


» To provide an introduction to approving and

authorizing a DTS authorization, voucher, and local

voucher 1n accordance with the JTR and The I
DTS Voucher submission requirements.

~F

» As an Approving Official, you are required to review
vouchers for accuracy and for correct entitlements.
DTS does most of the work when entitlements are

concerned but there is still the opportunity for
over/underpayments.




Logged In As: Madison G Clarkson Help for this screen

[— ™

Defense Travel System

A New Era of Government Travel

|Dﬂ'icia| Travel "” Official Travel - Others "" Traveler Setup T" Reports T" Administrative "" ROA T" DMM '|

Documents Awaiting Your Approval --> click Here

Welcome Madison G Clarkson

Organization: DM1F1416928305DISB My Signed Documents
Org Access: oM Current Departure
Document Name Status Date Vpe
Group Access: DM
Permission:  0,1,2,3,4,5,6 MCTUMAAZO82615 ADT gos el 08/26/15 H
MCTUMAATO82615 VOd SIGNED 08/26/15 H
Message Center
MCPALMSCADS1TIS AD SIGMED 0917715 H

On June 15, 2015, the Department of Defense will launch a
pilot of a new Integrated Lodging Program which includes
preferred commercial lodging and integrates the ability to
book government (DoD) lodging properties in DTS, Per the

e e e Lodizing o prfamon T *When you receive a
notification to take action

commercial lodging before other lodging options. Pilot
sites include: Charleston, SC/Joint Base Charleston,
Dayton, OH/Wright-Patterson Air Force Base, Morfolk,

YA/ select area 1).5. installations, Saratoga Springs, .

NY /Maval Support Activity Saratoga Springs, Seattle- On a document ].n DTS y0u
Tacoma Airport area, WA, Tampa, FL/MacDill Air Force . .

Base, or Twentynine Palms, CA/Marine Air/Ground Combat

Center. When completing an autharization in DTS for TDY Wlll need tO log ln and

{30 or less days) to a pilot location, users will be guided to
make lodging reservations at a government lodging or
preferred commercial lodging facility. Travelers will also
be able to make reservations at government lodging

facilities at non-pilot sites. More information about the hyperlink HCXt tO

program is available at:

wiww.defensetravel.dod.mil/site/lodging.cfim. “Documents Awaiting Your
Reviewal/Approval”

Click on the “Click Here”

Bzrl tn Ton I




To enter a document in your inbox
click “>review”

**NOTE: You can distinguish between a Voucher
or an Authorization/Orders by either looking at the
“Sort By Type” column or looking at the letter
after the underscore () in the document name.




TAD purpose is essential official business in the
Gov’t’s interest

TAD duration 1s no longer than required to
complete the official business/mission

Number of travelers 1s held to the minimum

Traveler’s eligibility 1s based on official necessity
and qualifications to best perform the mission




*The document will
automatically open to the
“Review/Sign” tab under the
“Preview” sub tab.

*This screen will go over the
itinerary, location, dates, and all
expenses that are being
claimed.

*Review everything! Ensure the
member actually left on that
date and did not leave or return
early, as this will affect Per
Diem entitlements.

Itinerary  Travel  Expenses

Other Auths, Pre-Audit

Accounting  Additional Optons

R iew) Sian

Digital Signature

Other Trip Information

Trip Type: AL-ROUTINE TDW/TAD
Trip Purpose: TRAINING ATTEMDANCE
Trip Description: Attending Counter Threat Finance Course
Conference/Event Mot Applicable
Name:

Overall Starting Point Time Zone: PST (09)

It_inera ry:

View

Leave From: ESCONDIDO, CA

Leave: 16-Hov-14

Lecation 1 - CORONADO,CA Time Zone: PST (09)

Itinerary:

View

Leave From: ESCONDIDO, CA
TOW/TAD Location: CORONADO,CA
Arrive: 16-Mov-14

Leave: 21-Mov-14

Overall End Point Time Zone: PST (09)

Itinerary:

