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CHAPTER 1: DEFENSE TRAVEL SYSTEM (DTS) OVERVIEW

DTS is a fully integrated, electronic, end-to-end travel management system that automates temporary duty
(TDY) travel for the Department of Defense (DoD). It allows travelers to create authorizations, book reser-
vations, receive approval, generate vouchers for reimbursement, and direct payments to their bank
accounts and the Government Travel Charge Card (GTCC) vendor, all via a single Web portal. DTS is
available 24 hours a day, 7 days a week (24x7). This manual will guide the Defense Travel Administrator
(DTA) through the initial DTS setup and maintenance at a site. This chapter covers the following topics:

1.1 The Defense Travel SYSIEM ........c.uoiiiiiiiiii e 1-2
220 I I IS T =Y 1-3
1.3 DTS Features and Benefits.........oouueiiiiiiiiiiii e 1-3
L B I IS N (o] 11 (= Yo (0 = 1-4
1.5 The Trip-Planning ProCESS .........ccuuiiiiiiiiiiiie it 1-4
1.5.1 User/Travelers With Access TO DTS........cooiiiiiiiiiiiiiee e 1-4
1.5.2 NDEA/Travel Clerk With Access TO DTS ......cccooiiiiiiiiiiiiiiiiiee e 1-6
1.6 DTS Training RESOUICES. ... ..ciiiiiiiiiiiie ittt e e s e e e s nnnneeeeean 1-7
1.6.1 DTMO Training and Resource Center...........cuueiiiiiiiiieeiiiiiieee i 1-7
1.6.2 Traveler EXPlOrer (TRAX) ... . o i ittt e s sneaeeeeean 1-7
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Chapter 1: DTS Overview

1.1 The Defense Travel System

To manage travel or create travel plans, open the DTS Home page by entering the URL_ www.defense-
travel.osd.mil, then select the LOGIN TO DTS button (Figure 1-1).

K. Defense Travel System SearchDTS | | Gol

A New Era of Government Travel

Web Accessibility | Privacy and Security Motice | Site Map

I . A
A2 Welcome to DTS!! Click here to visit the
DTMO Website Welcome to the new era of government travel that can realy take you DEFENSE TRAVEL
Trainin places.

£ MANAGEMENT OFFICE
FAQs Featuring the t practices in industry and plug-and-play components, L d

X y the entire process invalved in global )

Travel Assistance

Center (TAC)

[ I www.defensetravel.dod.mil

Login to the Defense Travel System

Contacts T ,
Click an the button below to begin using the Defense Travel System.

Document Library

Travel Assistance Center

Serving the DoD Travel Community
24 hours » day, T days 8 week

First Time Users Training

Click below to learn more about Click below to learn how to use

LTS and the tools required for OTS and for additional training b !
UsE. rEs0Urces.

- Recent Updates
[ A .

tely
Mileage R
Notices # Your Reimbursement
_ N Could Be Affected
# Travel Asrt for Europs Keeping rour DTS Prafile
Up to Date
=+ Your Reimbursement Could Be Affected - Keeping Your DTS prote
Profile Up to Date 1 Travel Mert for Europe
RAVEL E QRER
T XPLH + Mow Available - Fall Edition of the Defense Travel Dispatch
+1 G54 Announces 2011 Privately Owned Vehicle Mileage Rates
+ DTS and EWTS Status Update - Sustainment software patch
scheduled for 12/2
+ Are you experiencing 0TS login issues?
+1 FY2011 Per Diem Rates
Back to Top

Figure 1-1: DTS Home Page

When the travel has been completed, the traveler files a voucher that is routed electronically to the appro-
priate officials for approval, then to the Defense Finance and Accounting Service (DFAS)** for payment.

** DFAS is the servicing financial organization that supports most DoD personnel. Users that use a differ-

ent servicing financial organization should replace “DFAS” with the name of their servicing financial organi-
zation throughout this manual.
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Chapter 1: DTS Overview

1.2 DTS Users

DTS users are DoD personnel who, in any role, interact with DTS. DTS does not manage travel for con-
tractors; it is for DoD personnel traveling on official business.

Users include Defense Travel Administrators (DTAs), Authorizing Officials (AOs), Certifying Officers
(COs), Routing Officials (ROs), CBA Specialists, Transportation Officers (TOs), Disbursing Officers (DOs),
and agents within the Commercial Travel Office (CTO). Anyone who interacts with DTS on behalf of
another person is also a user.

A DTS user/traveler is a traveler who interacts with DTS on their own behalf. User/travelers prepare their
own authorizations and vouchers.

1.3 DTS Features and Benefits

DTS provides full functionality, accessibility, and security when processing documents. It is easy to search
for airline, hotel, car rental, and rail availability, as well as gathering all details to plan a trip.

Real-time reservations for air, lodging, and rental cars are built into DTS to provide easy access to com-
mercial travel service information. The system streamlines workflow and processes to improve efficiency
and productivity.

DTS meets the major functional requirements of the DoD and serves the needs of all user/travelers. The
following are highlights of DTS' benefits for travelers, travel clerks, AOs and COs, and DTAs.

User/Travelers and Travel Clerks. Using DTS, user/travelers and travel clerks accomplish the below
tasks:

» Create and update travel documents

* Update travel preferences in a traveler’s personal profile

» Create a voucher by using information from an authorization

» Digitally sign and submit travel documents

+ Determine the status of a travel document at any time

* Receive travel reimbursements normally within 72 hours of AO approval

AOs and COs. Using DTS, AOs and COs accomplish the below tasks:

* Preview, review, and approve travel documents

»  Cancel an authorization

» Return travel documents to user/travelers for changes or corrections
« Edit travel documents for a user/traveler

+ Delegate and revoke signature authority

»  Certify funds availability

DTAs. Using DTS, DTAs accomplish the below tasks:
+ Establish document routing based on the organization and type of action

» Track the obligation and expenditure of travel funds
*  Perform all administrative setup and maintenance necessary to use DTS
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Chapter 1: DTS Overview

1.4 DTS Architecture

DTS is operated by a central data center (CDC). The CDC allows travelers, AOs, and DTAs to use their
local area networks to access DTS 24 hours per day, seven days per week through the existing DoD Non-
Secure Internet Protocol Router Network. The DTS architecture provides for the following:

* Interface with other DoD systems such as the DoD PKI, DoD Archive, and the DoD Accounting and
Disbursing Systems (DADS)
*  Use of multiple CTOs

1.5 The Trip-Planning Process

The trip-planning process will differ for user/travelers, depending upon whether or not they are connected
to DTS.

1.5.1 User/Travelers With Access To DTS

User/travelers log in to DTS using a digital signature. They complete an itinerary and build an authori-
zation that DTS passes along a chain of routing officials for actions such as reviewing travel expenses
and approving travel.

User/travelers who can log in use the DTS travel feature to make air, hotel, car rental, and rail reserva-
tions. If necessary, specific requests can be entered in each travel segment using the comments
window, or CTO assistance can be requested from the Trip Overview screen.

After returning from travel, user/travelers log in to DTS to complete a voucher. They update estimated
expenses with the actual cost and submit their claim for reimbursement.
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Figure 1-2 depicts the DTS trip process for a connected user/traveler.

Chapter 1: DTS Overview

Disbursing System

Figure 1-2: User/Traveler DTS Trip Process
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After a user/traveler logs in to DTS and initiates a new authorization, the following sequence for the

pre-trip process occurs:

a. Traveler. Create itinerary, select air, hotel, and rental car reservations or use the Full CTO Assis-
tance Request button if needed. Enter reimbursable expense estimates and per diem entitiements

to create an estimated cost. Digitally sign the authorization.

b. CTO. If the travel feature is used, DTS routes the authorization to the CTO via the Passenger
Name Record (PNR) Gateway. DTS then places the PNR in the CTO's inbound queue. The travel
agent located at the CTO accesses the PNR in the Global Distribution System (GDS), performs
quality checks, and confirms rail reservations or makes reservations if assistance is requested.

The travel agent directs the PNR through DTS for further routing.

c. AO. DTS routes the request to the AO. The AO reviews and approves the authorization by affixing

a digital signature. DTS updates the status of the authorization to inform the traveler of the
approval and routes it through the PNR gateway to the CTO's ticketing queue for ticketing.

d. DFAS. DTS routes the transaction via the Global Exchange Services (GEX) to the appropriate

financial accounting system. The document is stamped POS ACK RECEIVED to serve as

acknowledgement that an obligation has been posted in the accounting system. Advances and

Scheduled Partial Payments (SPPs) are scheduled for payment.
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Chapter 1: DTS Overview

After a user/traveler logs in to DTS and initiates a new voucher, the following sequence for the post trip
process occurs:

a. Traveler. Update estimated expenses with actual costs. Attach receipts and digitally sign the
voucher.

b. AO. DTS routes the voucher to the AO. The AO reviews and approves the voucher by affixing a
digital signature.

c. DFAS. DTS routes the transaction via GEX to the appropriate accounting system. The original
amount of the obligation is adjusted to the amount for disbursement. After receiving positive
acknowledgement from the accounting system, DFAS makes payment to the user/traveler's bank
account and Government Travel Charge Card (GTCC).

1.5.2 NDEA/Travel Clerk With Access To DTS

A Non-DTS Entry Agent (NDEA) or travel clerk can initiate the process for a user/traveler who cannot
access DTS. The traveler may call, send an e-mail or fax to the NDEA or travel clerk and provide the
travel information (Figure 1-3). The NDEA or travel clerk will complete the DTS trip process as outlined
in the Section 1.5.1.

12 Days - | 30Days |
| prior to trip Btthays pt::,tﬁ post trip Post Trip
B start WP S ANE oo

Adjust estimates to actuals

e

SIGNED

Y

oL

- EE —— APPROVED

.

DFAS - or

Component Actual
Accounting System

DFAS - or

Component Actual

Disbursing System

Figure 1-3: NDEA/Travel Clerk DTS Trip Process

Page 1-6 DTS Release 1.7.1.12B, DTA Manual, Version 4.4.30, Updated 1/20/11

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



Chapter 1: DTS Overview

1.6 DTS Training Resources

1.6.1 DTMO Training and Resource Center

The DTMO Training and Resource Center, located at hitps://www.defensetravel.dod.mil/site/train-
ing.cfm is a gateway to a number of resources that will help improve skills in using the system and
finding answers to questions about DTS.

1.6.2 Traveler Explorer (TRAX)

The Defense Travel Management Office (DTMO) provides useful travel resources, tools, and training
opportunities via the Traveler Explorer (TraX). To access TraX, users must register through Passport,
DTMO's Web portal.

To access e-learning, log in to the TraX located at https://www.defensetravel.dod.mil/ Passport. Users
that do not have an existing account must register for a new account by selecting the Register button.

After login, select the Training tab. Additional instructions for accessing training in TraX can be found
at www.defensetravel.dod.mil/Docs/Training_Instructions.pdf.

Training Resources include:
E-Learning Resources

» Distance Learning Program (Webinar sessions with live instructors)
*  Web Based Training (Self-paced, anytime/anywhere training modules)
+ Demonstrations (Narrated online simulations)

Instructor Materials

* Instructor Guides
» Participant Guides
»  Power Point Slides to accompany instructor guide

Reference Materials
The DTS Training and Resource center provides additional manuals and resources, including:

» Defense Travel Administrator's (DTA) Manual

* DTS Document Processing Manual

»  Centrally Billed Account (CBA) Reconciliation Manual
*  Guide to Managing Travel-Incurred Debt

*  Quick Reference Guides

1.7 Help in DTS

In addition to the DTMO Training and Resource Center, DTS provides help in using the system through
various other sources. These additional sources include online help and the help desk.

1.7.1 Self Support

When logged in to DTS, help can be requested for any screen by selecting the Help for This Screen
link in the upper right corner. A window opens that explains the topics on the current screen (Figure 1-
4). When a user/traveler selects a topic, more information related to that topic displays. Select See
Table of Contents to search the entire Help database for information related to any topic in DTS.
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See Table of Contents

elect Print.

)&m Defense Travel System Click on any green text for details. To print screen, right-click and

A New Era of Government Travel

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

To view your trip information, use the Summary tab to open the Summary screen. This information is updated each time you add an item to your itinerary

I am Leaving From
This is your erigin point of travel

o Enter Starting Point and State or C ¢ Code (or select a starting |

« Enter Dg

Trip Description{optional)

« Dependent Name and Date of Birth (fields are visible only when a dependent travel trip type is selected)
Note on Accession Travel
Note on Renewal Agreement Travel

| will be traveling to my TDY location by
This is the travel from your origin point to the destination, and does not include any vehicles used for in and around travel once you've arrived at the destination itself

How are you getting there? Select a radie butfon and depa; time.

My TDY/TAD Location is—
This is your travel destination. Use the location tools to select the destination for this trip

[s]
o
&
o

o The Arriving On date defaults to the Departing On date given in the section above. but you may enter a new Amiving On

» Enter Departing On

Figure 1-4: DTS Help Window

1.7.2 Help Desk Support

Local Organization Help Desk. The local help desk provides user/travelers with local policy and DTS
support, and may consist of the DTA, Finance DTA (FDTA), and IT personnel. Contact numbers for the
local help desk can be found by entering URL www.defensetravel.dod.mil/site/localSupport.cfm.

Travel Assistance Center (TAC). The TAC addresses issues that the local organization help desk
cannot resolve. The TAC is available to all DTS users 24x7. Below is the TAC contact information:

* Phone: 888-Help1Go (888-435-7146), DSN 312-564-3950
Web: hitps://www.defensetravel.dod.mil/passport

1.8 DTS Fielding

All the actions necessary to set up DTS at a site and the procedures that permit the software to work are
referred to as the DTS Fielding process. Contact a Service or Agency representative for more information.
Contact information for Service or Agency representatives can be found at www.defensetravel.dod.mil/site/
dtsContacts.cfm.
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CHAPTER 2: GETTING STARTED WITH DTS

Logging in to the Defense Travel System (DTS) for the first time begins with certifying that an individual is
authorized to use the system. After completing a registration procedure, the individual will be an authorized
DTS user.

This chapter covers the following topics:

2.1 Common ACCESS Card (CAC) ...uuuiiiiiiieeee et e e e e e e e e e e e s aeeees 2-1
2.2 ACCOUNE ACHIVALION. ....cii i e e e e e e e e 2-4

2.2.1 How to Activate a DTS ACCOUNT ........ccoiiiiiiiiiieeeee e 2-5
G I D TN - | o o) SRR 2-6
2.4 ETTOT IMESSAQTES ... eeeeiiieeeeeeiieectet ettt e ee e e e e e e e e et e et e e aaeeeaesaa e ansaasaeeeeaaaeeeeeeaaansnssnseeees 2-8
WA I (o101 o] 1=T] aToTo) 1] o [ SR 2-10
P23 Yo 1@ i N 1 TS 2-11

2.1 Common Access Card (CAC)

The Common Access Card (CAC) is a U.S. Department of Defense (DoD) smart card issued as standard
identification for active-duty military personnel, reserve personnel, civilian employees, non-DoD govern-
ment employees, state employees of the National Guard, and eligible contractor personnel.

The CAC is used as a general identification card as well as for authentication to allow access to the
Defense Travel System (DTS). The CAC provides encryption and cryptographic signing of documents in
DTS and facilitates the use of public key infrastructure (PKI) authentication tools, and establishes an
authoritative process for the use of identity credentials.

Follow the below steps to log in to DTS:

1. Insert the CAC into the CAC reader.

The CAC must be left in the CAC reader for the entire DTS session. The system will read from the reader
periodically. If the CAC is not in the reader, an error message will display.
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Chapter 2: Logging in to DTS

2. Select the green LOGIN TO DTS button that is located near the center of the DTS Home page (Figure
2-1).

K. Defense Travel System SearchDTS | | Gol

A New Era of Government Travel

Web Accessibility | Privacy and Security Motice | Site Map

Home Welcome tO DTS” Click here to visit the

DL nEET R Welcome to the new era of government travel that can really take you DEFENSE TRAVEL
Trainin places.
£ MaNAGEMENT OFFICE
FAQS Featuring the best practices in industry and plug-and-play companents, = ’
X Defense Travel System streamlines the entire process invalved in global
Travel Assistance

Department of Defense (Dob) travel.
Center (TAC)

I ] www.defensetravel.dod. mil
Login to the Defense Travel System

References

Contacts

Travel Assistance Center

Serving the DoD Travel Community
24 hours a day, T days 3 week

First Time Users Training

Click below tolearn more about Click below tolearn how to use EWTS is Available.

DTS and the tools required for LTS and for additional training b !
use. rEsources.

" Recent Updates
LEARN MORE TRAINING

+ DTS/EWTS Maintenance

5chedule

1 + OCONUS Travel
Notices Workargunds
+ What To Do If An Emergency Occurs While an TOY + EWTS Status Update -
Software update with
+ “our Reimbursement Could Be Affected - Keeping Your DTS downtim duled for
Profile Up to Date 319

RAVEL E JRER
T XPLH + DTS Status Update - Downtime Scheduled for 3/18; Software
Update Scheduled for 3/25-442

*

QCONUS Travel Workarounds

+ DT5/EWTS Maintenance Schedule

+ Mow Available - Winter Edition of the Defense Travel Dispatch
+ GSA Announces 2011 Privately Owned Vehicle Mileage Rates

+ EWTS Status Update - Software update with downtime
scheduled for 3/19

+ Are you experiencing DTS login issues?

+ Fr2011 Per Diem Rates

Back to Top

Figure 2-1: DTS Home Page
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Chapter 2: Logging in to DTS

The DoD Privacy and Ethics Policy statement displays (Figure 2-2).

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.

You are accessing a U.S. Government (USG) Information Systemn (IS) that is provided for USG-authorized use only.
By using this IS (which includes any dewice attached to this IS), you conzent te the following conditions:

-The USG routinely intercepts and monitors communications on this IS for purposes including, but not limited to,
penetration testing, COMSEC mcnltcrlng network operations and defense, personnel misconduct (PM), law enforcement
(LE), and counterintelligence (CI) investigations.

-At any time, the USG may inspect and =eize data stored on this I5.

-Communications using, or data stored on, this IS are not private, are subject te routine menitoring, interception, and
zearch, and may be disclosed or used for any USG-authorized purpose.

-Thiz IS includes =security measures (2.49., authentication and access controls) to protect USG interests--not for your
personal benefit or privacy.

-Notwithstanding the above, using this IS does not constitute consent to PM, LE or CI investigative searching or
manitoring of the content of privileged communications, or work product, related to perzonal representation or services
by attorneys, psychotherapists, or clergy, and their assistants. Such communications and waork product are private and
confidential. See User Agreement for details.

ETHICS

Trawvelers must comply with the Federal and Departmental ethics rules when accepting travel benefitz (i.e. goods,
services, or payment) from non-Federal sources. For Dol personnel, see Joint Ethics Regulation, Dol 55300.7-R, Chapter
4. Travelers may keep items 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 weould incur additional costs or if it would affect the mission.

FRIVACY ACT

AUTHORITY: 5 U.5.C 57, Travel, Transportation, and Subsistence; 10 U.5.C. 135, Under Secretary of Defense
(Comptreller); 10 U.5 .C. 136, Under Secretary of Defenze for Personnel and Read|ne== 10 U.5.C. 3013, Secretary of
the Army; 10 U.5.C. 5013 Secretar\- of the Nawy; 10 U.5.C. 8013 Secretary of the Air Force; DoD Directives 7000.14-R;
and E.O. 93597 J. PRINCIPAL PURPOSE(S): To cbtain information for processing a reguest 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.

ROUTINE USE: For Federal and private entities providing travel services for purpeoses 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 System of Records Under the Privacy

Act of 1974,
hooept Decline |
Figure 2-2: DoD Privacy and Ethics Policy Statement
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Chapter 2: Logging in to DTS

3. Read the policy and select Accept. Selecting Decline will return the user to the DTS Home page.
The DTS Secure Login screen opens.
4. Enter the PIN in the PIN field.

A user may enter their PIN incorrectly up to three times before locking them out of the system. If this
happens, the Local Registration Authority (LRA) must be contacted to unlock the CAC.

5. Select OK.

Note: Users who prefer to use a soft certificate should contact their LRA for further guidance.

2.2 Account Activation

If the user ID has been activated previously in DTS, the log-in process will continue. If the user ID has not
been activated, the User Activation screen will open (Figure 2-3).

U]

Defense Travel System

A New Era of Government Travel

User Activation

Your user account needs to be activated

If wou would like your account activated, complete the
form below. The form regquires that vou enter vour social
zecurity number twice. Please enter your 55N
exactly as it appears in your profile, including any
trailing characters (i.e. 123456789 or
987654321R)

Enter Social Security I

Mumber:
Reenter Social Security I
Mumber:

Submit Cancel |

If the values entered match an account in 0TS |, vou will
automatically be logged in.

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

Figure 2-3: DTS User Activation Screen

The CAC contains the user ID. Section 2.2.1 explains how DTS confirms identity by matching the user ID
to the Social Security Number (SSN) that is stored in the database.
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Chapter 2: Logging in to DTS

2.2.1 How to Activate a DTS Account

Follow the below steps to activate an account.
1. Enter the SSN in the Enter Social Security Number field.
2. Re-enter the SSN in the Re-enter Social Security Number field.

3. Select Submit.

DTS searches the database for the SSN. If the SSN is located, the system determines whether or not
it has been activated. DTS then verifies whether the last name that corresponds to the SSN in the
database matches the last name stored on the digital certificate. If these elements match, DTS will
update the user ID information in the database.

After the user ID is updated, the DTS User Welcome screen opens (Figure 2-4). The default values for
the user are listed on the screen. These are based on the permissions and access granted by the
organization's DTA. If more permission or access is needed, contact the DTA.

Logged In &s: Terry T Carson Help for this screen
K Defense Travel System

A New Era of Government Travel L
ogoff

Official Travel W Official Travel - Others W Traveler Sety Administrative ¥

Documents Awaiting Your Approval --> Click Here
Welcome Terry T Carson

Organization: TDZPDTDTMO My Signed Documents
Org Access:
’ Document Hame Current Departure Tvpe
Group Access: Status Date g
Permission: 0,2 Mo documents found
Message Center
Please check here for messages.
Back to Top

Figure 2-4: DTS User Welcome Screen

If DTS finds the SSN in the database, but the last name does not match the digital certificate, or if the
user ID field is already populated, an error message will display (See Section 2.4).

If DTS does not find the SSN, the user must complete Self-Registration. See Appendix A for guidance
on reviewing self-registration requests.
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Chapter 2: Logging in to DTS

Note: If the traveler is employed with the DoD as a civilian and is also a member of the Reserves or
National Guard, or if a user is located at a service/agency DTS office, they may need two or more
profiles in DTS (See Section 2.3). Contact the DTA to confirm if any trailing characters should be
entered in the SSN fields on the User Activation screen.

2.3 Dual Profile

If the traveler is employed with the DoD as a civilian and is also a member of the Reserves or National
Guard, or if a user is located at a service/agency DTS office, they may need two or more profiles in DTS.
When users with dual profiles log into DTS, the DTS User Welcome Screen will display a Reset Profile
button that allows the user to reset or change their profile (Figure 2-5).

Logged In As:  Terry T Carson Help for this screen
K Defense Travel System
A New Era of Government Travel Logoff

Official Travel W |Official Travel - Others ¥ Traveler Sety Administrative W

Documents Awaiting Your Approval --> click Here
Welcome Terry T Carsen

Organization: TDZPDTDTMO My Signed Documents
Org Access:
’ Document Mame ST LEpTE Tvpe
Group Access: Status Date VE
Permission: 0,2 Mo decuments found
Reset Profile
Message Center
Please check here for messages.
Back to Top

Figure 2-5: User Welcome Screen with Dual Profile
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Chapter 2: Logging in to DTS

To activate a different profile, select Reset Profile. A Reset Profile window opens (Figure 2-6). To proceed
with resetting the profile, select Continue select Continue.

“a D

Al

Official Travel ¥| O

Welcc
Organiz
Org Ace
Group £

Permiss

Message Center

Checlk here far cur

fj https: /dtscdcwebgoy. defenselravel.osd mil/ - Defense Travel System - Windows Intemet ___ [5[=] [£3

File  Edit “iew Favortes Tools Help

@?lSecureSearch ye -

A, [searcn | 4 [ > K
;l

K. Defense Travel System

A New Era of Government Travel

Reset Profile

You have selected to reset your user profile. This allows users with more
than one profile the ability to log in to any of their current profiles. If you
select "Continue” DTS will reset your User ID and log you out immediately.
When you log back in you will be prompted for your SSN; type in the SSN of
the profile that you want to log in under, i.e. xxx-xx-xxxxR. If you have
selected the Reset Profile button in error please select the "Cancel” button
and you will be taken back to the DTS Homepage of the profile you are
currently logged in under.

Caontinue | Cancel |

-
4 | »

An Internet Explorer

Figure 2-6: Reset Profile text box

message will pop-up; select Yes.

The user will be logged off DTS and will have to log in again. The User Activation screen opens (Figure 2-

7). Enter the correct

SSN to activate the new profile.
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Defense Travel System

A New Era of Government Travel

User Activation

Your user account needs to be activated

If vou would like vour account activated, complete the
ferm below. The form requires that you enter your scocial
security number twice. Please enter your SSN
exactly as it appears in your profile, including any
trailing characters (i.e. 123456789 or
987654321R)

Enter Social Security

sesssReNe
Number: I
= 1 o 1
Reenter Social Security I“““."
Number:
Submit Cancel I

If the values entered match an account in DTS |, vou will
automatically be logged in.

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

Figure 2-7: User Activation Screen

2.4 Error Messages

If a log-in attempt is unsuccessful, any of the error messages listed below may display.

The User Activation message displays if the values entered in the Social Security Number (SSN) fields do

Page 2-8 DTS Release 1.7.1.9, DTA Manual, Version 4.4.33, Updated 3/18/11

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



Chapter 2: Logging in to DTS

not match (Figure 2-8).

K Defense Travel System

A New Era of Government Travel

User Activation

Your user account needs to be activated

If you would like your account activated, complete the
form helnw The farm reanires that wnn enter vnore sncial
=l Windows Internet Explorer
ex

trz

98 ! \-\ The values entered do not match. Please ty again.

: ]
M1 ok
Resrer—crrer——ror

Number:

|ooooooooo

Submit I Cancel |

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

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

Figure 2-8: User Activation Message

Resolve by entering the correct SSN in both of the fields and select Submit.
-OR-
Stop the process by selecting Cancel.

The Invalid or Expired Certificate Message (Figure 2-9) and the Account Locked or Not Found or Certifi-
cate Revoked Message (Figure 2-10) are two other Log-In Error Messages.

“ Defense Travel System

A New Era of Government Travel

Login Error

There has been a problem with login

Your certificate is invalid or expired. Please contact vour local
Registration Authority (LRA) or Verifying Official (VO] to obtain a
new certificate or CAC card.

Close window Retry login ==

Figure 2-9: Invalid or Expired Certificate Message
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“ Defense Travel System

A New Era of Government Travel

Login Error

There has been a problem with login

Your account could not be found oris locked, or your cedificate
has been revoked. Flease contact vour Local Registration Authority
{LRA) or Verfying Official (V0) to obtain a new PK cerfficate orto
find additional information.

Close window Retry login ==

Figure 2-10: Account Locked or Not Found or Certificate Revoked Message

Resolve by contacting the LRA or the Verifying Official for assistance.

2.5 Troubleshooting

If a problem is encountered during the log-in or authentication process, try to resolve the problem by using
the actions listed below.

* Insert the CAC before selecting the LOGIN TO DTS button
* Make sure that the CAC remains securely in place the entire time when using DTS
+ Enter the PIN when the Digital Signature Login screen opens

If an error occurs during the authentication process, either a numbered error message or an un-numbered
error message will display to alert the user that the connection will be terminated. Regardless of the type of
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Chapter 2: Logging in to DTS

error message, select OK to start the process again. If the problem persists, contact the local help desk or
the Travel Assistance Center (TAC).

Defense Travel System

A New Era of Government Travel

User Activation

Your user account needs to be activated

If vou would like vour account activated, complete the
ferm below. The form requires that you enter your scocial
security number twice. Please enter your SSN
exactly as it appears in your profile, including any
trailing characters (i.e. 123456789 or

987654321R)
Enter Social Security I.........
Number:
Reenter Social Security I“““."
Number:

Submit Cancel I

If the values entered match an account in DTS |, vou will
automatically be logged in.

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

Figure 2-11: User Activation Screen

2.6 Log Off DTS

Remember to log off DTS at the end of a session. Complete the below steps to close screens and exit
DTS:

1. To exit from any DTS screen, select Close when available. Select the x in the top right corner of the
browser screen if a Close button is not available.

2. To exit DTS completely, select Logoff on the banner at the top of the DTS User Welcome screen.
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CHAPTER 3: DTS SITE SETUP

This chapter introduces the sequence that is used to set up the Defense Travel System (DTS) at a site. It
discusses how DTS safeguards data by controlling access with permission levels and explains DTS user
roles. This chapter covers the following topics:

3.1 DTS Standard SEtUD .......coiiiiiiieeeeeee et e e e e e e e e e e e e e e eeennnnnnes 3-1
3.2 The DTA FIOW PIrOCESS .....covuieiieiiiiee e e et e e e e e e e e aab e e e e e eanaanns 3-1
3.3 DTS PermisSions and USEIS .........cccuvuuuiurmiiiiiiieieieeeeeeeeeeeee e e eeeeeveseaabasannaaeaaeaenas 3-3
3.3.1 Access to DTS Tools and FUNCLIONS ..........ccooeviiiiiiiiiiiiiieeeeeeeee e e 3-3
3.3.2 User Roles and Permission LEVEIS ..........cccooovviiiiiiiiiiiiiiieeeeeeie e e 34

3.4 DTA ReSpONSIDIIIES ....ccccoeiiiiieeeeeeee e 3-8

3.4.1 LDTA ResponSIbilitIES ......ccovviimiiiiiiiiiieie e e 3-8
3.4.2 Other AdmINISrators .........coiiiiiieeeee e e eeees 3-8
BTG T I 17 AN o o7 <Y1 T 3-9

3.1 DTS Standard Setup

Sites should coordinate DTS setup through their Service Offices or the Defense Travel Management Office

(DTMO) agency point of contact (POC). A list of DTS Service Office POCs is available on the DTMO Web
site (http://www.defensetravel.dod.mil/site/dtsContacts.cfm).

3.2 The DTA Flow Process

The standard DTS setup follows a sequence referred to as the DTA Site Set-up Flow Process (Figure 3-1).
Each step is addressed in one of the chapters in this manual.
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Chapter 3: DTS Site Setup

DTA Site Set-up Flow Process

Step 1 — Pre-planning {Service/Agency DTA and LDTA)

O Determine organization and subanrganization hierarchy and naming sequenca (Chaplar 4)
O Plan group structure (Chapter §)

U Identify DTAs and Routing Cificials (Chapler 3 and Chapter 5)

O  Hame default routing lists {Chapter 5)

Step 2 — Initial set-up (Completed by Service/Agency DTA)

O Create parent organization (Chapter 4)

O Creaba groups {Chapler B)

O Establish glesmal group membearship rules (Chaptar )

O Creste LDTA personal profile and provide appropriate scoess levels (Chapter T

L]

Step 3 - Create organizations and suborganizations (ODTA & LDTA)
O Create all organizations and suborganizations, including default routing list name (Chapter 4}

Y

Step 4 — Create groups (ODTA & LDTA)
O Create all groups {Chapter &)
O Complete giobal group membership rules {Chapter 6)

Y

Step 5 — Build lines of accounting (LOTA & FDTA)

O Build all lines of accounting in the DTA Maimanance Too including the budget shell (Chaptar 8)
Establish budgets {Completed by LDTA and FOTA/BOTA)
O  Set budget targets In the Budgel module {Chaptar 9)

Step 6 — Create people (FOTA, ODTA, & LDTA)
U Ensure all users self regisler or hava a profile built. {Chapter T)
O Ensure that all travelers have EFT and GTCC information loaded (Chapler 7)

Y

System Setup

Step T - Create routing lists (LDTA & ODTA)
U Complate default routing lists (Chaptar &)
O Craate addittenal routing lists (Chapter 5)

L]

B-'hep & - Manage travel (LDTA, ODTA, FDTA, BDTA, & ROs)

Assist in document creation {Document Procassing Manwal)
I:I Manitor travel (Chapter 10)

- Document summany

- Batus and routing reports

- Individual reporis

- GTO travel related reports and pariner system repors

- Budget

- MIS reparts

Operational

Mote: This model is arranged for best performance. Steps 4 through 8 may be adjusted if necessary,

Figure 3-1: DTA Site Set-up Flow Process
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Chapter 3: DTS Site Setup

3.3 DTS Permissions and Users
DTAs can perform many tasks in DTS, if they have the appropriate permission(s). Such tasks include cre-
ating and reassigning personnel, creating and copying lines of accounting (LOAs), and generating reports.

Every DTS user will have permission levels that allow them to complete assigned tasks. By assigning a
permission level for all tasks, DTS controls access to the modules and the functions within each module.

DTS permission levels range from 0 to 9. Each permission level is exclusive from all the other levels. For
example, permission level 7 does not include levels 0 through 6. Table 3-2 illustrates the permission
level(s) associated with each role in DTS.

3.3.1 Access to DTS Tools and Functions
Table 3-1 shows the DTS modules and some of the functions associated with each module.

Table 3-1: DTS Tools and Sample Functions

DTS TOOLS AND SAMPLE FUNCTIONS

MODULE SAMPLE FUNCTIONS PERMISSION
LEVEL(S)

Document Processing Sign and stamp authorizations, vouchers from authorizations (referredtoas | 0
vouchers), local vouchers, amendments, and adjustments; preaudit
documents; and create standard reports

Budget (View Only) View budget information and reports. 1
Route and Review Review, preaudit, stamp, approve, return, and certify documents. 2
Budget View, add, edit, report, and manage budget information. Request budget 1,3
reports.
Reports Generate reports for the organizations to which they have access. None required

(The user must
have organi-
zation access)

Centrally Billed Account Reconcile charge card vendor invoices. 4*
(CBA)
Debt Management Apply DUE PROCESS stamp, maintain records within the Waiver/Appeal 6*

process, initiate voluntary and involuntary payroll deduction when required,
and other tasks pertaining to Due U.S. vouchers.

Partner System Setup Maintain information and settings for partner systems to interface with DTS. | None required
(This is an
assigned role)

DTA Maintenance Tool Add, edit, and delete organizations, routing lists, groups, user/traveler 1,3,5,6,7
profiles, and LOAs.

* Account activation required
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3.3.2 User Roles and Permission Levels

The DTA must assign at least one permission level to each DTS user. If a user has several roles in
DTS, all permission levels required to perform those tasks need to be assigned. For example, an
Authorizing Official (AO) with permission levels 0, 1, and 2 may also be a Budget Analyst with permis-
sion levels 0, 1, and 3. This person will have permission levels 0, 1, 2, and 3. Table 3-2 lists typical
DTS roles along with the associated tasks, accesses, and permission levels.

Table 3-2: Typical DTS Roles and Sample Tasks

TYPICAL DTS ROLES AND SAMPLE TASKS

ROLE TASK TRAVEL DOCUMENT ORGANIZA- PERMISSION
AND GROUP ACCESS TION ACCESS LEVEL(S)
Traveler Creates own travel docu- Personal documents only. No organization 0
ments. Requests travel reser- | No group access. access.
vations.
Travel Clerk and Performs DTS functions on Documents of assigned No organization 0
Non-DTS Entry behalf of traveler. personnel. Has group access.
Agent (NDEA) access.
Resource Adviser Reviews and monitors bud- No group access. Organization 0,1
and Budget Assis- get information in DTS. access.
tant
Routing Official Performs designated local Local decision.* No organization 0,1,2
functions (optional). May have group access. access.
See local business rules.
Authorizing Official Controls the mission, autho- Local decision.* Organization 0,1,2
(AO) rizes the trip, and controls May have group access. access.
funds. See local business rules.
Certifying Officer Certifies that funds are avail- Local decision.* Organization 0,1,2
(CO) able for payment. May have group access. access.
See local business rules.
Organization Responsible for the overall See local business rules. Organization 0,1,2,3*,5
Defense Travel travel system for organiza- access.
Administrator tion.
(ODTA)
CBA Specialist Responsible for policy com- Local decision.* Site 0,4
pliance and CBA reconcilia- Has group access.
tion.
Budget DTA Assists FDTA in budgetary Local decision.* Site 0,1,3
(BDTA) and LOA matters and func- Has group access.
tions as assigned.
Finance DTA Responsible for all financial Local decision.* Site 0,1,3,5,6
(FDTA) and budgetary actions at the Has group access.
site.
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Table 3-2: Typical DTS Roles and Sample Tasks (continued)

TYPICAL DTS ROLES AND SAMPLE TASKS

travel within DoD.

ROLE TASK TRAVEL DOCUMENT ORGANIZA- PERMISSION
AND GROUP ACCESS TION ACCESS LEVEL(S)
Lead DTA (LDTA) Responsible for overall travel Local decision.* Site 0,1,2,3,4,5,
functions for site. Has group access. 6
Service DTA or Manages information and Has access to a specific Has access to a 0,1,2,3,4,5,
Agency DTA travel tasks relevant to the service or agency. specific service 6,7
specific service or agency. or agency.
Has override ability.
Partner System/ Manages data, administers Has access to a specific Has access to a 0
Subsystem Admin- the interface, and allows part- | service or agency. specific service
istrator (PSA) ner systems to interface with or agency.
DTS. This is an assigned
role.
DTMO Import/ Manages data and allows Has access to all docu- Has access to 0,8
Export (I/E) Admin- partner systems to interface ments and all groups. all organiza-
istrator with DTS. Edits some of the tions.
preferences and the PSA
edits others.
Operations & Sup- Manages the database and Has access to all docu- Has access to 0,1,2,3,4,5
port Contractor updates certain DTS tables ments and all groups. all organiza- 6,7,8
as needed. tions.
Travel Assistance Provides travel assistance to Has access to all docu- Has access to 0,1,2,3,4,5,
Center (TAC) all DoD travelers 24 hours a ments and all groups. all organiza- 6,7,8
day, 7 days a week. tions.
Program Manage- Provides project manage- Has access to all docu- Has access to 0,1,2,3,4,5,
ment Office (PMO- ment and technical oversight ments and all groups. all organiza- 6,7,8,9
DTS) of DTS. tions.
Defense Travel Provides functional oversight Has access to all docu- Has access to 0,1,2,3,4,5,
Management Office | of DTS as well as a single ments and all groups. all organiza- 6,7,8,9
(DTMO) focal point for commercial tions.

* It is not necessary to give AOs, COs, or Routing Officials anytime group access to travelers’ documents. These officials
can view all documents that are routed to them.
**Permission level 3 provides users the ability to view and edit electronic fund transfer (EFT) information in a traveler's per-
manent profile. Local business rules dictate if this permission level is given to the ODTA.

PERMISSION LEVEL 0 allows users to access document preparation functions.

Traveler. Anyone who travels on official business for the Department of Defense (DoD) and has a per-
sonal profile in DTS. Travelers can view and update certain fields in their profiles, and create authori-
zations, group authorizations, vouchers, and local vouchers. Travelers use the SIGNED stamp to
initiate document routing. They can only access their own documents. If necessary, a traveler can

have group access to view and update the documents of a group of people.
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NDEA. Enters and digitally signs authorizations, group authorizations, vouchers, and local vouchers
for travelers. The DTA must set the NDEA indicator in the personal profile. See Chapter 7 of this man-
ual. The NDEA uses the T-ENTERED stamp on vouchers and local vouchers in accordance with local
policies. The T-ENTERED stamp cannot be used on authorizations or group authorizations.

Travel Clerk. Enters and digitally signs authorizations and group authorizations in DTS for travelers.
When initiating authorizations or group authorizations, the Travel Clerk uses the SIGNED stamp. A
signed authorization is simply an administrative document; anyone with access to a traveler's record
may sign an authorization for that traveler. Travel Clerks cannot sign vouchers or local vouchers for
travelers.

PERMISSION LEVEL 1 grants view-only access to the Budget module and the DTA Maintenance
Tool. This access allows users to view an organization's information including routing lists, groups, per-
sonnel, and budget information.

Budget Analyst or Resource Adviser. Views and has access to the Budget module but does not
have permission to use all of the features. These users review and monitor budget information in DTS.

PERMISSION LEVEL 2 allows access to the Route and Review module and to apply appropriate rout-
ing stamps to travel documents.

Routing Official. Reviews or approves documents in the routing list and applies the appropriate status
stamps. The routing list may include AOs, CBA Specialists, or other users responsible for processing
travel documents. See Chapter 5 of this manual.

CO. Cettifies the availability of funds for travel. COs use the Budget module to track travel funds locally
and uses the CERTIFIED stamp to indicate that money is available to fund travel. COs must complete
required training. Information on training can be found at https://www.defensetravel.dod.mil/Docs/
Training/Training_for_Accountable Officials.pdf. COs must be appointed in writing (DD Form 577) to
serve in this role.

AO. Approves travel and obligates funds. AOs have authority to determine when temporary duty (TDY)
travel is necessary to accomplish a mission. They may authorize travel, obligate unit funds, and
approve reimbursements. They use the Route and Review module and the APPROVED stamp to obli-
gate funds. AOs must complete required training. Information on training can be found at
https://www.defensetravel.dod.mil/Docs/Training/Training_for_Accountable_Officials.pdf. AOs mustbe
appointed in writing (DD Form 577) to serve in this role.

PERMISSION LEVEL 3 allows users to perform tasks in the Budget module. These tasks include
establishing and maintaining budgets for their organization's LOAs.

This permission level allows users to view and edit EFT information in a traveler's permanent profile.

BDTA. Creates and maintains budgets for an organization. This person may create, edit, and remove
budgets. The BDTA is responsible for funds control and complies with local financial policies.

PERMISSION LEVEL 4 allows access to the CBA module.

CBA Specialist. Performs CBA reconciliation tasks.CBA Specialists use the CBA module to reconcile
invoices for centrally billed airline and rail tickets.

Note: The CBA Specialist is referred to as the Transportation Officer (TO) in the DTS CBA module,
though TOs do not always perform CBA reconciliation.
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Other Designated Officials. Permission level 4 may be assigned to other individuals with finance or
budget responsibilities.

PERMISSION LEVEL 5 allows the DTA to edit organizations, routing lists, groups, and personal infor-
mation within an organization.

ODTA. Manages DTS at the organizational level. ODTAs have access to the administrative tables to
set up and maintain their organization’s data within DTS.

PERMISSION LEVEL 6 allows a headquarters, base, or site to manage DTS-related financial func-
tions.

LDTA. Coordinates DTS installation for suborganizations at a site.

FDTA. Maintains LOAs. This user performs finance-related tasks in accordance with the DoD Financial
Management Regulation.

Debt Management Monitor (DMM). Tracks overpayments that must be repaid to the government.
This user also tracks collection actions within DTS for an organization. The DMM is usually an FDTA.
The DMM assists travelers who are in debt to the Government as a result of TDY travel. Their assis-
tance includes providing guidance for repaying the debt and instructions on how to request a waiver or
an appeal. The DMM also tracks the status of debts in DTS until repayment is completed.

PERMISSION LEVEL 7 provides other DTAs with override abilities. Day to day users will not have this
permission level.

CBA-DTA. Manages CBAs. This user can add, edit, and deactivate CBAs. They also assign CBA Spe-
cialists to CBAs and can withdraw such assignment.

Service or Agency DTA. Manages information and tables relevant to a specific agency or service
branch. The DTA can contact the Service or Agency DTA to solve problems in DTS. For example, if all
of a site's ROs are unavailable, a Service or Agency DTA may use the Edit Approval Override to allow
an RO who is not in the routing list to stamp a document. If a budget has insufficient funds, the DTA
may use one of the below overrides:

»  Authorization Funding Override
* Local Voucher Funding Override
*  Voucher Funding Override

PERMISSION LEVELS 8 AND 9 are reserved for the Operations and Support Contractor, the TAC,
DTMO, and PMO-DTS.
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3.4 DTA Responsibilities

The Defense Travel Administrator can be a team of individuals such as LDTAs, ODTAs, and FDTAs. ADTA
may work with LOAs, budgets, reports, or act as a help desk POC. The DTA's responsibilities for a site
may include those listed below:

Operate the local help desk

Process rejects from accounting and disbursing
Manage travel documents and reports
Reconcile CBAs

Maintain training records and plans

Update training materials

Maintain LOAs and budgets

Update personal profiles

Track traveler debt

Maintain organizations, routing lists, and groups

3.4.1 LDTA Responsibilities

As the senior DTA at a site, the LDTA is involved in DTS setup from the planning stages. The LDTA
ensures that the process is planned and that requirements, such as the organization structure, subor-
ganizations, LOAs, and routing lists are identified before deployment.

LDTAs must contact their Service or Agency Representatives to obtain new permission levels.

An LDTA's responsibilities include those listed below:

Updating applicable sites and organizations in DTS

Updating profiles for travelers, Routing Officials, and AOs due to permanent change of station
or transfers within the main organization

Maintaining LOAs by fiscal year and ensuring that budgets are set up correctly

3.4.2 Other Administrators

Most managers involved in the organization’s current travel process become involved in DTS and have
similar responsibilities. Such managers include the following:

Page 3-8

Resource Managers, who manage travel document processing, LOAs and budgets at subordi-
nate levels

Transportation Officers or CBA Specialists, who manage travel contractor issues, group travel,
and CBAs

Communications and Information Technology Managers, who maintain local area networks
Security Managers, who oversee firewalls and public key infrastructure (PKIl) issues
Personnel Managers, who manage profile maintenance
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3.4.3 DTA Access

The site LDTA grants each DTA access to the DTS modules, travel documents, and personal profiles
needed to accomplish their duties. The items listed below comprise the DTA's access to DTS:

*  Permission level. Permission levels 0, 1, 3, and 5

* Organization access. Access is given for setup, routing lists, budgets, personal profiles, and
groups of their main organizations and any suborganizations (if required)

*  Group access. Anytime access to documents and traveler profiles for a list of travelers, or a
group in the organization to which the DTA has access. See Chapter 6 of this manual.
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CHAPTER 4: ORGANIZATIONS

The Defense Travel System (DTS) uses an organization structure. This organization structure serves as an
identifier to process document routing, accounting, and reporting. This chapter covers the following topics:

4.1 Hierarchical Organizations ..............ooiuueeiiiiiiiiee it 4-1
4.1.1 Main OrganiZation ............ooeiiiiiiiiiei e e e e e s e e e e 4-1
4.1.2 SUDOIGANIZAtIONS ....cceiiiiiiiie ettt e e e e e s aabe e e e e anee 4-1

4.2 Organization STTUCLUIE ........coooiiuiiiii it e e 4-2

4.3 Organization Naming SEQUENCE ...........eeiiiiiiiiieiiiiiiee et e e e e e 4-2
4.3.1 Sample Organization Naming SEqUENCES...........cuueeeiiiiiiieeeiiiiieee e eiiieeee e 4-3

4.4 DTA Maintenance Tool and Organizations ............c.cccoeiiiiiee it 4-6
4.4.1 Search for OrganizationS............cooo i 4-7

4.4.1.1 Copy an Existing Organization to a New Organization....................... 4-7
4.4.1.2 Update Organizations ..............eeeeeiiieeeeiiiiiieeee e e s esiieeee e 4-12
4.4.1.3 Delete Organizations ...........ocueeeeiiiiiiiee e 4-12
4.4.1.4 Reassign Personnel.........coooiiuiiiiiiiiiiiii e 4-13
4.4.2 Create Organizations.............ocuueeeiiiiiiiiee it ee e ee e 4-13
4.4.3 VIeW CBA LiSt......ueiiiiiiiiiiii e 4-16
4.4.4 View Organization LiSt...........ocueiiiiiiiiiiiiiiiee e 4-18

4.1 Hierarchical Organizations

The term organization refers to a unit, agency, activity, or department that has responsibility for document
routing, reporting, and budget maintenance. DTS uses the same top-down structure that the Department of
Defense (DoD) uses for the main organization and suborganizations. The main organization for the site
receives its DTS organization name based on the service or agency established naming sequence. See
Appendix Q for details regarding the organization naming sequence. The following sections describe orga-
nizations, suborganizations, the naming sequence, and instructions for creating an organization in DTS.

4.1.1 Main Organization

A main organization is the highest-level organization at a site. These organizations are found at the top
of an organization chart. A main organization may be subordinate to a higher-level organization. Sub-
ordinate elements, such as a tactical unit, support unit, or an activity, are known as suborganizations.
Each organization, main or subordinate, is given an organization name in DTS.

4.1.2 Suborganizations

Main organizations can be broken into lower-ranking organizations called suborganizations. Each sub-
organization name is a subset that is associated with a part of the main organization. DTS travelers
are assigned to suborganizations. This helps to create a hierarchy within DTS, and shows how subor-
ganizations relate to the largest organization that DTS serves. The hierarchical organization structure
that exists in DTS will be similar to the organization chart.
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4.2 Organization Structure

Organizations have as many suborganizations as necessary to achieve:

«  Support of a separate routing list

* Maintain lines of accounting (LOAs) and budget
* Generate travel reports

* Use specific Commercial Travel Offices (CTOs)
* Use Centrally Billed Accounts (CBAs)

The Lead Defense Travel Administrator (LDTA) should consider the current organization hierarchy when

naming organizations in DTS. They should equate each to a DTS organization name and a Unit Identifier
Code (UIC), Reporting Unit Code (RUC), or Platoon (PLT) Code. The unit identifier is not normally part of
the naming sequence. It is for cross-reference purposes only.

4.3 Organization Naming Sequence

The DoD adopted a naming convention for organizations and suborganizations in DTS. The organization
name is an alphanumeric string of up to 20 characters arranged in a sequence that is unique to the organi-
zation. The subordinate names are extensions that tag on to the main organization name. This naming
sequence is hierarchical because the letter D in the first position indicates the highest organization, the
DoD. The second position holds a letter that represents the service or agency, A for example, represents the
Army. An F in the second position indicates the Air Force. The third position and beyond are determined by
the service or agency. As letters and numbers tag on to an organization name, they identify suborganiza-
tions in the order of diminishing rank.

The following paragraphs and tables illustrate the organization naming sequence.

Note: The organization naming structure for services and agencies in this manual are for training purposes
only and are subject to change. Appendix Q provides the current version for each service and agency.
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Chapter 4: Organizations

The organization is Forces Command, 18th Airborne Corp, 44th Medical Command, 520th TAML. The
organization naming sequence is shown in Figure 4-1. Notice the hierarchy in the organization struc-

ture.
Organization Naming Sequence
Service e Subordinate Commands and Organizations
or DRU
Dept of Defense | D
Army A
FORSCOM 7 6 0
18" Airborne Corp 1/8|A
44th Medical Com 4 M
520" TAML 5|20
Level 11213 |4|5|6]|7 10|11 |12 |13 |14 | 15 | 16
Figure 4-1: Sample Organization Naming Sequence for 18" Airborne Corp
The complete organization name is shown in Figure 4-2 for the 18™ Airborne.
Organization Organization Name
Service - oy Subordinate Commands and Organizations
or DRU
Dept of Army, FORSCOM, 18" D A7 6 0 1/8 Alala|/m|5|/2 0
Airborne Corp, 44" Medical
| Command, 520" TAML 1|2|3|a|5|6|7|8|9|10|11[12]13 |14
Figure 4-2: Sample Organization Name for 18" Airborne Corp
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Air Force. The names for organizations and suborganizations under the Air Force may resemble

Table 4-1.

Table 4-1: Sample Organization Names for the Air Force

SAMPLE ORG NAMES FOR THE AIR FORCE

uic AIR FORCE ORG NAME DTS ORG OR SUBORG NAME
Site-0028 BW All DFCEJ

Bomb Wing All Special Staff DFCEJ028BWSS
EJ1CF8L1 0028 Comptroller SQ DFCEJ028BWSSCPTS
SUPT Group All Support Group DFCEJ028BWSG
EJ1CFDKQ 0028 Support GP DFCEJ028BWSGCC
EJ1CF1XN 0028 Services SQ DFCEJ028BWSGSVS
EJ1CFC2V 0028 Mission Support DFCEJ028BWSGMSS
EJ1CFDFH 0028 Civil Engineer DFCEJ028BWSGCES
EJ1CFDH3 0028 Security Forces DFCEJ028BWSGSFS
EJ1CFFPV 0028 Communications DFCEJ028BWSGCS

Army. The names for organizations and suborganizations under the Army may resemble Table 4-2.

Table 4-2: Sample Organization Names for the Army

SAMPLE ORG NAMES FOR THE ARMY

uiC ARMY ORG NAME DTS ORG OR SUBORG NAME
USA Forces Command DA760
AAAAA1 18" Airborne Corp DA76018A
AAAAA2 44th Medical Command DA76018A44M
AAAAA3 520th TAML DA76018A44M520
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Marine Corps. The names for organizations and suborganizations under the Marine Corps may

resemble Table 4-3.

Table 4-3: Sample Organization Names for the Marine Corps

SAMPLE ORG NAMES FOR THE MARINE CORPS

RUC OR PLT CODES MARINE CORPS ORG NAME DTS ORG NAME
MCAS Beaufort, SC DM6154

026 MCAS Beaufort, SC DM6154026
HSAD HQ-Headquarters Squadron DM6154026HHS
MCCS Marine Corps Community Service DM6154026MCCS
SECM Provost Marshall Officer DM6154026PMO
S3AR Operations DM6154026S3
S4AD Logistics DM6154026S4
S6CM Computer Services DM6154026S6
COAD Special Staff DM6154026SS
SUPP Supply DM6154026SUP

Navy. The names for organizations and suborganizations under the Navy may resemble Table 4-4.

Table 4-4: Sample Organization Names for the Navy

SAMPLE ORG NAMES FOR THE NAVY

uiC NAVY ORG NAME DTS ORG NAME
00018 BUMED (Claimancy) DN18
00183 Portsmouth, NH (Echelon) DN1800183
00183 NBHC Oceana (Activity) DN180018332528
00183 X-Ray (Department) DN180018332528XRAY
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4.4 DTA Maintenance Tool and Organizations

The DTA Maintenance Tool maintains organizational data in DTS. This section discusses how to use the
tool to find, update, delete, and create organizations.

Open the DTA Maintenance Tool by selecting it from the Administrative drop-down list on the DTS User
Welcome screen. The DTA Maintenance Tool Home page opens. This is the starting point of the tool and
displays the permissions the user has been given. The drop-down list on the home page is called DTA
Tools. It appears on every screen in the DTA Maintenance Tool, so that different screens can be accessed
without returning to the Home page.

Select Organizations from the DTA Tools drop-down list (Figure 4-3). The Organizations tool allow the
creation and maintenance of organizational data.

HELEN CARSONC 7000.1

DTAHome | Help for this n | Logout

Defense Travel System

ANew Era of Government Travel DTA Maintenance

DTA Tools: TAM; = << Select an option from the DTA Tools dropdown.

yme to the DTA Maintenance Tool
| provides authorized DTAs with the ability to create and modify organizations. routing lists. groups. people, and lines of
ing (LOAs). Please select an option fam the DTA Toals drapdown menu above

Your Maintenance Tool Permissions:
« You have the proper permissions to edit organizations
« You have the proper permissions to edit routing lists
« You have the proper permissions to edit groups
« You have the proper permissions to edit people
« You have the proper permissions 1o edit lines of accounting {LOAs)
 You have the proper permissions 1o edit permissions
« You do NOT have the proper permissions access MIS
« Youde NOT have the proper permissions access ROA

Figure 4-3: DTA Maintenance Tool Home Page
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Chapter 4: Organizations

4.4.1 Search for Organizations

In order to update organizational information or delete an organization, a search for the organization
may need to be performed. The Search Organization(s) screen is the default that appears after
choosing Organizations from the drop down list (Figure 4-4). The highest organization to which the
user has access displays in the Organization Name drop-down list. From here, any of the below
function may be performed:

« Select Search Organization(s) to search for an existing organization or suborganization

« Select Create Organization(s) to create a new organization or suborganization

+ Select View CBA List to view the list of CBAs

« Select View Organization List to view data for the organizations within the DTA’s access.

HELEN CARSONc Screen [0 7100.1
TDZDTMOCSD

Defense Travel System
ANew Era of Government Travel

DTAHome | Help for this Screen | Logout

o2 s trzpesT DTA Maintenance

DTA Tools: zations Search Organization(s) | Create Organization(s) | View CBA List | View Organization List

Search Organization(s)

QOrganization Name: | TDZDTMOCSD W J [ -Include Sub-Organizations

Figure 4-4: Search Organization(s) Screen
Follow these steps to search for an organization:

1. Select the Organization Name drop-down list and choose one of the organizations. For a list that
includes all suborganizations of the organization, check the Include Sub-Organizations box.

2. Select Search.

4.4.1.1 Copy an Existing Organization to a New Organization

The Copy feature can be used to copy certain data from one organization and save that infor-
mation to another. The below data can be copied:

* Routing lists
*  Groups, including Global Group Membership Rules (GGMRs) and personnel

The Copy feature is generally used when there is a need to reorganize existing organizations.

Beginning on the DTA Maintenance Tool Home page, follow these steps to copy an organiza-
tion:

1. Select Organizations from the drop-down list.

The Search Organization(s) screen opens (Figure 4-4).

2. Select the Organization Name drop-down list and choose the organization that will be
copied to the new organization. To include all suborganizations owned by the selected

organization, check the Include Sub-Organizations box.

3. Select Search.
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Chapter 4: Organizations

The Organization(s) (Search Results) screen opens (Figure 4-5).

REONC
DZDTMOCSD

D: 7101.1

Defense Travel System

DTA Home | Help for this Screen | Logout
A New Era of Government Travel DTA Maintenance

Organization(s) (Search Results)

Organization Name: TOZDTMOCSDFMTrain
Include Sub-Organizations: 1o

Edit Organization Code  GDS  PCC Ticket PCC Company Code
[Cony] [Update ][ Delste ] [ Reassign Personnel TDZDTMOCSDPMTrain AA DIWA — DIWA PIT123

1-10of1

Figure 4-5: Organization(s) (Search Results) Screen
4. Select Copy next to the name of the organization to copy.

The Copy Organization screen opens (Figure 4-6). All three sections of organization data
display and are copied into the new organization. The sections are listed below:

* Organization Hierarchy

+ Commercial Travel Office (CTO) Information
*  Organization Information
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Chapter 4: Organizations

HELEN CARSONC
Defense Travel System
A New Era of Government Travel

15041

DTA Home Help for this Screen Logout
DTA Maintenance

Organization Hierarchy

Site Name: * Naval Surface Warfare Center
{Geographic Lacation; City. Past, Camp or Station where the DTS Org is physically located)

Organization Code: ,

(DTS hierarchical naming sequence: enter up to 20 characters)

QOrganization Description: *

{Unit name (i e . 1/21 Infantry Battalion, 225th Fighter Wing, Operations Group, etc })

DTAID: DTMO TRNG
Commercial Travel Office (CTO) Inft n
GDS: AA
PCC:  DIWA
Ticket PCC:  D1WA
Company Code:  PMT123

Organization Inf
/
e meor s iy NAVY
Office Address Line 1- 4601 N. Fairfax Dr. 5t 800
Office Address Line 2:
Office City: Arlington
Office State / Country: VA
Office Zip / Postal Code: 22043
Mail Code-
Office Phone Humber: 703-696-8999
Office Fax Number:
Number of Miles to Closest
Airport-
Time Zone: 6
Qrganization Email Address: robert carsana ctr@dtmo_pentagon.mil
Number of Work Hours / Day: 8
Present Duty Station Name:
Emergency Contact Name- bobsarsona

4

Emergency Contact Phone 7o o ooe
Number-

Unit D

(UIC/RUC/PASSCODE): DTMO12345
Email Notification- Y

Set threshold to require approval for CTO Ticketed Amendment with cost increase

N = must approve any increase (5000 threshold)

Y = approve any increase greater than 5% ($250.00 max)

v

[] Copy ALL Rauting List and Routing List Details fam TDZDTMOCSDPMTrain

[] Copy ALL Groups and Global Group Membership Rules from TDZDTMOCSDPMTrain

*If Copy Groups is selected. all personnel will be reassigned
from TDZDTMOCSDPMTrain

Copy Organization

Copy Options:

Figure 4-6: Copy Organization Screen

The Copy Organization screen fields are described in Table 4-5.
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Chapter 4: Organizations

Table 4-5: Copy Organization Screen Description

COPY ORGANIZATION SCREEN DESCRIPTION

FIELD OR OBJECT

DESCRIPTION

Site Name

The geographic location that hosts one or more main organizations.

Organization Name

The organization’s unique name.

Organization Description

The functional name of the organization that the traveler uses to select the organization
during self-registration.

DTAID

The ID that routes to the e-mail address of the site POC who receives the reject notifi-
cations from the Global Exchange (GEX) and the Defense Accounting and Disbursing
Systems (DADS) transactions. The DTA ID is established at implementation. A DTS
database administrator enters it into the DTS database. The ID will be used as a POC
for users who need to be detached from the organization.

GDsS

The Global Distribution System (GDS) refers to the reservation system that the CTO
uses. The pseudo-city code (PCC) ensures that the designated CTO receives the Pas-
senger Name Records (PNRs). The data entered in the GDS field determines the
options available in the PCC and the Ticket PCC fields. If the value of the GDS is set to
CTO Disabled, then the PCC, Ticket PCC, and Profile fields will not be available for
selection.

PCC

The city in the GDS within which the CTO processes PNRs received from DTS. Com-
pleting the PCC field ensures that an organization's reservation requests will route to
the correct CTO.

Ticket PCC

The city in the GDS within which the CTO issues tickets. DTS returns all APPROVED
authorizations to the CTO for ticketing. Completing the Ticket PCC field ensures that
the CTO will be able to issue tickets on approved trips. The Ticket PCC may or may not
be the same as the PCC, depending on how the CTO is structured within the GDS.

Company Code

The CTO-maintained company code is a profile within the GDS. It stores policies spe-

cific to the organization. When the company code is entered, DTS retrieves the organi-
zation profile stored within the GDS and merges it with the traveler profile. Check with

the Service or Agency Representative for naming conventions for DTS.

Service / Agency by which
the traveler is employed

The service or DoD agency where the traveler is employed.

Address1

The first line of the office address.

Address 2 The second line of the office address.
Office City The city in which the office address is located.
Office State / Country The state or country in which the office is located.

Office Zip /Postal Code

The ZIP code or postal code of the office address.

Mail Code

The office address mail station code.

Office Phone Number

The office phone telephone number.

Office Fax Number

The office fax number.

Number of Miles to Closest
Airport

The number of miles from the office to the nearest airport.

Time Zone

The organization’s time zone (such as Eastern Standard Time [EST] and Central Stan-
dard Time [CST]).

Organization E-mail
Address

The organization’s e-mail address. E-mail address will also receive e-mail notification
for all new self-registrations for their organization.

Number of Work Hours/Day

The number of hours in an organization’s typical workday (standard is 8).

Present Duty Station Name

The duty station name for the organization.

Emergency Contact Name

The organization’s emergency contact name (i.e. Staff Duty Officer, Quarterdeck).

Page 4-10

DTS Release 1.7.1.9, DTA Manual, Version 4.4.31, Updated 3/1/11

This document is controlled and maintained on the www.defensetravel.dod.mil Web site. Printed copies may be obsolete.

Please check revision currency on the Web prior to use.




Chapter 4: Organizations

Table 4-5: Copy Organization Screen Description (continued)

COPY ORGANIZATION SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION

Emergency Contact Phone
Number

The organization’s emergency contact telephone number.

Unit ID The organization’s UIC, RUC, or passcode.

E-mail Notification The Yes and No radio buttons that enable and disable e-mail notification for the entire
organization.

Indicator that is used to create a condition under which CTO amendments do not
require AO approval.

-When set to Y, the cost change must be no more than $250 or five percent of the cost
on the most recently approved version of the document, which ever is less.

-When set to N, the cost must be less than or equal to the amount on the most recently
approved version of the document.

Auto Approve

5. Complete the Organization Code text box with the new organization name (for example,
DWCWT).

6. Complete the Organization Description field with the common unit name of the new
organization. This is the name that the traveler uses to select the organization during self-
registration.

7. Check the appropriate Copy Options box(es).

* Check the Copy All Routing List and Routing List Details from (organization name)
box to copy all routing list details to the new organization. If this option is not used, the
current organization default routing list name is created for the new organization. This is
used as the default routing list name for all personnel assigned to the new organization.

*  Check the Copy ALL Groups and Global Group Membership Rules from (organiza-
tion name) box to copy groups, GGMRs, and personnel to the new organization. If this
box is checked, all three structures are copied to the new organization. These elements
are not separable. The below list will transfer with personnel when this option is selected:

*Existing organization permissions.

*Existing organization access and group access. Access to the existing organiza-
tion is updated to the new organization. Other higher or lower accesses are copied
as is.

*Existing default routing list.

This option should be used in most cases. Personnel can be reassigned after Copy Organiza-
tion is complete. Use the Reassign Personnel option on the Organizations (Search Results)
screen for this. If the option is not used, the below actions must occur:

+*All personnel must be reassigned individually.

+All the groups associated to the organization must be created.

*All GGMR(s) for the organization must be manually re-entered. (See Appendix L
for complete procedures for reorganization.)

8. Select Copy Organization.
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Chapter 4: Organizations

4.4.1.2 Update Organizations

To update an organization, first search for the organization. When the Organization(s) (Search
Results) screen opens (Figure 4-5), locate the name of the organization to be updated. Follow
these steps:

1. Select Update.

The Update Organization screen opens.

This screen has four sections, as listed below:

* Organization Hierarchy

«  Self Registration Data

« Commercial Travel Office (CTO) Information

* Organization Information

2. Complete the fields that need to be updated.
3. Check the appropriate Update Options boxes.

4. Select Save Changes.

4.4.1.3 Delete Organizations

Before an organization can be deleted in DTS, the below actions must be completed:

+ Delete all routing lists associated with the selected organization, except for the default
routing list

» Delete all groups associated with the selected organization

* Inactivate all LOAs associated with the selected organization

* Remove all budget items

* Delete all personnel associated with the selected organization

After completing these actions, search for the organization. When the Organization(s) (Search
Results) screen opens (Figure 4-5) follow the steps below to delete the organization:

1. Select Delete.

2. The Delete Organization screen opens (Figure 4-7).

sor Name Sanc Screen ID: 7103.1
Defense Travel System TOZOTMCCSD DTA Home | e for s Screen | Looout

A New Era of Government Travel

5 2011 - 1z0a EST DTA Maintenance

DTA Tools: " zations Search Organization(s) | Create Organization(s) | View CBA List | View Organization List

Delete Organization

Organization Code: TDZDTMOCSDREQ
GDS:  AA
PCC:  D1WA
Ticket PCC: D1WA
Company Code:  DI1WA-PROFILE

Delste Organization

Figure 4-7: Delete Organization Screen

3. Select Delete Organization.
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Chapter 4: Organizations

The Domain Error message displays if all elements were not deleted (Figure 4-8). The DTA
must make all corrections before DTS allows deletion of the organization.

D: 71031
Logoui|

Defense Travel System
A New Era of Government Travel

DTA Home | Help for this

DTA Maintenance

DTA Tools: Search Organization(s) | Create Organization(s) | View CBA List | View Organization List

Domain Error
The following domain validation errors have occurred:
« The organization cannot be deleted since it currently has associated Line(s) of Accounting (LOAs). Please delete this organization's LOAs if you wish to delete the organization.
« The organization cannot be deleted since it currently has associated budgets. Please use the DTS Budget Module to delete this organization's budgets if you wish to delete the organization.

« The organization cannot be deleted since it currently has associated routing lists. Please delete this organization's routing lists if you wish to delete the organization. (The default routing list will be
deleted with the organization.)

Delete Organization

Organization Code:  TDZDTMOCSDREQ
GDS:  AA
PCC:  D1WA
Ticket PCC: D1WA
Company Code:  D1WA-FROFILE

Delete Organization Cancel

Figure 4-8: Domain Error Message

4.4.1.4 Reassign Personnel

The Reassign Personnel feature allows any number of personnel to be reassigned from one
organization to another.

This function is used when there is a need to reorganize existing organizations. See Appendix
L.

4.4.2 Create Organizations

The DTA uses the command's organization naming sequence; CTO information; and organization
address, contact, and other information to create DTS organizations. These steps will assist when
creating an organization.

1. Select Organizations from the DTA Tools drop-down list.

The Search Organization(s) screen opens.

2. Select Create Organization(s).
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Chapter 4: Organizations

The Create Organization screen opens (Figure 4-9).

ARSONC
DZDTMOCSD

D: 71021
Logout]

Defense Travel System

A New Era of Government Travel

DTA Home Help for this S n
DTA Maintenance

February

DTA Tools: Search Organizationfs) | Create Organization(s) | View CBA List | View Organization List

Create Organization * Required

Organization Hierarchy
Organization Code: *  TDZ l:l

(DTS hierarchical naming sequence: enter up ta 20 characters)

DTAID : * |SelectOns... v

(Email address for system generated emails - Rejects, etc)

Dot Routing List Name: * ||
Self Registration Data

Site Name: * ‘ SelectOne ... Vl

(Geographic Location: City. Post, Camp or Station where the DTS Org is physically located)
Organization Description: *
{Unit name {i-e . 1/21 Infantry Battalion. 225th Fighter Wing, Operations Group. stc )}

Organization Email Address: "‘ |
Email Notification: & On & OFf

Commercial Travel Office (CTO) Information

(Glohkal Distributed System - resemvation system)

Organization Information

Senvice / Agency by which ,
the traveler is employed:

Office Address Line 1:[ |
Office Address Line 2: l:l
Oficecity:*[ |
Office State / Country: * l:l
Office Zip / Postal Code: *[ |
Mail Code: | |
Office Phone Number: * l:l
Ofice Fax Number | |
Number of Miles to lz\l‘o[;:rs‘t I:l

Time Zone: * | Select One v

Number of Work Hours / Day-

Present Duty Station Mame:

Emergency Contact Mame: * l:l

|SelectOne v

Emergency Contact Phone .
umber:

UnitID ,
(UIC/RUC/PASSCODE):
Set threshold to require approval for CTO Ticketed Amendment with cost increase
M = must approve any increase (50 00 threshold)
Y = approve any increase greater than 5% ($250.00 max)

N

Save Organization Cancel

Figure 4-9: Create Organization Screen

New organizations and suborganizations may be created only for organizations to which the DTA has
access. This is based on the hierarchical setup in DTS. To ensure the DTA only creates organizations
to which they have access, the DTS Organization Code field on the Create Organization screen shows
the prefix of the name of the main organization.

The Create Organization screen is similar to the Update Organization screen. It contains the same four
parts: Organization Hierarchy, Self Registration Data, Commercial Travel Office (CTO) Information,
and Organization Information.

3. Enter the new organization’s name in the Organization Code field.

4, Select the DTA ID drop-down list arrow and select the appropriate value from the list.
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Chapter 4: Organizations

5. Enter the name of the default routing list for the selected organization in the Default Routing List
Name field.

6. Select the desired Site Name from the drop-down list.

7. Enter a description of the new organization in the Organization Description field.

8. Enter the e-mail address for the organization in the Organization E-mail address field.
9. Select the On or Off radio button to enable or disable e-mail notification.

10. Select the GDS drop-down list arrow and select the appropriate value, if the organization will use
the Travel module.

The default value of the GDS field is CTO Disabled, and the other related fields are only available
when a value other than CTO Disabled is selected from the GDS field. All GDS information can be
obtained from the Transportation Officer or local CTO.

11. Select the appropriate value from the PCC drop-down list.

12. Select the appropriate value from the Ticket PCC drop-down list.

13. Enter the appropriate value in the Company Code field.

14. Complete the Organization Information section.

15. Select Save Organization.

The Organization(s) (Search Results) screen displays the newly created organization.
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4.4.3 View CBA List

The View CBA List shows DTA personnel what CBA information has been associated to their organi-
zation(s). Users who have permission levels 1 and 5 may request CBA Reports for any organization to
which they have organization access.

Follow these steps to run a CBA Report:

1. Select Organizations from the DTA Tools drop-down list.

The Search Organization(s) screen opens.

2. Select View CBA List.

The View CBA List screen opens (Figure 4-10).

me: HELEN CARSONc T D 22e5d
Defense Travel System DZDTIOCSD DTAHome | Helo for s Sereen | Logout
A New Era of Government Travel 0 ; e DTA Maintenance

DTA Tools: Search Organization(s) | Create Organization(s) | View CBA List | View Organization List

View CBA List

Organization Name TDZDTMOCSD o A [ -Include Sub-Organizations

Run Report

Figure 4-10: View CBA List Screen
3. Select the Organization Name drop-down list arrow and select the organization.
-OR-
Select the magnifying glass icon to search for the organization by name.

4. Check the Include Sub-Organizations box to include suborganizations in the search results.

5. Select Run Report.
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The user will be prompted to download the report. This report may be downloaded to the user's
computer or viewed in a separate window as an Excel spreadsheet (Figure 4-11).

ID: 3545.1
DTAHome | Help for this Screen | Logout

DTA Maintenance

Defense Travel System

A New Era of Government Travel

DTA Tools: Search Organization(s) | Create Organization(s) | View CBA List | View Organization List

View CBA List

Organization Name: | TDZDTMOGSD ~| £ [ ~include Sub-Organizations
File Download 3

Do you want to open or save this file?

ame; laintReport. csv
(= N, DTAMaintReport.
a,

Type: Microsaft Office Excel Comma Separated Values Fil..
From: dtscdewebgov.defensetravel.osd.mil

Open Save Cancel |

(5 il fles ram the Intemet can be useul, some fles can petentialy
d haim your computer. If you da nat trust the source, do not open or
S save this file. What's the isk?

Figure 4-11: File Download Message Box

6. Select Open to display the report on the screen.
-OR-
Select Save to download the file to a hard drive.
-OR-
Select Cancel to cancel the action and return to the previous screen.

The CBA Report shows the following CBA information:

* Transaction Account Number
+ CBA Label

*  Account Expiration Date

*  Central Account Number

* Account Status

*  Organization Default Flag

*  CBA Number
* Responsible CBA Specialist

All CBAs assigned to the organization appear in the report.

If there is no CBA information for the organization(s), a message displays indicating No Data Found.
This will be shown following the header rows.
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4.4.4 View Organization List

The Organization List displays the profile information for any selected organizations and suborganiza-
tions.

Follow these steps to view the Organization List:

1. Select Organizations from the DTA Tools drop-down list.
The Search Organization(s) screen opens.

2. Select View Organization List.

The View Organization List screen opens (Figure 4-12).

CARSONC Screen [D: 1452.1
ZDTMOCED OTA Home | Help for this Screen | Legout

DTA Maintenance

Defense Travel System

A New Era of Government Travel

DTA Tools: Search Organization(s) | Create Organization(s) | View CBA List | View Organization List

View Organization List

Organization Name TDZDTMOCSD v d [ —Include Sub-Organizations

Run Report

Figure 4-12: View Organization List

3. Select the Organization Name drop-down list arrow and select the organization.
-OR-
Select the magnifying glass icon to search for the organization by name.

4. Check the Include Sub-Organizations box to include suborganizations in the search results.
5. Select Run Report.

The user will be prompted to download the report. This report may be downloaded to the user’s
computer or viewed in a separate window as an Excel spreadsheet.

6. Select Open to display the report on the screen.
-OR-
Select Save to download the file to the hard drive.
-OR-
Select Cancel to cancel the action and return to the previous screen.
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CHAPTER 5: ROUTING LISTS

A routing list in DTS establishes the path for electronic processing of documents. A routing list identifies
the responsible officials with authority to conduct reviews, certify funds, and approve travel documents.

5.1 ROULING LISTS ...ttt e e e e e e e e e e e e aaaaaaeeeeeeaeeennes 5-2
5.1.1 Default ROULING LiStS.....uuveiiiiiiie i 5-2
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Chapter 5: Routing Lists

5.1 Routing Lists

A routing list specifies the electronic routing of documents by identifying who must apply a particular DTS
stamp to a document.

Defense Travel Administrators (DTAs) with permission levels 1 and 5 create routing lists to follow the struc-
ture of the organization. The DTA can assign a default routing list to all traveler profiles in an organization in
one step. A relationship between the Routing Official who reviews and approves authorizations, and the
organization where the traveler receives administrative support is recommended.

Each organization must have at least one routing list to serve each of the three types of documents: autho-
rization, voucher, and local voucher. Group authorizations fall under the document type authorization.
Each element in a routing list has the following components:

* Document status. The current condition based on actions that have been completed.

+ Signature name. The name of the Routing Official who applies the stamp. Only the name appears on
the routing list.

* Level. The level indicates the stop along the document's route to its final step. The level is matched
with the document status stamp, and is associated with the Routing Official who applies that stamp.

As stated above, each level in a routing list is a stop on the document's electronic routing process. The
numbers show the sequence in which stamps are applied to a document. Although the level numbers are
sequential, they do not have to be consecutive. Future maintenance will be easier if these level numbers
are assigned to stamps in multiples of five or 10. Leaving gaps in the level numbering (5, 10, 15) allows
DTAs to add stamps in the future without having to change the numbers already assigned. For instance, if
a routing list has a REVIEWED stamp at level 5, and an APPROVED stamp at level 10, then there is space
to add another stamp at Level 8 later on. Only the levels assigned to the CTO SUBMIT and CTO BOOKED
stamps need be in consecutive order with no gap. These two stamps must be adjacent for documents to
route correctly. For example, if CTO SUBMIT occurs at level 2, then CTO BOOKED must follow as level 3.
The next level in the routing list, such as REVIEWED, can be level 10; with CERTIFIED at level 15; and the
APPROVED stamp at level 20. The highest level cannot exceed 30.

5.1.1 Default Routing Lists

Each organization must have one routing list designated as the default. The default routing list should
serve all document types. The DTA may update or replace the default routing list at any time. Travelers
may also change the routing lists on any documents that need to be routed differently.
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5.1.2 Multiple Routing Lists

By using more than one routing list, DTAs may tailor routing to the organization's workflow process for
TDY documents. Routing lists may be created in each organization for standard functions such as
approval of orders for medical travel and funeral detail travel. Other situations may need separate rout-
ing lists (e.g., arrangements-only travel, invitational travel and other trip types).

5.1.3 Conditional Routing

DTAs can tailor document routing to include a conditional route, meaning that if certain conditions
exist, an additional level is added to the normal routing. If the condition does not exist, then the step
specified in the routing will be circumvented. The process of identifying such conditions is called a rout-
ing test.

The conditional lists that are available are shown below. See Section 5.6.2.3 for more information on
the Process Names.

+ Bypass PNR

* Foreign Travel

+  OCONUS/CONUS

+  OCONUS/OCONUS

*  Premium Class Fare

»  Special Circumstances

+ Travel Mode Route

*  Traveler Number

* Leave Requested (displays for vouchers only)

Conditional routing can be used for any travel document, and is optional for an organization. Additional
steps, and the associated stamps and signature names, can be inserted in an existing routing list at
the appropriate point before routing to the Authorizing Official (AO).

See Appendix K, Table K-10: Conditional Routing, Preaudits, and Electronic Processing Audits for
more information on routing tests.

5.1.4 Modifying Routing Lists

When a traveler creates an authorization, DTS copies the profile, which includes the routing list name,
into the document. The details of the routing list can be viewed and modified by using the Routing List
in the DTS Maintenance Tool.

If a document has begun the electronic routing process, and the routing list has been modified, the
traveler or a user with access to the traveler's documents must re-sign the document. This creates an
adjustment, and the routing process restarts using the new routing list.

DTAs may update multiple routing lists at one time by using Global Routing Maintenance. Section 5.7.

explains how to add or remove routing elements, or replace signature authority to more than one rout-
ing list at once.
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5.2 Routing Officials

Routing Officials must have permission levels 0 and 2. These permission levels permit Routing Officials to
prepare documents and use the Route & Review functions. Permission levels 0 and 2 also give Routing
Officials access to their assigned stamp in the routing list and other stamps, such as SIGNED,
RETURNED, and CANCELLED.

The Routing Official does not need to be a member of the traveler's organization. In order to add a Routing
Official to a routing list who is outside the organization, the DTA must have the individual's SSN.

5.2.1 COs and AOs

The CO is responsible for certifying and adjusting obligations and disbursement of funds associated
with a travel document. The AO is considered to be responsible for approving the need to travel. An
AO also acts as a CO when approving payments, to include authorizations that include a request for a
non-ATM advance or a scheduled partial payment (SPP).

In organizations where the CO and the AO are the same person, the APPROVED stamp is used. In
cases where the CO and AO role is separated, the CERTIFIED stamp is used by the CO, and the
APPROVED stamp is used by the AO. In all cases, the APPROVED stamp is the final stamp applied to
a document.

The CO and AO must complete required training and be appointed in writing (DD Form 577) to serve in
this role. See Chapter 3 of this manual for more information.

5.2.2 Alternate Routing Officials

The document routing list should have more than one person available at each level. Having alternates
in place is helpful in situations where the responsibility is shared or where the primary is often unavail-
able. Multiple Routing Officials may be assigned to the same stamp and level in a routing list.

5.2.3 Delegate Signature Authority

Routing Officials at any level can delegate their signature authority to another during an absence. The
delegated official will receive an e-mail notification that a document needs action. When the delegated
official completes the action for the document, DTS removes the document from all other queues for
that level. When selecting a delegate, choose from the list of organization members with permission
level 2. Signature authority can only be delegated to those who have the same permission levels. The
signature authority remains delegated until it is removed.

Note: Delegated officials acting in the same capacity as a CO or AO must complete required training
and be appointed in writing (DD Form 577).
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5.3 Stamps, Status Codes, and Action Codes

DTS uses the terms stamp and status code interchangeably. The stamp used when signing the document
becomes the current status code of the document. DTS uses status codes for a variety of electronic pro-
cessing functions to accomplish the following:

* Indicate the steps of the electronic approval process
* Indicate system-generated actions taken

* Select as criteria for travel reports

* Record the history of a document

Every time a document is stamped, DTS records it in the document history with the status code, user
name, date, and time. A stamp may or may not have action code(s) assigned to it. Each action code
causes a specific electronic procedure to occur. Action codes initiate actions such as route (sends the doc-
ument to the Routing Official(s) at the next level of the routing list) and emailtrav (sends an e-mail notifica-
tion to the traveler).

There are more than 20 action codes associated with the various types of documents. The list of stamps
and the relationship of action codes assigned to each stamp is preset. See Appendix K, Table K-6: Stamp
Tables (Status Codes) for a complete list of status codes and descriptions.

5.4 Minimum Routing List Requirements
The minimum status codes for a routing list are as follows:

« CTO SUBMIT (Level 2 or 3). This routes the authorization or group authorization to the CTO
when the traveler uses the Travel module in DTS to make travel arrangements.

* CTO BOOKED (Level 3 or 4). The CTO has reviewed or made travel arrangements for the
traveler and has put a hold on the arrangements until the authorization or group authorization
has been approved.

* APPROVED (Final level). APPROVED is the last stamp in the routing list. APPROVED has
the action of COMPLETE, FUND, and PNR TICKET.

The only status code required for a voucher or local voucher routing listis APPROVED. APPROVED is
the last stamp in the routing process. This stamp has the action of COMPLETE and VFUND for vouch-
ers, and LFUND for local vouchers.

5.5 Organization Chart and Routing List Example

A sample organization chart with a breakdown of a typical DTS organization naming sequence and the typ-
ical routing lists associated with that organization is shown in Figure 5-1 and Table 5-1. There are specific
names for each default routing list and secondary routing list for each suborganization. The organization
responsible for the routing list is the owner of that routing list. For example, DA76018A44M520 (520th
TAML) uses multiple routing lists; the default routing list is ROUTINE which is owned and maintained by
520th TAML. The 520th TAML's two secondary routing lists 44MED and MEDICAL have been shared with
the 520th TAML. The 44MED and MEDICAL routing lists are owned and maintained by the 44th Medical
Command and can be used for applicable TDYs by any organization who has access to them. The routing
list ROUTINE, shown in Table 5-1, uses multiple officials at the REVIEWED and APPROVED levels of the
routing process. The levels are sequential and not consecutive, with gaps in between the routing
sequence. Leaving space in between the routing sequence allows levels to be added later, if necessary.
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Note: The organization naming structure for services and agencies in this manual are for training purposes
only and are subject to change. Appendix Q provides the current version for each service and agency.

Sample Organization and Routing Lists

FORSCOM
DTS Org code: DATE0D
Default Routing List: FORSCOM (owner)
Secondary Routing List 1; MEDICAL

18th Airborne Corp
DTS Org code: DATED18A
Default Routing List: AIRBORME [owner)
Secondary Routing List 1: FORSCOM
Secondary Routing List 2; MEDICAL

44t Medical Command
DTS Org code: DATE018A44M
Default Routing List: 44MED (owner)
Secondary Routing List 1: AIRBORMNE
Secondary Routing List 2: MEDICAL [owner)

A
( )

520th TAML 44th Medical Brigade
DTS Org code: DATE1 BA44MS20 0TS Org code: DATE018A44M448
Default Routing List: ROUTINE (owner) Default Routing List: 44MED
Secondary Routing List 1: 44MED Secondary Routing List 1: AIRBORNE
Secondary Routing List 2: MEDICAL Secondary Routing List 2: MEDICAL

Figure 5-1: Sample Organization Chart
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Organization: DA76018A44M520 (520th TAML)

Routing List Name: ROUTINE

Table 5-1;: Sample Routing List

SAMPLE ROUTING LIST

Chapter 5: Routing Lists

DOC TYPE DOC STATUS SIGNATURE NAME LEVEL PROCESS NAME
AUTH CTO SUBMIT **CTO SUBMIT 3 BYPASS PNR*
AUTH CTO BOOKED **CTO BOOKED 4 BYPASS PNR*
AUTH REVIEWED Harry Smith 10
AUTH REVIEWED Sidney Stewart 10
AUTH APPROVED Jim Coyle 20
AUTH APPROVED Mary Jackson 20
LCVH REVIEWED Harry Smith 10
LCVH REVIEWED Sidney Stewart 10
LCVH APPROVED Jim Coyle 20
LCVH APPROVED Mary Jackson 20
VCH REVIEWED Harry Smith 10
VCH REVIEWED Sidney Stewart 10
VCH APPROVED Jim Coyle 20
VCH APPROVED Mary Jackson 20
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5.6 DTA Maintenance Tool and Routing Lists

DTAs are responsible for maintaini

ng their site's routing lists. This section will assist the DTA to find,

update, delete, copy, and create routing lists.

To access the DTA Maintenance Tool, select it from the Administrative drop-down list on the User Welcome
screen. The DTA Maintenance Tool Home page opens.

To perform functions related to routing lists, select Routing Lists from the drop-down list (Figure 5-2). The
Routing Lists feature allows users to create and maintain routing list data. DTAs can only create, update,

copy, and delete routing lists for the organizations they have access to.

Helen West Screen ID: 70001
Defense Travel 8y5tem DTRAIN DTA Home | Help for this Screen | Logout
A New Era of Government Travel 0,1 5,6 DTA Maintenance

e March 07, 2011 - 12:20 EST

o

DTA Tools: =< Select an option from the DTA Tools dropdown.

ance Home

Organizations

Welcom|Groues
This toal pr PSP
Lines of Accounting

accounting A cession Travel

ienance Tool
with the ahbility to create and modify organizations. routing lists. groups. people, and lines of
n option from the DTA Tools dropdown menu above

Your Maintenance Tool Permissions:

You have the proper permissions to edit organizations

You have the proper permissions to edit routing lists

You have the proper permissions to edit groups

You have the proper permissions to edit people

You have the proper permissions to edit lines of accounting (LOAs)
You have the proper permissions to edit permissions

You do MOT have the proper permissions access MIS

You do MOT have the proper permissions access ROA
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Figure 5-2: DTA Maintenance Tool Home Page
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Chapter 5: Routing Lists

5.6.1 Search for Routing Lists

In order to update, copy, or delete a routing list, the DTA must perform a search. When the DTA selects
Routing Lists from the drop-down list, the Search Routing Lists screen opens (Figure 5-3). The high-

est-level organization to which the DTA has access displays as the default in the Organization Name

drop-down list. From here the DTA may search for an existing routing list, select the link to the Create
Routing List(s) screen, view a list of all routing lists for an organization, or view a delegated authorities
list. See Table 5-2 for a list of the Search Routing List(s) screen field names and their descriptions.

Screen ID: 7200.1
DTA Home Help for this Screen Logout

Defense Travel System

A New Era of Government Travel DTA Maintenance

DTA Tools: [ERTREIRRS Search Routing List{s) | Create Routing List(s) | View Routing List List | View Delegated Authorities List

Search Routing List(s)

Routing List Mame:
Crganization Mame: | TDTRAIN hd ﬂlj--lnclude Sub-Organizations
Default Routing Lists Only:  []

Figure 5-3: Search Routing List(s) Screen
Follow these steps to search for a routing list:
1. Complete the Routing List Name field with all or part of the name of the routing list to be found.

If this field is left blank, all available routing lists for the selected organization will display once “Search”
is selected.

2. Select the organization from the Organization Name drop-down list to view the routing lists.

3. Check the Include Sub-Organizations check box to view all of the routing lists that are in the hier-
archical setup below the organization entered in Step 2.

Note: In a long list of organization names, the magnifying glass icon can be used to quickly find an
organization. After selecting the icon, enter the organization name or the first few characters, e.g.,
DTMO, in the text box. Select OK. The organization appears in the Organization Name field. Use the
drop-down to continue the search if necessary (Figure 5-4).
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Screen ID: 72001

DTA Home Help for this Screen Logout

DTA Maintenance

Defense Travel System

A New Era of Government Travel

DTA Tools: [ERTREIRRS Search Routing List(s) | Create Routing List(s) | View Routing List List | View Delegated Authorities List

Search Routing List(s)

Routing List Mame: | |

Organization Mame: | TDTRAIN hd ﬂlj--lnclude Sub-Organizations

Default Routing Lists Only: ]

Explorer, User Prompt

Script Prompt:
Search List Far ..
Cancel

Figure 5-4: Search Organization Name Prompt
4. Select the Default Routing Lists Only check box to view default routing lists.

5. Select Search.

Table 5-2: Search Routing List(s) Screen Description

SEARCH ROUTING LIST(S) SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION
Routing List Name Label that identifies the routing list to use for a particular document.
Organization Name Organization where the selected routing list is associated.
Include Sub-Organizations Check box that, when checked, causes DTS to include suborganizations in the
search.
Default Routing Lists Only Checkbooks that, when checked, causes DTS to display default routing lists only.
Search Button used to initiate the search and display the search results.
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Chapter 5: Routing Lists

The Routing List(s) (Search Results) screen (Figure 5-5) displays the routing lists that match the

search criteria.

DTA Tools:

Routing Lists

March 07, 2011 - 12:28

st Screen ID: 7201.1
Defense Travel system TOTRAIN DTAHome | Help for this Screen | Logout
A New Era of Government Travel 0,1,2,3, 4,56 DTA Maintenance

EST

Search Routing List(s) | Create Routing List(s) | View Routing List List | View Delegated Authorities List

Routing List(s) (Search Results)

Routing List Name
Default Routing Lists Only: Mo

Crganization Name: TDTRAIN
Include Sub-Organizations: Yes

Glos,;llicltjézate Individually Edit Organization Name Routing List Name Default Routing List
O [ Update ][ Copy ][ Delete | TDTRAIN MEDICAL No
O [ Update ][ Copy ][ Delete | TDTRAIN TRAINING Yes
O [ Update |[ Copy ][ Delete | TDTRAINKMB ROUTINE Yes
0 [ Update ][ Copy ][ Delete | TDTRAINKMB TRAIMING No

Select All  Clear All

Globally Update Selected Routing Lists (on this page)

J1 J1

Remaove Routing Element Replace Signature Autharity

1-40f4

Add Routing Element
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Figure 5-5: Routing List(s) (Search Results) Screen

See Table 5-3 for a list of the Routing List(s) Search Results screen field, column, and object names
and their descriptions.
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Table 5-3: Routing List(s) (Search Results) Screen Description

ROUTING LIST(S) (SEARCH RESULTS) SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION

Organization Name

Name of the organization where the search was conducted.

Default Routing Lists Only

Identifier that displays Yes if the search results include default routing
list names only. Displays No if the search results include all routing list
names.

Include Sub-Organizations

Identifier that displays Yes if the search results include suborganization
names. Displays No if the search results do not include suborganization
names.

Select to Globally Update

Check box(es) used to add routing elements, remove routing elements,
or replace signature authority to multiple routing lists at the same time.

Individually Edit

Column heading above buttons that provide the means to update, copy,
or delete a routing list.

Update Button used to change routing list information.

Copy Button used to initiate the creation of a copy of a routing list in one
organization and save it to another.

Delete Button used to delete a routing list.

Organization Name

Column heading above the list of organizations (and suborganizations,
if selected) based on the search criteria for each routing list in DTS.

Routing List Name

Column heading above the routing list names for the organization
based on the search criteria.

Default Routing List

Column heading above the indicators that identify whether or not the
routing list is designated as a default routing list.

Add Routing Element

Button used to add routing elements to every routing list that is checked
in the Globally Update column.

Remove Routing Element

Button used to remove routing elements from every routing list that is
checked in the Globally Update column.

Replace Signature Authority

Button used to substitute a Routing Official with a new Routing Official
in every routing list that is checked in the Globally Update column.
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5.6.2 Update Routing Lists

Update, Copy, and Delete are the options in the Individually Edit column on the Routing List(s) Search
Results screen (Figure 5-6). The following sections describe how to add and remove certain elements
from a routing list.

creen I0: 72011
DTA Home Help for this Screel Logout

Defense Travel System

A New Era of Government Travel

DTA Maintenance

DTA Tools: douting Lists Search Routing List{s) | Create Routing List(s) | View Routing List List | View Delegated Authorities List

Routing List(s) (Search Results)

Routing List Name Crganization Mame: TDTRAINKIE
Default Routing Lists Only: Mo Include Sub-Organizations: Mo
Sz Individually Edit Organization Name Routing List Name Default Routing List
Globally Update o g 9 9
0 [ Update |[Copy ][ Delete | TDTRAINKMB ROUTINE Yes

Select All  Clear All

Globally Update Selected Routing Lists (on this page)
Add Routing Element ] [ Remave Routing Element ] [ Replace Signature Authority

1-10f1

Figure 5-6: Routing List(s) Search Results Screen

5.6.2.1 Add Routing Elements From Inside the Organization
To add a Routing Official (from within the organization) to the routing list, use the below steps:

1. Search for the routing list to which the element will be added.

2. Select Update to open the routing list.
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The Update Routing List screen opens (Figure 5-7).

DTA Tools:

Defense Travel System

A New Era of Government Travel

Routing Lists

Search Routing List(s) | Create Routing List{s) | View Routing List List | View Delegated Authorities List

reen I0: 7203.1
DTA Home Help for this Screen Logout
DTA Maintenance

Update Routing List

Routing List Mame: TRAIMNING
Crganization Mame: TOTRAIN

Default Routing List: Yes ad Roufing Element

Edit Document Type Document Status Signature Name Level Process Mame
Authorization CTO SUBMIT *CTO SUBMIT 2 BYPASSPNR
Authorization CTO BOOKED “CTOBOOKED 3  BYPASSPNR
Authorization APPROVED Helen D West 25
Authorization APPROVED Chris A West 25

Local Voucher APPROVED Helen D VWest 25

Voucher APPROVED Jake Carter 25

Voucher APPROVED Helen D West 25

Voucher APPROVED Chris A West 25
[ Save Changes ] [ Cancel ]

Figure 5-7: Update Routing List Screen
3. Select Add Routing Element to add elements to the existing routing element.
The Add Routing Element screen opens.
4. Select the Document Type drop-down list and select the document type.

5. Select the Document Status drop-down list and select the document status (Figure 5-8).

DTA Tools:

Defense Travel system DTAHome | Help for this Screen | Logout
A New Era of Government Travel 0,1,2,3,4,586 DTA Maintenance

March 07, 2011 - 12:28 EST

Routing Lists

Search Routing List{s) | Create Routing List(s) | View Routing List List | View Delegated Authorities List

Add Routing Element

Routing List Mame: TRAIMNING
Crganization Mame: TOTRAIN

Document Status: ® You must select an option from the ‘Document Type' list.

" Required

Signature Mame: ’

Level:

Process Name:

®

| [Search] [ Korg Search

‘]

You must select an option from the ‘Document Status’ list.

[

Add Routing Element

] [ Cancel ]
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Figure 5-8: Add Routing Element Screen
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6. Select Search to locate a Signature Name.

The Search People screen opens (Figure 5-9). See Table 5-4 for a list of the Search People
screen field names and descriptions.

Note: If the official is outside of the DTA’s organization structure, see Section 5.6.2.2.

Search People * Required

Organization Name: * | TDTRAIN + |[] -Include Sub-Organizations

S5
OR

Last Name:

First Mame:

You must specify at least an SSN or a name (last required, first optional) in addition to specifying an Organization
name. If you choose to enter matching information for both the SSN and the name, you may get a match. However, if
the set of SSMN and name you entered do not belong to the same person, no result will be shown even if the SSN or the
name you entered is correct. For best results, it is recommended that you enter either an SSN or a name, but not both.

Search Close Window
[ I |

Figure 5-9: Search People Screen

DTS Release 1.7.8.0, DTA Manual, Version 4.4.32, Updated 3/8/11 Page 5-15

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



Chapter 5: Routing Lists

Table 5-4: Search People Screen Description

SEARCH PEOPLE SCREEN DESCRIPTIONS

FIELD OR OBJECT DESCRIPTION

Organization Name Drop-down list from which to select the organization to search.

Include Sub-Organiza- Check box that, when checked, will include suborganizations in the search.

tions

SSN SSN of the person. Either the SSN or the last name must be used to drive the search.

Last Name Field in which to enter all or part of the last name of the person. Either the SSN or the
last name is required to drive the search.

First Name Field in which to enter all or part of the first name of the person (optional).

Search Button used to initiate the search.

Close Window Button used to cancel the search.

7. Select the Organization Name drop-down list to select the organization of the Routing
Official who will be associated with the document type and stamp for the routing list.

8. Enter the search criteria.

When searching for the Routing Official within the organization, the DTA may search by enter-
ing the Routing Official’'s SSN (if known) or by entering all or part of the Routing Official’s last
name (first name is optional).

9. Select Search.

The Search People Results screen opens (Figure 5-10).

Search People Results
Organization Mame: TOTRAIN Last Name: west SSN
Include Sub-Organizations: false First Name
Select Person Mame SSN Organization
West, Chris A 999989741 TDTRAIN
West, Eric T 999989743 TDTRAIN
West, Helen D 999989740 TDTRAIN
1-30f3
[ Backto People Search ] [ Close Window ]
Figure 5-10: Search People Results Screen
10. Choose Select next to the name of the person whose signature will be associated with the
document type.
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Chapter 5: Routing Lists

This action completes the Signature Name field and closes the Search People Results screen.

See Table 5-5 for a description of the Search People Results screen.

Table 5-5: Search People Results Screen Description

SEARCH PEOPLE RESULTS SCREEN DESCRIPTION

FIELD OR OBJECT

DESCRIPTION

Organization Name

Identifier that displays the name of the organization that was searched.

Last Name

Identifier that displays the last name of the person for whom the DTA searched.

SSN

Identifier that displays the SSN of the person for whom the DTA searched (if entered during
search).

Include Sub-Organi-
zation

Identifier that displays true if suborganizations were searched. Displays false if
suborganizations were not searched.

First Name

Identifier that displays the first name of the person for whom the DTA searched (if entered
during search).

Select Person

Column header for the buttons used to select the names displayed in the Search People
Results screen.

Select Button used to populate the Signature Name field and to close the Search screen.
Name Column header for the list of names of the people matching the search criteria.
SSN Column header for the list of SSNs of the people matching the search criteria.

Organization

Column header for the list of membership organizations of the people matching the search
criteria.

Back to People
Search

Button used to return to the Search People screen to conduct another search.

Close Window

Button used to exit this search.
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11. Enter the number (e.g., 5, 10, 15, 20) in the Level field to indicate the sequence in the
routing list (Figure 5-11).

DTA Tools:

D: 72051

DTA Home Help for this Screen Logout
12,3 4,56 DTA Maintenance

darch 07, 2011 - 12:30 EST

Defense Travel System

A New Era of Government Travel

Search Routing List{s) | Create Routing List(s) | View Routing List List | View Delegated Authorities List

Add Routing Element " Required

Routing List Mame: TRAIMNING
Crganization Mame: TOTRAIN

Document Type: © | Authorization %

Document Status: * | REVIEWED v
Signature Name: * |Helen D West [ Search ] [ Xorg Search
Level: * |15
Process Mame: v
[ Add Routing Element ] [ Cancel ]
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Figure 5-11: Add Routing Element Screen

Leaving gaps in between the levels allows for future additions. It is recommended that routing
lists be created with level numbers assigned in increments of five.

12. Select the Process Name drop-down list to select one of the values from the list if condi-
tional routing is required. Otherwise leave this field blank.

13. Select Add Routing Element.

14. Repeat steps 3 through 13 if additional routing elements are required.
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Chapter 5: Routing Lists

15. Select Save Changes once all edits have been made (Figure 5-12).

5 D: 7203.1
Defense Travel system N DTAHome | Help for this Screen | Logout
A New Era of Government Travel 0,1,2,3,4,586 DTA Maintenance

March 07, 2011 - 12:31 EST

o

DTA Tools: Search Routing List(s) | Create Routing List(s) | View Routing List List | View Delegated Authorities List

Update Routing List

Routing List Mame: TRANING Default Routing List: Yes
Crganization Mame: TDTRAIN

Add Routing Element

Edit Document Type Document Status Signature Name Level Process Name
Authorization CTO SUBMIT *CTO SUBMIT 2 BYPASSPNR
Authorization CTO BOOKED “CTOBOOKED 3  BYPASSPNR
Authorization APPROVED Helen D West 2
Authorization APPROVED Chris A West 2
Local Voucher APPROVED Helen D West 2
Vaoucher APPROVED Jake Carter 2

Vaoucher APPROVED Helen D West 2
Vaoucher APPROVED Chris A West 2
Authorization REVIEWED Helen D West 15

[ Save Changes ][ Cancel ]

Figure 5-12: Update Routing List Screen

The DTA may assign multiple officials to the same stamp and sequence number in a routing
list. This action ensures that the organization has sufficient backups for Routing Officials who
are out of the office so that the routing of documents will not be interrupted. When creating the
routing list, repeat the sequence number for the same stamp, entering the name and SSN of
another Routing Official. Each Routing Official at the same sequence number receives simul-
taneous notification of the document in the queue. When one of the Routing Officials stamps
the document, DTS removes the document from the other Routing Official's queues.

Note: If a routing list does not have the CTO SUBMIT and CTO BOOKED stamps, a Populate
CTO Stamps button displays (Figure 5-13). Select this button to automatically add CTO SUB-
MIT at level 2 and CTO BOOKED at level 3 of the routing list.

Screen I0: 7203.7
Defense Travel system N OTRAIN DTAHome | Help for this Screen | Logout
A New Era of Government Travel 0,1,2,3, 4,58 DTA Maintenance

larch 07, 2011 - 12:22 EST

DTA Tools: douti Search Routing List{s) | Create Routing List(s) | View Routing List List | View Delegated Authorities List

Update Routing List

Routing List Name: EXERCISE Default Routing List: O Yes & Mo [
Crganization Mame: TOTRAIN

Add Routing Element ] [ Fopulate CTO Stamps

Edit Document Type Document Status Signature Name Level Process Name
Mo routing elements are currently defined for the routing list

[ Save Changes ][ Cancel ]

Figure 5-13: Update Routing List Screen - Populate CTO Stamps Button
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5.6.2.2 Add Routing Elements That Are External to the Organization

The Xorg Search allows a DTA to add a person from an external organization (Xorg) to a rout-
ing list by using the individual’'s SSN. Use the below steps to accomplish this task:

Note: This option differs from the Cross-Organization Funding routing list in that the Finance
DTA (FDTA) designates a routing list using the Lines of Accounting feature, not the Routing
Lists feature. See Chapter 8 of this manual for more information.

1. Use the steps described in Section 5.6.1 to search for the routing list.

2. Select Update to open the routing list.

The Update Routing List screen opens (Figure 5-12).

3. Select Add Routing Element to add elements to the existing routing list.

The Add Routing Element screen opens.

4. Select the Document Type drop-down list and choose the document type.

5. Select the Document Status drop-down list and choose the document status (Figure 5-
14).

DTA Tools:

Screen ID: 72051

Help for this Screen Logout

TOTRAN DTA Home

Defense Travel System

A New Era of Government Travel

01,2 , 5,6
March 07, 2011 - 12:22 EST

DTA Maintenance

Search Routing List{s) | Create Routing List(s) | View Routing List List | View Delegated Authorities List

Add Routing Element

Routing List Name: EXERCISE
Crganization Mame: TOTRAIN

" Required

Document Type: *
Document Status: * | APPROVED v
Signature Name: *

Level: *

Process Name:

Authorization %

[ Search ] [ Korg Search

v

[ Add Routing Element ] [ Cancel ]

Figure 5-14: Add Routing Element Screen
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6. Select Xorg Search.

The Xorg Search People screen opens (Figure 5-15). See Table 5-6 for a description of the
Xorg Search People screen.

Search People * Required
S5N: *

Zearch Clase Windaow
| I |

Figure 5-15: Xorg Search People Screen
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Table 5-6: Xorg People Search Screen Descriptions

XORG PEOPLE SEARCH SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION

SSN Field in which to enter the SSN to search for individual from an outside
organization.

Search Button used to initiate the search outside of the DTAs organization.

Close Window Button used to exit this search.

The Xorg Search People screen searches by SSN only. The DTA must enter the Routing Offi-
cial’s SSN to conduct this type of search.

7. Enter the SSN of the appropriate Routing Official.
8. Select Search.

The Search People Results screen displays the Routing Official’s name and SSN (Figure 5-

16).
Search People Results
SSN: 099872456
Select Person Mame SSN Organization
Carter, Jake 999373456 TNZNAVFAC
1-10f1
[ Backto People Search ] [ Close Window ]
Figure 5-16: Search People Results Screen
9. Choose Select next to the name of the person whose signature name is to be added to
the routing list.
The Add Routing Element Screen opens and displays the signature name of the person (Fig-
ure 5-17).
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DTA Tools: [ERTREIRRS Search Routing List(s) | Create Routing List(s) | View Routing List List | View Delegated Authorities List

Add Routing Element " Required

Routing List Name: EXERCISE
Crganization Mame: TOTRAIN

Document Type: © | Authorization %

Document Status: * | APPROVED hd
Signature Name: * |.Jake Carter [ Search ] [ org Search
Level: ™
Process Mame: v
[ Add Routing Element ] [ Cancel ]

Figure 5-17: Add Routing Element Screen
10. Enter the number in the Level field to indicate the step in the routing list.

11. Select the Process Name drop-down list to select one of the values from the list if condi-
tional routing is required.

12. Select Add Routing Element.
13. Repeat Steps 3 through 12 if additional elements are required.

14. Select Save Changes once all routing elements have been added to the selected routing
list.

5.6.2.3 Add Conditional Routing Elements
When certain conditions exist, DTS uses the process name to route documents to designated
individuals. These steps can be used to add elements for conditional routing with the excep-
tion of:

»  Special Circumstances (See Section 5.6.2.3.1)

» Travel Mode (See Section 5.6.2.3.2)

* Leave Requested (See Section 5.6.2.3.3)
1. Search for the routing list that requires the addition of conditional routing element(s).

2. Select Update to open the routing list.
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The Update Routing List screen opens (Figure 5-18).

DTA Tools:

Helen West

Defense Travel System
A New Era of Government Travel 0,1

e March 07, 2011 - 12:36 EST

o

Search Routing List{s) | Create Routing List(s) | View Routing List List | View Delegated Authorities List

Screen ID: 7203.1
DTA Home Help for this Screen Logout
DTA Maintenance

Update Routing List

Routing List Mame: TRAIMNING
Crganization Mame: TOTRAIN

Default Routing List: Yes

Add Routing Element

Edit Document Type Document Status Signature Name Level Process Name
Authorization CTO SUBMIT *CTO SUBMIT 2 BYPASSPNR
Authorization CTO BOOKED “CTOBOOKED 3  BYPASSPNR
Authorization REVIEWED Helen D West 15
Authorization APPROVED Helen D West 2
Authorization APPROVED Chris A West 2
Local Voucher APPROVED Helen D West 2
Vaoucher APPROVED Jake Carter 2
Vaoucher APPROVED Helen D West 2
Vaoucher APPROVED Chris A West 2

[ Save Changes ] [ Cancel ]
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Figure 5-18: Update Routing List Screen
3. Select Add Routing Element.

The Add Routing Element screen opens.

4. Select the Document Type drop-down list and choose the document type.

5. Select the Document Status drop-down list and choose the document status for this

level.

6. Search for the name to select for the Signature Name field. (For instructions, see Sections

5.6.2.10r5.6.2.2.)

7. Enter the number in the Level field to indicate the step in the routing sequence.
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8. Select the Process Name drop-down list to choose one of the conditional routing values
from the list (Figure 5-19).

Screen ID: 72051

DTA Home Help for this Screen Logout

DTA Maintenance

Defense Travel System

A New Era of Government Travel

DTA Tools: [ERTREIRRS

Search Routing List{s) | Create Routing List(s) | View Routing List List | View Delegated Authorities List

Add Routing Element " Required

Routing List Mame: TRAIMNING
Crganization Mame: TOTRAIN

Document Type: © | Authorization %

REVIEWED1 v

Document Status: *

Signature Name: * |Chris AWest | [ Search ] [ Xorg Search

Level: *

Process Name:

BYPASS PNR
FOREIGN TRAVEL
OCONUS/CONUS
OCONUS/OCONUS
PREMIUM CLASS FARE
SPECIAL CIRCUMSTANCES
TRAVEL MODE ROUTE
TRAVELER NUMBER

Figure 5-19: Update Routing Element Screen - Process Names

The process names are described in Table 5-7.

Table 5-7: Process Name Descriptions

PROCESS NAME DESCRIPTIONS

PROCESS NAME

DESCRIPTION

BYPASS PNR

Applies if the Travel feature is not used to make reservations. In such a case, the
authorization will not require CTO processing.

FOREIGN TRAVEL

Applies if the traveler's duty station is CONUS, e.g., California to Korea or Virginia
to Japan.

Applies if the traveler's duty station is an OCONUS location and one or more TDY

OCONUS/CONUS locations on the document are CONUS, e.g., Germany to Virginia.
Applies if the traveler's duty station is an OCONUS location and one or more TDY
OCONUS/OCONUS locations on the document are OCONUS and not in the same country, e.g.,

Germany to Austria. Also applies to those stationed in non-foreign U.S. territories
and OCONUS states.

PREMIUM CLASS FARE

Used when policy allows purchase of premium air fares.

SPECIAL
CIRCUMSTANCES

Checks the Special Circumstances trip type used and routes the document to the
designated Routing Official. See Section 5.6.2.3.1.
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Table 5-7: Process Name Descriptions (continued)

PROCESS NAME DESCRIPTIONS

PROCESS NAME DESCRIPTION
Checks the transportation mode used during TDY travel and routes the document
TRAVEL MODE ROUTE to the designated Routing Official for that transportation mode. See Section
5.6.2.3.2.

Checks the number of travelers in a group authorization and routes the document

TRAVELER NUMBER to the Transportation Officer (TO) if the group exceeds 9 travelers.

Checks the voucher for annual or non-duty leave and routes the voucher to the
LEAVE REQUESTED applicable Routing Official. See Section 5.6.2.3.3. This option is available for
voucher only.

9. Select Add Routing Element to save the changes
10. Select Save Changes when all routing elements have been added to the routing list.

Figure 5-20 is an example of a Process Name that was added to this specific routing list. If a

document is created that has a Foreign Travel location in the itinerary then the document will
be routed to Helen West for Review, then to Chris West who will review the document because
Foreign Travel was identified, and finally to the person who will apply the APPROVED stamp
to the document.

! i Screen ID: 7203.1
Defense Travel system DTRAN DTA Home | Help for this Screen | Logout

A New Era of Government Travel 0,1, 5,6 DTA Maintenance
& March 07, 2011 - 12:41 EST

DTA Tools: douti Search Routing List(s) | Create Routing List(s) | View Routing List List | View Delegated Authorities List

Update Routing List

Routing List Mame: TRAIMNING Default Routing List: Yes
Crganization Mame: TOTRAIN

Add Routing Element

Edit Document Type Document Status Signature Mame  Level Process Name
Authorization CTO SUBMIT “CTO SUBMIT 2 BYPASS PNR
Authorization CTOBOOKED ~ *CTOBOOKED 3 BYPASS PNR
Authorization REVIEWED HelenD West 15

Authorization APPROVED Helen D West 25
Authorization APPROVED Chris AWest 25
Local Voucher APPROVED Helen D West 25

Voucher APPROVED Jake Carter 25
Vaoucher APPROVED Helen D West 25
Vaoucher APPROVED Chris AWest 25
Authorization REVIEWED1 Chris AWest 20  FOREIGN TRAVEL
[ Save Changes ] [ Cancel ]
Figure 5-20: Sample Routing List With a Conditional Element
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5.6.2.3.1 Conditional Routing for Special Circumstances
Special Circumstances Travel (SCT) eligibility is typically determined by the medical, or other

authorities rather than the AO. Therefore, conditional routing may be used to route the docu-
ment to the appropriate Routing Officials. Beginning on the Update Routing List screen, use
the below steps to accomplish this:

1. Select Add Routing Element.

2. Select the Document Type drop-down list and choose the document type.

3. Select the Document Status drop-down list and choose the document status.

4. Search for the name of the Routing Official to be placed in the Signature Name field. (For
instructions, see Sections 5.6.2.1 or 5.6.2.2.)

5. Type the number in the Level field to indicate the sequence in the routing list.

6. Select the Process Name drop-down list and choose SPECIAL CIRCUMSTANCES (Fig-
ure 5-21).

DTA Tools:

elen Wesat Screen ID: 72051

Defense Travel System

A New Era of Government Travel

DTA Home Help for this Screen Logout

DTA Maintenance

Search Routing List(s) | Create Routing List(s) | View Routing List List | View Delegated Authorities List

Add Routing Element " Required

Routing List Mame: TRAINING
Crganization Mame: TOTRAIN

Document Type: © | Authorization

Document Status: * | REVIEWED hd
Signature Name: * |Eric T West [ Search ] [ Xorg Search
Level: * |10
Process Name: hd
BYPASS PNR ]

FOREIGN TRAVEL
OCONUS/CONUS
OCONUS/OCONUS

PREMIUM CLASS FARE
TRAVEL MODE ROUTE
TRAVELER NUMBER

Figure 5-21: Add Routing Element Screen - Special Circumstances Check Boxes
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The screen refreshes and displays the SCT ftrip types (Figure 5-22). See the DTS Document
Processing Manual, Chapter 11 for information on SCT trip types.

Defense Travel System

A New Era of Government Travel

DTA Tools:

Routing Lists

Search Routing List{s) | Create Routing List(s) | View Routing List List | View Delegated Authorities List

Screen ID: 72051

Help for this Screen Logout

DTA Home

DTA Maintenance

Add Routing Element

" Required

Routing List Mame: TRAINING
Crganization Mame: TDTRAIN

Document Type:
Document Status:
Signature Name:
Level: *

Process Mame:

Trip Type(s): *

Authorization %
REVIEWED v

Eric T West

* |10

SPECIAL CIRCUMSTANCES

[] STUDENT DODEA ACADEM C C
[] CADET-MIDSHIPMEM

[ FAM MEM CIV ILL MIL SPON

[J MEDIC CONVALESCENT LEAVE
[J MEDIC CIV EMP OCONUS

[0 EMERGENCY VISIT TRVL EVT
[ FEML-FUND ENVIRO MORALE
[J STUDENT SPEC DODEA EVAL
[] PRE EMPLOY PERDIEM ONLY
[ LABOR ORG REPRESENTATIVE
[] STUDENT OF MIL US SCHOOL
[ RECALL FROM LEAVE

[] TDRL DISABLED PHYS EXAM
[ EMERGEMCY LEAVE

[J UN PEACEKEEPING TDY

[J AMATEUR SPORTS COMP

[] ESCORT-ATTEND EMP RETURN
[ CONGRESSIONAL TRAVEL

[ STUDENT OF CIV US SCHOOL
[] ESCORT-ATTEND FULL TDY

[J MEDIC FAM ATTND OVR100MI
[ FAM VISIT TRAVEL (FVT)

[ PRE EMPLOYMENT FULL TDY
[J PRE EMPLOY TRANS OMLY

[] DISCIPLINARY ACTION

[J RRAND SPECIALR R

[ SHIP RELOCATED WHEN AWAY
[J MEDIC MIL MEMBER TDY

[J MON-FEDERAL HONOR AVWARD

[ Add Routing Element

] [ Cancel ]

Figure 5-22: Add Routing Element Screen - Special Circumstances

7. Check the Special Circumstances boxes for this routing element.

8. Select Add Routing Element to save.

9. Select Save Changes after adding all routing elements to the selected routing list.

5.6.2.3.2 Conditional Routing for Travel Mode

Travel modes are used to claim transportation expenses incurred during TDY travel. Certain
travel modes are associated with specific expense categories that may be allocated to differ-
ent LOAs, depending on the organization. In such cases, there may be a reason to route doc-
uments with different types of transportation to different TOs. Beginning on the Update Routing

List screen, use the below steps to accomplish this:

1. Select Add Routing Element.

2. Select the Document Type drop-down list and choose the document type.

3. Select the Document Status drop-down list and choose the document status.
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4. Search for the name of the official to be placed in the Signature Name field.
5. Type the number in the Level field to indicate the sequence in the routing list.

6. Select the Process Name drop-down list and choose Travel Mode Route (Figure 5-23).

D: 72051

DTA Home Help for this Screen Logout

DTA Maintenance

Defense Travel System

A New Era of Government Travel

DTA Tools: [ERTREIRRS Search Routing List{s) | Create Routing List(s) | View Routing List List | View Delegated Authorities List

Add Routing Element " Required

Routing List Mame: TRAIMNING
Crganization Mame: TOTRAIN

Document Type: © | Authorization %

Document Status: * | REVIEWED hd
Signature Name: * |Eric T West | [ Search ] [ Xorg Search
Level: *
Process Name: hd
BYPASS PNR ]

FOREIGN TRAVEL
OCONUS/CONUS
OCONUS/OCONUS
PREMIUM CLASS FARE
SPECIAL CIRCUMSTANCES
| TRAVEL MODE ROUTE
TRAVELER NUMBER

Figure 5-23: Add Routing Element Screen - Travel Mode Route

The screen refreshes and displays the Travel Modes.
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7. Select the Travel Mode elements for this routing element (Figure 5-24). See Table 5-7 for
descriptions of Travel Modes.

DTA Tools:

Defense Travel system DTAHome | Help for this Screen | Logout
A New Era of Government Travel 0,1,2,3,4,56 DTA Maintenance

Screen ID: 72051

e March 07, 2011 - 12:46 EST

Search Routing List{s) | Create Routing List(s) | View Routing List List | View Delegated Authorities List

Routing Lists

Add Routing Element

Routing List Mame: TRAIMNING
Crganization Mame: TOTRAIN

" Required

“ | Authorization %

Document Type:

Document Status: * | REVIEWED hd
Signature Name: * |Eric T West | [ Search ] [ Xorg Search
Level: *
Process Name: | TRAVELMODEROUTE  v|
O CA OCB O CF O CF-C
O CF OcCP O CP-C OCR
Travel Mode(e). 3 CRC ocv 0 GA 0GB
- QOGP O Gv O PA O PM
O PP O PV O T8 O TP
OTR OTv
[ Add Routing Element ] [ Cancel ]

Figure 5-24: Update Routing List Screen - Travel Modes

Table 5-8: Travel Modes

TRAVEL MODES

MODE DESCRIPTION EXPENSE CATE-
GORY
CA Commercial Auto TDY/TAD RENTAL CAR
CB Commercial Bus COM. CARR -
CF CTO FEE (IBA) COM.CARR Al
CF-C CTO FEE (CBA) COM.CARR.-C
CP Commercial Plane COM. CARR-
CP-C Commercial Plane (CBA) COM. CARR.-C
CR Commercial Rail (IBA) COM. CARR.-I
CR-C Commercial Rail (CBA) COM. CARR.-C
cVv Commercial Vessel COM. CARR-C
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Table 5-8: Travel Modes (continued)

MODE DESCRIPTION EXPENSE CATE-

GORY

GA Government Auto TRANSPORT

GB Government Bus TRANSPORT

GP Government Plane TRANSPORT

GV Government Vessel TRANSPORT

PA Private Auto TDY/TAD MILEAGE

PM Private Motorcycle TDY/TAD MILEAGE

PP Private Plane MILEAGE

PV Private Vessel MILEAGE

B Prepaid Bus COM. CARR.-T

TP Prepaid Plane COM. CARR.-T

TR Prepaid Rail COM. CARR.-T

TV Prepaid Vessel COM. CARR.-T

8. Select Add Routing Element to save.

9. Select Save Changes after adding all routing elements to the chosen routing list.
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5.6.2.3.3 Conditional Routing for Leave Requested

If the conditional routing element LEAVE REQUESTED has been specified in a routing list for
the voucher, and at least one day in the itinerary contains annual or non-duty leave, DTS
routes the voucher to the Routing Official specified in the routing list at the level indicated. See
the Document Processing Manual, Section 2.7.3 to find out how to indicate leave in an autho-
rization, or Section 4.5.3 for guidance on indicating leave in a voucher.

To add the LEAVE REQUESTED element to a routing list, begin on the Update Routing List
screen and use the below steps:

1. Select Add Routing Element.
The Add Routing Element screen opens.
2. Select the Document Type drop-down list and choose Voucher.
3. Select the Document Status drop-down list and choose REVIEWED.

4, Search for the name of the official to be placed in the Signature Name field. (For instruc-
tions, see Sections 5.6.2.1 or 5.6.2.2.)

5. Enter the number in the Level field to indicate the sequence in the routing list.

6. Select the Process Name drop-down list and choose LEAVE REQUESTED (Figure 5-
25).

=S

DTA Tools:

Screen ID: 72051

TOTRAN DTA Home Help for this Screen Logout

Defense Travel System

A New Era of Government Travel DTA Maintenance

g
e March 07, 2011 - 12:47 EST

Search Routing List{s) | Create Routing List(s) | View Routing List List | View Delegated Authorities List

Add Routing Element " Required

Routing List Mame: TRAIMNING
Crganization Mame: TOTRAIN

Document Type: © | Voucher hd
Document Status: * | REVIEWED v
Signature Name: * |Helen D West [ Search ] [ Xorg Search
Level: * |10

Process Mame: v
FOREIGN TRAVEL ]
LEAVE REQUESTED
SPECIAL CIRCUMSTANCES
TRAVEL MODE ROUTE
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Figure 5-25: Add Routing Element Screen - Leave Requested

7. Select Add Routing Element.
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The Update Routing List screen opens (Figure 5-26).

Chapter 5: Routing Lists

e Helen West

- TOTRAIN

Defense Travel System

A New Era of Government Travel

-0
10,1,23,4,58

March 07, 2011 - 11:23 EST

DTA Tools: EETEnEREE w

Search Routing List{s) | Create Routing List({s) | View Routing List List | View Delegated Authorities List

Screen ID: 7203.1
DTA Homs Help for this Screen Logout
DTA Maintenance

Update Routing List

Routing List Mame: TRAIMNING
Organization Name: TDTRAIN

Default Routing List: Yes

Add Routing Element

Edit Document Type Document Status
Authorization CTO SUBMIT
Authorization CTO BOOKED
Authorization APPROVED
Authorization APPROVED
Local Voucher APPROVED
Voucher APPROVED
Voucher APPROVED
Authorization REVIEWED1
Voucher REVIEWED

Signature Name
=CTO SUBMIT

=CTO BOOKED

Helen D West
Chris A West
Helen D West
Helen D West
Chris A Wast
Chris A West
Eric T West

Level
2

3
25
25
25
25
25
20

Process Mame
BYPASS PNR

BYPASS PNR

FOREIGN TRAVEL
LEAVE REQUESTED

[ Save Changes ][ Cancel ]

Figure 5-26: Update Routing List Screen - Leave Requested

8. Select Save Changes.
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5.6.2.4 Remove Routing Elements
To delete routing elements from a routing list, use the below steps:

1. Search for the routing list to be updated.
2. Select Update to open the routing list.

The Update Routing List screen opens (Figure 5-27).

=& e Screen I0: 7203.1
DEfense Trave‘ System i DTRAIN OTA Home Help for thiz Screen Logout
A New Era of Government Travel 0123458 DTA Maintenance
- March 07, 2011 - 11:25 ES
DTA Tools: ERTRIFIRES 4l Search Routing List({s) | Create Routing List{s) | View Routing List List | View Delegated Authorities List

Update Routing List

Routing List Mame: TRAINING Default Routing List: Yes

= ) Add Routing Element
Organization Mame: TOTRAIN

Edit Document Type Document Status Signature Name Level Process Name

Authorization CTO SUBMIT *CTO SUBMIT 2 BYPASSPINR
Authorization CTO BOOKED *CTO BOOKED 3 BYPASSPNR
Authorization APPROVED Helen D West 25
Authorization APPROVED Chris A West 25
Local Voucher APPROVED Helen D West 25
Voucher APPROVED Helen D West 2
Voucher APPROVED Chris A West 25

[ Save Changes ][ Cancel ]

Figure 5-27: Update Routing List Screen - Remove Routing Element

3. Select Remove for the routing element to be deleted.
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The screen refreshes and no longer displays the removed element (Figure 5-28).

reen I0: 7203.1

OTA Home Help for thiz Screen

Defense Travel System ,

A New Era of chernmentTraquefense Tra\;e| System Loga?. 3, 4, 5.6
Fun Dare: marcn or, 2011 - 11:28 EST

Logout

DTA Maintenance

DTA Tools: EEAEas & Search Routing List{s) | Create Routing List{s) | View Routing List List | View Delegated Authorities List

Update Routing List

Routing List Name: TRAINING Default Routing List: ves
Organization Mame: TDTRAIN

Add Routing Element

Edit Document Type Document Status Signature Name Level Process Name

Authorization CTO SUBMIT **CTO SUBMIT 2 BYPASSPNR
Authorization CTO BOOKED “CTOBOOKED 3  BYPASSPHNR
Authorization APPROVED Helen D West 25
Authorization APPROVED Chris A West 25
Voucher APPROVED Helen D West 25
Voucher APPROVED Chris A West 25

[ Zave Changes ][ Cancel ]

Figure 5-28: Update Routing List Screen - Remove Routing Element - Save
4. Repeat the step above for each element to be removed from the selected routing list.

5. Select Save Changes when all routing element updates are complete.

5.6.3 Copy Routing Lists

The Copy Routing List button permits a DTA to make a copy of an existing routing list and save it to
another organization. DTS will copy the routing list name and all of its elements. After copying the rout-
ing list, the DTA may use the Update button to make changes to the new routing list. Use the steps in
Section 5.6.1 to search for the routing list to be copied. Beginning on the Routing List(s) (Search
Results) screen, use the below steps to copy a routing list:

1. Select Copy to choose the routing list to copy (Figure 5-29).
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me: Helen West D: 7201.1
Defense Travel System TOTRAN DTA Home Help for this Screen Logout
A New Era of Government Travel 0123456 DTA Maintenance
darch 07, 2011 - 11:29 ES
DTA Tools: EETEIEIRERE bl Search Routing List{s) | Create Routing List(s) | View Routing List List | View Delegated Authorities List

Routing List(s) (Search Results)

Routing List Name Organization Mame: TDTRAIN
Default Routing Lists Only: Mo Include Sub-Organizations: Yes
Glogjllicb;ate Individually Edit Organization Name Routing List Name Default Routing List
O] [ Update |[Copy][ Delets | TDTRAIN EXERCISE Mo
O] [ Update |[Copy][ Delets | TDTRAIN TRAINING Yes
O] [ Update |[Copy ][ Delete | TDTRAINKMB ROUTINE Yes

Select All  Clear All

Globally Update Selected Routing Lists {on this page)

Add Routing Element ] [ Remove Routing Element ] [ Replace Signature Authority

1-3of3

Figure 5-29: Routing List(s) (Search Results) Screen

The Copy Routing List screen opens (Figure 5-30). This screen displays the information from the cop-
ied routing list.

=t Screen D: 7202.2

DTA Home Help for this Screen Logout

Defense Travel System

A New Era of Government Travel

o et e DTA Maintenance
DTA Tools: EEMNEIESS 03l Search Routing List{s) | Create Routing List(s) | View Routing List List | View Delegated Authorities List

Copy Routing List * Required

Routing List Name: TRAINING
Qrganization Mame: TOTRAIN

MNew Routing List Name: * | TRAINING |

Organization MName: * | TDTRAIN v d

IMake this the default routing list?: (O Yes (& Mo [Mote: Changing the default reuting list will only
affect newly created travelers and these re-assigned
to the erganization. It has no affect on the default
reuting list of travelers who have already been
created.]

[ copyRoutingList [ Cancel |

Figure 5-30: Copy Routing List Screen
2. Enter any changes (e.g. name, organization, and default status) for the new routing list.

See Table 5-8 for a description of the Copy Routing List screen.
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Table 5-9: Copy Routing List Screen Description

COPY ROUTING LIST SCREEN DESCRIPTIONS

FIELD OR OBJECT

DESCRIPTION

Routing List Name

Identifier that shows the name of the routing list for the details displayed.

Organization Name

Identifier that shows the name of the organization for the routing list and details
displayed.

New Routing List Name

Field that automatically displays the name of the copied routing list. The new
routing list may be renamed.

Organization Name

Drop-down list from which to select the name of the organization to which the
copied routing list will be associated.

Make this the default routing
list?

Radio buttons used to indicate whether or not the DTA wants to make this the
default routing list for the selected organization. Changing the default routing list
will only affect newly created traveler profiles and those reassigned to the
organization. It does not affect the default routing list of existing traveler profiles.

Copy Routing List

Button used to save the newly created routing list.

Cancel

Button used to exit this screen without saving the new list.

3. Select Copy Routing List.

The Routing List(s) Search Results screen displays the new routing list (Figure 5-31).

User Hame: Screen ID: 7201.1
DEfense Travel S}"Stem ' N TOTRAIN OTA Home Help for this Screen Logout
A New Era of Government Travel 123456 DTA Maintenance

March 07, 2011 - 11:37 EST

DTA Tools: EERGIESS

bl Search Routing List{s) | Create Routing List(s) | View Routing List List | View Delegated Authorities List

Routing List(s) (Szarch Results)

Routing List Mame: TRAINIMNG

Organization Name: TOTRAINKME

Default Routing Lists Only: Mo Include Sub-Organizations: Mo
Select to Individually Edit Organization N Routing List 1l Default Routing List
Globally UpdEtE nanduaiy I rganization MName outing LIs ame efau outing LIs
O] [ Update ][ Copy ][ Deletz | TDTRAINKMB TRAINING No

Select Al Clear All

Globally Update Selected Routing Lists {on this page)

Add Routing Element ] [ Femove Routing Element ] [ Replace Signature Authority ]

1-10f1

Figure 5-31: Routing List(s) Search Results Screen - New Routing List

4. Select Update to change or confirm the routing elements are correct for the destination and rout-

ing list.
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See the following sections for instructions about how to complete the new routing list:

+ 5.6.2.1 Add Routing Elements From Inside the Organization

+ 5.6.2.2 Add Routing Elements That Are External to the Organization
+ 5.6.2.3 Add Conditional Routing Elements

* 5.6.2.4 Remove Routing Elements.

5. Select Save Changes once all routing elements have been updated (Figure 5-32).

Sereen ID: 7203.1
DTA Home Help for thiz Screen Logout

Defense Travel System

A New Era of Government Travel

I-1ai'cl:| G.?'. .20.'11-- 11:39 EST DTA Maintenance

DTA Tools: EEAEas & Search Routing List{s) | Create Routing List{s) | View Routing List List | View Delegated Authorities List

Update Routing List

Routing List Name: TRAINING Default Routing List: O Yes & No
Organization Mame: TDTRAINKME

Add Routing Element

Edit Document Type Document Status Signature MName Level Process Name
Authorization CTO SUBMIT “CTO SUBMIT 2 BYPASS PNR
Authorization CTO BOOKED “CTOBOOKED 3 BYPASS PNR
Authorization APPROVED HelenDWest 25
Authorization APPROVED Chris A West 25
Local Voucher APPROVED Helen D West 26
Voucher APPROVED HelenDWest 28
Voucher APPROVED Chris A West 25
Authorization REVIEWED1 Eric T West 10 FOREIGN TRAVEL

[ Save Changes ] [ Cancel ]

Figure 5-32: Update Routing List Screen

5.6.4 Delete Routing Lists

The Delete Routing List screen allows the DTA to delete a routing list. DTS will not allow a routing list
to be deleted while it is being used; this means that if a traveler has the routing list selected in their pro-
file DTS will not allow the routing list to be deleted. If the DTA attempts to delete a routing list that is
identified in any traveler profile, an error message will explain why the routing list cannot be deleted.
DTAs cannot delete the default routing list for an organization. The DTA Maintenance Tool will delete
the default routing list automatically when the organization is deleted. Deleted routing list information
cannot be recovered.

Use the steps in Section 5.6.1 to search for the routing list to be deleted. Beginning on the Routing
List(s) (Search Results) screen (Figure 5-33), follow the below steps to delete a routing list:
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Screen ID: 7201.1
DEfense Travel S}fstem OTA Home Help for thiz Screen Logout
A New Era of Government Travel 10,1,2,3,4,5,8 _ DTA Maintenance
darch 07, 2011 -11:40 ES
DTA Tools: ERTEARES R4l Search Routing List(s) | Create Routing List(s) | View Routing List List | View Delegated Authorities List

Routing List(s) (Search Results)

Routing List Mame QOrganization Mame: TOTRAIN
Default Routing Lists Only: Mo Include Sub-Organizations: Yes
GIonllicb;zate Individually Edit Organization Name Routing List Mame Default Routing List
O [ Update |[Copy|[ Delete | TDTRAIN EXERCISE No
O [ Update |[Copy|[ Delete | TDTRAIN TRAINING Yes
O [ Update |[Copy|[ Delete | TDTRAINKMB ROUTINE Yes
0 [ Update |[Copy ][ Delete | TDTRAINKMB TRAINING Na

Select Al Clear Al

Globally Update Selected Routing Lists (on this page)
Add Routing Elerment ] [ Remave Routing Element ] [ Replace Signature Authority
1-40f4

Figure 5-33: Routing List(s) (Search Results) Screen
1. Select Delete to choose the routing list to be deleted.

The Delete Routing List screen opens (Figure 5-34).

. Helen Viest reen I0: 7204.1
DEfense Trave‘ System . TOTRAMN DTA Home | Help for this Screen | Logout

A New Era of Government Travel

01,23 45,
darch 07, 2011 - 11:41 EST

DTA Tools: EENGEIISE &4l Search Routing List{s) | Create Routing List{s) | View Routing List List | View Delegated Authorities List

o

DTA Maintenance

Delete Routing List

Routing List Mame: EXERCISE
Organization Mame:  TDTRAIN
Default Routing List:  false

| DelsteRoutingList || Cancel |

Figure 5-34: Delete Routing List Screen
2. Verify the details for the selected routing list and confirm that it is the one to be deleted.

3. Select Delete Routing List.
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The Routing Lists(s) (Search Results) screen opens. The deleted routing list is no longer listed (Figure
5-35).

Screen ID: 72011
Defense Tra\'el S}'Stem DTA Home | Help for this Screen | Logout
A New Era of Government Travel Ar:.1g'rc1rizc- 'zjc'1i'.s11-:zec- DTA Maintenance

DTA Tools: ERTGEIEIREE B3l Search Routing List{s) | Create Routing List{s) | View Routing List List | View Delegated Authorities List

Routing List(s) (Search Results)

Routing List Name
Default Routing Lists Only: Mo

Organization Mame: TDTRAIN
Include Sub-Organizations: Yes

GIDE:Illi‘:LtJ:;ate Individually Edit Organization Mame Routing List Name Default Routing List
O ((Update |[Copy][ Delete |  TDTRAIN TRAINING Yes
O [ Update |[Copy|[ Delete | TDTRAINKMB ROUTINE Yes
O] [ Update |[Copy ][ Delete | TDTRAINKMB TRAIMING Mo

Select Al Clear All

Globally Update Selected Routing Lists {on this page)
Add Routing Element ] [ Remove Routing Element ] [

Replace Signature Authority

1-3of3

Figure 5-35: Routing List(s) (Search Results) Screen - Routing List Deleted

If the DTA selects a default routing list, the error message shown in Figure 5-36 will display. The DTA
must designate the default status to a different routing list before the default routing list can be deleted.

Screen D: 72041
Defense Travel System DTA Home Help for this Screen Logout
A New Era of Government Travel DTA Maintenance
DTA Tools: EEMEIESE b4l Search Routing List{s) | Create Routing List{s) | View Routing List List | View Delegated Authorities List

Domain Error

The following domain validation errors have occurred:

« The routing list cannot be deleted since itis currently designated as the default routing list for its associated

organization. Please select a different routing list as the default for the organization if you wish toa delete this routing
list.

Delete Routing List

Routing List Name:  TRAINING
Organization Mame:  TDTRAIN
Default Routing List:  true

[ Delete Routing List || Cancel |

Figure 5-36: Delete Routing List Screen With Error Message
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5.6.5 Create a Routing List

To create a routing list in DTS means to create and name an empty shell. The DTA adds routing ele-
ments afterward (see Sections 5.6.2.1, 5.6.2.2, and 5.6.2.3). To create a routing list, use the below
steps:

1. Select Routing Lists from the DTA Tools drop-down list (Figure 5-37).

Screen ID: 7000.1
Defense Travel system DTA Home Help for this Screen Logout
A New Era of Government Travel DTA Maintenance

DTA Tools:

with the ahility to create and modify organizations. routing lists. groups. people, and lines of
n option from the DTA Tools dropdown menu above

f Accounting
ion Travel

Your Maintenance Tool Permissions:
* You have the proper permissions to edit organizations
You have the proper permissions to edit routing lists
You have the proper permissions to edit groups
You have the proper permissions to edit people
You have the proper permissions to edit lines of accounting (LOAs)
You have the proper permissions to edit permissions
You do NOT have the proper permissions access MIS
You do NOT have the proper permissions access ROA

Figure 5-37: DTA Maintenance Tool Home Page
The Search Routing List(s) screen opens (Figure 5-3).
2. Select the Create Routing List(s) link on the navigation bar.

The Create Routing List screen opens (Figure 5-38).

. Helen Viest reen I0: 7202.1

Defense Travel System TOTRAN DTA Home Help for this Screen Logout
A New Era of Government Travel 0123456 DTA Maintenance
darch 07, 2011 - 11:47 ES
DTA Tools: EERGEIIRE &4l Search Routing List{s) | Create Routing List{s) | View Routing List List | View Delegated Authorities List

Create Routing List " Required

Routing List Mame: © MEDICAL |

Organization Mame: ™ | JIRANRZAUN) b d

Make this the default routing list?: (7 Yes (5) Mo [Mote: Changing the default routing list will only
affect newly created travelers and those re-assigned
to the erganization. It has no affect on the default
routing list of travelers who have already been
created ]

[ Save Routing List ] [ Cancel ]

Figure 5-38: Create Routing List Screen
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3. Enter the name of the routing list in the Routing List Name field.

Table 5-10 describes the fields and objects list on the Create Routing List screen.

Table 5-10: Create Routing List Screen Description

CREATE ROUTING LIST SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION
Routing List Name Field in which to enter the name of the routing list that to be created.
Organization Name Drop-down list of organization names. Use to select the organization to which a DTA

will add the new routing list.

Make this the Radio buttons used to indicate whether or not this will be the default routing list for the
default routing list? selected organization. Changing the default routing list will affect only newly created
travelers and those reassigned to the organization. It will not change the default
routing list of the organization’s existing travelers.

Save Routing List Button used to save the newly created routing list.

Cancel Button used to exit this screen without saving the list.

4. Select the Organization Name drop-down list and choose the organization to which the new
routing list will be added.

5. Select Yes or No to indicate whether or not the new routing list will be the default.

6. Select Save Routing List.
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5.7 Global Routing Maintenance

Global Routing Maintenance allows the DTA to add and remove routing elements and replace signature
authority to multiple routing lists at the same time. To update multiple routing lists at once, the DTA must
first search for all routing lists to include in the update. Beginning on the Routing List(s) (Search Results)
screen (Figure 5-39), the DTA may add or remove routing elements and replace signature authority to
more than one list at a time.

Screen ID: 7201.1
DTA Home Help for thiz Screen Logout

Defense Travel System

A New Era of Government Travel

DTA Maintenance

DTA Tools: ERTEIFIRES b4l Search Routing List(s) | Create Routing List({s) | View Routing List List | View Delegated Authorities List

Routing List(s) (Search Results)

Routing List Name Organization Mame: TOTRAIN
Default Routing Lists Only: Mo Include Sub-Crganizations: Yes
Sl Individually Edit Crganization Mame Routing List Mame Default Routing List
Globally Update
O [ Update | Copy|[ Delete | TDTRAIN MEDICAL No
O [ Update |[ Copy|[ Delete | TDTRAIN TRAINING Ves
O [ Update |[ Copy|[ Delete |  TDTRAINKMB ROUTINE Yes
@ [ Update |[ Copy|[ Delete | TDTRAINKMB TRAINING No

Select All Clear Al

Globally Update Selected Routing Lists {on this page)
Add Routing Elernent ] [ Remave Routing Element ] [ Replace Signature Authority
1-40f4

Figure 5-39: Routing List(s) (Search Results) Screen
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5.7.1 Add Routing Elements to Multiple Routing Lists

To add routing elements to more than one routing list, the DTA must begin on the Routing List (Search

Results) screen (Figure 5-39).

1. Check the Select to Globally Update check box next to the routing lists that require the addition

of a routing element (Figure 5-40).

7, 2011 - 11:48 EST

DTA Tools: ERTIERREEH v

Screen ID: 72011
Defense Trave‘ System DTRAM D74 Heme | Help for this Screen | Legout
A New Era of Government Travel 3 c: DTA Maintenance

Search Routing List(s) | Create Routing List{s) | View Routing List List | View Delegated Authorities List

Routing List(s) (Search Results)

Routing List MName
Default Routing Lists Only: Mo

Organization Mame: TDTRAIN
Include Sub-Organizations: Yes

GIDS:IllicltJ:)Ddate Individually Edit Organization Mame Routing List Name Default Routing List
O [ Update |[copy|[ Delete | TDTRAIN MEDICAL Na
[ Update |[copy|[ Delete | TDTRAIN TRAINING Yes
[ Update ][ Copy][ Delete | TDTRAINKMB ROUTINE Yes
[ Update [ Capy][ Delete | TDTRAINKMB TRAINING No

Select All Clear All

Globally Update Selected Routing Lists {on this page)
Add Routing Element ] [

Remove Routing Element ] [ Replace Signature Authaority ]

1-4qf4

Figure 5-40: Routing List(s) (Search Results) Screen - Globally Update Checked

2. Select Add Routing Element.
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The Globally Add Routing Element screen opens. All the routing lists named on the screen will be
updated (Figure 5-41). Table 5-11 describes the fields and objects on the Globally Add Routing Ele-
ment screen.

Helen West Screen ID: 7206.1

DEfense Trave‘ System TDTRAIN D14 Home Help for this Screen Logout
A New Era of Government Travel on 01,224 58 ~ DTA Maintenance
& March 07, 2011 - 11:51 ES
DTA Tools: ERTRIERRES b4l Search Routing List(s) | Create Routing List(s) | View Routing List List | View Delegated Authorities List

Globally Add Routing Element * Required

Documnent Type: © | SelectOne .. |

Document Status: © You must select an option from the Document Type’ list.

Signature Name: ’ [ Search ] -[ Xorg Search | =

Level:

Process Mame:  You must select an option from the 'Document Status” list.

+ Read-only field, use Search button

Routing List(s) To Be Updated:

Organization Mame Routing List Name Default Routing List
TDTRAIN TRAIMIMNG Yes
TOTRAINKIMB ROUTINE Yes
TOTRAINKIMB TRAINING No
[ Globally Add Routing Element ] [ Cancel ]

Figure 5-41: Globally Add Routing Element Screen
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Table 5-11: Globally Add Routing Element Screen Description

GLOBALLY ADD ROUTING ELEMENT SCREEN DESCRIPTION

FIELD OR OBJECT

DESCRIPTION

Document Type

Drop-down list to choose the type of document to which the selected routing list applies.

Document Status

Drop-down list to choose the stamp to be applied to the document (e.g., APPROVED).

Signature Name

Name of Routing Official or status in the system to whom the document must route before
proceeding to the next step.

Search

Button used to search for the signature name.

Xorg Search

Button used to search for the signature name from another organization using the SSN.

Level

Level of the stamp in the routing list of a document.

Process Name

Field that indicates a special process that a document must go through. Used in
conjunction with CTO SUBMIT, CTO BOOKED, and the conditional routing status.

Routing List(s) To Be
Updated

Heading above the organization names and routing lists that will be affected by this global
change.

Organization Name

Column heading above the name(s) of the organization(s) that will be updated.

Routing List Name

Column heading above the names of the routing lists that will be updated.

Default Routing List

Column heading above indicators that display whether or not the routing list being
updated is the default routing list.

Globally Add Routing Ele-
ment

Button used to save updates to the identified routing lists.

Cancel

Button used to cancel without making any changes.
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Chapter 5: Routing Lists

3. Complete the Document Type, Document Status, Signature Name, and Level fields (Figure 5-
42).

Screen ID: 72061
TOTRAN DTA Home Help for thiz Screen Logout

Defense Travel System

A New Era of Government Travel

DTA Tools: ERTIEIRES

==

on: 0,1, 2 56
2011 - 1152 EST

= March 07,

DTA Maintenance

Search Routing List(s) | Create Routing List(s) | View Routing List List | View Delegated Authorities List

b

Globally Add Routing Element " Required
Document Type: © | Voucher hd
Document Status: © | APFROVED hd
Signature Mame: * |Eric T West [ Search ] -[ Xorg Search |+
Level: © |25
b

Process Mame:

+ Read-only field, use Search button

Routing List(s) To Be Updated:

Organization Name

Routing List Name

TDTRAIN TRAINING Yes
TOTRAINKIMB ROUTINE Yes
TDTRAINKIMB TRAINIMNG Mo

Default Routing List

] [ Cancel ]

[ Globally Add Routing Element

Figure 5-42: Globally Add Routing Element Screen
Complete the Process Name field if conditional routing is necessary.

5. Select Globally Add Routing Element.

The Globally Add Routing Element Summary screen indicates whether or not the update was success-

ful for each of the routing lists selected for this process (Figure 5-43).

Screen ID: 72071
DTA Home Help for thiz Screen Logout

Defense Travel System

A Mew Era of Government Travel

DTA Tools: EETRIFIRES

W

ate: March

Search Routing List{s) | Create Routing List{s) | View Routing List List | View Delegated Authorities List

¥, 2011 - 11:58 EST

DTA Maintenance

Globally Add Routing Element Summary

Organization Name

Routing List Name

TOTRAIM TRAIMING Yes Successful
TOTRAIMNKMB ROUTIMNE Yes Successful
TOTRAINKME TRAIMIMNG Mo Successful

Default Routing List Update Result

Figure 5-43: Globally Add Routing Element Summary Screen
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Chapter 5: Routing Lists
Note: The Globally Add Routing Element feature will not replace existing elements; it only adds new
elements.
6. Select OK after viewing the update results.

The four routing lists shown in Figure 5-43 have been updated with Chris Carson as the Routing Offi-
cial who will approve vouchers.

5.7.2 Remove Routing Elements From Multiple Routing Lists
To remove routing elements from multiple routing lists, the DTA must begin on the Routing List(s)
(Search Results) screen.

1. Check Select to Globally Update boxes for all routing lists that requires the removal of a routing
element (Figure 5-44).

Helen West Sereen ID: 7201.1

DEfense Trave‘ System TOTRAN OTA Home Help for this Screen Logout|
A New Era of Government Travel P 0.1,23258 ~ DTA Maintenance
R = March 07,2011 - 11:58 ES
DTA Tools: ERTREIRRS 84l Search Routing List(s) | Create Routing List{s) | View Routing List List | View Delegated Authorities List

Routing List(s) (Search Results)

Routing List Name Organization Name: TDTRAIN
Default Routing Lists Only: Mo Include Sub-Organizations: Yes
G|D§:|||§JCEJ|:1318 Individually Edit Organization Name Routing List Mame Default Routing List
O [ Update ][ Copy|[ Delete | TDTRAIN MEDICAL No
O [ Update | Copy|[ Delete | TDTRAIN TRAINING Yes
O [ Update | Copy|[ Delete | TDTRAINKMB ROUTINE Ves
O [ Update |[Copy || Delete | TDTRAINKMB TRAINING No

Select Al Clear All

Globally Update Selected Routing Lists (on this page)

[ Add Routing Element ] [ Remaove Routing Element ] [ Replace Signature Authority ]

1-40f4

Figure 5-44: Routing List(s) (Search Results) Screen
2. Select Remove Routing Element.

The Globally Remove Routing Element screen opens.
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3. Complete the field(s) (Document Type, Document Status, Signature Name, and Level) to be
removed from the routing lists (Figure 5-45).

Screen ID: 7206.2
DTA Home Help for thiz Screen Logout

Defense Travel System

A New Era of Government Travel

DTA Maintenance

DTA Tools: ERERREE 03 Search Routing List{s) | Create Routing List(s) | View Routing List List | View Delegated Authorities List

Globally Remove Routing Element

Document Type: ' | Authorization |

Document Status: = | APPROVED hd

Signature Mame: * |Eric T West [ Search ] -[ Xorg Search | =

Level: 7 |25

" This is not a required field, but if inputted, at least one other field must be inputted
2 This is not a required field, but may be the only field with an input
= Read-only field, use Search button

Routing List{s) To Be Updated:

Organization Name Routing List Mame Default Routing List
TOTRAIN TRAINING Yes
TOTRAINKIVB ROUTINE Yes
TOTRAINKIB TRAINING Mo
| Globally Remave Routing Element || cancel |

Figure 5-45: Globally Remove Routing Element Screen
4. Select Globally Remove Routing Element.

The Globally Remove Routing Element Summary screen indicates whether or not the update was suc-
cessful for each of the routing lists selected for this process.

5. Select OK after viewing the results.

5.7.3 Replace Signature Authority on Multiple Routing Lists

To replace the signature name on more than one routing list at a time, the DTA must begin on the
Routing List (Search Results) screen.

1. Check the Select to Globally Update box for the routing lists on which the DTA will replace signa-
ture authority (Figure 5-46).
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Screen ID: 72011

DTA Home Help for thiz Screen Logaut

Defense Travel System

A New Era of Government Travel

c e

012,24 58 i
“March 07, 2011 - 12:01 EST DTA Maintenance

DTA Tools: EETNIESS P4l Search Routing List(s) | Create Routing List(s) | View Routing List List | View Delegated Authorities List

Routing List(s) (Search Results)

pul

Routing List Name Organization Mame: TOTRAIN
Default Routing Lists Only: No Include Sub-Organizations: Yes
Eaaals Individually Edit Organization Name Routing List Name Default Routing List
Globally Update v 9 : L
O [ Update |[Copy|[ Delete | TDTRAIN MEDICAL No
[(Update |[Copy][ Delete | TDTRAIN TRAINING Yes
[ Update [ Copy][ Deletz | TDTRAINKMB ROUTINE Yes
[ Update ][ Copy][ Deletz | TOTRAINKMB TRAINING No

Select All Clear All

Globally Update Selected Routing Lists {on this page)
Add Routing Element ] [ Femove Routing Element ] [ Replace Signature Authority ]

1-40f4

Figure 5-46: Routing List(s) (Search Results) Screen - Globally Update Checked
2. Select Replace Signature Authority.

The Globally Replace Signature Authority screen opens (Figure 5-47). See Table 5-12 for descriptions
of the fields and objects on the Globally Replace Signature Authority screen.

Screen I0: 7206.3
Defense Travel System DTAHome | Hel for this Screen | Logout
A New Era of Government Travel DTA Maintenance
DTA Tools: EERGEIIRES &l Search Routing List{s) | Create Routing List{s) | View Routing List List | View Delegated Authorities List
Globally Replace Signature Authority * Required
Old Signature Name:™ [ search | <[ orgsearcn |-
MNew Signature Name:™ [ Search ] -[ Korg Search ] +

+ Read-only field, use Search button

Routing List{s) To Be Updated:

Organization Mame Routing List Name Default Routing List
TOTRAIN TRAIMING Yes
TDTRAINKIVEB ROUTINE Yes
TDTRAINKIME TRAIMING No
[ Globally Replace Signature Autharity | [ cancel |

Figure 5-47: Globally Replace Signature Authority Screen
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Table 5-12: Globally Replace Signature Authority Screen Description

GLOBALLY REPLACE SIGNATURE AUTHORITY SCREEN DESCRIPTION

FIELD OR OBJECT

DESCRIPTION

Old Signature Name

Field in which to enter the existing signature name on the routing list by using
one of the search functions.

New Signature Name

Field in which to enter the new signature name by using one of the search
functions.

Search

Button used to search for a signature name from the same organization using
the SSN or last name.

Xorg Search

Button used to search for a signature name from another organization using
the SSN.

Routing List(s) To Be Updated

Heading above the organization name(s) and routing lists that will be affected
by this global change.

Organization Name

Column heading above the name(s) of the organization(s) that will be
updated.

Routing List Name

Column heading above the names of the routing lists that will be updated.

Default Routing List

Column heading above indicators that display whether or not the routing list
being updated is the default routing list.

Globally Replace Signature
Authority

Button used to save updates to the routing lists

Cancel

Button used to cancel without making any changes

3. Complete the Old Signature Name field.

4. Select Search to search within an organization.

-OR-

Select Xorg Search to search external organizations.

The Search People screen opens (Figure 5-48). If the DTA selected Xorg search, the Search People
screen shown in Figure 5-49 opens. This requires the DTA to enter the SSN of the signature name.
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Search People * Required

Organization Mame: * | TDTRAIN + | []-Include Sub-Organizations

SSN:
OR

Last Mame:

First Mame:

You must specify at least an SSM or a name (last required, first optional} in addition to specifying an Organization
name. If you choose to enter matching information for both the SSM and the name, you may get a match. However, if
the set of SSN and name you entered do not belong to the same person, no result will be shown even if the SSN or the
name you entered is correct. For best results, it is recommended that you enter either an SSN or a name, but not both.

ZSearch Close Window
| I |

Figure 5-48: Search People Screen

Search People * Required
SSN:

Search Close Window
[ I ]

Figure 5-49: Search People Screen (Xorg)
5. Enter the SSN or last name of the signature name.

6. Select Search.

The Search People Results screen opens (Figure 5-50).

Search People Results
Organization Mame: TOTRAIN Last Mame: WEST SSN
Include Sub-Organizations: falze First Name: ERIC
Select Person MName SSN Organization
West, Eric T 999989743 TDTRAIN
1-10f1
[ Backto Pecple Search ] [ Close Window ]

Figure 5-50: Search People Results Screen

7. Choose Select to select the signature name.

Page 5-52 DTS Release 1.7.8.0, DTA Manual, Version 4.4.32, Updated 3/8/11

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



Chapter 5: Routing Lists

The signature names display on the Globally Replace Signature Authority screen (Figure 5-51).

cer Nam 2 reen ID: 7206.3
Defense Travel S}fstem drgan =s= TOTRAN DTA Home | Help forthis Screen | Logout
A New Era of Government Travel 0123456 DTA Maintenance
March 07, 2011 - 12:02 ES
DTA Tools: RTINS & Search Routing List{s) | Create Routing List{s) | View Routing List List | View Delegated Authorities List

Globally Replace Signature Authority * Required
Old Signature Mame:® |Eric T West [ Search ] -[ Xorg Search ] +
Mew Signature Name:® | Jake Carter  search | -[_XorgSearch |-

+ Read-only field, use Search button

Routing List(s} To Be Updated:

Organization Mame Routing List Name Default Routing List
TDTRAIN TRAINING Yes
TDTRAINKMB ROUTINE Yes
TDTRAINKMB TRAINING Mo
| Glebally Replace Signature Atharity |[ cancel |

Figure 5-51: Globally Replace Signature Authority Screen
8. Select Globally Replace Signature Authority to replace the signatures in multiple routing lists.

9. The Globally Replace Signature Authority Summary screen indicates whether or not the update
was successful for each of the routing lists selected for this process (Figure 5-52).

=6 = Screen ID: 7207.3
Defense Travel System A 5 TOTRAMN DT4 Home | Help forthis Screen | Logout
A New Era of Government Travel _512-02 - DTA Maintenance
DTA Tools: ERTRIEARRS b4l Search Routing List({s) | Create Routing List{s) | View Routing List List | View Delegated Authorities List

Globally Replace Signature Authority Summary

Organization Name Fouting List Mame Default Routing List Update Result
TOTRAIM TRAINING Yes Successful
TOTRAIMKIMB ROUTINE Yes Successful
TOTRAIMNKIVEB TRAINING Mo Successful

Figure 5-52: Globally Replace Signature Authority Summary Screen

10. Select OK.
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5.8 Create a Routing List for a Self-AO

Travelers can be designated as Self-AOs in cases where they need to approve their own authorization.
Self-AOs can approve their own authorizations only if no request for a non-ATM advance or no scheduled
partial payments (SPPs) have been requested. Self-AOs cannot approve their own vouchers. In these
cases, an authorized individual in the Self-AQ's routing list must approve the document. To enable this type
of approval, a backup AO should be named in the routing list.

5.8.1 Designate a Traveler as a Self-AO

In order to be designated a Self-AO, the traveler must complete the standard process to approve
authorizations in DTS. Additional information can be found in the DTS Financial Field Procedures
Guide.

Self-AOs' profiles must reflect that the traveler is a Self-AO. Beginning on any screen in the DTA Main-
tenance Tool, the DTA may use the following steps to complete the process:

1. Select the DTA Tools drop-down list and choose People.

2. Search for the traveler's name.

3. Select Update for the correct traveler in the list.

4. Select Continue.

5. Select the Yes radio button (under General Traveler Data) to grant Self-AO Approval.

6. Check the 0, 1, and 2 check boxes for Editable Permission Level(s).

Level 1 is optional for view-only access to the budget. Level 2 is for access to Route and Review.

7. Select Save Changes.

5.8.2 Identify a Traveler as an AO in the Routing List

A DTA must identify Self-AOs as AOs in their own routing lists. Beginning on any screen in the DTA
Maintenance Tool, follow the below steps to complete the process:

1. Select the DTA Tools drop-down list and select Routing Lists.

The Search Routing List(s) screen opens (Figure 5-3).

2. Search for the routing list to be updated.

3. Select Update.

The Update Routing List screen opens.

4. Select Add Routing Element.

The Add Routing Element screen opens.

5. Select the Document Type drop-down list and choose Authorization.

6. Select the Document Status drop-down list and choose APPROVED.
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7. Select Search to complete the Signature Name field.

The Search People screen opens.

8. Enter the traveler's name or SSN.

The Search People Results screen opens.

9. Choose Select next to the name of the traveler.

10. Enter the Level for the AO (use the same level as the backup AO).
11. Leave the Process Name field blank.

12. Select Add Routing Element to accept the entered element.

13. Select Save Changes (Figure 5-53). See Section 5.6.2 for more details.

Helen West Screen ID: 7203.1

DEfense Trave‘ System ) TDTRAIN DTA Home Help for thiz Scresn Logout
A New Era of Government Travel 01234858 DTA Maintenance
March 07, 2011 - 12:08 ES
DTA Tools: ERTRIFIRRS b4l Search Routing List(s) | Create Routing List{s) | View Routing List List | View Delegated Authorities List

Update Routing List

Routing List Mame: TRAINING Default Routing List: Yes

= ) Add Routing Element ]
Organization Mame: TOTRAIN

Edit Document Type Document Status Signature Mame Level Process Name

Authorization CTO SUBMIT *CTO SUBMIT 2 BYPASSFHNR
Authorization CTO BOOKED **CTO BOOKED 3 BYPASSPHNR
Authorization APPROVED Helen D West 25
Authorization APPROVED Chris A West 25
Local Voucher APPROVED Helen D West 25

Voucher APPROVED Jake Carter 2

Voucher APPROVED Helen D West 25

Voucher APPROVED Chris A West 25
Zave Changes ][ Cancel ]

Figure 5-53: Update Routing List Screen

14. Verify that the Self-AQ’s default routing list has been assigned as the routing list updated in this
process.

DTAs may confirm Self-AO’s default routing list by viewing the Routing List Name field in the traveler's
profile in the DTA Maintenance Tool. See Section 7.3.2, Update Personal Profiles.
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5.9 Assign Routing Lists to People

DTAs will use the People feature of the DTA Maintenance Tool to assign routing lists to travelers. As dis-
cussed earlier, each traveler is assigned a default routing list in their profile. There may be more than one
routing list from which to select, depending on the number of routing lists created for the organization. A
traveler may change the default routing list before creating a travel document to allow that document to be
routed to a different series of Routing Officials.

To assign a routing list, see Section 7.3.2, Update Personal Profiles.

5.10 View a List of Routing Lists

The DTA can generate a report that identifies all the routing lists and their elements for the organization
identified.

Follow the below steps to view a list of routing lists:

1. Select the DTA Tools drop-down list and choose Routing Lists.
The Search Routing Lists screen opens (Figure 5-3).

2. Select View Routing List List.

The View Routing List List screen opens (Figure 5-54).

Screen ID: 1458.1

DTA Home Help for this Screen Logout

Defense Travel System

A New Era of Government Travel 3.4,56 o DTA Maintenance
WMarch 07, 2011 - 12:08 ES

DTA Tools: EETEEEREE 4l Search Routing List{s) | Create Routing List{s) | View Routing List List | View Delegated Authorities List

View Routing List List

Organization Mame: | TDTRAIN v d [ —Include Sub-Crganizations

Run Report

Figure 5-54: View Routing List List Screen
3. Select Organization Name drop-down list and choose the organization. A DTA’s organization access
limits the organizations they can search.
-Soelz-ct the magnifying glass icon to search the organization list.
4. Check Include Sub-Organizations to include suborganizations in the report.

5. Select Run Report.

The DTA is prompted to download the compiled report, which may be downloaded to their computer or
viewed in a separate window as an Excel spreadsheet.
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6. Select Open to display the report on the screen (Figure 5-55).
-OR-
Select Save to download the file to the hard drive.
-OR-
Select Cancel to cancel the action and return to the previous screen.

A B C D E F G
1 Organization Name Routing List NMame Document Type Document Status Signature Name Level Process Name
2 For Official Use Only
3 Title: Routing List Report Run Date: Mon Mar 07 12:10:25 EST 2011 Search Criteria: Organization: TDTRAIN Sub-Orgs: No
4 |TDTRAIN TRAINING AUTH CTO SUBMIT *CTO SUBMIT 2 BYPASS PNR
5 TDTRAIN TRAINING AUTH CTO BOOKED “*CTO BOOKED 3 BYPASS PNR
65 TDTRAIN TRAINING AUTH APPROVED HELEN D WEST 25
7 TDTRAIN TRAINING AUTH APPROVED CHRIS AWEST 25
3 TDTRAIN TRAINING LVCH APPROVED HELEN D WEST 25
9 TDTRAIN TRAINING VCH APPROVED JAKE CARTER 25
10 TDTRAIN TRAINING VCH APPROVED HELEN D WEST 25
11 TDTRAIN TRAINING VCH APPROVED CHRIS AWEST 25

Figure 5-55: List of Routing List

5.11 View Delegated Authorities List

The Delegated Authorities List displays the delegation of signature authority for the routing lists of an orga-

nization.

Follow the below steps to view the Delegated Authorities List:

1. Select the DTA Tools drop-down list and choose Routing Lists.
The Search Routing Lists screen opens (Figure 5-3).

2. Select View Delegated Authorities List.

The View Delegated Authorities List screen opens (Figure 5-56).

glen West 0 14571
DEfense Trave‘ System DTA Home Help for thiz Screen Logout
A New Era of Government Travel 01,23 456 _ DTA Maintenance
= March 07, 2011 - 1213 ES
DTA Tools: ERTRIEIRRE bl Search Routing List(s) | Create Routing List({s) | View Routing List List | View Delegated Authorities List

View Delegated Authorities List

Organization Mame: | TDTRAIN ¥ d [ -Include Sub-Organizations

Run Report

Figure 5-56: View Delegated Authorities List Screen
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3. Select the Organization Name drop-down list and choose the organization. The DTA'’s organization

access limits what organizations they will see in the list.
-OR-
Select the magnifying glass icon to search for the organization.

4. Check the Include Sub-Organizations check box to include suborganizations in the report.
5. Select Run Report.

The DTA is prompted to download the compiled report, which may be downloaded to their computer or
viewed in a separate window as an Excel spreadsheet.

6. Select Open to display the report on the screen (Figure 5-57).
-OR-
Select Save to download the file to the hard drive.
-OR-
Select Cancel to cancel the action and return to the previous screen.

A B D E F G H | J
Last First SSN (Last4  Organization Delegate Last Delegate First Delegate Delegate SSN Delegate's Organization
1 Name Name digits) of Agsignment Name Name Middle Initial (Last 4 digits) of Assignment
2 |For Official Use Only
3 |Title: Delegated Authorities Report Run Date: Mon Mar 07 12:15:08 EST 2011 Search Criteria: Organization;: TDTRAIN Sub-Orgs: No
4 West Helen  XXXXX9740 TDTRAIN West Chris A HOOOKeT4 TDTRAIN
Figure 5-57: Delegated Authorities List
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Chapter 6: Groups

CHAPTER 6: GROUPS

In the Defense Travel System (DTS), a group is an electronic list of travelers’ names. The Groups module
allows users who have group access to open and edit group members' profiles and travel documents at
any time. Defense Travel Administrators (DTAs) use the Groups module to maintain traveler data and
manage travel documents. This chapter covers the following topics:
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6.1 Groups in DTS

Groups are used in DTS to limit access to travelers' personal information to the users who are authorized
to access that group. This protection of personal information complies with the Privacy Act. The Groups
module also facilitates higher-level access for management, help desk, and Travel Assistance Center
(TAC) support.

Since all travelers must belong to a group, the LDTA needs to make sure each travel is assigned to one.
Travelers may belong to more than one group.

Unlike organizations, groups are non-hierarchical. Although one group may include travelers who belong

to organizations of different levels, all members of the group have been assigned to it because of a com-

mon factor related to accessing their documents. There is no relationship between groups and routing lists,
reports, accounting, or budgets.

Group names are controlled at the local level. Specific permission levels allow DTAs to create a name for a
group and add members. DTAs consider the organization hierarchy and routing lists to decide which orga-
nizations need a group to facilitate data maintenance, document preparation, and help desk support. They
also use this information to determine the number of groups an organization may need.
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Chapter 6: Groups

DTAs maintain the group membership for those organizations to which they have access. Travelers may
be added to groups by two methods:

* Manually, one at a time. See Section 6.3.5.3
+ Automatically, as part of an organization, through Global Group Membership Rules (GGMRs).
See Section 6.3.6

DTAs may grant group access to clerks, Non-DTS Entry Agents (NDEAs), and others to allow anytime
access to the personal data and documents of travelers. Group access is not associated with any specific
permission levels.

6.1.1 Main Group

The main group encompasses all travelers belonging to a main organization, from the top level in the
naming sequence to its lowest-level subordinate organization (suborganization). The main group can
provide the local help desk with access to all travelers' documents, and allows the help desk to
research rejects or errors. The Lead DTA (LDTA) should ensure that each traveler is a member of at
least one group.

6.1.2 Other Groups

DTAs may create other groups at various levels to allow authorized users access to specific traveler
information and to create or update authorizations for travelers. Such users include Service or Agency
DTAs, unit clerks, Centrally Billed Account (CBA) Specialists, CBA-DTAs, Transportation Officers
(TOs), all Routing Officials, and help desk personnel. Each group is created as a stand-alone entity.
Examples of other groups are as follows:

*  Organization Group: The most common group in DTS. Created and maintained at the lowest
level where a clerk or other administrative support is available. There is no requirement for a
group to be created for each organization. See Section 6.2 for an explanation of planning for
groups.

» Service or Agency Group: Facilitates the support activities provided by the service or agency
program office.

* Routing List Group: May be created and maintained for an organization with two or more dis-
tinct sets of personnel using different routing lists with different approval chains and separate
sets of travel records. There is no requirement for a group to be created for each routing list or
AO.

Note: There is no such structure as a subgroup in DTS. Groups created in DTS are not hierarchical.

Although groups are not hierarchical, the organizations that they serve are. The Organization DTA
(ODTA) can look down the organization’s hierarchy and either establish the GGMR or individually add
and delete group members. DTAs with lower-level organization access cannot see any organizations
higher in the hierarchy than their own. They cannot see a group that belongs to a higher-level organi-
zation.

Large organizations may have one group or multiple groups, depending on the organization’s informa-
tion or document management needs. This allows travelers to be placed in more than one group when
their duties require them to work in areas other than their assigned organization. Each group is a sep-
arate entity; manually adding a traveler to the group for the organization does not add the same trav-
eler to another group. Travelers must be manually added to each group unless a GGMR is used. This
process is explained in Section 6.3.6.
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6.2 Planning for Groups

It is important to plan carefully before naming and creating groups. The below steps will guide DTAs in
planning, creating, and maintaining groups in DTS:

1. Identify the organization that will own the group and the individuals who will be granted group
access. All organizations must have at least one group, while others may have more groups,
depending on the need for document access.

2. ldentify the group or groups to which the organization’s GGMR will apply.

3. Establish the group structure with appropriate group access.

This chapter describes groups and the steps to create groups in DTS.
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6.2.1 Group Structure Example

In DTS, an organization chart can identify organizations that require a group. Each organization should
identify the individuals who need anytime access to travelers' documents. An example of an organiza-
tional chart is shown in Figure 6-1.

Sample Organization and Group Structure

Whiteman AFB, MO

DECWT ]

DFCWTS09BW
509th Bomber Wing
Group name: S09BW

DFCWTS509BWOG
509th Operations Group
Group name: 0OG

A
[ |

DFCWTS09BWOGSUP DFCWTS00BWOG325BS
508th Support Squadron 325th Bomb Squadron
Group name: SUP

Group name: SUP

Group name: OG

Group name: 509 BW

Figure 6-1: Example of Organization Structure for 509th Bomb Wing
Start at the lowest-level organization (DFCWT509BWOGSUP) and read up the organization chart. In
the example, DFCWT509BWOGSUP has a clerk who maintains traveler data and creates documents.
This organization needs a group.

Note: DTS uses group identifiers because different organizations may use the same name for their
groups. The group identifier has two parts: a DTS organization name and the group name.
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The next higher organization (DFCWT509BWOG) has a clerk and a DTA who support the
DFCWT509BWOGSUP and DFCWT509BWOG325BS organizations. A group will be created here so
that a GGMR can be built for each organization. This is done to ensure that all travelers assigned to
either organization are members of this group.

The highest organization (DFCWT509BW) has a clerk and DTA who support the DFCWT509BWOG,
DFCWT509BWOGSUP, and DFCWT509BWOG325BS organizations. A group will be created here to
ensure that all travelers in the lower level organizations are members of this group.

6.2.2 Group Structure Summary

The group structure for a main organization consists of the following:

+ Names of groups to be created

*  Group Organization Owner Name

» List of personnel who require group access to each group
*+ GGMR for each organization

This group structure or mapping of organizations to groups, access, and membership must be main-
tained in order to facilitate any changes. The group structure is another part of the road map for setup
and ongoing maintenance of DTS for any site. Table 6-1 through Table 6-5 illustrates the group struc-
ture worksheets for the four service branches and DoD agencies.

Table 6-1: Sample Army Group Structure Worksheet

SAMPLE ARMY GROUP STRUCTURE WORKSHEET

Membership Create Groups Group Memberships Part 2
Organization Name Part 1
Group Group Access Main Main Group Org Group Group Org Group
Name Group Group | Owner Name Name | Owner Name 2 | Name 1
Org Name 1 1
Owner
Name
DA624 Main Org Main LDTA, Help Desk
DA6240SS Special Staff | SStaff ODTA S-1 DA624 Main DA6240SS SStaff
DA6240PS Ops HQ OPS ODTA, Admin DA624 Main DA6240PS OPS

Clerk

DA6240OPSFLT

. OPSF ODTA Admin Clerk | DA624 Main DA6240PS OPS DA6240OPSFLT | OPSF
Ops Flight Det.

DA6240OPSSPT OPSS ODTA, AO Admin

Ops Support Det. Clerk DA624 Main DA6240PS OPS DA6240OPSSPT | OPSS

DA624BSE Base Haq. ODTA, AO1 Admin

BASE1 DA624 Main DAG624BSE BASE1

Det. Clerk
DA624BSE Base Hg. Basg2 | OPTAAO2AAMIN | 16os | Main | DA624BSE BASE2
Det. Clerk
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Table 6-2: Sample Navy Group Structure Worksheet

SAMPLE NAVY GROUP STRUCTURE WORKSHEET

Membership Orga- Create Groups Part 1 Group Memberships Part 2
nization Name
Group Group Access Main Main Group | Group
Name Group | Group Org Name
Org Name | Owner 1
Owner Name
Name 1
DN11N4 N4 LDTA, FDTA, DN DN DN11 DN11
Help Desk
DN11N4 N40 AO, NDEA, Travel Clerk DN DN DN11 DN11
DN11N4 N41 AO, NDEA, Travel Clerk DN DN DN11 DN11
DN11N4 N41ADM AO, NDEA, Travel Clerk DN DN DN11 DN11
DN11N4 N42 AO, NDEA, Travel Clerk DN DN DN11 DN11
DN11N4 ADMN43 AO, NDEA, Travel Clerk DN DN DN11 DN11
DN11N4 N43 AO, NDEA, Travel Clerk DN DN DN11 DN11
DN11N4 N45 AO, NDEA, Travel Clerk DN DN DN11 DN11
DN11N4 N46 AO, NDEA, Travel Clerk DN DN DN11 DN11
DN11N4 N4FO AO, NDEA, Travel Clerk DN DN DN11 DN11
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Table 6-3: Sample Marine Corps Group Structure Worksheet

SAMPLE MARINE CORPS GROUP STRUCTURE WORKSHEET

Membership Orga- Create Groups Part 1 Group Memberships Part 2
nization Name
Group Group Main Main Group Org Group Group Org Owner Group
Name Access Group Group Owner Name 1 Name 2 Name 2
Org Name Name 1
Owner
Name
DM6154 MCAS LDTA, DM6154 | MCAS
Help Desk
ODTA,
DM6154026 StationGP Admin DM6154 | MCAS | DM6154026 | StationGP
Clerk
ODTA,
DM6154026HHS HHSGP Admin DM6154 | MCAS | DM6154026 | StationGP | DM6154026HHS HHSGP
Clerk
ODTA,
DM6154026HHS HHSADMGP | Admin DM6154 | MCAS | DM6154026 | StationGP | DM6154026HHS HHSADMGP
Clerk
ODTA,
DM6154026MCCS | MCCSGP Admin DM6154 | MCAS | DM6154026 | StationGP | DM6154026MCCS MCCSEP
Clerk
ODTA,
DM6154026PMO PMOGP Admin DM6154 | MCAS | DM6154026 | StationGP | DM6154026PMO PMOGP
Clerk
ODTA,
DM6154026S3 S3GP Admin DM6154 | MCAS | DM6154026 | StationGP | DM6154026S3 S3GP
Clerk
ODTA,
DM6154026S4 S4GP Admin DM6154 | MCAS | DM6154026 | StationGP | DM6154026S4 S4GP
Clerk
ODTA,
DM6154026S6 S6GP Admin DM6154 | MCAS | DM6154026 | StationGP | DM6154026S6 S6GP
Clerk
ODTA,
DM6154026SS SSGP Admin DM6154 | MCAS | DM6154026 | StationGP | DM6154026SS SSGP
Clerk
ODTA,
DM6154026SUP SupplyGP Admin DM6154 | MCAS | DM6154026 | StationGP | DM6154026SUP SupplyGP
Clerk
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Table 6-4: Sample Air Force Group Structure Worksheet

SAMPLE AIR FORCE GROUP STRUCTURE WORKSHEET

Membership Create Groups Group Memberships Part 2
Organization Name Part 1
Group Group Main Main Group Org Group | Group Org Owner Name | Group
Name Access | Group | Group | Owner Name 1 Name 1 Name
Org Name 1 1
Owner
Name
LDTA,
DFCEJ EAFB Help DFCEJ | EAFB
Desk
ODTA,
DFCEJ028BWSS ?STAF Admin DFCEJ | EAFB gFCEJOZSBWS SStaff
Clerk
ODTA,
DFCEJO28BWSSCPTS | CPTS | Admin | DFCEJ | EAFB gFCEJOZSBWS SStaff | DFCEJO28BWSSCPTS | CPTS
Clerk
ODTA,
DFCEJ028BWSG SG Admin DFCEJ | EAFB gFCEJ028BWS SG
Clerk
ODTA,
DFCEJO28BWSGCC CcC Admin DFCEJ | EAFB gFCEJOZSBWS SG DFCEJO28BWSGCC CcC
Clerk
ODTA,
DFCEJO28BWSGSVS | SVS | Admin | DFCEJ | EAFB gFCEJOZSBWS SG | DFCEJO28BWSGSVS | svs
Clerk
ODTA,
DFCEJO28BWSGMSS | MSS | Admin | DFCEJ | EAFB gFCEJOZSBWS SG | DFCEJO28BWSGMSS | MSS
Clerk
ODTA,
DFCEJO28BWSGCES CES Admin DFCEJ | EAFB CD;FCEJOZBBWS SG DFCEJO28BWSGCES CES
Clerk
ODTA,
DFCEJO28BWSGSFS | SFS | Admin | DFCEJ | EAFB gFCEJO%BWS SG | DFCEJO28BWSGSFS | SFS
Clerk
ODTA,
DFCEJO28BWSGCS Cs Admin DFCEJ | EAFB 2FCEJOZBBWS SG DFCEJO28BWSGCS Cs
Clerk
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Table 6-5: Sample Agency Group Structure Worksheet

SAMPLE AGENCY GROUP STRUCTURE WORKSHEET

Membership Create Groups Part 1 Group Memberships Part 2
Organization
Name Group Group Main Main Group | Group Group Group Group Org Group
Name Access Group | Group Org Name Org Name 2 Owner Name 3
Org Name Owner 1 Owner Name 3
Owner Name 1 Name 2
Name

DD DD

Agency

DD19 DD19 Rep

DD DD

LDTA,
FDTA,
Help
Desk

DD19RIC DD19RIC DD DD DD19 DD19

ODTA,
AO,

DD19RICUF DORRA NDEA, DD DD DD19 DD19 | DD19RIC | DD19RIC
Travel
Clerk

LDTA,
DD19RIC FDTA,
GA Help
Desk

DD19RICGA DD DD DD19 DD19 | DD19RIC | DD19RIC

ODTA,
AO,
DD19RICGAB B NDEA, DD DD DD19 DD19 | DD19RIC | DD19RIC | DD19RICGA | DD19RICGA
Travel
Clerk

ODTA,
AO,
DD19RICGACKF | CKF NDEA, DD DD DD19 DD19 | DD19RIC | DD19RIC | DD19RICGA | DD19RICGA
Travel
Clerk

ODTA,
AO,
DD19RICGADG D NDEA, DD DD DD19 DD19 | DD19RIC | DD19RIC | DD19RICGA | DD19RICGA
Travel
Clerk

ODTA,
AO,
DD19RICGADG DG NDEA, DD DD DD19 DD19 | DD19RIC | DD19RIC | DD19RICGA | DD19RICGA
Travel
Clerk

ODTA,
AO,
DD19RICGADG DI NDEA, DD DD DD19 DD19 | DD19RIC | DD19RIC | DD19RICGA | DD19RICGA
Travel
Clerk
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6.3 Groups
The DTA uses the DTA Maintenance Tool to update, remove, and create groups for the organization.
The DTA can create and update groups for the organizations they have access to. This access is based on

the organization's hierarchical setup within DTS. The Search Groups and Create Groups screens limit
choices in the drop-down lists, based on organizational access.

The Groups feature of the DTA Maintenance Tool allows DTAs to create and maintain group data, and view
lists of group data. Groups can be created, updated, and removed, and people can be added or removed
from those groups manually and automatically.

To perform DTA functions related to groups, select Groups from the DTA Tools drop-down list (Figure 6-2).

ARSONG Screen D: 7000.1
Defense Travel System cesss TDZDTMOCSD DTA Home | Help for this Sereen | Logout
ANew Era of Government Travel 6 DTA Maintenance

DTA Tools: A e e << Select an option from the DTA Tools dropdown.

»me to the DTA Maintenance Tool
| provides authorized DTAs with the ability to create and modify organizations. routing lists. groups. people. and lines of
ing (LOAs) Flease select an option fam the DTA Toals drapdown menu above

Your Maintt Tool Permissi
 You have the proper permissions to edit organizations
« You have the proper permissions to edit routing lists
« You have the proper permissions to edit groups
« You have the proper permissions to edit people
« You have the proper permissions 1o edit lines of accounting {LOAs)
« You have the proper permissions 1o edit permissions
« You do NOT have the proper permissions access MIS
+ You do NOT have the proper permissions access ROA

Figure 6-2: DTA Maintenance Tool Home Page

The Search Group(s) screen opens by default (Figure 6-3). Three topics display in the navigation bar:
Group(s), Individual Group Members, and Global Membership. Each topic has a link to tasks, as follows:

*  Group(s). Search, Create, and View List
* Individual Group Members. Search, Add, and View List
*  Global Membership. Search, Add, Global Edit, and View List

RSONC
TDZDTMOCSD

D: 7300.1
Loaout

DTA Home | Help for this

Defense Travel System

ANew Era of Government Travel

DTA Maintenance

\ — Group(s) Individual Group Members ‘Global Membership
roues 3 Search | Create | View List  Search | Add | View List  Search | Add | Global Edit | View List

Search Group(s)

Group Name:

Organization Owner Name: | TDZDTMOCSD b ﬂDIn:\uda Sub-Organizations

Figure 6-3: Search Group(s) Screen

DTAs may access any group they can view in the DTA Maintenance Tool, and perform tasks as needed.
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6.3.1 Search for Group(s)

If a DTA needs to see a list of groups in the organization, or if a DTA wants to delete a group, the DTA
may need to search for the group(s) in DTS. Follow the below steps to perform a search for groups:
1. Select Groups from the DTA Tools drop-down list.

2. Enter the name of the group in the Group Name field. Leaving this field blank broadens the search
and returns more results.

The organization to which the DTA has access displays as the default in the Organization Owner
Name drop-down list. All organizations in the hierarchical setup will display in the drop-down list, if
selected.

3. Select the Organization Owner Name drop-down list and choose the organization to search for
the group.

Selecting one of the suborganizations from the drop-down list limits the search to that suborganization
only. DTAs can expand the range of organizations searched by checking the Include Sub-Organiza-
tions box.

4. Select Search.

The list of groups that is returned in the Group(s) Search Results screen depends on the search crite-
ria and DTA's organization access.

6.3.2 Delete Groups

Based on the DTA'’s organization access, DTS limits the tasks that can be performed in the DTA's hier-
archical setup. One of the tasks is deleting a group from DTS.

Data integrity checks prevent DTAs from deleting any groups in DTS if there are still members
assigned to the group. Travelers with access to a group that has been deleted will have their group
access changed to None.

The below actions need to be completed before deleting a group from DTS:

»  Verify that the group being prepared for deletion has the correct organization owner and group
pair: Occasionally, organizations in a hierarchical setup may have the same name for their
groups. Groups are not hierarchical and are not restricted in that manner. One organization
cannot have two groups with the same name; however, two different organizations may use
the same name for their groups.

*  Confirm that all members of the group to be deleted have been removed: All members of the
selected group must be removed and may be reassigned to another group.

Follow the below steps to delete a group from DTS:
1. Select Groups from the DTA Tools drop-down list.

2. Enter the name of the group in the Group Name field or select the Organization Owner Name
drop-down list to select the organization that owns the group that will be deleted.
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When a traveler’s organization of assignment is changed in the DTA Maintenance Tool, the GGMRs
for the detaching organization are automatically removed. The GGMRs of the new organization
(receiving organization) are triggered for the traveler.

3. Select Search.
4. Select Delete next to the group to delete.
The Delete Group screen opens.

5. Verify the Organization Owner Name and the Group Name to confirm that this is the correct group
to be deleted. Groups cannot be recovered after they have been deleted.

6. Select Delete Group.

Once the group has been deleted, the results screen refreshes. The remaining active groups are
shown for the organization (Figure 6-4).

D: 7301.1
Logout]

e HELEN CARSONG sc
Defense Travel System TDZETMOCED DTA Home | Help for this Screen
ANew Era of Government Travel 5 5 DTA Maintenance

DTA Toola: Group(s) Individual Group Members. Global Membership
i il Search | Create | View List  Search | Add | View List  Search | Add | Global Edit | View List

Group(s) (Search Results)

Organization Owner Name: TDZDTHOCSD
Include Sub-Organizations: ves

Group Name

Organization Owner Name Group Name

TDZDTMOCSD DTMO-CSB
TDZDTMOCSD DTMO-KMB
TDZDTMOCSD KMB
TDZDTMOCSD TRAVEL
TDZDTMOCSDPMTrain TRAINER A
TDZDTMQCSDPMTrain TRAINER B

Figure 6-4: Group(s) Search Results Screen

6.3.3 Create Groups

DTAs can create groups based on the organization setup and access in DTS. When creating groups,
create an “empty shell” to which members will be assigned. After new groups have been created, trav-
elers can be added to any group. See Section 6.3.5.3 for guidance on manually adding individual
members, or Section 6.3.6.2 for guidance on using GGMRs to add members automatically.

Follow the below steps to create a new group in DTS:

1. Select Groups from the DTA Tools drop-down list.

2. Select Create on the navigation bar below Group(s).
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The Create Group screen opens (Figure 6-5).

0: 73021
Logout

REONC
Defense Travel System TOEDTMOCSD DTAtome | Help forths
A New Era of Government Travel n 2 8 e DTA Maintenance

X — Group(s) Individual Group Members Global Membership
BT
— W Search | Create | View List __Search | Add | View List __Search| Add | Global Edit | View List

Create Group * Required

Group Mame: *

Qrganization Owner Name * | Sslsct One v| &

Figure 6-5: Create Group Screen

3. Enter the name of the group in the Group Name field. The group name should identify its mem-
bers and its purpose.

4. Select the Organization Owner Name drop-down list and choose the organization where the
group will belong.

5. Select Save Group.

6.3.4 View Group Structure List

The Group Structure List displays a list of all the groups in a specified organization.
Follow the below steps to view the Group Structure List:

1. Select Groups from the DTA Tools drop-down list.

2. Select View List on the navigation bar below Group(s).

The View Group Structure List screen opens (Figure 6-6).

D: 14531
en | Logout

DTA Maintenance

DTA Home | Help for this

Defense Travel System
A New Era of Government Travel

X — Group(s) Individual Group Members Global Membership
DTA Tools: e e s
roues W rch | Create | View List rch | Add | View List rch | Add | Global Edit | View List

View Group Structure List

Organization Name: | TDZDTMOCSD v d [ —Include Sub-Organizations

Run Report

Figure 6-6: View Group Structure List
3. Select the Organization Name drop-down list and choose the organization.
-OR-
Select the magnifying glass icon to search the organization list.

Only the organizations that the DTA has access to will display in the list.

4. Select the Include Sub-Organizations box to include suborganizations in the report.

DTS Release 1.7.1.9, DTA Manual, Version 4.4.31, Updated 3/1/11 Page 6-13

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



Chapter 6: Groups

5. Select Run Report.

The DTA is prompted to download the report. The report may be saved on the computer or viewed in a
separate window as an Excel spreadsheet.

6. Select Open to display the report on the screen.
-OR-
Select Save to download the file to the hard drive.
-OR-
Select Cancel to cancel the action and return to the previous screen.

6.3.5 Search, Remove, Add, and View Group Members: Manual Method

In Groups of the DTA Maintenance tool, the Search, Add, and View List links display on the navigation
bar below Individual Group Members. The purpose of each link is explained below:

+ Search allows a DTA to view a group's membership list and remove members

+ Add allows a DTA to add members to a group
* View List allows a DTA to view the membership list of a group

6.3.5.1 Search for Group Members

Follow the below steps to search for individual group members:
1. Select Search on the navigation bar below Individual Group Members.

The Search Individual Group Member(s) List screen opens (Figure 6-7).

ser llame CARSONG Screen D: 7400.1
Defense Travel System DTHOCSD DTA Home | Help for this Sereen | Logout
A New Era of Government Travel 6

DTA Maintenance

DTA Tools:

Search Individual Group Member(s) * Required
Organization Owner Name: © | TDZDTMOCSD v| &

Group Name: * | SelectOne .. v
Member SSH
Member Last Name:
Member First Name:
Include group members

added through Global [

Group Membership:

Figure 6-7: Search Individual Group Member(s) Screen
2. Select the Organization Owner Name drop-down list to select the organization.
Only the organizations to which the DTA has access are available in the list.

3. Select the Group Name drop-down list and select the group in which to search for the
member.

The selections in the Group Name drop-down list are limited to the groups that have already
been created for the organization.
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Chapter 6: Groups

To limit the number of entries returned in the search, complete the SSN field. The DTA may
also enter all or part of the member’s last name and all or part of the first name.

To broaden the search to include members added through GGMR, select the Include group
members added through Global Group Membership box.

4. Select Search.

The Individual Group Member(s) (Search Results) screen displays the names of users who

are currently members of the selected group. It also displays each member’s SSN, organiza-
tion, and the method by which the member was added to the group. If Automatic is displayed
in the Add Method column for a member, this means that person was added using a GGMR.

6.3.5.2 Remove Members From a Group Manually

Members who were added to a group manually can be removed from the group manually. If a
traveler is removed from a group, the DTA will need to make sure the traveler still belongs to at
least one group.

Follow the below steps to remove a member from a group manually:

1. Complete Steps 1 through 4 in Section 6.3.5.1 to search for the member to be removed
from the group.

The Individual Group Member(s) Search Results screen opens (Figure 6-8).

DTA Tools:

Defense Travel System TOZOTMOCSD DTA Home | Helo orths

A New Era of Government Travel

CARSONG ID: 7401.1

Logout

DTA Maintenance

Group{(s) Individual Group Members Global Membership
oroues Search | Create | View List  Search | Add | View List  Search | Add | Global Edit | View List

Individual Group Member(s) (Search Results)

Organization Owner Name: TDZOTWOCSD Member SSMN
Group Mame® TRAVEL Member Last Name:
Include Global Group Members: Yes Member First MName
Edit Member Name Member SSN Member Organization Add Method
CARSON, CHRIS A 999962346 TDZDTMOCSD Manual
CARSON, EMILY A 999962355 TDZDTMOCSD Automatic
Carson, Eric T 999962371R TDZDTMOCSD Automatic
Carson. Kim T 999962370 TDZDTMOCSD Automatic
Carsone, Eric T 999962371 TDZDTMOCSD Manual
CARSOMc. HELEN D 999962378 TDZDTMOCSD Automatic
CARSOMK, ERIC T 999962363 TDZDTMOCSD Automatic
Washington, Martha 100000000 TDZDTMOCSD Automatic
Zurcher. Chris A 999997029 TDZDTMOCSD Automatic
Zurcher, Eric T 999997030 TDZDTMOCSD Autornatic

1-100f10

Figure 6-8: Individual Group Member(s) Search Results Screen

2. Verify that the selected individual is the one to be deleted. DTS will not prompt the DTA to
confirm the deletion of the selected group member.

3. Select Remove next to the member’s name.

The screen refreshes and the traveler's name is no longer displayed.
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Chapter 6: Groups

This method only applies to members who were added to the group manually. If the Add
Method column reads Automatic, it means that the traveler was added through GGMR. Mem-
bers who were added to the group through GGMR can only be removed by first changing the
method of entry to the group from automatic to manual. This will override the entry method
from automatic to manual, thus making the Remove button available for that member to be
removed from the group.

6.3.5.3 Add Members to a Group

The Add link allows members to be added to groups. DTAs can add users to groups that are in
the organization setup. The Group Name list displays only groups that are owned by the
selected organization. Individuals may be added by SSN, or by using the Search feature.

Note: To view all the groups that list a traveler as a member, use the steps listed in Chapter 7,
Section 7.3.5.

6.3.5.3.1 Add Members by SSN

Follow the below steps to add a member to a group:
1.Select Add on the navigation bar below Individual Group Members.

The Add Individual Group Member screen opens (Figure 6-9).

DTA Tools:

Defense Travel System TDZDTHOD Ut Home | el fortns Sersen | Looout
ANew Era of Government Travel 456

HELEN CARSONc Screen I0: 7402.1

DTA Maintenance

Add Individual Group Member “ Required
Organization Owner Name: ™ | Selsct One b J
Group Name: * You must select an option from the "Organization Owner Name' list
Member SSN: - *

Add Member || Cancel
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Figure 6-9: Add Individual Group Member Screen
2.Select the Organization Owner Name drop-down list and select the organization.

The Organization Owner Name drop-down list displays only the organizations to which the
DTA has access.

3.Select the Group Name drop-down list and select the group to which the member will be
added.

4.Complete the SSN field.
-OR-
Select Search to find the person by name. See Section 6.3.5.3.2.
5.Select Add Member.
The Individual Group Member(s) Search Results screen opens to display the new mem-

ber's name added to the selected group.
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Chapter 6: Groups

6.3.5.3.2 Add Members by Name

When manually adding members to a group, the easiest way to add a member to a group
is by SSN, if it is known. If the SSN is not known, use the Search button to search for the
person by last name or last name and first name combination.

Follow the below steps to search for a person to add to a group:

1.Select Search on the Add Individual Group Member screen.

The Search People screen opens.

2.Select the Organization Name drop-down list and choose the organization to search. If
the traveler’s organization is not known, select the Include Sub-Organizations box to

search all organizations.

3.Complete the SSN field or enter all or part of the person’s last name in the Last Name
field. The first name field is optional.

4.Select Search.

The Search People Results screen opens.

5.Choose Select to the left of the person’s name to add to the selected group.
The Add Individual Group Member screen opens.

6.Select Add Member.

The Individual Group Member(s) Search Results screen displays the new member’s name
to the selected group.

6.3.5.4 View Group Member List
The Group Member List displays a membership list of the group.

Follow the below steps to view the Group Member List:

1. Select Groups from the DTA Tools drop-down list.

2. Select View List on the navigation bar below Individual Group Members.

The View Group Member List screen opens

3. Select the Organization Owner Name drop-down list and select the organization. The
DTA’s organization access limits what organizations will be shown in the list.
_Soei_ct the magnifying glass icon to search for the organization.

4. Select the Group Name drop-down list and select the group.

5. Select Run Report.
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The DTA is prompted to download the report. The report may be saved to the computer or
viewed in a separate window as an Excel spreadsheet.

6. Select Open to display the report on the screen.
-OR-
Select Save to download the file to the hard drive.
-OR-
Select Cancel to cancel the action and return to the previous screen.

6.3.6 Search, Remove, Add, and View Group Members Using GGMR:
Automatic Method

GGMR is the feature that DTAs may use to add and remove members automatically to a group. The

rule specifies the group(s) that all persons are assigned to a specific organization. As DTAs add

groups to their organization's GGMR(s), all persons currently assigned to the organization are added

automatically to the groups. Likewise, when DTAs remove a group name from the organization's rule,

all persons assigned to the organization are removed from the group.

As persons are received into the organization, their names are added automatically to each of the

organization's groups. Members added via GGMR are not automatically removed from the group
membership list when reassigned to a different organization.

6.3.6.1 Search for GGMRs

The Search Organization to Manage Global Group Membership screen allows DTAs to identify
the GGMRs established for the selected organization.

1. Select Search on the navigation bar below Global Membership.

The Search Organization to Manage Global Group Membership screen opens (Figure 6-10).

RSONG
Defense Travel System Aecess TOZDTMOCSD DTatome | e for
A New Era of Government Travel e DTA Maintenance

n | Logout

Group(s]

) Individual Group Members Global Membership
Search | Create | View List

DTA Tools:

Search Organization to Manage Global Group Membership * Required

Member Organization Name- * | TDZDTMOCSD v J

Group Organization Owner Hame

Group Hame

Figure 6-10: Search Organization To Manage Global Group Membership Screen

2. Select the Member Organization Name drop-down list to select the organization to
search.

3. (Optional) Complete the Group Organization Owner Name field if the organization is
known.

4. Complete the Group Name field if the group is known.

5. Select Search.
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The Global Group Membership (Search Results) screen opens.

6.3.6.1.1 Remove Group Members Using GGMR

The Remove Global Group Membership function allows a DTA to remove all members of a
group at once.

Use the below steps to remove a group from an organization’s GGMRs:
1.Search for the group to remove by following the steps listed in Section 6.3.6.1.

The Global Group Membership (Search Results) screen opens.

2.Select Remove in the Edit column to the left of the Group Organization Owner Name.
The Remove Global Group Membership screen opens.
3.Select Remove Global Membership to remove the GGMR from the selected group.

The Global Group Membership Search Results screen opens, excluding the GGMR that
was just removed.

6.3.6.2 Add a GGMR

Global Group Membership Rules establish and maintain an organization's group membership
structure. A rule is created that controls automatic updates to the group membership list based
on the members' organization of assignment. As groups are added to the organization's
GGMRs, all travelers assigned to the organization are added automatically to the group. When
the DTA removes a group name from the organization's rule, all persons assigned to the orga-
nization are removed from that group.

As persons are assigned to an organization, their names are added automatically to each of
the group membership lists.

Members added via GGMR are not removed from the group membership list when reassigned
to a different organization.

Follow the below steps to add Global Group Membership:

1. Select Add on the navigation bar below Global Membership.
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The Add Global Group Membership screen opens (Figure 6-11).

RSONC Screen ID: 7502.1
TDZDTMOCSD

Defense Travel System
ANew Era of Government Travel

DTA Home Help for this Sereen Logout
DTA Maintenance

DTA Tools: Group(s) Individual Group Members Global Membership

Search | Create | View List  Search| Add | View List _ Search | Add | Global Edit | View List

Add Global Group Membership * Required

Member Organization Hame: * | SelectOne v J

Group Organization Qwner Name: ™

Group Hame: *

Add Global Membership

Figure 6-11: Add Global Group Membership Screen

2. Select the Member Organization Name drop-down list to select the organization. (All
users and travelers in this organization will be included in the GGMR.)

3. Complete the Group Organization Owner Name field with the name of the organization
with which the group will be associated.

4. Complete the Group Name field with the name of the group.
5. Select Add Global Membership to create the GGMR.

Repeat Steps 1 through 5 for each group name to be added to the GGMR.

6.3.6.3 Global Edit

The Global Edit feature allows the DTA to add all members of an organization to a group, or
delete all members of an organization from a group.

Follow the below steps to perform a Global Edit:
1. Select Groups from the DTA Tools drop-down list.
2. Select Global Edit below Global Membership.

The Search Organization(s) screen opens (Figure 6-12).

: HELEN CARSONG

DTA Home | Hel for this S

Defense Travel System

ANew Era of Government Travel DTA Maintenance

) — Group(s) individual Group Members. Global Membership
i M Search| Create | View List_Search | Add | View List _ Search | Add | Global Edit | View List

Search Organization(s)

Organization Name: | TDZDTMOCSD v d [ -Include Sub-Organizations

Figure 6-12: Search Organizations Screen
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3. Select the Organization Name drop-down list and choose the organization. DTAs organi-
zation access limits the organizations they will see in the list.
-OR-
Select the magnifying glass icon to search for the organization.

4. Select the Include Sub-Organizations box to include suborganizations in the report.
5. Select Search.
The Global Edit screen opens, listing results by organization.

6. Complete the Group Organization Owner Name and Group Name fields to identify the
group to add or delete members.

7. Select the box for the organization whose members are to be added to or deleted from the
group.

8. Select Global Delete at the bottom of the screen to delete all members of the organization
from the group.
-OR-
Select Global Add at the bottom of the screen to add all members of the organization to
the group.

The Global Edit screen refreshes.
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6.3.6.4 View Global Group Membership List

The Global Group Membership List displays a list of all the groups that belong to the identified
organization.

Follow the below steps to view the Global Group Membership List:
1. Select Groups from the DTA Tools drop-down list.
2. Select View List on the navigation bar below Global Membership.

The View Global Group Membership List screen opens (Figure 6-13).

= HELEN CARSONG Screen I0: 1455.1
TDZDTMOCSD

DTAHome | Help forthis Screen | Legout

DTA Maintenance

Defense Travel System

A New Era of Government Travel

View Global Group Membership List

Organization Name TDZDTMOCSD v d [ —Include Sub-Organizations

Run Report

Figure 6-13: View Global Group Membership List Screen

3. Select the Organization Name drop-down list and select the organization. The DTA's
organization access limits the organizations that display in the list.
-OR-
Select the magnifying glass icon to search the organization list.

4. Select the Include Sub-Organizations box to include suborganizations in the report.
5. Select Run Report.

The DTA is prompted to download the report, which may be saved to the computer or viewed
in a separate window as an Excel spreadsheet.

6. Select Open to display the report on the screen.
-OR-
Select Save to download the file to the hard drive.
-OR-
Select Cancel to cancel the action and return to the previous screen.
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CHAPTER 7: PEOPLE

Defense Travel Administrators (DTAs) use the People tool in the Defense Travel System (DTS) to manage
the personal information of people assigned to their organizations. Using this tool, DTAs update users’ per-
sonal profiles and create profiles for new DTS users. They can schedule deletion of people, detach people,
or receive people into organizations they have access to. This chapter covers the following topics:

7.1 Types Of DTS Profiles.......uiiiiiiiiiiiiiiiiie e 7-2
7.2 Methods of Entering Personal Information ..............cccooiiiiiiiiiiiie e 7-2
7.2.1 Add Personal Information Manually ..............ccoooiiiiiiiiiiiineiie e 7-3
7.2.2 Self-Registration ............eooi i 7-3

7.3 The DTA Maintenance Tool and PeOPIE ........ccooeeiiiiiiiiiiiieeeee e 7-3
7.3.1 Search fOr PEOPIE ........eeeeeeeieeiee et 7-4
7.3.2 Update Personal Profiles .............oooiiiiiiieeeee e 7-7
7.3.2.1 Update a Personal Profile (User Only) ........cccoocoeeeeiiiiieieiiniiieee e 7-9

7.3.2.2 Update a Personal Profile (User/Traveler) ........ccccccoviiiieeeiiiiieeeeenne 7-12

7.3.3 Detach a Person from an Organization...............cceeeeiiiiiiiniiiiiieee e 7-23
7.3.4 Schedule a Personal Profile for Deletion ...............cccoooiiiiiiiiiie 7-25
A S T4 = 1 o TU ] o 7-27
7.3.6 View, Add, Update, and Delete Dependent Information ............................. 7-28
7.3.6.1 Add Dependent Information ...............cccooiiiiiiiiiii e 7-28

7.3.6.2 Update Dependent Information ... 7-30

7.3.6.3 Delete Dependent Information ...........ccccveiiiiiiiiiiiiiiiceeeeeeen 7-31

7.4 Create a Personal Profile ..........ooooo e 7-32
7.5 RECEIVE @ PEISON ...ttt ettt e e e e e e e e e e e s eeeeaaaaeeean 7-38
AT A 1= =Y T T £ 7-41
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Chapter 7: People

7.1 Types of DTS Profiles

Each person who uses DTS or has travel documents created in the system must have a DTS profile. When
creating a profile for a person in DTS, the DTA must identify which type of profile the person needs. Table
1 describes the two types of DTS profiles: user and user/traveler.

Table 7-1: DTS Profile Types

DTS PROFILE TYPES

USER PROFILE USER/TRAVELER PROFILE
The person travels on No Yes
DoD business
DTS role *  Non-DTS Entry Agent (NDEA) *  Anyone who travels on official DoD business
* Travel clerk *  May also have a DTS role such as NDEA,
+ DTA personnel travel clerk, DTA, Routing Official, TO, or CBA
*  Routing Official Specialist

Transportation Officer (TO)
*  Centrally Billed Account (CBA)

Specialist
DTS actions +  Perform administrative tasks *  Create travel documents for themselves
*  Create travel documents for other | «  May also create travel documents for other
people people and perform administrative tasks
Required Information Minimal for DTS to: Extensive for DTS to:
+ Validate identity, permissions,and | <  Validate identity, permissions and access
access *  Capture information to automatically complete

travel documents

7.1.1 Personal Information Protection and Access Points

To safeguard personal data in the system, and to comply with requirements of the Privacy Act, DTS
limits access according to permission level(s), as described in Chapter 3 of this manual. The Organiza-
tion DTA (ODTA) should determine the role(s) and permission level(s) each person needs in order to
accomplish their duties. Prior to entering data in the personal profile, the DTA should identify the per-
son's organization membership and group membership (if Global Group Membership Rules [GGMRs]
are not in place), and any requirements for organization access or group access.

7.2 Methods of Entering Personal Information
DTAs use one of the below methods to enter new profiles in the DTS database:

* Add personal information manually
+ Complete DTS Self-Registration

Once the user or user/traveler's personal information is in DTS, and they have a valid certificate, they can
log in to DTS and access it according to their permission level(s). New users should check their personal
profiles when logging in to DTS for the first time to verify that the personal information is accurate. Users
with user/traveler profiles may access their personal profiles from the DTS User Welcome screen by
selecting Traveler Setup > Update Personal Profile. Changes made to traveler information under the
Traveler Setup tab will automatically update the personal profile in the DTA Maintenance Tool.

When a new document is created, all of the traveler's information in the personal profile will load into the
document. When changes are made to traveler information on a travel document, they will only save to the
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personal profile in the DTA Maintenance Tool if the Save changes to permanent traveler information
box is checked. Leaving the box unchecked alters traveler information on one document without changing
the personal profile. For example, if a mailing address is different for only one voucher, the person may
change it on the voucher without changing their permanent profile.

The DTA must update restricted fields in the profile for users who do not have access because of their per-
mission level(s). DTAs are responsible for maintaining current and accurate profile information.

7.2.1 Add Personal Information Manually

A new user is a person who has no profile in the DTS database. When adding a new user to an orga-
nization, the DTA will manually create a profile for that person. DTAs use the Create Person link to
enter the below data for each individual:

* Personal information

*  Organization of membership

* Routing information

+  Permission level(s)

* Organization access

*  Group access

» Financial account numbers (Government Travel Charge Card [GTCC])
*  Other information, as required

This manual process is explained in Section 7.4. Because this method is time consuming for making
multiple entries, it is recommended only for small organization changes and individual additions.

7.2.2 Self-Registration

New users who have not been entered in DTS by their DTAs can self-register upon their first log in to

DTS. After the users complete their personal information and travel preferences, they submit their self-
registrations to their local DTAs for review. After their self-registrations have been accepted, users can
log in to DTS. See Appendix A for guidance on reviewing self-registration requests.

7.3 The DTA Maintenance Tool and People

DTAs access the DTA Maintenance Tool by selecting it from the Administrative drop-down list on their DTS
User Welcome screens. The DTA Maintenance Home page opens. This is the starting point of the tool, and
displays the tools that the DTA's permission level allows them to access. The DTA Tools drop-down list
appears on the navigation bar of every screen in the DTA Maintenance Tool. It allows DTAs to move easily
from task to task.

Personal information for all users and travelers in DTS is managed in the People tool. The People tool is
used to create and maintain personal profiles and roles for DTS users.

DTAs can only create and update the personal profiles to which they have access, based on the hierarchi-
cal setup within DTS. Likewise, the Search People screen limits their choices in the drop-down lists based
on that access. To perform DTA tasks related to people, select People from the DTA Tools drop-down list
(Figure 7-1).
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en ID: 7000.1
DT4 Home | Help for this Screen | Logout

Defense Travel System
A New Era of Government Travel

DTA Maintenance

DTA Tools: TTA M e ‘<< Select an option from the DTA Tools dropdown.

me to the DTA Maintenance Tool
provides authorized DTAs with the ability to create and modify organizations. routing lists, groups. people. and lines of
ng (LOAs). Please select an option from the DTA Tools dropdown menu above

Your Mai Tool Permissi:
« You have the proper permissions to edit organizations
+ You have the proper permissions to edit routing lists
+ You have the proper permissions to edit groups
+ You have the proper permissions to edit people
+ You have the proper permissions to edit lines of accounting (LOAs)
« You have the proper permissions to edit permissions
+ You do NOT have the proper permissions access MIS
+ You do NOT have the proper permissions access ROA

Figure 7-1: DTA Maintenance Tool Home Page

7.3.1 Search for People

In order to update information in an existing profile, the DTA must search for the person's profile in
DTS. When selecting People from the drop-down list, the Search People screen opens (Figure 7-2).
There are four links on the dark blue navigation bar that allow the DTA to perform tasks: Search Peo-
ple, Create Person, Receive Person, and View Person Lists.

7600.1
n | Legout

Defense Travel System

A New Era of Government Travel

DTA Home | Help for this

February 20,2 P DTA Maintenance

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

Search People * Required

Organization Name: * | TDZKMB v ﬂD--Mclude Sub-Organizations
Person Type * | Al v

SSN:
Last Name
First Name:

Organization Access: 5

Permission Level v

Figure 7-2: Search People Screen

The Search People screen allows DTAs to search for current users and user/travelers in DTS.

Follow the below steps to search for a person:

1. Select the Organization Name drop-down list and choose the organization to search. Note the
red asterisk next to the text field title. A red asterisk indicates a required field. (To search all of the
organizations subordinate to the one selected, check the Include Sub-Organizations box.)

Note: For an organization that has many suborganizations, the magnifying glass icon can be used to

quickly find an organization. Select the icon and enter the organization name or the first few charac-

ters, e.g., DFCWT, in the text box. Select OK. The organization appears in the Organization Name
field. Use the drop-down list to continue the search if necessary (Figure 7-3).
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4 7600.1
DZKMB DTA Home | Help for this Screen | Legout

Defense Travel System
A New Era of Government Travel DTA Maintenance

DTA Tools:

Search People * Required

Organization Name: * | TDZKMB JD--\nc\ude Sub-Organizations

Explorer User Prompt

Seript Prompt
Search List For
Cancel
1 [
5

Permission Level
Search

Figure 7-3: Search Organization Name Prompt

2. Select the Person Type drop-down list and select a value from the list (Figure 7-4).

Screen ID: 7600.1
DTA Home | Help for this Screen | Logout

Defense Travel System

ANew Era of Government Travel 00, 1,2 5,7 DTA Maintenance
R February 20, 2011 - 2215 EST

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

Search People * Required

Organization Name: * | TDZKMB v 42| (] -Include Sub-Organizations
Person Type: * v
First Name: l:l
Organization Access:
Permission Level-

Figure 7-4: Search People Screen

The default value in the Person Type list is All. If selected, All will return both users and user/travelers
in the search results. Search all types, or limit the search to one type of profile.

Organization Name and Person Type are the only mandatory fields on the Search People screen.

DTAs may complete any of the other fields to refine their search and limit the search results to people
who meet certain criteria. See Table 7-2 for a description of the Search People screen.
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Table 7-2: Search People Screen Description

SEARCH PEOPLE SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION

Organization Name* Drop-down list of organizations that DTS can search for people. Value defaults to the
organization to which the user has access. Users may search any organization from the
list. This is a required field.

l::)cr:t;de Sub-Organiza- Check box used to broaden the search to include suborganizations.

Person Type* List of values for type of person to display in the search: All, User, or User/Traveler. This is
a required field.

SSN Text field to enter a user's Social Security Number (SSN).

Last Name Text field to enter all or part of a user’s last name.

First Name Text field to enter all or part of a user's first name.

Organization Access Drop-down list to limit search results to people with access to a specific organization.

Permission Level Drop-down list to limit search results to people with a specific permission level.

3. Select Search.
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Chapter 7: People

The People (Search Results) screen returns only the names of people who meet the search criteria
and who are within the user's organization access (Figure 7-5).

People (Search Results)
Qrganization Name: TDZKLIE S5M Permission Level
Include Sub-Crganizations: Ves Last Mame Person Type: Al
Organization Access First Mame
SSM- 0004103 Organization: TDZKMB
Permission: 0, 1, 2 Organization TDZKIMB
_ Carson, Access:
lame: Terry A
View Group(s) Rank: MO-02 Group
iew Dependents ] Access: (All)
SSIN: X00M4108 Organization: TDZKMEB
Permission: 0 Organization Mo Org Access
_ Carson, Access:
= : Hame: Temry T
View Group(s) Rank: ME-04 Group
View Dependents ] Access: MNone
SSM- 0004113 Organization: TDZKMB
Permission: 0, 1.2, 3.4, 5. 6. 7 Organization TDZKMB
_ Carson, Access:
" Terry D
Rank: ME-06 Group
Access: (All)
SSM: XX0KT294 Organization: TDZKMB
Permission: 0, 1,2, 3.4 5 6,7 8 9 QOrganization (All)
_ Claibomn, Access:
lame: Paul D
View Groupis) Ranlk- Group
iew Dependents ] Access: (All)

Figure 7-5: People (Search Results) Screen

The People (Search Results) screen displays buttons that DTAs may use to view and update the pro-
file for each person in the list. DTAs may use this screen to perform the below:

» Update, detach, and schedule personal profiles for deletion
* View the names of the groups of which each person is a member
* View the names of each person's dependents

7.3.2 Update Personal Profiles

Users can make changes to existing information in DTS personal profiles. They can also change the
profile type. However, changing a profile type causes certain automatic changes in the system. For
example, if there is a change to a person's profile from a user/traveler to a user, DTS will lose all of the
information associated with the person as a traveler (e.g., General Travel, Personal Duty Station, User
Defined, GTCC, and electronic funds transfer [EFT] information). The below warning displays upon
selecting this change (Figure 7-6).
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Chapter 7: People

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

Update Person * Data Required

88N 0XGKK4103
Is this person going to travel? * (O Yes 3 No

Continue | | Cancel

Message from webpage

9 ) ou are changing the persaris profile from a ful traveler ta the shorter user profle.
"/ bl previously entered traveler daka willbe lost., Do you want to proceed?

Figure 7-6: Pop-up Warning That Data Will Be Lost In Profile Change

Changing a profile from one type to another will affect the person's GGMRs, as shown below:

* A user/traveler profile changed to a user profile retains the GGMR(s)

» A user profile changed to a user/traveler profile acquires the GGMR(s) of the traveler's organi-

zation

To update a personal profile, first search for the person by following the steps in Section 7.3.1. When
the People (Search Results) screen opens (Figure 7-5), locate the name of the person whose profile
needs to be updated.
Follow the below steps to update a personal profile:

1. Select Update next to the person's name.

The Update Person screen opens (Figure 7-7). This screen identifies the selected person by SSN

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

Update Person “ Data Required

SSN: X00M4103
Is this person going to travel?: * (& Yes O No

Continue | [ Cancal

Figure 7-7: Update Person Screen

If the person will travel on DoD official business, select the Yes radio button for the question “Is this
person going to travel?” If the person no longer travels on DoD business, select No.

2. Select Continue.

The personal profile opens. This screen separates the data fields into sections. A user profile has only
two sections:

« Common Data: Data that is associated with the person within and outside of DTS
* User Specific Data: Data that is associated with the person only as a DTS user
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Chapter 7: People

A user/traveler profile has additional sections and requires additional data that pertains to travel. If the
Yes radio button is selected, the Update Person (User/Traveler) screen will open. Complete the
required information in the personal profile. If No is selected, the Update Person (User Only) screen
will open.

7.3.2.1 Update a Personal Profile (User Only)

Follow the below steps to update a user’s personal profile:

1. Complete Steps 1 through 3 in the Search People section (Section 7.3.1) to locate the per-
son’s profile to update.

The People (Search Results) screen opens (Figure 7-5).

2. Select Update to the left of the correct person’s name.

The Update Person screen opens (Figure 7-7).

3. Select the No radio button next to the question: Is this person going to travel?
4. Select Continue.

The Update Person (User Only) screen opens.

5. Modify the Common Data section fields (Figure 7-8).

Update Person (User Only) " Data Requirad

Common Data
SSN: KOOKK4103

Middle Initial: D |

- &

Carson |

Organization Mame: * | TDZKMB + d

Email. | HCARSON@USMCMIL |

Last Mame

Figure 7-8: Update Person (User Only) Screen - Common Data Section
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Chapter 7: People

6. Modify the User Specific Data section fields (Figure 7-9).

User Specific Data
Organization Access: * | TDZKME w ﬂ

TDZKMEB + ﬂ—-Organization Owner Name
DTMO | --Group Name

Group Access:

Mon-editable Permission Level(s):
Editable Permission Level(s): ® 0 1 20304050607
Approval Override: * (O Yes & No
Manually Entered Transaction: * & Yes & Mo
MNon-DTS Entry Agent (T-Entered): = O Yes & Mo
Debt Management Monitor: * (O Yes & No

UserID:  ~1069519

[ Zave Changes ][ Cancel ]

Figure 7-9: Update Person (User Only) Screen - User Specific Data Section

See Table 7-3 for a description of the User Specific Data fields.
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Chapter 7: People

Table 7-3: Update Person (User Only) Screen Description -
User Specific Data Section

UPDATE PERSON (USER ONLY) SCREEN DESCRIPTION -
USER SPECIFIC DATA SECTION

FIELD OR OBJECT DESCRIPTION

Organization Access* Drop-down list that is used to set the user’s access. This is a required field.

Group Access (Two drop-down lists Organization Owner Name: The selected organization owner name drives
with values that are directly related to | which groups are available in the Group Name drop-down list.
one another.)

Group Name: The groups that belong to the selected organization owner

name.

Non-editable Permission Level(s) Permission level(s) given by a higher-level DTA that the servicing DTA can
not change because they do not have the permission level that needs to
be changed.

Editable Permission Level(s)* Permission level(s) that the servicing DTA can change. This is a required
field.

Approval Override* Yes and No radio buttons that indicate if the user has the authority to

approve documents without being on a document's routing list. A DTA
must have permission level 7 to grant approval override. DTAs cannot
update this field in their own profiles. This is a required field.

Manually Entered Transaction* Yes and No radio buttons that indicate if a Budget Official can insert an
adjustment transaction into a budget. DTAs cannot update this field in their
own profiles. This is a required field.

Non DTS Entry Agent (T-Entered)* Yes and No radio buttons that indicate if the user can sign vouchers on
behalf of travelers. DTAs cannot update this field in their own profiles. This
is a required field.

Debt Management Monitor* Yes and No radio buttons that indicate if the user is an administrator
(usually a Finance DTA [FDTA]) responsible for tracking DUE U.S.
situations and monitoring collection actions for an organization. DTAs
cannot update this field in their own profiles. This is a required field.

User ID Field that initially displays the word DEFAULT, and then updates to the
user ID when the user logs on to DTS for the first time.

7. Select Save Changes.
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Chapter 7: People

7.3.2.2 Update a Personal Profile (User/Traveler)

Follow the below steps to update a user/traveler profile:

1. Complete Steps 1 through 3 in the Search People section (Section 7.3.1) to locate the per-
son’s profile to update.

The People (Search Results) screen opens (Figure 7-5).

2. Select Update to the left of the person’s name.

The Update Person screen opens (Figure 7-7).

3. Select the Yes radio button next to the question: Is this person going to travel?
4. Select Continue.

The Update Person (User / Traveler) screen opens.

5. Modify the Common Data section fields (Figure 7-10).

Update Person {User / Traveler) " Data Required

T  ommon ata.

SSN: KKKKK4103

Middle Initial: D |

o o®

Carson |

Last Name

Organization Mame: * ITD?_KMEI

Email: | HCARSON@USMC.MIL |

Page 7-12

Figure 7-10: Update Person (User/Traveler) Screen - Common Data Section

6. Modify the User Specific Data section fields (Figure 7-11).
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Chapter 7: People

See the corresponding table after each figure for a description of its fields and requirements.

User Specific Data
. . Lom (=
Organization Access: © | Mo Org Access | ﬂ
hi ﬂ——Organizatiun Owner Mame

Nane + —-Group Mame

Group Access:

Mon-editable Permission Level{s):
Editable Permission Level{s): * oQO1020304005060°7T
= () Yes (& Mo
IManually Entered Transaction: © (O Yes & No
Mon-DTS Entry Agent (T-Entered): © (O Yes & No
Debt Management Monitar: © (O Yes (& Mo
Self-AQ Approval: = (O Yes & Mo

UserID:  ~1069274

Approval Override:

Figure 7-11: Update Person (User/Traveler) Screen - User Specific Data Section
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Table 7-4: Update Person (User/Traveler) Screen Description -

User Specific Data Section

UPDATE PERSON (USER/TRAVELER) SCREEN DESCRIPTION -
USER SPECIFIC DATA SECTION

FIELD OR OBJECT

DESCRIPTION

Organization Access*

Drop-down list that is used to set the traveler’s access. This is a required field.

Group Access (Two drop-down
lists with values that are
directly related to one
another.)

Organization Owner Name: The selected organization owner name drives which
groups are available in the Group Name drop-down list.

Group Name: The groups that belong to the selected organization owner name.

Non-editable Permission
Level(s)

Permission level(s) given by a higher-level DTA that the servicing DTA cannot
change because they do not have the permission level that needs to be changed.

Editable Permission
Level(s)*

Permission level(s) that the servicing DTA can change. This is a required field.

Approval Override*

Yes and No radio buttons that indicate if the user has the authority to approve
documents without being on the documents routing list. The DTA must have
permission level 7 to grant approval override. DTAs cannot update this field in their
own profiles. This is a required field.

Manually Entered Transaction*

Yes and No radio buttons that indicate whether or not a budget official can insert
an adjustment transaction into a budget. DTAs cannot update this field in their own
profiles. This is a required field.

Non DTS Entry Agent (T-
Entered)*

Yes and No radio buttons that indicate if the user can sign vouchers on behalf of
travelers. DTAs cannot update this field in their own profiles. This is a required
field.

Debt Management Monitor*

Yes and No radio buttons that indicate if the user is an administrator (usually an
FDTA) responsible for tracking DUE U.S. situations and monitoring collection
actions for an organization. DTAs cannot update this field in their own profiles.
This is a required field.

Self-AO Approval* Radio button used to grant user/travelers authority to approve their own
authorizations. The Self-AO must be included on the routing list. DTAs cannot
update this field in their own profile. This is a required field.

User ID Field that initially displays the user's SSN and updates to the user ID when the
user logs in to DTS for the first time.
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Chapter 7: People

7. Modify the General Traveler Data section fields (Figure 7-12).

General Traveler Data
Ciilian / Military: * | E- Enlisted
Title / Rank: = | ME-04 ~

A- Active Duty V|
.S AirForce V|

Active / Reserve Category: ©

Military Branch of Sernvice: ®
Mailing Address Line 1: ©

1 Gunfighter Ave. |

Mailing Address Line 2: | |

City: * |San Diego |

State / Country: ™
Zip / Postal Code: ™ 92101

Is mailing address same as residential & Yes O Na
address?

Routing List Name: ™

Default LOA Label: | No Options Available |

Figure 7-12: Update Person (User/Traveler) Screen - General Traveler Data Section
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Table 7-5: Update Person (User/Traveler) Screen Description -
General Traveler Data Section

UPDATE PERSON (USER/TRAVELER) SCREEN DESCRIPTION - GENERAL TRAVELER DATA SECTION

FIELD OR OBJECT

DESCRIPTION

Civilian / Military*

Drop-down list to select type of duty. This is a required field.

Title / Rank*

Drop-down list of civilian and military ranks and pay grades. Options displayed depend on the
value selected for Civilian / Military field. This is a required field.

Active / Reserve Cate-
gory*

Drop-down list of uniformed member status. This field becomes available and required if
Enlisted or Officer is selected in Civilian / Military field.

Military Branch of Ser-
vice*

Drop-down list of available branches of service. This is a required field.

Reserve Code

Drop-down list of available reserve codes.

Mailing Address Line 1*

Text field to enter mailing address. This is a required field

Mailing Address Line 2

Text field for second line, if necessary for mailing address.

City*

Text field to enter name of the city in the user/traveler's mailing address. This is a required field.

State / Country* Lookupt

Button used to open Search State / Country Code window. The value selected will complete the
State / Country field automatically. This is a required field.

Zip / Postal Code*

Field in which to enter 5-digit ZIP code for city. This is a required field.

Is mailing address same
as residential address?

Field in which to identify if the mailing address is the same as the residential address.
Residential address is populated with mailing address when marked Yes.

Routing List Name*

Field that identifies the user/traveler's routing list. This is a required field.

Default LOA Label

Drop-down list of available lines of accounting (LOAs) for the organization. The selected LOA
will appear in all travel documents.

T Use the Lookup button to ensure that the correct state abbreviation or country code is
entered in the field. Use the below steps to look up a state or country code:

a)

Page 7-16

Select Lookup to the right of the State / Country field.
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The Search State / Country Code window opens (Figure 7-13).

Chapter 7: People

Search State / Country Code

O UNITED STATES (O FOREIGN @Al
O CONUS
(O 0OCONUS & US TERRITORIES

Search State / Country:

Search Close Window
[ I ]

Figure 7-13: Search State / Country Code Window
b) Enter the state postal abbreviation or country code in the text field.
c) Select Search.

The Search State / Country Code Results window opens (Figure 7-14).

Search State / Country Code Results

State / Country Type: ALL Search State / Country: ca
Select Code Code Definition
CA CALIFORMIA
CA Canada
| Back to State / Country Search | [ Close Windaow ]

Figure 7-14: Search State / Country Code Results Window
d) Select the correct state or country for the profile.

The profile screen refreshes with the State / Country field complete.
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8. Modify the Personal Data section fields (Figure 7-15).

Personal Data

Resident Address Line 1: |1 Gunfighter Ave. |
Resident Address Line 2: | |
Resident City: |San Diego |
Resident State / Country:
Resident Zip / Postal Code:
Resident Phone Number: | 555-555-4321 |
Emergency Contact Name: |Dut_\.' Clerk |

Emergency Contact Phone Mumber: |EEE-EEE-98?E |

Gender: *

Figure 7-15: Update Person (User/Traveler) Screen - Personal Data Section

Table 7-6: Update Person (User/Traveler) Screen Description - Personal Data Section

UPDATE PERSON (USER/TRAVELER) SCREEN DESCRIPTION: PERSONAL DATA SECTION

FIELD OR OBJECT

DESCRIPTION

Gender*

Drop-down list to select the user/traveler's gender. This is a required field.

Resident Address Line 1

Field in which to enter the user/traveler’s residence address.

Resident Address Line 2

Field in which to enter the user/traveler’s residence address, if necessary.

Resident City Field in which to enter the user/traveler’s city of residence.
Resident State / Country, tButton used to open Search State / Country Code window. The value selected
Lookupt will complete the State / Country field automatically.

Resident ZIP/ Postal Code

Field in which to enter the ZIP code or postal code of the user/traveler’s
residence.

Resident Phone Number

Field in which to enter the telephone number of the user/traveler’s residence.

Emergency Contact Name

Field in which to enter the name of the user/traveler’s organization emergency
contact person.

Emergency Contact Phone Num-

Field in which to enter the telephone number for the user/traveler’s organization

ber emergency contact person.
T Use the Lookup button to ensure that the correct state abbreviation or country code is
entered in the field. See Steps 7a through 7d to look up a state or country code.
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9. Modify the Duty Station Data section fields (Figure 7-16).

Duty Station Data

Printed Organization Name: |4th Tanks |

Present Duty Station Name: |29 Palms |

Senvice / Agency by which the traveler is .,

" 7| United States Marine Corps hd
employed:
Mumber of Work Hours / Day:
Time Zone: * | GMT-&:00 (Pacific Standard Time) hd

Duty Station Address Line 1: ™| 1271 Marine Dr |

Duty Station Address Line 2: | |

Duty Station City: ™ |29 Palms
Duty Station State / Country: ™
Duty Station Zip / Postal Code: ™ (52277

Mail Code: | |
§55-555-1234 |

Duty Station Phone Number: *

Duty Station Fax Number: | |

Mumber of Miles to Closest Airport: l:l
Unit 1D * | W2D3F4 |

Figure 7-16: Update Person (User/Traveler) Screen - Duty Station Data Section
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Table 7-7: Update Person (User/Traveler) Screen Description -

Duty Station Data Section

UPDATE PERSON (USER/TRAVELER) SCREEN DESCRIPTION - DUTY STATION DATA SECTION

FIELD OR OBJECT

DESCRIPTION

Printed Organization Name

Field to enter the name of the organization as it appears in print, e.g., SUPPORT
SQUADRON.

Present Duty Station Name

Field to enter the name of the user/traveler’s duty station.

Service / Agency by which traveler
is employed*

Drop-down list of all DoD service branches and agencies. This is a required field.

Number of Work Hours / Day

Field to enter number of hours in the user/traveler’s typical workday. Must not
exceed 24.

Time Zone* Drop-down list from which to select the duty station time zone. This is a required
field.
Duty Station Address* Fields to enter duty station address. Line 1 is a required field.

Duty Station City*

Field to enter duty station city. This is a required field.

Duty Station State / Country*
Lookupt

TButton used to open Search State / Country Code window. The value selected will
complete the Duty Station State / Country field automatically. This is a required
field.

Duty Station Zip / Postal Code*

Field to enter duty station ZIP code or postal code. The Master ZIP Code Directory
verifies the accuracy of the associated fields in the user/traveler's profile. This is a
required field.

Mail Code

Text field to enter the code that identifies the location at which the user/traveler
receives mail.

Duty Station Phone Number*

Field to enter the user/traveler’'s phone number at their duty station. This is a
required field.

Duty Station Fax Number

Field to enter the fax number at the user/traveler’s duty station.

Number of Miles to Closest Airport

Field to enter distance to the nearest airport.

Unit ID Field to enter the Unit ID code.
tUse the Lookup button to ensure that the correct state abbreviation or country code is
entered in the field. See Steps 7a through 7d to look up a state or country code.
a) Select Lookup to the right of the State / Country field.
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10. Modify the Other Data Elements section fields (Figure 7-17).

Other Data Elements

Tech Status (For Information Only): ™ [No  +

Air Crew Status (For Information Only): ™ |No

Figure 7-17: Update Person (User/Traveler) Screen - Other Data Elements Section

Table 7-8: Update Person (User/Traveler) Screen Description -
Other Data Elements Section

UPDATE PERSON (USER/TRAVELER) SCREEN DESCRIPTION - OTHER DATA ELEMENTS SECTION

FIELD OR OBJECT DESCRIPTION

Tech Status* Drop-down list used to authorize per diem for a dual status military technician on
leave from technical employment and performing active duty pay outside the U.S.
For more information, see JFTR, Chapter 7, par. U7151-B. This is a required field.

Air Crew Status* Drop-down list, purpose is to be defined by the service or agency. This is a required
field (Air Force Only).

Note: The Air Crew Status field will be masked if the user/traveler is a civilian.

11. Modify the Government Charge Card (GOVCC) Data section fields
(Figure 7-18).

Note: The Government Travel Charge Card (GTCC) is referred to as the Government Charge
Card (GOVCC) in DTS.

Government Charge Card (GOVCC) Data

Govt Charge Card Holder: * (& Yes (O No
Advance Authorization CARD HOLDER V|
Mandatory Use Of GOVCC: * (O Exempt &) Mon-Exempt
Account Number: | 4242424242424242 |

GOVCC Exp. Date:

.

Figure 7-18: Update Person (User/Traveler) Screen -
Government Charge Card (GOVCC) Data Section
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Table 7-9: Update Person (User/Traveler) Screen Description:
Government Charge Card (GOVCC) Data Section

UPDATE PERSON (USER/TRAVELER) SCREEN DESCRIPTION -

GOVERNMENT CHARGE CARD (GOVCC) DATA SECTION

FIELD OR OBJECT DESCRIPTION

Gov't Charge Card Holder* Radio buttons used to identify whether or not the user/travel has a GOVCC. This
is a required field.

Advance Authorization* Drop-down list used to specify the advance type that a traveler can be
authorized. DTAs cannot update this field in their own profile. This is a required
field.

Mandatory Use of GOVCC* Radio buttons used to specify payment for air transportation. Exempt radio

button defaults air transportation to CBA. Non-exempt defaults air transportation
to GTCC. DTAs cannot update this field in their own profiles. This is a required

field.
Account Number Field for GTCC account number.
GOVCC Exp Date Drop-down list to select GTCC expiration date.

12. Complete or update the following EFT information (Figure 7-19):
Checking Routing Number and Checking Account Number
-OR-

Saving Routing Number and Saving Account Number.

Note: The No radio button should only be selected if the traveler does not have access to an
account at a financial institution that can receive EFTs. If No, then the traveler must justify on
each trip authorization why payments by EFT cannot be accepted.

Electronic Funds Transfer Data

Enter only one account with a routing number
Mandatory EFT Payment: (& &5 (O N0 pore information
Checking Routing Mumber:
Checking Account Number: (10101010101 |
OR

Saving Routing Mumber: I:I

Saving Account Number: | |

Figure 7-19: Update Person (User/Traveler) Screen - Electronic Funds Transfer Data Section
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Table 7-10: Update Person (User/Traveler) Screen Description -
Electronic Funds Transfer Data Section

UPDATE PERSON (USER/TRAVELER) SCREEN DESCRIPTION -
ELECTRONIC FUNDS TRANSFER DATA SECTION

FIELD OR OBJECT DESCRIPTION

Mandatory EFT Payment*
Radio button used to show if EFT information is supplied. The system

defaults to Yes. This is a required field.

Checking Routing Number Field for personal checking account routing number.
Checking Account Number Field for personal checking account number.
Saving Routing Number Field for personal savings account routing number.
Saving Account Number Field for personal savings account number.

13. Select Save Changes.

7.3.3 Detach a Person from an Organization

When a traveler changes to an organization outside of the DTA's organization access, the traveler
must be detached. When a person is detached, they are assigned to the None organization. The None
organization is a repository of DTS profiles of people who are waiting to be received. The person will
be unable to log in to DTS until the gaining organization receives the person. All organization-specific
fields such as DTA ID, routing list, and default LOA in the personal profile will clear. The traveler main-
tains the GGMR(s) previously assigned in the detaching organization until received by the new organi-
zation. Once received into the new organization, the traveler will be removed from the old GGMR(s)
and the new organization's GGMR(s) will trigger. When the user is received, some of these fields
update automatically with the defaults of the receiving organization. The permission level will be reset
to 0 and the user will have no organization or group access.
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Chapter 7: People

To detach a user or user/traveler from an organization in DTS, the DTA must first search for the person
by following the steps in Section 7.3.1. When the People (Search Results) screen opens (Figure 7-20),
locate the name of the person who needs to be detached.

People (Search Results)

Organization Name: TDZKIE SEN: 01234 Permission Level
Include Sub-Organizations: No Last Name Person Type: UserTraveler
Organization Access First Mame
SSN: 01234 Organization: TDZKMB
Permission: 0 Organization Mo Org Access
_ Carson, Access:
R Terry D
View Groupis) Rank: ME-04 Group
View Dependents ] Access: Mone
1-10of1

Figure 7-20: People (Search Results) Screen
Follow the below steps to detach a person from an organization:
1. Select Detach next to the name of the person.
The Detach Person screen opens (Figure 7-21). This screen gives the DTA the opportunity to confirm

that the correct person was selected to detach from the organization. If the wrong person was
selected, choose Cancel and start over.

Detach Person

MName:  Carson, Terry D
SSM: 324651234
Rank: ME-04
Permission Level: 0
Organization Name: TDZKMB
Organization Access: Mo Org Access
Group Access:  Mone

[ Detach Persaon ] [ Cancel ]

Figure 7-21: Detach Person Screen

2. Select Detach Person.

The People (Search Results) screen refreshes. The detached person’s name no longer appears on
the list. This person is now assigned to the None organization and is available to be received by the
new organization. See Section 7.5, Receive Person.
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Chapter 7: People

7.3.4 Schedule a Personal Profile for Deletion

When the DTA selects Delete Person on the Delete Person screen (Figure 7-23), one of two things
happen, depending on whether or not the traveler still has signed documents in DTS. See Table 7-11.

Table 7-11: Results of a Delete Person Action

RESULTS OF A DELETE PERSON ACTION

IF THE PERSON THEN DTS IS THIS REVERSABLE?
Has no signed documents in Deletes their profile immediately. No.
DTS

A new profile must be created if the
person needs to be entered back into

DTS.
Has signed documents in DTS Schedules their profile to be deleted in Yes, but only within the
15 months. 15-month period.

Schedules the dependents named inthe | Use the Receive Person procedure.
profile to be deleted in 15 months. See Section 7.5 of this manual.

Will not allow the person to log in.

Will keep their existing documents avail-
able for 15 months to authorized DTS
users.
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Chapter 7: People

To schedule a personal profile for deletion in DTS, first search for the person by following the steps in
Section 7.3.1. When the People (Search Results) screen opens (Figure 7-22), locate the name of the
person whose profile should be deleted.

People (Search Results)

Organization Name: TDZKINE
Include Sub-Organizations: Yes
Organization Access

SSN Permission Level
Last Mame: carson Person Type: All
First MName

& Terry D

_ Carson,
m

SSM: 001234 Organization: TDZKMB

Permission: 0 Organization Me Org Access

Access:

Rank: ME-04 Group
Access: None

S8 X013
Permission: 0,1, 2 3.4 5 6.7

Organization: TDZKMB
Organization TDZKMB

View Dependents

_ Carson, Access:
" Terry D
Vigw Group(s) Rank: ME-06 Group
view Dependents | Access: [All]
SSN: H00K4103 Organization: TDZKMB
Permission: 0, 1, 2 Qrganization TDZKIMB
o Carson, Access:
= : " Terry A
View Group(s) Rank: M0-02 Group
view Dependents | Access: (All)
SSN: KKKK4108 Organization: TDZKMB
Permission: 0 Organization Mo Org Access
_ Carson, Access:
Hame: Terry T
Group(s) Rank: ME-04 Group

Access: MNone

1-40f4

Figure 7-22: People (Search Results) Screen

Follow the below steps to delete a personal profile:

1. Select Delete next to the name of the person whose profile needs to be scheduled for deletion.
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The Delete Person screen opens (Figure 7-23).

Chapter 7

: People

Delete Person

Please note that this users dependants will also be deleted

Mame:  Carson, Terry D
SSMN: 324651234
Rank: ME-04
Permission Level: 0
Organization Mame: TDZKMB
Organization Access:  No Org Access
Group Access:  Mone
[ Delete Person ] [ Cancel ]

Figure 7-23: Delete

Person Screen

The Delete Person screen allows the DTA to confirm that the correct person was selected for deletion

from the organization.

2. Select Delete Person.

The Search Results screen (Figure 7-22) refreshes. The deleted person’s name no longer displays on

the list.

7.3.5 View Groups

The View Groups button allows the user to see all of the groups of which the traveler is a member. This
button displays current group membership only. If a traveler has been detached from an organization,
but has not yet been received into the new organization, the groups displayed for the traveler will be

those of the detaching organization.

1. Select View Group(s) next to the name of the t

raveler.

The Traveler's Group(s) Include screen opens (Figure 7-24).

Traveler's Group(s) Include

Mame: Carson, Terry T SEN: JOG0H 4108
Organization Name Group Name
TDZPDTDTMO DTMO
TDZPDTDTMO TRAIMING

Window

o

Figure 7-24: Traveler's Group(s) Include Screen

The Traveler's Group(s) Include screen displays the groups to which the traveler has been added via

automatic (GGMR) and manual methods.
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Chapter 7: People

7.3.6 View, Add, Update, and Delete Dependent Information

DTAs can enter dependent information through the People function of the DTA Maintenance Tool so
that the dependents are available for selection when a user is creating a travel document. They may
also edit and delete dependent information to correct errors and update as appropriate.

To view, add, or update a traveler’'s dependent information in DTS, the DTA must first search for the
traveler by following the steps in Section 7.3.1. When the People (Search Results) screen opens (Fig-
ure 7-22), locate the name of the person for whom dependent information needs to be added or
updated.

1. Select View Dependents next to the name of the person whose profile needs to be updated with
dependent information.

The Dependents for Traveler screen opens (Figure 7-25). If the traveler has any dependent informa-
tion in their profile, it will display on this screen.

Dependents for Carson, Terry T

[ AddFamily Member |

— Date Of Birth (mm/ddfyyyy) 10/20/1985
_ Carson,
Delets MName: o° - Passport Number: 121212121212121 Expiration 02/01/2015

Date:

Figure 7-25: Dependents for Traveler Screen

7.3.6.1 Add Dependent Information

Beginning on the Dependents for Traveler screen (Figure 7-25), follow the below steps to add
information for a family member to the traveler’s profile:

1. Select Add Family Member.

The Add Family Member screen opens (Figure 7-26).

Add Family Member " Requirad
First Name: -
Middle Initial:
Last Mame: *
Date Of Bith{mm/ddyyyy): © =~

Relation: * | Spouse
Passport Mumber:  |Mot Provided

Expiration Date:  |Not Provided =~

[ Save Person ] [ Cancel ]

Figure 7-26: Add Family Member Screen
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Chapter 7: People

2. Complete the First Name field with the dependent’s first name.
3. (Optional) Complete the Middle Initial field with the dependent’s middle initial.
4, Complete the Last Name field with the dependent’s last name.

5. Complete the Date of Birth field with the dependent’s birth date. The year must consist of
four digits. Select the calendar icon to choose a date from the calendar and edit the year
if necessary.

6. Select the Relation drop-down list and choose the relationship of this dependent to the
DTS traveler.

7. Complete the Passport Number field with the dependent’s passport number.

8. Complete the Expiration Date field with the date on which the dependent’s passport will
expire. A future date is required for this field. Select the calendar icon to choose a date
from the calendar and edit the year if necessary. The year must consist of four digits.

9. Select Save Person.
-OR-
Select Cancel to return to the Dependents for Traveler screen without adding the depen-
dent (Figure 7-25).

The Dependents for Traveler screen refreshes (Figure 7-27). It now displays information per-
taining to the added dependent.

Dependents for Carson, Terry T

[ Add Family Member ]

ry— Date Of Birth (mm/ddiyvyyy): 02/23/2008
Name. Carson, : o .
ame: novid Passport Mumber: Mot Provided Expiration Mot Provided
— Date:
— Date Of Birth (mm/ddfyyyy): 10/20/1985
_ Carson,
Mame: o° - Passport Mumber: 121212121212121 Expiration 02/01/2015
= Date:

Figure 7-27: Dependents for Traveler Screen (Family Member Added)
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7.3.6.2 Update Dependent Information

Beginning on the Dependents for Traveler screen (Figure 7-25 and Figure 7-27), follow the
below steps to update a dependent’s information in the traveler’s profile:

1. Select Update for the dependent whose information will be updated.

The Edit Family Member screen opens (Figure 7-28). It displays the current information for the
selected dependent.

Edit Family Member * Data Required
First Mame: * |David
Middle Initial:
Last Mame: ® |Carson
Date Of Bithimm/ddAnny): © |02/23/2008 El-

Relation: * | Child i
Passport Mumber:  |MNot Provided

Expiration Date:  |Not Provided E-

[ Save Changes ][ Cancel ]

Figure 7-28: Edit Family Member Screen

2. Edit any information that requires correction or update (e.g., spelling error, name change,
new passport information).

3. Select Save Changes.
-OR-
Select Cancel to return to the Dependents for Traveler screen without changing any of the
information (Figure 7-27).
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7.3.6.3 Delete Dependent Information

Beginning on the Dependents for Traveler screen (Figure 7-25 and Figure 7-27), follow the
below steps to delete a dependent’s information from the traveler’s profile:

1. Select Delete.

Chapter 7: People

The Delete Family Member screen opens (Figure 7-29). It displays the current information for

the selected dependent.

Delete Family Member

First Name:  David
IMiddle Initial:
Last Mame:  Carson
Date Of Bith(mm/ddfyyyy):  02/23/2008
Passport Number: Mot Provided
Expiration Date: Mot Provided
[ Delete Family Member || Cancel |

Figure 7-29: Delete Family Member Screen

2. Select Delete Family Member.
-OR-

Select Cancel to return to the Dependents for Traveler screen without deleting this depen-
dent from the traveler’s profile (Figure 7-27).

The Dependents for Traveler screen opens (Figure 7-30). It no longer displays the deleted

dependent’s information.

Dependents for Carson, Terry T

[ AddFamily Member |

Date Of Birth (mm/ddf vl 10/20/1985
Passport Mumber: 121212121212121 Expiration 02/01/2015

Date:

Figure 7-30: Dependents for Traveler Screen — Dependent Deleted
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Chapter 7: People

7.4 Create a Personal Profile

DTAs can create a personal profile for only new users to whom they have access, based on the hierarchi-
cal setup in DTS. See Section 7.3.2.3, Update Person (User/Traveler), for descriptions of each of the fields
in the user/traveler personal profile.

Follow the below steps to create a personal profile in DTS:

1. Select People from the DTA Tools drop-down list on any screen in the DTA Maintenance Tool.

The Search People screen opens by default (Figure 7-31). Four links display on the navigation bar:
Search People, Create Person, Receive Person, and View Person Lists.

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

Search People * Required

Organization Name * | TDZKMB | &%| (] ~Include Sub-Organizations

Person Type: * | All v

SSN

Last Name:

First Name:
Organization Access: ~

Permission Level 4

Figure 7-31: Search People Screen
2. Select Create Person.

The Create Person screen opens (Figure 7-32).

Create Person * Required

SSN: 7
s this person going to travel?- * (O Yes O Mo

[ Continue H Cancel ]

Figure 7-32: Create Person Screen
3. Complete the SSN field with the new person’s SSN.
4. Select the Yes or No radio button to indicate whether or not the user will travel.
If Yes is selected, the Create Person (User/Traveler) screen will open. If No is selected, the Create Person
(User Only) screen will open. Complete all of the below steps to create a personal profile for a user/trav-

eler. Steps 16 through 44 do not apply when creating a profile for a person who is a user only.

5. Select Continue.
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Chapter 7: People

The Create Person (User Only) screen or the Create Person (User /Traveler) screen opens, depending upon
the radio button selected on the previous screen (Figure 7-33).

Create Person (User/ Traveler) * Required
=
SSMN: KKGO09030
First Mame: * I:I
Middle Initial: | |

Last Name: *

Organization Name: * | TDZKME ﬂ

Email: | |

Figure 7-33: Create Person Screen - Common Data Section
6. Complete the First Name and Last Name fields. The Middle Initial field is optional.
7. Select the Organization Name drop-down list and choose the new person’s organization.

8. Complete the Email field with the new person’s e-mail address.

Note: See Table 7-3 for a description of the User Specific Data section (Figure 7-34).

User Specific Data
Organization Access: © | Mo Org Access v d

G A n ﬂ——Organizatiun Owner Name
roup Access:
4 MNone + —-Group Mame

Editable Permission Level(sy * J 001 020304050607
Approval Override: * (O Yes (& Mo
Manually Entered Transaction: * (O Yes & No
Mon-DTS Entry Agent (T-Entered): © O Yes & Mo
Self-AQ Approval: = O Yes & Mo

UserID:  DEFAULT

Figure 7-34: Create Person Screen - User Specific Data Section
9. Select the Organization Access drop-down list and choose the correct value.

10. Select the Organization Owner Name drop-down list. Select the organization from the list, if the new
person will have group access.

11. Select the Group Name drop-down list. Select the appropriate group from the list.
12. Check the Editable Permission Levels check boxes to grant the appropriate permissions to the new

person.
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Chapter 7: People
13. Select the Yes or No radio button for Approval Override. This indicates whether or not the person can
approve documents without being on a document's routing list.

14. Select the Yes or No radio button for Manually Entered Transaction. This indicates whether or not the
person can use the Manual Transaction feature in the Budget Administration Tool.

15. Select the Yes or No radio button to indicate whether the person’s role will be that of an NDEA.
16. Select the Yes or No radio button for Self AO Approval. This indicates whether or not the person can
approve their own travel documents (authorizations only). The person will also need to be included on

the routing list (see Chapter 5 of the Document Processing Manual).

Note: See Table 7-5 for a description of the General Travel Data section (Figure 7-35).

General Traveler Data

Civilian / Military: * | SelectOne .. %
Title # Rank: ® You must select an option from the ‘Civilian / Military” list.
Mailing Address Line 1: ©

Mailing Address Line 2:
City:
State / Country: ©

Zip / Postal Code: ™

Is mailing address same as residential () Yes (&) Na
address?

Routing List Name: ® | SelectOne ..

Default LOA Lakel: | No Options Available

Figure 7-35: Create Person (User/Traveler) Screen - General Traveler Data Section
17. Select the Civilian / Military drop-down list and choose the correct value from the list.
18. Select the Title / Rank drop-down list and choose the correct value.

19. Complete the Mailing Address, City, State / Country, and Postal Code fields. Use the Lookup but-
ton to search for the state or country. Indicate if the mailing address is the same as the residence.

20. Select the Routing List Name drop-down list and choose the correct value.

21. Select the Default LOA Label drop-down list and choose the correct value.
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Note: See Table 7-6 for a description of the Personal Data section (Figure 7-36).

22.

23.

24.

25.

26.

Personal Data
Gender: * | MALE v

Resident Address Line 1:

Resident Address Line 2:

Resident City:

i

Resident State / Country:
Resident Zip / Postal Code:

Resident Phone Number:

Emergency Contact Name:

H

Emergency Contact Phone Number:

Figure 7-36: Create Person (User/Traveler) Screen: Personal Data Section
Select the Gender drop-down list and choose the correct value.
Complete the Resident City field with the person’s city of residence.
Complete the State / Country field. Use the Lookup button to search for the state or country.
Complete the Resident Phone Number field with the telephone number of the person’s residence.

Complete the Emergency Contact Name field and the Emergency Contact Phone Number field
with the name and phone number of the person’s organization emergency contact.
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Note: See Table 7-7 for a description of the Duty Station Data section (Figure 7-37).

Duty Station Data

Printed Organization Mame:

Present Duty Station Mame:

Senice { Agency by which the traveler is

" ¥ SelectOne .. ¥
employed:
MNumber of Work Hours ¢ Day:
Time Zone: * | SelectOne ... v

Duty Station Address Line 1: *
Duty Station Address Line 2:
Duty Station City: ~
Duty Station State / Country: *
Duty Station Zip / Postal Code: ™
Mail Code:
Duty Station Phone Mumber: ™
Duty Station Fax Mumber:
Number of Miles to Closest Airport:
Unit 1D: ™

Figure 7-37: Create Person (User/Traveler) Screen: Duty Station Data Section
27. Complete the Printed Organization Name field with the name of the person’s organization.
28. Complete the Present Duty Station Name field with the name of the person’s duty station.

29. Select the Service / Agency by which the traveler is employed drop-down list. Choose the correct
value.

30. Complete the Number of Work Hours / Day field with the number of hours in the person’s typical
workday.

31. Select the Time Zone drop-down list. Choose the correct value.
32. Complete the Duty Station Address fields with person’s duty station address and mail code.
33. Complete the Duty Station Phone Number and Duty Station Fax Number fields.

34. Complete the Number of Miles to Closest Airport field by entering the number of miles to the near-
est airport.

35. Complete the Unit ID field with the person’s unit ID information.

Page 7-36 DTS Release 1.7.8.0, DTA Manual, Version 4.4.34, Updated 3/31/11

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



Chapter 7: People

Note: See Table 7-8 for a description of the Other Data Elements section (Figure 7-38).

36.

37.

Other Data Elements

Tech Status (For Information Only): © |MNo  +
Air Crew Status (For Information Only): © | No

Figure 7-38: Create Person (User/Traveler) Screen - Other Data Elements Section
Select the Tech Status drop-down list. Choose the correct value (Air Force only).

Select the Air Crew Status drop-down list. Choose the correct value (Air Force only).

Note: The Air Crew Status field will be masked if the user/traveler is a civilian.

Note: See Table 7-9 for a description of the Government Charge Card (GOVCC) Data section (Figure 7-
39).

38.
39.

40.

41.

42.

DTS Release 1.7.8.0, DTA Manual, Version 4.4.34, Updated 3/31/11

Government Charge Card (GOVCC) Data

Govt Charge Card Holder: © (& Yes (O Mo
Advance Authorization: * | CARD HOLDER v|
Mandatory Use Of GOVCC: * (O Exempt (5) Non-Exempt

Account Mumber: | |

GOVCC Exp. Date:

Figure 7-39: Create Person (User/Traveler) Screen -
Government Charge Card (GOVCC) Data Section

Select either the Yes or No radio button for Gov’t Charge Card Holder.

Select the Advance Authorization drop-down list. Choose the correct value.

Select either the Exempt or the Non-Exempt Mandatory Use of GOVCC radio button. This specifies

default payment method for air transportation.
Complete the Account Number field with the GTCC number.

Complete the GOVCC Exp. Date fields with the expiration date.
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Note: See Table 7-10 for a description of the Electronic Funds Transfer Data section (Figure 7-40).

Electronic Funds Transfer Data

Enter only one account with a routing number
Mandatory EFT Payment: © (& “es (O No More infarmatian
Checking Routing Mumber:
Checking Account Mumber:

OR
Saving Routing Number:

Saving Account Number:

Figure 7-40: Create Person (User/Traveler) Screen: Electronic Funds Transfer Data Section

43. Complete or update the following user/traveler information:
Checking Routing Number and Checking Account Number
-OR-

Saving Routing Number and Saving Account Number.

Note: The No radio button should only be selected if the traveler does not have access to an account at a
financial institution that can receive EFTs. If No, the traveler must justify on each trip authorization why
payments by EFT cannot be accepted.

44. Select Save Changes.

7.5 Receive a Person

After a person has been detached, the DTA at the gaining organization must receive the person before
they can log in to DTS. Travelers retain the group memberships they had while in the detaching organiza-
tion until they are received into the new organization. Then the new organization's GGMR(s) apply.

In order to receive people into an organization, the DTA must search for the person’s personal profile in
DTS. Follow the below steps to receive a person into a DTS organization:

1. Select People from the DTA Tools drop-down list on any screen in the DTA Maintenance Tool.

The Search People screen opens by default (Figure 7-41). Four links display in the navigation bar: Search
People, Create Person, Receive Person, and View Person Lists.

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

Search People  Required

Organization Name * | TDZKME ¥ | | [J-Include Sub-Organizations

Persan Type: * | All ~

SS8N-
Last Name:
First Name-

Organization Access: v

Permission Level: v

Figure 7-41: Search People Screen
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2. Select Receive Person.

The Search Person to Receive screen opens (Figure 7-42).

Chapter 7: People

Search Person to Receive

* Required

SSN: T

Receiving Organization Name: * | TDZKME v d

Figure 7-42: Search Person to Receive Screen

3. Complete the SSN field with the SSN of the person to be received.

4. Select the Receiving Organization drop-down list. Choose the organization that will receive the per-

son.

5. Select Search.

The Receive Person screen opens (Figure 7-43). This screen displays the record of the person whose
SSN matched the SSN entered in the Search Person to Receive screen. When a person is received into
an organization, the organization’s default routing list and DTA ID are entered into the profile automatically.
The person will be added as a member of the groups specified by the organization’s GGMRs. Permissions
will reset to 0 and all access will revert to none. If the person was scheduled for deletion, the 15-month
schedule will be cancelled. When received by the new organization, the person will be able to log in to DTS

and must validate their personal profile.

Receive Person

SSM:

MName:

Title f Rank:

Organization Mame:

Senvice / Agency by which the traveler is employed:
Routing List Mame:

DTA ID:

999964108

Carson, Terry T

ME-04

TDZKMB

United States Marine Corps
PDT

DTMO TRNG

[ Receive Person ] [ Cancel ]

Figure 7-43: Receive Person Screen

6. Select Receive Person to assign the person to the receiving organization
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7. The People (Search Results) screen opens (Figure 7-44).

People (Search Results)

Organization Mame: TDZKME SSN: K408 Permission Level
Include Sub-Organizations: Mo Last Mame Persan Type: Al
Organization Access First Mame

SSN: HXK4108 Organization: TDZKMB

Permission: 0 QOrganization Mo Org Access
= Carson, Access:
" Terry T
Rank: ME-04 Group

Access: Mone

1-10f1

Figure 7-44: People (Search Results) Screen

Note: A person is only available to be received if that person has been detached from the original organi-
zation. If the person cannot be received for this reason, a message will display indicating that the person
has not been detached.

8. Select Update to assign permissions, organization access, group access, routing list (if different from

the default), duty station information, and any other organization-specific information in the person’s
profile.
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Chapter 7: People

7.6 View Person Lists

The View Person Lists feature of DTS allows the creation of lists of the following types of personal informa-
tion:

Basic Traveler Information List. Displays several items from a traveler's profile, including organization,
unique identification number (UIN), group access, and default LOA.

Complete Traveler Information List. Displays all items from a traveler's profile, including Privacy Act
Information and full SSN (if indicated).

Accounts Information List. Displays information regarding a traveler's GOVCC and checking
account(s) (if applicable).

Special Features Information List. Displays information indicating which user/travelers have special
permissions, roles, or access, such as Self-AO, NDEA, and Debt Management Monitor (DMM).
Groups Information List. Displays traveler names and the groups to which they belong, as well as
member organizations and group organization owner names.

Follow the below steps to view a Person List:

1.

Select the DTA Tools drop-down list and choose People.

The Search People screen opens (Figure 7-41).

2.

Select View Person Lists.

The View Person Lists screen opens (Figure 7-45).

5.

View Person Lists

Select Report: Basic Traveler Info List hd

Select Organization: Basic Traveler Info List d [ ~Include Sub-Organizations

Complete Traveler Info List
Show Full SSM:  |Accounts Info List
Special Features Info List
Groups Info List

Figure 7-45: View Person Lists Screen
Choose the Select Report drop-down list and select the list type.

Choose the Select Organization drop-down list and select the organization to be included in the
report.

Select Show Full SSN to see a traveler's complete SSN.

Note: DTAs will only be able to select Show Full SSN if they select Complete Traveler Information List.

6.

Select Run Report.
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Chapter 7: People

DTAs are prompted to download the compiled report, which they may download to their computer or view
in a separate window as an Excel spreadsheet.

7. Select Open to display the report on the screen (Figure 7-46).
-OR-
Select Save to download the file to the hard drive.
-OR-
Select Cancel to cancel the action and return to the previous screen.

A B C D E F G H J K
1 |For Official Use Only
2 |Contains Personally Identifiable Information covered by the Privacy Act of 1974
Self- Signature Debt

Organization  Last First Middle  SSN{Last4 Permission NDEA Authorizi Override Management
3 |Mame Name Name Initial digits) Levels Status ng Status Status Monitor Status  Traveler Email Address
4 |Title: Special Features Info List Run Date: Mon Feb 28 08:54:18 EST 2011 Search Criteria:  Organization: TDZKME Sub-Orgs: Yes
5 |TDZKMB Carson Terry D HEHKK1234 0 No MNo MNo MNo tearson@dtmo.pentagon.mil
6 | TDZKMB Moore Jennifer A MUK KALO3 12 Yes Yes Yes No jmoore@dtmo.pentagon.mil
7 |TDZKMEB Carson Eric T HARHRAL08 0 No Yes MNo MNo eric.t.carson@usmc.mil
8 | TDZKMB Smith John D MUK KALLS 1234567 No No Yes No jsmith@dtmo.pentagon.mil
9 |TDZKMB Taggart Sara T MERRRTI0T 1234567 No MNo MNo MNo staggart@dtmo.pentagon.mil

Figure 7-46: Person List - Special Features List Example
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CHAPTER 8: LINES OF ACCOUNTING

The Lines of Accounting (LOA) section of the DTA Maintenance Tool tracks travel funding associated with
an organization’s budget. DTS is not an official accounting system. The resource management person-
nel, referred to in DTS as Finance Defense Travel Administrators (FDTAS), reconciles accounts by using
the applicable accounting system for their service or agency. FDTAs can do this any time after the organi-
zation structure has been established. The user must have a permission level 6 to edit LOAs. The FDTA
typically has permission levels 0, 1, 3, 5 and 6; as well as organization access to work with LOAs and Bud-
gets. This chapter covers the following topics:

Lo TR I NN o 0 = - S 8-1
8.1.1 LOA FOrmMat IMAPS -...eeeeeeeiieeeee ettt e e e e e e e e e e e eeaaaeeeas 8-2
8.1.2 Format for LOA EIEMENtS ..o 8-2
8.1.3 Format for LOA Labels .......coooiiiieeeeee e 8-3

LS T2 0 o] o =T I I X S 8-3

8.3 Use of the DTA Maintenance Tool With LOAS..........ccciiiiiiieeiieeiecieeeeee e 8-3
8.3.1 Access and Use Of LOAS. ..ot eaae e 8-3
8.3.2.Search for an LOA ... ..o ettt e e e e e e e e e e e e e e 8-4
8.3.3 Delete an LOA ... .. e e e e e e aaeeeas 8-7
8.3.4 ROII OVEr @n LOA ...ttt e e e e e e e e e e eeeeaaeeeens 8-7

8.3.4.1 Default Rules for LOA ROIOVEN .........coiiiiiiiieiiiiiiiieieeeee e 8-7
8.3.4.2 Custom Rules for LOA ROIOVEr...........ooiiiiiiiiiiiiiiiiiiiieieeeee e 8-11
8.3.5Update an LOA ... ..t a e e 8-16
8.3.6 CopY @n LOA ... e 8-18
8.3.7 Cross-Organization FUNAING..........cuiieiiiiiiiiieiiie e 8-21
8.3.7.1 Share a Cross-Organization LOA ..........cceeiiiiiiiiiiiiiieeeeeieee e 8-22
8.3.7.2 Designate a Cross-Organization LOA Routing List...............cc........ 8-26
8.3.8 Create an LOA . ... ... et a e e 8-28
8.3.9 Update Default LOA ...t e e e e e e e e 8-30

8.4 LOA MaSS UPAALE ... ..eeiiiiiiiieeie ittt ettt e e e e e e e e e e e e e e e e e e aaanns 8-34

8.5 LOA MASS COPY -.utteeeeiiutiiieeeaitiieeeeaitieee e e atteee e e aaubeeeeeaabbeeeeeaasbeeeeeaanbeeeeeeanbbeeeeeanneee 8-37

8.6 VIEW LOA(S) LISt ..veeeeeeiieiiiee ettt e e e e e et e e e e et e e e e e ennreaeeeennnes 8-39

8.7 Foreign Military Sales (FMS) in Lines of Accounting ...........cccoeeeiiiiiiieiniiieee e 8-41

8.1 LOA Formats

Each LOA follows the format of a particular Format Map in DTS. Additionally, each element in an LOA fol-
lows a 10 X 20 format. Finally, each LOA is labeled in a particular format. These formats are discussed
below.
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Chapter 8: Lines of Accounting

8.1.1 LOA Format Maps

LOA format maps define valid format templates for each LOA type. These format maps will define the
subfields of each account field by position, including name, valid content length, and type. All LOAs
must be associated with an acceptable format map to allow a user to create, update, copy, and roll
over LOAs.

The DTA Maintenance Tool introduces the concept of LOA format maps to define the valid format tem-
plate for each LOA type. The following is a list of the LOA format maps defined in DTS:

« AF 2,9/29/2003

+ ARMY 3, 6/6/2003

+ BSM1, 2/6/2006

+ DBMS 1, 8/1/2001

+ DIA, 3/5/2009

+ DTRA, 7/03/2006

« DWAS 1, 1/1/2004

+ eBiz 2, 2/20/2003

+ MCH1, 8/1/2001

+  MSC, 10/13/2005

*  NAVY 1, 8/1/2001

* NAVY ERP1, 9/26/2006
+ NAVY FMS, 1/3/2005

*+ NRL 1, 6/8/2006

+ SAP 1, 3/10/2004

+ SDDC - AF, 5/12/2006
+ SDDC - ARMY, 5/12/2006
+ SFISv34

+  WAAS 1, 8/7/2002

Once an LOA has been created, it cannot be converted to a different format map. LOAs can only be
copied or rolled over within the same format map. By default, DTS can create an empty budget shell
automatically for every new LOA, whether created, copied, or rolled over. However, the option can be
deselected so that a budget shell will not be created for a new LOA. If for some reason the empty bud-
get shell cannot be created (e.g., a budget shell with the same name as the one being generated
already exists), the LOA will still be created. See Appendix R for more information on service and
agency LOA formats.

8.1.2 Format for LOA Elements

The first field in all LOAs contains the six-digit accountable station number. This number identifies the
accounting entity that maintains the records for the funds to be charged. The Defense Information Sys-
tems Agency (DISA) Global Exchange (GEX) uses this number to route transactions to the appropriate
Defense Accounting and Disbursing System (DADS). Each service places its station number in a dif-
ferent position within the LOA; therefore DTS duplicates the station number in the first six positions of
the first field. The GEX can identify the correct accounting station immediately and apply the correct
transaction maps, which are unique for each DADS.

The remaining fields (fields 2 through 10), contain the organization’s fiscal coding structure and vari-
ous components separated into various elements or parts. The Defense Finance and Accounting Ser-
vice (DFAS) for DFAS-owned systems have validated the LOA formats developed by the services.

See Appendix R for detailed information pertaining what each element represents and how LOA ele-
ments differ according to each service and agency LOA format map.
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Chapter 8: Lines of Accounting

8.1.3 Format for LOA Labels

In DTS, the LOA label must be unique within an organization. For example, there can be only one LOA
labeled Training in an organization, but each organization can have its own Training LOA label.

The LOA label should be a name that is obvious to travelers and Authorizing Officials (AOs) when
selecting an LOA to apply to a trip.

To ensure that the selected LOA label contains the correct fiscal year, the first two digits of the label
must contain the travel execution year. Following the two-digit fiscal year identifier is a space and up to
12 alphanumeric characters (up to 15 characters in total).

When creating or editing elements in an LOA, all letters must be entered in uppercase format. If the
user attempts to save lowercase letters in the LOA elements, an error message will display until the
change is made. This will prevent any mismatched information when interfacing with GEX or DFAS.

8.2 Upload LOAs

For the initial upload of the LOAs, DFAS will provide a file of all travel LOAs downloaded from the DFAS
accounting systems. This automated download reduces the number of errors that result from manual input,
and reduce the work for the DTA. This process allows DTS to process travel transactions against LOAs
that have been validated by DADS.

There are two methods used to upload LOAs into DTS.

*  Enter LOAs manually using the DTA Maintenance Tool (Section 8.4)
*  Upload using the Deployment Tool (DTS Implementation Guide)

8.3 Use of the DTA Maintenance Tool with LOAs

Each organization's DTS financial data will be maintained through the use of the DTA Maintenance Tool.
This section will cover the use of the Maintenance Tool to delete, roll over, update, copy, share with a
cross-organization, and create LOAs.

The FDTA can open the DTA Maintenance Tool by selecting it from the Administrative drop-down list on
the DTS User Welcome screen.

8.3.1 Access and Use of LOAs

Access is based on the hierarchical setup of the organization that the user belongs to. LOAs can only
be created and edited for organizations that the user has access to. Organizations can use only the
LOAs that are associated with it. This controls the budgets for the organization. To use another organi-
zation’s LOAs, those LOAs must be added manually to the organization along with an associated bud-
get or use the Cross-Organization Funding feature.

Each LOA must have a target budget amount created in the Budget module of DTS to track funds

charged to that LOA. If no funds exist in this budget, travel cannot be approved (unless the AO has
permission level 7, which will allow for budget funding override).
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Chapter 8: Lines of Accounting

To perform DTA tasks related to LOAs, select Lines of Accounting from the DTA Maintenance Tool
drop-down list (Figure 8-1). The Lines of Accounting tool allows users who have the appropriate per-
mission level(s) to create and maintain LOA data.

Defense Travel System
A New Era of Government Travel

DTA Home | Help for th

DTA Maintenance

DTA Tools: TAN; e ‘<< Select an option from the DTA Tools dropdown.

yme to the DTA Maintenance Tool
| provides authorized DTAs with the ability to create and modify arganizations. routing lists. groups. peaple. and lines of
ing (LOAs). Please select an optien from the DTA Tools dropdown menu above

Your Maints Tool Permissi:
« You have the proper permissions to edit erganizations
+ You have the proper permissions to edit routing lists
+ You have the proper permissions to edit groups
+ You have the proper permissions to edit people
+ You have the proper permissions to edit lines of accounting (LOAs)
« You have the proper permissions to edit permissions
+ You do NOT have the proper permissions access MIS
+ You do NOT have the proper permissions access ROA

Figure 8-1: DTA Maintenance Tool Home Page

Tasks such as: Search LOA(s), Create LOA(s), Update Default LOA(s), Mass Update, Mass Copy, and
View LOA(s) List can be accessed from the dark blue navigation bar (Figure 8-2).

n | Logout

77001
DTA Home | Help for th

Defense Travel System
ANew Era of Government Travel

DTA Maintenance

DTA Tools:

Search Lines of Accounting

Label- (FY + LOA Name)
Format Map- v
Organization Mame: | TDZDTMOCSD v || O -include Sub-Organizations

Unbudgeted LOA(s) Only- [

Figure 8-2: Search Lines of Accounting Screen

8.3.2 Search for an LOA

In order to access LOAs, the user must perform a search. When Lines of Accounting is selected
from the DTA Tools drop-down list, the Search Lines of Accounting screen opens (Figure 8-2). This
screen allows the user to search for existing LOAs. See Table 8-1 for a description of the Search Lines
of Accounting screen.

Only LOAs within the user’s organization-hierarchy can be viewed. Selections available in the Organi-
zation Name drop-down list will be limited to organizations within the hierarchical setup. LOAs can be
searched within a single organization or a selected organization and all of its suborganizations if the
user checks the Include Sub-Organizations box. The user can also view unbudgeted LOAs only.
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Chapter 8: Lines of Accounting

Table 8-1: Search Lines of Accounting Screen Description

SEARCH LINES OF ACCOUNTING SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION

Label Text field in which to enter the name of the LOA that DTS is to search.

Format Map Drop-down list of all format maps available in DTS.

Organization Name Drop-down list of organizations limited to those in the user’s hierarchical setup.
Include Sub-Organization Expands search to include selected organization and all suborganizations.
Unbudgeted LOA(s) Only Box used to limit the search to unbudgeted LOAs only.

Follow the below steps to search LOAs:

1. Complete the Label field with the name of the LOA being searched. To expand the search to
include all LOAs for the selected organization, leave this field blank.

2. Select the Format Map drop-down list to select a map type for which to search. To expand the
search to include all map types for the selected organization, leave this field blank.

3. Select the Organization Name drop-down list to select the organization.

To expand the search to include all suborganizations, check the Include Sub-Organizations box. To
limit the search, check the Unbudgeted LOA(s) Only box.

Note: In a long list of organization names, the magnifying glass icon can be used to type in the organi-
zation name. After selecting the icon, enter the organization name or the first few characters, e.g.,
TDZDTMO, in the text box. Select OK. The organization appears in the Organization Name field. Use
the drop-down list to continue the search if necessary.

4. Select Search.

The Lines of Accounting (Search Results) screen (Figure 8-3) displays the results based on the search
criteria. This screen allows an LOA to be selected for updating, copying, sharing with a cross-organiza-
tion, deleting, or rolling over. More than one LOA can be selected for deletion by checking the boxes in
the appropriate rows before selecting Delete Selected (on this page). Similarly, more than one LOA
can be selected to roll over by checking the boxes in the appropriate rows before selecting Rollover
Selected (on this page). Only LOAs that appear on the current screen are available to update, copy,
share with a cross organization, delete, or roll over. See Table 8-2 for a description of the Lines of
Accounting (Search Results) screen.
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Chapter 8: Lines of Accounting

77011

Helo for this Screen

Defense Travel System DA Home Logout
A New Era of Government Travel DTA Maintenance

26 EST

Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

DTA Tools:

Lines of Accounting %

Lines of Accounting iSearch Results)

Organization Name® TDZDTMOCED
Include Sub-Organizations: Yes

Label
Unbudgsted LOA(s) Only- Ho

Format Map

Delets:‘c.:c;lsljlover Edit Organization Mame Label Shared  FormatMap  Linkto
0 %-0rg Funding_] TDZDTMOCSD 10 CONFERENCE No  MC 1, 8/1/2001 jew Budost
0 TDZDTMOCSD 10MEDICAL ~ No  AF 2, 9/29/2003 pew Budgst
O TDZDTMOCSD 10 SUPPLY No  WAAS 1. 8/7/2002 new Budeet
0 TDZDTMOCSD 11 CONFERENCE Na  MC 1. 8/1/2001  New Budest
O TDZDTMOCSD 11CROSSOVER  MNo  MC 1. 8/1/2001  jew Buoget
O TDZDTMOCSD 11CSD Ne  MC 1. 8M1/2001 pew Budget
O TDZDTMOCSD 11 LOCAL Mo MC 1. 81/2001 new Busget
0 TDZDTMOCSD 11PERDIEM  No ARMY 3, 6/6/2003 New Budest
O TDZDTMOCSD 11SUPPLY  No  WAAS 1, B7/2002 Hew Bugost
O TDZDTMOCSDPMTrain 10 LOCAL No  MC 1. 8/1/2001 new Budget
0 TDZDTMOCSDREQ TITRAVEL  Yes AF 2 9/29/2003 pew Busost

Select All Clear Al

[ Delete Selectedon this page Rollover Selected (on this page)

JI

1-11of 11

Figure 8-3: Lines of Accounting (Search Results) Screen

Table 8-2: Lines of Accounting (Search Results) Screen Description

LINES OF ACCOUNTING (SEARCH RESULTS) SCREEN DESCRIPTION

FIELD OR OBJECT

DESCRIPTION

Select to Delete or Rollover

Box used to select LOA for deletion or rollover.

Edit

Column header to identify the buttons used to initiate the update or copy of an
individual LOA.

Organization Name

Name that identifies the organization with which the LOA is associated.

Label Plain text identifier or name of the LOA.

Shared Yes or No text indicates if the organization’s LOA is to be used by its lower level
organizations. See Section 8.3.6, Step 4 for details.

Format Map Displays map type for each LOA displayed.

Link To Link to budget allows the FDTA to link to the budget tool to create a new budget
for the LOA. See Section 8.3.6, Step 8 for details.

Update Button allows the FDTA to edit the LOA elements and option to make the LOA
shared.

Copy Button allows the FDTA to create a new LOA from an existing LOA.

X-Org Funding

Button allows the FDTA to share an LOA with an external DTS organization or a
traveler.
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Chapter 8: Lines of Accounting

8.3.3 Delete an LOA

The Delete Line(s) of Accounting button and screens allow the user to select and delete one or more
LOA(s) that is available in their organization. Follow the below steps to delete a Line of Accounting:

1. Search for the LOA(s) to be deleted by following the steps in Section 8.3.2.

The Lines of Accounting (Search Results) screen opens (Figure 8-3).

2. Check the box(es) to select the LOA(s) for deletion.
3. Select Delete Selected (on this page).

A confirmation screen opens (Figure 8-4). From here, the user may cancel the process or delete
the LOA.

Screen ID: 77111
DTa Home | Help forthis Screen | Logout

DTA Maintenance

Defense Travel System

A New Era of Government Travel

DTA Tools:

Delete Line(s) of Accounting
Organization Name Label Format Map
TDZDTMOCSD 11 LOCAL MC 1, 8/1/2001

Delete Line(s) of Accounting ]

Figure 8-4: Delete Line(s) of Accounting Screen
4. Select Delete Line(s) of Accounting.
5. Select OK.

The LOA has been deleted. The Lines of Accounting (Search Results) screen refreshes. The deleted
LOA no longer displays on the list.

8.3.4 Roll Over an LOA

The Rollover Line of Accounting feature allows one or more LOA(s) to be rolled over so that funds
are available for a new fiscal year. Once selected, DTS copies all of the elements of the selected
LOA(s) to the new fiscal year using Default Rules or Custom Rules to change fiscal year elements in
the newly established LOA(s). DTS will also create an associated budget shell in the Budget module
based on a single fiscal year entry in the same screen.

8.3.4.1 Default Rules for LOA Rollover

Default rules automatically update fiscal year and program year account elements in each
LOA to a designated fiscal year. Any empty elements in the LOA will remain empty. All other
data elements within the LOA will be copied exactly into the new LOA.

Follow the below steps to roll over an LOA using Default Rules:

1. Search for the LOA(s) for roll over by following the steps in Section 8.3.2.

The Lines of Accounting (Search Results) screen opens.
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Chapter 8: Lines of Accounting

2. Select the box(es) to identify the LOA(s) for roll over or use the Select All link to check all
LOAs on the screen. (Figure 8-5)

D: 770141
Defense Travel System OTtome | Heprortns s Losout
ANew Era of Government Travel DTA Maintenance

Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Lines of Accounting (Search Results)
Organization Name: TDZDTMOCSD

Include Sub-Organizations: Mo
Format Map

Label
Unbudgsted LOA(s) Qnly- Ho

Select to

et o Edit Organization Name Label Shared ~ FormatMap  Linkto
O TDZDTMOCSD 10 CONFERENCE No  MC 1, 8/1/2001  new Budnet
O TDZDTMOCSD 10MEDICAL Mo AF 2, 9/29/2003 pew Budget
O TDZDTMOCSD 11 CONFERENCE No  MC 1. 8/1/2001  tew Budget
O TDZDTMOCSD 11CROSSOVER Mo MC 1. 81/2001  new Budget
O TDZDTMOCSD 11CSD Mo  MC1,8/1/2001 new Buggst
O TDZDTMOCSD 11FIELDTRNG Mo MAVY 1 8/1/2001 pew Budest
O TDZDTMOCSD 11 LOCAL No  MC 1, 8/1/2001 Hew Budset
O TDZDTMOCSD 11PERDEM Mo ARMY 3, 6/6/2003 new Budget
O TDZDTMOCSD 11 SEMINAR Mo WAAS 1, 8/7/2002 new Budest
O TDZDTMOCSD 11 SUPPLY Ho  WAAS 1. 8/7/2002 New Budget
O TDZDTMOCSD 11 TEAM & Mo MAVY 1. 8/1/2001 Hew Budget
O TDZDTMOCSD 11 TEAMALPHA No  VWAAS 1. B/7/2002 New Budoet
O TDZDTMOCSD 11 TEAMBRAVO MNo  AF 2, 9/29/2003 few Budget

SelectAll Clear Al

Delete Selected(an this page il Rallover Selected (on this page
1-130f13

Figure 8-5: Lines of Accounting (Search Results) Screen
3. Select Rollover Selected (on this page).

The Rollover Lines(s) of Accounting - Select Rules screen opens (Figure 8-6). It displays the
default rules for how DTS will complete the rollover process for the selected LOA(s).

Name S0NG D: 77134
Defense Travel System ez, TOZDTHOCSD DT Home | e for tis 5= Locout
A New Era of Government Travel 2 s DTA Maintenance

DTA Tools: Search LOA(s) | Create LOA(s) | Update De A(s) | Mass Update | Mass Copy | View LOA(s) List

Rollover Line(s) of Accounting - Select Rules
Selected Format Map Default Rollover Element(s) Default Rule(s)

Empty (null) values for WAAS FY. PY slements are not rolled aver
W values for WAAS FY elements are not rolled over.
Hon-empty {FY and PY) elements are ralled to new fiscal year

Account 2 FY
WAAS 1, 8/7/2002 Aecount 2B
Empty (null) values for Air Force P and FY elements are not rolled over

A Fiscal year (FY) element with a value less than the corresponding Program
Year (PY) element is not rolled over.

K values for Air Force FY elements are not rolled over.

Hon-empty (FY and FY) elements are ralled to new fiscal year

Account 2 FY

(Pl Account 3 PY

Select Rollover Rules: @ Use default rule(s)
¢ Use custom rule(s) defined for each LOA

Figure 8-6: Rollover Lines of Accounting - Select Rules Screen
4. Select the Use default rule(s) radio button.

5. Select Continue.
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Chapter 8: Lines of Accounting

The Rollover Line(s) of Accounting-Default Rules screen previews the LOA(s) to be rolled over
(Figure 8-7).

CARSONC
DZDTMOCED DTA Home | Help for this Scree

ogout

Defense Travel System

A New Era of Government Travel DTA Maintenance

2011 -12:51 EST

DTA Tools: L b Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(S) List

Rollover Line(s) of Accounting - Default Rules (An empty budget shell will not be created if Create Budget is not checked.)” Requirsd
Rollover LOA(s) to Fiscal Year ™

Empty Budget Shellis) Fiscal Year
Create Budget  Shared Organization Hame Label Format Map Preview
O TDZDTMOCSD 11 SUPPLY WAAS 1, 8/7/2002 Fred

O TDZDTMOCSD 11 TEAM BRAVO AF 2, 9/29/2003

[ Rollgver Line(s) of Accounting |

Figure 8-7: Rollover Lines(s) of Accounting - Default Rules Screen
6. Complete the Rollover LOA(s) to Fiscal Year field.
7. Complete the Empty Budget Shell(s) Fiscal Year field.
The Create Budget box is selected by default.
8. Deselect the Create Budget box if a budget shell is not needed for the LOA rollover.

9. Check the box in the Shared column if the LOA is to be shared by the organization’s sub-
organizations.

10. Select Preview.

DTS Release 1.7.8.0, DTA Manual, Version 4.4.32, Updated 3/8/11 Page 8-9

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



Chapter 8: Lines of Accounting

11. The new LOA Data Elements screen displays how the LOA Data Elements will be format-
ted (Figure 8-8). This preview screen cannot be edited.

Format Map:  AF 2, 9/29/2003
Organization Mame:  TDZDTMOCSD

LOA Data Elements

ADSN or DTST: * |667100 (6 or DTST)
DTST Sub-field: (14)

Account 1

DEPT: |57 (2)

TA: (2)

Account 2 Fy- 2 (1)
APPR: 3400 (4)

SL: (4)

FC: |30 (2)
Py

Account 3

ma
-
—

OAC: |78 {
OBAN: |09 [
Account 4
RC/CC:  |DKFIWH | {
{

BA:

BPAC: (6)
cDce: (3)
Account 5
CC: (2)
)

Line # (3

EEIC/SRAN: (408 (6)
Account 6 SC: (3)
SMC/CSN: (6)

ADSN:  [667100 | (6)
ESP- (2)

Account 7

FI: (8)
PEC: (6)

Account 8

Account 8 IBOP: (3)

JON: (12)
Account 10 OBJ-CLASS: (3)
CNTR-OTH-CD: (2)

Close Window

Figure 8-8: New LOA Data Elements Preview Screen

12. Select Close Window at the bottom of the LOA screen to return to the Default Rules
screen.
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Chapter 8: Lines of Accounting

13. Select Rollover Lines of Accounting to generate the new fiscal year LOA(s) and empty
budget shell(s).

The Rollover Line(s) of Accounting-Confirm screen opens (Figure 8-9). The user must confirm
or cancel any rollover action up to this point.

DTA Home | Help for this

Defense Travel System

A New Era of Government Travel

DTA Maintenance

DTA Tools: Lines of Accounting  |w Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Roll Line(s) of A ting - Confirm

After the lines of accounting are rolled aver into the new fiscal year, you will
not have an option to systematically back out the changes through the DTS
application If changes are required after the rallover function is completed
maodifications will have to be made to the LOAs through the LOA Mass
Update or the LOA Edit functions.

Would you like to continue with the rollover action or cancel and review your
LOA rollover rules prior to executing the fiscal year rollover?

Figure 8-9: Rollover Lines(s) of Accounting - Confirm Screen
14. Select Continue.

The Rollover Line(s) of Accounting Summary screen confirms the number of LOAs rolled over
and empty budget shell(s) created.

15. Select OK.

Note: If an error was made, the LOA must be deleted and any associated Budget Item(s) inac-
tivated, or the LOA and associated Budget Item(s) must be edited.

See Chapter 9 for information on how to update the budget shell with budget targets.

8.3.4.2 Custom Rules for LOA Rollover

Custom Rules allow the user to modify fiscal year and program year account elements. Cus-

tom rules can apply to one or more LOA(s). Once the LOA elements have been selected to be
rolled over, DTS will update fiscal year and program year elements in each LOA automatically
with a selected fiscal year value. All other data elements within the LOA will be copied exactly
into the new LOA.

Follow the below steps to roll over an LOA using Custom Rules:

1. Search for the LOA(s) for roll over.

The Lines of Accounting (Search Results) screen opens.
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Chapter 8: Lines of Accounting

2. Select a box for each LOA that will be rolled over or use the Select All link to check all
LOAs on the screen (Figure 8-10).

77011
Defense Travel System DTiHome | Help for ths Seresn | Logout
A New Era of Government Travel DTA Maintenance

011-13:11 EST

Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Lines of Accounting (Search Results)

Organization Name® TDZDTMOCSD
Include Suk-Organizations: Na
Format ap

Label
Unbudgeted LOA(s} Only- Mo

Select to

Delete or Rollover Edit Organization Name Label Shared ~ Format Map Link to
0 TDZDTMOCSD 10 CONFERENCE No  MC 1. 8/1/2001  New Budget
O TDZOTMOCSD 10MEDICAL ~ No  AF 2, 9/29/2003 New Bucoet
O TDZDTMOCSD 11 CONFERENCE No  MC 1. 8/1/2001  new Buseet
0 TDZDTMOCSD 11 CROSSOVER  No  MC 1. 8/1/2001 pew Budest
0 TDZDTMOCSD 11.¢sD Mo MC 1. 8/1/2001 nNew Budget
[__-Org Funding_] TDZDTMOCSD 11 FIELDTRNG  No  NAVY 1, 8/1/2001 new Budaet
TDZDTMOCSD 11 LOCAL No  MC 1, 8/1/2001 nNew Budaet
0 TDZDTMOCSD 11PERDIEM  No  ARMY 3. 6/6/2003 New Budst
O TDZDTMOCSD 11SEMINAR ~ No  WAAS 1, 87/2002 New Budgst
O TDZDTMOCSD 11 SUPPLY No  WAAS 1, 8/7/2002 new Budeet
0 TDZDTMOCSD 11 TEAM & No  NAVY 1, 8/1/2001 New Budast
O TDZDTMOCSD 11 TEAMALPHA  No  WAAS 1. 8/7/2002 pew Budoet
O TDZDTMOCSD 11 TEAMBRAVO No  AF 2, 9/29/2003 new Budeet
0 TDZDTMOCSD 12 SUPPLY No  WAAS 1, 8/7/2002 New Budast
0 TDZDTMOCSD 12 TEAMBRAVO  No  AF 2, 9/29/2003 New Budget

Select Al Clear All

Delete Selected(on this page I{ Rollover Selected (an this page) ]
1-150f 15

Figure 8-10: Lines of Accounting Search Results Screen
3. Select Rollover Selected (on this page).

The Rollover Line(s) of Accounting - Select Rules screen displays the default rules for com-
pleting the rollover process for the selected LOA(s).

4. Select the Use custom rule(s) defined for each LOA radio button (Figure 8-11).

DTA Home | Help for thi Logout|

Defense Travel System

ANew Era of Government Travel DTA Maintenance

DTA Tools: Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Rollover Line(s) of Accounting - Select Rules

Selected Format Map Default Rollover Element(s) Default Rule(s)
Account 2 DFY Empty (null) values for Navy DFY, EFY and BFY elements are not ralled over.
NAVY 1 8/1/2001 Account 3 EFY K values for Navy DFY. EFY and BFY elements are not rolled over.
5 Account 3 BFY Mon-empty (DFY, EFY and BFY) elements are rolled to new fiscal year.
Account 10 CC If 6th position for Navy CC is current fiscal year then it is rolled over.

Empty (null) values for Marine Corps FY elements are not rolled over.
¥ values for Marine Corps FY elements are not rolled over
Mon-empty (FY and PY) elements are rolled to new fiscal year.

Account 2 FY

L R Accourt 2 PY

Select Rollover Rules ©  Use default rule(s)
@  Use custom rulefs) defined for each LOA

Figure 8-11: Rollover Line(s) of Accounting - Select Rules Screen

5. Select Continue.
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Chapter 8: Lines of Accounting

The Rollover Line(s) of Accounting - Custom Rules screen opens (Figure 8-12).

7744
n | Logout

DTA Home | Heip for this S

Defense Travel System

A New Era of Government Travel

DTA Maintenance

0,1,2 56
February 24,2011 - 1318 EST

DTA Tools: Lines of Accounting |V Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Rollover Line(s) of Accounting - Custom Rules (An empty budget shell will not be created if Create Budget is not checked )” Required
Rallover LOA(s) to Fiscal Year ™

Empty Budget Shells) Fiscal Year
Create Budget Shared Select Rollover Field(s) Organization Hame ~ Label Format Map  Preview

Account 2 DFY (11)
Account 3 EFY (1)

v TDZDTMOCSD 11 FIELDTRNG HAVY 1, 8/1/2001 [ Frevew
L Account 3 BFY (1)

[ Account 10 CC (62683511T30)
O | 2 Aceount 2E¥ (i) TDZDTMOCSD  11LOCAL  MC 1, /172001

Account 2 PY (11)

[ Rallover Line(s) of Accounting ]

Figure 8-12: Rollover Line(s) of Accounting - Custom Rules Screen
6. Complete the Rollover LOA(s) to Fiscal Year field.
7. Complete the Empty Budget Shell(s) Fiscal Year field.
8. Select or clear the appropriate Select Rollover Field(s) box(es).
If a box under the Select Rollover Field(s) column is checked when the screen opens:
The value populated for the LOA account element will roll over into the Rollover LOA(s) to Fis-
cal Year field for the new LOA. If the box is cleared, the value will not change.
If a box is not checked under the Select Rollover Field(s) column when the screen
opens: There is no current value for the LOA account element and it will remain empty after
the roll over action. If one of the boxes is checked, the account element will roll over with the
value that was entered in the Rollover LOA(s) to Fiscal Year field. For example, if 2012 is
entered into the Rollover LOA(s) to Fiscal Year field, depending on the LOA format map,
either a 2 or 12 is the value that will display in the account element of the new LOA.

9. Select Preview.
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Chapter 8: Lines of Accounting

The new LOA Data Elements preview screen opens (Figure 8-13).

Format Map:  NAVY 1, 8/1/2001
Organization Name:  TDZDTMOCSD
LOA Data Elements
AAA or DTST: * |068638 (6 or DTST)
Account 1
DTST Sub-field: (14)
DEPT: |17 (2)
Account 2 IEETE (2)
DFY: |11 (2)
BFY: 1 {1}
EFY: 1 {1)
Account 3 APPM: (1804 (4)
SUBH: |KCBC | (4)
OC: |2100 (4)
BCN: |62583 (5)
S =
SUBH: |KCBC | (4)
OC: |2100 (4)
BCN: |62583 (5)
SA (1)
Account 4
AAAL 072835 (6)
TT: 2D (2)
BPA: [N (1)
Account 5
Cl:  |29789 (5]
ACCICAC: (7)
Account 6 FC: (2)
BSN: (2)
Account 7 (0)
Account 8 AC: (4)
PA: (9)
Account 9
APC: (7)
IBOP: (3)
Account 10 CC: |625B83511T30E | (12)
ACRN: (2)
Close Window

Figure 8-13: New LOA Data Elements Screen

Note: The preview screen is not editable.

10. Select Close Window at the bottom of the LOA screen to return to the Custom Rules
screen.
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Chapter 8: Lines of Accounting

The Custom Rules screen opens.
11. Select Rollover Line(s) of Accounting to continue rollover action.
The Rollover Line(s) of Accounting - Confirm screen opens (Figure 8-14). The rollover action

may continue or the action can be cancelled. If Cancel is selected, the Rollover Line(s) of
Accounting - Default Rules screen will open.

Defense Travel System

ANew Era of Government Travel

DTA Home | Help for this

2011 - 14:05 EST DTA Maintenance

DTA Tools: ines of Account Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Rollover Line(s) of Accounting - Confirm

After the lines of accounting are rolled over into the new fiscal year, you will
not have an option to systematically back out the changes through the DTS
application. If changes are required after the rollaver function is completed
modifications will have to be made to the LOAs through the LOA Mass
Update or the LOA Edit functions

If the LOA label that will be created for the LOA rollover action already exists
in the organization, DTS will canstruct a unique label for the rolled over LOA
by appending an "X" to the current LOA label, enabling a user to initiate the
rollaver action for an LOA, two (2) times.

Would you like to continue with the rollover action or cancel and review your
LOA rollover rules prior to executing the fiscal year rollover?

Cantinue | [ Cancel

Figure 8-14: Rollover Lines of Accounting - Confirm Screen
Note: The above confirmation message is a reminder that a LOA may be rolled over two times
if necessary. DTS does this by appending an X to the end of the second rolled-over LOA label.
(This is generally needed only to account for travel across fiscal years.)

12. Select Continue to complete the rollover process

The Rollover Lines of Accounting Summary screen opens (Figure 8-15). It indicates the num-
ber of successful rollover LOA(s) and empty budget shell(s) created.

RSOMNC 5o
TDZDTMOCSD

Defense Travel System

A New Era of Government Travel

DTA Home Help for this Screen Logout
DTA Maintenance

DTA Tools: 25 of Account Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Rollover Line(s) of Accounting Summary

2 of 2 Line(s) of Accounting Successfully Rolled Over
2 of 2 Empty Budget Shell(s) Successfully Created

Figure 8-15: Rollover Line(s) of Accounting Summary Screen

Note: If an error was made, the LOA must be deleted and any associated Budget Item(s) inac-
tivated, or the LOA and associated Budget Item(s) must be edited.

As previously stated, Chapter 9 provides information on how to update the budget shell with
budget targets.
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Chapter 8: Lines of Accounting

8.3.5 Update an LOA

The Update LOA feature allows the user to update existing LOAs within their organizational setup. The
Update Lines of Accounting screen is similar to the Create Lines of Accounting screen, with the excep-
tion that the Format Map, Organization Name, and Label cannot be changed. All of the data elements
of the LOA can be adjusted as needed.

Follow the below steps to update an LOA:

1. Search for the LOA(s) to be updated.

The Lines of Accounting (Search Results) screen opens (Figure 8-16).

HELEN CARSONC Screen [0: 77011

Defense Travel System DZDTMOCSD DT toms | Help fortns Sereen | Logout
ANew Era of Government Travel DTA Maintenance

DTA Tools:

Lines of Accounting iSearch Results)
Organization Name: TDZOTHMOCED

Include Sub-Organizations: 3
Format Map: AF 2, 9

Label
Unbudgeted LOA(s) Only Mo

Select to
Delete or Rollaver

0 TDZDTMOCSD 10 MEDICAL No  AF 2, 9/29/2003 new Budget
0 TDZDTMOCSDREQ 11TRAVEL Yes AF 2, 9292003 tew Sudget

SelectAll Clear Al

Edit Organization Name Label Shared  Format Map Link to

[ Delete Selected(an this page Jil Raollaver Selected (on this page ]
1-20f2

Figure 8-16: Lines of Accounting (Search Results) Screen
2. Select Update for the LOA to be updated.

3. The Update Line of Accounting Screen opens (Figure 8-17).
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Chapter 8: Lines of Accounting

Defense Travel System

A New Era of Government Travel

DTA Tools:

CARSONC
TDZDTMECSD

Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

7082
Help for this Screen | Logou|

DTA Maintenance

DTA Home

Update Line of Accounting

Account 1

Format Map-
Organization Name-
Label- 11 TRAVEL

Share LOA:

AF 2, 9/29/2003
TDZDTMOCSDREQ

[Yes

ADSH or DTST: ©
DTST Sub-field-

667100

LOA Data Elements

(6 or DTST)
(14)

Account 2

DEPT |57 (
TA: (
Fy- 1 (

APPR. (3400 | (
sL (

Account 3

Fe. [0 | (2)
PY: 1 (1)

QAC:
OBAN:
RC/CC
BA:

Account 4

78 (i
87 (i
401120 | (
01 0

Account &

BPAC:
CDC:
cc:
Line #

Account 6

EEIC/SRAN.  [408 (6)
sc (3)
SMC/CSH- (6)

Account T

ADSN:

667100 | (6)

ESP- (2)

Account §

FI:
PEC: |7305F

Account 9

IBOP- (3)

Account 10

JON:
OBJ-CLASS:
CNTR-OTH-CD-

(12}

Save Changes Cancel

Figure 8-17: Update Line of Accounting Screen

4. Check the Share LOA box if the suborganizations need this LOA to be available for selection in
their LOA drop-down lists. Ensure that any LOA shared also has the budget shared.

5. Modify LOA data elements as necessary.

6. Select Save Changes.

Note: Modification of the LOA will also require modifying the associated budget item in the Budget
module. Failure to do so will result in an UNBUDGETED budget item in the Budget module.
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Chapter 8: Lines of Accounting

8.3.6 Copy an LOA

The Copy Line of Accounting feature allows the user to create a copy of an existing LOA within their
organization setup in DTS. The Copy Line of Accounting screen is similar to the Create Line of
Accounting screen, with the exception that the format map cannot be changed. The user must change
either the organization name or part of the label, because labels must be unique within an organiza-
tion. One LOA can be copied to multiple organizations (one at a time) without having to re-enter all of
the elements of the selected LOA. DTS automatically creates an empty budget shell for each copied
LOA.

Follow the below steps to copy an LOA:

1. Search for the LOA(s) to be copied.

The Lines of Accounting (Search Results) screen opens (Figure 8-16).
2. Select Copy next to the LOA to be copied.

3. Select the appropriate organization from the Organization Name drop-down menu. (Figure 8-18).

Sereen ID: 7703.3
DTAHome | Help forthis Screen | Logout

DTA Maintenance

Defense Travel System

ANew Era of Government Travel

DTA Tools:

Lines of Accounting %

Copy Line of Accounting (4n empty budget shell will not be created if Create Budget is not checked.) " Data Required
Format Map:  ARMY 3, 6/6/2003
Organization Name: * | TDZDTMOCSD 3 J
Share LOA:  [1Yes
Create Budget:  [F]Yes
Empty Budgst Shell Fiscal Year * {4 digit year)
Label

LOA Fiscal Year *
LOA Name: *

11 |(2 digit year)
PERDIEM

LOA Data Elements

FSH or DTST: * | 044205

Account 1

(6 or DTST)

DTST Sub-feld (14)
DEPT: |21 (2)
FY: [2011 | (4)
Account 2 BSN. (2020 | (4)
LMT (o000 | (4)
PY: 1)
oA BN (2)
s [sn7G | (4)

Account 3

Figure 8-18: Copy Line of Accounting Screen

4. Place a check in the Share LOA box if the LOA for this organization should be available for selec-
tion by any of the suborganizations. A shared LOA can be unshared at any time, only the corre-
sponding budget item cannot be unshared once it has been shared.

If a LOA is shared, the DTA should ensure that the corresponding budget is also shared. Table 8-3
shows how LOAs and budgets work together when shared or unshared. See Chapter 9 of the DTA

Manual for information on shared budgets.
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Chapter 8: Lines of Accounting

Table 8-3: How Shared and Unshared Budgets and LOAs Perform Together

HOW SHARED AND UNSHARED BUDGETS AND LOAS PERFORM TOGETHER

SHARED SHARED FUNCTIONALITY DESCRIPTION
LOA BUDGET

Suborganization user can select the LOA in the Shared LOA drop-down lists and

Yes Yes can obligate against the budget.

Suborganization user can select the LOA in the Shared LOA drop-down lists but
Yes No cannot obligate against it. (The user can sign the document but it cannot be
approved by the AO.)

Suborganization user cannot select the LOA in the Shared LOA drop-down lists and
No Yes therefore cannot obligate against it. However, if a user has organization access and
can access the LOA, obligation can occur against the LOA.

Suborganization user cannot select the LOA in the Shared LOA drop-down lists and
No No even a user with organization access who can access the LOA, cannot obligate
against it.

The Create Budget box is selected by default. DTS automatically creates an empty budget shell for the
newly created LOA for the corresponding fiscal year.

5. Deselect the Create Budget box if a budget shell for this LOA is not necessary.
6. Modify the LOA Fiscal Year with a two-digit year, the new LOA Name, and any data necessary.
7. Select Save Copied Line of Accounting.

The Lines of Accounting (Search Results) screen opens (Figure 8-19).

D:7701.1

DTa Home | Help for this Scres Logout|

Defense Travel System

A New Era of Government Travel

DTA Maintenance

DTA Tools: Lines of Accounting v Search LOA(s) | Create LOA(s) | Update Defauit LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Lines of Accounting (Search Results)

Organization Name: TDZDTMOCSD
Include Sub-Organizations: Ves

Label
Unbudgeted LOA{s} Only: M

Format Map

DeletS;IaErC;{totlllover Edit Qrganization Name Label Shared Format Map Link to
O TDZDTMOCSD 10 CONFERENCE  No  MC 1, 8/1/2001  pew Bucaet
O TDZDTMOCSD 10 MEDICAL Mo AF 2 9/29/2003 ew Busast
O TDZDTMOCSD 10 SUPPLY No  WAAS 1, 8/7/2002 new Budget
O TDZDTMOCSD 11 CONFERENCE  No  MC 1. 8/1/2001  pew Budoet
O TDZDTMOCSD 11CROSSOVER No  MC 1. 8M/2001 new Busget
O TDZDTMOCSD 11CSD No  MC 1. 81/2001 new Budget
O TDZDTMOCSD 11LOCAL Mo MC.81/2001 new Budget
O TDZDTMOCSD 11PERDIEM  No ARMY 3, 6/6/2003 Hew Budoet
O TDZDTMOCSD 11 SUPPLY Mo  WAAS 1, 8/7/2002 Hew Bucast
O TDZDTMOCSDPMTrain 10 LOCAL No  MC 1. 8M1/2001 Hew Budget
O TDZDTMOCSDREQ  11PERDIEMREQ No  ARMY 3, 6/6/2003 Hew Budoet
O TDZDTMOCSDREQ 11 TRAVEL Yes  AF 2, 9/29/2003  pew Bucoet

Select Al Clear Al

[ Delete Selected(on this page I[ Rollover Selected (on this page ]
1-120f 12

Figure 8-19: Lines of Accounting (Search Results) Screen
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Chapter 8: Lines of Accounting
Note: Modification of the LOA will also require a modification to the associated budget item in the Bud-
get module. Failure to do so will result in an UNBUDGETED budget item in the Budget module.
8. Select New Budget link in the Link to column (Figure 8-19).

The user is linked to the Budget module and the Select Budget Type screen displays (Figure 8-20).

Logged In As: HELEN D. CARSONC
Screen ID: 1238.1

Close
Help for this screel

%3 Defense Travel System Budget Main Budget Maintenance Reports
A New Era of Government Travel

Show Budgets EI P View Journal Mass Update Budgets

Format Map » ARMY 3, 6/6/2003

Fiscal Year» |2011

TDZDTMOCSD
Ory »

Ja

LOA (10X20) IN THE
INITIATED FOR AN

A SHARED BUDGET ITE

N OR SUBORDINATE

LL CHECK AND INITIATE

C G 45 AND SHAI G 5 CONTAINED IN PARENT ORGANIZATION(S).
Budget Label 11 PER D\FM REQ [ Sharable

At YY X0

2o

Budget Typer @& Quarterly O Annual

Figure 8-20: Select Budget Type Screen
9. Select the Fiscal Year drop-down list and the correct fiscal year.

10. If necessary, complete the Organization field with the organization name or select the magnify-
ing glass icon to search for organization names.

11. Complete the Budget Label field if desired, or leave blank to display all budgets for the named
organization.

12. Check the Sharable box to share the Budget.

Once shared, the budget cannot be unshared. The budget must be shared with its suborganizations in
order to obligate funds form a shared LOA.

13. Select Save.

The Create Budget screen opens (Figure 8-21).
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Chapter 8: Lines of Accounting

Logged In As: HELEN D. CARSONc Close w
Screen ID: 1239.1 Hetp for this screes
Defense Travel System Budget Main Budget Maintenance Reports.
A New Era of Government Travel

Show Budgets [P View Journal Mass Update Budgets

Enter the amount budgeted for each quarter and add/edit the lines of accounting.

Fiscal Year» 2011

Organization» TDZDTMOCSDREQ

Budget Label» |11 PER DIEM REQ
nter in the format:

Not Sharable

AMOUNT BUDGETED FOR EACH QUARTER

DTS BUDGETS ARE ADJUSTED BY EXPENSES ALLOCATED BY LOAS WHEN A DOCUMENT IS APPROVED.

LOA AccounTing Cope ELEMENTS
FoRMAT Map: ARMY 3, 6/6/2003

Copy an existing LOA to this budgets >

Account 1

Q
SN orDTST 61

Figure 8-21: Create Budget Type Screen - Top
14. Complete the fields with the quarterly target amounts.
15. Select Save.

8.3.7 Cross-Organization Funding

The Cross-Organization (X-Org) Funding feature allows any organization to share an LOA with an out-
side organization or specific traveler in DTS. This feature differs from a Shared LOA in that the cross-
organization can be any other organization in DTS, not just a lower level organization.

At any time, the funding organization may remove the LOA label from use by any organization or trav-
eler currently using it. The LOA label and the budget remain that of the organization responsible for
funds. The organization can run reports to determine whether the LOA label was used.

The funding organization's FDTA may designate a specific routing list to be used for a cross-organiza-
tion LOA.

Once a LOA is shared using the Cross-Organization Funding feature:
1. An e-mail is sent to the organization’s DTA stating the organization and LOA label, the name and
e-mail address of the funding organization’s FDTA; and advises that the limitations and guidance

for use of the fund cite be strictly adhered to.

2. The LOA label becomes available to the organization(s) or traveler(s) in the Cross Org LOA drop-
down list on the Accounting screen.
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Chapter 8: Lines of Accounting

8.3.7.1 Share a Cross-Organization LOA

Follow the below steps to share an LOA with an outside DTS organization or traveler:

1. Search for the LOA(s) to be shared by following the steps in Section 8.3.2.

The Lines of Accounting (Search Results) screen opens (Figure 8-22).

DTA Tools:

Defense Travel System
ANew Era of Government Travel

Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

DTA Home

D: 77011
Help for thi Logout|
DTA Maintenance

Lines of Accounting (Search Results)

Organization Name: TDZDTHOCSD
Include Sub-Organizations: Mo
Format Map

Label

Unbudgeted LOA(s) Only: Mo

Dm;:';fégﬂwer Edit Qrganization Name Label Shared
0O TOZDTMOCSD 10 CONFERENCE Mo
| TDZDTMOCSD 10MEDICAL Mo
0 TDZDTMOCSD 11 CONFERENCE Mo
O TDZDTMOCSD 11 CROSSOVER Mo
O TDZDTMOCSD 11CSD Ho
| TDZDTMOCSD 11 LOCAL Ho
| TDZDTMOCSD 11PERDEM Mo
O TDZDTMOCSD 11 SEMINAR Mo
| TDZDTMOCSD 11 SUPPLY Ho
| TDZDTMOCSD 11 TEAM & Ho
O y TDZDTMOCSD  11TEAM ALPHA Mo

Select Al Clear Al

Format Map Link to

MC 1, 8/11/2001  new Sudget

AF 2.9/29/2003  new Budget

MC 1, 8/1/2001  New Budget

MC 1, 8M/2001  new Budget
MC 1, 8/1/2001  New Budgst
MC 1, 8/1/2001 new Budget
ARMY 3, 6/6/2003 New Budget
WAAS 1. 8/7/2002 New Budget
WAAS 1, 8/7/2002 New Budget
MNAVY 1, 8/1/2001 New Budget

WAAS 1. 8/7/2002 New Budget

=
- 5

Delete Selected(on this page)

Jil Rollover Selected (on this page

J

1-11of 11

Page §-22

Figure 8-22: Lines of Accounting (Search Results) Screen

2. Select X-Org Funding next to the LOA label to be used by the cross-organization or trav-

eler.
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Chapter 8: Lines of Accounting

The Search Cross Org screen opens (Figure 8-23).

DTA Home | Help fort

Defense Travel System
A New Era of Government Travel z‘m;w . DTA Maintenance

DTA Tools: Lines of Accounting |V Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Search Cross Org:

Cross Org For Funding

Or
Search Cross Org By Traveler SSH
Funding LOA Label 11 TEAM ALPHA
Funding LOA Org TDZDTMOCSD
Selected Organizations and Individuals for Funding:
Select to Delete Organization/Traveler
Delete Selected
Select Routing List:
Document Type Selectto Add- ¥ Routing List Selectto Add- v
Selected Routing List:
Select to Delste Document Type/Rauting List

Delete Selected

Figure 8-23: Search Cross Org Screen

3. Search for the organization or traveler that will use the LOA by completing one of the two
text fields:

Cross Org For Funding: enter the exact DTS organization name that will use the LOA for
travel (e.g. TDZDFAS-COLUMBUS).

-OR-

Search Cross Org By Traveler SSN: enter the social security number of the person that
will use the LOA for travel.

Selecting Return List displays the previous LOA Search Results screen.
Note: The Search Cross Org By Traveler SSN option limits use of this LOA to a specific trav-
eler. The Cross Org For Funding option associates this LOA to all travelers in the selected

organization.

4. Select Search.

DTS Release 1.7.8.0, DTA Manual, Version 4.4.32, Updated 3/8/11 Page 8-23

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



Chapter 8: Lines of Accounting

The Cross Org screen opens (Figure 8-24 and Figure 8-25).

N D:2103.1
DTA Home | Help for thi Logout|

DTA Maintenance

Defense Travel System

ANew Era of Government Travel

DTA Tools:

Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Cross Org:

Traveler First Name:
Traveler Last Name:
Traveler SSHilast 4 digits)

Cross Org Name: TDZDFAS-COLUMBUS

Cross Org Description:  Defense Finance Accounting Senice- Columbus
Funding LOA Label 11 TEAM ALPHA

Funding LOA Org: TDZDTMOCSD

Figure 8-24: Cross Org Screen (Cross Organization for Funding)

Screen ID: 2103.1
DTAHome | Help for this Screen | Logout]

DTA Maintenance

Defense Travel System
ANew Era of Government Travel

DTA Tools: Lines of Azcounting v

Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Cross Org:
Traveler First Name: CHRIS
Traveler Last Name: COLUMBUS-A
Traveler SSN(last 4 digits): }iX5404
Cross Org Name TDZDFAS-COLUMBUS
Cross Org Description: Defense Finance Accounting Serice- Columbus
Funding LOA Label- 11 TEAM ALPHA
Funding LOA Org- TDZDTMOCSD

Save Selected 5SN__| [_Save Org |

Figure 8-25: Cross Org Screen (Cross Organization Search by Traveler SSN)
5. Select Save Org if the cross-organization is correct.

-OR-
Select Save Selected SSN if the traveler is correct.
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The Search Cross Organization screen displays (Figure 8-26).

Chapter 8

Lines of Accounting

SONc
TDZDTMOCSD

Defense Travel System
A New Era of Government Travel 12 6
February 24, 2011 - 11:89 EST

DTA Tools: Lines of Accounting  |@ Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

DTA Home | Help forthis Screen | Logoutf

DTA Maintenance

Search Cross Org:

Cross Org For Funding

Or
Search Crass Org By Traveler SSN
Funding LOA Label 11 TEAM ALPHA
Funding LOA Org TDZDTMOCSD
Selected Organizations and Individuals for Funding:
Select to Delste QOrganization/Traveler
O TDZDFAS-COLUMBUS/COLUMBUS-A CHRIS X:0G(5404

Select Al Clear Al

Delete Selected

Select Routing List:

Document Type -Salactto Add- v Routing List ‘Selectto Add- ¥

Save Routing List

Selected Routing List:

Select to Delete Document Type/Routing List

Delete Selected

Figure 8-26: Search Cross Org Screen

6. Repeat Steps 3 through 5 to allow additional travelers or organizations access to the

cross-organization LOA.

Selected Organizations and Individuals for Funding (Figure 8-26):

+ Organization/Traveler: Once saved, the cross-organization or traveler name displays
in the Organization/Traveler box. The organization(s) or traveler(s) listed in this box
are currently able to use the LOA label from the organization (shown in the upper part

of the screen).

+ Select to Delete: To delete the cross-organization or traveler, select the box(es) next
to the correct name. Once Delete Selected is chosen, the name will be removed from
the Selected Organizations and Individuals for Funding box. The LOA will no longer
be available for use by the deleted names. The Select All link can be used to select
all organizations and names in the box. The Clear All link can be used to deselect all

of the organizations and names in the box.
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Chapter 8: Lines of Accounting

8.3.7.2 Designate a Cross-Organization LOA Routing List

If a routing list is designated for a cross-organization LOA, the specified routing list will appear
as the traveler's default routing list on the affected document's Digital Signature screen. The
traveler cannot select another routing list for the document.

If a specific routing list is not designated, then the default routing list from the traveler's perma-
nent profile will display on the Digital Signature screen. The traveler may select an alternate
routing list if multiple options exist in the Routing List drop-down list.

Follow the below steps to designate a routing list to a cross-organization LOA:

1. Select the Document Type drop-down list to select the document that belongs to the pre-
ferred routing list (Figure 8-27).

ELEN CARSONC Sc
TDZDTMEGCSD

DTA Home | Help forthis Screen | Legouf

DTA Maintenance

Defense Travel System
A New Era of Government Travel 6
February 2¢, 2011 - 11:59 E8T

DTA Tools: ines of Account Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Search Cross Org:

Cross Org For Funding
Or
Search Cross Org By Traveler SSM:

Funding LOA Label 11 TEAM ALPHA
Funding LOA Org: TDZDTMOCSD
Selected Organizations and Individuals for Funding:
Select to Delete Organization/Traveler
O TDZDFAS-COLUMBUS/COLUMBUS-A CHRIS XXXXX5404

Select All Clear All

Delete Selectad

Select Routing List:
Document Type -Selectto Add- v Routing List -SelecttoAdd- v
Sl

Selected Routing List: VCH
e T S P VeH

Select to Delete Document Type/Routing List

Delete Selected

Figure 8-27: Select Routing List Document Type
2. Select the Routing List drop-down list to select the routing list name.

3. Select Save Routing List.
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Chapter 8:

The routing list appears in the Selected Routing List box (Figure 8-28).

Lines of Accounting

DTA Tools:

Defense Travel System

A New Era of Government Travel

Lines of Accounting | %

Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

HELEN CARSONG
DZDTMOCSD

DTA Home | Help forthis Screen | Logout]

DTA Maintenance

Search Cross Org:

Cross Org For Funding

Or

Search Cross Org By Traveler SSH

Funding LOA Label

11 TEAM ALPHA

Funding LOA Org: TDZDTMOCSD

Selected Organizations and Individuals for Funding:

Select to Delete

O

Select Al Clear Al

Organization/Traveler

TDZDFAS-COLUMBUS/COLUMBUS-A CHRIS XXXXX5404

Select Routing List:

Document Type AUTH v Routing List ADMIN
Selected Routing List:
Select to Delete Document Type/Routing List
(] AUTH/ADMIN

Select Al Clear Al

Delete Selected

Figure 8-28: Selected Routing List

Selected Routing List (Figure 8-28):

+ Document Type/Routing List: Once saved, the Routing List name displays in the
Document Type/Routing List box. Travelers must use the routing list(s) displayed
when using the cross-organization LOA.

« Select to Delete: To delete the routing list, select the box(es) next to the correct
name. Once Delete Selected is chosen, the routing list will no longer be designated
for use with the cross-organization LOA. The Select All link can be used to select all
routing lists in the box. The Clear All link can be used to deselect all routing lists in the

box.
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Chapter 8: Lines of Accounting

8.3.8 Create an LOA

The Create Line(s) of Accounting feature allows the user to create a new LOA within their organization
setup in DTS. To create an LOA, select Lines of Accounting from the DTA Tools drop-down list. The
Search LOA(s) screen opens by default. There are two options on the dark blue navigation bar that
enables the user to perform tasks using the LOA tool: Search LOA(s) and Create LOA(s).

Use the below steps to create an LOA:
1. Select Create LOA(s).

A Create Line of Accounting screen opens, prompting the user to select a format map for the new LOA
(Figure 8-29).

SONe Screen ID: 7702.1
Defense Travel System ZOTHOCSD DTAHore | Help for i Seresn | Looud
A New Era of Government Travel n0,1,2, 58 e DTA Maintenance

DTA Tools: Lines of Accounting | Search LOA(S) | Create LOA(S) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Create Line of Accounting * Required

Format Map: * | Select One v

Continue Cancel

Figure 8-29: Create Line of Accounting Screen
2. Select the Format Map drop-down list to select the desired format map.
3. Select Continue.

A Create Line of Accounting screen opens (Figure 8-30). This screen informs the user that a new
empty budget shell will be created for the new LOA.
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DTA Tools:

77054
Logout]

Defense Travel System

A New Era of Government Travel

DTA Home | Help for this Scree:

DTA Maintenance

Create Line of Accounting (An empty budget shell will not be created if Create Budget is not checked.} “ Required

Format Map:  MAVY 1. 8/1/2001

0 Name: * | Select One ~ 2]
Share LOA"  [Yes
Create Budget:  [¥]Yes
Empty Budget Shell Fiscal Year: l:l (4 digit year)
Label
LOA Fiscal Year: * l:l (2 digit year)

LOA Data Elements

AAA or DTST: ©
DTST Sub-field:

{6 or DTST)
(14)

Account 1

HD

DEPT:
Account 2 TOPT

1]

o

Account 3 APPI:

.

Account 4

Account §

Account 6 FC:

i1

Account 7 (0)

Account ac [ |4

[ ]
Account 9 EE l:l )
[ ]

IBOP

Account 10 cc (12)

ACRN:

Save Line of Accounting Cancel

Figure 8-30: Create Line of Accounting Screen
Select the Organization Name drop-down list to select the correct organization name.

Check the Share LOA Yes box if the LOA is to be used by any of this organization’s sub-organiza-
tions. See Section 8.3.6 on sharing LOAs.

The Create Budget Yes box is checked by default to create a budget shell for the LOA.

6. Clear the Create Budget Yes box if no budget shell is desired.
7. Complete the Empty Budget Shell Fiscal Year field with the four-digit fiscal year; this will apply to
the empty budget shell that will be created for the new LOA.
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Chapter 8: Lines of Accounting

Note: The LOA label consists of up to 15 alphanumeric characters made up of a two-digit fiscal year
followed by a space and a 12-character identifier.

8. Complete the LOA Fiscal Year field with the two-digit fiscal year.

9. Enter a brief description of the new LOA in the LOA Name field (e.g., Training). The description
must not exceed 12 characters.

10. Complete Account fields 1 through 10 as needed.
11. Select Save Line of Accounting.

The Lines of Accounting (Search Results) screen refreshes. It displays the new LOA (Figure 8-31).

ARSONG Sereen ID: 7701.1
DZDTMOCSD DTA Home | Help for this Screen | Logout]

Defense Travel System

ANew Era of Government Travel

i 3 a1 oo s DTA Maintenance

DTA Tools: ines of Accountin Search LOA(s) | Create LOA(s) | Update Defauit LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Lines of Accounting iSearch Results)

Organization Name: TDZOTHOCSD -
e Sub-Organizations: No Label: 11 TEAM 5
¢ Unbudgsted LOA(s) Qnly- Mo
Format Map
Select to Edit Organization Name ~ Label ~ Shared  FormatMap  Link to

Delete or Rollaver

Select Al Clear All

TDZDTMOCSD 11 TEAM S  HMNo  NAVY 1, 8/1/2001 new Budget

| Delete Selected(on this page Jil Rollover Selected (on this page

1-1of1

Figure 8-31: Lines of Accounting (Search Results) Screen

8.3.9 Update Default LOA

When a LOA is assigned to a traveler’s profile, DTS automatically assigns it to each travel document
that the traveler creates. This is known as a default LOA and may be assigned to any traveler by using
the Update Person screen in the DTA Maintenance Tool.

The Update Default LOA link is used to assign, change or remove a default LOA for all personnel pro-
files within an organization at the same time. In addition, it is useful for updating personnel profiles

after a reorganization, or for a fiscal year (FY) crossover when a previous FY default LOA needs to be
replaced with the current FY default LOA.

Before updating a default LOA, the DTA must ensure that the new default LOA has been created in
DTS.

Note: If a new default LOA is created, ensure that quarterly target amounts are added to the newly cre-
ated budget shell.

Beginning on the DTA Maintenance Tool Home page, use the below steps to assign a default LOA to
all users in an organization:

1. Select Lines of Accounting from the drop-down list.

2. Select Update Default LOA(s) on the DTA Tools bar.
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Chapter 8: Lines of Accounting

The Default LOA Update screen opens (Figure 8-32). See Table 8-4 for a description of the Default
LOA Update screen.

Defense Travel System Z0Tocso C7a Home | teb fortns Sereen | Logout
A New Era of Government Travel 3

DTA Maintenance

DTA Tools:

Default LOA Update

Organization Name: * | TDZDTMOCSD b J
Existing Default LOA Label b
News Default LOA Label &
Include All Users: [

Figure 8-32: Default LOA Update Screen

Table 8-4: Default LOA Update Screen Field Descriptions

DEFAULT LOA UPDATE SCREEN FIELD DESCRIPTIONS
FIELD NAME DESCRIPTION

Organization Name

Drop-down list of organizations. The organizations available are limited to
organizations in users hierarchical setup.

Existing Default LOA Label Drop-down list of existing LOAs currently assigned as Default LOAs.

New Default LOA Label Drop-down list of organizations. The organizations available are limited to
organizations in users hierarchical setup.
Include All Users Box, that when checked, returns all personnel assigned to the organization.

Leaving the box unchecked displays only those travelers with the default LOA
specified in the Existing Default LOA Label field.

3. Select the Organization Name drop-down list. Select the organization that will be assigned the
default LOA.

4. Select the Existing Default LOA Label drop-down list. Select the default LOA that currently pop-
ulates the personnel profiles for the selected organization.

Note: The first blank item in the Existing Default LOA Label drop-down list can be selected to search
for travelers who have no default LOA in their profiles.

DTS Release 1.7.8.0, DTA Manual, Version 4.4.32, Updated 3/8/11 Page 8-31

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



Chapter 8: Lines of Accounting

5. Select the New Default LOA Label drop-down list. Select the new default LOA label to be used in
the organization (Figure 8-33).

RSONC Sereen ID

Defense Travel System TOZDTHOCSD DiaHome | Hep forths Sereen | Logout
A New Era of Government Travel DTA Maintenance

bruary 23, 2011 - 17:04 EST

DTA Tools: Lines of Accounting v Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Default LOA Update

Organization Name: * [TDZDTMOCSD 9 8|
Existing Default LOA Label: 10CSD
Mew Default LOA Label: 11CsD -
Include All Users: [

Figure 8-33: Default LOA Update Screen
6. Select the Include All Users box to display all personnel assigned to the organization.

Leaving the box blank displays only travelers with the default LOA specified in the Existing Default
LOA Label field.

7. Select Submit.

The Default LOA Update Person (Search Results) screen opens (Figure 8-34). The search results dis-
play a list of travelers alphabetically. The Select to Include in Update boxes are all preselected to be
assigned to the selected default LOA. (If the number of travelers exceeds the list that displays on the
screen, a Next button will display at the bottom of the screen for every screen until the last traveler is
listed.

= HELEN CARSONc D
DTA Home | Help for this Screen | Logout

Defense Travel System

A New Era of Government Travel

0,1, 2

February 23, 2011 - 17:07 E5T DTA Maintenance

DTA Tools: €5 of Account Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(S) List

Default LOA Update Person (Search Results)

Select to

Include in Update Organization Name MName 88N Existing Default LOA Label New Default LOA Label

TDZDTMOCSD Carson, Kim T XHKHKA23T0 11 CSD
TDZDTMOCSD CARSON. CHRIS A XXXxX2346 11 CSD
TDZDTMOCSD CARSON, EMILY A XXXXX2355 11 CSD
TDZDTMOCSD CARSONk, ERICT 0002363 11 CSD
TDZDTMOCSD Zurcher, Eric T XHXHXXT030 11 CSD
TDZDTMOCSD Zurcher. Chris A XHXHKKT029 11 CSD
TDZDTMOCSD Carson, Eric T HHKH23TIR 10 CSD 11 CSD
TDZDTMOCSD Carsonc, Eric T G237 10 LOCAL 11 CSD
TDZDTMOCSD Washington. Martha  X:(X{X0000 11 CSD 11 CSD
Select Al Clear Al
1-90f9

Figure 8-34: Default LOA Update Person (Search Results) Screen

8. Select Submit to display a list of the new LOA assigned to the travelers.
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The Default LOA Update Person Search Results screen opens (Figure 8-35). The new LOA displays in
the New Default LOA Label column as well as the Existing Default LOA Label for all selected person-
nel.

SONC

Defense Travel System OTAHome | el fritis Srsen | Logout
A New Era of Government Travel 01,2 DTA Maintenance

= February 17:09 EST

DTA Tools: ines of Account Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Default LOA Update Person (Search Results)

Select to

Include in Update Organization Name MName 83N Existing Default LOA Label New Default LOA Label

TDZDTMOCSD Carson. Kim T XO0X2370 11CsD 11CSD
TDZDTMOCSD CARSON. CHRIS A XXXXX2346 11CSD 11CSD
TDZDTMOCSD CARSOM, EMILY A XXX)2355 11CsD 11CSD
TDZDTMOCSD Carson, Eric T KAHXRX237T1R 11CsD 11 CsD
TDZDTMQCSD Carsonc, Eric T XXKKX23T71 11CsD 11CSD
TDZDTMOCSD CARSOMk, ERICT  XXX)Xx2363 11CsD 11CsD
TDZDTMQCSD Washington, Martha  XXXXX0000 11CsD 11CSD
TDZDTMOCSD Zurcher, Eric T XOUKT030 11CsD 11CSD
TDZDTMOCSD Zurcher, Chris A XXHXKT029 11CsD 11 CsD

Select Al Clear Al

1-90f9

Figure 8-35: Default LOA Update Person (Search Results) Screen
9. Deselect any travelers that should not be assigned the new Default LOA.
10. Select Submit to assign the travelers to the selected Default LOA.

For an organization that has different groups of personnel assigned to different LOAs, the process can
be repeated.
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8.4 LOA Mass Update

The FDTA can select one or more LOAs for one or more mass data element updates. Shared LOAs are
excluded from this feature. It is important to note that there are no budget items created for LOA(s)
updated with the Mass Update feature. Therefore, budget items for those LOA labels will also have to be
updated. Use the below steps to perform an LOA mass update.

1. Select Mass Update from the navigation bar.

2. Select the Format Map drop-down to select the Format Map of the LOAs for update (Figure 8-36).

Screen ID: 1553.1
DTA Home | Help for this Screen | Logout]

DTA Maintenance

Defense Travel System

ANew Era of Government Travel

DTA Tools: ines of Account Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Search Lines of Accounting

Format Map: | WAAS 1. §/7/2002 b
Qrganization Name: | TDZDTMQCSD b d [O-Include Sub-Organizations

Figure 8-36: Search LOA Mass Update Screen
3. Select the Organization Name drop-down to select the organization in which LOAs should be
updated.
-OR-
Select the magnifying glass icon to enter the organization name or first part of organization name to
quickly find it in the drop down list.
4. Check the Include Sub-Organizations box to include lower-level LOAs of the selected organization.

5. Select Search.

The Search Results-Mass Update screen opens (Figure 8-37).

e HELEN CARSONG 0 15541

Logout

DTA Home | Help for this

Defense Travel System

A New Era of Government Travel DTA Maintenance

DTA Tools: Lines of Accounting % Search LOA(s) | Create LOA(s) | Update Default LOA(S) | Mass Update | Mass Copy | View LOA(s) List

Lines of Accounting {Search Results)-Mass Update
Qrganization Name: TDZDTMCOCSD

Include Sub-Organizations: Yes

Format Map: WaAS 1, 872002

Select to

Update Organization Name Label
O TDZDTMOCSD 11 SEMINAR
O TDZDTMOCSD 11 SUPPLY
O TDZDTMOCSD 11 TEAM ALPHA
O TDZDTMOCSDREQ 11 TEAM ALPHA

Select Al Clear All

Update Select LOA(s|

1-40f4

Figure 8-37: Mass Update Search Results Screen

6. In the Select to Update column select the LOAs to be included in the update.
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Chapter 8: Lines of Accounting

To automatically place a checkmark in all boxes in the Select to Update column, choose the Select All link
at the bottom. The Clear All link deselects all of the boxes.

7. Select Update Select LOA(s) at the bottom of the screen.

The Mass Update Lines of Accounting — Update Values screen opens (Figure 8-38).

DTA Tools:

Defense Travel System

A New Era of Government Travel

Lines of Accounting | %

HELEN CARSONG
ZDTMOCSD

ID: 1555.1

n | Logout]

DTA Home | Help for th

DTA Maintenance

Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Mass Update Lines of Accounting — Update Values

AAS 1, 8/7/2002

Format Map

Account 1

Account 2

Account 3

Account 4

Account &

Account 6
Account 7
Account §

Account 9

Account 10

Select the fields to update
[1 FSN or DTST.

[] DTST Sub-field

[ DEPT:
O Fy:
[1 Bsn
O LT

[Py

CIPr

[ orc

[Ioc

[1Fsn

[ APC+DPI
O ccc

[1 orGID

[1 1BoP.

Old Value New Value

(Al Values)

(All Values) ¥

(AllValues)
(Al Values)
(All Values) .
(All Values)
(AllValues)

(Al Values)

(All Values) v

(All Values)

(All Values) ¥

(Al Values)

(All Values) ¥

(Al Values)

(Al Values)

Figure 8-38: Mass Update Lines of Accounting — Update Values Screen

Note: The user can choose to copy, leave blank, or enter a new value for each current data element of
each of the selected LOA(s). The steps below show how to systematically make the changes for each

account element of the LOA before moving to the next account. However, these steps may be done in any
order desired.

8. Inthe Select the fields update column, select the appropriate box of the LOA data element to be
changed in the newly updated LOA(s). Data elements that are not checked will not change.

In the Old Value column select the drop-down to select the data element value (described below) that
must be replaced in the newly updated LOA(s).

Current data element — When a current data element is selected from the Old Value drop-down list, only
this data element in the selected LOA(s) will be replaced with the value entered in the New Value column.
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Chapter 8: Lines of Accounting
Blank — When Blank is selected from the drop-down menu, only those data elements in the selected
LOA(s) with blank values will be replaced with the value entered into the New Value column.

(All Values) — When (All Values) is selected from the drop-down list, each data element in the selected
LOA(s) will be replaced with the value entered in the New Value column.

10. In the New Value column enter the updated value that should be reflected in the LOA element.
The value entered in the new value column will replace the value selected in the Old Value column for all
selected LOA(s). If no value is entered into the New Value column, a blank value is entered for each of the

data element of the Select the fields update column for the selected LOA(s).

11. Select Update at the bottom of the screen. Cancel returns the user to the Search Results-Mass
Update screen.

The Confirmation Pop-up window displays (Figure 8-39).

Account 2

Message from webpage

[ DEPT:
O Fy

O Bsn

(All Values) v
(All Values) ¥

(Al Values) v

@) You are shout to perform a mass update for the ines of accounting.
=y /‘ 1F you chaase to continue the mass LOA update, the associated budget: item(s) must be updated in the Budget Module

™ or anew Budget wil have ta be created to alow the funding action against the LOA(s)
Would you ke to continue with the update action or cancel and review your Old and New LOA field values prior ta executing the update?

Account 4

Account &

Account &
Account 7
Account 8

Account 9

Account 10

LI ORC

[ oc

[ Fsh:

[ APC+DPI
[1 cee

[ orGID

[ 1BoP

TRl Values) v

(Al Values) v

(Al Values) v

(Al Values) v

(All Values) v

(All Values) ¥

(Al Values) v

21m

Figure 8-39: Budget Iltems Must Be Updated Pop-up Window

Note: The selected changes for update to the LOA cannot be globally undone and each LOA would have
to be manually changed.

The pop-up message informs the user that there are no budget items created for these newly updated
LOA(s). Each budget item that is associated with the LOA will have to be updated to reflect the new LOA
data elements. (This can be done using the Mass Budget Update feature in the Budget Module. See Chap.
9, Section 9.5).

12. Select OK.
-OR-
Select Cancel to return to the Update Values screen.
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Chapter 8: Lines of Accounting

The Mass Update Lines of Accounting Summary screen displays (Figure 8-40).

en D 1558.1

DTA Home | Help forthis Screen | Logout

Defense Travel System

A New Era of Government Travel DTA Maintenance

DTA Tools:

Mass Update Line(s) of Accounting Summary

4 of 4 Line(s} of Accounting Successfully Updated

Figure 8-40: Mass Update LOA Summary Screen

This screen reflects all of the LOA labels (and the organization) that were updated.

8.5 LOA Mass Copy

The Mass Copy feature can be used by the Finance DTA (FDTA) to select multiple LOAs from multiple
organizations to copy to a single organization. Shared LOA(s) and FMS LOAs that are not constructed
properly cannot be copied. Once LOAs are copied, the FDTA can elect to create the corresponding budget
item for the copied LOAs, and designate the budget items as quarterly or annual.

Follow the below steps to copy LOAs from one or more organizations to another organization:

1. From the DTA Tools bar select Mass Copy.

The Mass Copy Search Lines of Accounting screen opens (Figure 8-41).

Ohic Screen I0: 1557.1
Defense Travel System Z0THOCSD DTatome | Help forins Screen | Logout
ANew Era of Government Travel n 55 DTA Maintenance

DTA Tools:

Search Lines of Accounting

Label (FY + LOA Name)

Format Map: v
Qrganization Name: | TDZDTMOCSD W Q

Figure 8-41: Mass Copy Search LOA Screen

Select the Organization Name drop-down to select the organization that owns the LOA(s).

(Use the magnifying glass icon to enter the organization name if the drop-down list is too long to search.)

2. (Optional) To narrow the LOA search results, a specific LOA Label may be entered in the Label field,
e.g. 11 TRAINING.-AND/OR-Select the Format Map drop-down to select the format map of the LOA(s)

being searched.

3. Select Search.
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Chapter 8: Lines of Accounting

The Lines of Accounting Search Results Mass Copy screen opens (Figure 8-42).

Defense Travel System

A New Era of Government Travel

DTA Tools: s of Account; Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

DTA Home | Help fort

DTA Maintenance

Lines of Accounting (Search Results) -Mass Copy

Organization Name: TOZDTWOCSD

Format Map
Label
Select to
Copy
O
O
a
O
O
O
O
a
O
O
O

Select Al Clear All

Label

10 CONFERENCE
10 MEDICAL
11 CONFERENCE
11 CROSSOVER
11CsD
11 LOCAL
11 PER DIEM
11 SEMINAR
11 SUPPLY
11 TEAM &

11 TEAM ALPHA

Format Map
MC 1, 8172001
AF 2, 9/29/2003
MC 1, 8/1/2001
MC 1, 8172001
MC 1, 8/1/2001
MC 1, 8172001

ARMY 3, £/6/2003

WAAS 1, 8/7/2002

WAAS 1, 8/7/2002
HAVY 1. 8/1/2001

WAAS 1, 8/7/2002

Copy Select LOA(S

1-11of 11

Figure 8-42: LOA Mass Copy Search Results Screen

4. Select the boxes in the Select to Copy column of the LOA Labels that are to be copied to the new orga-

nization.

The Select All link places a check in all the boxes. The Clear All link deselects all boxes that are selected.

5. Select Copy Select LOA(s).

The Mass Copy Lines(s) of Accounting screen opens (Figure 8-43).

Defense Travel System

A New Era of Government Travel

DTA Tools: L Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

DTA Home

D: 1558.1
Logout

Hel for thi

DTA Maintenance

Select Al Clear Al

Mass Copy Line(s) of Accounting (An empty budget shell will not be created if Create Budget is not checked )*Required
Destination Organization* | TDZDTMOCSD v 2|
Empty Budget Shell Fiscal Year. (4 digit year)
Select Budget Type: @ Quarterly O Annual
Create Budget Source Organization Name Format Map
0 TDZDTMOCSD 11 CONFERENCE MC 1, 81/2001
O TDZDTMOCSD 11 SEMINAR WAAS 1. 8/7/2002

Figure 8-43: Mass Copy Lines(s) of Accounting Screen

6. Select the Destination Organization drop-down to select the organization to which the LOA(s) are to

be copied.

7. Inthe Empty Budget Shell Fiscal Year, enter the 4-digit fiscal year the budget shell for this LOA repre-

sents.

Note: This step (and the next two steps) can be skipped if budget shells for the newly copied LOA(s) are

not needed.
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Chapter 8: Lines of Accounting
8. Budget Type defaults to Quarterly. Select the Annual radio button if target adjustments are to be
entered in one lump sum rather than quarterly.
9. If budget shells are needed for the copied LOAs, select the boxes in the Create Budget column.

10. Choose Select All to select all boxes in the Create Budget column. Select Clear All to deselect all
boxes.

11. Select Copy LOA(s).

Verify the summary information in the Mass Copy Line(s) of Accounting Summary screen (Figure 8-44).

ARSONC
DZDTMOCSD T4 Home

Defense Travel System

A New Era of Government Travel

February 24, 2011 - 10:51 EST

DTA Tools: ines of Accountin Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Mass Copy Line(s) of Accounting Summary

2 of 2 Ling(s) of Accounting Successfully Copied
2 of 2 Empty Budget Shellfs} Successfully Created

Figure 8-44; Mass Copy Lines(s) of Accounting Summary Screen
12. Select OK.
The Mass Copy Summary screen displays the number of LOA(s) that have been successfully copied to the
new organization and the number of budget shells created for those copied LOA(s). The FDTA must
remember to add budget targets to the newly created budget shells or travel cannot be approved using

these newly copied LOA(s). If any of the LOAs fail to copy during an attempt to mass copy LOAs, an error
message will display on the screen.

8.6 View LOA(s) List

The LOA(s) List displays LOA labels and format maps associated with a given organization.
Follow the below steps to view the LOA(s) List:

1. Select the DTA Tools drop-down list and select Lines of Accounting.

The Search Lines of Accounting screen opens (Figure 8-2).

2. Select View LOA(s) List.
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Chapter 8: Lines of Accounting

The View Lines of Accounting (LOA) List screen opens (Figure 8-45).

DTA Home | Help for thi

Defense Travel System

A New Era of Government Travel

DTA Maintenance

DTA Tools:

Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

View Lines Of Accounting (LOA) List

TDZDTMOCSD v d [ -Include Sub-Organizations

Run Repart

Organization Hame-

Figure 8-45: View Lines of Accounting (LOA) List Screen

3. Select the Organization Name drop-down list and select the organization. User’s organization
access limits the organizations that will be shown on the list.
-OR-
Select the magnifying glass icon to search for the organization.

4. Select the Include Sub-Organizations box to include suborganizations in the report.
5. Select Run Report.

Users are prompted to download the compiled report, which may be downloaded to the computer or
viewed in a separate window as an Excel spreadsheet.

6. Select Open to display the report on the screen (Figure 8-46).
-OR-
Select Save to download the file to the hard drive.
-OR-
Select Cancel to cancel the action and return to the previous screen.

A B C D E F G H 1 J K L M N o P Q R ST
2 |Title: Lines Of Accounting (LOA) Report Run Date: Thu Feb 24 10:59:13 EST 2011 Search Criteria: Organization: TDZDTMOCSD Sub-Orgs: Yes
3 Organization LOA Label LOA Format Map  Accl Acc2 Acc3 Acc4 Accs Acch Acc? Accd Accd Accld
4 TDZDTMOCSD 10 CONFERENCE MC1 8/1/2001 067400 ~10410112100~674106750042E 16AB1708i52400"BF/ A0 94007 AA N AAAN
5 TDZDTMOCSD 10 MEDICAL AF 2 9/29/2003 876908*  STAAQAAIE29AN 78/88NGDI AAAN ann an an -~ Ann
6 TDZDTMOCSD 11 CONFERENCE MC 1 8/1/2001 067400 A11411112100°674106750042E 16AB1708:524007BF/ An A94007AA A Anan
7 |\ TDZDTMOCSD 11 CROSSOVER MC 1 8/1/2001 067400 A114117112100°6741067400420 16AA1708 52400~BF/ A0 A94007AA A Anan
8 TDZDTMOCSD 11CsD MC1 8/1/2001 067400 11~117112100°6741067400°20 16AA1708 52°00"BF/ A0 94007AA A anan
9 \TDZDTMOCSD 11LOCAL MC 1 8/1/2001 067400 "11*11*112100°6741067400"2016AA1708 52700"BF/ " “9400°AA N annn
10 TDZDTMOCSD 11 PER DIEM ARMY 3 6/6/2003 044205~ 2120112 6N"6N7G’42301211C ASLT "2116921MAK] #1044205" s 12345678" "
11 | TDZDTMOCSD 11 SEMINAR WAAS L 8/7/2002 494470 974201147 P2005AN  2101MN  AAA -
12 TDZDTMOCSD 11 SUPPLY WAAS 1 8/7/2002 43447~ 974201144 P20094% 210147 AAA -~
13 TDZDTMOCSD 11TEAM 5 NAVY1 8/1/2001 245454~  Ass AAARK AAAR an ann -~ an Ann
14 TDZDTMOCSD 11 TEAM ALPHA WAAS 1 8/7/2002 49447~ 974201147 PYT76AN 210140 AnA -~
15 TDZDTMOCSDPMTrain 10 LOCAL MC 1 8/1/2001 067400 ~10410112100°6741067400420 16AA1708 52400~BF/ A0 A94007AA A Anan =|
16 TDZDTMOCSDREQ 11 CONFERENCE MC1 8/1/2001 067400 11~117112100°6741067500°2E 16AB1708:52°00"BF/ A0 94007AA A anan
17 TDZDTMOCSDREQ 11PERDIEMREQ  ARMY 3 6/6/2003 044205% 21°2011%Z6N"6N7G’42301211C ASLT "2116921MAK] 10442057 s 12345678" "
18 TDZDTMOCSDREQ 11 SEMINAR WAAS 1 8/7/2002 494477 97720117 P2005~" 2101~ s -
19 TDZDTMOCSDREQ 11 TEAM ALPHA WAAS 1 8/7/2002 43447~ 974201144 P2005A0 2101470 AsA -~
20 TDZDTMOCSDREQ 11 TRAVEL AF 2 8/29/2003 667100 574417340 30°14 TBABTAADT AAAN 409748 BBTI00N AT30SFA A Ann
21
22
23
24
25
26
27
28
29
30 1
31
32
4 » ] DTAMaintReport(1) <¥J [ m 1

Figure 8-46: LOA(s) List Screen
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Chapter 8: Lines of Accounting

8.7 Foreign Military Sales (FMS) in Lines of Accounting

The government uses the term Foreign Military Sales (FMS) as an identifier when selling defense items
and services to a foreign country or international organization.

DTS identifies a LOA as a FMS LOA when specified values are present in the label and account elements.
These elements inform the Defense Cash Accounting System (DCAS) which account to draw these funds
from.

When a FMS LOA is set up for a DTS organization, the FMS LOA label is available for selection in travel
documents on the Accounting and Advances screens.

A LOA is identified in DTS as a FMS LOA when the following is true:

+ The LOA is labeled with FMS as the first three letters after the two-digit fiscal year (FY) plus one space
(e.g., 11 FMSNAVY5)

» Depending on which format map is used, the characters added to the specified accounts are the exact
characters as defined in Table 8-5.

DTS validates a LOA as a FMS LOA when the values below exist in the account field positions for the cor-
responding format maps.
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Chapter 8: Lines of Accounting

Table 8-5: Values for FMS LOA Format Maps
VALUES FOR FMS LOA FORMAT MAPS

LOA FORMAT MAP LOA FIELD NAME POSI- VALUE |
ACCOUNT TION(S) POSITION(S)
NUMBER

AF 2, 9/29/03 2 Department Code (DEPT) 1-2 97
SDDC-AF, 5/12/06 2 Transferring Agency (TA) 4-5 11

2 Fiscal Year (FY) 7 X

2 Appropriation Symbol (APPR) 9-12 8242
ARMY 3, 6/6/03 2 Department Code (DEPT) 1-2 97
DTRA, 7/3/06 2 Fiscal Year (FY) 47 X XXX
SDDC-ARMY, 5/12/06 2 Basic Symbol Number (BSN) 9-12 8242

8 Transferring Agency (TF) 8 11
MC, 8/1/01 2 Department Code (DEPT) 1-2 97

2 Fiscal Year (FY) 4-5 XX

2 Appropriation Symbol (APPR) 10-13 8242

10 Transfer Agency - FMS (TF) 1-2 11
BSM 1, 2/6/06 2 Department Code (DEPT) 1-2 97

2 Fiscal Year (FY) 4-7 XX XX

2 Basic Symbol (BS) 9-12 8242

9 Transfer Department (TD) 6-7 11
NAVY FMS, 1/3/05 2 Department Code (DEPT) 1-2 97

2 Transferring Department (TDPT) 4-5 11

3 Beginning Fiscal Year (BFY) 1 X

3 Appropriation Number (APPN) 5-8 8242
NAVY ERP1, 9/26/2006 2 Department Code (DEPT) 1-2 97

2 Transferring Department (TDPT) 4-5 11

3 Beginning Fiscal Year (BFY) 1 X

3 Appropriation Number (APPN) 5-8 8242

8 Foreign Military Sales Case (FCN) 6-8 Empty value

8 FMS Location (Country Code) (LOC) 10-11 Empty value
SFIS v3.4 1 Department Regular Code (DEPT RG) 8-10 097

1 Department Transfer Code (DEPT TRS) 12-14 011

1 Main Account Code (MN ACCT) 16-19 8242

2 Period of Availability Fiscal Year Date (AFY) 5-12 YYYYXXXX

2 FMS Customer Code (CUST) 14-15 Empty Value

3 FMS Case Identifier (CASE) 1-3 Empty Value

Refer to Appendix R for details for all format maps in DTS.
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Chapter 8: Lines of Accounting

DTS will not save the character sequence “FMS” into the first three positions of the LOA label if the desig-
nated FMS values are not included or if one of the following format maps is selected:

. DBMS 1, 8/1/2001

«  Ebiz 2, 2/20/2003 (including CUFS)
«  WAAS 1, 8/7/2002

«  DWAS, 1/1/2004

. SAP1, 3/10/2004

« NAVY1, 8/01/2001

«  MSC, 10/13/2005

«  NRL1, 6/8/2006

«  DIA, 3/5/2009
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CHAPTER 9: BUDGET TOOL

The Budget tool is used to support travel decisions and manage budgets. It is used as a tracking tool or
“checkbook” to manage the use of funds for travel. Once a budget item is set up, DTS decrements obli-
gated expenses from the available funding and allows a user to run reports on budget activities. This chap-
ter covers the following topics:

9.1 Managing BUAQGELS .....coooiiiiiiiiiie ettt e e e e e e e e e s naneeee 9-1
9.1.1 The Budget Tool and the DTS Travel Process ........ccccceeeviiieeeeeiiieeeeeeneeen. 9-1
9.1.2 Wildcard Settings in @ Budget..........ccooiiiiiiiiiiiiee e 9-1

9.2 The DTS BUAGETL TOOI....cceiiiiiiieeeiiiie ettt e e e et e e e e eneeeas 9-2

9.3 Budget MaintenanCe .......coooiiiiiiieiiiiie e 9-3
9.3.1 SNOW BUAGELS .....ccciiiiiiie ittt e e et e e e et e e e e enreeas 9-3

9.3.1.1 Edit @ BUAGEL......ueeiiiiiie e 9-4

9.3.1.2 Inactivate or Delete a Budget ..........ccccooeiiiiiiiiiiiiiiiiiiieeeeeeceee 9-6

9.3.2 Create BUAGELS ......cccuueiiie ittt et e e e e e e e 9-7
9.3.3 VIEBW JOUIMN@I ...t 9-9
9.3.4 Mass Update Budget IHemS ..........uiiiiiiiiiiiiiiiee e 9-11

9.4 Manual TranSACHONS .....ccceiiuuiiieeiiiiiie e ettt e et e e et e e et e e e e e e e e e e e e e e e ennee 9-13

9.1 Managing Budgets

The Finance Defense Travel Administrator (FDTA) and Budget Defense Travel Administrator (BDTA) can
be one or more person(s) in the budget, resource management, accounting, or finance office who is
responsible for assisting in the management and support of DTS. FDTAs have funds control responsibility
within DTS and are responsible for all financial and budgetary actions for their organization. BDTAs assist
FDTAs in budgetary and Lines of Accounting (LOAs) matters.

9.1.1 The Budget Tool and the DTS Travel Process

The FDTA is the POC for all financial related activities. The FDTA completes all updates to the budget,
including the management of funding targets to coincide with normal funding cycles. In accordance
with service or agency policies, the FDTA reconciles the balances in the DTS Budget module with offi-
cial accounting records.

The FDTA loads budget items and associated LOAs in the Budget module.

Authorizing Officials (AOs) normally approve or disapprove travel. Budget Reports verify that funds are
available in the organization's travel budget. If there are not enough funds available for obligation, the
AO cannot approve the authorization (unless the AO has permission level 7, which allows for budget
funding override). The FDTA is notified if insufficient funds exist or in cases where the organization's
budget must be adjusted because of mission requirements.

9.1.2 Wildcard Settings in a Budget

Wildcard settings are used when an organization uses multiple LOAs and prefers to monitor its funds
from one budget. Wildcards are also used to track multiple budgets within an organization. When a
budget is created, a DTA can select specific LOAs or indicate different LOA elements through a wild-
card setting.

The wildcard setting is represented in DTS by an asterisk (*). The asterisk is placed in the LOA ele-

ment that may be different from the higher level budget within the organization. Multiple asterisks may
be used, depending on the organization’s budgetary control.
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Chapter 9: Budget Tool

9.2 The DTS Budget Tool

Beginning on the DTS User Welcome screen, follow the below steps to access the Budget tool:

1. Mouse over Administrative on the menu bar and select Budget from the drop-down list (Figure 9-1).

Logged In As: SARA T TAGGART

Defense Travel System

A New Era of Government Travel

Welcome SARA T TAGGART

TDZKMEB
TDZKMEBE

Organization:
Org Access:
Group Access: (All)

Permission: 0,1,2,3,4,5,6,7

Official Travel ¥ Official Travel - Others V|| Traveler Setup ¥ Reports "- CEA

Help for this screen

Logoff
Site Setup Admin
Documen Site Setup Interview | --> cClick Here
Self Registration Admin
- DTA Maintenance Tool
T e
. Departure
Document Hi Route & Rewview Eate Type

Calculate Distance

Mo documents found.

Figure 9-1: DTS User Welcome Screen

The Welcome to the DTS Budget Administration Tool screen opens (Figure 9-2). This screen describes the

features and capabilities of the Budget tool.

Budget Module Description:

DoD accounting systems.,

organizational hierarchy
Deactivate budgets

Budget Main Budget Maintenance Manual Transaction Reports

To begin using the Budget Administration Tool, click on a selection in the top toolbar.

The Budget Module is a bookkeeping tool used to track and manage travel funds in DTS, It fadlitates fund management and reconciliation with official

Resource Managers and Budget Officers use the Budgst Moduls to do the following:

Set up budgets for LOAs already created in the DTS Maintenance Tool
Enable a budget to be shared by multiple LOAs assigned to suborganizations within an

Track expenditures, obligations and fund availibility
Automatically rollover unused funds from quarter to quarter within a fiscal year
Automatically track funds on either a quarterly or annual basis

View and download & variety of summary and detail reports

Figure 9-2: Welcome to the DTS Budget Administration Tool Screen
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Chapter 9: Budget Tool

9.3 Budget Maintenance

The Budget Maintenance feature of the Budget tool is used to create, maintain, inactivate, delete, and
track budgets. Select Budget Maintenance from the navigation bar. The Budget Maintenance Function
screen displays (Figure 9-3). This screen provides an overview of the functions that are accessible from
the subnavigation bar.

Budget Main Budget Maintenance Manual Transaction Reports

Show Budgets Create Budget View Journal Mass Update Budgets

Budget Officers use the Budeet Maintenance Function to work with existing budgets and create new ones. They use this section of the
tool to do the following:

* View, edit or inactivate existing budgets in the 50w Budgets section

® Create new guarterly or annual budgets, copy existing LOAs to the new budget and share the new budget with specified organizations
in the Cresfe Budgetsection

® View Budget Journal transactions and specify the number of transactions to view per screen

Figure 9-3: Budget Maintenance Function Screen

9.3.1 Show Budgets

The Show Budgets screen displays the budgets and total budgeted amounts for a specified fiscal year
and organization(s). Budget items with blank quarterly funding targets indicate that the budget is an
annual budget.

Beginning on the Welcome to the DTS Budget Administration Tool screen, follow the below steps to
edit a budget:

1. Select Budget Maintenance from the navigation bar.

The Budget Maintenance Function screen opens.

2. Select Show Budgets on the subnavigation bar.

The Show Budgets screen opens. This screen allows the criteria to be entered to view a list of budgets
for a specified organization.

3. Select the Fiscal Year from the drop-down list.
4. Complete the Organization field or use the magnifying glass icon to search for and select an
organization. If the icon is selected, the Search for Organizations pop-up window opens. Enter the

first letters of the organization name to view all organizations beginning with those letters.

5. Check the Include Sub Organizations check box to include lower level budgets of the selected
organization.

6. Select SHOW BUDGETS FOR SELECTED ORGANIZATION(S).
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Chapter 9: Budget Tool

The Show Budgets Results screen opens (Figure 9-4). The screen shows the budgets and total bud-
geted amounts for the specified organization(s) and FY.

Defense Travel System Budget Main Budget Maintenance Manual Transaction  Reports
A New Era of Government Travel

EETENTSegP Create Budget View Journal Mass Update Budgets

The following list shows the budgets and total budgeted amounts for the specified fiscal year and organization(s). To update the budgeted
amounts or accounting code elements for a budget, click Edit. To inactivate or delete a budget, click Inactivate/Delete. If a budget item has
a View link in the Inactivate/Delete column, this budget has been inactivated. Click on View to view the inactive budget. If a budget item has
a View link in the Edit column, this budget 15 a shared budget which belongs to a parent organization. Click on View to view the parents
budget.

Budget items with blank quarterly funding targets indicate that the budget is an annual budget.

Fiscal Year» 2011

Organization» TDZ
Include Sub Organizations

Budget Labels

) ) - Annualf Target Amount Target Amount Target Amount | Target Amount Available Annual
Edit | lnactivate/Delet 0 ¢ Budget Label Shared
! nactivate/betete AEFILERLSD Tl Quarterly ares Qtr 1 Qtr2 Qtr3 qtr4 Funding Target Funding Total
Edit | Inacthate/Delets | TDZCOM 11 DEFAULT Q N 50.00 $10,000.00 50.00 50.00 510,000.00 510,000.00
Edit | Inactvate/Delets | TDZCSB 1 Q N 50.00 5200,000.00 5200,000.00 5200,000.00 5600,000.00 5400,000.00
CONFERENCE

Figure 9-4: Show Budgets Results Screen

9.3.1.1 Edit a Budget

When a budget is active, the Edit link displays in the Edit column on the Show Budgets Results
screen. If the budget has been inactivated the Edit link will not display.

Beginning on the Show Budgets Results screen (Figure 9-4), follow the below steps to make
changes to the LOA elements of the budget or change budgeted amounts:

1. Select Edit.
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Chapter 9: Budget Tool

The Edit Budget ltem screen opens (Figure 9-5).

Budget

Show Budgets

ual Transaction  Reports

Create Budget  View Journal Mass Update Budgets

Use this screen to make adjustments to budget funding target. Enter the increase or decrease in the “Funding Target
Adjustment” boxes below. You can also change the status of this budget item to “Shared”. WARNING : THIS IS A NON:
REVERSIBLE SELECTION. You can also create a new budget item with a different label and an edited LOA for the orz.

Note: Caption in bold is a required field.

Fiscal Year» 2011
Budget Label» 11 ARFORCE
Shared » O ves

® o
Organization TOZPOTOTMO

AMOUNT BUDGETED FOR EACH QUARTER
Qri1 Qw2 a3 Q4 Annual

Quarterly Funding Target: 5000 50.00 50.00 5000 50.00

Previous Quarter Carryover:

Funding Target Adjustments:

Transaction Adjustments: 0.0 so.00 so.00
Obtigations Outstanding: 5000 s0.00 s0.00
Expenditures: s0.00 s0.00 s0.00

Total Obigations: s0.00 s0.00 s0.00

Available Funding Balance: Ex 50.00 Tso00

Remarks »

LOA ACCOUNTING CoDE ELEMENTS
FORMAT MaP: AF 2, 9/29/2003

Account 1

ADSHor T ()2
orsT st (1 ]
Account 2
),
ey [
e
wwoe 0>
s ]

Account 3

e 0]
Py
Account 4
o
oBan )

Re/ce (6)» [301120

BA )

Account 5

wcer [
e [

tneror [ ]

Account 6
st > [0 ]
scon [
sy [ ]
Account 7
A0 9 [se7100
o []
Account 8
e[ ]
vec 4 [re0er
Account 9
wor o [
Account 10
Jon 1>
OBLcLSS ()

1

CNTR-OTH-CD (2)»

Figure 9-5: Edit Budget Item Screen
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Chapter 9: Budget Tool

2. (Optional) Select the Yes radio button in the Shared field to indicate that the budget is
shared.

A budget that has already been shared can NOT be unshared; the Shared field will be
uneditable. See Section 9.3.2 for information on Shared budgets.

3. Update the Funding Target Adjustments field(s) as necessary.

Users cannot enter or adjust the target amount for a previous quarter if the budget is quar-
terly. DTS records adjustments to target amounts in the Budget Transactions report. See
Section 9.5.3.

4. Complete the Remarks text box when any changes to the budget are made.
5. Make sure that the LOA elements in the bottom part of the screen are correct.

If changes are made to the LOA elements, a new budget is automatically created and the
BDTA will be prompted to enter a new budget label. There will be no funds allocated to this
new budget; the BDTA will need to use the three steps above to add target amounts. If a LOA
does not match the new budget, use the LOA feature of the Maintenance Tool to create or edit
an LOA. See Chapter 8 of this manual for more information.

6. Select Save.

9.3.1.2 Inactivate or Delete a Budget

A budget can be inactivated or deleted at any time after the budget has been created. Once a
budget has been inactivated, it cannot be reactivated. Inactivating a budget prevents any fur-
ther funding action to be applied against it and sets any remaining target amount to zero. A
budget can only be deleted if there have been no transactions posted. A deleted budget can-
not be restored.

Beginning on the Show Budgets Results screen, follow the below steps to inactivate or delete
a budget:

1. Select Inactivate/Delete to the left of the budget item.
The Inactivate/Delete Budget Item screen opens.
2. Complete the Remarks field with justification for the inactivation or deletion of the budget.

3. Select INACTIVATE.
-OR-
Select DELETE.
-OR-
Select CANCEL to return to the previous screen without inactivating or deleting the bud-
get item.

When DELETE or INACTIVATE is selected, DTS displays a message warning that inactivated
or deleted budgets cannot be reactivated or un-deleted (restored).

4. Select OK to proceed.
-OR-
Select CANCEL to cancel this action.
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Chapter 9: Budget Tool

If the Remarks field is empty, a pop-up message displays stating that the Remarks field is
required. Return to Step 2 and proceed.

9.3.2 Create Budgets

When creating a new budget in DTS, the option to make the new budget sharable or unsharable is an
important decision.

Shared Budgets. When a budget is created, a decision to share the organization's budget with subor-
ganizations may be made. When an organization shares its budget, it means that travel for all of its
lower-level organizations may be funded against that budget. A DTA with permission level 6 can initi-
ate the option to share a budget at any time; however, once a budget is shared it cannot be unshared
(the shared indicator cannot be set to No). Generally, if a budget is shared, the DTA should ensure that
the corresponding LOA is also shared. See Chapter 8 of this manual for information regarding shared
LOAs.

Beginning on the Budget Maintenance screen, follow the below steps to create a budget:

1. Select Budget Maintenance from the navigation bar.
2. Select Create Budget from the subnavigation bar.

The Select Format Map screen opens (Figure 9-6).

em Budget Main Budget Maintenance Manual Transaction Reports

el
Show Budgets Create Budget View Journal Mass Update Budgets

Select a format map for the new budget or click on the link to create a budget from an existing LOA.

Format Map» | AF 2, 972952003 i

Copy an existing LOA to this budget

Figure 9-6: Select Format Map Screen
3. Select the Format Map drop-down list and choose the correct format map for the organization.

4. |If there is no existing LOA to copy, select OK. The user will skip Steps 5 through 14 and the pro-
cess would resume on Step 15.

If an existing or similar LOA can be used for the budget, select Copy an existing LOA to this
budget.

The Select LOA to Copy screen opens. This screen allows the user to select the criteria to use to
search for the LOA.

5. Select the Format Map drop-down list and choose the format map of the existing LOA.
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Chapter 9: Budget Tool

6. Select the Fiscal Year drop-down list and choose the FY for the budget and LOA.

7. Complete the Organization field or use the magnifying glass icon to search for and select an
organization. If the icon is selected, the Search for Organizations pop-up window opens. Enter the
first letters of the organization name to view all organizations beginning with those letters.

8. Select OK.

The Organization Search Results screen opens.

9. Choose Select to the left of the organization to populate the Organization field.

10. Check the Include Sub Organization check box if budgets for lower-level organizations should be
included in the search results.

11. Select Search.

The Accounting Codes screen displays. The LOAs for the selected organization display in the LOA
Accounting Codes Elements column.

12. Select Copy to the left of the desired organization and LOA Label.

The Select Budget Type screen opens.

13. Select the Fiscal Year drop-down list and choose the FY for the budget being created

14. Complete the Organization field. The name of the organization that owns the created budget can
be entered or select the magnifying glass icon to search organization names.

15. Complete the Budget Label field with the name of the new budget. Use the format described
below the field (two-digit FY followed by a space, followed by up to 12 upper-case characters).

16. Check the Sharable check box if the budget is to be made available to any suborganizations.

17. Select the Quarterly radio button in the Budget Type field, if amounts need to be entered for each
quarter. Select the Annual radio button if the budget amounts can be entered for one year.

18. Select Save.

The Create Budget screen displays. If the user selects Cancel, the Select Format Map screen dis-
plays.

19. Complete the Budget Label field. Enter the two-digit FY, a space, and a budget name that does
not exceed 12 characters in length.

20. Complete the quarterly fields with the target amounts in the Amount Budgeted For Each Quarter
section.
-OR-
Complete the Total field with the amount in the Amount Budgeted For This Fiscal Year section.
The Total field will calculate automatically after the fields have been populated.

21. Select the magnifying glass icon to copy existing LOA to this budget, if preferred. (This is
located in the Account 1 section of the screen).
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22. Enter the LOA elements in the 20 account fields as applicable.

23. Select Save. Selecting Cancel returns the user to the Create Budget screen.

9.3.3 View Journal

The View Journal section of the Budget Administration Tool shows recent transactions processed
using the budget. The number of transactions can be specified for display.

Beginning on the Welcome to the DTS Budget Administration Tool screen, follow the below steps to
view a journal in DTS:

1. Select Budget Maintenance from the navigation bar.
2. Select View Journal from the subnavigation bar.

The Select Budget Journal screen opens (Figure 9-7).

Budget Main Budget Maintenance Manual Transaction Reports

Show Budgets Create Budget Mass Update Budgets

Load journal items vearly or quarterly...

The following list shows the budget’s journal items for the specified fiscal vear and organization(s). To show journal items for
other fiscal years, enter the year and click View Transactions. To show journal items for another organization, select the
organization and click View Transactions.

Fiscal Year+ [2011 »

Organization » TDZPDTDTMO

& Enter the

Budget Label » | 11 AIRFORCE i

Mumber of Transactions Returned » |10 »

I VIEW TRANSACTIONS

Figure 9-7: Select Budget Journal Screen
3. Select the Fiscal Year drop-down list and choose the FY of the budget.

4. Complete the Organization field. The name of the organization that owns the budget can be
entered or select the magnifying glass icon to search organization names.

5. Select the Budget Label drop-down list and choose the budget name.

6. Select the Number of Transactions Returned drop-down list and choose the number of recent
transactions to view (10, 25, or 50).

7. Select View Transactions.
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The View Budget Journal Transactions screen opens. This screen displays the most recent transac-
tions that have been applied to the selected budget and include the following information (Table 9-1):

Table 9-1: View Budget Journal Transaction Screen Description

VIEW BUDGET JOURNAL TRANSACTION SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION
Transaction Date Date the journal transaction was recorded
Name Last and First name of traveler

Defines a funding action that was posted to the budget. The
following values that may populate in this column:

CREATE ADJUST
MANUAL
ROLLOVER
SPP REJECT
AUTH

Trans Type COLLECTION
CANCEL
ROLLBACK
GAUTH
LVCH

SAUTH
AMEND

VCH

SPP SUBMIT

SDN Standard Document Number

TANUM Travel Authorization Number

Transaction Control Number Voucher number returned for FMS disbursements

Automatic name assigned by DTS when the document is
Document Name

constructed
Departure Date Date traveler leaves for the TDY location
Location/Destination TDY location
Organization Organization of which the traveler is a member
LOA Label User-defined name referring to an LOA
LOA 10 X 20 format map elements defining LOA
Per Diem Total per diem expenses
Transportation Total transportation expenses
Other Total other expenses
Total Obligation Cumulative Per Diem, Transportation, and Other Expenses
Running Balance Balance available to use for funding
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9.3.4 Mass Update Budget Iltems

One or more budget items can be selected for one or more mass data element updates. The budget
items must be from the same FY.

Shared budget items cannot be Mass Updated; individual update must be used.

Beginning on the Welcome to the DTS Budget Administration Tool screen, follow the below steps to
mass update budget items:

1. From the DTA Tool bar select Mass Update Budgets.

The Mass Update Budgets - Search screen opens (Figure 9-8).

Budget Main Budget Maintenance Manual Transaction Reports

Show Budgets Create Budget View Journal Mass Update Budgets

To view a list of budgets, enter the selection criteria and click Show Budgets for Selected Organizationis).

Format Map» | AF Z, 9/29/72003 A

Fiscal Year» | 2011 %

Used or Unused » O Show used, active, unshared budgets only

& Show unused, active, unshared budgets anly

[TozPDTDTMO Ja
A Enter the organization or click on the icon to sslect a value

Organization »

O Include Sub Organizations

I SHOW BUDGETS FOR SELECTED ORGANIZATION(S)

Figure 9-8: Mass Update Budgets - Search Screen

2. Select the Format Map drop-down list to select the Format Map of the budget for update.
3. Select the Fiscal Year drop-down list to select the fiscal year of the budget for update.

4. Select the Used or Unused radio buttons to search for unshared budgets already utilizing a bud-
get item.

An Unused Budget is one that has not yet had a first document approved against the budget item. If a
budget item is used, no changes can be made to the LOA, unless new data elements are being
changed to wildcard characters in the module.

5. In the Organization field, enter the organization name that owns the budget to be updated or use
the magnifying glass icon to select an organization from a drop-down list of organizations to which
the user has access.)

6. Check the Include Sub Organizations check box to include lower level budgets of the selected
organization.
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7. Select SHOW BUDGETS FOR SELECTED ORGANIZATION(S).

The Mass Update Budgets -Search Results screen opens.

8. In the Select All/Deselect All column select the budgets to be included in the update.

9. Select Update Selected Budget(s) at the bottom of the screen. Selecting Search Again returns
the user to the Mass Update Budgets-Search Results screen.

The Mass Update Budgets — Update Values screen opens. This screen can be used to update the val-
ues for each data element.

10. In the Update? column, select the check box next to the LOA data element that will be changed in
the updated budget(s). Data elements that are not checked will not change.

11. In the New Value column enter the updated value to be reflected in the updated budget LOA ele-
ment.

The value entered in the new value column overwrites the value selected in the Old Value column for
all selected LOA(s) checked in the Update? column. If no value is entered into the New Value column,
a blank value is entered.

12. Select UPDATE at the bottom of the screen. Selecting CANCEL returns the user to the Search
Results-Mass Update screen.

A pop-up message displays informing the user that if the new Budget is not an exact match with the
associated LOA used in an existing document, the document cannot be approved (Figure 9-9).

Message from webpage

‘When Budgets are updated through the Mass Update function, the old Budget 10%20 is being overwritten with the specified New Values, I the new Budget 10220 isnt an
\h/ exact match with the associaked LOA in an existing document, thls will prevent the document From being approved. Would you like to continue with the update action or
cancel and review your Old and Mew Budget field values prior to executing the update?

[ ok |[ Cancel ]

Figure 9-9: Mass Update Pop-up Message

13. Select OK. Selecting Cancel returns the user to the Update Values screen.

Note: The user can print the screen to ensure an exact match when updating the associated LOA.
(The LOA Mass Update function can be used to update multiple LOAs in the Maintenance Tool. See
Chapter 8, Section 8.6 of this manual).

The Mass Update Budgets Summary screen opens.

The Mass Update Budgets Summary screen displays the Budget LOA(s) that were updated as a result
of any changes made on the Mass Update Budgets — Update Values Screen.
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9.4 Manual Transactions

The Manual Transaction tab will only display if the Yes radio button on the Manual Entered Transaction flag
is selected in the user’s personal profile. DTS allows a user to insert an adjustment transaction into a bud-
get to offset travel document actions that were not or could not be posted to the budget item. Transactions
can be inserted into any budget item up to the level of the user’s access. If a transaction is inserted for a
prior quarter in the current or a prior FY, DTS will roll the transaction to the current quarter (or the fourth
quarter of the prior FY) to modify the available balance in the current quarter. A user can insert paid dis-
bursements, obligation adjustments, and disbursement adjustments.

Beginning on the Welcome to the DTS Budget Tool screen, follow the below steps to insert a manual entry
into a budget:

1. Select Manual Transaction from the navigation bar.

The Manual Transaction Function screen opens (Figure 9-10).

Budget Main Budget Maintenance Manual Transaction Reports

Specified Budget Officers (Level 3 with the manus/ inserfion fag set) use the Manus! Transsction Function to enter and save adjustment
transactions so the budget may be kept up-to-date in a timely fashion.

Figure 9-10: Manual Transaction Function Screen
2. Select Manual Entry from the subnavigation bar.
The Select LOA for Manual Transaction screen opens.

3. Select the Fiscal Year drop-down list and choose the FY of the LOA to which the transaction is to be
applied.

4. Complete the Organization field. The name of the organization that owns the budget can be entered
or use the magnifying glass icon to search organization names.

5. Select the LOA or Shared LOA label drop-down list and choose the LOA label against which the
transaction should fund.

6. Select OK.

The Manual Entry Transaction screen opens.
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7. Complete the TANUM field with the Travel Authorization Number (TANUM).

8. Complete the Total Obligation Adjustment Amount field with the amount.

9. Complete the Remarks field with justification for the manual transaction.

10. Select SAVE. Selecting CANCEL returns the user to the Select LOA for Manual Transactions screen.

The Manual Transaction Complete screen opens. The transaction has been saved to the system.
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CHAPTER 10: REPORTS

The Reports feature in the Defense Travel System (DTS) creates reports pertaining to all travel documents
that have been entered or restored into the system within the past 15 months. Managers may use reports

to monitor and manage travel within an organization.

This chapter covers the following topics:

0B =T oo i 6T @ A=Y Y 10-2
0 B2 5 LT o] i AR T 1= Yo (1] 1= 10-5
10.2.1 Status REPOITS ...coovieeeeeii e e e 10-10
10.2.1.1 Signed Status Report ...........ooociieiiiiiiiiiiieeeee e 10-11

10.2.1.2 Depart Status Report.........cccceviiiiieiieeeeeeeceeee e 10-12

10.2.1.3 Return Status Report..........cccuiiiiiiiiieeeeeeeee e 10-14

10.2.1.4 Approved Status Report..........cccovriieeiiiiiiieee e 10-15

10.2.1.5 Traveler Status Report ..., 10-16

10.2.2 RoOUtING REPOIMS ... 10-18

10.2.2.1 Adjustments RepOrt...........coooiiiiiiiiiiiiii e 10-18

10.2.2.2 Routing Status Report ... 10-21

10.2.3 Individual REPOITS ......oeeeeiiiieeee e 10-23

10.2.3.1 POSACK Delinquency Report.........ccooeiiiiiiiiiiiiiiiiieee e, 10-24
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10.2.4.2 Reason Code RepOrt.........cccuuiiiiiiiiieee e 10-40

10.2.4.3 Reason Justification Report ...........ccccoeiiiiiiiiiiiiieee e, 10-43

10.2.4.4 CTO Fee RePOrt....ccoeiiiiiiieeeeeee e 10-46
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10.2.5.4 Special Duty Report ... 10-58

10.2.5.5 Military Leave Report ... 10-60
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10.3.3 Transaction REPOrt ... 10-74
10.3.4 Total Obligation REPOrt ........cooiiiiiiiiiiie e 10-78
10.3.5 DoWnIoad REPOIS .....ccoiiiiiieeieeee et eaee e 10-81

10.4 VIEW LiSt REPOMS.....coiiiiieiieiiee ettt e e e e e e e e e e 10-82

DTS Release 1.7.2.0, DTA Manual, Version 4.4.35, Updated 4/20/11

Page 10-1

This document is controlled and maintained on the www.defensetravel.dod.mil Web site. Printed copies may be obsolete.

Please check revision currency on the Web prior to use.




Chapter 10: Reports

10.1 Reports Overview

DTS allows users to generate reports that compile data in a variety of categories. The ability to generate

reports is based on the user's organization access. In addition, some reports require certain permission

levels or other access. To create a report in DTS, users must complete and submit a criteria search screen

for the type of report that is needed. It is helpful to identify as many specific criteria as possible; this will

return a more focused report in less time than a broad report with few parameters.

The DTS Report Scheduler generates the requested report at a scheduled time, and then notifies the

requestor by e-mail when the report is complete.

Other reports, such as Budget Reports and View List Reports, are accessible to authorized users via the
Budget module and the DTA Maintenance Tool, respectively.

Table 10-1 provides a brief description of each report type and identifies the sections of this chapter in

which the complete details for each are explained.

Table 10-1: DTS Reports

DTS REPORTS

CHAPTER
REPORT ACCESS | REPORT NAME REPORT DESCRIPTION SECTION
STATUS REPORTS

Signed Status | i Jbout documents that were stamped SIGNED within a date
Report (Signed 10.2.11

range.
Date)
Depart Status
Report . s

Data for trips that have a departure date within a date range. 10.2.1.2
(Departure
Date)
Return Status
Report (Return Data for trips that have a return date within a date range. 10.2.1.3
Date)
Approved Status Data for an organization about documents that were stamped
Report APPROVED within a date range 10.2.1.4
(Approved Date) ge-

Access via Report Traveler Status | List of travelers and the range of dates on which they will be on 10.2.1
Scheduler Report TDY. 2.1.5
ROUTING REPORTS
Adjustments List of documents that have been modified during the routing and 10.2.2.1
Report approval process. o
. Current status of all documents in routing, the next stamp that each

Routing Status . o

document is awaiting, and the number of days that have passed 10.2.2.2
Report .

since the document was last stamped.

INDIVIDUAL REPORTS
POSACK Data about documents that are awaiting a positive
Delinquency acknowledgement (POSACK) from the Global Exchange (GEX) 10.2.3.1
Report within a specified number of hours.
Unsubmitted List of authorizations for which vouchers have not been stamped 10.2.3.2
Voucher Report | SIGNED or T-ENTERED. A
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Chapter 10: Reports

Table 10-1: DTS Reports (continued)

DTS REPORTS

CHAPTER
REPORT ACCESS | REPORT NAME REPORT DESCRIPTION SECTION
INDIVIDUAL REPORTS
Data about trips that charged a centrally billed account (CBA) and
Commercial Travel Office (CTO) fees within a departure date range
CBA/TO Report not to exceed 31 days. Report may include all trips with a CBA 10233
charge or the exceptions.
Debt Data on all debts that travelers within an organization owe the
Management 10.2.3.4
Government because of DUE U.S. vouchers.
Report
Constructed Cost savings of approved trip requests when a traveler has used
Constructed Travel. It provides information about the actual and 10.2.3.5
Travel Report
allowable costs.
CTO/TRAVEL-RELATED REPORTS
Data that identifies if lodging used for TDY is a Federal Premier
FPLP/FEMA Lodging Program (FPLP) property and includes the FEMA- 10.2.4.1
Report approved code if the property is approved by the Federal "'
Emergency Management Agency (FEMA).
Reason Code Data about trips for which travelers did not use GSA City Pair
contract flights, and the reason codes that were selected for the 10.24.2
Report ! .
resulting preaudits.
Rea§9n . Data about reason codes and justifications that travelers entered
Justification : ) . 10.2.4.3
for using a non-contract City Pair flight.
Report
CTO Fee Report !Z)ata abqut CTO transaction fees and reason(s) for CTO 102.4.4
intervention.
Access via Report Unused Ticket Data about tickets that were purchased for TDY travel, but were not 10245
Scheduler Report used.
MIS REPORTS
Enlisted BAS Data used to determine whether or not an enlisted member's Basic
Allowance for Subsistence (BAS) entitlement changes because of | 10.2.5.1
Report
TDY status.
OCONUS Data used to determine whether or not a member is entitled to 10.2.5.2
Travel Report foreign duty pay because of TDY status. R
Data used to determine whether or not a member is entitled to
FSA Report Family Separation Allowance (FSA) because of TDY status 10.2.5.3
exceeding 30 days.
Special Duty Data about entitlement changes because of a traveler's special 10254
Report duty conditions while on TDY. R
Data for an organization about leave taken by members while on
TDY.
Military Leave
Report 10.2.5.5
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Chapter 10: Reports

Table 10-1: DTS Reports (continued)

DTS REPORTS

CHAPTER
REPORT ACCESS | REPORT NAME REPORT DESCRIPTION SECTION
PARTNER SYSTEM REPORTS
Traveler Status
Report
Routing Status
Report
POSACK The report scheduler can generate the partner system reports that
Access via Report Delinquency are listed to the left in this row.
Report 10.2.6
Scheduler €po . . .
. Partner system reports contain the same information as the reports
Unused Ticket . .
of the same name described in the rows above.
Report
Unsubmitted
Voucher Report
CTO Fee Report
BUDGET REPORTS
Balance Report Cumula.tlve amount of all transactions affecting the specified 10.3.1
budget item to date.
Target .
. Adjustments that have been made to the target amounts and
) Adjustment . . . . 10.3.2
Access via Budget Report transactions that have been inserted into the budget item.
Module Transaction
ansactio All individual transactions that affect a given budget. 10.3.3
Report
;c;t::)r(t)bhgahon Totals for all documents that affect a given budget item. 10.3.4
VIEW LIST REPORTS
CBA List D|splgys \_Nhat CBA information hz_:xs been associated to the 443
organization. See Chapter 4 of this manual.
Organization Displays the profile information for any selected organizations and 444
List suborganizations. See Chapter 4 of this manual. o
. . Displays all routing lists and their routing elements for the
Routing List organization. See Chapter 5 of this manual. 5.10
Delegated Displays the delegation of signature authority for the routing list of 511
Authorities List an organization. See Chapter 5 of this manual. ’
Access via DTA Sroup Structure Dfiss!ays a IistI of groups in a specified organization. See Chapter 6 6.3.4
Maintenance Tool Ist of this manual.
Individual Group | Displays a membership list of the group. See Chapter 6 of this
: ) ) 6.3.5.4
Members List manual for more information.
Global Group Displays a global group membership list for the specified 6.3.6.4
Membership List | organization. See Chapter 6 of this manual. R
Allows the creation of lists of the following types of personal
information: Basic Traveler Information List, Complete Traveler
Person List Information List, Accounts Information List, Special Features 7.6
Information List, Groups Information List. See Chapter 7 of this
manual.
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Chapter 10: Reports

10.2 Report Scheduler

The Report Scheduler allows users to request reports that are identified in the following subsections. Only
users with organization access can use the Reports Scheduler feature. The user selects the type of report,
defines the parameters, and submits the request. DTS creates the report off-line, independent of the user's
DTS session and sends an e-mail notification to the requestor when the report is available.

Beginning on the User Welcome screen, follow the below steps to request a report from the DTS Report
Scheduler:

1. Mouse over Reports on the menu bar (Figure 10-1).

Logged In As; Helen D LOTADTMO Help for this screen

Defense Travel System

A New Era of Government Travel

Logoff

Official Trawel W) Official Travel - Others ¥ Traveler Setup ