ENSE TRAVEL
YSTEM

itial ODTA Training



lIssion

training and an introduction to

1 policies to users and unit
D travel through DTS.



nsibilities

/Check out
o Travelers

g organization’s routing list(s)



‘Reports

4650.39A there are four reports
to be pulled and work

ed and reconciled on a weekly

report is worked and reconciled on a daily basis

other report is worked and reconciled on a
thly basis

ALL REPORTS MUST BE MAINTAINED FOR THE
CURRENT MONTH PLUS ONE YEAR!



eports Cont'd

Purpose: Notify the AO that there are
pending travel documents with
.{eservations.

| yse: Ensure that authorizations are
rou roved, and ticketed by the
CTO prior to commencement of TAD.

Purpose: Verify that travelers are
submitting their travel vouchers within
the prescribed time frame after

1.) Pending Airline
Cancellation

2.) Depart Status
Report

3.) Unsubmitted
Voucher Report

- " completion of travel.
| Purpose: Ensure all traveler profile fields
4.) Complete have been correctly entered and are up to
Traveler Info List date. The report should be reconciled

against the DD 577s on file.



Reports Cont'd

“ tab and select “Report Scheduler”

—

'{ Official Travel W Official Travel - Others ¥| Traveler Setup W - Administrative ¥ rROA ¥

Report Scheduler
’ BI and Reporting Tool ur Approval --

ect “Request New Report”

= Reguest Hew Report = Refresh Reports List

Requested Reports

Report Hame Report Criteria Requested Date Hext Run Time{Approx.) Status




Reports Cont'd

The following reports are available in the Report Scheduler. Pleasze select a report below to continue:

The DTS is migrating Report Scheduler reports into the DTS Bl and Reporting Tool portal. Access these reports from the "Reports™ Menu
(the same place as the Repert Scheduler), sub option for "Bl and Reporting Tool”. If the Bl and Reporting Tool option is not available,
contact your DTA to gain access.

The report scheduler reports have a maximum row limit based on the data source used when generating the report as follows:

- Report limited to a maximum of 40,000 rows when using current data.
- Report limited to a maximum of 100,000 rows when using cold copy (last extract data).

Status Reports
nding & ellation Report D ————— Daily
> Signed Status
> Depart Status

> Return Status

> Approved Status

Traveler Status

Routing Reports Weekly

= Adjustments

= Routing Statuws

Individual Reports

= Posack Delinquency
» Unsubmitted Youcher
» CBATO

Debt Management

= Constructed Travel




Reports Cont'd

Monthly




Reports Cont'd

Signed Status Report Search Criteria

Please Mote: A Red Star ( * ) indicates a fisld is reguired.

e 4mmm [caveas“ALL”
(Start typing

* Organization: — .
(minimum of 2 ; <4 et Orgis auto-populated

characters)

Include Sub 4

Organizations:

sstartate: [ | [E (amscaryyyn _ Start from date of last report
* End Cate: |:| _'v'I_ (mm/dd/ i _ End current date

Include LOA
Cetails:

4




taining Files

sible for maintaining required
onnel within the unit that

licies Certificate

ss Certificate

r no longer holds a DTS billet for your organization the
ust be terminated. Once the DD Form 577 has been
minated it needs to be maintained for six years and three months.




raining

ou will be responsible for
elers within your

or the current month




ensure/create a DTS
e and attach them to your organization.

personnel are checking out of your unit
must detach them only if they do not have
any outstanding documents or debt
management issues.




Check Iin Process

your organization in DTS
*Go to the “Administrative” tab and select “DTA Maintenance Tool”

| --> cClick Here

Welcome STEPHANIE M GOSLIN

Organization: DM1F1415928305DISE

Org Access:
Document Departure 1,

liék on the drop down box located at the top of the screen and select

<< Select an option from the DTA Tools dropdown.

COTA Maintenanc
COrganizations
outing Lists
Welcome to t
This tool pro il create and m ¢ organizations. routing lists, groups. people, and lines of

-l:l m the DTA Tools dropdown menu a

ns:
it organizati
dit routing |
to edit groups
to edit p
y edit i unting (LOAS)
to edit permissions.
MIS
DA,




eck in Process Cont’d

Person” hyperlink located at the top of the screen

DTA Tools: Search People | Create Person | Receive Person | View Person Lists

- .
pe in the personnel’s N
r organization will be auto populated in the “Receiving Organization

” box
the “Search” tab

Search Person to Receive Required




eck 1n Process Cont'd

will appear

“Receive Person” tab
Receive Person

SSH

Name

Tithe / Rank
Organization Name.  DM1D1412111104-1/1

Service / Agency by which the travler 15 employed
Routing List Name.  CPEN
DTAID. | MARDIV HD

ou receive an error message stating that you cannot receive the
traveler into your organization because they are attached to another
organization in DTS you must contact the traveler’s previous unit to have
them detached.

Domain Error

he following domain validation errors have occurred:

« The no [ into the new organization be 'she is sti [ to hisher




1eck 1n Process Cont'd

e: If you receive an error message that the SSN cannot be
ed it means the traveler needs to create a profile in DTS.

Domain Error

The following domain validation errors have occurred:

« Invalid SSN: A user with the supplied SSN cannot be located.




Self Registration

elers that have self
ization have their

Defense Travel System

B

Official Travel W |Official Travel - Others ¥| Traveler Setup ¥ Reports '_ ROA v

DTA Maintenance Tool ===

Welcome STEPHANIE M GOSLIN Document Lack Admin

Documen Click Here

Organization: DM1F1415928305DISB My Signes Budget
- A oM Route E Review
o CCes5. ]
e ) | Calculate Distance Departure

* Click the hyperlink next to the profile
* Review all the information in the profile
* Select “0” for traveler’s permissions

* Once you have reviewed the profile select the “Accept” or the “Reject” tab
NOTE: If there are no profiles that show on this screen it means there are no profiles awaiting to be
accepted.



HOW to Create a DTS Profile

profile in DTS through “Self Registration”.
he DTS homepage
: ers” section, have the traveler click on the

Under the “First Ti
earn More” tab

lave the traveler follow step by step instructions on how to set up a
S account

First Time Users

Click bslow to learn more about

0TS and the tools reguired for

LEARN MORE

» If the traveler cannot create a DTS account for any reason (I.E. they do not
have a CAC), you as the ODTA will be responsible for creating a DTS
profile for them
* Traveler must first fill out the “DTS Registration Worksheet” located
on the I MEF DTS Help Desk website and submit it to ODTA

Use.




oW to Create a DTS Profile

you have received the DTS Registration Worksheet from the traveler
you will go to the “Administrative” tab and select “DTA Maintenance Tool”

Official Travel || Official Travel - Others '

. Cliclt Here
Welcome STEPHANIE M GOSLIN
Organization: DM1F14159283050DISB :
i
Org Access: i _

Calculate Distance Departure

Group ;DM HiTE : Date Tvpe

‘Ct the drop down box located at the top of the screen and
select “People”

DTA Tools: DTA Maintenance Home
OTA Maintena
Organizations
Routing Lists

Welcome to t
Th o OV i : o5, people, and lines of

it organiz:
it routing
You b
You b = s=Yals
Yau b he p SETIT edit li o nting (LOAs)
You b
You b




"-

to Create a Profile Cont'd

son” hyperlink located at the top of the screen

 Click the “Continue” tab

» Fill out all required fields
* When you are finished filling out all of the information, click the “Save
Changes” tab located at the bottom of the screen

Note: The default routing list will Always be “CPEN"



eck Out Process

2cking out of your unit you will need to verify if they
ments or debt management issues.

ding documents or debt management issues
our unit in DTS until their claim or debt

personnel from your unit in DTS:
e “Administrative” tab and select “DTA Maintenance Tool”

Self Registration Admin

Document Lock Admin
Budget
Route & Rewview

Calculate Distance




e )

Check Out Process

n box located at the top of the screen and select “People”

DTA Tools: OT&Maintenance Home |+

Orga 3
F'-"uh'ng Lists

Organization Mame: * Ellx-'l

—Include Sub-Organizations

Person Type: *
S5N:
Last Mame:

First Mame:

Permission Level:



meck Out Process Cont’d

. - NGUYEN.
j PHUC C

* NOTE: When detaching DTS billet holders (AO/RO/CO/ODTA),
remove them from all unit & WWT routing lists and detach from unit
- in DTS




ng ITravelers

routing lists(s)
tions/ Vouchers/Local



your

routing list only for RO’s) to

Utilizing the drop down box

ect “Routing Lists”

auto populate in the
“Organization Name” box.