View Leave From: CORONADD, CA
Return Location: ESCONDIDO, CA
Arrive; 21-MNov-14
R::ntal Car: Company: Enterprise Rent-A-Car
- En-Route: Mo
Cost: 5452.95
Location: HNL Honolulu
Pick-Up: 04-Awg-15 09:004M
Drop-0ff: 15-Aug-15 06:00PM
Method OF GOVCD
Reimbursement:
Confirmation: 120097041 2COUNT-
Restrictions: Weekly 5132.00U5D,Extra Hour
54,00U5D,Extra Day $22.00U5D, Total
5452.95U5D, Unlimited Miles
Expenses

Non-Mileage:

Nao. Expense Type Date Cost

Comments to the Travel Agent:

Method OF
Reimbursement




According to the JTR,
Appendix H, part 1, it is
required that Authorizations
and Vouchers identify the
correct Trip Type and
Purpose.

A detailed explanation of the
TAD purpose is required in
Trip Description block. Do
not use acronyms.

Other Trip Information

Trip Type: AA-ROUTINE TDV/TAD
Trip Purpase: TRAINING ATTENDAMCE
Trip Description: Attending Counter Threat Finance Course

Conference/Event Neot Applicable
Name:

Overall Starting Point Time Zone: PST (09)

Itinerary: Leave From: ESCONDIDO, CA

View

Leave: 16-Mov-14
Location 1 - CORONADO,CA Time Zone: PST (09)

!_Fi":f_ra”” Leave From: ESCONDIDO, CA
TDV/TAD Location:  CORONADO,CA
Arrive: 16-Mov-14

Leave: Z1-Mov-14

Overall End Point Time Zone: PST (09)

It:geran Leave From: CORONADO, CA
T Return Location: ESCONDIDO, CA
Arrive; 21-Nov-14
R:e;ntal Car: Company: Enterprise Rent-A-Car
T En-Route: Nor
Cost: 5452.95
Location: HNL Hanolulu
Pick-Up: O4-Aug-15 09:00AM
Drop-Off: 15-Aug-15 06:00PM
Method OF GOVCC
Reimbursement:
Confirmation: 120097041 ZCOUNT-

Comments to the Travel Agent:

Expenses

Non-Mileage:

Restrictions:

Weekly 5132.00U5D,Extra Hour
54.00U5D,Extra Day $22.00USD, Total
5452.950U5D, Unlimited Miles

Method OF




Expenses

i . Expenze Method of
Hon-Hileage: Ha. i Date Cost )
Type Reimbursement
Edit 1. Excess Baggage 04415705 $16.00 PERSOMNAL \
Edit. 2. Haotel Room Tax 04,15 /08 466,00 GOWICC \
LALMDRY DRY
Edit 3. 04415 /08 20.00 PERSOMAL
= CLEANING s
Total: $91.00
Hileage: Expenze
Ma, TyEe Date Cost Method of Reimbursement Milzs
Edit. 1. Pt Auto-TOY S TAD 0d415/05 460,75 PERZOMAL 150
Edit. Z. Pt Auto-TOo S TAD 04422 /05 S60,75 PERZCIMAL 150
Edit: G Pyt duto-Local 04/22/05 $20.25 PERSONAL &0
Total: 141,75
Per Diem Entitlements
Lodge F MBIE: Start Date End Date Total Lodge Total MEIE
Edit  04/18/056 0422405 $380,00 $229,.50

Accounting Suminary

Accounting Code: 04 LOA1
LODGIMG:

MEIE:

MILEAGE:

OTHER:

RE|# EXF:

04 LOAT 5ub Total:

Calculated Trip
Cost:

Edit
£350,00
522950
514175

$35.00

566,00
484225

$842,25

Verify Method of
Reimbursement
(Personal or

GOVCOQ).

The rental vehicle,
airfare, lodging, and
any expenses over
$75 being claimed
must have a receipt
to be reimbursed.




"ﬁ Defense Travel System

A New Era of Government Travel

Date cTw

17-Aug-2015

17-Aug-2015

02-5ep-2015

Itinerary Travel

Hon-Mileage

Belowy is a list of your receipts. Click "view" to view the receipts.

Motes

CAFB DEPLOYMENT GUIDE

CREECH DFI'ROSTER

Hotel reciept

Return To Trip Preview

Proceed to the following page: Accounting Codes j

View

» View

» View

» View

Continue

*Go to the
“Expenses” tab and
click on
“Substantiating
Records™ sub tab.

* Click the “View”
hyperlink next to
each uploaded
document(s) (L.E.
endorsements,
receipts, and
Funding letters).




Per Diem Entitiements Match all receipts to
entitlements being
Following is a list of per diem allowances for lodging and meals/incidentals for each day of yqr trip. The "edit” link allg 1 0 0 h
information (e.g., duty conditions, meals provided, etc.) for a specific date or date range. “reset” link changes the C almed mn t C
the default rates for that date and location.
Voucher.
GSA State Tax Exemption Listing
Date Location View Reset Ldg Cost Ldg allowed = MEIERlowed  Per Diem Rate
48,00 - If there are any
08/24/15 CREECH AFB,NV » View N/A 548.00 GCIJVICC- 5 .nal. 96/ 71 . . .
Individual discrepancies with the
548.00
. .00 . .
08/25/15 CREECH AFB,NV » View N/A 548.00 ||-?E(|:1J\,“-r|{c:|ﬁa| = 9 /71 entltlements go lnto
$48.00 113 $499
08/26/15 CREECH AFB,NV » View N/A 548.00 GOVCC- .ll?lgl. 96 /71 edlt mOde to CorreCt
Individual
48,00 " them.
08/27/15 CREECH AFB,NV » View N/A S48.00 GOVCC- .nal 96 /71
Individual
548.00
08/28/15 CREECH AFB,NV PView | N/A $48.00 govec. . 9%/ 71 If they are correct and
548.00
08/29/15 CREECH AFB,NV » View N/A 548.00 GOVCC- .ml. 96 /71 IAW the
Individual - .
S — orders/funding letter
0B/30/15 CREECH AFB,NV » View N/A 548.00 GOVCC- i 96/ 71 e .
individual | Pesoral go to the “Review/
. $48.00 .
08/31/15 CREECH AFB,NV »View | N/A 548.00 e T 96 /71 Slgl’l” tab and select
$48.00 113 . 29
09/01/15  CREECH AFB,NV » View N/A 548.00 GOVCC- P?;;.Jml 96/ 71 the PreVleW Sub tab
Individual na
09/02/15 CREECH AFB,NV » View N/A 50.00 Gi?\:’g?: e 9% /7
' o individual ~ Personal




Expenses

Non-Mileage:

Methad Of
No.  Expense Type Date Cost e —
1.]| Hotel Room Tax 05/02115 §51.98 GOVCC-Individual
Total: §51.98
Mileage:
Method Of .
No., Expense Type Date From To Cost S S Miles
Tofal: ~ S0.00
Per Diem Entitlements
Lodging MRIE:
e Start Date End Dite Tatal Lodse Total NBEE
View  08/24/15 03/02/15 §432.00 S674.50

Lodging taxes
[CONUS and non-
foreign OCONUS (see
appendix A for
definition)] are listed
under the non- mileage

expenses, separate
from the daily lodging
under the per diem
entitlements

Travelers can lump
sum the total lodging
taxes.




If the Mbr took leave at
any point during the TAD
period the entitlement is

(13 29
000 . ',ystem Review /Sign

Per Diem Entitlements Partial Payments Advances

ange an the 1=t through the 7th of each month. Ratez can be verified wia the Rates Lookup under Trawveler Setup an

Itinerary Travel Expenses Accounting gfVesiislel=10evialey}

ALSO if LEAVE was
taken, you must ensure

that leave 1s charged s

elther through MOL or allowances for lodging and meals fincidentals for each day of your trip. The "edit" link allows you to change the
iti I ided, etc. ) fi ific dat dat . The " t" link. ch th di inf ti
through the ADMIN 1;:::;:1:-'3;::{;1; ed, etc.) for a specific date or date range & "rezet" link changes the per diem information
office .
Date Location Edit Reset Ldg Cost Ldz Alloveed MEIE Allowed Per Dviem Rate Code B L D OQtrs
007 /06 Sak DIEGO,Ch = Edit | = Reset GE)I\D-‘EC F'EIEE:EJ?ML 129 7 51 ALWE
O04/05/068 Sak DIEGD,Ch = Edit = Reset GO PERSCIMAL 129 £ 51 ALWE
040905 SaM DIEGO,Ch = Edit | = Rezet 0.0a0 Ggﬁgc PESE:E)?JAL 129 5 &1 ALWE
0451005  Sak DIEGD,Ch = Edit = Reset 0.00 GE).\?EC PESSISJII:I\J.&L 129 F 51 ALWE
0451108 Sak DIEGD,Ch = Edit | = Reset 102,00 ;Eﬁ{gg PESRE;:;?I\?#.L 129 7 &1 MOME
04712068 Sak DIEGO,Ch = Edit = Reset 10%.00 ;Eﬁ{gz PEE;;J:'P?.&L 129 7 51 MOME
04713068 Sak DIEGD,Ch = Edit | = Reset 109,00 ;Eﬁ{gg PEZ;':‘EP\?AL 129 F 51 MISME
0451405 SaM DIEGO S8 = Edit = Rezet 0.00 Ggﬁgc F'ESR?;}EIEAL 129 F &1 MCME




Hon-Mileage: Mo, Expense Date Cost Melthucl of
Type Reimbursemer t
Total: 50,00
Mileage:
Date Cost wethod of Reimbursement Miles
Edit a&,/20/05 572,09 PERSOMAL 178
Edit Q522405 $3.24 PERSOMAL g
Edit 0523405 572,09 PERSOMA L 178

Total: 514742

» You must verify ALL mileage claimed.

» Mileage to and from the TAD site will be entered 1n
as “Pvt Auto-TDY/TAD”.

» Mileage for In and Around Mileage reimbursement
will be entered 1n as “Pvt Auto-IN/ AROUND”.




Y revorts v [RRREGS0E To verify mileage claimed, go to your homepage,

Self Registration Admin

Documeni pra Maintenance Tool l--> Click Here “ADMINISTRATIVE” tab aIld Clle on

e “Calculate Distance” sub tab.
My Signeg ™Y view
Calculate Distance
Documen’s irane vunnen swatus  Departure Date Type
s o  Enter in the city and state the
Please Mote: A Red Star (* ) indicates a field iz required, y
. - traveler left from.
*City: Ichesapeake
statescountrys  foa + Lookup State and Country Codes * Then enter in the city and state
county! | (or military installation name of
[ | the TAD site. Then click on
(13 . 29
ereting o Calculate Mileage”.
QConus: Il .
ctty fraentics * When the screen refreshes, it
StatesCountry: [/ |+ Lookup State and Country Codes will give you mileage total at
conty: | the bottom. You will match
N this up with what they are
claiming.
Use thiz section to calculate the mileage for the locations entered above, The
"Traveling From" and "Traweling To" information (abowe) iz required for the
calculation to wark properly.

Calculate Total:

Caloulate Misage Total Miles: 178.0




» If the traveler is not entitled to an
expense, you will find it necessary to
make adjustments.

[

~L_



Once you uncheck to
the box, DTS will
verify your

certificate and create
an ADJUSTED
voucher.




p—————

Hon-Mileage:

Expense

Type

Excess Baggage
Haotel Room Tax

LalMDRY fDRY
CLEAMIMG

Method of

Dat Cost
e = Reimbursement

04/ 15/05 $16.00 PERSORMAL
04,/ 16/05 $66.00 GONVCC

04/ 15/05 $20.00 PERSORMAL

Total: 491,00

Mileage:

Expense
Type
Pt auto-TOW/TAD

Pt auto-TOW A TAD
Pt suto-Local

Date Cost tethod of Reimbursement Miles
04/18/05 460,75 PERSORAL 160
042205 560,75 PERSOMSL 150
042205 420,25 PERSORMAL 2]

Total: 5141.76

If the MBR did
not rate any of
these expenses
simply click
“Edit” by that
expense.

Then click
“REMOVE”

If the Mbr
claimed more
than they rate
simply click
ccm” and
change the cost.
Then click on
“Save Expense”.




[f traveler 1s a GOVCC holder,

th t th 1 ‘t Expense Summary Location 1: CREECH AFB,NV
. Leave From: San Diego, CA View
cnsurc a c Sp 1 Total Expenses: $1,158.48 TOV/TAD Loc:  CREECH AFB,NV
Non-Reimbursable Expensas: 5000 fgvvee é;?g&:;

disbursement will cover the Cemurse B 5115848 e
Disbursement Summary Leave From: CREECH AFB, NV

balance. o

Gov't Advance Paid: $0.00

*MARADMIN 216/13 mandates S

Previous Voucher Payments:  50.00

that the GOVCC be paid in full et o

Credit Summary

at the time the voucher 1s Sl soum
Net To Traveler: $1,158.48

approved. Molots. 000
* TO ensure the b al anC e On B Personal($)  Individual GOVCC($)  Total($)
traveler ’S GOVCC Card COHtaCt Total Expenses: 5674.50 5483.98 51,158.48

Less Prior Pmts: $0.00 $0.00 50.00

Plus Collections: $0.00 50.00 50.00

unit’s APC or traveler with the o ot o
current balance. o |

* To check the Spllt e .

disbursement of final settlement S

go to the “Additional Options” e ;
tab and select the “Payment

Totals sub tab.




4

The endorsement must
include the availability
of government quarters
and messing and
identify any periods of
field duty. The
endorsement should be
prepared by the TAD
site admin personnel
and can be prepared
utilizing a NAVMC
11118 or unit letterhead
endorsement.

UNITED STATES MARINE GORFS
PARIHE HEAYY HELIDOPTER SQUARRTH 446
MARINE BRCRAFT GROUP 18
D MARINE AIRCRAFT WING
PO RO 452004

Sl DIEGD, Ca TE145-2064
B4 BEFLY REFER Tibe
0040
3=1

T Aug 15

From: Commanding Officer, Marine Heawy Helicopter Sgquadron 466
Tea: Disburaing

Juizi:  MEAL RATE FOR CREFCH DEPLOYMENT FOR TRAIMING
Eef: fa] JETR
Encl: {1] Master Roster of DET Personnel

1. Ip accordance with the refersnce, apvoM personnel that are in enclosure
{1l will be TAD between 23 August 2015 to 3 September 2013, with an exception
of Ztaff Sergeant lLeonard B, Swihart, he will be TAD betwsan 17 pugust 2015

Eo 3 September 2015 and Main Body will be TAD betwsen 24 Rugust 2015 to 3
September 2015 to Mres~k (XL CP—— WA Miramar, OCA.

2. ‘Per guthorized rental vehicle i3 annotated in enclosure (1]« Hon Compact
vehicle iz anthorized teo transport equipment and aircrew.

3. FPersonnel that are in enclosure {1} will rate full Per Diem and Lodging
as Creech does not have a Chew Hall nor Lodging availsble.

4. The point of contack far this command 18 Gunnery Sergeant Kewin Mayers
HLE-577=9647 or e-mail at kevin.mayersfusma.mil.

P

K. MA =
By gfirection




» Once a document
1s returned 1t will
g0 back to the
traveler to be
adjusted and
signed.

» Then 1t will
restart the routing
list process.




vV VvV VvV VvV V9

Amounts being claimed not matching up with
receipts or endorsement.

Member not making the comment whether meals
were or were not provided at a conference under the
comments to the AO.

Receipts not being valid (ie. not itemized or zeroed
out)

No endorsement provided

Not an accurate trip description

Flat rate not applied.

No justification or comments from the unit AO.
Insufficient funds




- After you have reviewed all the information ( .LE. LOA , receipts, and
entitlements) and it 1s correct and IAW the orders/funding letter/receipts:

* Go to the “Review/ Sign” tab and select “Preview” sub tab.
* (Click on the “Save and Proceed to Other Auths.” tab located at the

bottom of the screen

Document Totals

Actual/Estimate Baseline Trip Wiew Worksheet
LODGING: 583.00 LODGING: 583.00
MEIE: 565.00 MEIE: 565.00
OTHER: 590.00 OTHER: 590.00
Calculated Trip Cost: 5242.00 Calculated Trip Cost: 5242.00

Advances and Scheduled Partial Payments Summary
No Advances requested.

Trip Length does not allow Scheduled Partial Paumash

| Save And Proceed To Other Auths |

Proceed to the following page: Other Authorizations V| I Continue

- — = —_— —_— == =




*DTS will flag anything deemed “Outside of normal TAD Parameters™.

Some items are flagged just for the Traveler to enter a justification. Check
each box for sufficient justification,

* Once you have read the
justifications to any flagged
item or there are no flagged
items under this sub tab,
select the “Continue” tab

located at the bottom of the
screen.

*Every comment box must
be filled.




Ensure/ verify there is a justification for every flagged item on this

Screen.

When there is the blue hyperlink “Reason Codes”, you must click it and
select whichever option most accurately fits the situation.

Once there is a justification for each flagged item or if there are no
flagged items on this screen, select the “Save and Proceed to Digital
Signature” tab located at the bottom of the screen.

* Every comment box
must be filled.

Itinerary  Travel  Expenses  Accounting Additional Op tionM

% Defense Travel System

A New Era of Government Travel
Other Auths.

Digital Signature

Below are any items that were "flagged" for this trip.

DoD mandates split disbursement for transportation, lodging and rental car expenses. Cligk here for memorandum

2 ltems have been Flagged in this Travel Document

1. Reason Flagged Item Description Hh to Approving Official =Help=

=+ LODGING NOT USED * VUMAAT: Mo lodging
reservations exist from 08/26/2015

Reason Codes
to 08/27/2015. : ———
The following are provided for advisory purposes only

2. Advisory Advisory Description =Help=

* PERSONAL INFO HAS
CHANGED

* PERSONAL FROFILE INFORMATION HAS CHANGED FROM WHAT 15 IN THE PERMANENT

PROFILE. PLEASE ENSURE ALL INFORMATION IS CORRECT. -- POSITION
= m

Proceed To Digital Signature |

Proceed to the following page: | Digital Signature




The “Submit this document as” will be auto populated with your proper stamp
(LE. if you are a Approver it will have the “AUTHORIZED” stamp).

Under the “Additional Remarks™ section add any comments that you think are
necessary.

Click the “Submit Completed Document” tab to continue to route for approval.
Comments MUST be entered when any change is made to entitlements.

Authorizations

Vouchers

[ [




References to obtain additional information:

o Defense Travel Management Office

http://www.defensetravel.dod.mil/index.cfim

o Joint Travel Regulations
http://www.defensetravel.dod.mil/Docs/perdiem/JTR.pdf

o Department of Defense Financial Management Regulation (DoD FMR)

http://comptroller.defense.gov/FMR.aspx

o DTA Manual

o http://www.defensetravel.dod.mil/site/trainingRef.cfm

Resources:

o

Defense Travel System

www.defensetravel.osd.mil

I MEF DTS Help Desk Website

http://www.imef.marines.mil/DTSHelpdesk.aspx

o

(e]

Travel Assistance Center

https://www.defensetravel.dod.mil/site/tac.cfm

Travel Explorer (TraX)

://[www.defensetravel.dod.mil/site/trax.cfm




Hours of Operation:
Monday —Friday 0700-1700 PST

Organization Mail Box (OMB):
1 mef dts help desk@usmc.mil

Phone Numbers:
(760) 763-7152

\




