1: OVERVIEW/GETTING STARTED

This chapter explains the following:

*  The purpose of the DTS Document Processing Manual
* Anoverview of DTS

* Anoverview of DTS Training Materials and Media

* DTS Help Desk Information

*  How to access the DTS Website

1.1 What is the Purpose of this Manual?

This manual provides a “how to” approach to training on the Defense Travel System (DTS). Defense
Travel Administration (DTA) personnel learn the basic concepts and receive instruction on how to perform
administrative setup and maintenance functions. Updates to this manual are available on the DTS Web
Portal (see Section 1.6.3):

www.defensetravel.osd.mil

1.2 Who Should Use This Manual?

This manual provides training materials for User/Travelers, Travel Clerks, and Authorizing Officials.

1.3 What is the Defense Travel System?

1.3.1 Introduction

DTS is a large, complex computing system. It provides Department of Defense (DoD) users/travelers
with travel planning and reimbursement capabilities. They can create travel authorizations, make trip
reservations, and route travel requests for approval. The system uses DoD Public Key Infrastructure
(PKI) certificates to digitally sign documents.

When the trip is complete, the user/traveler files a voucher that is routed for approval. Once approved,
it is sent to the Defense Finance and Accounting Service (DFAS). A funds transfer from DFAS to the
user/traveler’s bank account completes the process. When fully deployed, DTS will serve approxi-
mately 3 million DoD users/travelers.

DTS is enhanced Commercial-Off-The-Shelf (COTS) software. Interfaces have been addedfor making
airline, lodging, and rental car reservations. There are plans to add making rail reservations possible.
Users/travelers access DTS through the DTS Web Portal located at www.defensetravel.osd.mil
(Figure 1-1). The acronyms and appendices referenced in this document are available under Training
and Training Manuals. .
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1.3.2 Features

Figure 1-1: DTS Web Portal Window

DTS provides full functionality, accessibility, scalability, supportability, and security when processing
trip requests and travel vouchers. Users/travelers can easily check for information on airline, hotel, car
rental, and rail availability. All the details needed to plan a trip can be gathered.

DTS provides real-time availability for air, lodging, and rental cars. It provides easy access to commer-
cial travel information. DTS meets the major functional requirements of DoD, serving the needs of all
users. They include users/travelers, DTA personnel, Authorizing Official (AO), the Commercial Travel
Office (CTO), Transportation Officer (TO), and Disbursing Officer (DO).
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Chapter 1: Overview/Getting Started

1.4 Benefits to the Users/Travelers of DTS—Quicker/Easier/Better

1.4.1 User/travelers, Travel Clerks/Non DTS Entry Agents (NDEASs) are
able to:

* Input and update travel documents at their workstations
»  Update travel preferences in a personal profile
*  Use Travel Authorization (TA) information to prepare a voucher

* Input and digitally sign trip information
e Determine the status of an Authorization or Voucher from Authorization at anytime

* Receive quicker travel reimbursements
1.5 Users/Travelers Process

1.5.1 Connected User/Traveler

Trip Planning: The user (user/traveler, unit clerk/Non DTS Entry Agent (NDEA) logs on to DTS
using a PKI. A PKI can be either a digital signature diskette or Common Access Card (CAC). The user
completes a trip itinerary. This creates the TA Request for routing to their AO for approval. The user
can make specific arrangement requests by selecting the Reservation Module. Here the user selects air,
lodging, car rental, and rail arrangements, and enters the departure and arrival information for their
itinerary. Finally, the user enters the specific arrangement request in the Comments window.

Figure 1-2 shows a typical trip planning and TA process for a connected user/traveler.

6

Complete
"Should Cost"
Trip data
Bequest Avgggiliw CTO makes
"Estimated Cost" % Search 12 % reservation
3 q Changes from
PNR approved

ticketin
g 1M for ticketing

Calculated 7 o]
"Should Cost" Routing |3
& t B
= N-)
o =
PNR , 4
9
PNR 10
Approved
| "Should Cost" Zb

DTS GDS Availability

Figure 1-2: Connected User/Traveler
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The major steps for this process, after logon and creation of a new document, are:

1.

>

Yoo

10.
I1.

Page 1-4

Search Availability. The user requests flight availability and fare for Government contract (city-
pair) flights from the Global Distribution System (GDS). Search Availability is based on arrival
and departure airports, times, and dates.The user follows these procedures to make other air, lodg-
ing, and rental car reservations for the trip. This completes the estimated “should cost” for the TA
request.

User/Traveler Submits. The user routes the request with trip “estimated cost” by applying his/her
digital signature.

Routing. DTS routes the request to the CTO through the Passenger Name Record (PNR)-Gateway.
The PNR-Gateway changes the information from DTS format to the PNR-Gateway format for the
CTO’s GDS. Afterwards, it places the PNR in the CTO’s inbound queue.

CTO Processing. The CTO accesses the PNR in the GDS, makes reservations, and makes quality
checks. This completes an accurate reservation-based “should cost”.

The CTO places the PNR with “should cost” data in the outbound GDS queue.

Routing. After CTO processing, the PNR-Gateway retrieves the CTO data from the GDS.
Routing. DTS routes the request to the user/traveler’s AO.

AO Approval. The AO reviews and approves the TA by applying a digital signature.

Routing. DTS updates the status of the document and notifies the userof the approval. Then it
routes the TA through the PNR-Gateway to the CTO’s inbound queue for ticketing following CTO
schedules and procedures.

CTO Processing continues. The CTO tickets the itinerary as required.

The CTO updates any changes in ticketing before departure or during trip.
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1.5.2 Non-Connected User/Traveler

The trip planning process for the non-connected user/traveler can be started by a unit travel clerk

(Figure 1-3). User/travelers call (or fax) the travel clerk with their travel information. The travel clerk
completes the TA for the user/traveler following the process for connected users/travelers (section

1.7.1).

Unit Clerk/

"Should Cost"

GDS
Availability . data

@ Search

rip
Request

“Estimg)d Cost”

Calculated i
“Should Cost” i @ g
: Routing g
] =
3! :
@ ' PN
&

PNR 79)

GDS Availability

Approved
& “Should Cost”

DTS

punoquy

Non DTS Entry Agent

CTO makes
Reservation

PNR approved
for ticketing

GDS

Figure 1-3: Non-Connected User/Traveler

Note: A Travel Clerk with group access can create and sign Authorizations/Orders using the SIGNED
stamp. Travel Clerks can create but not sign vouchers for user/travelers. The NDEA is an optional
role in DTS. The NDEA can sign vouchers using the T"-ENTERED stamp.

Users/travelers might be unable to contact their unit travel clerk (e.g., after duty hours, traveling). In
this case they will contact the CTO by phone/fax to make travel arrangements. Upon completion of

travel, they will enter the information into DTS.
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1.6 Training Resources

1.6.1 Classroom Training Materials

The following DTS classroom training materials are provided:

Note: All training materials are posted on the DTS Web Portal at www.defensetravel.osd.mil. Look on
the left navigation bar under Training and Training Manuals (See Figure 1-1). This site should be
monitored regularly for updates to training manuals.

Page 1-6

1.6.1.1 Document Processing Manual

This manual provides an overview of document processing functions. The functions involve
creating Authorizations, Vouchers from Authorization, Local Vouchers, and Amendments. It
includes instruction on advanced topics such as Scheduled Partial Payments (SPP), Advances,
Group Authorizations, and AO procedures. It may be used in the Train-the-Trainer (TTT)
classes for users/travelers and AOs.

1.6.1.2 DTS User’s Manuals

1.6.1.2.1 Defense Travel Administration (DTA) User’s Manual

This manual is used in the DTA training classes. It provides instructions on System
Administration functions relative to document preparation administration. Functions
needed to administer document processing and budget setup are reviewed. The DTA uses
the DTA Setup Client Tool for the introduction of site information into DTS. The DTA
uses the DTA Maintenance Tool and the Budget Module to perform routine maintenance
and updates.

1.6.1.2.2 Centrally Billed Accounting (CBA) Reconciliation User’s Manual

This manual provides instructions for performing CBA Reconciliation functions. It
focuses on site TO reconciliation procedures.

1.6.1.2.3 Setup Client Tool User’s Manual

This manual provides instruction on the Setup Client Tool. It focuses on the lead DTA and
what he/she must do to set up a site. The tool is a stand-alone Access Database.

1.6.1.3 Practical Exercises

Practical exercises unique to specific situations are used in training classes to reinforce the
objectives.
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1.6.2 DTS Web Portal—Training

Users access the DTS Web Portal (Figure 1-4) using the following web address. Follow the link to the
Training section on the left frame:

www.defensetravel.osd.mil

Search DTS | Go!

Defense Travel System

A New Era of Government Travel

Web Accessibility | Privacy and Security Hotice | Site Map

Home Training

About DTS

oo s Evonte Training Overview r
Training ]

Change iz a powerful enabler
when vou know what to expect,
howe it will impact wou, and what
steps vou can take to benefit
from it. DTS training solutions will
empower users and travelers to take full advantage of the new
and improved Defense Travel System [DTS), starting now.

The Defense Travel System Team is committed to a smooth and

Deployment successful implementation of 0TS, To get administrators up and

e runmngl fast, the DTS Team \u\nlllpro\nde tra1n1nglsess1ons at
approximately 250 sites worldwide, DTS uzers will learn the

DTS Limited features of the Jefferson Release as well as the associated

Help Desk policies, procedures, and functions.

Documents &
With the wariety of training materials available, learning this

Downloads

system will be a snap, Training guides are available online via the
pelesoinly website, In addition, several tri-fold Job Aids/Quick Reference
Contacts Guides are also available for downloading from the 0TS Website,
Links

DTS Online Training. The 0TS Web-Bazed Training (WET) provides

: training for both new and experienced DTS uzers on Document
Premium Class Travel

Approval Authorities
Have Changed.

Processing (DP), Route and Review, Defenze Travel Administration
[DTA), and Centrally Billed Account (CBA) Reconciliation
Procedures, Although the OTS WET iz designed to give self-paced
instruction and practice on all DTS functionality, users may study
only those modules needed for their use of the DTS, For
example, individuals using DTS to prepare travel documents should
work through the Basics and Traveler modules,

Enter your email address Training Materials. Two manuals, the Document Processing (DP)

below ta subscribe to DTS Mhanual and the OTA User's ianual, provide step-by-step
email updates instructions on how to connect to DTS and perform all the
necessary user functions, The DP Manual provides instruction on
Iemail address . L L .
the basic travelerfuser and Authorizing Official (40) functions of

e | the DTS, This manual teaches users how to create, sign, and
review authorizations, vouchers from authorizations, local

Training Manuals

Check here for the latest

updates to the DTS Training

Manuals. ..

=+ DTS Centrally Billed
Account (CEA)

Reconciliation Leszon Plan

=+ DTS Change Management

Leszan Flan

=+ DTS Training Concept of

Operations (COMOPS)

Check Here for the latest
updates to the Quick
References Section...
+ A0 Cancellation
Procedures

+ Traveler Cancellations
Procedures - With MO
CTO

+ Traveler Cancellation
Procedures - With CTO

Curriculum

Check Here for the Latest
Updates to the Training
Curriculum. ..

=+ Centrally-Billed Account

(CBA) Integrated Training

Curriculum

+ DTASDTS Integrated
Training Curriculum

Figure 1-4: DTS Training Section Window
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1.6.3 DTS Web Portal Training Section Information

The left panel of the Training Section window (Figure 1-4) under the Training menu has these
options:

1. DTS Online Training—On-line training is available in several different areas. The DTS Web-
Based Training (WBT) provides training for both new and experienced DTS users on Document
Processing (DP), Route and Review, Defense Travel Administration (DTA), and Centrally Billed
Account (CBA) Reconciliation Procedures. The DTS Demonstrations are “silent movies” showing
the steps and screens to complete various tasks within DTS. You should contact your LAN Admin-
istrator to download and install each application to your PC. Once an application is installed, click
on the program to start the self-paced demonstration. The DTS Policies and Procedures Web-
Based Training (WBT) course will provide the user with important information on the background
and history of Defense Travel System (DTS) and travel in accordance with the JFTR/JTR, Appen-
dix O, the policies and procedures that govern travel when using DTS.

2. Training Materials—Instructor and student training materials that can be downloaded from this
section of the web page in PDF format. Updates to DTS training guides and materials are posted in
this section of the web pages. Users should periodically check the web pages for the latest updates.
Users may download an entire training guide, which will provide them with an electronic version
of the manual with a search capability. Note: Acrobat Reader is needed to view this material. A
link to this free program is available on the training web page.

3. Quick References—Tri-fold/Quick Reference Guides (DTS Job Aids) are available for down-
loading/printing in this section.

4. Event Presentations—Powerpoint presentations from past and present DTA Seminars and other
events are provided in this area. The files can be downloaded or viewed on-line.

5. Training Site Survey—An Internet-based tool that displays a set of comprehensive questions and
collects information about DTS training sites and schedules from the training site POC (A
password is required for access to the section.) The DTS PMO issues the necessary password to
the training site POC.

6. Curriculum—The various DTS training class curricula are available for downloading from the
DTS Web Portal.

7. Acronyms—Listing of a commonly used set of acronyms and definitions used in DTS.

1.6.4 Web-Based Training

The Web-Based Training (WBT) course is a self-paced training tool.. It is available through the DTS
web portal under the Training section. The course provides training for those who have not attended
formal classes. It also provides training for those who need help with more complex DoD travel proce-
dures (Figure 1-5).

“’% DTS Web-Based Training

¥*DTS Basics Traveler LD DTA CBA Site Map | DTS Home
DTS System DTS Login Profile Yalidation Help Desk

Figure 1-5: DTS WBT Home Page
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The WBT application contains five sections:

The first tab, “DTS Basics,” provides an overview of DTS. It briefly describes how the document
process works. Training content and format is presented, along with information on status codes and
stamps. The last part describes how to login to DTS.

The second tab, “Traveler,” provides an overview of travel document processing. It also provides
detailed information on advanced topics (e.g., Group Travel SPP/Advances).

The third tab, “Authorizing Official (AO),” describes and demonstrates the process for documents
done in the Route and Review module.

The fourth tab, “DTA,” provides new Organizational DTAs with a description of the DTA Mainte-
nance Tool. It focuses on the functions and procedures they will perform.

The fifth tab, “CBA,” provides the TO with a description of the CBA Reconciliation Tool. It focuses
on the procedures they will perform.

You may access these tabs by clicking the top of the menu bar in the WBT application.

1.6.5 DTS Deployment System

Documents covering the DTS Fielding Process are available on the DTS Web Portal under Deploy-
ment.

1.6.6 DTS Program Management Office (PMO) Web Portal
Access the PMO’s DTS Web Portal by entering www.dtic.mil/travelink/ (Figure 1-6).

= Program Management Office @uwsicessiy
A New Era Of QUSETI  VISION & | EXECUTIVE TRAVEL & CONTACTS | LINKS
Government Travel MISSION SUMMARY “TRANSPORTATION
Welcome to the
B D @ welcome
site!! Program Management Office-Defense Travel System (PMO-DTS)
What's new? The Program Management Office Weh site serves as an information repository and communication vehicle from the DTS Program Director, Col Larry Schasfer ta TRAVE
the DTS community. In addition, the Web site provides official Trawel % Transportation Information and access to key PMO documents as specified by the %&I./rd"
Pragram Dirsctar, = "\‘p
LTI
) “ [ ) 2
Most DTS specific information may be found at the Defense Travel System Web site at www.defensetravel.osd.mil é," =

Check out

Defense @
Travel System
(DTS) Web site

wyw.defensetravelosd.mil

About the PMO

4 DuD Travel Reengineering Task Force was formed to study the existing travel system and concluded that it was fragmented, inefficient, expensive ta administer, and occasionally
impeded mission accomplishment. 1t established new travel policies, procedures, simplified entitiemants, and recommendsd the travel process take advantage of automation to becoms
traveler frisndly and efficient, The Program Management Office-Defanse Travel System (PMO-DTS) was established to implement these recommendations and acquire reengineered travel
=Tatier=t o contract from commercial vendor

Figure 1-6: PMO’s DTS Web Portal
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1.6.7 .Help in DTS

For help, click the Help for This Screen link in the upper right corner of the screen. A window
appears that contains help material for the current window (Figure 1-7). By clicking on each help
topic, more information displays related to that topic. The Show Table of Contents link allows you to
search the entire help database for information related to any topic in DTS.

See Table of Contents

Trip Overview

This is the opening screen for creating a travel authorization or order.  This screen shows general details of your trip such as
departure location, dates, and return location. The starting point will either be your home (residence) or office (duty station). You
will select your trip type and purpose in this screen.

Once you add your information, a Trip Surnrmary is displayed to the right.
(Click on terms below to see more information)

Cwerall Starting Point Information
e Select g Location OR Enter a Starting Point
e Start Date
o Calendar button

Cwerall End Point Infarmation
e Select g Location OR Enter an Ending Location
e End Date
o Calendar button

Other Trip Infarmation
Trip Type

Trip Purpose

Trip Description {optional)
Trip Duration
Authorization Number -
Authorization Date

Trip Nurmber
Cornments for Travel Order
Use Preset Comments hd|
Figure 1-7: DTS Help Window
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1.6.8 DTS Help Desk Information
The DTS Magic Help Desk uses a three-tier structure.

1. Tier I—Users/Travelers use supplementary materials to help answer basic questions. Those
materials include:
e Local tri-fold
*  Web Base Training (WBT)
*  Manuals/User guides
*  On-line help desk (Notifications, Bulletins, and FAQs)

2. Tier II—Local DTS Magic Help Desk helps answer questions that cannot be answered at the Tier
I'level. Local help desk may consist of the LDTA, FDTA, TO, and IT. They can provide the Users/
Travelers with local business policy and DTS functionality support. It can create help desk tickets
for Tier III and check ticket status.

3. Tier III—Helps with problems that cannot be solved at the Tier II level. Tier III is located at
Northrop Grumman Mission Systems. Only authorized users from the Tier II Level can access it.
Authorized users can access Tier III help desk using the following:

Help Desk Telephone Numbers:

«  1-800-832-9007 Toll Free
« (703)968-1668

Help Desk Fax Number: (703) 968-2107
Help Desk E-mail: dtshelpdesk@ngc.com

Note: Authorized users may access the Help Desk from 8:00am - 5:00pm, Monday- Friday, EST.
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1.7 Logging on to DTS

Launch Internet Explorer (IE) or Netscape Navigator. Enter the DTS web portal address in the address bar:
www.defensetravel.osd.mil.

Note: IE version 5.01 or higher can be used. Netscape Navigator version 4.8 or higher can also be used.

1.7.1 Using a Hard Token Certificate—Common Access Card (CAC)
1. With your CAC in the CAC Reader, click the Log In button in the Login to DTS box (Figure 1-8).

K Defense Travel System Search DTS | Go!

A New Era of Government Travel

Web Accessibility | Prvacy and Security Notice | Site Map

e Welcome to DTS!! E] Rt

About DTS

welcome to the new era of Click an the ican ta the

News & Events government travel that can really [afifor deatails
Training take you places.
Fielding Featuring the best practices in Recent Updates

industry and plug-and-play
System Status components, Defense Travel System

Here vou'll Find Quick

DTS Limited streamlines the entire process Links to Recently Added or
T involved in global Department of Updated Documnents on
SR Defense (DoD) travel. the DefenseTravel Site...
Documents &
Downloads # Welcome ta Online
Release Info WrAiing
H DTS at PDI 2003
Contacts . . .
First Time Users : Trainin ; i L
Links : 2 : e # Notification 5/23/03 -
Click below to i Click below to | Click below to Enhanced Jefferson is
. learn mare about  © login to the BETA | begin using the Coming on June 23!
Click Here DTS and the tool H : : :
- an etools  © Enterprize Wide | Defense Travel
L. i : :
required tor use. | Training System | System (DT5) @
(DTA) Seminar s E3 LOG IN
Information : : :
Follow the link below to
view flight information
+ Flight and Airport
. Minot AFB Information
Sign Up For

Email Updates
Ellsworth AF8

= Defanse Logistics Agersy
Iemall address Batle Creek Latest News

Aberdeen Proving Ground

Subscribe | Waghington, DC*
Richmond, VA"2 Read the Latest News

Nellis AFEB Soint Forces About the Defense Travel
X Fort Campbedl .~ Stafl Collage

5 Systemn,
o . Camp Pendeton Mance AFB
¥i
Enjoying Our New Site? FHLC PR, Beaulort Maring + DTS at PDI 2003
L ‘;g Fe dbac . Carps Air Saticn
# DTS at May 2003 NDTA
THEM ArE Conference
Wsshingtan, DC* Defense Travel System
Navy. Chiaf Informaticn Office
Chief of Naval Operations [OPNAY N4} Mnlinase TRNY Traual
HC, Manne Corps s e e bt pratnyFgea
HC, Dedense Finance & Accounting Service
Program Management Offica. & Travel System (PMO-OTS)
Dept. of Defensa Education Acthity (DoDEA)
Defense Secunty Cooparation Agency (DISCA)
Richmond, VA
Defense Supply Center (DSC) Richmond
Back to Top
Figure 1-8: DTS Web Portal Window
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Note: You must leave your CAC in the CAC Reader for the entire DTS session. DTS will periodically
read from the CAC Reader. If DTS does not recognize the CAC in the Reader, an error message will be
displayed.

2. When the Security Alert statement appears, select the Yes button (Figure 1-9).

Security Alert |

Information vou exchange with thiz site cannot be viewed or
2 changed by atherz. Howewer, there iz a problem with the site's
zecunty certificate.

The zecunty certificate wasz izsued by a company you have
not chozen ko bust, Yiew the certificate to determine whether
you want to trugt the certifping authority.

a The zecunty certificate date i valid.

The zecunty certificate haz a valid name matching the name
of the page vou are tving bo wiew,

D'a you want to proceed?

Yes | Mo I Wiew Certificate

Figure 1-9: Security Alert Statement Window
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3. When the DoD Privacy and Ethics Policy statements appear, select the Accept button. If you do
not wish to continue, select the Decline button to return to the web portal (Figure 1-10).

"% Defense Travel System

A New Era of Government Travel

Please read the following DoD Privacy & Ethics Policy concerning DTS website, travel, and usage. By
signing in to the DTS System, you agree to the terms and conditions of use.

This is a DoD interest computer system. All DoD interest computing systems and related equipment are intended for the
comrunication, transmission, processing, and storage of official U.S, Government or other authorized information only,
all DoD interest computer systems are subject to monitoring at all times to ensure proper functioning of equipment and
systermns including security devices and systems, to prevent unauthorized use and violations of statutes and security
requlations, to deter criminal activity, and for other similar purposes. Any user of a DoD interest computer system should
be aware that any information placed in the systemn is subject to monitoring and is not subject to any expectation of
privacy.

If monitoring of this or any other DoD interest computer system reveals possible evidence of criminal statutes, this
evidence and any other related information, including identification information about the user, may be provided to law
enforcement officials, If monitoring of this or any other DoD interest computer system reveals any violations of security
requlations or unauthorized use, employees who violate security regulations or make unauthorized use of DoD interest
computer systems are subject to appropriate disciplinary action,

ETHICS

Travelers must comply with the Federal and Departmental ethics rules when accepting travel benefits {i.e. goods,
services, or payment) from non-Federal sources, For DoD personnel, see Joint Ethics Regulation, DoD 5500.7-R, Chapter
4, Travelers may keep iterns of nominal value {as defined in applicable ethics regulations). Travelers may also keep
benefits received for voluntarily vacating a seat on an over-booked flight, but are not to vacate their seat if the
Government would incur additional costs or if it would affect the mission,

PRIVACY ACT

AUTHORITY: 5 U.S.C 57, Travel, Transportation, and Subsistence; 10 U.5.C, 135, Under Secretary of Defense
{Comptroller); 10 U.S.C, 136, Under Secretary of Defense for Personnel and Readiness; 10 U.S.C, 3013, Secretary of
the Army; 10 U.5.C, 5013 Secretary of the Navy; 10 U.5.C, 8013 Secretary of the Air Force; DoD Directives 7000,14-R;
and E.Q. 9397 (SSN), PRINCIPAL PURPOSE(S): To obtain infarmation for processing a request to travel at Government
expense on official Department of Defense business and for processing a claim for reimbursement of authorized and
legitimate expenses incurred as a result of such travel,

ROUTIME USE: For Federal and private entities providing travel services for purposes of arranging transportation at
Government expense for official business,

DISCLOSURE: Voluntary, however, failure to provide all of the requested information may preclude the processing of
both the travel request and the claim for reimbursement.,

DEPARTMENT OF DEFENSE: Department of the Army Marrative Statement on a New Systern of Records Under the Privacy

Act of 1974
hoocept | Decline |

Figure 1-10: DoD Privacy and Ethics Policy Window
4. Enter your password (Figure 1-11).
Note: When using CAC, DTS will allow you to enter your password incorrectly up to three times
before you are locked out. If this happens, you will need to return to the CAC issuance station to have

your card unlocked or reset.

5. Select the OK button.
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ou muzt log into your certificate to perform signature or encryption operations.
Select pour certificate’s private key file. Then, enter vaur FIM ar pazsward in

the zpace below and prezs the 'Enter’ button.  Presz the 'Cancel button to
abort the login.

F.ey File: I J

¥ Remember Certificate File

Pazzwiord: I

About DB zign | [ | Cancel |

Figure 1-11: DTS Secure Logon Window (CAC)

6. Your private page will appear after you have been authenticated by DTS. User/Traveler’s First

Name, Last Name, Organization, Org Access, Group Access, and Permissions levels are displayed
(Figure 1-12).

Logged In As:  Chris Henry Help for this screen

Defense Travel System

A New Era of Government Travel

Logoff

Official Travel ¥ Official Travel - Others ¥| Traveler Setup ¥ Reports ¥ | Administrative ¥ ROA v

. Documents Awaiting Your Approval --»  Click Here
Welcome Chris Henry

Organization:  DFCWT

My Signed Documents
org Access: DFCWT

Docurment Marme Current Status  Departure Date Type
Group Access:

o CHORLANDOFLDS2303 Any AUTH 24 HOUR  ago5i03  auh
Permission: 0,1,2,3,4,5,6

Message Center

The Enhanced Jefferson (EJ) OTS Enterprize Web Training
System [EWTS) Reference: DTS Motification May 6, 2003,
on the availability of EJEWTS, On May 7, the version of EJ
EWTS was upgraded to RC-4, & new RC-4 known problem
lizt will replace the RC-1 list and is available from the OTS
Self Support section on the Defense Travel System Web

Site
Back to Top
Figure 1-12: DTS Private Page Window
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1.7.2 Using a Soft Token Certificate—Digital Signature
1. With your diskette in the A: drive, click the Login link in the web portal (See Figure 1-7).

Note: If you remove your diskette from the A: drive before or when entering your password, an error
message will display (Figure 1-13).

‘You must log into your certificate to perform signature or encryption operations.
Select your certificate's private key file. Then, enter pour PIN or password in
the space below and press the 'Enter’ button. Press the "Cancel button to

x|

Q File "8:\J_¥3_Eric_T_Montahvo.p12' does not exist,
Please try again or press the Cancel button to abort the operation,

Ok I
gboumss.'gn| ok | cancel |

Figure 1-13: Certificate Error Message Window

2. When the DoD Privacy and Ethics Policy statements appear, select the Accept button. If you do
not wish to continue, select the Decline button to return to the web portal (See Figure 1-10).

3. Enter your Key File and Password. If you do not know your Key File, select the Browse button.
Locate and select your Key File (the name of your Digital Signature Diskette) and enter your

password (Figure 1-14).

Digital Signature Login ]

ou muzt log into your certificate o perform signature or encrpption operations.
Select your certificate's private key file. Then, enter vour PIM or pazsword in
the space below and press the ‘Enter’ button, Press the 'Cancel' button to
abart the lagin.

K.y File: || J

[ Bemember Certifizate File

Fazzward: I

About DB zign | ] 8 I Cancel

Figure 1-14: DTS Logon Authentication Window

4. Select the OK button.
5. Your private page will appear after you have been authenticated by DTS. User/Traveler’s First

Name, Last Name, Organization, Org Access, Group Access, and Permissions levels are displayed
(See Figure 1-12).
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1.7.3 DTS User ID Update—Account Activation

During the login authentication process, DTS will automatically enter the 10-digit Unique Identifica-
tion Number (UIN) from the diskette or the Electronic Data Interchange-Personal Identifier (EDI-PI)
from the CAC. The UIN and EDI-PI are User IDs. If the User ID is already activated in DTS, the login
and authentication process will continue. If the User ID is not activated, DTS will prompt the user to
enter his/her social security number (SSN) (Figure 1-15) and should use the Submit button. If the user
is new to DTS and has not been entered manually via the DTA Maintenance Tool, the user should
enter his SSN and use the Self Registration button.

User Activation

Your user account needs to be activated

If you would like your account activated, complete the
form below, The form requires that you enter yvour social
security number or other identifying information twice.,

If you need to Self-Reaqister, click "Self Reqgistration”
after entering your SSN.

Enter Social Security Il
Mumber;

Reenter Social Security I
Mumber;

Submit I Reset I Cancel

Self Registration I

If the walues entered match an account in DTS, you will
automatically be logged in.

Selecting the "Cancel" button will terminate the activation
process,

Figure 1-15: DTS User Activation Window

First, DTS checks to see if the SSN exists and is activated in the database. Next, it checks to see if the
corresponding last name matches the last name stored on the digital certificate. If they match, the user
is prompted to allow DTS to update the UIN or EDI-PI field in the database. If the SSN does not exist,
the user could use Self Registration. If the user exists but the last names do not match, the user will be
referred to the DTA for help. If the UIN or EDI-PI field is already populated, the user will also be
referred to the DTA for help.

A user might have two profiles in the database with the same name and SSN. One profile is for reserv-
ist or guard and the SSN ends in “R”. DTS will prompt the user to select one to update the UIN or
EDIPI. The user may select one or cancel without making an update and ask the DTA for help.

DTS will check to see if a user record exists. If one exists, only the UIN or EDI-PI will be updated with
the value from the digital certificate.
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Once the UIN or EDI-PI is updated, the user’s DTS private page displays. The default values for a user
completing the user profile setup are listed. They are based on the permissions and accesses granted by
the DTA. If more permissions or accesses are needed, the user should contact his DTA.

A site may switch from diskette to CAC to access DTS. The DTA will have to reset each user’s User

ID in the User Profile to the default setting by selecting the Reset User ID button under People in the
DTA Maintenance Tool. Diskettes and CACs are not interchangeable. Diskettes read an alphanumeric
series (UIN). CACs read EDI-PI numeric-only series (algorithm).

To complete the User Activation:

1. Enter your SSN associated with your digital signature certificate (Table 1-1).
2. Re-enter the SSN and select the Submit button.
3. When the entry has been validated, your DTS private page displays (See Figure 1-12).

To complete Self Registration:

1. Enter your SSN associated with your digital signature certificate (Table 1-1).

2. Re-enter the SSN and select the Self Registration button.

3. When the entry has been validated, the DTS Self Registration page displays (See Figure 1-16). The
user clicks on the Self-Registration drop-down link.

° Defense Travel System

A New Era of Government Travel »
ogoff

Self Registration

Figure 1-16: Self-Registration Drop-Down Link

This opens the Self Registration module. Users enter Recommended Information and Preference Infor-
mation. After completion, users click the Self-Registration Submit link (Figure 1-17). Users will be
notified when the registration has been accepted. They then log into DTS and continue the Site Setup.

Recommended Information  Preference Information  $elf-Registration Submit

Figure 1-17: Self-Registration Toolbar
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If your login is unsuccessful, one of two windows may appear asking you for information or

action (Table 1-1).

Table 1-1: UIN/EDI-PI Login Error Messages

Message

Description of Problem/
Resolution

User Activation: There has been a problem with login.

Defense Travel System

A New Era of Government Travel

User Activation

Your user account needs to be activated

There was a problem with the values you provided.
Please verify that the information provided is correct,

Enter Social Security I
MNumnber:
Reenter Social Security |
MNumber:

Submit I Resetl Cancel I

Self Registration |

If the values entered match an account in DTS |, you will
autornatically be logged in.

Selecting the "Cancel" button will terminate the activation
process.,

SSN entries do not match. The user
is presented with the User Activa-
tion screen and is prompted to
resubmit information by reentering
the correct SSN twice and selecting
the Submit button; otherwise select
the Cancel button.

Login Error: Your account needs to be activated

Login Error

There has been a problem with login

“our user account could not been found. Contact your DTS site
administrator for assistance.

Close yvour browser to terminate the WPN session,

If the SSN cannot be found in the
system database, the Login Error
message will appear. The User can
select the Login link again and
reenter the SSN. If still unsuccess-
ful after several tries, the User
should contact a member of the Tier
2 Help Desk.

1.8 Hints to Follow

1. Insert Diskette or CAC before selecting the DTS Login link. The CAC must remain in the CAC

Reader at all times when using DTS.

2. When the DTS Logon Authentication window displays, quickly enter your Key File and Password to

avoid being timed out.
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|98)

The Browse button helps you locate your Key File.

4. Errors may occur while authenticating. You will receive either an unnumbered or a numbered error
message stating the connection will be terminated. Select the OK button and restart the process. If the
problem continues, contact the Tier 2 Help Desk.

1.9 Error Message Information

Appendix H contains a complete list of coded error messages. See the Appendices section in the DTA
User s Manual and Training Materials.

1.10 DTS Online Help

Click the Help for this Screen link in the upper right corner of the page. This link displays a link to the
table of contents, an explanation of the welcome screen, status code descriptions, and related information.