Click the “Search” tab

Click “Update” next to the
routing list that needs to be
updated

to update your
unit’s routing list (and the WWT

nsure that they are up to date
o to the “ Administrative” tab
d select “DTA Maintenance”

ocated at the top of the screen)

our organization’s code with

pdate Routing Lists

Salf Registration Admin
SO el I

Document Lock Admin

. Budget
y Signet

Route & Rewview

_s . Calculate Distance Departu

Defense Travel System '
A New Era of Government Travel r=
Ru

DTA Tools:

Welcome to t
This tool provides
accounting (LOAs

Your Maintena _

104 Administration

Indiidually Edit Organization Mame Routing List Mame

Dy DM1F14169213007ESE CPEN

DIM1F14169213007ESB CPEN TESB

Delete DM1F14169213007ESB CPEN GDP- ISAF




date Routing Lists Cont'd

ting Element” tab (located at the top right hand corner

Update Routing List
i | Default Routing List: Yes

e  Document Status Signature Name Level Process Name

s ] Authorizaton  CTO SUBMIT “CTO SUBMIT 2 BYPASSPIR

Authorization  CTO BOOKED *CT0 BOOKED 3 BYPASSPNR
r the “Document Type” section utilize the drop down box to select
1zation, Voucher or Local Voucher
er the “Document Status” section utilize the drop down box to select
mp for the DTS billet holder. (I.E. If you are adding a unit approver
orizations you would select “APPROVED”)

*Next to the “Signature Name” section click on the “Search” tab.

*Search DTS billet holder by full SSN or first and last name
* Click the “Search” tab [Eeskulaall

Organization Name: * |DM1F14169213007ESE [J-Include Sub-Organizations




date Routing Lists Cont'd

next to the personnel’s profile that you are adding into

e “Level” number into the manual type in box.

The level number will be the same numeric value for the specific billet
in the routing list. (I.E. for Authorization if all AO’s are a level 25 you
ill add the next approver as a level 25.)

“Add Routing Element” tab when you have filled out the required

~§ Add Routing Element - Required

Routing List Mame: CPER
Organization MName: DIMIF14162213007ESE

oc e

Xorg Search

* Once you have updated the entire routing list click “Save Changes” tab
located at the bottom of the screen.
Note:



Updating Routing Lists:
pocument Status Stamps

| Update || Remove

[ LUpdate ” Remaove

[ Update ][ Remaove

| Update || Remove

[ Update || Remove

[ Update ][ Remaove

[ Lpdate ][ Remuove

[ Update || Remove

[ Update ][ Remaove

[ Lpdate ][ Remuove

[ Update || Remove

[ Lpdate ][ Remave

[ Lpdate ][ Remuove

[ Update || Remove

[ Lpdate ][ Remave

[ Update ][ Remaove

| Update || Remove

[ LUpdate ][ Remave

[ pdate ][ Remaove

| Update || Remove

[ LUpdate ][ Remave

J
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)

Authorization
Autharization
Authorization
Authorization
Authorization
Authorization
Authorization
Authorization
Authorization
Authorization
Authorization
Authorization
Authorization
Autharization
Authorization
Local Voucher
Local Voucher
Local Voucher
Local Voucher
Local Voucher

Local Voucher

CTO SUBMIT
CTO BOOKED
REVIEWED
REVIEWED
REVIEWED
REVIEWED
REVIEWED
REVIEWED
REVIEWED
REVIEWED
REVIEWED
REVIEWED
REVIEWED
APPROVED
APPROVED
REVIEWED
REVIEWED
AUTHORIZED
REVIEWED
REVIEWED
REVIEWED

=CTO SUBMIT
*CTO BOOKED
TAKISHA N TOBY
SAMUEL L WARMAN
ANDREW J GARCIA
MATTHEW D SCHUETT
COREY T PINEDA
BRANDEN ASHWORTH
ALICIA J AKHTEEBO
LYDIA M HERMAMDEZ
ANGELICA M CALEROPEREZ
RAISA J JIMENEZ
AMNABELL MEVELS
RYAM T MULDER
SHAWN C GRAY
ZACHARY J JACOBS
MARIA C LAROTOMNDA
RyYAM T MULDER
DEVIM A BOYD
LINDSEY E FARRELL
Joeseph A Palmer kuhl

