Maintaining the CPEN and WWT Routing List

To be in compliance with MARADMIN 291/12, the Regional Disbursing Office-West requires that units utilize
the CPEN routing list to route DTS documents for approval. The WWT Routing List is utilized to route DTS
documents to TECOM FSTS for approval.

The CPEN routing list should be the only routing list utilized to route authorizations and vouchers for approval.
If units require additional routing lists to route documents, additional routing list can be created and must start
with CPEN (example: CPEN S-1). Additional routing lists must be kept to a minimum. Routing lists that do
not comply with this naming requirement will be deleted.

Routing List Instructions for ODTAs

The CPEN routing list must be set as the default routing list in each traveler's profile.

Personnel must be inserted in the routing list based on their appointment (DD 577). For example:
Reviewing Officials cannot be inserted to Approve DTS documents.

Routing lists must be kept updated to avoid routing delays.

Authorizations

Do not utilize, update, or remove levels 5, 6, and 7. These levels are reserved for DMO Reviewers.
Update the CPEN routing list updated with authorization ROs/COs/AQs as required by your unit.
CPEN Routing List: Unit AOs must be level 25 with the Approved stamp.

WWT Routing List: One RO (optional) and the Unit AOs must be level 25 with the Authorized stamp.
WWT Routing List: Do not insert personnel to apply the Certified stamp.

Vouchers and Local VVouchers

Update the CPEN routing list with voucher ROs/COs/AOQs as required by your unit.

CPEN: Unit AOs must be level 25 with the Authorized stamp.

WWT (vouchers only): One RO (optional) and the Unit AOs must be level 25 with the Authorized
stamp. Do not insert personnel to apply the Certified stamp.

ODTAs will NOT insert unit personnel to approve local vouchers or vouchers for any reason. Only
disbursing or TECOM Approving Official are authorized to approve vouchers. Unit AOs found to be
approving local vouchers or vouchers will have their permissions revoked by the LDTA.

DTS Help Desk Responsibilities

The DTS help desk will update the DM1 and DM6187, CPEN and WWT routing lists with DMO ROs
level 5, 6, and 7.

The DTS help desk will update all CPEN routing lists with level 30 disbursing AOs.

TECOM will update the WWT routing lists with level 30 AOs.

For questions on the maintenance of the CPEN and WWT Routing List please contact the DTS Help Desk
Help Desk phone number: (760) 763-7152



CPEN Routing List Example

WWT Routing List Example

Default Routing List:

Update Routing List

Update Routing List
IRiouting List Mame: CPE
IOrpanization Name: 2111154-1/5
Edit Document Type  Document Siatus
Authorization CTO SUBMIT
Authorizatien  CTO BOOKED
Authorization REVIEWED
Authorization REWVIEWED
Auth REVIEWED
e | Authorization REWVIEWED
[Update | Remave | Auth REVIEWED
Authorization  REVIEWED
Authorization  REVIEWED
Authorization  REVIEWED
[[Updase | Remave | Authorizaty REMIEWED
arave | Authorization  APPROVED
Auth i APPROVED
LocalVioucher  AUTHORIZED
LocalVioucher  AUTHORIZED
LocalVioucher ~ APPROVED
LocalVloucher  APPROVED
LocalVioucher ~ APPROVED
Local Vioucher  APFROVED
LocalVioucher ~ APPROVED
LocalVloucher  APPROVED
LocalVloucher  APPROVED
Local Vioucher  APFROVED
LocalVloucher  APPROVED
LocalVioucher  APPROVED
LocalVloucher  APPROVED
LocalVioucher  APPROVED
LocalVioucher  APPROVED
LocalVioucher  APPROVED
LocalVioucher  APPROVED
LocalVloucher ~ APPROVED
LocalVioucher  APPROVED
LocalVloucher  APPROVED
Voucher AUTHOREZED
Voucher AUTHOREZED
Voucher AFPROVED
Voucher APPROVED
Voucher AFPROVED
Voucher APPROVED
Voucher AFPROVED
Voucher APPROVED
Voucher AFPROVED
Veucher APPROVED
Woucher APPROVED
Veueher APPROVED
Voucher APPROVED
Veucher APPROVED
Woucher APPROVED
Voucher AFPROVED
Voucher APPROVED
Voucher APPROVED
Voucher APPROVED
[Update [Remave | Voueher APPROVED

Signaturs Nams
**CTO SUBMIT
**CTO BOOKED

Frocass Name
BYPASS PMR
BYPASS FMR
FOREIGN TRAWVEL
FOREIGN TRAWVEL
FOREIGN TRAWVEL
OCONUS/CONUS
OCONUS/CONUS
OCONUS/CONUS
TRAVEL MODE ROUTE
TRAVEL MODE ROUTE
TRAVEL MODE ROUTE

Routing List Name:
Crganizstion Name:

Default Routing List: () ves @ Mo

‘Aid Rouling Elerment

Edit Document Type Document Status Signaturs Name

Authorization  CTO SUBMIT “CTO SUBMIT
Authorization  CTO BOOKED **CTO BOOKED
[Uptate | Remaue | horizati REVIEWED
Authonzation REVIEWED
herizati REVIEWED
Authorization REMIEWED
haoi REMIEWED
Authorization REMIEWED
hadi REVIEWED
Authorzation REVIEWED
her REVIEWED
Autherization REVIEWED
her REVIEWED
Authorizstion  AUTHORIZED
haoi AUTHORIZED
Authorization APPROMED
hadi APPROVED
Authorzation APPROVED
[Updaie | Remae | Authori AFFROVED
Autherization APPROVED
[(Updase | Remave | horizati AFFROVED
Authorization APPROMED
haoi APPROMED
Authorization APPROMED
hadi APPROVED
Authorzation APPROVED
her APPROVED
Autherization APPROVED
her APPROVED
Authorization APPROMED
Voucher REMIEWED
Voucher REMIEWED
Voucher AUTHORIZED
Voucher AUTHORIZED
Voucher APPROVMED
Voucher APPROVMED
Voucher APPROVMED
Voucher APPROMED
Voucher APPROVED
Voucher APPROVED
Vouchar APPROVED
Vouchar APPROVED
Voucher APPROVMED
Voucher APPROVMED
Voucher APPROVMED
Voucher APPROVED
Voucher APPROVED
Voucher APPROVED
[Uptaee [ Remowe | Voueher AFFROVED
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Process Name
EYPASE PNR
BYPASS PNR

FOREIGN TRAVEL
FOREIGN TRAVEL
FOREIGN TRAVEL
DCONUSICONUS
OCONUSICONUS
DCONUSICONUS
TRAVEL MODE ROUTE
TRAVEL MODE ROUTE
TRAVEL MODE ROUTE

For questions on the maintenance of the CPEN and WWT Routing List please contact the DTS Help Desk
Help Desk phone number: (760) 763-7152