1.11 Logging Off
To close screens and exit DTS:
1. To exit from any DTS screen, select the Close button. Otherwise, select the “X” button in the upper

right corner of the window.
2. To exit DTS, select Logoff on the page banner at the top of the window.

1.12 DTS Navigation Bar

Access to different modules on the navigation bar depends on permission levels and proper account activa-
tion (e.g., CBA, ROA, and MIS reports).

Official Travel—allows user/travelers to create four documents (Authorizations/Orders, Vouchers, Local
Vouchers, and Group Authorizations/Orders).

Official Travel—Others—allows Travel Clerks/NDEAs to create four documents for user/travelers
(Authorizations/Orders, Vouchers, Local Vouchers, and Group Authorizations/Orders).

Traveler Setup—allows users to choose form and user preferences, view available routing lists, delegate
authority, and look up per diem and mileage rates.

Reports—allows users/travelers to generate reports such as Document Summary, Electronic Processing,
and Other Reports.

Administrative—allows administrators access to the DTA Maintenance Tool, Route and Review, the
Budget Module, and Calculate Distance (DTOD).

ROA (Read Only Access)— allows authorized users to view existing Trip and CBA invoice information.

CBA (Centrally Billed Account)— allows authorized users to reconcile and certify payment of GOVCC
invoices.

Page 1-20 DTS Version 1.5.4.17, Document Processing Manual, Version 1.0.8, Updated 5/20/04

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



CHAPTER 2: AUTHORIZATION

An authorization contains more than basic travel request information. It uses a traveler's personal profile,
DoD travel policies, and budgeting features to create an order and speed the travel and reimbursement
process. An authorization captures accurate “should cost” information about a Temporary Duty/Tempo-
rary Additional Duty (TDY/TAD) trip, including any possible travel-related expenses before travel starts.
An authorization is the same as a travel order (DoD Form 1610).

2.1 Login

1. Users/travelers create Travel Documents by entering the DTS Public Web portal:
www.defensetravel.osd.mil.

Click the LOG IN button in the Login to DTS box.

Click the Accept button on the Privacy and Ethics Policy dialog box.

Click the browse button .. to enter your certificate Key File in the Digital Signature dialog box.

Enter your password.
Click the OK button. This authenticates your certificate.

A

2.2 Creating an Authorization

1. From the DTS private page, select Authorizations/Orders from Official Travel drop-down menu.
2. Existing authorizations/orders will appear in the window as shown in Section 2.3.

The Authorizations/Orders window has several options for changing authorizations that have been created
(Figure 2-1). The user/traveler can sort the existing documents by Document Name, Departure Date,
Status, or TA Number.

Logged In Azt Eric Jones screen ID: 1001.1 Clasg Windom
Traveler Mame: Eric Jones Document Type:  Authorization Help far this screen

Defense Travel System

AR

Below is a list of your existing authorizations forders. Please select the function (edit, print, etc.) corresponding to the appropriate
authorizationforder.

» Create New Authorization/Order

Existing AuthorizationsfOrders

ﬁem (s ﬁi “ﬁ:ﬂ ¥iew/Edit Print Remove Amend
EJATLANTAGADS1703_A01 06417403 CREATED = edit sprint | » remove
EJRIODEJANEIRDS1603_A01 06416403 AUTH 24 HOUR PASSED ONTCPS » wiew = print
EJCAPECANAVERDSDZ03_A01 0640903 CREATED = edit aprint | » remove
EJMIAMIFLOA0103_AD1 06401403 ARCHIVE SUBMITTED ONTCOY = wiew = print
EJGREEMSBOROMNO52603_A01-01 0542603 CREATED ONTCRM = wigwfedit »print = remove
tEJGREENSBORONDS%DaJm ........................... l;‘.UTH ZqHOURPMSED ......................... } .@ ..... }M ...............

Figure 2-1: Authorizations/Orders Window
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Chapter 2: Authorization

Edit—This allows you to edit the information in an authorization that has been created. Note: This option
changes to view/edit after the authorization has been signed. To edit, you will have to re-enter your pass-
word.

Print—This prints an overview of the itinerary, including per diem rates and entitlements. It also provides
an accurate “should cost” for the trip. The authorization will be displayed in a new browser window, from
where it can be printed.

Remove—This deletes an authorization from DTS that is in the CREATED, but not SIGNED, status. After
selecting this, you will be prompted to confirm the deletion. Note: The authorization must be in the
CREATED status.

Amend—This link is only available AFTER an authorization has been APPROVED. This allows you to
make the necessary changes, thus creating a new document that must go through the entire routing process
again.

3. If there are no authorizations/orders that were created previously, click the Create New Authoriza-
tion/Order link. Note: If this is the first time a traveler is creating a document, the following message
is displayed. The traveler then has to update his profile and fill out the required fields.

4. Click OK to the pop-up message and fill out the required fields (red asterisk) (Figure 2-2). Note: Zip
Code Directory will verify the accuracy of associated State and Zip Code fields.

Defense Travel System

bl

Frofile Information must be updated before creating documents for the first tims.
Please ensure your EFT information is accurate.

Inaccurate EFT information may cause delays in payment of travel vouchers.
Please contact your DTA for assistance or complste the information bstou:

Please Note: 4 Red Star (%) indicates a required field,

Last Mame : Erown-Gv Microsoft Internet Explorer N x|
First Name : Eric

& Pleass revisw and confirm profils information before creating a document For the first time, Contact your DTA to update read-only information.
widdle Initial
S5hiz ZHE11AGY
Gender: N O FE

*hddress Line 11 414 Federal DR
Address Line 2 1

ity Knob Moster
*State MO Lonkup
*Zip Code : 22033-

*Home Phaone ©

“E-Mal Address : |

*Emergency Contact : |

*Emergency Phone :
*Time Zone : i

Cancel Update Personal Information |

Figure 2-2: Update Profile Window

5. Click the Update Personal Information button.

6. Pop-up message displays stating: “Profile Information is being updated. Contact your DTA to update
read-only information.”

7. Click OK on the pop-up message.
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Chapter 2: Authorization

2.3 Preparing an Itinerary

DTS requires you provide information about the Starting and Ending Points Locations and the TDY/TAD
Locations for per diem purposes. After these first steps are completed, requests for bookings for transpor-
tation and lodging are allowed.

Note: The steps outlined in this paragraph apply to a multiple day, single location TDY/TAD trip.

2.3.1 Entering Basic Itinerary Information

The Trip Overview window is the first window that appears when creating a new authorization/order.
It is the first step in creating the authorization (Figure 2-3).

Defense Travel System

rESRNEE e

Booking travel using the Defense Trawel System requires that you first provide information about your starting and ending locations (usually
wour residence or duty station) and your TDY/TAD Locations for per diem purposzes, Wou will be able to request bookings for transportation
(e.g., air, rail) and lodging after these initial steps are complete,

Please Mote: A Red Star [* ) indicates a field is required.

| am Leaving From - (Select From List or Enter Below): Starting Locations in Profile:

*Starting Point: | RESICENCE
DUTY STATION
*Departing On: I [+

(mm.Sdd Sy

*Trip Type: ISelect j Trip PurPUSE:ISElect Ll

My TDY/TAD Location is - [where | will be working):

*Location 1: Usze Location Tools at Right Location Tools:
G ] OR -
*Arriving On: I v| ik
{mm dd {yyyy) TDY/TAD Location Lackup |
*Departing On: I '|
(mrm fdd Fyy)

Will You Be Traveling to Another TDY/TAD Location?

ics | Mo |

Figure 2-3: Trip Overview Window

Note: The information in the drop-down list is filled from the traveler information profile. These fields
can be edited when creating the itinerary.
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2.3.1.1 Trip Overview—Section A

1. In Section A (Figure 2-3), select Residence or Duty Station from the Starting Locations
in the Profile box on the right or type Starting Point location if it is not your residence or
duty station.

2. Enter Departing On date. Use pop-up calendar if necessary. (Arriving On date fills auto-

matically in Section B).

Select Trip Type from the drop-down list.

4. Select Trip Purpose from the drop-down list.

W

2.3.1.2 Trip Overview—Section B

1. In Section B (Figure 2-3), the Arriving On date has been filled automatically, which is the
same as the Departing On date in Section A.

2. Enter Departing On date. Use pop-up calendar if necessary. This is the date that the trav-
eler is leaving the selected TDY location.

3. If'the specific per diem location is known, select the Search Location button from the Loca-
tion Tools box (Section B, Figure 2-3). See Section 2.3.1.2.1, Location Tools—Search Loca-
tion Button.

4. If the specific per diem location is not known, select the TDY/TAD Location Lookup
button in the Location Tools box (Section B, Figure 2-3). See Section 2.3.1.2.2, Location
Tools—TDY/TAD Location Lookup Button

2.3.1.2.1 Location Tools—Search Location Button

1. Enter the Location Name of the city or site, e.g., Miami or Ft. Hood. (State is not nec-
essary; however, if added, do not put a space after the comma between the city and
state, e.g., Baltimore,MD.) (Figure 2-4)

Enter the name of a city, state or country in the searchbox below to find a per
diem location, Please do not put a space between the comma and the State or
Country as this could result in no results being returned,

Search Term: (TOY/TAD Location)

Figure 2-4: Search Location Window

2. Click the Search Location button.
3. All possible matches to the per diem location display. Choose the desired location
from the list (Figure 2-5).
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Enter the name of a city, state or country in the searchbox below to find a per
diem location, Pleaze do not put a space between the comma and the State or
Country as thiz could result in no results being returned,

Search Term: (TOV/TAD Location)

|pwiamiFL

Search Results:

"Miami,FL" produced 2 results, If the location you typed (example: Mew York
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 your location
select Unlisted Location below and close thiz window or select the "TOY/TAD
Location Lookup Tool" below,

TOY Location(s):

[ Mlddl BEACH CG 15CFL

() Mlam]FL

Select and Close

If ywour TOOSTAD Location is not listed abowe please use the TOY/TAD Location
Lookup Tool to specify your TOY STAD Location,

= TOYJTAD Location Lookup Tool

Figure 2-5: Search Location Window

4. Click the Select and Close button.

2.3.1.2.2 Location Tools—TDY/TAD Location Lookup Button

1. When the Find a TDY/TAD Location window appears (Figure 2-6), select the State/
Country drop-down list arrow (Section A, Figure 2-6) to choose a state or country.
The first letter of the state or country can be typed to go directly to the first entry that
begins with that letter.

2. Once the state or country is selected, the Select Location list becomes available to
select a city, installation, or other location.

3. Ifthe TDY/TAD Location is listed, see Section 2.3.1.2.3, TDY/TAD Location
Lookup Button—When Location is Listed.

4. Ifthe TDY/TAD Location is unlisted, see Section 2.3.1.2.4, TDY/TAD Location
Lookup Button—When Location is Unlisted.

| DTS Version 1.5.4.17, Document Processing Manual, Version 1.0.8, Updated 5/20/04 Page 2-5

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



Chapter 2: Authorization

Page 2-6

Select from the list of States and Countries, After selecting from the
list the corresponding selection list for Locations will be displayed.

Selected 5State / Country of Location

State S Country: |FLORIDA VI

Select alocation for this trip T TAD location. |f the location does
not appear in the list, select "Unlisted",

Select Location

Location: I CRLAMDC - I

Location Details

» Wiew All Locations Linked to Selected Location

» Wiew the Per Diem Rates For the Selected Location

Cancel Save Location and Return |

Figure 2-6: Find a TDY/TAD Location Window (Location Listed)

2.3.1.2.3 TDY/TAD Location Lookup Button—When Location is Listed

1. Use the Location drop-down list arrow (Section B, Figure 2-6) and choose a location
from the list.

2. Location Details only appear when the location is listed. To view Location Details
(Section C, Figure 2-6), select the following links:

View all locations linked to Selected Locations—This link lists other locations near or
associated with the selected location in the drop-down menu

View the Per Diem rates for the Selected Locations—This link displays the dates, seasonal
rates, rate amounts, M&IE breakout, and any comments about the site/location.

If a military installation is selected in the Selection Location field, then the following
links will appear in Section C:

View Quarters Available for the Selected Location—This link displays whether or not a
dining facility exists on base, and which meals are available on a given day.

View Quarters Available for the Selected Location—This link displays whether or not
government quarters are offered at an installation.

3. Select the Save Locations and Return button to return to the Trip Overview window
(Figure 2-3).
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2.3.1.2.4 TDY/TAD Location Lookup Button—When Location is Unlisted

1.

Select from the list of States and Countries, After selecting from the
list the corresponding selection list for Locations will be dizplayed,

Selected State / Country of Location

State S Country: I KOREA - I

Select alocation for this trip TDY Y TAD location, If the location does
not appear in the list, select "Unlisted".

Select Location

Location: | URLISTED - i

Enter Unlizted Location Mame:

* Select Time Zone for Location:
iOST (16 vi

Save Location and Return |

If a location is not in the Location drop-down list in Section B, select UNLISTED
from the Location drop-down list (Section B, Figure 2-7).

Figure 2-7: Find a TDY/TAD Location Window (Location Unlisted)

2. The location must be entered manually in the Enter Unlisted Location Name field.

3.
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Select the appropriate time zone from the Select Time Zone for Location drop-down
list (Section B, Figure 2-7).
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4. Select the Save Location and Return button to return to the Trip Overview window
(Figure 2-8). Note: The standard per diem rate for an unlisted location is $55/30.

Booking Travel using the Defense Travel System requires that you first provide information about your starting and ending locations (usually
your home or duty station) and your TDY/TAD Locations for per diem purposes, vou will be able to request bookings for transportation
(e.g., air, car, rail) and lodging after these initial steps are complete,

Pleaze Note: A Red Star [ * ) indicates a field is required.

| am Leawving From - [Select From List or Enter Below): Starting Locations in Profile:
*Starting Point: |RES: FAIRF&X, Wi
DUTY STATION
*Departing On: |u4f3m2004 [E=l
(mm.fdd Fyyyy )

“Trip Type: IAA-ROUTINE TOV/TAD v] “Trip Purpose: ICONFERENCE ATTENDA! v]

My TDY/TAD Location is - [where | will be Working):
*Location 1: Al aanl FL Location Tools:

*Arriving On: [p473072004 =l

(mm.Sdd Fyyyy )

*Departing On: |05msf2004 =] TOX/T0 Location Lookup_|

(mm fdd fyyyy )

Will You Be Traveling to Another TDY/TAD Location?

fes | Mo |

Figure 2-8: Trip Overview Window

2.3.1.3 Trip Overview—Section C
1. Ifyou are going to be traveling to another TDY/TAD location, click Yes in Section C (Fig-
ure 2-8) to the question: Will you be traveling to another TDY/TAD location? and pro-

ceed.
2. Ifyou are not traveling to another TDY/TAD location, click No in Section C (Figure 2-8)
to the question: Will you be traveling to another TDY/TAD location?
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3. After page refreshes, select the Return Location choice from the “Return Locations in Pro-
file” box on right (Figure 2-9). (The Return date should be automatically filled based on

your previous data).

Note: An Insert link will now be available in Section B. Select this link if you wish to add

multiple locations on this same date in the order visited.

(e.g., air, car, rail) and lodging after these initial steps are complete,

Pleaze Note: A Red Star [ * ) indicates a field is required.

| am Leaving From - [Select From List or Enter Balow):

(mm.Sdd Fyyyy )

Booking Travel using the Defense Travel System requires that you first provide information about your starting and ending locations (usually
your home or duty station) and your TDY/TAD Locations for per diem purposes, vou will be able to request bookings for transportation

Starting Locations in Profile:

*Starting Paint:  [RES: FAIRFAX, VA RESIDENCE
DUTY STATION
“Departing On:  [04/30/2004 =T

“Trip Type: |AA-ROUTINE TOV/TAD v! “Trip Purpose: |CONFERENCE ATTENDA! 'I

(mm.Sdd Sy

*Trip Duration: (" 12 Hours or Less " =12 - 24 Hours - With Lodging
=12 - 24 Hours - Mo Lodging & Aulti-Day

Where would you like to go next? - |[Click Onej:

(@ L@

Save and Proceed |

My TDY/TAD Location is - [where | will be Working): Add New Per Diem Location
Location Arriving On Departing On Edit Delete

Inzert 1 MIAMLLFL 0430404 050604 Edit Delete

I am Returning To: Return Locations in Profile:

S RESIDENCE
Ending Point: | ‘DUTY STATION
“Returning On:  [05/06/2004 [E=ld

Air Travel Lodging Car Rental Preview Screen
e

(6]

Figure 2-9: Trip Overview Window

4. The Trip Duration defaults to Multi-Day if the trip exceeds

one day. However, three other

options are available, depending on the length and needs of the trip.
5. In Section D, you may select the appropriate radio button for whichever reservations you
need to make (air, hotel, rental car), or Preview Screen if no reservations need to be made.

6. Click the Save and Proceed button.

DTS Version 1.5.4.17, Document Processing Manual, Version 1.0.8, Updated 5/20/04

Page 2-9

This document is controlled and maintained on the www.defensetravel.osd.mil Website. Printed copies may be obsolete.

Please check revision currency on web prior to use.



Chapter 2: Authorization

2.4 Travel

Select Travel in the main navigation bar.

2.4.1 Add Air Travel

1. In order to book commercial air transportation, select Air from the sub-navigation bar (Figure 2-10).

Sy, Defense Travel System EunerarWF_xpenses Accounting.  Additional Options. Reiew/Stan
= A New Era of Government Travel
AW Lodging Rental Car Rail Other Trans.
Uze thiz screen to request yvour air select a flight from the options below,

trawel.

- o IAD - Washington, Dc (Usa) (Dulles Apt) to
SIS LN LAS - Las Vegas, Nv (Usa) (Mc+carran Int'L. Apt)

Please Mote: & Red $tar | * ) indicates a Including Alternate &irports
figld is required.

Sort By: % Dol Policy " Departure Time 7 Arrival Time i Airline
[Departure Airport (airport code or city

name):
IIAD - Washington, Dc (Usa) (Dulles 4pt)

Departure Airport: 1AD - Washington, Dc {Usa) (Dulles Apty
Arrival Airport: LAS - Las Vegas, M (Usa) {Mc+carran Int'L. Apt)

Fhrrival Airport (airport code or city name): $159.53 5 GSA City Pai
5 y Pair

ILAS - Las Wegas, My (Usa) (Mc+cartan Int'L

@ 09:00AM Depart 14D - Waszhington, Do (Usa)  Horthwest 1257

shrrival or Departure; Dulles Apt) Mon 21-Jul-03
Departing - :,‘I’l_l‘::l?;; Arrive M3P - Minneapalis £ 5t. Paul,

frrzrna [ [onooam 7] Class YCAIAD - ¥

(mmfdd Sy ) Equipment 319
[¥ Show alternate #irparts @ 11:55AM Depart MEP - Minneapolis /S, Horthwest 777

Paul, Mn (Uza) Maon 21-Jul-03
Search Availability 01:26PM Artive LAS - Las Wegas, Ny (Usa)

{Wc+carran Int'L, Apt)

Class YCALAD -

Equipment 757

Figure 2-10: Air Travel Window

2. Enter Departure Airport. Type airport city, if airport code not known. Select correct airport if
multiple airports are listed within city.

3. Enter Arrival Airport. Type airport city if airport code not known. Select correct airport if
multiple airports are listed within city. Click corresponding checkbox to include alternate airport
airfares in search results.

4. Enter the desired Departure or Arrival times.

5. Click Search Availability. The GDS (Global Distribution System) is queried for available flight
information on the selected date and time. The flight times will return a query 2 hours before and 2
hours after for CONUS locations, 12 hours before and 12 hours after for OCONUS locations.
Note: If checkbox selected, search results will list alternate airport airfares, sorted by cheapest
City Pair flights.
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Chapter 2: Authorization

6. Click Fare Rules. When this button is selected, fare rules about this flight will be displayed. Any
penalties, restrictions, blackout dates, and/or discounts will be displayed (Figure 2-11).

E

W

FROM-WAS TO-LAS CARRIER-NW TRAVEL-Z1JULOZ RULE 4830-DFER

BOOKING CODE

TO DISPLAY CARRTER BOOKING CODE REQUIREMENTS

ENTER RE ENTRY

PEMALTY

FOR FEDERAL COVERNMENT TICEET ISSUED WITH A

GTR OR GOWVERNMENT TS3UED WISA OR MASTER CARD

CHANCES TO DAY/ TIME OF FLICGHT EETWEEN TICKETED

ORIGIN/ DESTINATION PERMITTED. CHANGES TO ORIGIN/

DESTINATION ON COVERNMENT CONTPRACT FARES IS PERMITTED
PASSENGER MUST MAEE PAYMENT

WITH & GTR OR A GOWVERNMENT TSSUTED VIS4 OR MASTER CARD

. IF NEW ITINERADY RESULTS IN AN EQUALL/ LOWEDR FARE

THE TICKET MAY BE EXCHANGED AND ANY DIFFERENCE

REFUNDED. FOR MEW ITIMNERARTES RESULTING IN & HIGHER Ll

PROVIDED THE FOLLOWING--.

1)

Time

“hrrival dirport (girport code or city name):

LAS - Las Yegas, Mv (Usa) (Mc+carran Int'L
=Arrival or Departure:!
Departing b

=] |omooam |

[o7 12103
(mm fdd Sywy)

¥ Shaw Altermnate airports @

Search Availability |

$159.53 + GSA City Pair

0%:00AM Depart 14D - Washington, Do (Usa)
(Dulles Apt)

10:41AM Arrive M5P - Minneapoalis 7 5t Paul,
M (Usa)

Class YCAIAD - 7

Equipment 319

11:55AM Depart M3P - Minneapalis 7 5t
Paul, Mn {Usa)
01:26PH Arrive LAS - Las Vegas, Mv (Usa)

thhetrarran Int'l . anth

een |D: 1070,1
Help for this screen

Linting  Additional Options

Rental Car Rail

{Usa) (Dulles Apt) to
) (Mc+carran Int'L. Apt)
nate Airports

" Arrival Time

Usa) (Dulles Apt)
a) (Mc+carran Int'L. Apt)

Horthwest 1257
Man 21-Jul-03

Horthwaest 777
Man 21-Jul-03

Close Window

Review/Sign

Other Trans.

7 hirline

Figure 2-11: Fare Rules Window
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Chapter 2: Authorization

8. Click Select Seat to obtain desired seat assignment on flight if available (Figure 2-12).

2 Air Travel - Flight Selected - Microsoft Internet Explorer

File Edt ‘“iew Favorites Tools Help

Use this screen to request wour air travel, Crerdbstarting Rolny

Leave From:  RES: FAIR LAKE, VA Edit
Flight Selected Leave: 18-Aug-03
§369.30 + Estimated Total Ticket Cost Location 1: BOSTOH,MA
(S (L LIl Leave From:  RES: FAIR LAKE, YA Edit
TOYTAD Loc:  BOSTOH,MA
@ Horthwest Flight: 1257 Arrive: 15-hug-03
Depart: 1D - Washington, De 4t 09:00AM O Mon 18-Aug-03 iz A
Arrive: MSP - Minneapolis £ $t. Paul, Mn At 10:41AM  Cn Mon 18-Aug-03
Canfirmation Mumber: Location 2: FRANKFURT AM MAIN, FRG
Ticket Number: Leave Fram:  BOSTOM,MA Edit.
Status: TOY{TAD Loc:  FRANKFURT AM MAIN FRG
Seat Selection: IWindow b l Select Seat Arrive! 23-hug-03
= 051-Other Supplementary Information Leave: 29-hug-03
Ticket Date: - -
Total Tax: PassFacChg: Fees: SRSEREE RN R G
lzsue Date: Leave From:  FRAHKFURT AM MAINFRG Edit
Return Loc: RES: FAIR LAKE, YA
Enter the folowing details: Arrive: 79-fug-03

Frequent Flyer: Method of Reimbursement: GOWCC

If necessary, add comments to the travel agent:

Find a Different Flight | d Flight

Figure 2-12: Air Travel/Trip Summary Window

9. In Seat Selector window, select desired Seat Number from available inventory. Click Done when
finished (Figure 2-13).

Seat Selector
Seat Nurber: I ﬂl
A B C OEF
S B:B B:B S . awailable
? 4 U.U U.U b 5 Q unzvailable
¥ S 1 a
04U gy B selected
LRI | ] STy 5 1 6 ;
gy g 1z w srnoking
1] R SIS 1 [ blacked
LA W5 | 51 5 Ty 1 001 0 R
LN =S IS e b exit row
LR |51 5 S W 651 6 L
7ToUlg g 17 s bulkhead
Bl g 1 )
[ 1 B 1 W LD galley
0 Uy @ o o
gy Uil o - lavstory
stairs
A B C B EGE E
handicap

Figure 2-13: Seat Selector Window
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Chapter 2: Authorization

10. Select the OSI (Other Supplementary Information) link for the desired flight segment (See Figure

2-12). A pop-up window displays a customizable request for each flight segment. Options avail-

able will vary based on the GDS servicing the traveler (Figure 2-14).

3 Edit Gther Supplementary Information - Microsoft Inte

Baggage - Pets (additional fees may apply to traveler)
Baggage (4! I Bulky Bagzage | Diplomat Bagzage [ Extra Bagzaze

Pets [5): ™ Request for a pet in carga [ Request to carry a pet in cabin

2 Copy abowe Requests to all air segments on current trip

V¥ save to Permanent Profils

Cancel | Save |

A Delta Flight: 1125 Phone:
Depart:  1AD - Washington, Do AL OFIT0AM On Mon 18-Aug-03
Arriver  ATL - Atlanta, Ga At 09:01AM Cn Mon 18-Aug-03
Special Meals: I\Iegetanan ;I
Accessibility
Disabilities: [T eiind [ Deat W meet and assist
%' Request wheelchair Wil bring wheelchair © None  Maobility: |Can walk to seat but not up staii - |
Wheelchair: I ‘wheslchair on board Wheelchair Type: IWhea\chawr, Manual power

Figure 2-14: Edit Other Supplementary Information Window

11. Select the Special Meals drop-down list arrow and select the desired meal type.
12. Select all check boxes and radio buttons that apply in the Accessibility and BaggagedPets sections.

If there is more than one flight segment for the current trip, check the Copy above Requests to all

air segments on current trip check box.

13. Check the Save to Permanent Profile checkbox to save Special Meals and Disabilities options

only to the travelersi permanent profile. For international flight segments, enter Contact and

Passport information in their respective fields (Figure 2-15).
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Chapter 2: Authorization

14.
15.

16.
17.
18.
19.
20.

Edit Other Supplementary Information - Microsoft Internet Explorer

A'A American Flight: &4 Phone:  800-433-7300

Depart:  ORD - Chicago, IU At 06:15PM ©n $at 23-Aug-03

Arrive:  FRA - Frankfurt, Germany At 10:008HM ©n Sat 23-Aug-03
Special Meals: I\fegetan'an LI

Accessibility
Dizabilities: [T eiind [ Deat I hect and dssist

@ Request wheelchair © Wil bring wheslchair ¢ None Hobility: ICan wialk to seat but not up stau;l
wheelchair: ™ ‘wheslchair on board Wheelchair Type: IWheeIcnmr, wanual power ;I

Baggage - Pets (Additional fees may apply to traveler)

Baggage (3): ™ Bulky Bagzaze [ Diplomat Baggage [ ExtraBagoage

Pets [3): I Request for a pet incargo | Request to carry a pet in cabin
International Flights

Smoking: " Nan-Smoking ' Smaking

72 Copy above Requests to all air segments on current trip
International Flights - Contact Information

Point of Contact at Destination:

Contact Mame: ICWStEﬂ Spring Country: I Phaone: |777“435647

Emergency Contact:

Contact Mame: IDUW Desk Country: IUS Phane: |1'588"-"09"-"U'-"D

International Flights - Passport Information

Pazsport Info.: (Mame must be exactly as it appears on Passport)

Mumber: |3425234f3 City FCountry: IFawfafolS Expiration Date: IEI'?MB!ZDEI?
First Mame: IChrws Last Mame: IMahan Birth Date: |D1 f12/1975
Middle Mame fIritial; |T Gender: CN/A @ OF

[ save to Permanent Frofils

Cancel | Save |

Figure 2-15: Edit Other Supplementary Information Window

Click Save.

Click OK when the Disclaimer pop-up window appears, to acknowledge the advisement for the
selected options for the selected rental car.

Enter Comments to Travel Agent (optional) (See Figure 2-12).

Click Save Selected Flight.

Click Find Next Flight.

Repeat steps 1-15 until all appropriate flights are selected.

If you need to change any ticket data such as Type, Description, Ticket No., Ticket Value, Depar-
ture Date, Ticket Date, or CBA Account, click on the Change Ticket Data link and make the nec-
essary changes.

Note: If a flight cannot be found, click the Request Assistance in Booking Flight button when in the
results screen. If necessary, add comments to Travel Agent.

2.4.2 Add Lodging

Note: It is recommended that the user/traveler make a commercial lodging reservation if government
quarters are not available at the military site selected when the authorization was created. Although
military lodging is generally available at the site, there are many reasons why it may not be available
when the traveler is scheduled to visit the site. When the traveler submits his/her authorization to the
CTO, the CTO will contact billeting at the military lodging facility (if within the process of the CTO’s
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Chapter 2: Authorization

contract). If quarters are available, the CTO will make the reservation for the traveler at the site and
delete the commercial selection made by the traveler (Figure 2-16).

%} Defense Travel SYStem EtinerarﬂMxpenses Accounting  Additional Options  Review/Sign
A New Era of Government Travel
Air Lodging Rental Car Rail Other Trans.
Use this screen to request your lodging, Overall Starting Point
Leave From: RES: , Edit
Leave: 0Z-Jun-03
* Check-In Date: |06f02f2004 v|
immdd vy Location 1: LAS VEGAS ,HV
Leave From: RES: , Edit
* Check-Out Date: |06f06f2004 TOVITAD Lozt LAS VEGAS NV
(mmdd ey ) Arrive: 02-Jun-03
Leave: 06-Jun-03
Carrierf Maorthwest Airlines Edit
Required Search Criteria Flight: (M) 7019
e . : Depart: 0855 - 02-Jun-03 - [AD- Remave
Please Mote: 4 Red Star (* ) indicates a required field, Washington, De ({Usa)
& select by hatel (Dulles Apt)
- i Arrive: 1100 - 02-Jun-03 - IaH-
Mear an airport Haoustan, Tx (Usa) (Bush
" Near a city Intercontine
Carrierf Morthwest Airlines
Flight: (MW 6327
“Hotel Name: | Depart: 1205 - 02-Jun-013 - H-
“Citys |L.\\S VEGHS Houston, Tx (Usa) (Bush
4 Intercontine
State: |NV hrrive: 1323 - 02-Jun-03 - LAS-Las
Vegas, MNv (Usa)
*Cauntry: IUnited States (Mc+carran Int'L
Distance: |1D imiles) Carriers Morthwest Airlines Edit
Flight: (MW 1196
Depart: 0900 - 04-Jun-03 - LAS-Las  Remowe
“egas, My (Usa)
Search Accommodations I {Mc+carran Int'L

Figure 2-16: Lodging Window

1. Select Lodging. The Check-In Date and Check-Out Date are automatically filled from the itiner-
ary.

2. Select the radio button for Search Criteria: By Hotel Name, Near an Airport, or Near a Location
City. If TDY is a military site, the city needs to be changed to the city of the TDY to find commer-
cial lodging.

3. Type the desired number of miles in the Distance field to search for a hotel property within a
certain radius of the commercial airport.

4. Click Search Accommodations. Multiple Accommodations will appear in alphabetic order.
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Chapter 2: Authorization

5. After selecting Required Search Criteria (e.g., Select by hotel name, Near an airport, or Near a
city), click the Search Accommodations button (Figure 2-17).

!tinerarﬂw@&{penses Accounting  Additional Options  Review/Sign

% Defense Travel System

A New Era of Government Travel

Air Lodging Rental Car Rail

Other Trans.

Use this screen to request your lodging, Select an accommodation from the options below,

*Check-In Date:

|06f02f2004 v|

{mm /dd fyyryy)
* Check-Out Date: |06 F06£2004 v|
{mm /ddd fyyryy)

Required Search Criteria

Please Mote: 4 Red Star [ * ) indicates a
required field,

7 select by hotel name
' Near an airport

" Near a city

*hirport: IL.\\S - Las Vegas, MNv (Usa) i
*Distance: |1 (miles)

Search Accommodations |

Lodging Per Diem Allowed: $95.00

Wellesley Inn & Suites Las Vegas

16560 East Flamingo Rd
Las Wegaz, MY 89119
Phn: 702/731-3111
Fax: 702/731-3184

Howard Johnson Inn

5100 Paradise Rd

Las Wegaz, MY 89119
Phn: 702 /795-2777
Fax: 702/736-8295

Amerisuites Las Yegas/Paradise Rd

4520 Paradize Rd

Las Wegaz, MY 89109
Phn: 702 £369-3366
Fax: 702 £369-0009

Rodeway Inn & Suites

Hotel Infa & Pricing

Rate Range
55.00 - 139.00
FEM#& Approved

Hotel Info & Pricing

Rate Range
59.00 - 59.99
FEMA& Approved

Hotel Info &

Rate Range
70.00 - 149.00
FEMA& Approved

Hotel Info & Pric

Figure 2-17: Lodging Selection Window

6. A list of hotels will appear on the right hand side of the window in the Lodging dialog box. The
Check-In Time and Check-Out Time are automatically filled out according to flight times or
hotel policy. Details of the rooms available will appear (Figure 2-18).

Page 2-16 DTS Version 1.5.4.17, Document Processing Manual, Version 1.0.8, Updated 5/20/04

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



Chapter 2: Authorization

Use thiz screen to zave the selected accommodations.

TOYfTAD Location: BOSTOM,MA
Check-In Date: 18-Auz-03
Check-Cut Date: 23-Auz-03

Accommeodations Selected

Holiday Inn Select Mpls-

Holiday Inn Select Mpls-

3 Appletres Squal

re

BLOCMINGTOM, Mt 55425

Hotidoy Sw

Phore: QRZf854-9000
Fax: Q52 /876-8700
Toll Free:
Wb Site: wiw hiselect. com /mep-stapt
FPLP Participant
f; FEM& Approved

Lodging Per Diem Allowed: $192.00

Sort By @ Rate Category

" Rate amount

= Wiew Additional Hotel Information
& 051-0ther Supplementary Information

StateLocal rates may not apply to Federal Government travelers

This property participates in the Federal Premier Lodging Progeam (FPLP).

However, all room rates displayed below are Gowernment rates.

GOVERHMENT RATES
o GOWERMMENT RATE ID REQUIRED AT
CHECK-IM STAMDARD RO
GOVERMMENT RATE ID REQLUIRED AT
€ CHECK-IM 1 KING WITH SITTING

AREA MONSMOKE

- GOWERMMENT RATE ID REQLUIRED AT
CHECK-IN

- GOWERMMENT RATE ID REQLUIRED AT
CHECHK-IN DELLIXE ROOM

- STATE GOWERMMERT 10 REQUIRED
AT CHECK-IN DELUIXE ROOH

OTHER RATES

€ GREAT RATES STARDARD ROOM
SUITE GREAT RATES DELUXE ROCM
BEST BREAKS DELUXE ROOM

SUITE BEST BREAKS DELUXE ROOM

FREE DIMMER DELUXE ROCH
CORPORATE FLEX RATE DELUXE

ROCH
|U1:DD PH vl
+ Check-Out Time: IDQ:DD AR v[

o e e |le e

+ Check-In Time:

498,00 f night

3108,00 / night

$103.00 { night
$108.00 / night

$108,00 / night

$109.95 { night
$119.95 / night
$134.95 / night
$134.95 / night:
$136.95 J night

$144.95 { night

If necessary, add comments ko the travel agent:

0.00% Tax

0.00% Tax

0.00% Tax

0.00% Tax

0.00% Tax

0.00% Tax

0.00% Tax

0.00% Tax

0.00% Tax

0.00% Tax

0.00% Tax

Carrierf

First floor room pleass

Find Different Accommodations |

Overall Starting Point

Leawve From:
Leave:

RES: FAIR LAKE, YA
18-Aug-03

Location 1: BOSTOH,MA

Leave From;
TOVTAD Loc:
Artive:

Leave:

Carriers
Flight:
Depart:

Arrive;

Flight:
Depart:

Artive:

Carrierf
Flight:
Depart:

Arrive:

Carrierf

Flight:
Depart:

Artive:

Rental Car:
Pick-Up:
Drrop-Off:

Lodging:
Check-In:
Check-Out:

RES: FAIR LAKE, ¥A
BOSTON MA
18-hug-03
23-hug-03

Delta Air Lines Inc,

(DL} 1125

Fo104M - 18-8ug-03 - 1AD-
Washington, D (Usa)
(Culles Apt)

Fi014M - 16-Aug-07 - ATL-
Atlanta, Ga (Usa)
{Hartsfigid Int'L.

Delta Air Lines Inc,

(DL) 1856

D 4TAM - 18-Bug-03 - ATL-
Atlanta, Ga (Usa)
{Hartzfigld Int'L,

A1 1648 - 18-Aug-03 - MEP-
Minneapaliz £ 5t, Paul, Mn
(Usa)

American Airlines (a4) 793

AZ:31PM - 23-Aug-03 - MSP-
Minneapalis £ 5t Paul, Mn
{Usa)

1:45PH - 23-Aug-03 - ORD-
Chicago, Il {Usa) (O'Hare

apt)

Edit

Edit

Edit

Remove

Edit

Remove

Ametican Airlines (Ah) 84

&:16PM - 23-8u2-03 - ORD-
Chizago, Il (Usa) ('Hare
Apt)

A0: 004k - 23-Aug-07 - FRA-
Frankfurt, Germany

Enterprise Rent-4-Car
15-Aug-03 12:50PM
23-Aug-03  &:00PM

Holiday Inn Select Mpls-
158-hug-03
23-Aug-03

Location 2: FRANKFURT AM MAIN FRG

Leave From;
TOV Tl Loc:
Artive:

Leave:

BOSTOH,MA

FRANKFURT AM MAIN FRG
23-hug-03

29-Aug-03

Overall Ending Point

Leave From:
Return Loc;
Arrive:

FRAHKFURT AM MAIN FRG
RES: FAIR LAKE, ¥A
29-4ug-03

Edit
Remowe

Edit
Remove

Edit

Edit

Figure 2-18: Lodging Details Window
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Chapter 2: Authorization

7. Click on Hotel Info & Pricing button next to the hotel of your choice (see Figure 2-17). This will
search for room vacancy.

8. Click the View Additional Hotel Information link. A pop-up window appears and displays with
hotel policies, amenities, services, and other related information. Close the box when done
viewing (Figure 2-19).

-'aAdditional Hotel Information - Microsoft = |EI ]

Select an option below to view more hotel information...

ACCEPTAELE CREDIT CARDS FOR DEPOSIT  ACCEPTABLE CREDIT CARDS FOR GLIARANTEE

CAMCELATION POLICY DEPCSIT POLICY

DIMIMG FACILITIES GUARAMTEE POLICY

HOTEL ATTRACTIONS HOTEL DESCRIPTION MISCELLAMEQUS
HOTEL DIRECTIONS HOTEL FACILITIES

HOTEL LOCATION HOTEL POLICY

HOTEL SERVICES HOTEL TRAMSPORTATION

PROPERTY DESCRIPTION ROOM TVPE DESCRIPTION

HOTEL AMERITIES

ACCEPTABLE CREDIT CARDS FOR DEPOSIT

AMERICAN EXPRESS

Ca - MASTERCARD
CE - CARTE ELANCHE
DC - DINERS CLUE CARD
DS - DISCOVER CARD

- JCE CREDIT CARD

Figure 2-19: Additional Hotel Information Window

9. Click the OSI (Other Supplementary Information) link. A pop-up window appears and displays
customizable request for the selected hotel. Options available will vary based on the GDS servic-
ing the individual traveler (Figure 2-20).

3 Edit Other Supplementary Information - Microsoft Intern | |

Holiday Inn Select Mpls-
3 Appletree Square

: i LP )
*{c&uﬂn{) SV BLOOMINGTOM, MM 55425 «
i

Phone; $32-854-9000

Check-In Date: 18-Aug-03 Check-Cut Date: 23-Aug-03
Check-In Time: 12:00AM Check-Cut Time:  12:00AM
Accessibility: ¥ Handicap Room ¥ Wheelchair Accessible
Smoking: @ Non-Smoking € Smoking

Special Qualities: [ pata Port [ In Room Kitchen [ Travel w/Pets

Elewatar Options: 7 Elevatar O ho Preference

|7 Copy above Requests to all hotel segments on current trip

Frequent Flyer Information

Airlines in Your Profile: I-- Select -- b I --0OR - Airline: | Delta-OL b I

Selected dirline: Delta-DL

Frequent Flyer & IDL678910

Discount Programs
Awards Program #: IHI09812357
[ save to Permanent Frofils

Cancel | Save |

Figure 2-20: Edit Other Supplementary Information Window
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I1.

12.

13.

14.
15.

16.

Chapter 2: Authorization

Select all check boxes and radio buttons that apply to request special accommodations. Accessibil-
ity and Smoking preference are defaulted from the traveler profile if previously filled. If there is
more than one hotel for the current trip, check the Copy above request to all hotel segments on
current trip checkbox.

Click the Airlines in Your Profile drop-down list to associate an existing frequent flyer program
with the selected hotel or select an airline from the Airline drop-down list and enter the selected
airlineis program number in the Frequent Flyer # field.

Enter the selected hotelis program number in the Awards Program # field.

Check the Save to Permanent Profile checkbox to save accessibility, smoking preference, and
frequent flyer information to the traveler profile and permanent profile.

Click Save.

Click OK when the Disclaimer pop-up window appears, to acknowledge the advisement for the
selected options for the selected hotel.

Click on the radio button for the desired type of room. Click Save Selected Accommodations or
Find Different Accommodations if change is desired.

Note: If the rate for the hotel is equal to or greater than the lodging allowed for the selected per diem
location, a window alerts the user stating, “You have selected a hotel with a rate greater than your per
diem allowance. Do you want to continue with the selection?” Select OK if the cost is equal to the per
diem allowance, or the mission requires the user to exceed the allowed rate. Otherwise, search for
another hotel within per diem.

Note: If proper lodging cannot be found, click on the Request Assistance in Booking Lodging button
without selecting lodging from the list.

17. If Save Selected Accommodations is selected, a confirmation section appears on the left side. The

trip summary will build basic trip information on the right side of the screen.
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Chapter 2: Authorization

2.4.3 Rental Car

DTS can book rental cars. The steps for making a rental car reservation are listed below (Figure 2-21).

' Defense Travel System llineraWapenses Accounting  Additional Options  Review/Sign

A New Era of Government Travel
ir Lodging MITTICIIEIET  Rail Other Trans.

Use this screen to request a rental car. Overall Starting Point
Leawve From:  RES: FAIRLAKE, VA Edit
* Pick-Up Date: 0572312003 _ Leave: 18-Aug-03
) ) frmmedd o) Location 1: BOSTON,MA
* Pick-Up Time: 03:00 P# - l
Leawe From:  RES: FAIR LAKE, VA Edit
TOYJTAD Loc:  BOSTOH,MA
* Drop-Off Date;
i 28 08/22/2003 Arrive: 18-Aug-03
{mmddAn) Leawve: 23-Auz-03
* Drop-Off Time: 06:00 PH l
s Carrierf Delta air Lines Inc, Edit.
Flight: (DL) 1125
B S Depart: FrA0AM - 15-8ug-03 - [AD-  Remove
Required Search Criteria Washingtan, Do Usa)
(Dulles Apt)
Please Mote: & Red Star (™) indicates a field is required. TP 9:01AM - 18-AUg-03 - ATL-
Atlanta, Ga (Usa)

*Search for a Car (airport code or city name):

Hartsfield Int'L

Airport bos Cartierf Delta Air Lines Inc.

Flight: DL} 1856

Depart: AT - 18-hug-03 - ATL-
*Select a class of Car |C0mpact - Atlanta, Ga (Usa)
,

(Hartsfield Int'L.

Arrive: 110164k - 18-AUg-03 - M5P-
Minnespolis £ 5t Paul, Mn
(Usa)
Carrierf American Airlines (A4] 793 Edit
Flights
Depart: 12131PM - 23-hug-03 - MSP- Remove

winneapolis £ 5t Paul, Mn

Figure 2-21: Rental Car Window
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Chapter 2: Authorization

1. Select Travel on the main navigation bar and Rental Car on the sub-navigation bar (Figure 2-22).

Rental Car - Car Selected - Microsoft Internet Explorer

E Edit VYiew Favorites Tools Help
Use thiz screen to save the selected rental car, Overal Starting Point
Leawe From: RES: FAIR LAKE, VA Edit
TOY/TAD Location: FRAMKFURT Abh b IN,FRG Leave: 18-hug-03
Pick-Up Date: 23-Aug-03
Pick-Up Time: 3:00PM Location 1: BOSTON,MA
Drop-Off Date: 29-4Ug-03 Leawe From: RES: FAIR LAKE, VA Edit
Drop-Off Time: S100RM TD‘.(;'T&D Loc:  BOSTOM,MA
Arrive: 8-hug-03
Leave: 23-hug-03
Rental Car Selected Carriers Delta Air Lines Inc. Edit
Flight: (oL 1128
5189.00 f week [not including taxes or fees) Depart: 701048 - 16-bug-03 - 1AD-  Remove
wiashington, D (Usa)
Rental Car: Alamo {Dulles dpt)
Gow't Car Rental Agreement Participant St 3:014M - 18-AUZ-03 - ATL-
Car Class:  Compact Car Atlanta, Ga (Usa)
Location:  BOS-Boston, Ma {Hartsfield Int'L.
Rental rate shown dogs not include the Gow't
Admin, Rate Suppl. fee of 45 per day. Carrigr/ Delta air Lines Inc,
Restrictions:  WEEKLY XTRA DAY 31,00 XTRA HOUR 10,00 URLIMITED sILES Flight: (DL) 1856
= D51-0Othet Supplementary Information Depart: 9iA7AM - 18-Aug-03 - ATL-
Atlanta, Ga (Usa)
Enter the folowing details: (Hartsfizid Int'L.
Arrive: 1164 - 18-802-07 - MEP-
tethod of Reimbursment: IGO\"CC = l D eapalipstiRaUl i
(Usza)
If necessary, add comments to the travel agent: ;?g::j” Amerlcaaithies (Al R Pt
;I Depart: 121 31PM - 23-Aug-07 - MSP- Remove
Minneapoliz £ 5t. Paul, Mn
(Usa)
LI Arrive: 1:45P# - 23-4ug-03 - ORD-
Chizago, Il (Usa) (2'Hare
Apt)
P | p—— | | e e
Carrierf American Airlines (44) 54
Flight:

Figure 2-22: Rental Car Window

2. Use the default pick-up and drop-off dates or enter the actual dates. Use pop-up calendars if neces-

sary.

3. Inthe Search for a Car (airport code or city name) field, enter either the airport code or the city

name where you would like to get the car.
4. Select class of rental car.
Click on Search Rental Car Availability.
6. Click Select and Continue to add the rental car to the current trip.

9]
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Chapter 2: Authorization

7.

10.
I1.

12.
13.

14.
15.

Click OSI-Other Supplementary Information link. A pop-up window displays a customizable
request for the selected rental car. Options available vary based on the GDS servicing the traveler
(Figure 2-23).

3 Edit Other Supplementary Information - Microsoft Inte o |EI |£|

e
Rental Car: Alamo —I
Car Class: Compact Car Phone: 800-327-9633
Location: BOS-Boston, Ma
Pick-Up Date: 23-Aug-03 Drop-Off Date: 29-Aug-03
Pick-Up Time: 3:00PM Drrop-Off Time: §:00PM
I™ Hand Control Left
I™ Hand Control Right
I Mavigational System
[ Snow Tires /Chains

Car Equipment:

I Copy above Requests to all rental car segments on current trip

Frequent Flyer Information

Airlines in “Your Prafile; |Delts-DL x| -or-  irine: [~ Select - =

Selected Airline: Delta-DL

Frequent Flyer #: IDL6?891D

Discount Programs
Awards Program #: IAL?SSS?DZ
[¥ save to Permanent Profile

Cancel | Save

|

Figure 2-23: Edit Other Supplementary Information Window

Select all check boxes and radio buttons that apply to request special equipment and accommoda-
tions. If there is more than one rental car for the current trip, check the Copy above request to all
rental car segments on current trip checkbox.

Click the Airlines in Your Profile drop-down list to associate an existing frequent flyer program
with the selected rental car vendor or select an airline from the Airline drop-down list and enter
the selected airlineis program number in the Frequent Flyer # field.

Enter the selected rental caris program number in the Awards Program # field.

Check the Save to Permanent Profile checkbox to save accessibility, smoking preference (when
applicable), and frequent flyer information to the traveler profile and permanent profile.

Click the Save button.

Click OK when the Disclaimer pop-up window appears, to acknowledge the advisement for the
selected options for the selected rental car.

Enter Comments to Travel Agent (optional). Note the pick-up and drop-off time.

Click Save Selected Car after confirming the information. Note: You can change your method of
reimbursement if necessary from GOVCC to Personal using the drop-down menu.
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Chapter 2: Authorization

2.4.4 Rail Travel

The following steps will allow you to view a static list of train schedules (Figure 2-24).

% Defense Travel System Etinerarﬂ%&penses Accounting  Additional Options  Review/Sign

¢ A New Era of Government Travel
Air Lodging Rental Car FNW” Other Trans.

Use this screen to book your AMTRAK rail travel Overall Starting Point

Leave From: RES: Fairfax, ¥A Edit
Required Search Criteria Bt AR

*Departure Station: Location 1: ATLANTA,GA

IAtIanta Leave From: RES: Fairfax, ¥A Edit
TOY/TAD Loc: | ATLANTA,GA
Arrive: 01-kay-03
* Arrival Station: Leawve: 09-kay-03
IWashington Fli imn i :
ight Carrier:  Delta Air Lines Inc, 1027 Edit
Depart: OE50 - 01-May-03 - 140 Del.
Arrive: 037 - 01-May-03 - ATL
* Arrival or Departure:
|Departing ;I Igg,rgg,rgggg E= I 12:00 P - l Lodging: Amerisuites Atlanta/Buck | Edit
Check-Ir: 01-bhay-03 Del.

{mm fdid Sy ) Check-Out: | 09-May-03

Mote: * indicates required fields.,
Overall Ending Point

Leave From: ATLANTA ,GA Edit
Return Loc: RES: Fairfax, YA

Flight Carrier: | Delta Air Lines Inc. 1044 Edit
Depart: 0500 - 09-hay-03 - ATL Del.
Arrive: 0940 - 09-May-03 - 14D

Warning: “When applicable, use the above screen to "SAVE" your data, before using the CONTIMUE,

Proceed to the following page: IGD to [tinerary Cwerviem ;I Continue

Figure 2-24: Rail Travel Window

1. Select Travel on the main navigation bar and Rail from the sub-navigation bar.

2. Enter city of Departure Station. Type in a city and click Search link if you do not know the
station code, etc.

3. Enter city of Arrival Station. Type in a city and click Search link if you do not know the station

code, etc.

Enter the desired Departure or Arrival time.

Click Search.

Find the desired train and click the corresponding Select and Continue.

Select a Seat Preference (Figure 2-25).

Enter Comments to Travel Agent (optional).

9. Click Save Selected Train.

10. Click Find Next Train.

11. Repeat steps 1-9 until all appropriate trains are selected.

12. If you need to change any ticket data such as Type, Description, Ticket No., Ticket Value, Depar-
ture Date, Ticket Date, or CBA Account, click on the Change Ticket Data link and make the nec-
essary changes.

© NNk

Note: If a train cannot be found, click the Request Assistance in Booking Train button when in the
results screen.
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% Defense Travel System !tinerarﬂ@hpenses Accounting  Additional Options  Review/Sign

A New Era of Government Travel
Air Lodging Rental Car FNW” Other Trans.

Usze thiz screen to find a different train or to save the selected train, OverallStarting Point

Leave From: RES: Fairfax, ¥A Edit
Departing From: RES: Fairfax, Wi Leave: 01-bhay-03
Trawveling To: ATLAMTA,GA
Location 1: ATLAHTA,GA
z Leave From: RES: Fairfax, ¥A Edit
Train Selected TOvFTAD Loc: | ATLANTA,GA
R R Arrive: 01-kay-03
Price Not Available Leave: 09-May-03
B06PM Depart ATL - ATLANTA, GA,29909 AMT 0020 Flight Carrier:  Delta Air Lines Inc, 1027 Edit
Arrive WAS - WASHINGTON, DC,23200 9:50AM 09-May-03 Depart: 0850 - 01-May-03 - 14D Del.
AT Arrive: 037 - 01-bhay-03 - ATL
_ £ Lodging: Amerisuites Atlanta/Buck Edit
Enter the following details: Check-In: 01-Hay-03 g

Check-Cut: 09-kay-03
Seat Preference:

Overall Ending Point

If Mecessary, add comments to the travel agent: Leave From:  ATLANTA,GA Edit
Return Loc: RES: Fairfax, VA
;I Arrive: 09-kay-03
Flight Carrier: | Delta Air Lines Inc. 1044 Edit
LI Depart: 0500 - 09-hay-03 - ATL Del.

Arrive: 0940 - 09-May-03 - 140

Find a Different Train

Figure 2-25: Rail Travel Window
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2.4.5 Other Ticketed Transportation

Any ticketed transportation (air or rail) booked within DTS can be edited by selecting Edit on the right
hand side under Trip Summary and then changing the ticket data. In addition, other ticketed transporta-
tion arrangements made outside of DTS can be entered here.

Select Type of Travel from the Type menu. The description will automatically fill.

Enter Ticket Value.

Enter Ticket Cost (if different from ticket value).

Enter Departure Date.

Enter Issue Date (if known).

Enter Ticket Date (if not already filled in).

Click the CBA Accounts link to search for a CBA account if applicable.

If you need to change the reimbursement method, currency, etc., click on the view/edit expense
details link and make the appropriate changes.

9. Click Save.

10. Confirm the information in the Ticketed Transportation Saved box.

11. If you have any other ticketed transportation to put in, click on the Create a New Ticketed Trans-
portation Entry button and enter what is needed (Figure 2-26).

PN R LD

%‘i} DEfense-rra\fEI SFStem ttinerarﬂ%&penses Accounting  Additional Options  Review/Sign

A New Era of Government Travel
Air Lodging Rental Car Rail Other Trans.

Overall Starting Point

Leave From: RES: , Edit
Leave: 02-Jun-03

Use thiz screen to enter Other Ticketed Transportation information,

ADD Ticket Information Location 1: LAS VEGAS,HY

) Leave From: RES: , Edit
Enter or select the required data, TOV/TAD Loc:  LAS VEGAS HV
Artive: 0Z-Jun-03
Pleaze Mote: 4 Red Star [ * ) indicates a field is required. Leave: 06-Jun-03
* Type: I-- Select — j Carrier Morthmest dirlines Edit
% s Flight: M) 7019
Description: | Depart: 0855 - 02-Jun-03 - 14D- Remove
oo ‘Washington, Dc (Usa)
Ticket MNo: fsee Attached Tickst 3 {Dulles Apt)
Arrive: 1100 - 02-Jun-03 - [AH-
*Ti ;
Ticket Walue: 0.00 Houston, Tx (Usa) {Bush
cost: e 1] | e A N -
(ff different from Carrierf MNorthwest Airlines
HEfE i Flight: M) 6327

* Departure Date iDéfDéJ‘ZDDS vi Depart: 1208 - 02-Jun-03 - [4H-

{mm.Sdd ey ) Houston, Tx (Usa) (Bush
Intercontine

Issue Date | = Arrive: 1323 - 02-Jun-03 - LAS-Las

{mm /i yyyyli Wegas, Nw (Usa)

* Ticket Date |06f04f2003 v| [Mo+carran Int'L

{mm.Sdd ey )
Carrierf Northwest Airlines Edit
CBA hoocount: I I e Flight: (MW} 1196
S Depart: 0900 - 06-Jun-03 - LAS-Las  Remowve

Wegas, Nv (Usa)

(Mc+carran Int'L
Arrive: 1602 - 06-Jun-03 - DTW-

Detroit, Mi (Usa)

Save | [Metropolitan Apt)

Carrierf Morthwest Airlines

= wiew f edit expenze details

Figure 2-26: Other Ticketed Trans. Window
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2.5 Expenses

DTS allows both non-mileage and mileage expenses to be reported. In the non-mileage section, expenses
can be chosen from a list or input by hand. In the mileage section, different forms of transportation and
related mileage can be chosen, with the expense costs calculated automatically. The following two sections
will allow a user to enter both.

Note: Trip expenses are added, updated, and deleted in the Expenses Table. There is a long list of DoD-
approved reimbursable expenses in the Expenses Table. Before travel, expenses are estimated and entered
by date to get an accurate “should cost” for the trip. After travel, expenses are updated with the actual costs
if changes are needed.

2.5.1 Non-Mileage Expenses

1. Select Expenses from the main navigation bar.

2. Select the Expense Type from the menu box or type the expense type into the field below.
Observe that the Method of Reimbursement field auto-populates based on the Expense Type you
choose. You can change it if needed by hand.

3. Enter the Cost of the expense.

4. Enter the Date of the expense. Use the pop-up calendar if necessary.

5. Select the Method of Reimbursement.

6. Repeat Steps 1-4 until all expenses are entered or until all expense boxes are full. Note: After five
expenses are entered, any additional expenses must be entered one at a time.

7. Click Save Expenses. If you do not do this, your changes will not be saved.
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8. [If additional expenses need to be entered, enter each one at a time and then click Save Expense

(Figure 2-27).

enter a description in the box provided, Click on the "Save Expenses" button to save these expenses,
Leave: 02-Jun-03 Return: 06-Jun-03

Hon-Mileage Expense #1

% DEfense Travel System Itinerary TraveMccwming Additional Options  Review/Sign
A New Era of Government Travel
Mon-Mileage Mileage

Use this screen to enter non-mileage expenses for your trip, Select an expense type, or, if you cannot find the appropriate expense type,

* Select Expense Type:l j *Costy §

-oR-|
* Method of Reimbursement

Hon-Mileage Expense #2

*Date: |06 f0Z/2003
(mmSdd Annned

-- Please Select --

*  Select Expense Type:l j *Cost: §

-oR-|
* Method of Reimbursement

Hon-Mileage Expense #3

*Date: IDé 0272003
(mmSdd Annne)

-- Please Select --

*  Select Expense Type:l j *Cost: §

-oR-|
* Method of Reimbursement

Hon-Mileage Expense #4

*Date: |06 0272003
{mmSdd Annne)

-- Please Select --

* Select Expense Type:l j *Costy §

-oR-|
* Method of Reimbursement

Hon-Mileage Expense #5

*Date: IDé 0272003
(mmSdd Annned

-- Please Select --

*  Select Expense Type:l j *Costy §

-oR-|
* Method of Reimbursement

*Date: IDé f0Z72003
(mmSdd Annne)

-- Please Select --

Figure 2-27: Non-Mileage Expenses Window
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2.5.2 Mileage Expenses

Select Expenses from the main navigation bar and Mileage from the sub-navigation bar.

Select the Expense Type from the menu box.

Enter the Date of the expense. Use the pop-up calendar if necessary.

Select the Method of Reimbursement.

Using the Defense Table of Official Distances (DTOD, described below), get the mileage for the
expense. Click on the DoD Table of Distances link to calculate mileage to expense (ONLY TDY
travelonot local travel; you must use your vehicle odometer for local travel).

Repeat steps 1-4 until all mileage expenses are entered.

Click Save Expenses.

8. Ifadditional expenses need to be entered, enter each one individually and then click Save Expense
(Figure 2-28).

Al e

S

% DEfense-rraVEI System Itinerary TraveMccouming Additional Options Review/Sign
e A New Era of Government Travel
Non-Mileage JTICETE

Use this screen to enter mileage expenses for your trip, Click on the "Save Expenses" button to save these expenses,

Leave: 02-Jun-03 Return: 06-Jun-03

Mileage Expense #1

*Expenze Type: ;I *Date: |06f02f2003 =l
(mm.Sdd Fyyyy )
* Method of Reimbursement I-- Pleaze Select -- j
* files I % Rate = Cost %

To calculate mileage for POWs use the Dol Table of Distances

Mileage Expense #2

" Expense Type: =l *Date: [06/02/2003 [+
(mm.Sdd Fyyyy )
* Method of Reimbursement I-- Pleaze Select -- j
* files I % Rate = Cost %

To calculate mileage for POVs use the Dol Table of Distances

Figure 2-28: Mileage Expenses Window
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2.6 Defense Table of Official Distances (DTOD)

The DTOD should be used when driving to a TDY location, driving to a PCS, or during other travel
outside of a duty area. It is not used for local travel or Misc travel (personal travel on duty).

1. Access DTOD by clicking on the DoD Table of Distances link below the mileage calculation fields in
the mileage expense screen.

2. Enter the City Traveling From.

Enter the State/Country, and County Traveling From (optional). Click on the Lookup State and

Country Codes link if you need help.

Click Search to see all locations associated with the City Traveling From.

Click on the Select link next to the desired location.

Enter the City Traveling To.

Enter the State/Country, and County Traveling To (optional).

Click Search to see all locations associated with the City Traveling To.

9. Click on the Select link next to the desired location.

10. Click Calculate Mileage.

11. Click Save Total and Continue.

12. If you are using the DTOD for a mileage expense, click Save Expense to save changes.

W

PN

2.7 Receipts Imaging

Receipts are important trip records and proof of official travel. DTS lets travelers digitally store receipts in
addition to using existing local storage methods.

Receipts, along with other supporting documents, can be loaded into DTS and attached to the trip record by
using the scan and upload or fax method. Faxing is the preferred and easiest method. Both methods will be
explained in detail. Although the Receipts Imaging function is available in the Authorization, it is likely
that most receipts will not be available until after travel and during the voucher creation process. Follow
the same procedures for digitally storing receipts on the voucher.

To load receipts into DTS, use one of the following methods:

Using the Fax method:

1. Gather all necessary receipts (see local policy) and other supporting documents that need to be faxed.
Note: It is not advisable to place small receipts in a fax machine. Smaller receipts should be taped to
standard size paper and photo copied before faxing.

2. Click Expenses from the main navigation bar.
3. Click Receipts from the Expenses navigation bar.
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4. Click the Print Fax Cover Sheet link (Figure 2-29).

5. Click the Print button when the Print Dialog window appears to get a print of the fax cover sheet

FA

¥ _" Defense Travel S}'Stem Mccounting Additional Options  Review [ Sign

A New Era of Government Travel

: Non-Mileage Mileage

To fax in wour receipts click "Print Fax Cowver Sheet", and follow the instructions on the cover sheet, Then five minutes after the fax
transmizsion is complete click "Refresh" to see receipts in the list, To upload receipts that you have scanned, click "Browse, " and after
selecting the scanned file click "Upload", Click "wiew" to view the receipts, To add or change notes on an existing receipt, under the "Notes"
column select the field you would like to change, edit the text, then click the "Save Motes" button,

“fou must have the free Adobe Acrobat Reader program installed on your computer to view receipts, Download the Adobe
hcrobat Reader program.

AT

» Print Fax Cover Sheet

» Upload Scanned Receipts Browse... Upload

Currently there are no Receipts on file for this Youcher.

Date Hotes View Remove

Refresh |

Figure 2-29: Receipts Window

(Figure 2-30).

Page 2-30

...-._-.‘.’ Defense Travel System
N A e

DTS Receipts Cover Page

Please fau this cover page, together with your receipts to DTS

» [f you are dialing from the Mational Capital Region, please use (703)266-6880 1f this i3 a local call This will reduse the cost of
this service

= If you are in the United States, please use 1-866-FAX-4DTS (1-866-325-4387), toll-free

o If'you are dialing from outside of the Tnited States then use the numbers listed above (with the appropriate international prefix. )
Your long distance telephone company may charge you for this call

Notes

Figure 2-30: Sample DTS Receipts Cover Page (Fax Cover Sheet)
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Note: The fax cover sheet has a bar code unique to the selected document and identifies which document
in the DTS database the receipts are associated with. Optional: The Notes section of the fax cover sheet
(Figure 2-30) can be used to indicate which receipts are attached and are going to be loaded via the current
fax. This will be displayed in the current fax only.

6.

0.

Send receipts to the fax number on the fax cover sheet. Note: There is a wait time of about 5 minutes
for the imaging engines to receive, convert, and load the faxed pages into the document identified by
the bar code. The wait time does not impact the useris ability to continue to complete their document.
Once the fax has been loaded into the document, it will be displayed in the lower portion of the
Receipts window and sorted by date.

Enter a description of the receipts contained in the fax in the Notes field and click the Save Notes
button (Figure 2-31).

Sy Defense Travel S}"Stem Mccounting Additional Options  Review [ Sign
S}

A New Era of Government Travel Non-Mileage Mileage

Below is a list of your receipts, To fax in your receipts click "Print Fax Cover Sheet", and follow the instructions on the cover sheet, Then
five minutes after the fax transmizsion is complete click "Refresh" to see receipts in the list, To upload receipts that you have scanned, click
"Browse,." and after selecting the scanned file click "Upload", Click "wiew" to view the receipts, To add or change notes on an existing
receipt, under the "Motes" column select the field you would like to change, edit the text, then click the "Save Notes" button,

“fou must have the free Adobe Acrobat Reader program installed on your computer to view receipts, Download the Adobe
hcrobat Reader program.

AT

» Print Fax Cover Sheet

» Upload Scanned Receipts Browse... Upload

Existing Receipts

Date Hotes View Remove

18-Feb-2004 hirfare Receipt =wiemn ErEMOvE

Refresh Save hotes

Figure 2-31: Receipts Window

Click the link in the View field to review receipts contained in the fax.

10. Click the link in the Remove field to remove the desired fax from the current document.

Using the Scan/Upload method:

1. Gather all necessary receipts (see local policy) and other supporting documentation that needs to be
scanned. Acceptable file types include .bmp, .gif, .jpg, .pdf, .png, and .tif. The maximum file size is
2MB per file. Note: Multiple files can be uploaded. However, each file must be uploaded individually
by repeating steps 4-6 below.

2. Click Expenses from the main navigation bar.

3. Click Receipts from the Expenses navigation bar (see Figure 2-29).

4. Click the Browse button and locate the scanned file to be uploaded.
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Chapter 2: Authorization

5. Click the Open button once the desired file is selected (Figure 2-32).

Choose file = ﬂ ll
Look i I@ receipts j - £k Bl

@ _Registration fee_receipt.jpg

File name: Fieui:s:tratiu:un fee_receipt j Open I
Files of type: IPictures [*.gif. *jpg) j Cancel |

|

Figure 2-32: Browse Window

6. Click the Upload button (Figure 2-33).

Mccwnﬁng Additional Options  Review [/ Sign

Non-Mileage Mileage TSNS

Defense Travel System
A New Era of Government Travel

To fax in wour receipts click "Print Fax Cowver Sheet", and follow the instructions on the cover sheet, Then five minutes after the fax
transmizsion is complete click "Refresh" to see receipts in the list, To upload receipts that you have scanned, click "Browse, " and after
selecting the scanned file click "Upload", Click "wiew" to view the receipts, To add or change notes on an existing receipt, under the "Notes"
column select the field you would like to change, edit the text, then click the "Save Motes" button,

"‘Mm'! “fou must have the free Adobe Acrobat Reader program installed on your computer to view receipts, Download the Adobe
Adobe hcrobat Reader program.

» Print Fax Cover Sheet

» Upload Scanned Receipts |C:\WindDWS\Desktop\Receipts\Registration fee_rece Browse.. Upload

Currently there are no Receipts on file for this Youcher.

Date Hotes View Remove

Refresh |

Figure 2-33: Receipts Window

7. Once the file has been loaded into the document, it will be displayed in the lower portion of the
Receipts window and sorted by date.
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Chapter 2: Authorization

8. Enter a description of the receipts contained in the uploaded file in the Notes field and click the Save
Notes button (Figure 2-34).

Defense TraVEI S}'Stem Mccwnnng Additional Options  Review [/ Sign

A New Era of Government Travel Non-Mileage Mileage

S

| =

Below is a list of your receipts, To fax in your receipts click "Print Fax Cover Sheet", and follow the instructions on the cover sheet, Then
five minutes after the fax transmizsion is complete click "Refresh" to see receipts in the list, To upload receipts that you have scanned, click
"Browse,." and after selecting the scanned file click "Upload", Click "wiew" to view the receipts, To add or change notes on an existing
receipt, under the "Motes" column select the field you would like to change, edit the text, then click the "Save Notes" button,

AT

» Print Fax Cover Sheet

“fou must have the free Adobe Acrobat Reader program installed on your computer to view receipts, Download the Adobe
hcrobat Reader program.

» Upload Scanned Receipts Browse... Upload

Existing Receipts

Date Hotes View Remove

18-Feb-2004 Conference Registration receipt =wiemn ErEMOvE

Refresh Save hotes

Figure 2-34: Receipts Window

9. Click the link in the View field to review receipts contained in the fax.
10. Click the link in the Remove field to remove the desired fax from the current document.
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Chapter 2: Authorization

2.8 Selecting Accounting Codes

DoD personnel traveling on orders must have an accounting code(s) that authorizes funds for travel. Trav-
elers may be required to provide this information when they fill out an Authorization. In some cases the
traveler will have a default accounting code already set up in the system that will be used for travel
(Figure 2-35).

—

% DEfEI‘ISE Travel SYStem Itinerary  Travel ExpenseMdditionalOptions Review /Sign
e A New Era of Government Travel
Accounting Codes

; : o 7 Exp llocated by Exp Category
Select the appropriate accounting code for this trip, If there are multiple
accounting codes that are required for this trip, pleaze select all that 03 GENERAL
apply.
o COM, CARR.-1: 50,00
Start Date: 0501403 LODGING $836:00
OTHER: 50,00
End Date: 05/09/03
Accounting Label: I---Select--- - l 03 GEHERAL 5ub Total: $896.00
Selected Accounting Code(s) 03 Training
MEIE: $357.00
To remowe an accounting code that does not apply to this trip, select the e
. i 5 03 Training 5ub Total: 4357.00
remove link corresponding to the accounting label to be remowved,
View/Edit Calculated Trip Cost: 1,263.00
Accounting Label e Edit Allocation Remove SERREC NP0 8
Acctg Code
03 GEMERAL = wiew fedit = edit » FEMOvE
03 Training, = wigw fedit » edit » FEMOveE

Multiple accounting codes on a trip require allocation of expenses to the
accounting codesilabels), Select how you wizh to allocate, Then click
"hllocate Expenses” to proceed with allocations.,

Hows to Allocate: IBy Expenze Category - i

Figure 2-35: Accounting Codes Window

Select Accounting from the navigation bar.

2. Select the appropriate Accounting Label from the drop-down list.

3. Ifyou donit need to select another accounting code, then navigate to Additional Options (if neces-
sary), or Review/Sign if document is complete.

4. Ifyou need to use the Lines of Accounting (LOA) from another sub-organization under your current
organization, click the Change Organization link.

2.8.1 Selecting Multiple Accounting Codes

1. If there are multiple accounting codes that are required for this trip, select all that apply.
2. Select How To Allocate (By Expense Category, Percent, Date, Dollar Amount) from the drop-
down list located at the bottom of the page.
3. Click Allocate Expenses.
4. Select the accounting code to use for each allocation.
5. Select Save Allocations.
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Chapter 2: Authorization

2.9 Additional Options

Select Additional Options from the main navigation bar.

2.9.1 Profile

Select Profile from the sub-navigation bar.

The profile link under additional options lets users/travelers view and update their personal informa-
tion based on their permission levels. Four parts of the user/traveler profile can be accessed from an
authorization. At the bottom of each screen the user/traveler must click the Update Personal Infor-
mation button to save changes only on the current document. If permanent changes are required click
the Save changes to permanent traveler information check box. On the My Profile screen is the My
Profile information along with the links to three other sections of the profile. The sections control the
following information.

Select Profile from the sub-navigation bar.

My Profile—This allows the user/traveler to view and edit name, address, and other general
information. The Dependents and PCS Info boxes are not currently used. Note: Zip Code
Directory will verify the accuracy of associated State and Zip Code fields.

My Preferences—This section is divided into five areas: Air Travel Preferences, Miles to
Airport, Lodging Preferences, Rental Car Preferences, and Miscellaneous. The three buttons at
the bottom lead to the selection of more preferences. Note: If preferred airline, lodging, or
rental car brands are chosen, the search results will only display those brands.

My Additional Information—This section is divided into three areas. These areas deal
mostly with military information and information related to DTS. There is usually little reason
to update these fields except for selecting a routing list other than your default.

My Account Information—This section is used for financial information such as setting a Default
Accounting Code, or viewing EFT and Credit Card Account information. Financial information such
as Default Accounting Code Label, EFT and Credit Card Accounts information can be found
(Figure 2-36).
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Chapter 2: Authorization

Page 2-36

» My Preferences » My Additional Information = My dccount Information

Complete the information below

* Last Mame : IMonroe

*First Mame : IChris

Ml I_

* Gender: O O OF
SEM: 214353001

Mailing

*hddress Line 1 I

hddress Line 2 I

* City IFairfax

*State S Country @ |\m Lookup |
Zip Code I22033

*Home Phone: |?03-888-5566
*Email Address: Icmoroe@aﬂ:.mil
Residence

Residence City @ IFairfax

Residence State : |\m Lookup |

Emergency Contact

*Emergency Contact : ISue Monroe

*Emergency Phone @ |?03-666-2288

[ save changes to permanent traveler information

Dependents PCS Info |

| Update Personal Information I

Figure 2-36: Profile Window
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2.9.2 Per Diem Entitlements

The information provided to the traveler on the Per Diem Entitlement window was filled automati-
cally when the traveler built his Itinerary (Figure 2-37).

Select Additional Options from the main navigation bar.

Chapter 2: Authorization

Date

0501403

060203

06/03/03

0570403

05/05/03

05/06/03

0607 /03

06/08/03

050903

06/10/03

0611403

0612503

0513403

061403

06/16/03

061603

0617403

06/18/03

Location

ATLANTA,GA

ATLANTA,GA

ATLANTA,GA

ATLANTA,GA

ATLANTA,GA

ATLANTA,GA

ATLANTA,GA

ATLANTA,GA

ATLANTA,GA

ATLANTA,GA

ATLANTA,GA

ATLANTA,GA

ATLANTA,GA

ATLANTA,GA

ATLANTA,GA

ATLANTA,GA

ATLANTA,GA

ATLANTA,GA

%3 Defense Travel System

A New Era of Government Travel

Profile JEHANEHNNGIREENENEY Partial Payments  Advances

Edit

» Edit

» Edit

» Edit

» Edit

» Edit

» Edit

» Edit

» Edit

» Edit

» Edit

» Edit

» Edit

» Edit

» Edit

» Edit

» Edit

» Edit

» Edit

Reset

» Reset

» Reset

» Reset

» Reset

» Reset

» Reset

» Reset

» Reset

» Reset

» Reset

» Reset

» Reset

» Reset

» Reset

» Reset

» Reset

» Reset

» Reset

Itinerary  Travel

Ldg Cost

112,00

112.00

112.00

112.00

112,00

112,00

112.00

112.00

112,00

112.00

112.00

112.00

112,00

112,00

112.00

112.00

112,00

112.00

Expenses

Accounting AN GITRGLEIRSRLLEPF Review /Sign

Ldg
Allowed

112,00

112.00

112.00

112.00

112,00

112,00

112.00

112.00

112,00

112.00

112.00

112.00

112,00

112,00

112.00

112.00

112,00

112.00

MEIE
Allowed

31,50

42,00

42,00

42,00

42,00

42,00

42,00

42,00

42,00

42,00

42,00

42,00

42,00

42,00

42,00

42,00

42,00

42,00

Per Diem
Rate

112 4z

1z f 4z

112 f 4z

1Mz 4z

112 f 4z

1z 4z

112 f 4z

1Mz 4z

112 4z

1z f 4z

112 f 4z

1Mz 4z

112 f 4z

1z 4z

112 f 4z

1Mz 4z

112 4z

11z 4z

Follawing iz a list of per diem allowances for lodging and meals fincidentals for each day of your trip, The "edit" link allows you to change the
information (e.g., duty conditions, meals provided, etc,) for a specific date or date range. The "reset" link changes the per diem
information to the default rates for that date and location.

Code

MONE

MOME

MORE

MOME

MOME

MOME

MORE

MORE

MONE

MOME

MORE

MOME

MOME

MOME

MORE

MORE

MONE

MOME

L D OQfrs

Figure 2-37: Per Diem Entitlements Window

The lodging cost entry needs to be updated to match the selected hotel in the reservations and any change
in the information (e.g., duty conditions, meals provided, etc.) for a specific date or date range. DTS cal-
culates traveler entitlements for travel that crosses the International Date Line (IDL) (Figure 2-38).

DTS Version 1.5.4.17, Document Processing Manual, Version 1.0.8, Updated 5/20/04

Page 2-37

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



Chapter 2: Authorization

Page 2-38

%} Defense Travel 5y5tem Itinerary Travel Expenses Accounting tGHRGOEIREREUEF Review /Sign
w A New Era of Government Travel
Profile JEEENENRGWEENENEY Partial Payments  Advances

Following iz a list of per diem allowances for lodging and meals fincidentals for each day of your trip, The "edit" link allows you to change the
information (e.g., duty conditions, meals provided, etc,) for a specific date or date range. The "reset" link changes the per diem information
to the default rates for that date and location.

Date Location Edit Reset Ldg Cost Ldg Allowed MEZIE Alowed | PerDiemRate  Code B L D Qfrs
0524704 IS[E)E)L#’KOR 2 »Edit | »Reset 183,00 523\}22 PE;:g: il 183 £ 87 NONE
05/25/04 SEQUL,KOR »Edit  »Reset 0,00 GE)I\?EC PEIESIE)DNAL 183 7 87 MORNE
0526704 SEQULKOR »Edit | »Reset 1583.00 (132)3;{2(03 PESRZgISAL 183 7 87 MORNE
0527704 SEQULKOR »Edit  »Reset 1583.00 (132)3;{2(03 PESRZgISAL 183 7 87 MONE
05/258/04 SEQULKOR »Edit | »Reset 1583.00 (132)3;{2(03 PESRZgISAL 183 7 87 MORNE
0529704 SEQUL,KOR »Edit  »Reset 1583.00 (132)3;{2(03 PESRZgISAL 183 7 87 MORNE
0530704 SEQULKOR »Edit | »Reset 153.00 (132)3;{2(03 PESRZgISAL 183 7 87 MONE
05/31/04 SEQULKOR-IDLE = Edit =Reset 0,00 GE)I\?EC P;RSSZC;ZI:\\L 183 7 87 MORNE

Figure 2-38: Per Diem Entitlements Window (IDL Travel)

2.9.2.1 Update Per Diem Entitlements

7. Select Per Diem Entitlements from the sub-navigation bar.

8. Select Edit next to the date to be changed.

9. Enter date in Values Apply Through, if changes are for multiple days in a row
(Figure 2-39).

10. Enter lodging cost in the Lodging field, if different than per diem.

11. Select Duty Conditions that may apply.

DTS Version 1.5.4.17, Document Processing Manual, Version 1.0.8, Updated 5/20/04

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



Chapter 2: Authorization

% DEfense Travel SFStem Itinerary Travel Expenses Accounting gflslalEIReTAlIYF Review /Sign
A New Era of Government Travel
Profile JEENENNGNEENENEY Partial Payments  Advances

“fou may apply changes on this screen to a certain date or range of dates by modifying the "Walues Apply Through" date, If required to
change the distribution to travelers, use the distribution method selection list to change the distribution method, Then, select the
"distribute cost" link to distribute appropriately to travelers,

Location: ATLAMTA,GA
“alues Apply From Date: 05/04,/2003

Walues Apply Through: |05f04f2003 E=

Per Diem Rates

Costs are total for all travelers, You may change your lodging costs below, Use the "Wiew f Edit Expense Details" link for expenze details
such as payment method, reimburseable, etc,

Per Diem Rate: |112 /42

Lodging: $|1 12.00 » wiew S edit expensze details
M & IE: S|42_00 = wiew f edit expense details

Duty Conditions

Check all of the following that apply:

Field Conditions

Adverse Effects /Commercial Quarters
Inactive Duty Training

Permissive TOY

Hospital Stay

Quarters Available

Group Travel

Annual Training

Eszential Unit Messing

hboard U5, Wessel

BB ElDE. E EOrEE E

Authorized Trip Home

Figure 2-39: Per Diem Entitlements Window
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12. Select any appropriate meal code and applicable meal(s) for this date or date range, if
applicable (Figure 2-40).

Meals

Full Rate
Elected

hvailable
Provided

Occasional

O O D@ e

Special Rate

Leave

r

If you would ke to make changes or meals, select the appropriate meal code and applicable mealis) for this date or date range:

Other Per Diem Entitlements

If you need to claim actuals for lodging, taken leave, or have any QCONUS incidental amounts, you may check the appropriate box, Only ong
option may be applied to a specified date or the date range used for the "Walues Apply Through" Date,

& Ho Other Per Diem Entitlements

Check here if you are taking leave for the above date or date range.

~ Actual Lodging
Check here if you need to use Actual Lodging for the above date or date range,

OCONUS Incidental Amount - (Only applies for travel outzide the continental United States)
L Check here if you have incidental expenses for QCONUS travel for the abowve date or date range.

» Go to Mext Date Without Saving

Cancel and Return to the Previous Screen | Save These Entitlements

17} Breakfast

[} Lunch

17} Dinner
cost: |0.00

Figure 2-40: Per Diem Entitlements Window

13. Select Leave if appropriate. Military personnel use Annual leave. Government employees
choose either Annual or Other. Government employees may enter the number of hours

they wish to take.

14. Select Actual Lodging. Note: Additional lodging costs must be authorized by the AO.
The Actual Costs Limited field will display the maximum actual lodging amount autho-

rized.

15. Select OCONUS Incidental Amount if travel is outside the continental United States.
16. Click Save These Entitlements when complete.

Page 2-40
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2.9.3 Scheduled Partial Payments

A Scheduled Partial Payment (SPP), in the Additional Options section of an authorization, allows a
traveler to be reimbursed periodically for travel expenses. This function is only allowed for trips
lasting 45 days or more. When selected, a partial payment schedule is set up to pay the traveler every
30 days. However, the traveler is not required to request an SPP. The steps below set up SPP

(Figure 2-41).

Logged In As: CHRIS BEESIMNG Document Mame: EEATLAMTOE0103_a01 Screen ID: 1053.1 Close Window
Trawveler Mame: Eric Black Document Type: Autharization Help for thiz screen

‘% DEfense Travel s)'stem Itinerary Travel Expenses Accounting gEVGIlelhEIRSTHRLUERT Review /Sign
A New Era of Government Travel

Profile Per Diem Entitlements Partial Payments SN ETTa=11

Following is the list of scheduled partial payments for this travel document

Scheduled Partial Payments

Trawveler Start Date End Date Status Payment Date Calculated Amount Paid To Be Paid
221935464 0801703 0Ff30/03 SCHEDULED 08 f31/03 54,603, 60 50.00 54,603, 60
ZE1935464 057531/03 06 F29 /05 SCHEDULED 06 F30/05 54,620.00 50.00 54,620.00

Cancel Scheduled Partial Payments Wiew Details

Warning: When applicable, use the above screen to "SAVE" wour data, before uzing the COMTIMUE.

Proceed to the following paze: | Go to Itinerary Overview - | m

Figure 2-41: Scheduled Partial Payments Window

1. Select Partial Payments on the sub-navigation bar.

2. Click Schedule Partial Payments. The payments are now set up.

3. Click View Details to view a breakdown of expenses, date ranges, and pay dates. Click Cancel
Scheduled Partial Payments to cancel the disbursing of Partial Payments.

2.9.4 Advances

An Advance allows travelers to obtain necessary funds before trip departure. Advances are typically
limited to those travelers who do not have a Government Travel Charge Card. Advances are divided
into two categories, ADVANCE AUTH (80% of should-cost) and FULL ADVANCE (100% of
should-cost). The Approving Official (AO) must approve the request in the Travel Authorization
before electronic disbursement.

1. Select Advances on the sub-navigation bar.
2. Select the Accounting Labels(s) that are associated with the Non-ATM Advance(s). On the right
side of the screen, the amount of the advance authorized will appear.
3. Click the Edit link under View/Edit if changes need to be made to the authorized advance.
4. Enter in the new amount. Note: Cannot go over Maximum amount allowed.
5. Click Save.
6. Navigate to Review/Sign.
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2.10 Review/Sign

Select Review/Sign from the main navigation bar.

2.10.1 Preview Trip

The Preview Trip window allows you to view a general overview of the trip. You can confirm and edit
data, as well as make comments to an AO, CTO, or TO (Figure 2-42).

Select Preview from the sub-navigation bar.
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Itinerary Travel Expenses Accounting Additional Options GEENIEISET

AT Pre-Audit

. . Defense Travel System
A New Era of Government Travel
Pre-Audit.
Overall $tarting Point Time Zone: EST (08)
Itinerary: Leave From: RES:
Edit: Leave: 01-May-04
Location 1- ATLANTA,GA Time Zone: EST (06)
Itinerary: Leave From: RES: ,
Edit TOV/TAD Location:  ATLAMTA,GA
Arrive: 01-thay-04
Leave: 25-Jul-04
Air Travel: Carrier: airtran Airlines (FL)
Edit Flight: &3
Fare: $94.88
Depart: 1AD-Washington, Do (Usa) (Dulles
apt)
O1-May-04  10:Z2ZAM
Arrive: aTL-Atlanta, Ga (Usa) (Hartsfield
Int'L.
O1-May-04 120124
Method of GOVCC
Reimbursement:
Air Travel: Carrier: Delta Air Lines Inc. (DL}
Edit Flight: 1599
Fare: $85,58
Depart: aTL-Atlanta, Ga (Usa) (Hartsfield
Int'L.
ZB-Jul-04  S07AM
Arrive: CWi5-Cincinnati, Oh (Usa)
ZE-U-04 P37k
Method of GOVCC
Reimbursement:
Air Travel: Carrier: Delta Air Lines Inc, (DL)
Flight: 368
Depart: CVG-Cincinnati, Oh (Usa)
ZB-Jul-04  11:00AM
Arrive: Bwl-Baltimore, #hd (Usa) (Balt. Int'L.
Ap
ZB-Jul-04  1Z:ZEPM
Method of GOVCC
Reimbursement:
Rental Car: Company: Alamo
Edit Cost: $1,784.00
Location: ATL-Atlanta, Ga
Pick-Up: 01-May-04  1Z:00PM
Drop-Off: 25-Jul-04  6:00&M
Method of
Reimbursement:
Lodging: Mame: Marriott Atlanta Airport
Edit Cost: $112.00 f Might
T 13%
Check-1n: 01-May-04 004k
Check-Out: ZB-Jul-04  1:00PM
Method of
Reimbursement:
Totsl Room 8 Tax; 126,56 Misht excludin:

additional

Other Auths.

Comments to the
Approving Cfficial:

Digital Signature

Review the details for this trip below. To make edits, click on the links at the left to return to that section. If you have no changes proceed to

=
Comments to the Travel Agent:
SEAT PREFERERCE: Aisle A
-
Comments to the Trawel Agent:
SEAT PREFEREMCE: Aisle ;I
|
Comments to the Trawvel Agent:
El
-
Comments to the Travel Agent:
E
<

Figure 2-42: Preview Trip Window

1. Enter Comments to the AO/Travel Agent as needed (optional).

2. Confirm all data.

3. Click Save and Proceed to Pre-Audit.
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2.10.2 Pre-Audit Trip

Pre-auditing an Authorization allows users to screen their documents for missing items or problems
before signing and routing. Users can run a Pre-Audit anytime during the creation of the Authoriza-
tion. An automatic Pre-Audit occurs when the traveler attempts to stamp the document. To Pre-Audit
the current document by hand, select the Pre-Audit icon from the toolbar. The overall status of the
document is displayed in the top portion of the Pre-Audit results window. Individual audits are dis-
played in the lower section of the window. If any ONE of the individual audits has been flagged, the
overall document status will be flagged. The user should be ready to justify why the pre-audit has the
flagged status.

Note: A flagged item does not mean the traveler cannot travel, request a certain expense, or stay at
lodging that is not within the per diem rate. It means DoD or Service standards have been exceeded for
normal government travel. The traveler is required to provide an explanation in the Comments field
before the Authorization will be approved by the AO or considered for approval.

Select Pre-Audit from the sub-navigation bar.
1. Any items that appear on this window are “flagged” for this trip. Traveler must complete Justifi-

cation to the AO to explain any request out of the norm.
2. Click Save and proceed to Digital Signature once all justifications are completed (Figure 2-43).

% DefenseTra\fel System Itinerary Travel Expenses Accounting Additional Options G8t=N=0FE]
Preview JIICHNGEI®” Other Auths.  Digital Signature

= A New Era of Government Travel

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

1 ltem has been Flagged in this Travel Document

1. Reason Flagged Hem Description * Justification to Approving Official

# DFLT PMT METHOD LSED * Authorized Business Call ;I
QN 06 /0403 HAS PMT
METHOD OF GOWCC - NOT
LISING DEFALILT PAYMENT
METHOD - PERSOMAL

Sawve dnd Proceed To Digital Signature |

Figure 2-43: Pre-Audit Trip Window

Note: Use of a non-contract flight requires the user/traveler to select from a list of Reason Codes.
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Chapter 2: Authorization

2.10.3 Other Authorizations

Other Authorizations are used in conjunction with Authorizations. They are used to display and print
remarks on travel documents. When the traveler selects a duty condition or expense item that is consid-
ered something other than normal business travel (e.g., leave in conjunction with TDY, rental car other
than compact, meals provided), DTS will automatically flag it as an Other Authorization.

Select Other Auths from the sub-navigation bar.

[a——

Based on trip details, additional authorizations are cited. Enter any Remarks to the AO as needed.
Select Add Additional Authorizations For This Trip to add any other authorizations or special
circumstances for this trip.

Click on the checkboxes to select any additional authorizations as appropriate.

Click the Add button. All authorizations should show up in the Other Authorizations window.
Add any remarks as needed.

Click on the Remove link to remove any of the Other Authorizations.

Click Save when complete (Figure 2-44).

™

Nk W

% Defense Travel System Itinerary Travel Expenses Accounting Additional Options ==l
A New Era of Govemnment Travel
Preview Pre-Audit SPTTSEENP Digital Signature

The following are the additional authorizations that were selected bazed on the trip details, Enter comments to your Approving Official in
the "Remarks" boxes provided,

» Add Additional Authorizations For This Trip

Other Authorizations

Other Autharization Remarks Remave

1 ATH Advance Authorized I ﬂ » FEmove

2 OCCASIONAL MEALS | = » remave

Figure 2-44: Other Authorizations Window
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Chapter 2: Authorization

2.10.4 Digital Signature

The final step in an authorization is to digitally sign the document. This begins the routing process.
Select Digital Signature from the sub-navigation bar (Figure 2-45).

" Defense Travel sysmm Itinerary Travel Expenses Accounting Additional Option
- A New Era of Government Travel

Preview Pre-Audit Other Auths. Digital Signature

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

Document Action

“Submit this document as: ISIGNED VI

Additional Remarks: ;I

Submit Completed Document

Pending Routing Actions

Awaiting Status Change To By Lewel

SIGMED Eric Henry u]

Document History

Status Date Time Mame Remarks

CREATED 06730403 10:494M EDT - Eric Henry

= Wiew Reasons for Audit Failures

Proceed to the following page: IPreview Ll

Figure 2-45: Digital Signature Window

Select SIGNED from the “Submit this document as” field.

Enter any additional remarks (optional).

After all information has been confirmed, click Submit Completed Document.
Enter Certificate Location in the Key File field.

Enter Password in the Password field.

The document is now signed. You will return to the main authorization screen.

AN
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Chapter 2: Authorization

2.10.5 Adjusting an Authorization

The traveler may need to edit a travel Authorization. If a school or conference date is changed, the
traveler can make changes by using the Adjust feature. An adjustment is made to an authorization
before the APPROVED stamp is applied to the document. (After approval, an Amendment to the
document is required.) To make an adjustment after reviewing the document:

1. After logging into DTS, click on Official Travel>Authorizations/Orders.

2. When you see the list of documents, click the View/Edit link under the View/Edit column for the
document you wish to adjust.

3. Check the status of the document.

Note: If the status of the document is CTO BOOKED, close the View Only document and reopen the
document removing the read only property. If the status of the document is CTO SUBMIT, close the
View Only document and recheck later. If the status is APPROVED, close the View Only document
and refer to Chapter 7 for procedures to create an Amendment to an Authorization.

4. Click on the View/Edit link of the current status of the document. You will be unable to edit
previous versions of the document (View only).
5. Unclick the check from the “Open Document VIEW-ONLY” box (Figure 2-46).

-"‘*’ Defense Travel System
bbb

Click OK to open this travel document, If you uncheck WIEW-CRLY, you will be prompted for signature to
2o into adjustment for the document,

Open Document VIEW-ONLY: [

Ok | Cancel |

Figure 2-46: View-Only Window

6. Click OK.

7. The Digital Signature Login box displays and asks you to locate your key file and enter your
password. Enter your information and click OK.

8. You are taken to the Preview tab and the Preview Trip screen opens. Go through the page and see
if any changes need to be made.

9. Click on any of the edit links to edit details about those expenses, reservations, or accounting
codes, etc.

10. If you need to create any new changes (reservations, expenses, change LOAs, etc.), click on the
specific tabs where those changes can be made: Travel, Expenses, Accounting, Additional
Options, or Review/Sign.

11. Proceed to the Pre-Audit tab to justify any items that may have been flagged by your edits.

12. Click Save And Proceed to Digital Signature. Click on the drop-down menu next to the field
“Submit this document as” and select the SIGNED stamp.

13. Enter any comments needed into the Additional Remarks section.
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Chapter 2: Authorization

14. Click Submit Completed Document.

15. The Digital Signature Login window displays. Select the key file, enter your password, and click
OK.

16. The Authorizations/Orders screen appears. Make sure the status of your document (under the
Sort by Status column) is SIGNED.

17. Exit the window if done adjusting all documents.
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CHAPTER 3: GROUP AUTHORIZATION

The user/traveler can create a Group Authorization (GAUTH) when there are two or more travelers travel-
ing as a group. The group must designate a Primary Traveler whose itinerary the other travelers in the
group follow. The Primary Traveler must have group access to create a GAUTH.

3.1 Group Authorization Process Flow

If there are less than or equal to nine travelers associated with the GAUTH, the Primary Traveler will
contact the CTO (Commercial Travel Office) to make the reservations. The Group Authorization Process
Flow for nine travelers or less is shown below (Figure 3-1).

Group Authorization Process Flow

Defense Travel System Ifl’lumbel‘ oftl’avelel”s S 9

o | Primary Traveler/Clerk
g creates GA

!

PT/Clerk obtains reservation info from CTO and inputs
manually in Ticketed Transportation.

v

Returned
GA stamped
SIGNED
All travelers not identified AO stamps GA
Or if expenses not distributed Incomplete APPROVED
AO stamps doc RETURNED ] Lock Date
or corrects doc and Established by the
stamps APPROVED System
Complete
y System generates individual
Appr authorizations
pproved DTS locks GA
P»|(No amendments to the GA
can occur)
Funds are Obligated

Figure 3-1: Group Authorization Process Flow for Less Than or Equal to Nine Travelers
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Chapter 3: Group Authorization

If there are greater than or equal to 10 travelers associated with the GAUTH, the document will be
signed by the Primary Traveler and routed to the TO (Transportation Officer) based on the conditional
routing parameter in the assigned routing list. The Group Authorization Process Flow for 10 or more trav-
elers is shown below (Figure 3-2).

Group Authorization Process Flow

Defense Travel System If number of travelers > 10

o | Primary Traveler/Clerk
g creates GA

!

GA stamped
SIGNED

.

Incomplete Conditionally routes to TO, inputs reservation
] info in Ticketed Transportation.
TO stamps REVIEWED GROUP AUTH

Returned

All travelers not identified
Or if expenses not distributed
TO stamps doc RETURNED
or corrects doc and
stamps SIGNED MANIFEST

Complete

Signed Manifest v
AO stamps GA
APPROVED
Lock Date
Established by the
System

REVIEWED GROUP
AUTH stamp

A

l System generates individual
authorizations

DTS locks GA
(No amendments to the GA
can occur)

Funds are Obligated

Figure 3-2: Group Authorization Process Flow for Greater Than or Equal to 10 Travelers
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Chapter 3: Group Authorization

3.2 Creating a GAUTH/Travel Order Document

1. Mouse over Official Travel on the menu bar from the DTS Private Page.

2. Select Group Authorizations/Orders from the drop-down list. A new browser window will open
showing a list of previously created GAUTHSs. (User/traveler can view/edit or print GAUTHS). Previ-
ously created GAUTHs will be displayed. The Primary user/traveler can sort the documents by Name,
Departure Date, Status, and/or TA Number.

3. Click the Create New Group Authorization/Order link or the view/edit link corresponding to the
document you wish to view or edit. A pop-up box is displayed showing that a GAUTH is being
created for the primary user/traveler (Figure 3-3).

Logged In As:  ERIC T BROWN-4& Screen (D 1001.2 Close Window
Traveler Mame: ERIC T BROWTH-4 Document Type:  Group Authorization Help for this screen
[s o ="\

Defense Travel System

R v G v AR

Below is a list of group travel authorizations f orders, Please select the function (edit, print, etc.) corresponding to the appropriate group
authorization f arder.

» Create New Group Authorization f Order

Existing Group Authorizations §f Orders ll
Sort by @ Creating Group Authorization For ERIC BROWN-A it
Document Hame ot
EBORLANDOF L0 1604_GO1 061604 oK I Cancel | t
EBLNKOB0104 0141104 CREATED » edit sprint | o remove
Figure 3-3: Group Authorizations/Travel Orders Window
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Chapter 3: Group Authorization

4. Click OK. Note: If the primary traveler has never created a travel document, he will be prompted to

9.

update his profile. Click OK in the pop-up box and fill in the required data in the profile. Click Update
Personal Information. Click OK in the confirmation pop-up box (Figure 3-4).

D)
=3 Defense Travel System
Yy ]
Profile Information must be updated before creating documents far the first time.
Pleaze contact wour DTA for assistance or complete the information below:
Please Maote: & Red Star (*) indicates a required field,
Last hame : BRCA-4
First Mame ERIC
Widdle nitial : T Microsoft Internet Explorer i x|
S5 234511844 i i . : o 3
Flease review and confirm profile information before creating & document For the First time, Contact vour DTA to update read-only information,
Gender! Wew O ow
"hddress Line 1 IZUU Oster st
Address Line 2 : I
ity ’Knob Moster
"state S Country @ IMO Lookup |,
Zip Code @ |651336—
*Home Phone ; |5555555555
*E-Mail dddress : Ifsudta@yahoo.com
Duty Station

Figure 3-4: Profile Validation Window

Select the travelers for the GAUTH from the Group Travel Selection box on the left (Figure 3-5). Do
this by either entering the last name of the travelers and clicking Search or by clicking on the View All
Available Travelers link. The buttons/links on the bottom may also be used (Prev, Next, First, Last).
Click Save the Selected Travelers to Group in Group Travel Selection box. (If this is the first time
any of the user/travelers have created a travel document, a profile box will prompt the Primary traveler
to update their profile. Select OK.) The selected travelers will appear in the Selected Travelers box on
the right.

Select the appropriate routing list for this GAUTH in the Selected Travelers box.

Enter the number of total travelers in the Total Traveleris box. Note: This field may have been auto-
matically filled. If you have six travelers selected, but eight travelers are going on TDY, enter eight in
the Total Travelers box. Two will appear as Undefined Travelers once the primary user/traveler clicks
Proceed to Trip Overview.

Any one of the selected travelers can be selected as the Primary Traveler by selecting the appropriate
radio button.

10. Click Proceed to Trip Overview.

Page 3-4 DTS Version 1.5.4.17, Document Processing Manual, Version 1.0.8, Updated 2/18/04

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



Chapter 3: Group Authorization

Defense Travel System

AewtmotGoemnentie!

Following iz a list of all travelers you can add to this Follawing iz a list of travelers attached to this group authorization. The

group travel authorization (travel order) "Routing List" will use the primary traveler's routing list as default, If a
different routing list should be used, pleasze select from the list provided, After
the travelers are selected for this group authorization "Proceed to Trip

= Wiew all available travelers
Cwerview"

-0R-
Search by "Last Mame"

Last Mame: I

Auvailable Travelers List

*Routing List I DEFAULT = l
* Total Traveler(s): |3

Undefined Traveleriz): 0

Select Hame 55H
Hame S5H Primary

~ WAHAN , JANET w302

BROMWVN-&, ERIC T FEE B A
O SMITH, MARY w505

KAMETA, SCOTT 303 (@) > remove
| & YOUNG, GARY w504

JOHMSOM, CHRIS 5301 5] > rEMOvE

== First «Prev  Mext = Last ==

Sawve Selected Travelers to Group |

Figure 3-5: Group Travel Selection Window
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Chapter 3: Group Authorization

3.3 Entering Group Itinerary Information

The Itinerary window is the first window that appears when creating a new authorization/order. It is the
first step in creating the authorization document (Figure 3-6).

% DEfense Travel SYStem Mravel Expenses Accounting Additional Options Review/Sign
A New Era of Government Travel
Per Diem Locations

* DTS will display below the details of your trip as you

Booking Travel using the Defense Travel System requires that you first
enter and confirm them.

provide information about your starting and ending locations {usually your
residence or duty station) and your TDY/TAD Locations for per diem
purposes, You will be able to request bookings for transportation

(&g, ,air,rail) and lodging after these initial steps are complete,

Overall $tarting Point Information
Please Mote: & Red Star (* ) indicates a required field,

*eelect a Location:-OR- *Enter a Starting Point:

|
*otart Date(mm.Sdd Ay ) I v

Overall Ending Point Information
Please Mote: 4 Red Star (* ) indicates a required field,

*eelect a Location:-OR- *Enter an Ending Point:

B |
*End Date(mm . /dd Hyeyy ) I v

Other Trip Information

Please Mote: 4 Red Star (* ) indicates a required field,

*Trip Type: Trip Description joptional):

I Select Ll :I

*Trip Purpose:

I Select - l LI

*Trip Duration:
{7 12 Hours or Less ™ #12 - 24 Hours - With Lodging
{7 #12 - 24 Hours - Mo Lodging. % Multi-Day

Figure 3-6: Trip Overview Window

1. Select the overall starting point from the drop-down menu or type location in field if not listed. The
overall ending point will automatically be filled.

2. Ifthe Starting Point is different from the departure location, select or type the Ending Point to

change the default entry.

Enter Start Travel Date. Use pop-up calendar if necessary.

4. Enter End Travel Date. Use pop-up calendar if necessary.

(98]
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Chapter 3: Group Authorization

5. Select Trip Type from drop-down list (Figure 3-7).

Other Trip Information

Please Mote: & Red Star [ * ) indicates a required field,

*Trip Type: Trip Description joptional):

ISeIect j ;I
*Trip Purpose:

ISeIect vl LI

*Trip Duration:
{7 12 Hours or Less ™ #12 - 24 Hours - With Lodging
' #12 - 24 Hours - Mo Lodging. * Multi-Day

Authorization Mumber: I

Authorization Date: IDS;’SD;’ZDDS E=R

{mmSdd Annne)

Trip Mumber: |1

Comments for Travel Crder:

[

-

Proceed to Per Diem Locations |

Figure 3-7: Trip Overview Window (Continued)

Select Trip Purpose from drop-down list.

Type a short description of the trip in the Trip Description field. (Optional)

Trip Duration radio button should already be filled to correct length.

Authorization Date is the date when the Authorization is made. The Authorization Number is
assigned when the document is approved. You will not have to fill in this field. The Trip Number is
the iteration of the trip. It always starts at 1.

10. Type Comments for Travel Order (optional).

11. Select Proceed to Per Diem Locations once completed. Click OK in the confirmation box.

oo No
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Chapter 3: Group Authorization

3.3.1 Itinerary—Per Diem Locations

In order to have a valid authorization, a per diem location(s) must be selected.

1. Click Search Location (Figure 3-8).

Enter the name of a city, state or country in the searchbox below to find a per
diem location, Pleaze do not put a space between the comma and the State or
Country as this could result in no results being returned,

Search Term: (TOY/TAD Location)

Jati

Search Results:

"atl' produced 3 results, If the location you typed (example: Mew York City) does
not appear in this result list, try typing in a more specific area [ example:
Manhattan ) and search again, If you still cannot find your location select
Unlisted Location below and close this window or select the "TDY/TAD Location
Lookup Tool" below,

TOY Location(s):

| ATLANTA,GA
| ATLANTIC BEACH,NC

O ATLANTIC CITY,M.)

Select and Close |

If your TOO/TAD Location is not listed abowe please use the TDY/TAD Location
Lookup Tool to specify your TOY S TAD Location,

= TOY/TAD Location Lookup Tool

Figure 3-8: Search Location Window

2. Type TDY city/military site. Click Search Location. A list of relevant per diem locations will
appear in a new window if found. Select the radio button to left of destination. Click Select and
Close.

3. If the desired location does not appear, click on the TDY/TAD Location Lookup link and select
the desired state/country. The Find a TDY/TAD Location pop-up window displays.

4. If you cannot find your TDY city/military site in the Select Location drop-down list, select
Unlisted and enter the Unlisted locationis name in the field.

5. Click Save Location and Return.

6. Returning to the Per Diem Location page (for unlisted or listed TDY locations), click Save This
Location if satisfied with the selection. This updates your per diem location information on the
document with the new per diem locations that you selected.

Note: You can change a per diem location using the same starting and ending dates. You will first have
to either remove the existing location and then add the new location, or use the Edit link located in the
Trip Summary for given location. DTS will give you an error if you try to change locations using the
same dates at one time. Also, if you do change locations, the name of the document will remain the
same (with the previous location name). It will not change to reflect the new location.
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Chapter 3: Group Authorization

3.3.2 Group Ticketed Transportation

1. If9 or fewer travelers, reservation information (Air, Lodging, Rental Car) will be obtained offline
from the CTO. If 10 or more travelers, document routed to TO.

2. Click Travel on the main navigation bar. By default the Ticketed Transportation window
displays (Figure 3-9).

%i Defense Travel System ltinerar@xpenses Accounting  Additional Options  Review/Sign

A New Era of Government Travel

The amounts entered on this screen should reflect the total for all travelers in Overall Starting Faint

the group that are associated to this ticketed transportation, Leawve From: RES: , Edit
Leave: 15-Jun-04
ADD Ticket Information Location 1: ORLANDO,FL
Leave From: RES: , Edit
Enter or select the required data. TOWFTAD Loc:  ORLAHDO,FL
hrrive: 15-Jun-04
Please Mote: & Red Star [ * ) indicates a field is required, Leave: 24-Jun-04
* Type: i £
yp I Select j Overall Ending Point
* Description: I Leave From: ORLANDO FL Edit
Return Loc: RES: ,
* Ticket Mo: |se= attached Ticket 1 Arrive: 24-Jun-04
* Ticket Value: 0.00
Cost: 0,00
{If different from
ticket value)
*Departure Date |06f1 52004 vI
{mmSdd Sy )
Issue Date I v|
{mmAdd Sy )
flickctbats [os 1172004 =
{mmSdd Sy )

CBi Account: | I » CBA Accounts

If necessary, add comments to the travel agent:

» wiew f edit expense details

Save |

Figure 3-9: Ticketed Transportation Window

3. Select the desired type of transportation from the Type drop-down. The Description field will
automatically fill based on the type of transportation selected.

4. The Ticket No. field will automatically fill with “See Attached Ticket 1.” The user/traveler will
not be issued a ticket number until after the AO has approved the document and the user/traveler
CTO has ticketed the user/traveler reservation requests.

5. Enter total cost of the tickets (obtained from CTO) in the Ticket Value field for the one-way trip.
Note: Enter the cost only if it is different from the ticketed value obtained by the CTO.

DTS Version 1.5.4.17, Document Processing Manual, Version 1.0.8, Updated 2/18/04 Page 3-9

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



Chapter 3: Group Authorization

6. Enter the issue date (provided by the CTO) in the Issue Date field. The Ticket Date field is auto-
matically filled with the date that is three days before departure. Departure Date is automatically
filled based on the itinerary departure date.

7. CBA account number will not be used unless Transportation Type is GOVCC-C. If CBA is
needed, put the account number into the CBA Account field. Click on the CBA Accounts link and
select an account.

8. Click Save.

3.4 Adding/Updating Expenses

Expenses are divided into two categories, Non-Mileage and Mileage. Non-Mileage is the default expense
window. It will automatically appear when window is refreshed.

3.4.1 Non-Mileage Expenses

1. Select Expenses from the main navigation bar. The Non-Mileage expenses will default. To switch
to Mileage Expenses, select Mileage from the sub-navigation bar (Figure 3-10). The user/traveler
can enter up to five expenses initially. After that, he/she must enter additional expenses one at a
time.

'%Def&nseﬁawl S:.rstem Itinerary Trave@ccounting Additional Options  Review/Sign
w A New Era of Government Travel
Hon-Mileage Mileage

Use this screen to enter non-mileage expenses for your trip, Select an expense type, or, if you cannot find the appropriate expense type,
enter a description in the box provided, For Group duthorizations the cost is for all travelers, Click on the "Save Expenses" button to save
these expenses,

Reminder: CTC Fees are a reimbursable expense to the traveler when the transportation costs are charged to your Individual Government
Trawel Charge Card (1BA).

Leave: 15-Jun-04 Return: 24-Jun-04

Hon-Mileage Expense #1

¥ Select Expense Type:| x| | orcoestis *Date:  [06/15/2004 [E=
fdd#
_oR- I {mrm fdd Anney)
* Method of Reimbursement l-- Pleaze Select -- LI

Hon-Mileage Expense #2

¥ Select Expense Type:| x| rcostis *Date:  [06/15/2004 E=
fdd #
_oR- I (mm /dd Anney)
* Method of Reimbursement I-- Pleasze Select -- j

Hon-Mileage Expense #3

¥ Select Expense Type:| | *Cast: § *Date:  [06/15/2004 =i
(mmSdd Annne)
-oR-| .
* Method of Reimbursement I-- Please Select -- LI
Hon-Mileage Expense #4
* Select Expense Type:| hd| *Cast: § *Date:  [06/15/2004 B
{mmSdd Annne)
-oR- | .
* ethod of Reimbursement I-- Please Select -- j
Figure 3-10: Non-Mileage Expenses Window
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Chapter 3: Group Authorization

Select an Expense Type from the drop-down menu, or type an expense in the OR field if it does
not appear on the list.

Enter Cost.

Enter Date (use pop-up calendar if desired).

Select Method of Reimbursement from drop-down list. This field will automatically fill with the
default method based on the expense type. Change it only if necessary.

Click Save Expenses.

3.4.2 Mileage Expenses

1.
2.

halihe

6.
7.

Select Expense from the main navigation bar, then Mileage from the sub-navigation bar.
Select an Expense Type from the drop-down list. The rate will automatically fill based on the
expense type selected (Figure 3-11).

% DEfense-rfa\fel S)rstem Itinerary TraveMccouming Additional Options Review/Sign
e A New Era of Government Travel
Non-Mileage

Use this screen to enter mileage expenses for your trip, For Group Authorizations the cost is for all travelers, Click on the "Save Expenses”
button to save these expenses,

Leave: 15-Jun-04 Return: 24-Jun-04

Mileage Expense #1

HiExpenao.Type: hd| *Date: iDéM 5/2004 =
(mmfdd fye)
* Method of Reimbursement I-- Pleaze Select -- j
* files I % Rate = Cost %

To calculate mileage for POVs use the Dol Table of Distances

Mileage Expense #2

" Expense Type: =l *Date: !06;1 5/2004 =
(mm.Sdd Sy
* Method of Reimbursement I-- Pleaze Select -- LI
* files | % Rate = Cost %

To calculate mileage for POVs use the Dol Table of Distances

Figure 3-11: Mileage Expenses Window

Enter Date (use pop-up calendar if desired).

Select Method of Reimbursement from drop-down list.

Enter Odometer Miles. Cost will be calculated based on the expense type and rate. Only use DoD
Table of Distances (DTOD) if using POV to travel to TDY location.

Repeat above steps until all “Should Cost” expenses are completed.

Click Save Expenses.

DTS automatically calculates mileage reimbursement costs. After selecting the Save Expenses button,
the window will refresh and the current Mileage expense(s) will be listed on the right side of the
window. The Users/Travelers can edit or remove individual expenses. Also, Users/Travelers can add
any additional expenses at this window. However, they can only add one expense at a time.
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Chapter 3: Group Authorization

3.5 Receipts Imaging

Receipts are important trip records. They are proof of official travel. DTS allows travelers the option of
storing receipts for official travel digitally in addition to existing local storage methods.

Receipts, along with other supporting documentation, can be loaded into DTS and attached to the trip
record by using the scan and upload or fax method. Faxing is the preferred and easiest method of digitally
storing receipts. Both methods will be explained in detail. Although the Receipts Imaging function is avail-
able in the Authorization, most receipts will not be available until after travel and during the voucher
creation process. The same procedures should be followed for digitally storing receipts on the voucher.

To load receipts into DTS, see Chapter 2, Section 2.7 “Receipts Imaging” for a complete explanation of
procedures.

3.6 Selecting Accounting Codes

DoD personnel traveling on orders must have an accounting code(s) that authorizes funds for travel. Trav-
elers may be required to provide this information when they fill out an Authorization. Adding an account-
ing code(s) to the Authorization requires communication between the traveler and AO before the
Authorization is created for the trip. In some cases the traveler will have a default accounting code
already set up in DTS.

1. Select Accounting from the main navigation bar. By default, the Accounting Codes window displays
(Figure 3-12).

% DefenseTraveI SYStem Itinerary  Travel ExpenseMdditional Options  Review/Sign

# A New Era of Government Travel

Accounting Codes

Select the appropriate accounting code for this trip, If there are multiple

accounting codes that are required for this trip, pleaze select all that 041041
apply. COM, CARR.-1 42,625.00
LODGIMG 44,275.00
Start Date: 18-Jun-04 Find & ting Label
art Date - + Find Accounting Labe EIE: ¢2,232.50
End Date: 24-Jun-04 MILEAGE : £43,92
}:C;Drntmg [--setect-— | Fram DFCWTAS09BWAA ommER i
e fom PHOME CALLS ; $25,00
REMTAL CAR. $367.00
Selected Accounting Code(s)
TRAMSPORT ¢ 450,00
To remowe an accounting code that does not apply to this trip, select the 04 LOA 1 5ub Total: 49,996,592
remove link corresponding to the accounting label to be remowved,
Calculated Trip Cost: 49,996,927
« —_— View/Edit
Accounting Label Organization Acctg Code Remove
04 LO4 1 DFCWTASDIEW A4 = wiew fedit » FEmove

Figure 3-12: Accounting Codes Window

2. Select the appropriate Accounting Label from the drop-down list.
3. Navigate to Additional Options, if necessary, or Review /Sign, if complete.
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3.6.1 Selecting Multiple Accounting Codes

1. If'there are multiple accounting codes that are required for this trip, select all that apply.

2. Select the How To Allocate (By Expense Category, Percent, Date, Dollar Amount) drop-down list
and choose the method you wish to allocate the funds by.

3. Click Edit under Edit Allocation column for one of the Accounting Codes or click Allocate
Expenses from the bottom.

4. Select the Accounting Code to use for each allocation.

5. Select Save Allocations.

3.7 Additional Options

Select Additional Options from the main navigation bar.

Group Travelers—Allows the user/traveler to view a list of travelers selected for the GAUTH. The user/
traveler can add travelers, change the routing list, edit total travelers, and remove selected travelers.

Profile—Allows the primary user/traveler to save his/her personal profile information for the current doc-
ument, or permanently. Click on the checkbox for Save changes to permanent traveler information on
any of the profile windows.

* My Profile—User can update personal information, including address, city, state, zip, home phone,
email, and emergency contact.

* My Preferences—User can update Air, Lodging, Rental Car, and Miscellaneous preferences.

* My Additional Info—Edit Unit and Present Station information, including address, city, state, zip,
phone, fax.

* My Account Info—User can view but not edit accounting information that includes Default Account-
ing Code Label, EFT, and Credit Card Accounts.

Once the user/traveler is done updating the profile, click the Update Personal Information button.

3.8 Per Diem Entitlements

The information provided to the traveler on the Per Diem Entitlement window was filled automatically
when the traveler built his Itinerary (Figure 3-13). The lodging cost entry needs updating to match the
selected hotel in the reservations and any change in the information (e.g., duty conditions, meals provided,
etc.) for a specific date or date range.

Note: Lodging and M&IE are always dispersed equally in a GAUTH by DTS. This cannot be changed.
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Page 3-14

DEfense Travel SFStem Itinerary Travel Expenses Accounting JGGHRGRREIRGGIEF Review /Sign
A New Era of Government Travel
Group Travelers  Profile 4RO EIRGRENENEP Partial Payments  Advances

_

Follawing iz a list of per diem allowances for lodging and meals fincidentals for each day of your trip, The "edit" link allows you to change the
information (e.g., duty conditions, meals provided, etc,) for a specific date or date range. The "reset" link changes the per diem information
to the default rates for that date and location.

5 2 Ldg MEIE  Per Diem Undistributed  Allocation
Date Location Edit Reset  Ldg Cost wlowed | Alowed Rate Code B L D Qfrs Lodge { MaIE ethad
475,00 176,25
06715704 ORLAMDO,FL » Edit | »PReset 475,00 475 F 235 NOME 0,00 f 0,00 EQLAL

GOVCT PERSORAL

: 475,00  236.00
06/16/04  ORLAMDO,FL »Edit | »Reset 475.00 GovCe PERSONAL‘I?SIZSS MOME 0.00 f0.00 EQUAL

2 475.00 | 235.00
0671704 ORLAMNDO,FL »Edit | »Reset  475.00 Govee PERSONAL‘I?SIZSS MOME 0.00 f0.00 EQUAL

. 475,00 235,00
06/15/04  ORLAMNDO,FL »Edit | »Reset 475,00 GOVEC PERSONAL‘I?SIZSS MOME 0.00 f0.00 EQUAL

y 475,00 | 235.00
06719704 ORLAMDO,FL »Edit | »Reset  475.00 GovCC PERSONAL‘I?SIZSS MOME 0.00 f0.00 EQUAL

3 475,00 236.00
06/20/04 ORLAMDO,FL »Edit | »Reset 475,00 Govce PERSONAL‘I?SIZSS MOME 0.00 f0.00 EQUIAL

g 475,00 | 235.00
06721704 ORLAMDO,FL »Edit | »Reset  475.00 Govee PERSONAL‘I?SIZSS MOME 0.00 f0.00 EQUAL

. 475,00 235,00
06/22/04  ORLANDO,FL »Edit | »Reset 475,00 GOVEC PERSONAL‘I?SIZSS MONE 0.00 f0.00 EQUAL

: 475,00 | 235.00
06/23/04  ORLAMNDO,FL »Edit | »Reset | 475.00 GovCC PERSONAL‘I?SIZSS MOME 0.00 f0.00 EQUAL

0.00 176,25

06724704 ORLAMNDO,FL »Edit »Reset 0,00 GovCe PERSONAL“?S £ 235 MONE 0.00 f0.00 EQUAL

Reset All | Edit Al |

Figure 3-13: Per Diem Entitlements Window
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3.8.1 Update Per Diem Entitlements
1. Select Edit next to the date to be changed.

Chapter 3: Group Authorization

2. Enter date in Values Apply Through, if changes are for multiple consecutive days (Figure 3-14).

%3 Defense Travel System

A New Era of Government Travel

Itinerary Travel Expenses Accounting gfMlaialeiETROIAlEYF Review/Sign

Group Travelers  Profile JEROENRGEIRENENEP Partial Payments  Advances

“fou may apply changes on this screen to a certain date or range of dates by modifying the "Walues Apply Through" date, If required to
change the distribution to travelers, use the distribution method selection list to change the distribution method, Then, select the

"distribute cost" link to distribute appropriately to travelers,

Location: ORLANDO,FL

“alues Apply From Date: 0& /152004

Walues Apply Through: |06f24f2004 E=R
Distribution Method: EQUAL

Per Diem Rates

such as payment method, reimburseable, etc,

Per Diem Rate: |4?5.."235
Lodging: 5’4?5.00 = wiew f edit expense details

# & IE: S|1 76.25 = wiew f edit expense details

Duty Conditions
Check all of the following that apply:

Field Conditions

Adverse Effects /Commercial Quarters
Inactive Duty Training

Permissive TOY

Hospital Stay

Quarters Available
Group Travel

Annual Training
Eszential Unit Messing
hboard U5, Wessel

ELEEEE T EEOL RO E

Authaorized Trip Home

Costs are total for all travelers, You may change your lodging costs below, Use the "Wiew [ Edit Expense Details" link for expenze details

Figure 3-14: Per Diem Entitlements Window

3. Enter lodging cost in the Lodging field, if different than per diem.
4. Select Duty Conditions that may apply.
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Chapter 3: Group Authorization

5. Select any appropriate meal code and applicable meal(s) for this date or date range (Figure 3-15).

Meals

If you would ke to make changes or meals, select the appropriate meal code and applicable mealis) for this date or date range:

%  Full Rate 1] Breakfast
Elected B Lunch
 bvailable 7] Dinner
 Provided Cost: I[].U[I

¢ Oceasional

' Special Rate

Other Per Diem Entitlements

If you need to claim actuals for lodging, taken leave, or have any QCONUS incidental amounts, you may check the appropriate box, Only one
option may be applied to a specified date or the date range used for the "Walues Apply Through" Date,

& Ho Other Per Diem Entitlements

r Leave
Check here if you are taking leave for the above date or date range.

r Actual Lodging
Check here if you need to use Actual Lodging for the above date or date range,

OCONUS Incidental Amount - (Only applies for travel outzide the continental United States)
L Check here if you have incidental expenses for QCONUS travel for the above date or date range.

Cancel These Entitlement Changes and Return | Save These Entitlements |

Figure 3-15: Per Diem Entitlements Window (Continued)

6. Select Leave if appropriate. Military personnel use Annual leave. Government employees can
choose either Annual or Other. Government employees may enter the number of hours they wish
to use.

7. Select Actual Lodging if authorized by the AO. The Actual Costs Limited field will display the
maximum actual lodging amount authorized.

8. Select OCONUS Incidental Amount if travel is outside the continental United States.

Page 3-16 DTS Version 1.5.4.17, Document Processing Manual, Version 1.0.8, Updated 2/18/04

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



3.9 Scheduled Partial Payments

Chapter 3: Group Authorization

Scheduled Partial Payments (SPP) is an option in the Additional Options section of an authorization. It
allows a traveler to be reimbursed periodically for travel expenses. This function is only allowed for trips
lasting 45 days or more. When selected, a partial payment schedule is set up to pay the traveler every 30
days. However, the traveler is not required to request an SPP in DTS. The steps below set up an SPP

(Figure 3-16).

Note: Partial Payments scheduled on a GAUTH will only affect the primary traveler. If any of the other
travelers require partial payments, they must wait until the AO has approved the document. They can then
amend the document and schedule SPPs for their individual documents.

% Defense Travel System

A New Era of Govemment Travel

Select the scheduled partial payment from the drop-down list to wiew
additional details.

Group Travelers Profile

Scheduled Partial Payment: SPP#1: 06/15/04 - 07 /1404

Scheduled Partial Payment Details

Scheduled Partial Payment: SPP#1: 06/15/04 - 07 /14,04
Allocated By: Expensze Category

Traveler: 23451 1AbA

Start Date: 0615404

End Date: 07714404

Pay Date: 07 F15/04

Current Status: SCHEDULED

Calculated: 428,713,358

Amount Paid: 40,00

To Be Paid: 428,713,358

04LOA1
COM. CARRL-1
LODGIMG
MEIE :

Ml LEAGE !
OTHER. :
PHORME CALLS
REMTAL CAR.:
TRAMSPORT @

04 LOA 1 5ub Total:

Total Allocation:

Itinerary Travel Expenses Accounting gtGHRGLEIRMMGNEF Review /Sign

CETRVEG RGN Partial Payments dGNEL TR

§2,625.00
$4,275.00
$16,567.50
543,92
376,50
$25.00
$367.00
$50,00

$24,331.92

$24,331.92

Figure 3-16: Scheduled Partial Payments Window

—

Click on Partial Payments on the sub-navigation bar.

2. Click Schedule Partial Payments. The payments are now set up.
3. Click View Details to view a breakdown of expenses, date ranges, and pay dates. Click Cancel Sched-
uled Partial Payments to cancel the disbursing of Partial Payments.

3.10 Advances

A request for a non-ATM Advance is not allowed for a Group Authorization at this time.
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Chapter 3: Group Authorization

3.11 Review/Sign

3.11.1 Distributions

The Distributions tab is used for the cost distribution of the entered Expenses (Mileage & Non-Mile-
age), Travel (Ticketed Transportation), Lodging, and M&IE. All expense items on the group authori-
zation that have a dollar amount must be distributed for proper processing of the group authorization.

The Distributions window is divided into 2 sections: Cost Distribution (Selected Travelers) and
Expense Summary. In Cost distribution, there are four ways how expenses can be distributed: Equal,
Amount Percent, and Single Traveler. Initially, screen descriptions are displayed in this section.
Select Edit to distribute individual expenses. The Expense Summary lists both distributed and undis-
tributed expenses and the distribution method used.

The Expense Summary has controls to display desired data elements. The user may choose to display
Travel related expenses, Mileage & Non-Mileage Expenses, and Lodging / M&IE expenses for the
trip. By default, only undistributed expenses are displayed in the Undistributed Expenses section of
the Expense Summary window. There is also an option to display expenses that have already been dis-
tributed.

Once the expense has been distributed, it will automatically move to the Distributed Expenses section
of the window or be removed from the page.

Select the Edit or View link next to the item in the results list to edit the distributions or review the dis-
tribution (Figure 3-17).
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Chapter 3: Group Authorization

‘m k\j Defense Travel SYStem Itinerary Travel Expenses Accounting Additional Options ==l
= A New Era of Government Travel
Distributions Preview Pre-Audit Other Auths. Digital Signature
Include the following:
Thiz page iz for the cost distribution of the entered Expenses (Mileage & Mon-
Mileage), Travel (Ticketed Transportation), and Lodging and MEIE, ¥ Travel i Mileage & Mon-Mileage Exp
The Expensze Summary on the right lists the related Expenses and Trawel for ¥ Lodging / MAIE
thiz G T | Trip that REQUIRE DISTRIEUTION,
TSIGIOURIEEVELTIP At REC) Include Distributed? Cho O ves
heolowing explainssthe Expense summaryionthe neki Cost shown in black are ariginal amounts, Cost shown
in {red) are the remaining undistributed amounts.
Expenses
Trawvel - Dizplay related Ticketed Transportation UnDistributed Expenses:
Mileage & Mon-Mileage Exp - Display related expenses Expense Type Date Cost Method
Lodging £ MEIE - Display related Lodging & MEIE i B
Edit &ir Fare (GOWCC 06 /15 /04 42,625.00
= [52,625.00)
Include Distributed 367,00
Mo > Select this option to display OMLY those items Edit Commercial Auto | 06/15/04 ($367.00
that REQUIRE DISTRIEUTION 570,16
“fes = Select thiz option to display all {regardiess of Edit | Pvt Auto-Local 06/15/04 (520,16)
HistEDHHO b s pp AuthorizedCal o §25.00
’ = Home [525.00)
Result List $308.50
List of Travel, Mileage and Mon-Mileage Expenzes, and Lodging and M&IE. The Edit Hotel Sales Tax 06723504 (SSDSI 50)
lizt will be grouped by those items that REQUIRE DISTRIBUTION and those o= <50 IDD
: asaline- ;
items that are DISTRIBUTED, Edit 0623404
=R RentalfGovt. Car {$50.00)
Select the "Edit" or "Wiew" link next to the item in the results list to edit the Edit Parking - Airport | 08/24/04 $70.00
distributions or review the distribution, (70,00)
23,76
Edit Pwt Auto-Local 062404 (223.?6]
Distributed Expenses:
Expense Type Date Cost Method
Wiew Lodging £ 06/15/04 %475.00 Equal
MEIE 176,25
Wiew Lodging £ 06/16/04  5475,00 Equal
MEIE $235.00

Figure 3-17: Selected Travelers/Expenses Summary Window

To distribute expenses:

—

Click the Edit link to the left of expense name.

2. Select the desired distribution method from the Distribution Method drop-down menu.

3. Click the checkbox to the left of each traveler that is responsible for the selected expense to distrib-
ute by the Equal or by Single Traveler method; or

4. Enter the dollar amount in the Cost field for each traveler that the selected expense is to be distrib-
uted; or

5. Enter the percentage each traveler is responsible for in the Percent ficld to distribute the selected
expense.

6. Click Save Distribution.

DTS Version 1.5.4.17, Document Processing Manual, Version 1.0.8, Updated 2/18/04 Page 3-19

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



Chapter 3: Group Authorization

3.11.2 Preview Trip

The Preview Trip window allows you to view an overview of the trip. You can confirm data, edit data,
and give comments to the AO or TO (Figure 3-18).

@ DEfense Travel SYStem Itinerary Travel Expenses Accounting Additional Options GS=N=NTEEN]
= A New Era of Government Travel
Distributions JMITTNCCE” Pre-Audit Other Auths. Digital Signature
Rewiew the details for this trip below, To make edits, click on the links at the left to return to that section, If you have no changes proceed to
Pre-hudit,
Overall S$tarting Point
Itinerary: Leawve From: RES: , Comments to the
Edit Leave: 15-Jun-0d Approving Official:
Location 1 - ORLAHDO,FL
Itinerary: Leawve From: RES: ,
Edit TOv#TAD Location:  ORLAMDO,FL
hrrive: 15-Jun-04
Leawve: 24-Jun-04
Air Fare [GOWCC-1): Type: CP - Air Fare (GOWCC-)
Edit Fare: $2,625.00
Depart: 16-Jun-04
Method of GOWCC
Reimbursement:
Mo, of Travelers: o
Undistributed Amount: 2,625,000
Diztribution Method:
Overall End Point
Itinerary: Leawve From: ORLANDO,FL
Edit Return Location: RES: ,
Arrive: 24-Jun-04
Figure 3-18: Preview Trip Window
1. Enter Comments to the Authorizing Official as needed (optional).
2. Confirm all data.
3. Click Save and Proceed to Pre-Audit.
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3.11.3 Pre-Audit Trip

Chapter 3: Group Authorization

Pre-auditing an Authorization allows the traveler to screen his/her document for missing items or
possible problems before signing and routing. An automatic Pre-Audit will always occur when the

traveler signs the document for signature and routing.

1. Any items that appear on this window are "flagged" for this trip. Traveler must complete Justifi-

cation to the Approving Official to explain any request out of the norm (Figure 3-19).

1. Reason Flagged

* GRP TRV OVERLAP

2 Reason Flagged

* OTHER ALUTH USED

3. Reason Flagged

* OTHER ALTH USED

4. Reason Flagged

* OTHER EXPEMSES

4 ltems have been Flagged in this Travel Document

Hem Description

* Traveler with 550 234-51-
1 has an overlapping trip
on a document named
EBCRLAMDOFLO11904_a01
with document type of AUTH,

Hem Description

* OTHER AUTHORIZATIOR
EXISTS: PERSORAL
DEVIATION-ITINERARY S TRANS
MODE

Hem Description

* OTHER AUTHORIZATIOR
EXISTS: VARIATIORNS
AUTHORIZED

Hem Description

* Excess Baggage » 75

* Justification to Approving Official

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

* Justification to Approving Official

* Justification to Approving Official

* Justification to Approving Official

2. Click Save and Proceed to Digital Signature when all justifications are completed.

Figure 3-19: Pre-Audit Trip Window
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3.11.4 Other Authorizations

1. Click on Other Auths. from the sub-navigation bar. Based on the trip details, additional authoriza-
tions might be named (Figure 3-20).

The following are the additional authorizations that were selected bazed on the trip details, Enter comments to your Approving Official in
the "Remarks" boxes provided,

» Add Additional Authorizations For This Trip

Other Authorizations

Other Autharization Remarks Remave
4 PERSCMAL DEWIATICM- I j G
ITINERARY S TRAMS MODE = e

2 VARIATIONS AUTHORIZED | = » remave

Proceed to the following page: |Preview j Continus

Figure 3-20: Other Authorizations Window

2. Enter any Remarks that you want displayed on the document printout.

Click on the Add Additional Authorizations For This Trip link to add other authorizations or
special conditions for this trip.

Select any Additional Authorizations by clicking on the checkboxes next to each.

Click Add.

Enter any Remarks as needed.

Click Save when complete.

To remove any of the additional authorizations, click the Remove link next to the appropriate one.

W

PN
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3.11.5 Digital Signature

Chapter 3: Group Authorization

The final step in an authorization is to digitally sign the document. This begins its routing process.
Click Review/Sign on the main navigation bar. Click Digital Signature on the sub-navigation bar. The

process for signing an authorization is below.

1. Select SIGNED from the “Submit this document as” field (Figure 3-21).

Document Action

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

"Submit this document as: ISIGNED VI

Additional Remarks:

O Stamp Doc without adjustment

Pending Routing Actions

Awaiting Status Change To By

Submit Completed Doc

APPROVED CHRIS T MORROE-4

Figure 3-21: Digital Signature Window

AN

DTS Version 1.5.4.17, Document Processing Manual, Version 1.0.8, Updated 2/18/04

Enter any additional remarks (optional).

After all information has been confirmed, click Submit Completed Document.
Enter Certificate Location in the Key File field.
Enter Password in the Password field.

The document is now signed. You will be returned to the main authorization window.
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CHAPTER 4: VOUCHER

A Voucher is a travel document that contains “actual expenses” incurred during the trip. User/Travelers
must have an existing Authorization before creating a voucher. Vouchers are pre-populated with informa-
tion that was entered into the Authorization. Necessary corrections or additions can be made in the Itiner-
ary, Travel, Expense, and Additional Options modules. Vouchers are equivalent to DoD’s 1351-2 form.
User/Travelers can submit vouchers 24 hours after the AO stamped the Authorization Document
APPROVED. It is recommended that the User/travelers submit the Voucher within five days returning
from travel.

4.1 Login

L.

ANl

Users/travelers may create Travel Documents by entering the DTS Public Web portal:
www.defensetravel.osd.mil

Click the LOG IN button located in the Login to DTS box.

Click the Accept button on the Privacy and Ethics Policy dialog box.

Click the browse button to enter the your certificate Key File in the Digital Signature dialog box.
Enter your password

Click the OK button. This will authenticate your certificate.

4.2 Creating a Voucher from Authorization

1. From the DTS Private Page, select Vouchers from the Official Travel drop-down menu.

2. Previously created vouchers will be displayed in the Existing Vouchers section as described in section
4.4 below.

3. If there are no vouchers that were previously created, click the Create New Voucher from Authori-
zation/Order link.

4. The Voucher from Authorization/Order page displays a list of authorizations that can be used to
create vouchers.

5. Click the Create New Voucher from Authorization/Order link.

6. Click the Create link under the Create column for the authorization for which you would like to create
a voucher.
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Chapter 4: Voucher

4.3 Other Options in the Voucher from Authorization Window

Previously created Vouchers from Authorizations will be displayed under the Existing Vouchers section in
the Vouchers window (Figure 4-1) User/Travelers can sort existing vouchers by document name, departure
date, status, and TA number. The Existing Vouchers can be edited, printed, removed and amended.

m Defense Travel System
:% A New Era of Government Travel _

Below is a list of your vouchers, Please select the appropriate function which corresponds to the Woucher with which you wish to work
» Create New Youcher From AuthorizationfOrder

Existing Youchers

Sort by Sort by Sort by N . -
Document Hame Status TA Humber View/Edit Print Remove Amend
EHTAMPAF LOSDZ03_W01 060203 CREATED OMTCWD » edit » print > rEMOvE

Figure 4-1: Vouchers Window

* Edit—User/travelers can edit information in a voucher from authorization that has already been cre-
ated. Note: This option changes to view/edit after the voucher from authorization has been signed.
User/travelers will have the option to uncheck the VIEW-ONLY check box after clicking the view/edit
link under the view/edit column. User/travelers will be prompted for their digital signature to make
adjustment on the document if VIEW-ONLY is unchecked.

e Print—This will print an overview of the itinerary, including per diem rates and entitlements. The
voucher from authorization will be displayed in a new browser window, from where it can be printed.

* Remove—Allows a document with the status of CREATED to be deleted. The remove link disap-
pears after user/travelers SIGN the voucher.

*  Amend—This link will appear after a voucher has been approved by the AO. User/travelers can make
necessary changes to their voucher. A new document will be created and signed causing it to go
through the entire routing process again.

4.4 Review/Update Itinerary

The travel dates for a user/traveler may have been extended, shortened, or changed while on travel. When
this happens, updates to the Itinerary can be made while creating a voucher.

Note: The steps outlined in this paragraph apply to a multiple day, single location TDY/TAD trip.

4.4.1 Updating Itinerary Information

The Itinerary window is the first window to appear when creating a new voucher (Figure 4-2).

Select Itinerary from the Navigation Bar and click Trip Overview from the sub-navigation bar.
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Chapter 4: Voucher

%\3 Defense Travel SYStem Mravel Expenses Accounting Additional Options Review/Sign
= A New Era of Government Travel
Per Diem Locations

Booking Travel using the Defense Travel System requires that you first QOuerall Starting Point

provide information about your starting and ending locations {usually your Leawve From: RES: , Edit
residence or duty station) and your TDY/TAD Locations for per diem Leawve: 02-Jun-03
purposes, vou will be able to request bookings for transportation
[e.2.,air,rail) and lodging after these initial steps are complete. Location 1: LAS VEGAS,HV
Leave From: RES: , Edit
Overall $tarting Point Information TOYITAD Loc:  LAS VEGAS NV
hrrive: 0Z-Jun-03
Please Mote: 4 Red Star [ * ) indicates a required field, Leave: 0&-Jun-03
*eelect a Location:-OR- *Enter a Starting Point: Carrierf Morthwest Atlines Edit
Flight: (M) 7019
Li IRES: . Depart: 0855 - 02-Jun-03 - [AD-  Remove
‘Wazhington, Dc (Usa)
*otart Date(mm.dd Ay ) I06f02f2003 v {Dulles Apt)
hrrive: 1100 - 02-Jun-03 - [4H-
Houston, Tx (Usa) (Bush
Overall Ending Point Information Intereanting
Flease Mote: 4 Red Star | * ) indicates a required field. Carrierf Morthwest Airlines
Flight: (MW 6327
*eelect a Location:-OR- *Enter an Ending Point: Depart: 1205 - 02-Jur-03 - [4H-
j iRES: 3 Houstan, Tx (Usa) (Bush
Interconting
hrrive: 1323 - 02-Jun-03 - LAS-Las
o =l
*End Date(mm/dd./yyyy): [06/06/2003 = Viegas, My (Usa)
[Mc+carran Int'L
Other Trip Information Carrierf Morthwest Airlines Edit.
Please Mote: 4 Red Star [ * ) indicates a required field, Flight: ks
Depart: 0900 - 04-Jun-03 - LAS-Las  Remove

Vegas, My (Usa)
[Mc+carran Int'L
[sa-RoUTINE TOY/TAD ] = Arrive: 1602 - O6-Jun-03 - DTW-
Detroit, Mi (Usa)
*Trip Purpose: Metropolitan Apt)

ICONFERENCE ATTENDANC]' LI Carrierf Maorthwest Airlines

Flight: (R 1404
*Trip Duration: Depart: 1658 - 06-Jun-03 - DT-
Detroit, Mi (Usa)
[Metropalitan Apt)
™ #12 - 24 Hours - Mo Lodging ¥ Multi-Day Arrive: 1827 - D6-Jun-03 - 1AD-
‘Wazhington, Dc (Usa)
(Dulles Apt)

*Trip Type: Trip Description joptional):

12 Hours or Less ™ #12 - 24 Hours - With Lodging

Figure 4-2: Trip Overview Window

Note: Only use this procedure if trip dates have changed.

1. Select Itinerary on the navigation bar.

2. Adjust the Start Date or End Date field in the Trip Overview screen.

3. Click Proceed to Per Diem Location button.

4. Click OK to the entitlements update prompt.

5. Click OK to the warning.

6. Dates in fields are now filled with a question mark. Click the Edit link under Location in the Trip
Summary box.

7. Again, click OK to the warning message.

8. In the Per Diem Location (left box), change your dates accordingly.

9. Click Save Changes and then click OK to the entitlements update message prompt.
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Chapter 4: Voucher

10. The Authorization Number, Authorization Date, and Trip Number should automatically be
filled based on the original authorization (Figure 4-3).

Authorization Number: IUNT(:\;D

Authorization Date: IDSfSDfZDDS E=R

(mmSdd Annne)

Trip Mumber: |1

Comments for Travel Crder:

going on a trip ;I

=

Proceed to Per Diem Locations |

Figure 4-3: Trip Overview Window (Continued)

11. Type any Comments for the Travel Order that youid like the Reviewing Official/AO to see
(Optional).
12. Click the Proceed to Per Diem Locations button once complete.

4.4.2 Itinerary—Per Diem Locations

In order to have a valid voucher in DTS, a per diem location(s) must be selected (Figure 4-4).
Note: Only use this procedure if the location was changed.
Select Itinerary from the main navigation bar, then Per Diem Locations from the sub-navigation bar.

1. Per Diem Location(s) and Arrival and Departure Dates are shown in the top left side window. If
there was a change to the Per Diem location in between TDY locations, click the Click Here link
and make necessary changes.

2. Click Search Location if the user/traveler went to an additional location.

3. In the Search location window, type in the city, state, or country of the TDY and click Search
Location. If the desired city and state displays, click on its radio button and click Select and
Close.

4. If you donit see the desired location, click the TDY/TAD Location Lookup Tool link at the
bottom of the page.

5. Choose the State/Country for the TDY and click Return.

6. Click the drop-down menu for Location and choose the desired location. If you do not see the
desired location, select Unlisted. When the window refreshes, type in the name of the unlisted
location in the empty field.

7. Click Save Location and Return to save the location.

8. Select the Arriving and Departing Dates for the new TDY location on the Per Diem Locations
page.

9. Click Save This Location when complete.
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ka\ Defense Travel sysmm Mravel Expenses Accounting Additional Options Review/Sign
A New Era of Govemment Travel
Trip Overview Per Diem Locations

Booking travel using the Defense Travel System requires that you provide OuerallStarting Foint

information about your TOY S TAD locations for per diem purposes, vou will Leawve From: RES: , Edit
be able to request bookings for transportation (e.g., air, rail) and lodging Leave: 02-Jun-03
after these steps are completed,

Location 1: LAS YEGAS HY

Owerall Starting Point: RES: , Leave From: RES: , Edit
Overall Start Date: 02-Jun-03 (O e A A ECR R
hrrive: 0Z-Jun-03
Click Here to Add a Destination in Between Leave: 06-Jun-03
Location 1: LAS WEGAS MY Carrierf Morthwest Airlines Edit
) Flight: (M) 7019
Arrival Date: 02-Jun-03 Remove Depart: 0855 - 02-Jun-03 - 1AD- Remove
Departure Date: 0é-Jun-03 Washington, Da (Usa)
(Dulles Apt)
Arrive: 1100 - 02-Jun-03 - [4H-

Add a TDYITAD Locati
2 ocgion Houston, Tx (Usa) (Bush

Interconting
Click on a button below to select your TDY/TAD Location. Use the "Search | | 1o b

Location” to search for the per diem location, Use the "TO FTAD Location C‘.arrierf Marthuest Arlines
Lookup” to select from a list of per diem locations, Flight: (W) 6327
Depart: 1208 - 02-Jun-03 - 14H-

Houston, Tx (Usa) (Bush
Intercontine

hrrive: 1323 - 02-Jun-03 - LAS-Las
“egas, My (Usa)
[Mc+carran Int'L

Please Mote: & Red Star (*) indicates a required field,

TOY S TAD Location Lookup

*Location: Use Location Tools dbove

Carrierf Morthwest Airlines Edit
Shreiving Ot [o2es mnns v| Flight: (M) 1196

Depart: 0900 - 0é4-Jun-03 - LAS-Las  Remowe

*Departing On: IDéfUéfZDDS vl Vegas, My (Usa)

[Mc+carran Int'L

hrrive: 1602 - 06-Jun-03 - DTW-
Detroit, Mi (Usa)
Cverall End Point: RES: , [Metropalitan Apt)
Owerall End Date: 06-Jun-03 Carrier s Morthwest Airlines
Flight: (M) 1404

Depart: 1665 - 06-Jun-03 - DTW-
| Detroit, Mi (Usa)
[Metropolitan Apt)

Save Thiz Location

Figure 4-4: Per Diem Locations Window
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4.5 Travel

The Travel tab is not used to make reservations, but simply to update some of the costs of travel that were
reserved.

4.5.1 Update Air Travel

The following steps will guide you to update commercial air transportation changes in DTS (Figure 4-6).

‘% Defense Travel System ktinerar@xpenses Accounting  Additional Options  Review/Sign

A New Era of Government Travel
AW odging Rental Car Rail Other Trans.

Please select a flight from the trip summary on the right to edit air Ouerall Starting Foint

rezervations. Leave From: RES: , Edit
Leave: 02-Jun-03

Location 1: LAS VEGAS HY

Leave From: RES: , Edit
TOY/TAD Loc:  LAS VEGAS HY
hrrive: 0Z-Jun-03
Leave: 06-Jun-03
Carrierf Maorthwest Airlines Edit
Flight: (M) 7019
Depart: 0555 - 02-Jun-03 - 1AD- Remove
‘Wazhington, Dc (Usa)
(Culles Apt)
hrrive: 1100 - 02-Jun-03 - [4H-

Houston, Tx (Usa) (Bush
Interconting

Carrierf Maorthwest Airlines
Flight: (MW 6327
Depart: 1208 - 02-Jun-03 - 14H-

Houston, Tx (Usa) (Bush
Interconting

hrrive: 1323 - 02-Jun-03 - LAS-Las
Vegas, Mv (Usa)
[Mc+carran Int'L

Carrierf Maorthwest dirlines Edit
Flight: (MW 1196
Depart: 0900 - 0é4-Jun-03 - LAS-Las  Remove

Vegas, My (Usa)
[Mc+carran Int'L
hrrive: 1602 - 06-Jun-03 - DTW-
Detroit, Mi (Usa)
(Metropolitan Apt)

Carrierf Maorthwest Airlines
Flight: (M) 1404
Depart: 1665 - 06-Jun-03 - DTW-

Detroit, Mi (Usa)
[Metropolitan Apt)

hrrive: 1827 - 06-Jun-03 - [AD-
‘Wazhington, Dc (Usa)
(Dulles Apt)

Figure 4-5: Air Travel Window

1. Select Travel from the main navigation bar.
2. Select Air from sub-navigation bar.
3. Under Trip Summary column, click the Edit link on the specific flight that requires changes.
4. The Air Travel box displays specific flight information from the authorization.
5. Click on Change Ticket Data link to update air travel changes.
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6. The page refreshes to the Other Trans. Page. Under Edit Ticket Information, change the necessary
fields. Click the Save button when complete. Note: Ticket type cannot be changed during this

process.

7. If any portion of air travel needs to be removed, click on the Remove link next to the specific
flight.

8. To add any new ticketed transportation arrangements, see Section 4.6, “Add Other Ticketed Trans-
portation”.

4.5.2 Update Lodging

The traveler has the ability to adjust the Lodging and M&IE if necessary. The Per Diem Entitlements
screen (where updates/changes to lodging should be made) lists each day individually so changes can
be made to one individual day or to a range of days. Do not add hotel sales taxes or room taxes in the
Lodging section. These should be entered in the Expenses section. Refer to Section 4.8 for more
information.

The following steps will serve as a guide to updating lodging changes (Figure 4-6).

‘% Defense Travel System ktinerar@xpenses Accounting  Additional Options  Review/Sign

A New Era of Government Travel
air MEEETFP”  Rental Car Rail Other Trans.

Please select lodging from the trip summary on the right to edit the lodging Overall Starting Foint

request, Leave From: RES: , Edit
Leave: 02-Jun-03

Location 1: LAS YEGAS HY

Leave From: RES: , Edit
TOY/TAD Loc:  LAS VEGAS HY
hrrive: 0Z-Jun-03
Leave: 06-Jun-03
Carrierf Morthwest Airlines Edit
Flight: (M) 7019
Depart: 0555 - 02-Jun-03 - 14D0- Remove
‘Wazhington, Dc (Usa)
(Dulles Apt)
hrrive: 1100 - 02-Jun-03 - [AH-

Houston, Tx (Usa) (Bush
Interconting

Figure 4-6: Lodging Window

—

Select Travel from the main navigation bar. Select Lodging from the sub-navigation bar.

2. Under the Trip Summary column, click on the Edit link on the specific lodging that requires
changes.

3. The Lodging box displays specific lodging information from the authorization.

4. Change dates as necessary in the Lodging box.

5. Iflodging costs require updating, click on Update Actual Lodging Cost link. This will refresh
the page to the Per Diem Entitlements page.

6. Click the Edit link on the specific date where changes are necessary or click the Remove link to
delete the specific lodging entry.

7. On the Per Diem Entitlements page, the user/traveler can change Dates, Per Diem Rates, Duty

Conditions, Meals and other Per Diem Entitlements. Click on Save These Entitlements button
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Chapter 4: Voucher

when complete. If no changes are necessary on this page, click on the Cancel These Entitlement
Changes and Return button.

4.5.3 Update Rental Car

Any updates/changes made to EXISTING Rental Car information (if rental car was included as part of
the authorization) should be made in the Rental Car section. If rental car was booked offline and/or
was not included in the authorization, the traveler must input the rental car (commercial auto) costs in
the Expenses section (section 4.8).

The following steps will guide you in updating rental car changes in DTS (Figure 4-7).

% Defense Travel System ttinerar@xpenses Accounting  Additional Options  Review/Sign

A New Era of Government Travel
Air Lodging _JITHCINEYS Rail Other Trans.

Pleaze zelect a car rental from the trip summary on the right to edit car Oyerall Starting Foint

rental reservations. Leawe From:  RES:, Edit:
Leave: 0Z-Jun-03

Location 1: LAS YEGAS NV

Leave From: RES: , Edit
TOYTAD Loc:  LAS VEGAS,HY
hrrive: 0Z-Jun-03
Leave: 06-Jun-03
Carriers Morthiwest Airlines Edit
Flight: (M) 7019
Depart: 0555 - 02-Jun-03 - [AD- Remove
Washington, Do (Usa)
(Dulles Apt)
Arrive: 1100 - 0Z-Jun-03 - 1AH-

Houston, T (Usa) (Bush
Intercontine

Figure 4-7: Rental Car Window

1. Select Travel from the main navigation bar. Choose Rental Car from the sub-navigation bar.

2. Click the Edit link next to the specific car rental that requires changes or the Remove link to delete
the specific car rental entry.

3. From the Car Rental box, changes can be made to the Dates, Times, Cost and Method of Reim-
bursement.

4. Click the Save Selected Car button to apply the updates.

4.5.4 Update Rail Travel

The following steps serve as a guide to updating the rail travel changes (Figure 4-8).

1. Select Travel from the main navigation bar. Select Rail from the sub-navigation bar.

2. Click the Edit link next to the specific rail travel that requires changes or the Remove link to
delete the specific rail travel entry.

3. The page refreshes to the Other Trans. Page. Under Edit Ticket Information, change the necessary
fields. Click the Save button when complete.
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' Defense Travel SYStem !tinerar@xpens&s Accounting  Additional Options  Review/Sign
e A New Era of Government Travel
Alr Lodging Rental Car JEYW"  Other Trans.

Plzase select a train from the trip summary on the right to edit train QOuerall Starting Point

reservations, Leave From: RES: , Edit
Leave: 02-Jun-03

Location 1: LAS VEGAS HV

Leave From: RES: , Edit
TOYSTAD Loc:  LAS VEGAS HY
arrive: 02-Jun-03
Leave: 06-Jun-03
Carrierf Marthwest Aitlines Edit.
Flight: (M) 7019
Depart: 0855 - 02-Jun-03 - 1AD- Remove
Washington, Do (Usa)
{Culles Apt)
Arrive; 1100 - 02-Jun-03 - |4H-

Houston, T (Usa) (Bush
Intercontine

Figure 4-8: Rail Travel Window
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4.6 Add Other Ticketed Transportation

Any ticketed transportation arrangements such as air or rail, booked outside of the DTS reservation system,
can be entered here (Figure 4-9). To enter new ticketed arrangements:

‘% EEfEI’ISE Travel System hinerar@xpenses Accounting  Additional Options  Review/Sign

New Era of Government Travel
Air Lodging Rental Car Rail Other Trans.

Use this screen to enter Other Ticketed Transportation infarmation, Overall Starting Point

Leawve From: RES: , Edit
Leave: 02-Jun-03

ADD Ticket Information Location 1: LAS VEGAS HY

= Leave From: RES: , Edit
Enter aor select the required data, TDV/TAD Loc:  LAS VEGAS HY
Arrive: 0Z-Jun-03
Please Mote: A Red Star (¥ ) indicates a field is required. Leave: 06-Jun-03
* Type: [-- setect - =l Carrier/ Morthwest Aitlines Edit
o Flight: (M) 7019
Description: | Depart: 0855 - 02-Jun-03 - 14D- Remove
s ‘Washington, Do (Usa)
Ticket No: [see Attached Ticket 5 {Dulles 4pt)
Arrive: 1100 - 02-Jun-03 - 14H-
* Ticket Yalue:
icket Yalue 0.00 Houston, Tx (Usa) (Bush
cast: I ) (g e LA
i!f different from Carriers Morthmest Airlines
ticket value) Flight: (M) 6327

*Departure Date (06 /08 /2005 - Depart: 1206 - 0Z-Jun-03 - 14H-

{mmSdd Sy Houston, Tx {Usa) (Bush
Intercontine

Issue Dat = .
ssue Date Arrive: 1323 - 02-Jure03 - LAS-Las

(mmfdd iy ) Wegas, My (Usa)

* Ticket Date 06/04/2003 v [Mc+carran Int'L

(mimdd Sy s
Carrierf Maorthwest Airlines Edit
CB# Account: I I SRR Flight: (M) 1196
o Depart: 0900 - 06-Jun-03 - LAS-Las  Remowve

Wegasz, My (Usa)

[Mc+carran Int'L
Arrive: 1602 - Dé-Jun-03 - DT -

Detroit, Mi (Usa)

Save | (Metropolitan Apt)

» wiew J/ edit expenze details

Figure 4-9: Other Ticketed Transportation Window

Select Travel from the main navigation bar. Select Other Trans. from the sub-navigation bar.
Select type of travel from the Type menu. The description will automatically fill.

Enter Ticket Value.

Enter Ticket Cost (if different from ticket value).

Enter Departure Date.

Enter Issue Date (if known).

Click on CBA Accounts link to choose account. Only use this option if CP-C or CR-L is selected in
the type field.

Click Save button.

9. Confirm the information in the Ticketed Transportation Saved box. The information will also
update and show up in the Trip Summary column. If necessary, it can be edited or removed.

ARl e

o
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4.7 Update Expenses

Trip Expenses can be added, updated, or deleted in the Expenses section. After travel, expenses are
updated with the actual costs from the trip if needed.

DTS allows both non-mileage and mileage expenses to be reported. In the non-mileage section, expenses
can be chosen from a list or entered by hand. In the mileage section, different forms of transportation and
rated mileage can be chosen, with the expense costs calculated automatically. The following two sections
will allow a user to enter both.

4.7.1 Update Non-Mileage Expenses

1. Select Expenses from the main navigation bar. The screen will default to the Non-Mileage page
(Figure 4-10).

%«w Defense Travel System Itinerary Trave@ccouming Additional Options  Review/Sign

e A New Era of Govemment Travel

Mileage

Use this screen to enter non-mileage expenses for your trip, Select an Expense Type Date Cost
expenzes type, or, if you cannot find the appropriate expense type, enter Gasoline- .
a description in the box provided. Click on the "save Expenszes" button to Rental /Gowt, 06/02/03 540,00 Erits
zave these expenzes. Car Bemoye
Registration Edit
Leave: 02-Jun-03 Return: 06-Jun-03 Add Expense r D6/02/03  §100.00 o
*Expenze Type: Edit
P vpe: | =] Taxi - Airport 060203 $20.00 S
Remave
-0R- |
Adutharized Edit
S 06/04/03  §15.00 S
Buziness Call Remaove
" Cost: $ I
T Total Expenses:  $175.00
ate:
IDéJ‘DZIZDDS '
(mm.Sdd Fyyyy )
* Method of Reimbursement: I-- Pleasze Select -- ;I

+ wiewfedit expensze details

Figure 4-10: Non-Mileage Expenses Window

2. To edit expenses, click Edit to the right of the appropriate expense in the Expenses Summary.

3. For expenses not on the authorization, select the Expense Type from the drop-down list or type
the expense into the field below.

4. Enter the Cost of the expense.

5. Enter the Date of the expense. Use the pop-up calendar if necessary.

6. Select the Method of Reimbursement.

7. Click the Save Expenses button.

8. Repeat steps 1-6 until all non-mileage expenses are updated.
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4.7.2 Update Mileage Expenses

L.

SATNARE ol ol

~

Select Expenses from the main navigation bar. Select Mileage from the sub-navigation bar
(Figure 4-11).

'%Defanseﬁav&l SFStem Itinerary Trave@ccounting Additional Options  Review/Sign
w A New Era of Government Travel
Non-Mileage

Use this screen to enter mileage expenses for your trip, Click on the "Save Expense Type Date Cost
Expenzes" button to save these expenzes. - i
? i futiuo 060203 §1440 ot
Terminal Remave
Leave: 02-Jun-03 Return: 06-Jun-03 Add Expense — -~
. 06702/03  $14.40 —
Terminal Remave
X Expenze Type: I ;I
Pt duto- Edit
060203 10,80 e
* Date: IDéfDQIQDDS ' TOv FTAD $ Remove
(mm.Sdd Fyyyy )
Total E 3 39,60
* Method of Reimbursement: I-- Pleaze Select -- _v_l SrAlBmeies U
* Miles I % Rate = Cost §

To calculate mileage for POVs use the Dol Table of Distances

+ Edit Thiz Expensze Type's Defaults

Figure 4-11: Mileage Expenses Window

To edit expenses, click Edit to the right of the appropriate expenses in the Expenses Summary
For expenses not on the summary, select the Expense Type from the drop-down list.

Enter the Date of the expense. Use the pop-up calendar if necessary.

Select the Method of Reimbursement.

For the Miles field, enter mileage from odometer for “in and around” travel or use DoD Table of
Distances link for TDY travel.

Click the Save Expenses button.

Repeat steps 1-6 until all mileage expenses are updated.

4.7.3 Defense Table of Official Distances (DTOD)

The Defense Table of Official Distances (DTOD) should be used when driving to a TDY location,
driving to a Permanent Change of Station (PCS), or during other travel outside of a duty area. It is not
used for local travel or miscellaneous travel (personal travel on duty).

1. Access DTOD by clicking on the DoD Table of Distances link below the mileage calculation
fields in the mileage expense window (an expense type must be selected).

2. Enter City in the Traveling From section.

3. Enter State/Country or click the Lookup State and Country Codes link if state and country are
unknown.

4. Enter County (Optional).

5. Click Search to see all locations associated with the City Traveling From.

6. Click the Select link next to the desired location in the Search Results column.

7. Enter City in the Traveling To section.
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8. Enter the State/Country or click the Lookup State and Country Codes link if state and country
are unknown.

9. Enter County (Optional).

10. Click Search to see all locations associated with the City Traveling To.

11. Click Calculate Mileage button to display Total Miles.

12. Click Save Total and Continue button.

4.8 Receipts Imaging

Receipts are an important part of trip records and are evidence that official travel actually took place. DTS
allows travelers the option of storing receipts for official travel digitally in addition to existing local
storage methods.

Receipts, along with other supporting documentation, can be loaded into DTS and attached to the trip
record by using the scan and upload or fax method. Faxing is the preferred and easiest method of digitally
storing receipts. Both methods will be explained in detail. Although the Receipts Imaging function is
available in the Authorization, most receipts will not be available until after travel and during the voucher
creation process. The same procedures should be followed for digitally storing receipts on the voucher.

To load receipts into DTS, see Chapter 2, Section 2.7 “Receipts Imaging” for a complete explanation of
procedures.

4.9 Updating Accounting Codes

Note: DO NOT add or remove an LOA on a Voucher from Authorization. Funds from LOAs in the
Authorization have already been decremented. Changing LOAs will cause errors in both DTS and the
accounting system (Figure 4-12).

% Defense Travel System Itinerary  Travel ExpenseMddilional Options  Review/Sign

A New Era of Govemment Travel

Accounting Codes

Select the appropriate accounting code for this trip, If there are multiple

accounting codes that are required for this trip, pleaze zelect all that 03 WARREN

apply. COM, CARR.-1 $609.00
LODGIMG $134.97

Start Date: 0Z-Jun-03 + Find Accounting Label MEIE : <147.00

End Date: 06-Jun-03 MILEAGE : 39,640

Accounting Label: I---Select--- - l From DFCWT OTHER.: 4120.00
PHOME CALLS : $15.00

Selected Accounting Code(s) REMTAL CAR. 475,00
TRAMSPORT ¢ 540,00

To remowe an accounting code that does not apply to this trip, select the

remave link corresponding to the accounting label to be remaoved. 03 WARREN 5ub Total: $1,080,57

Accounting Label Organization A\::il;:r(f::e Remove fatculated Trin Cost: SHOB057

03 WARREM DFCWT = wigw fedit » FEMOvE

Figure 4-12: Accounting Codes Window
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1. Select Accounting from the main navigation bar.
2. Select the appropriate Accounting Label from the drop-down list.
3. Navigate to Additional Options, if necessary, or Review/Sign on the main navigation bar if complete.

4.9.1 Update Multiple Accounting Codes

1. If there are multiple accounting codes that are required for this trip, select all that apply.

2. Select How To Allocate (By Expense Category, Percent, Date, Dollar Amount) with the drop-
down list located at the bottom of the page.

Click Allocate Expenses.

Select the Accounting Code to use for each allocation.

Select Save Allocations button.

The Expense Summary box will display a breakdown of the expenses applying to each LOA.

AR

4.10 Additional Options

Select Additional Options from the main navigation bar. Select Profile from the sub-navigation bar.

Profile—The Profile link allows the user/traveler to view and update their personal information based on
their permission levels. There are four parts of the user/traveler profile accessible from a voucher from
authorization. At the bottom of each window there is an Update Personal Information button to update
information for the current document only. To save changes to the profile permanently, click on Save
changes to permanent traveler information checkbox. On the My Profile window is the My Profile
information along with the links to three other sections of the profile. The sections control the following
information.

My Profile—In this section the user/traveler can view and edit name, address, and other general infor-
mation. The Dependents and PCS Info boxes are not currently used.

My Preferences—This section is divided into five areas of preference, including Air Travel prefer-
ences, Miles To Airport, Lodging preferences, Rental Car preferences and Miscellaneous. The three
buttons at the bottom lead to the selection of even more preferences. Note: If Preferred Airline,
Lodging or Rental Car brands are chosen, when a search is performed the results will ONLY display
that brand, narrowing the search.

My Additional Information—This section is divided into three areas. These sections deal mostly
with military information and information related to DTS. There is usually little reason to update these

fields except for selecting a routing list other that your default.

My Account Information—This section is used for financial information such as: Default Account-
ing Code Label, EFT, and Credit Card Accounts (Figure 4-13).
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* Last Mame :

*First Mame :

Ml

*Gender:

SIS

Mailing

Address Line 1:

hddress Line 2

City

State:

Zip Code :

Home Phone:

Email Address:

Residence

Residence City @

Residence State :

2% Defense Travel System

A New Era of Government Travel

» My Preferences » My Additional Information = My dccount Information

Complete the information below

Itinerary Travel Expenses Accounting #GHRGLEIRMOEF Review /Sign

MITHRY Per Diem Entitlements  Payment Totals  Partial Payments  Advances

IHenry

IEric:

-

Cuin Cw OF

221549897

|1401 Systems Park

IKnob Moster

o]
I22033

|70

Iyou rmail@nge. com

I Lookup |

Figure 4-13: Profile Window

4.11 Per Diem Entitlements

Select Additional Options from the main navigation bar then, Per Diem Entitlements from the sub-navi-

gation bar.

The information provided to the traveler on the Per Diem Entitlement window was filled automatically
when the traveler built their Itinerary (Figure 4-14).
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The lodging cost entry needs to be updated to match the selected hotel in the reservations, and any change
in the information (e.g., duty conditions, meals provided, etc.) for a specific date or date range.

=} Per Diem Entitlements - Microsoft Internet Explorer

File Edt View Favortes Tools Help
Ggack & - @ [ & Qocarch GaiFavortes (Bristoy |- S W H &
Address [@] https:jjdtsisbwebdevil defensetravel.osd mifcg-binjwspd_cgi.shWServica=dts_INTG01_ws_djnu-tin.w
Logeed Inks:  CHRIS BEESING Document Name:  EBATLANTOS0103_A01 Screen ID: 10Z2.1 Close Wind
Traveler Name:  Eric Black Document Typs:  Authorization Help far this sore
@ Defense Travel System Itinerary Travel Expenses Accounting g e RO P Review/s|
ANew Era of Government Travel
LIGHIEY” Per Diem Entitlements SRETRREIRE T ET 1Y
Follouring is a list of per diem allowances for odging and meaks fincidentals for sach day of your trip, The "sdit” ink allows you to changs the
information (.., duty conditions, mesls provided, etc.) for a specific date or date rangs. The "resst” link changes the per dism
information to the default rates for that dats and location,
Ldg M&IE  PerDiem
Date Location Edit |[Reset  [LogCost | oot |FE0 Code B L D Qus
05/01/03  ATLANTA,GA SEdit  sResst 11200 11200 3150 112/42  WONE
05/02/03 | ATLANTA,GA SEAL  sResst 11200 11200 4200 11Z/42  WONE
05/03/03  ATLANTA,GA SEdit  sResst 11200 11200 4200  112/42  WOMNE
05/04/03 | ATLANTA,GA SEL sResst 11200 11200 4200 11Z/42  WONE
05/05/03  ATLANTA,GA SEdit  sResst 11200 11200 4200  112/42  WOMNE
05/06/03 | ATLANTA,GA SEAL  sResst 11200 11200 4200 11Z/42  WONE
05/07/03  ATLANTA,GA SEdit  sResst 11200 11200 4200  112/42  WOMNE
0S/08/03 | ATLANTA,GA SEL sResst 11200 11200 4200 11Z/42  WONE
05/09/03  ATLANTA,GA SEdit  sResst 11200 11200 4200  112/42  WOMNE
05/10/03 | ATLANTA,GA SEAL  sResst 11200 11200 4200 11Z/42  WONE
05/11/03  ATLANTA,GA SEdit  sResst 11200 11200 4200  112/42  WOMNE
05/12/03 | ATLANTA,GA SEL sResst 11200 11200 4200 11Z/42  WONE
05/13/03  ATLANTA,GA SEdit  sResst 11200 11200 4200  112/42  WOMNE
05/14/03 | ATLANTA,GA SEAL  sResst 11200 11200 4200 11Z/42  WONE
05/15/03  ATLANTA,GA SEdit  sResst 11200 11200 4200  112/42  WOMNE
05/16/03 | ATLANTA,GA SEL sResst 11200 11200 4200 11Z/42  WONE
05/17/03  ATLANTA,GA SEdit  sResst 11200 11200 4200  112/42  WOMNE
0511803 ATLANTA,GA SEAL sResst 11200 11200 4200 11Z/42  WONE
B start ||J e ARM H [ 1nbo - Microsoft outiosk | & Y Defense Travel System -, | & | Per Diem Entitlement...

Figure 4-14: Per Diem Entitlements Window

4.11.1 Update Per Diem Entitlements

1. Select Additional Options from the main navigation bar. Select Per Diem Entitlements from the

sub-navigation bar.
2. Select Edit next to the date and location to be changed.

3. Enter date in Values Apply Through if changes are for multiple consecutive days (Figure 4-15).

Note: Edit All button located at the bottom of the page allows the user/traveler to edit all of the dates at

once.
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“m% Defense Travel SYStem Itinerary Travel Expenses Accounting #GHRELEIRREOEF Review /Sign
e A New Era of Government Travel
[AGTIEY” Per Diem Entitlements S ETSRETREETN T TS (T Ta =1

“fou may apply changes on this screen to a certain date or range of dates by modifying the "Walues Apply Through" date, If required to
change the distribution to travelers, use the distribution method selection list to change the distribution method, Then, select the

"distribute cost" link to distribute appropriately to travelers,

Location: ORLANDO,FL
“alues Apply From Date: 08/23/2003

Walues Apply Through: |05f23f2003

Per Diem Rates

such as payment method, reimburseable, etc,

Per Diem Rate: |95 /46

Lodging: SI95_0[] = wiew f edit expense details
M & IE: S|34_50 = wiew f edit expense details

Duty Conditions

Check all of the following that apply:

Field Conditions

Adverse Effects /Commercial Quarters
Inactive Duty Training

Permissive TOY

Hospital Stay

Quarters Available

Group Travel

Annual Training

Eszential Unit Messing

hboard U5, Wessel

il EEENE

Authorized Trip Home

Costs are total for all travelers, You may change your lodging costs below, Use the "Wiew [ Edit Expense Details" link for expenze details

Figure 4-15: Per Diem Entitlements Window

4. Enter lodging cost in the Lodging field, if different than per diem. Click View/Edit Expense

details to change the Payment Method.
5. Select Duty Conditions that may apply.

6. Select any appropriate meal code and applicable meal(s) for this date of date range, if applicable

(Figure 4-16).
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Meals

If you would ke to make changes or meals, select the appropriate meal code and applicable meal(s) for this date o date range:

& FulRate ] Breakfast
€ Elected ] Lunch

€ hvailable ] Dinner

€ Provided cost:  [0.00

€ Occasional

€ Special Rate

Other Per Diem Entitlements

If you need to claim actuals for lodging, taken leave, or have any OCONUS incidental amounts, you may check the appropriate box. Only one
aption may be applied to a specified date or the date range used for the "Values Apply Through Date.

' Ho Other Per Diem Entitlements

Leave
Check here if you are taking leave for the above date or date range.

-

-  Actuallodging
Check here if you need ta use Actual Lodging for the above date or date range.

OCOHUS Incidental Amount - (Only applies for travel outside the continental United 5tates)
Check here if you have incidental expenses for OCOMUS travel for the above date or date range.

= Go to Next Date Without Saving

Cancel and Return to the Previous Screen Save These Entitlements

Warning: When applicable, uss the abowe screen ta "SAVE" your data, befors using the CONTINUE.

Proceed to the folowing page: | Go to Itinerary = %

Figure 4-16: Trip Overview Window

7. Select Leave if appropriate. Military personnel use Annual leave; government employees can
choose either Annual or Other. Government employees may enter the number of hours they wish
to use.

8. Select Actual Lodging if appropriate. Note: Additional lodging costs must be authorized by the
AO. The Actual Costs Limited field will display the maximum actual lodging amount autho-
rized.

9. Select OCONUS Incidental Amount if travel is outside the continental United States.

4.12 Payment Totals

The Payment Totals feature allows the traveler to review calculated trip expenses and enter charge card
advances taken at ATM facilities during the trip. The traveler also has the option to make an additional
payment to the GOVCC account. Any amount entered into the Gov’t Charge Card ATM Advance or
Add’l Gov’t Charge Card Payment ficlds will decrement the Pay to Traveler field by the entered
amount (Figure 4-17).

Select Additional Options from the main navigation bar. Select Payment Totals from the sub-navigation
bar.

There are four sections on the Payment Totals window: Amount Claimed, Advance Information, Govern-
ment Charge Card Amount, and Payment Distribution.

To add a GOVCC ATM Advance:

1. Enter the total amount of the advance(s) into the Gov’t Charge Card ATM Advance field.
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% Defense Travel System

= A New Era of Government Travel

Amount Claimed

Total Expenzes:

Mon-Reimbursement Expenses:

Total Amount Claimed:

Advance Information

Gow't Advance Outstanding:

Gow't Advance Applied:

Applied Amount:
Met to Traveler: (Due Gow't if Negative)

Government Charge Card Amount

Expenzes on Gow't Charge Card:

Gow't Charge Card ATM Advance:

Add'l Gow't Charge Card Payment:

Total Gow't Charge Card Amount:

Payment Distribution

Pay to Gow't Charge Card:

Pay to Traveler:

Total Payment:

Itinerary Travel Expenses Accounting #GHRGLEIRMOEF Review /Sign

Profile  Per Diem Entitlements Partial Payments

Follawing iz the calculated totals for the wvoucher - Voucher Payment Totals,

$ 1,080,57
50,00

$ 1,080,57

$0.00
$0.00

$0.00
$ 1,080,57

733,97

0.00

5 ID.DD » Calculate

733,97

733,97
4§ 346,60

4§ 346,60

Advances

Figure 4-17: Payment Totals Window

2. Click the Calculate link next to the Add’l Govit Charge Card Payment field. The specified amount
will be decremented from the Pay to Traveler field.

To add an additional payment to the GOVCC:

1. Enter the total amount of the additional payment to the GOVCC into the Add’l Gov’t Charge Card

Payment field.

2. Click the Calculate link next to the Add’l Gov’t Charge Card Payment ficld. The specified amount
will be decremented from the Pay to Traveler field.

Note: Any ATM processing fees associated with the govit charge card will need to be entered in the

Expenses section. Do not add them in the Payment Totals section.

4.13 Schedule Partial Payments and Advances

A request for a Scheduled Partial Payment (SPP) and/or Advances is NOT allowed for travel already completed.
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4.14 Review/Sign

Select Review/Sign from the main navigation bar.

4.14.1 Preview Trip

The Preview Trip window allows you to go in and view a general overview of the trip. You can
review data or edit data.

Select Preview from the sub-navigation bar (Figure 4-18).

% Defense Travel System Itinerary Travel Expenses Accounting AdditionalOption

A New Era of Govemnment Travel

MW Pre-Audit  Other Auths.  Digital Signature  Trip Compare

Rewiew the details for this trip below, When you have finished proceed to Pre-sudit,

Overall $tarting Point
Itinerary: Leawve From: RES: , Comments to the

Edit Leave: 02-Jun-03 Approving Official:
going on a trip

Location 1 - LAS YEGAS NV

Itinerary: Leawve From: RES: ,
Edit TOvfTAD Location: LAS WEGAS MY
hrrive: 0Z-Jun-03
Leave: 06-Jun-03
Air Travel: Carrier: Morthwest Airlines (M) Comments to the
Edit Flight: 7019 Travel Agent:
Pavas £179.00 SEAT PREFEREMCE: 5B
Depart: 1AD-Washington, Do (Usa) (Dulles
Apt)

0Z-Jun-03 0555

Arrive: 14H-Houston, Tx (Usa) (Bush
Interconting
02-Jun-03 1100

Air Travel: Carrier: Morthwest Airlines (M)
Flight: 6327
Depart: 14H-Houston, Tx (Usa) (Bush

Interconting
02-Jun-03 1208
Arrive: LAS-Las Wegas, My (Usa) (Mc+carran
Int'L
02-Jun-03 1323

Figure 4-18: Trip Overview Window
1. Review all data.

2. Click the Edit link next to each section if changes are necessary.
3. Click Save and Proceed to Pre-Audit button.
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4.14.2 Pre-Audit Trip

Pre-Auditing a Voucher from Authorization allows the traveler to screen their document for missing
items or possible problems before signing and routing.

An automatic Pre-Audit will always occur when the traveler signs the document for signature and
routing.

Select Pre-Audit from the sub-navigation bar (Figure 4-19).

DEfEI‘ISE Travel SYStem Itinerary Travel Expenses Accounting Additional Options s =WI=EEsTn)
= P g 8|
- A New Era of Govemment Travel
Preview MICHUGI®® Other Auths.  Digital Signature  Trip Compare
Below are any items that were "flagged" for this trip, vou must provide comments in the 'Justification to Approving Official' text field for
flagged items, When you are finished, or if there are no flagged items, click "Proceed To Digital Signature,”
5 Items have been Flagged in this Travel Document
1. Reason Flagged Hem Description * Justification to Approving Official
FDFLT PMT METHOD LISED # Authorized Business Call i needed ta make the cal ;I
Ok 0604703 HAS PMT
METHOD OF GOWCC - NOT
LISIMG DEFALULT PAYRMENT
METHOD - PERSOMAL _J
v
2. Reason Flagged Hem Description * Justification to Approving Official
# TRAWVEL MODES AUTHRZD # MODE MOT AUTHORIZED: ;I
P&
.-
3. Reason Flagged Hem Description * Justification to Approving Official
# TRAWEL MODES AUTHRZD # - MODE MOT AUTHORIZED: ;I
CEB
|
. Reason Flagged Hem Description * Justification to Approving Official

Figure 4-19: Pre-Audit Window

1. Any items that appear on this window are “flagged” for this trip. Traveler must complete Justifi-
cation to the Approving Official to explain any request out of the norm. Note: A “flagged” item
indicates that DoD or Service standards have been exceeded for normal government travel and the
traveler is required to provide an explanation in the comments field before the voucher can be
approved by the AO or considered for approval. It is important that the document continues to
route to the individuals on the routing list regardless of the status of the document.

2. Click Save and Proceed To Digital Signature button once all justifications are completed. Note:
Traveler will not be able to sign the document until all justifications are made.

4.14.3 Other Authorizations

Select Other Auths. from the sub-navigation bar.
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1. Based on trip details, additional authorizations are cited. Enter Remarks to the Approving Offi-
cial.

2. Select Add Additional Authorizations For This Trip link to add any other authorizations or

special circumstances for this trip.

Select any additional authorizations appropriate by clicking on the checkbox.

Click Add.

Add any Remarks for justification.

Click Save button when complete.

Click the Remove link on the right to remove any of the Other Auths.

Nk w

4.14.4 Digital Signature

The final step in a Voucher from Authorization is to digitally sign the document. This begins its
routing process. Clicking on Digital Signature on the sub-navigation bar does this. The process to
sign a voucher from authorization is below (Figure 4-20).

% DEfEI'ISE Travel S)rstem Itinerary Travel Expenses Accounting AdditionalOption
= A New Era of Government Travel

Preview Pre-Audit Other Auths. Digital Signature

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

Document Action

“Submit this document as: ISIGNED VI

Additional Remarks: ;I

Submit Completed Document

Pending Routing Actions

Awaiting Status Change To By Lewel

SIGMED Eric Henry o

Figure 4-20: Digital Signature Window

Select SIGNED from the “Submit this document as” field.

Enter any additional remarks (optional).

After all information has been confirmed, click Submit Completed Document.

Enter Certificate Location in the Key File field.

Enter Password in the Password field.

The document is now signed. You will be returned to the main voucher from authorization win-
dow.

AN hA L=
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4.14.5 Trip Compare

The final option is listed to the right of the Digital Signature link on the sub-navigation bar (Figure 4-
21). This allows an official to compare two different trips within the same document. This is most
often used to determine what a traveler is entitled to be reimbursed (constructive costs). For example,
if the traveler drove to a TDY location, this feature would allow for comparison of costs between
driving and flying to the location. The steps below outline how to use the Trip Compare feature.

Defense Travel System Itinerary Travel Expenses Accounting AdditionalOption

A New Era of Govemment Travel

Preview Pre-Audit Other Auths. Digital Signature Trip Compare

Follawing are the trips for this voucher,

» Create New Trip

Trips for Youcher

Trip Ho Trip Type Trip Purpose Dep Date Ret Date Remove Copy Preview
CONFEREMCE :
1 Ab-ROUTINE T/ TAD ATTENDANCE 060203 060603 » FEmove »Copy » preview
CONFEREMCE
z Ab-ROUTINE TOY S TAD 060203 060603 » FEmOve > Copy » preview

ATTEMDANCE

Figure 4-21: Trip Compare Window

1. Select Review/Sign on the main navigation bar. Select Trip Compare on the sub-navigation bar.

2. Select Create New Trip.

3. Inthe To Trip No. field, type “2” and click Save button. You will be taken to the Trips for
Voucher window where the original trip (trip 1) and the selected trip (trip 2) are listed.

4. Click Preview to see the trip preview of the selected trip. From this window the user can go in and
edit details about the trip for comparison purposes.
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CHAPTER 5: LOCAL VOUCHER

A Local Voucher (LV) is used for reimbursement of miscellaneous expenses. Uniformed service members
or government employees traveling over a 12-hour period within their permanent duty station local area
incur such expenses.

5.1 Creating a Local Voucher (LV) Document

1. Mouse over Official Travel in the menu bar.
2. Select Local Vouchers from the drop-down list.

A new browser window opens listing previously created LVs. (Depending on the document status, user/
traveler can view/edit, print, or amend LVs.)

3. Ifno previously created LVs exist that need to be viewed/edited, click the Create New Local Voucher
link.

Note: If creating a document for the first time, users/travelers must update their profile. A pop-up window
displays. Click OK. The Update Profile page displays. Fill in all required information.

5.2 Local Voucher Date

1. Enter Expense Date. Use pop-up calendar if necessary.
2. Click OK.

5.3 Adding/Updating Expenses

Expenses are divided into two categories, Non-Mileage and Mileage. Non-Mileage is the default window.
It automatically appears when window is refreshed.

1. Select Expenses from the main navigation bar. Select Non-Mileage from the sub-navigation bar.
Select Expense Type from the drop-down list.

Enter Cost.

Enter Date. Use pop-up calendar if necessary.

Select Method of Reimbursement from drop-down list.

Click Save Expenses.

bl

The Non-Mileage window updates. Expenses are listed on the right side of the window. Users/Travelers
can add other expenses at this window. They can only add one at a time. Users/Travelers can also edit or
remove expenses (Figure 5-1).
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o " \_‘ Defense Tra'n'8| S}"Stem Mccmnting Additional Options  Review [/ Sign

A New Era of Government Travel Hon R eRas Mileage

Expense Type Date Cost
Use this screen to enter non-mileage expenses for your trip, Select an . . "
¥ Z " Registration Edit
expense type, or if you cannot find the appropriate expense type, enter a F 03/05/03 560,00 g
description in the box provided, Click on the "Save Expenses" button to G2 LR
save these expenses, ] i
Auth, Business Edit
03/05/03 5.00 S—r
Call : Remave
Parkil Local 03706/03  $10.00 e
*Select an Expense I ;I R b i Remaove
Type:
or Enter Cne: I Total Expenses:  %65.00
Cost: ] I
Date: I— =
(mm.Sdd Sy ) -
wethod of Reimbursement: I-- Pleasze Select -- ;I

+ wiewfedit expensze details

Figure 5-1: Non-Mileage Expenses Window

Select Expenses from the main navigation bar. Select Mileage from the sub-navigation bar.
Select Expense Type from the drop-down list.

Enter Date. Use pop-up calendar if necessary.

Select Method of Reimbursement from drop-down list.

Enter Odometer Miles.

AN S

Note: Defense Table of Official Distances (DTOD) should only be used if going TDY from one city to
another.

6. DTS automatically calculates mileage reimbursement costs.
7. Click Save Expenses.

The Mileage window updates. Expenses are listed on the right side of the window. Users/Travelers can add
other expenses at this window. They can only add one expense at a time. Users/Travelers can also edit or
remove expenses (Figure 5-2).
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Chapter 5: Local Voucher

Use this screen to enter mileage expenses for your trip, Click on the "Save Expenses" button to save these expenses,

Mileage Expense #1

* Expense Type: Private Auto Mileage - (50.360) ;I ?r::jddfywy] |03,r05,r2003 [+
Method of Refmbursement  [PERSONAL |
O i
ometerfsg « Rate !D.Séﬂ = Cost 4 |00

Miles

Mileage Expense #2

*Expense Type: ;J Date: l— v
(mm fdd fyyyy )
wethod of Reimbursement I-- Pleasze Select -- _:J
Qi t |
s ® PRate | = Cost %

Miles

Figure 5-2: Mileage Expenses Window

5.4 Receipts Imaging

Receipts are important trip records and proof of official travel . DTS lets travelers digitally store receipts
as well as use existing local storage methods.

Receipts and other supporting documents are loaded into DTS and attached to the trip record using the scan
and upload or fax method. Faxing is the preferred and easiest method. Both methods will be explained in
detail. Although the Receipts Imaging function is available in the Authorization, most receipts will not be
available until after travel and during the voucher creation process. Follow the same procedures for digi-

tally storing receipts on the voucher.

To load receipts into DTS, see Chapter 2, Section 2.7 “Receipts Imaging” for an explanation of procedures.

5.5 Adding an Accounting Code

1. Select Accounting from the main navigation bar.
2. Select the appropriate Accounting Label from the drop-down list.

*  Only Lines of Accounting (LOAs) that are in the User/Traveleris organization are displayed.

*  The selected LOA appears below with options to view, edit, or remove. Also, an Expense Summary
field displays on the right side of the window, with LOA and expense totals (Figure 5-3).

DTS Version 1.5.4.17, Document Processing Manual, Version 1.0.8, Updated 2/18/04 Page 5-3

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



Chapter 5: Local Voucher

Defense Tra'n'el System ExpensesMAddiUonal Options  Review / 5ign
e

Select the appropriate accounting code for this trip, If there are multiple
accounting codes that are required for this trip, please select all that
apply.

Start Dates

End Date:
Accounting Label: I---Select--- - l

Selected Accounting Codeqs)

To remove an accounting code that does not apply to this trip, select the
remove link corresponding to the accounting label to be remowved,

View/Edit

Accounting Label Remove
& Acctg Code

03 MATTLOA » wiew fedit » FEmove

Figure 5-3: Accounting Codes Window

5.5.1 Selecting Multiple Accounting Codes

1. Select an additional LOA from drop-down list.
*  The second or multiple LOAs appear under the previously selected LOA.

5.6 Allocate Expenses

Expenses can be allocated by Category or Percentage when multiple LOAs are used. The user/traveler
can assign a percent to each LOA to allocate trip expenses. The percentages must equal 100%. The user/
traveler can also charge different expenses to each LOA.

Select Allocate Expenses by Category or Percentage.
Select Allocate Expenses.

Complete allocation to correct account codes.

Click Save Allocations (Figure 5-4).

el S

The Accounting codes window updates. Expenses are listed on the right side of the window.
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Chapter 5: Local Voucher

Select the appropriate accounting code for this trip, If there are multiple
accounting codes that are required for this trip, pleaze select all that
apply.

Start Date: 03/08/03

End Date: 03/05/03
Accounting Label: I---Select--- - I

Selected Accounting Code(s)

To remowe an accounting code that does not apply to this trip, select the
remove link corresponding to the accounting label to be remowved,

View/Edit
Accounting Label Acfl:Code Edit Allocation Remove
03 GEMERAL = wiew fedit = edit » FEmove
03 Training, = wiew fedit = edit » FEmove

Multiple accounting codes on a trip require allocation of expenses to the
accounting codesilabels), Select how ywou wish to allocate, Then click
"hllocate Expenses” to proceed with allocations,

Hows to Allocate: IBy Expenze Category - l

Figure 5-4: Accounting Codes Window

5.7 Additional Options

Select Additional Options from the main navigation bar.

5.7.1 Comments

Select Comments from the sub-navigation bar.

1. Enter Comments to Approving Official.
2. Click Save Comments and Proceed to Payment Totals.

5.7.2 Payment Totals

Select Payment Totals from the sub-navigation bar.

The Payment Totals section lets the user/traveler review calculated trip expenses and enter trip related
charge card expenses. The traveler can also make an additional payment to the GOVCC account.

5.7.3 Profile

Select Profile from the sub-navigation bar.

Four parts of the user/traveler profile can be accessed from an authorization. At the bottom of each
screen, the user/traveler must click the Update Personal Information button to save changes only on
the current document. For permanent changes, click the Save changes to permanent traveler infor-
mation check box. There are also three links located at the top of the My Profile box. They are My
Preferences, My Additional Information, and My Account information.
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Chapter 5: Local Voucher

My Profile—The user/traveler can view and edit name, address, and other information. The Depen-
dents and PCS Info boxes are not currently used.

My Preferences—This section is divided into five areas. They include air travel, lodging, and rental
car. More preferences can be selected from the three buttons at the bottom.

Note: If preferred airline, lodging, or rental car brands are chosen when a search is performed, the
results display only those brands. This narrows the search.

My Additional Information—This section is divided into three areas. They deal mostly with military
and DTS-related information. There is usually little reason to update these fields except for selecting a
routing list other than your default.

My Account Information—This section has two areas. They deal with financial information, such as
Default Accounting Code Label, and EFT and Credit Card Accounts information.

5.8 Review/Sign

Select Review/Sign from the main navigation bar.

The Review/Sign link lets user/travelers review/edit trip details, type comments to the Routing Officials,
and stamp the document SIGNED. Placing the SIGNED stamp on the document begins the routing
process.

5.8.1 Preview

Select Preview from the sub-navigation bar.

In the Preview section the user/traveler can review/edit trip details and type comments to the Routing
Officials.

5.8.2 Pre-Audit

Select Pre-Audit from the sub-navigation bar.

Pre-Auditing lets travelers screen documents for missing items or possible issues before signing and
routing. An automatic Pre-Audit always occurs on any kind of document. Travelers must provide jus-
tifications for each flagged item on the Pre-Audit screen BEFORE signing the document. If Travelers

do not provide justifications, they will be unable to sign the document and proceed on the trip.

1. Type comment in Justification to the Approving Official field.
2. Click Save when all justifications are completed.
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Chapter 5: Local Voucher

5.8.3 Digital Signature

Select Digital Signature from the sub-navigation bar.

The traveler can stamp the document SIGNED and type more remarks into the additional remarks
field. The window also displays pending routing actions and document history (Figure 5-5).

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

Document Action

Submit thiz document as: |SIGNED - i

Additional Remarks: _‘J

K

=

Pending Routing Actions

Awaiting Status Change To By Lewel

SIGMED Mahan, Eric T, u]

Document History

Status Date Time Mame Remarks

CREATED 0370603 S05AM EST Eric T Mahan

= hudits  » Adjustments

Figure 5-5: Digital Signature Window
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CHAPTER 6: ROUTE & REVIEW

Route and Review routes documents to Routing Officials. Routing Officials determine whether the TDY/
TAD travel is necessary for the mission. They also see if the estimated “should cost” of the TDY/TAD is
documented and within the budget. The Pre-Audit feature flags items that are out of regulation.

6.1 Process

Travelers create Authorizations, Vouchers from Authorization, and Local Vouchers for reimbursement
after completing the trip. Documents must be signed by the traveler/clerk to begin the routing process.
Authorizations with reservation information trigger DTS to route the document to the Commercial Travel
Office (CTO) for initial processing. From there it is released to the Authorizing Official (AO) for review
and processing. Other steps in the routing scheme (i.e., Reviewers or Certifiers) occur after routing to the
CTO, and before AO approval.

6.2 Document List

There are two ways for an AO to view the documents awaiting review and stamp. One is to click on the
Administrative tab and click on Route & Review. The other is to click the Click Here link in the Docu-
ments Awaiting Your Approval box. The documents waiting to be stamped are displayed. To view docu-
ments that have been approved, click on the Complete Documents tab (top right).

To review a document, select the Review link to the left of the document name (Figure 6-1).

I%}DEfense“avEI sysmm ocument Details Route/Sign Adjustments Setup Print

e A New Era of Govemment Travel

- Documents in Routing Complete Documents

Follawing iz a list of documents that were routed to you for review and signature, Select a document to review and use the navigation bar at the top
for additional tasks.

pais Sort by Sort by Days Left Sort by Sort by Total Met ta Ay Mhax Adv
Type Document b Dep Date Traveler Cost Traw Requested  Allowed
=review  AUTH  CBGRANDJUMCTIOS0403_401  APPROVED 060403 Beesing, Chriz $409.00 $409.00  $327.20 | 5327.20
= rewview  GAUTH ERFTMCCLELLAMO&1703_G01  APPROVED 061703 Rath, Eric $4,410,00  %4,410,00 %2,328.00 $3,528.00
= rewview | LWCH EB0Z0603_L01 APPROVED 0603403 BLACK, ERIC $38.00 $38.00 40,00 40,00
: SIGMED : 2
= review  GAUTH  CBRICHMWOMDWADSO0103_G01 MANIFEST 0601403 Beesing, Chris  $17,270.00 $17,270.00 50,00  $13,816.00
Figure 6-1: Documents in Routing Window
.
6.3 Route/Sign

Preview—Shows the AO an overview of the trip and comments entered by the traveler. The trip preview
window is displayed after clicking the review link.

Pre-Audit—Allows the AO to view flagged items on an Authorization and justification for these items.

DTS Version 1.5.4.17, Document Processing Manual, Version 1.0.8, Updated 1/22/04 Page 6-1

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



Chapter 6: Route & Review

Other Authorizations—Displays supplementary authorizations considered beyond the scope of a normal
trip. Excess baggage is an example. The AO can also view the traveler’s justifications.

Digital Signature—The AO now has enough information to enter the necessary stamp to move the
document along the routing list. The Digital Signature allows the document to be routed as needed.

6.4 Document Details

Trip Overview—The user can view departure and return dates, per diem location, status of the document,
the total estimated cost of the trip, and the total advances. The right side of the page will display the trip
summary.

Document Route Status—Allows the user to view the status of the document and comments entered into
the remarks field before the traveler signed the document. Adjustment comments are also displayed.

Expense Summary—Displays a breakdown of expense by categories including cost and Accounting
Codes.

6.5 Adjustments

The adjustments link is a quick and easy way to enter documents and make changes to those NOT yet
approved. Since the document has been signed, the next stamp in the routing process should be applied.

1. To view or edit the current document, click on Adjustments tab.

2. A View-Only pop-up window displays.

3. Ifyou wish to just view the document, click OK. If you wish to adjust the document, unclick the
checkbox for “Open Document VIEW-ONLY”. Click OK.

4. The Digital Signature Login box displays. Locate your key file and type your password. Click OK.

The Preview window of the traveleris document opens. Make the necessary changes to the document.

6. When finished with the changes (and having saved any expenses), DO NOT SIGN the document with
any stamp.

7. Close out the traveler’s document.

8. Go back to the AOs private page and click on Administrative==%  Route & Review (Figure 6-2)..

hd
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Chapter 6: Route & Review

Defense Travel System

A New Era of Government Travel

Logoff
Official Travel ¥| Official Travel - Others ¥ Traveler Setup ¥ Reports ¥ || Administrative ¥ ROA ¥

. Documents Awaiting Your Approval --»  Click Hers
Welcome Chris Henry

Organization:  DFCWT My Signed Documents

Ol’g AELEsS) DRCWT. Cocument Mame Current Statuz  Departure Date Type
Group Access:
- CHORLANDOFLOSZ305 Aot AUTH 24 HOUR — o505005  aurn
Permission: Hil2.8%:5,6
Message Center
On May 27, the wversion of The Enhanced Jefferson [EJ)
LTS Enterprise Web Training System (EWTS5)was upgraded
to RC-5. & new RC-5 known problem list will replace the
RC-4 list and iz available from the DTS Self Support section
on the Defenze Travel System Web Site
Back to Top

Figure 6-2: Private Page

9. The Documents In Routing page displays. Click on the Review link next to the document you just
adjusted.

10. You are returned to the Preview window. Verify all information is correct.

DTS Version 1.5.4.17, Document Processing Manual, Version 1.0.8, Updated 1/22/04 Page 6-3

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



Chapter 6: Route & Review

6.6 Digital Signature

The AO now has enough information about the travel authorization to decide whether to approve the docu-
ment. If the information is correct and within policy (local and government), the AO can apply the
APPROVED stamp. If changes need to be made to the authorization, the AO has two options. They can
stamp the document RETURNED and return it to the traveler with instructions about what needs to be
done. Or, they can make the necessary changes and stamp it APPROVED. Any change to the authorization
before approval is called an Adjustment. If the authorization has been stamped APPROVED and a change
needs to be made, an Amendment is necessary.

Note: If the document requests an advance, and the date is more than ten days from the departure date, a
box will appear asking the AO if they wish to submit advance immediately (Figure 6-3).

% Defense Travel SYSth Document List  Document Details diWNERRENEF Adjustments  Setup  Print
Preview Pre-Audit Other Auths. Digital Signature

A New Era of Government Travel

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

Document Action

*Submit this document as: I,qppRo\,rED vl

[ mllow advances to be paid to the traveler immediately

Additional Remarks: ;I

submit Completed Document

Figure 6-3: Digital Signature Window

To stamp a document RETURNED:

1. Select the document and click on Review/Sign from the main navigation bar.

2. Select Digital Signature from the sub-navigation bar.

3. Select RETURNED from the Submit this document as drop-down list . Enter instructions to the
traveler about what needs to be done to the document in the Additional Remarks section.

4. Select Submit Completed Document.

5. Select the key file and enter user password in the Password field when the Digital Signature window

appears.
6. Select OK.
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Chapter 6: Route & Review

Note: DTS prevents Self Approving AO from approving Authorizations with an advance (Figure 6-4).

Audit Results - Microsott Internet Explorer

Fil=  Edit ‘iew Favorites Tools  Help

Logged In As:  CHRIS HALL Document Mame: CHDALLASTXO90903_A01 Screen D: 1136.1 Close Window
Traveler Mame: CHRIS HALL Document Type:  Authorization Help for this screen

Defense Travel System

AewsactGoemmentie! S

=)

Self-spproving Docoumet with advance iz not allowed!!

Return |

Figure 6-4: Error Message Window

6.7 Route & Review of a Group Authorization

The approval process for a Group Authorization (GAUTH) of less than 10 travelers is slightly different
than a GAUTH for 10 or more travelers. The Route and Review process for a GAUTH and a standard
Authorization are the same. However, a few variations exist.

The approval process for a GAUTH with less than 10 travelers is explained below.

1.
2.

The AO applies the final stamp APPROVED.

If the AO tries to assign the APPROVED stamp to a GAUTH that does not have all travelers identi-
fied, or if expenses are not allocated, the AO will receive a message stating that the document is not
complete. The document is then assigned the SIGNED MANIFEST status. The SIGNED MANIFEST
stamp shows that the document is waiting for the appropriate corrections.

The document is routed back to the primary traveler/clerk.

The Primary Traveler/Clerk makes an adjustment to the document with the appropriate corrections.
Primary Traveler/Clerk signs the document to restart routing.

AO applies APPROVED stamp. This locks the document. The lock function divides the GAUTH into
authorizations for each traveler in the group. Each traveler can access his or her authorizations.

The approval process for a GAUTH with 10 or more travelers is explained below.

1. The Transportation Officer (TO) applies the stamp to the document REVIEWED GROUP AUTHORI-
ZATION.

2. Ifthe AO tries to assign the APPROVED stamp to a GAUTH that does not have all travelers identified
or if expenses not allocated, the AO will receive a message stating that the document is not complete.
The document is then assigned the SIGNED MANIFEST status. The SIGNED MANIFEST stamp
shows that the document is in waiting for appropriate corrections to be made.

3. The document is routed back to the Primary Traveler/Clerk.

4. The Primary Traveler/Clerk makes an adjustment to the document with the appropriate corrections.

5. The Primary Traveler/Clerk signs the document to restart routing.
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6. AO applies APPROVED stamp. This locks the document. The lock function divides the GAUTH into
individual authorizations for each traveler in the group. The traveler can access his or her individual
authorization.

6.8 Print

Prints an overview of the itinerary including per diem rates and entitlements. The authorization will be
shown in a new browser window.

6.9 Setup

The Setup option allows the user to view Routing Lists, view Reports, Delegate Authority, change User
Preferences, view/change Form Defaults, and view the Rates Lookup Menu.

The option most often used is Delegate Authority. This allows a routing official to temporarily delegate
their authority to another. That person must have the appropriate permission level(s) and have completed
all required paperwork.

To Delegate Authority:

1. Click the Select link of the name to whom you wish to delegate your authority. This is located on the
left side of the window.

2. The Assign Authority box displays on the right side. It states whether the person has the appropriate
permissions and is eligible to be delegated. Click OK to confirm the delegation.

3. When the Digital Signature Login box opens, choose your key file and put in your digital signature
password.

4. The window will update with the name of the person to whom you delegated authority.

To Revoke the delegated authority:
1. Select the Remove link under the Authority column.

2. Click OK to confirm the delegation is correct.
3. Choose your key file and enter your password.
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CHAPTER 7: AMENDING AN AUTHORIZATION AFTER APPROVAL

The traveler makes amendments AFTER the Authorizing Official (AO) has approved the document.
Amendments are made to documents when the itinerary changes prior to the trip; lodging arrangements
have been changed; significant additional expenses have been identified; or the accounting codes have
been changed.

Note: After the AO has approved a document and it is stamped AUTH 24 HOUR PASS, users/travelers
can make amendments.

Note: At any point during the amendment process, the user/traveler can click Review/Sign, and then click
Digital Signature to stamp the document SIGNED.

7.1 Creating an Authorization Amendment

1. Mouse over Official Travel in the menu bar.

2. Select Authorizations/Orders from the drop-down list.

3. A new browser window will open displaying a list of existing Authorizations. The user/traveler will
have the option to view/edit, print, remove, or amend.

4. Click Amend next to the authorization users/travelers wish to amend from the document list.

5. A Create Amendments box will appear. This allows the users/travelers to enter an optional remark
about why this amendment is being created. Select OK

6. The users/travelers are prompted to enter a digital signature and password.

7.2 Amending Itinerary

When the window refreshes, users/travelers are brought to the Preview Trip window. Here the users/trav-
elers can make changes to:

*  Locations Or Starting/Ending Points
» Start/End Dates

*  Trip Type

*  Trip Purpose

e Trip Duration

* Authorization Date

Note: When making an amendment to itinerary dates, be sure to change the necessary reservations and
expense dates.

After making any necessary changes, click Per Diem Locations in the navigation bar, or select Continue
at bottom of window.
7.3 Per Diem Locations

When the window refreshes, the users/travelers are brought to the Per Diem Locations. Here the users/
travelers can make changes to:

e Add or delete TDY/TAD locations.
« [Edit arrival or departure dates.

After making any necessary changes, click Travel in the navigation bar, or select Continue at bottom of
window.
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Chapter 7: Amendments

7.4 Air Travel

When the window refreshes, users/travelers are brought to Air Travel. Here the users/travelers can make
changes to:

*  Arrival or Departure Airport.
*  Arrival or Departure Date and Times.

After making any necessary changes, click Lodging in the navigation bar, or select Continue at bottom of
window.

7.5 Lodging

When the window refreshes, users/travelers are brought to Lodging. Here the users/travelers can make
changes to:

¢ Check-In Date.
¢ Check-Out Date.

The users/travelers may select a specific Lodging Area:

* By Hotel Name.
* Near an Airport.
e Near a City.

After making any necessary changes, click Rental Car in the navigation bar, or select Continue at bottom
of window.

7.6 Rental Car

When the window refreshes, users/travelers are brought to Rental Car. Here the users/travelers can make
changes to:

*  Pick-Up Date.

e Pick-Up Time.

e Drop-Off Date.

e Drop-Off Time.

*  Search Criteria: Airport.
* Class of Car.

After making any necessary changes, click Rail in the navigation bar, or select Continue at bottom of window.

7.7 Rail

When the window refreshes, users/travelers are brought to Rail. Here users/travelers can make changes to:

e Departure Station.
e Arrival Station.
*  Arrival or Departure.

¢ Date.
e Time.
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Chapter 7: Amendments

After making any necessary changes, click Other Trans. in the navigation bar, or select Continue at bottom
of window.

7.8 Ticketed Transportation

When the window refreshes, users/travelers are brought to Ticketed Transportation.
Any ticketed transportation (air or rail) booked within the DTS reservation system can be edited by
clicking on Other Trans. In addition, other ticketed transportation arrangements made outside of the DTS

reservation system can be entered here.

Here the users/travelers can make changes to:

*  Type.
*  Description.
*  Ticket No.

e Ticket Value.

e Cost (if different from ticket value).
*  Departure Date.

* Issue Date.

* Ticket Date.

*  CBA Account.

Users/travelers can view/expedite expense details.

After making any necessary changes, click Expenses in the navigation bar.

7.9 Expenses

When the window refreshes, users/travelers are brought to Expenses. The default window will be set to
Non-Mileage Expenses.

DTS allows both non-mileage and mileage expenses to be reported. In the non-mileage section, expenses
can be chosen from a list or input by hand. In the mileage section, different forms of transportation and
related mileage can be chosen, with the costs calculated automatically.

7.9.1 Non-Mileage

Here the users/travelers can make changes to:

*  Expense Type.

«  Cost.

* Date.

e Method of Reimbursement.

7.9.2 Mileage
By selecting Mileage Expense in the navigation bar, the users/travelers can make necessary changes
to:
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Chapter 7: Amendments

* Expense Type.
¢ Date.
¢ Method of Reimbursement.

After making any necessary changes, click Accounting in the navigation bar.

7.10 Accounting

When the window refreshes, users/travelers are brought to Accounting. Here the users/travelers can:

* Add Accounting Codes.
¢ Remove Accounting Codes.
* View and Change Accounting Codes.

After making any necessary changes, click Additional Options in the navigation bar.

7.11 Additional Options

When the window refreshes, users/travelers are brought to Additional Options. Users/travelers can make
changes to:

e Profile.

¢ Per Diem Entitlements.
e Partial Payments.

¢ Advances.

After making any necessary changes, click Review/Sign in the navigation bar.

7.12 Review/Sign

When the window refreshes, users/travelers are brought to Preview. Users/travelers can:

¢ Preview document.
*  Type Comments to AO.

By selecting Pre-Audit in the navigation bar, or by selecting continue, users/travelers can:

*  See a list of items that have been flagged.
*  Type justification to AO.

By selecting Other Auths. in the navigation bar, users/travelers can:

¢ Add additional authorizations.
*  Type comments to AO.

By selecting Digital Signature in the navigation bar, users/travelers can:

e Place the Stamp Signed onto document.

e Type any additional comments to the AO.
*  Submit Completed Document.

* View any Audits or Adjustments.
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CANCELLATION PROCEDURES

AO PROCEDURES
CANCELLATION PROCEDURES

Follow the directions for section A if no expense(s) have been incurred.
Follow the directions for section B if expense(s) incurred included a paid non-
ATM Advance or scheduled partial payment.

Section A: No Expenses Incurred

Note: The Traveler/Clerk/Non DTS Entry Agent (NDEA) cancellation procedures must be com-
pleted before the AO can start these steps. The Authorization will route first to the CTO (if site
has CTO interface and reservations were on the Authorization) and then to the AO after the Trav-
eler stamps the Authorization SIGNED.

1. The AO will log on to DTS. At the Private Page, select the Click Here next to Documents
Awaiting Your Approval. Click on Review located to the left of the document in the Doc-
uments in Routing screen.

2. In the Preview Trip screen, the Traveler should have typed in “Trip was cancelled — no
expenses incurred” in the Comments to the Approving Official field. Scroll down and
check to insure no expenses have been claimed. If expenses have been claimed follow the
steps in Section B.

3. Click on the Digital Signature tab at the top of the page.

4. In the Document Action block, click on the down arrow next to *Submit this Document
as: and select the CANCELLED stamp. Click on Submit Completed Document button.

5. At the Digital Signature Login box, type Password/Pin and click on the OK button.

6. The Fund Authorization & PNR Process screen will appear. This will show the amount
that will be added back to the DTS Budget and to the accounting system (Only if accounting
system is interfaced with DTS). Click on the OK button.

7. At the Stamping Result screen, check to see if Desired Stamping Action is CAN-
CELLED and the Actual Stamping Status is Pass. Click on the Close button.

When the AO stamps the document CANCELLED, if reservations have been made using DTS,
those reservations are automatically cancelled.

The funds will automatically be added back to the DTS Budget and de-obligated in the accounting
system for the amount of the Authorization. If your site does not have DTS interfaced to your
accounting system, notify the Budget authority to de-obligate funds.
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Cancellation Procedures

Section B: Expenses Incurred included a Paid non-ATM Advance or SPP

If expenses have been incurred the document cannot be cancelled; an Authorization and
Voucher must be submitted for payment. The traveler should have adjusted the itinerary to

reflect a one-day trip of less than 12 hours in order for DTS to zero out Per Diem allowances.

Note: The AO must ensure that the traveler has included an “Overpayment” expense equal to the
amount of the paid non-ATM advance or SPP. This will allow for processing of the settlement
voucher. Follow the site DTS Business Rules on Debt Management Procedures to ensure the col-
lection action is initiated.

Authorization Approval

The Traveler/Clerk/NDEA cancellation procedures for the Authorization must be completed
before the AO can start these steps. The Authorization will route first to the CTO (if interfaced
with CTO and reservations were on the Authorization) and then to the AO after the Traveler
stamps the Authorization SIGNED.

1. The AO will log on to DTS. At the Private Page, select the Click Here next to Documents
Awaiting Approval. Click on Review, located to the left of the document.

2. In the Preview Trip screen, the Traveler should have typed in “Trip was cancelled but
expenses were incurred.” in the Comments to the Approving Official field. Scroll down
and check that no expenses have been claimed that were not incurred.

3. Click on the Digital Signature tab at the top of the page.

4. Click on the down arrow next to *Submit this Document as: and select the APPROVED
stamp. Click on Submit Completed Document button.

5. In the Pre-Audit Trip screen, ensure all flags are justified and click on the Proceed to Dig-
ital Signature button.

6. Click on the down arrow next to *Submit this Document as: and select the APPROVED
stamp. Click on Submit Completed Document button.

7. At the Digital Signature Login box, type Password/Pin and click on the OK button.

Read Stamp Process Remarks and click on the Save and Continue button.

9. At the Fund Authorization & PNR Process, select the OK button

S

Youcher Approval

1. The AO will log on to DTS. At the DTS Private Page, select the Click Here next to Docu-
ments Awaiting Your Approval. Click on Review, located to the left of the document.

2. Inthe Preview Trip Screen, the Traveler should have typed in “Trip was cancelled but
expenses were incurred.” in the Comments to the Approving Official field. Scroll down
and check what expenses have been claimed.

3. Click on the Digital Signature tab at the top of the page.
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Cancellation Procedures

4. Click on the down arrow next to *Submit this Document as: and select the APPROVED
stamp. Click on Submit Completed Document button.

5. In the Pre-Audit Trip screen, ensure all flags are justified and click on the Save and Pro-
ceed to Digital Signature button.

6. Click on the down arrow next to *Submit this Document as: and select the APPROVED
stamp. Click on Submit Completed Document button.

7. At the Digital Signature Login box, type Password/Pin and click on the OK button.

Read Stamp Process Remarks and click on the Save and Continue button.

9. At the Fund Authorization & PNR Process, select the OK button.

S
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CANCELLATION PROCEDURES

Traveler/Clerk/Non DTS Entry Agent (NDEA) Actions
CANCELLATIONS WITH RESERVATIONS
With CTO Interface

Follow the directions for section A if no expense(s) have been incurred.
Follow the directions for section B if expense(s) incurred included a paid non-
ATM Advance or scheduled partial payment.

Section A: No Expenses Incurred

Note: Traveler should confirm with the Government Charge Card Vendor (and/or their personal
charge card vendor) that no expenses have been charged against the trip. If a ticket has been

issued (typically three business days prior to scheduled departure), the traveler should inquire
with their AO or TO if a CTO fee has been charged.

1.

7.

Traveler will log on to DTS, which will take the user/traveler to their DTS Private Page.
Select the Official Travel tab and click on Authorizations/Orders. (If the user is cancel-
ing the Authorization for another Traveler, select the Official Travel — Others tab and click
on Authorizations/Orders tab. Type in either the Traveler’s Social Security Number or
Last Name and then click on the Search button. The names of the Travelers that you have
access to will appear on the right hand side. Click on Select next to the name. Scroll down
to the bottom of the page and click on the Proceed button.)

If the Authorization has not been stamped APPROVED, click on View/Edit next to the
document to create an adjustment. Deselect the check box next to Open Document VIEW-
ONLY. Type in Password/Pin and click on the OK button. If the document has been
stamped APPROVED, click on Amend located to the right of the document to create an
amendment. Type in the reason for amendment “Trip was cancelled — no expenses
incurred” in the comments box. Click on the OK button. Type in Password/Pin. Click on
the OK button.

Click on Travel on the top navigation bar. On the right hand side under Trip Summary,
click Remove for all the reservations (Air, Lodging, Rental Car) that had been previously
selected (select OK to confirm the removal of each segment).

Click on the Review/Sign tab on the top of the page. Type in “Trip was cancelled — no
expenses incurred.” in the Comments to the Approving Official field. Scroll down to the
bottom and click on the Save and Proceed to Pre Audit button.

In the Pre-Audit Trip screen, ensure all flags are justified and click on the Save and Pro-
ceed to Digital Signature button.

In the Digital Signature screen, click on the down arrow next to *Submit this Document
as: and select the SIGNED stamp. Click on the Submit Completed Document button.
At the Digital Signature Login box, type Password/Pin and click on the OK button.

When the traveler stamps the document, reservations are automatically cancelled when routed
to the CTO. When the AO signs the document CANCELLED, funds are de-obligated.
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Cancellation Procedures

Section B: Expenses Incurred included a Paid non-ATM Advance or SPP

If any expenses (including payment of a non-ATM advance or SPP) have been incurred the
document cannot be cancelled; an Authorization and Voucher must be submitted for pay-

ment. The itinerary must be changed to reflect a one-day trip of less than 12 hours in order
for DTS to zero out Per Diem allowances.

Note: Travelers should consult their DTA for instructions on use of Debt-related expense codes if
a non-ATM advance was paid prior to trip cancellation. The traveler must include an “Overpay-
ment” expense equal to the amount of the paid non-ATM advance. This will allow for processing
of the settlement voucher. Manual procedures (outside of DTS) must be followed to record the
debt and collect the overpayment.

Authorization Process

1. Traveler will log on to DTS, which will take the user/traveler to their DTS Private Page.
Select Official Travel tab and click on Authorizations/Orders. (If the user is changing the
Authorization for another Traveler, select the Official Travel — Others tab and click on
Authorizations/Orders tab. Type in either the Traveler’s Social Security Number or Last
Name and then click on the Search button. The names of the Travelers that you have
access to will appear on the right hand side. Click on Select next to the name. Scroll down

to the bottom of the page and click on the Proceed button.)
2. If the Authorization has not been stamped APPROVED, click on view/edit next to the docu-

ment to create an adjustment. Deselect the check box next to Open Document VIEW-
ONLY. Type in Password/Pin and click on the OK button. If the document has been stamped
APPROVED, click on Amend located to the right of the document to create an amendment.
Type in the reason for amendment “Trip was cancelled but expenses were incurred” in the
comments box. Click on the OK button. Type in Password/Pin and click OK.

3. Click on Travel on the top navigation bar . On the right hand side under Trip Summary,
click Remove for all the reservations (Air, Lodging, and Rental Car) that had been previ-
ously selected (select OK to confirm the removal of each segment).

NOTE: Check to see if all the reservations have been deleted under Trip Summary.

4. Click on the Expense tab. Under the Expense Summary location on the right hand side of
the screen, select Remove from each expense that was not incurred. Be sure to correct both
non-mileage and mileage expenses.

NOTE: Leave-only expense(s) and cost(s) of items that have been incurred. Examples
include CTO Fees, Registration Fees, and Cancellation Fees.

5. If an advance has been paid to the Traveler, do not make any adjustments on the Advance
screen.

6. Click on the Itinerary tab. Click Edit in the “Location 1”” box and change the departing
date to equal the arriving date. Click on Save Changes. Click OK to update Per Diem
Locations. Next click on Edit in the “Overall Ending Point” box and change the end date to
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Cancellation Procedures

equal the start date. The Trip Duration must also be changed to 12 Hours or Less. This is
to ensure no Per Diem allowances are paid to the traveler. Click “ok” to update Per Diem
Locations. Click on Proceed to Per Diem Locations. Next click on the Additional
Options tab and the Per Diem Entitlements sub-tab and ensure the lodging and/or M&IE
allowed is equal to zero.

Click on the Review/Sign tab on the top of the page. In the Preview Trip Screen, type in
“Trip was cancelled but expenses were incurred.” in the Comments to the Approving Offi-
cial field. Scroll down and check the Accounting Summary section to insure that Calcu-
lated Trip Cost is equal to the cost of expenses incurred. Scroll down to the bottom and
click on the Save and Proceed to Pre Audit button.

In the Pre-Audit Trip screen, ensure all flags are justified and click on the Save and Pro-
ceed to Digital Signature button.

In the Digital Signature screen, click on the down arrow next to *Submit this Document
as: and select the SIGNED stamp. Click on Submit Completed Document.

10. At the Digital Signature Login box, type Password/Pin and click on the OK button.

When the traveler signs the document, reservations are automatically cancelled when routed to
the CTO. After the Authorization is stamped APPROVED by the AO, a 24-hour wait period is
required before processing a Voucher. Once DTS applies the AUTH 24 HOUR PASS stamp, a
Voucher must be created for the traveler to be reimbursed.

6.

Youcher Process

Traveler will log on to DTS, which will take the user/traveler to their DTS Private Page.
Select the Official Travel tab and click on Voucher. (If the user/traveler is creating a
Voucher for another Traveler, select the Official Travel — Others tab and click on the
Voucher tab. Type in either the Traveler’s Social Security Number or Last Name and
then click on the Search button. The names of the Travelers that you have access to will
appear on the right hand side. Click on Select next to the name. Scroll down to the bottom
of the page and click on the Proceed button.)

Click on Create New Voucher from Authorization. Only Authorizations that are ready
for a Voucher to be created will appear in the list. (Authorization must have AUTH 24

HOUR PASS). Click on Create next to the Authorization.
Click on the Review/Sign tab on the top of the page. Scroll down and check the Accounting

Summary section to insure that Calculated Trip Cost is equal to the cost of expenses
incurred. Scroll down to the bottom and click on the Save and Proceed to Pre Audit button.
In the Pre-Audit Trip screen, ensure all flags are justified and click on the Save and Pro-
ceed to Digital Signature button.

In the Digital Signature screen, click on the down arrow next to *Submit this Document
as: and select the SIGNED stamp (NDEAs select the T-ENTERED stamp). Click on Sub-
mit Completed Document.

At the Digital Signature Login box, type Password/Pin and click on the OK button.

The Voucher will route to the AO for approval.
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CANCELLATION PROCEDURES

Traveler/Clerk/Non DTS Entry Agent (NDEA) Actions
CANCELLATIONS WITH RESERVATIONS
With NO CTO Interface

Follow the directions for section A if no expense(s) have been incurred.
Follow the directions for section B if expense(s) incurred included a paid non-
ATM Advance or scheduled partial payment.

Section A: No Expenses Incurred

Note: Traveler should confirm with the Government Charge Card Vendor (and/or their personal
charge card vendor) that no expenses have been charged against the trip. If a ticket has been
issued (typically three business days prior to scheduled departure), the traveler should inquire
with their AO or TO if a CTO fee has been charged.

1.

7.

Traveler will log on to DTS, which will take the user to their DTS Private Page. Select the
Official Travel tab and click on Authorizations/Orders. (If the user is canceling the
Authorization for another Traveler, select the Official Travel — Others tab and click on
Authorizations/Orders tab. Type in either the Traveler’s Social Security Number or Last
Name and then click on the Search button. The names of the Travelers that you have
access to will appear on the right hand side. Click on Select next to the name. Scroll down
to the bottom of the page and click on the Proceed button.)

If the Authorization has not been stamped APPROVED, click on View/Edit next to the
document to create an adjustment. Deselect the check box next to Open Document VIEW-
ONLY. Type in Password/Pin and click on the OK button. If the document has been
stamped APPROVED, click on Amend located to the right of the document to create an
amendment. Type in the reason for amendment “Trip was cancelled — no expenses
incurred” in the comments box. Click on the OK button. Type in Password/Pin. Click on
the OK button.

Since the reservations were not made through DTS, contact the CTO (Commercial Travel
Office) to cancel reservations. Follow-up with the TO for CBA-billed tickets.

Click on the Review/Sign tab on the top of the page. Type in “Trip was cancelled — no
expenses incurred.” in the Comments to the Approving Official field. Scroll down to the
bottom and click on the Save and Proceed to Pre Audit button.

In the Pre-Audit Trip screen, ensure all flags are justified and click on the Save and Pro-
ceed to Digital Signature button.

In the Digital Signature screen, click on the down arrow next to *Submit this Document
as: and select the SIGNED stamp. Click on the Submit Completed Document button.
At the Digital Signature Login box, type Password/Pin and click on the OK button.

After the Traveler stamps the Authorization SIGNED it will route to the AO for cancellation of
the document — when the AO signs the document CANCELLED, funds are de-obligated.
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Cancellation Procedures

Section B: Expenses Incurred included a Paid non-ATM Advance or SPP

If expenses have been incurred the document cannot be cancelled; an Authorization and
Voucher must be submitted for payment. The itinerary must be changed to reflect a one-

day trip of less than 12 hours in order for DTS to zero out Per Diem allowances.

Note: Travelers should consult their DTA for instructions on use of Debt-related expense codes if
a non-ATM advance was paid prior to trip cancellation. The traveler must include an “Overpay-
ment” expense equal to the amount of the paid non-ATM advance. This will allow for processing
of the settlement voucher. Manual procedures (outside of DTS) must be followed to record the
debt and collect the overpayment.

Authorization Process

1. Traveler will log on to DTS, which will take the user to their DTS Private Page. Select the
Official Travel tab and click on Authorizations/Orders. (If the user is changing the
Authorization for another Traveler, select the Official Travel — Others tab and click on
Authorizations/Orders tab. Type in either the Traveler’s Social Security Number or Last
Name and then click on the Search button. The names of the Travelers that you have
access to will appear on the right hand side. Click on Select next to the name. Scroll down

to the bottom of the page and click on the Proceed button.)
2. Ifthe Authorization has not been stamped APPROVED, click on View/Edit next to the docu-

ment to create an adjustment. Deselect the check box next to Open Document VIEW-
ONLY. Type in Password/Pin and click on the OK button. If the document has been stamped
APPROVED, click on Amend located to the right of the document to create an amendment.
Type in the reason for amendment “Trip was cancelled but expenses were incurred” in the
comments box. Click on the OK button. Type in Password/Pin and click OK.

3. The User/Traveler will contact the CTO (Commercial Travel Office) to cancel reservations.
Follow-up with the TO for CBA-billed tickets.

4. Click on Travel on the top navigation bar. On the right side under Trip Summary, click
Remove for the “Other Trans” entry created based on flight information received from the
CTO outside of DTS.

5. Click on the Expense tab. Under the Expense Summary location on the right hand side of
the screen, select Remove from each expense that was not incurred. Be sure to correct both
non-mileage and mileage expenses.

NOTE: Leave-only expense(s) and cost(s) of items that have been incurred. Examples
include CTO Fees, Registration Fees, and Cancellation Fees.

6. If an advance has been paid to the Traveler, do not make any adjustments on the Advance
screen.

7. Click on the Itinerary tab. Click Edit in the “Location 1”” box and change the departing
date to equal the arriving date. Click on Save Changes. Click OK to update Per Diem
Locations. Next click on Edit in the “Overall Ending Point” box and change the end date to
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10.

11.

Cancellation Procedures

equal the start date. The Trip Duration must also be changed to 12 Hours or Less. This is
to ensure no Per Diem allowances are paid to the traveler. Click OK to update Per Diem
Locations. Click on Proceed to Per Diem Locations. Next click on the Additional
Options tab and the Per Diem Entitlements sub-tab and ensure the lodging and/or M&IE
allowed is equal to zero.

Click on the Review/Sign in the top navigation bar. In the Preview Trip screen, type in
“Trip was cancelled by expenses were incurred.” in the Comments to the Approving Offi-
cial field. Scroll down and check the Accounting Summary section to insure that Calcu-
lated Trip Cost is equal to the cost of expenses incurred. Scroll down to the bottom and
click on the Save and Proceed to Pre Audit button.

In the Pre-Audit Trip screen, ensure all flags are justified and click on the Save and Pro-
ceed to Digital Signature button.

In the Digital Signature screen, click on the down arrow next to *Submit this Document
as: and select the SIGNED stamp. Click on Submit Completed Document.

At the Digital Signature Login box, type Password/Pin and click on the OK button.

When the Traveler stamps the Authorization SIGNED it will route to the AO for approval.
After the Authorization is stamped APPROVED by the AO, a 24-hour wait period is required
before processing a Voucher. Once DTS applies the AUTH 24 HOUR PASS, a Voucher must
be created for the traveler to be reimbursed.

6.

Youcher Process

Traveler will log on to DTS, which will take the user to their DTS Private Page. Select the
Official Travel tab and click on Voucher. (If the user is creating a Voucher for another
Traveler, select the Official Travel — Others tab and click on the Voucher tab. Type in
either the Traveler’s Social Security Number or Last Name and then click on the Search
button. The names of the Travelers that you have access to will appear on the right hand
side. Click on Select next to the name. Scroll down to the bottom of the page and click on
the Proceed button.)

Click on Create New Voucher from Authorization. Only Authorizations that are ready
for a Voucher to be created will appear (Authorization must have AUTH 24 HOUR PASS).

Click on Create next to the Authorization.
Click on the Review/Sign in the top navigation bar. Scroll down and check the Accounting

Summary section to insure that Calculated Trip Cost is equal to the cost of expenses
incurred. Scroll down to the bottom and click on the Save and Proceed to Pre Audit button.
In the Pre-Audit Trip screen, click on the Save and Proceed to Digital Signature button.
In the Digital Signature screen, click on the down arrow next to *Submit this Document
as: and select the SIGNED stamp (NDEAs select the T-ENTERED stamp). Click on Sub-
mit Completed Document.

At the Digital Signature Login box, type Password/Pin and click on the OK button.

The Voucher will route to the AO for approval.
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CANCELLATION PROCEDURES

Traveler/Clerk/Non DTS Entry Agent (NDEA) Actions
CANCELLATIONS WITH NO RESERVATIONS

Follow the directions for section A if no expense(s) have been incurred.
Follow the directions for section B if expense(s) incurred included a paid non-
ATM Advance or scheduled partial payment.

Section A: No Expenses Incurred

Note: Traveler should confirm with the Government Charge Card Vendor (and/or their personal
charge card vendor) that no expenses have been charged against the trip. If a ticket has been
issued (typically three business days prior to scheduled departure), the traveler should inquire
with their AO or TO if a CTO fee has been charged.

1.

Traveler will log on to DTS, which will take the user to their DTS Private Page. Select the
Official Travel tab and click on Authorizations/Orders. (If the user is canceling the
Authorization for another Traveler, select the Official Travel — Others tab and click on
Authorizations/Orders tab. Type in either the Traveler’s Social Security Number or Last
Name and then click on the Search button. The names of the Travelers that you have
access to will appear on the right hand side. Click on Select next to the name. Scroll down
to the bottom of the page and click on the Proceed button.)

If the Authorization has not been stamped APPROVED, click on View/Edit next to the
document to create an adjustment. Deselect the check box next to Open Document VIEW-
ONLY. Type in Password/Pin and click OK. If the document has been stamped
APPROVED, click on Amend next to the document to create an amendment. Type in rea-
sons for the amendment in the comments field “Trip was cancelled — no expenses incurred”.
Click on the OK button. Type in Password/Pin and click on the OK button.

In the Preview Trip screen, type in “Trip was cancelled — no expenses incurred” in the
Comments to the Approving Official field. Scroll down and click on the Save and Pro-
ceed to Pre Audit button.

In the Pre-Audit Trip screen, ensure all flags are justified and click on the Save and Pro-
ceed to Digital Signature button.

In the Digital Signature screen, click on the down arrow next to *Submit this Document
as: and select the SIGNED stamp. Click on Submit Completed Document.

At the Digital Signature Login box, type Password/Pin and click on the OK button.

When the AO stamps the document CANCELLED, funds are de-obligated.
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Cancellation Procedures

Section B: Expenses Incurred included a Paid non-ATM Advance or SPP

If expenses have been incurred the document cannot be cancelled; an Authorization and
Voucher must be submitted for payment. The itinerary must be changed to reflect a one-

day trip of less than 12 hours in order for DTS to zero out Per Diem allowances.

Note: Travelers should consult their DTA for instructions on use of Debt-related expense codes if
a non-ATM advance was paid prior to trip cancellation. The traveler must include an “Overpay-
ment” expense equal to the amount of the paid non-ATM advance. This will allow for processing
of the settlement voucher. Manual procedures (outside of DTS) must be followed to record the
debt and collect the overpayment.

Authorization Process

1. Traveler will log on to DTS, which will take the user to their DTS Private Page. Select the
Official Travel tab and click on Authorizations/Orders. (If the user is changing the
Authorization for another Traveler, select the Official Travel — Others tab and click on
Authorizations/Orders tab. Type in either the Traveler’s Social Security Number or Last
Name and then click on the Search button. The names of the Travelers that you have
access to will appear on the right hand side. Click on Select next to the name. Scroll down
to the bottom of the page and click on the Proceed button.)

2. If the Authorization has not been stamped APPROVED, click on View/Edit next to the
document to create an adjustment. Deselect the check box next to Open Document VIEW-
ONLY. Type in Password/Pin and click OK. If the document has been stamped
APPROVED, click on Amend next to the document to create an amendment. Type in rea-
sons for amendment in the comments field that “Trip was cancelled but expenses were
incurred”. Click on the OK button. Type in Password/Pin and click on the OK button.

3. Click on the Expense tab at the top of the page. Under the Expense Summary location on
the right hand side of the screen, select Remove from each expense that was not incurred.
Be sure to correct both non-mileage and mileage expenses.

NOTE: Leave-only expense(s) and cost(s) of items that have been incurred. Examples
include CTO Fees, Registration Fees, and Cancellation Fees.

4. If and advance has been paid to the Traveler, do not make an adjustment to the Advance
screen.

5. Click on the Itinerary tab. Click Edit in the “Location 1” box and change the departing
date to equal the arriving date. Click on Save Changes. Click OK to update Per Diem
Locations. Next click on Edit in the “Overall Ending Point” box and change the end date to
equal the start date. The Trip Duration must also be changed to 12 Hours or Less. This is
to ensure no Per Diem allowances are paid to the traveler. Click OK to update Per Diem
Locations. Click on Proceed to Per Diem Locations. Next click on the Additional
Options tab and the Per Diem Entitlements sub-tab to ensure the lodging and/or M&IE
allowed is equal to zero.
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6. Click on the Review/Sign tab on the top of the page. In the Preview Trip screen, type in
“Trip was canceled but expenses were incurred.” in the Comments to the Approving Offi-
cial field. Scroll down and check the Accounting Summary section to insure that Calcu-
lated Trip Cost is equal to the cost of expenses incurred. Scroll down to the bottom and
click on the Save and Proceed to Pre Audit button.

7. In the Pre-Audit Trip screen, ensure all flags are justified and click on the Save and Pro-
ceed to Digital Signature button.

8. In the Digital Signature screen, click on the down arrow next to *Submit this Document
as: and select the SIGNED stamp. Click on Submit Completed Document.

9. At the Digital Signature Login box, type Password/Pin and click on the OK button.

The Authorization will route to the AO for approval. After the Authorization is stamped
APPROVED by the AO, a 24-hour wait period is required before processing a Voucher. Once
DTS applies the AUTH 24 HOUR PASS, a Voucher must be created for the traveler to be reim-
bursed.

Youcher Process

1. Traveler will log on to DTS, which will take the user to their DTS Private Page. Select the
Official Travel tab and click on Voucher. (If the user is creating a Voucher for another
Traveler, select the Official Travel — Others tab and click on the Voucher tab. Type in
either the Traveler’s Social Security Number or Last Name and then click on the Search
button. The names of the Travelers that you have access to will appear on the right hand
side. Click on Select next to the name. Scroll down to the bottom of the page and click on
the Proceed button.).

2. Click on Create New Voucher from Authorization. Only Authorizations that are ready
for a Voucher to be created will appear (Authorization must have AUTH 24 HOUR PASS).
Click on Create next to the Authorization.

3. Click on the Review/Sign tab on the top of the page. Scroll down and check the Accounting
Summary section to insure that Calculated Trip Cost is equal to the cost of expenses
incurred. Scroll down to the bottom and click on the Save and Proceed to Pre Audit button.

4. In the Pre-Audit Trip screen, click on the Save and Proceed to Digital Signature button.

5. In the Digital Signature screen, click on the down arrow next to *Submit this Document
as: and select the Signed stamp (NDEAs select the T"TENTERED stamp). Click on Submit
Completed Document.

6. At the Digital Signature Login box, type Password/Pin and click on the OK button.

The Voucher will route to the AO for approval.
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