[ TR & TR o R o NN o N o T e o O T & S N L

i T % TR 5 R Y TR SR
b I I IR i N 5 s BN & BN & & N o 4 |

BYPASS PNR
BYPASS PNR
BYPASS PNR
BYPASS PNR
BYPASS PNR
BYPASS PNR
BYPASS PNR
BYPASS PNR
BYPASS PNR
BYPASS PNR
BYPASS PNR
BYPASS PMNR
BYPASS PNR




How to Create a
uthorization/Orders

to the “Official Travel-Others” tab and select “ Authorization/Orders”
] Treveler setup

Welco

Organiz

Org Access:

rch traveler by full SSN or first and last name
» Click on “Create New Authorization/Orders” hyperlink in the top left

hand corner of the screen. nonzations / Orders

existing authorizations/erders. Please select the function (edit, print, etc.) corresponding to the appropriate

b Create Mewe Authori » Create Trip Template

Existing Authorizations/Orders

Sort by Sorted by Sort by Sort by ] ) . Remove /
View/Edit = Print Amend
Document Name Departure Date gEcull TA Number e ! nn Trip Cancel men

SEYUMAAZDTIZ13_A Q7/223 ARCHIVE IMAGE SUBMIT 1GHERE *vigw | *print

SGPALMSCADGZ513_AM 06/25/13 ARCHIVE SUBMITTED 1GTEOM *view | *print




OW to Create an Authorization

Trip Overview

Eocoking Travel using the Defense Travel em requires that you first provide information about vour starting and ending locations{usually
your home or duty station) our TO ions for per diem purposses. vou will be abls to regusst bookings for transportation (e.g., air,
car, rail) and lodging after these initial steps are complete.

Plzase Mote: A Red 5tar { ® ) indicates a field is required.

I am leaving from - (Select from list or enter below):

Note: Even though there is no “ ” for the Trip Description box, there
must always be a brief detailed description of the TAD trip in that box
without the usage of MOS related acronyms

Example: “I went TAD to Pohang, South Korea to provide comm support for
mission Deploy Disbursers More.”



W o Create an Authorization
Cont'd

time they will be departing

*| will be traveling to my TDY location by - (Select from the list below)

Commercial
Air

Rail Rental Car Other Time:

(Claim private vehicle transportation in expense-milsage. Use of government vehicle is non-reimbursable, show this in Expense-Mon-
Mileage.)

*Type in the location of the TAD in the manual type in box or utilize
the blue tab labeled “Location”. Once you select the correct location
click “Select and Close” tab

*Select the date the traveler will be departing the TAD location.

My TDY location is - (Where | will be working):

State/Country - Location

County Lookup |

sSelect what transportation mode the traveler will be utilizing and what



W o Create an Authorization
Cont'd

* Section C:
*Select “Residence” or “Duty Station” for the ending point of the
authorization

| am returning to:(Select from list or enter below):

Ending Point: Return locaticns in profile:
g Point:

*&rriving On:

*Trip Duration: (& 12 Hours or Less 3 =12 - 24 Hours - With Lodging

2 - 24 Hours - Mo Lodging & Multi-Day

* Section D:
» Select the traveler’s mode of travel when returning from TAD trip

I will be returning from my TDY by - (Select from the list below)

Commercial .
Rental Car Other Time:

Rail

{Claim private vehic Ielran portation in Expense-M 1Ieage UUse of gov ernmwnl vehicle is non- rﬂmbur able, s

Milzage.)



to Create an Authorization
Cont'd

ion D:
» Select the “Rental Car” box or the “Lodging” box if the traveler will
need to make reservations .

At this location | will need - (Select all that apply from the list below)

Rental Car Lodging

[ [l

* Section E:
 If the traveler will be going to multiple TAD sites select the “Yes” tab. If
the traveler is only traveling to one TAD site, select the “No” tab.

Will you be traveling to another TDY location?




reate an Authorization
Cont'd

other transportation mode ticketed that is not listed

| the required fields have been filled out click the “Save and Proceed”
| at the bottom of the screen
: If you need CTO assistance select the “CTO Full Assistance

” tab located at the bottom of the screen.

CTO Full Assistance Fequest Save and Proceed



SOTTIIMercic

ravel Office (CTO)

It 1s DoD manda
available CTOs to
T4025)




Commercial Air

ers to book flights via CTO for official travel
be first choice

A flight when appropriate and IAW
iness rules.

o contracted flights

ts must be charged to OVCC vice Centrally Billed Account
if traveler is a GOVCC holder

ensure traveler selects the most cost effective flight to
lish the mission (Maradmin 617/06)

will automatically default to “GSA Contract Airfare” if there are
Vailﬁb)le. If not, it will default to the next available tab (moving
ight

m CTO tickets 72 hours before flight

N

G54 Contractw/ G5A Contract Other Gov't Other Airfare

Limited Availability Airfare Airfare



cial Air Cont’d

sed tickets must be returned for refund

or all official travel.

chased outside of CTO will be limited to the GTR cost.



mercial Air Reservations

tab and click on “Air” sub-tab.
’T_

Itinerary ra veu Expenses  Accounting  Additional Options  Review/Sign

W' Rail  Rental Car  Lodging  Other Transportation  Summary

e you have found the mostcost effective flight to accomplish the

n select the “ Select Flight” tab.

an select seat preferences if available.

will have to make two reservations (traveling to and from TAD site).

O Departure Time () Arrival Time () Hlapsed Time (O Price (& Default

otal Estimated Airfare {Including Taxes and Fees) Gove

Class: YCA

AlA
American 0
Adrlines
648
¥, 0 JFW - Dallas/Fort Work Fri 23-Aug-13 Flying Time:
AR 1h 50min
American 0 la W
Adrlines

2878 Eguipment ER4

5582.80 Total Estimated Airfare {Including Taxes and Fees) Government Contract

Wiew Available Seats Select Flight
e

Fri 23-Aug-13

Adrlines

2254 Equipment MB3



mmercial Air Reservations
Cont'd

r search to select different airports through the search box
n the left side of the screen.

Modity Search

Please Hote: & Red Star (%)
indicates a field is required.

* Departure Airport (or city, state):

ZaM - San Ddego Internaticocnal
* Arrival Airport (or city, state):
FH% - Pensacola Municipal Apt

* Arrival or Departure:

Ceparturs

Showsr Alternats Airporits:




p.and select the “Rental Car” sub-tab.
Itinerary 5 Expenses LAccounting Additional Op tions Rewisw/ Sign

Rail _MIIREIRSED > Lodeging

Other Transportation Summary

t a rental vehicle that is the most effective that will accomplish
1on. Select the “Select Car” tab next to the reservation.

Modify Search engine to select times, dates, vehicle type,
p airport for the rental vehicle.

» Utilize the “Request Assistance in Booking Rental Car” tab for
further assistance on reserving a rental vehicle.

| Request Assistance in Booking Rental Car

tal Vehicle Reservations

Maodify Search
Pleaze Mote: A Red Star (™)
indicates a field is reguired.
* Fick-Up Date:

* Pick-Up Time:

* Drop-Off Date:

* Drop-Off Time:

Cone-Way Rental: |:|
* Pickup Airport (or city, state):

* Type:




ental Vehicle

itimate costs associated with the rental

ment administrative rate supplement (GARS)

ct Car is the ‘standard” for TAD travel. The Unit
yprove upgrade when compact car does not meet
requirements.

t make comments why upgrade is authorized

rize the size/quantity necessary to meet missions requirements.

Extra insurance is reimbursed for US TAD sites.
Authorized when TAD outside the US

@ TECOM will fund rental vehicles



Special Circumstances

= In the case of the traveler wanting to take leave before, during, or after he/she is
TAD. The AO can authorize the traveler to purchase his/her own plane ticket.

B Reimbursement is limited to the government cost from the TAD site.

TAD Site

Camp Lejeune

Leave Site

Camp Pendleton — Florida
Airfare back to PDS purchased

out of own pocket but will be
reimbursed by Cost Comparison




ﬂ'~

rsonal Vehicle (POV)

reimbursed mileage when utilizing
transportation to and from TAD site.

TAD site is 400 miles or more in distance (one way)
traveler is required to fill out and upload a

aveler will compare how much it will cost in mileage to how much
it would cost the government (GSA rate) to fly to the TAD location.
- CTW can be found on the I MEF DTS Help Desk website.

e traveler will be reimbursed whichever mode is more cost effective.

The CTW will be uploaded under the “Expenses” tab under the
“Substantiating Records” sub-tab.

Itinerary  Travel Expensesl Accounting  Additional Options  Review/Sign

Non-Mileage  Mileage  Per Diem Entitlements | 48

o L =g ] o~ P
stantiating Kecords




onal Vehicle (POV) Cont’d

POV mileage to TAD site:

* Go to “Expenses” tab and select the “Mileage” sub tab.

Itinerary TraveMo:ounting Additional Options  Rewiew/Sign

Non-Mileage , (IEEEEEWP Per Diem Entitlements  Substantiating Records
——

kion the “Expense Type” drop down box and select “Pvt Auto-
DY/TAD”.

nter the date when the traveler will be leaving to TAD location.

k on the “Method of Reimbursement” drop down box and select the

Mileage Expense #1 1a1) .

* Expense Typet | Pyt Auto-TOY/TAD

From:

To:

* Miles I % Pate  0.565 = Cost §

Create separate mileage expense for return trip mileage: D



onal Vehicle (POV) Cont'd

» Under the “Iraveling From” section you can search your departing
location by typing in city, state, or country.

* Click the “Search” tab to verify the correct location.

* Once you have found the correct location of departure, click the “Select”
hyperlink next to that location.

DoD Table of Official Distances (DTOD) Search Results

Traveling From Search Results

Search Results for san diego, ca. Select one of the
following:

(e T City/Location State  County
Please Note: ARed Star (* ) indicates a field is required.

92138 San Diego CA | 5an Diego | = selec
Ocenus: O

. . 92101 5an Disgo CA | SanDiego | »select
City: san diege
State/Country: D = L es 92102 5an Diego CA | 5an Diege | = selec

County: 92103 San Diego CA | SanDiego | » select

92104 San Disgo CA | 5an Diego | = selec



eling To” section search TAD location by city, state or

lick on the “Search” tab to verify the correct location.
nce you have found the correct location click the “Select” hyperlink next to
ocC at Traveling To:

32506 Pensacola scambia | * select

Oconus:
32507 Pensacola scambia | * selec

32508 Pensacola scambia | = select

32509 Pensacola scambia | = selec

32511 Pensacola scambia | » select

* After you have selected your locations click the “Calculate Mileage” tab and
then click “Save Total and Continue”.

Calculate Total:

Calcuiate Mileags | Total Miles: 1990

Cancel | Save Total and Continue






Personal Vehicle (POV) to
Terminal

s driving POV to airport terminal they rate mileage.
1se is authorized to transport traveler, spouse rates mileage for 2 round

to input mileage for POV when driving to airport terminal:
o to the “Expenses” tab and select the “Mileage” sub-tab.

ltinerary  Travel LR P[ 2ocounting  Additional Options  Review/ Sign
Non-mileage , ENEEESP” Per Diem Entitlements
elect the drop down box and select “Pvt Auto- Terminal”.
elect the date that you will be traveling.
» Select the method of reimbursement.
* Type how many miles the from the duty station/residence to the airport
terminal.

Substantiating Records




overnment quarters or commercial lodging
orders

| d but not available, the traveler needs a
Certific

the Installation Commander
hether government quarters are directed.

are highly encouraged to stay in lodging but cannot be directed

horize up to 300% of published per diem rate if lodging could not
d under the ceiling rate. Must provide justification to AO.

eimburse if staying with /
Taxes are paid separate from lodging when TAD CONUS through the
“Non-Mileage” expense under the “Expenses” tab

@ Taxes will be included under the per diem entitlements when TAD
OCONUS



Upload Orders/ Funding Letter

* Ensure the traveler’s TAD orders and/or funding letter is uploaded in the
DTS authorization/orders.
» To attach supporting documents:

*Go to the “Expenses” tab and select “Substantiating Records” sub tab.

* Click the “Browse” tab and select the document from file on computer.
*Click “Upload” tab.

N Defense Travel System Itinerary Tra\reMmounting Additional Options  Review/Sign

A New Era of Government Travel

(TR CEFC R CEF-C R T ETN AN EN NP Substantiating Records

Receipts

r“"w You must have the free Adobe Acrobat Reader program installed on your computer to view receipts. Download the Adobe
hdabe Acrobat Reader program.

* Print Fax Cover Sheet

*UploadScannedReceipts| ||[Browse ]| Upoad \

Currently there are no Receipts on file for this Voucher.

Date CTW Hotes

Refresh |




unded by the unit,
ilize the drop down boxes
under the “Accounting” tab and
the “ Accounting Code” sub tab.
The funding letter will tell you
what line of accounting to use for
the specific trip.

If the trip is funded by another

unit, contact unit FDTA to make
hat line of accounting available.

the trip is TECOM funded select
your unit’s line of accounting.
When the authorization/orders is
signed and routed for approval,
TECOM will enter their own line
of accounting and allocate the
expenses.

e of Accounting (LOA)

(= Defense Travel System-Welcome to DTS - Microsoft Internet Explorer. provided by NMCI

Docun Mame: SGPALMSCADA2513_ADM Screen 1D: 1067.1

ow
Traveler Name: STEPHANIE M GOSLIN Docum ype: a
Itinerary  Travel Expenzew.dditinnal Options ~ Review/Sign

’% Defense Travel System
Trip Totals

ANewEra of Government Travel

RETURN TO LIST

Accounting Codes Expenses Summary

Ne accounting infarmation available.

Select the appropriate accounting code for this trip. If there are muitiple
accounting codes that a

Start Date:

End Date:

Accounting Label:

Shared LOA:

Cross Org LOA: ---Select to Add---

Selected Accounting Codefs)

There are no accounting codes assigned to the trip, piease select from the abave list
of labets.

Proceed to the folowing page: eview



Partial Payment(s

When TAD consecutively for 45 days or =St I B s

more traveler rates partial payments — Plrort toment:d

Partial Payments are paid every 30 days e

to GOVCC/Personal account to ensure [k = for tis travel cocument. f here are nane, o you vk ke the system to 3chedue parta
traveler will not become delinquent or in

uled in advance

financial hardship ratar rener than 45 oy, Tho s partal payt

The split disbursement between the
GOVCC/ Personal account is created by
the system based off the method of
reimbursements for each expense

Schedule Partial Payments

To schedule a partial payment go to the
“Additional Options” tab and select the
“Partial Payments” sub tab.

Click the “Schedule Partial Payments”

tab Scheduled Partial Payments

Traveler Start Date End Date Release Date Calculated Amount Paid To Be Paid

0115414 0213714 SCHEDULED 0z/14/14 54,994.75 E 54,994,75

02714514 03715714 SCHEDULED 03716414

Cancel Scheduled Partial Payments View Details




in an Authorization

v/Sign” tab click on the “Preview” sub tab. Review
s to ensure that the information that has been

V the orders and/or funding letter. When you
1 click the “Save and Proceed to Other

of the screen).

d the mn:

b (located at the bo
the Other Auths. Scree any flags. Type in Justifications for
5 that have been flagged in the system. Click the “Continue” tab

it the bottom of the screen).

Pre-Audit” sub-tab, review anything that has been flagged in
n. Type in justifications for items that have been flagged in the

Click the “Save and Proceed to the Digital Signature” tab.



HOW tO Sign an Authorization
Cont'd

4 -Utilize the drop down box for “Submit this document as” and select
“SIGNED”.

-Utilize the drop down box for the “Routing List” and select the correct
routing list that it needs to be routed through.

-Add any additional remarks that are necessary for your unit's AO’s
and RO's.

-Click “Submit Completed Document” to complete your digital
signature. pigital signature

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

Document Action

* Submit this document as: | SIGHNED W

The estimated transportation related expenses
and actual reimbursement may be ced if
Additional Remarks: travel is completed using a different
transpartation mods than autharized by your
A,

Submit Completed Document



HOW to Create a Voucher

Others” tab and select “Vouchers”

raveler by full SSN or first and last name.

1 the “ Create New Voucher from Authorization/Orders”

at the top left hand corner of the screen.

» Under the “Itinerary” tab verify to ensure the TAD trip dates and
location is correct. Ensure to make any changes that are necessary.

- * Under the “Travel” tab to ensure the transportation modes and
monetary values are correct. Make any necessary changes.
* Under the “Expense” tab select the “Non-Mileage” sub tab to input
any miscellaneous expenses.




fo Create a Voucher Cont’d

ileage expense:

tilize the drop down box or manual type in box to select the
type of miscellaneous expense.

*Enter in the cost of the miscellaneous expense.

Utilize the drop down box to select the date that the expense
incurred on

» Utilize the drop box to select the method of reimbursement for
the miscellaneous expense.

Non-Mileage Expense #2




JOW.to Create a Voucher Cont’d

aneous expenses have been added
ense” tab located at the bottom of

er the “Expense
1l any mileage expense
E.

er the “Expense” tab select the “Per Diem

ents” sub tab ensure all per diem entitlements
ect. If any changes need to be made click the
“edit” hyper link next to those specific days.

» Under the “Expenses” tab select the “Substantiating
Records” sub tab upload all required receipts and
supporting documentation.

) select the “Mileage” sub tab
eimbursable to the




JTR 0204 Table 2-24 for Miscellaneous Expense


http://www.nps.edu/travel/documents/AppendixG.pdf
http://www.nps.edu/travel/documents/AppendixG.pdf

I-Entering

behalf of a traveler for a voucher (also known as “T-
must fill out and sign a 1351-2 Form.

1. Go to the I MEF DTS Help Desk website and acquire a blank 1351-2
er the “Forms” Tab

DTS FORMS

EFT Request

FAQ'S

Review Only Access (ROA) Form DTS TRAINING

REFERENCES
Statement in Lieu for Lodin
Statement in Lieu for Misc Expenses FORMS

Shared Room Statement CONTACTUS

" INFORMATION FOR TRAVELERS
In and Around Mileage

DTS Registration (For non CAC holders) PERMISSIONS/ACCESS

Trace Request TRAVEL NEWSLETTER

Blank DD 1351-2

2. Go to DTS to acquire a template 1351-2
» Go to “Official Travel- Others” tab and select “Vouchers”.

Authorizations/Orders

Local Vouchers

{ Group Authorizations/Orders :



|-Entering Cont'd

ler by full SSN or First and Last name.

Use the search function below to find the traveler.

urity Mumber

S [me ]

* La ams:

Existing Vouchers

Cort by Sort by Sort by Remove f
—— View/Edit  Print Amend
Document Hame Status TA Humber e ' rin Trip Cancel men

ARCHIVE IMAGE ACCEPT 1GMaRE



|-Entering Cont'd

FULL SSN

TRAVEL VOUCHER OR SUBVOUCH
T 1
e

. Use this 13512 as a template for your hand written
51-2 and have the traveler sign Block 20a of the
written form.

Input all modes of travel and reasons
for stops.

!-.

wwg;'*
i

can and upload 1351-2 into

Mon-Mileage  Mileage




"-\

ssisting Travelers

Updating EFT
information

only authorized personnel to update EFT

ation.
aveler’s can update their EFT information:

e the traveler log into DTS.

eler will go to the “Traveler Setup” tab and select the “Update
al Profile” sub tab. =

0 User Preferences

» Traveler will click on the “My Account Information” hyperlink located at
the top of the screen

Rates Lookup

> My Preferences > My Additional Infermation  |* My Account Informatio > My TSA Informaticn

Update Personal Information




ssisting Travelers

Updating EFT
Information
Cont’'d

ersonal account information.
| Information” tab when they have

peint 4
must click “Update Pe

mit an EFT request to LDTA:

» Fill out required fields on the EFT Request form (located on the I MEF
DTS Help Desk website under the “Forms” tab).

* Attach your DD Form 577 with the EFT Request form.

* Scan and email the EFT request form and DD form 577 to the I MEF
DTS Help Desk.




AsSsIsting Travelers

Trace Request

[=]

When a DTS payment shows that it was paid out and the traveler never
received those funds they will need to send a Trace Request.

The Trace Request instruction sheet can be found on the I MEF DTS Help
Desk website under the “Forms” tab.

The Trace Request will be emailed to the | MEF DTS Help Desk.

The I MEF DTS Help Desk will forward this request to DFAS and DFAS
will conduct an inquiry as to where the funds were sent.

DFAS will then re-issue the payment to the travel via EFT.
This process can take anywhere from 1-2 weeks.

Include all below information (All Information can be found in the Digital Signature section of the Travel
Voucher):

v

The reason for the request

 Traveler's First Name, MI, Last Name

~ Amount

" Trace Number

~ Pay Date
~ Original DOV Number
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Dint of Contact(s)

0-1640






Questions

Force (I MEF)

urs of Operation:
day -Friday 0700-1700 PST

ization Mail Box (OMB):
F DTS HELP DESK@USMC.M]|

(760) 763-7152
DSN: 365-XXXX

Fax: (760) 725-6473



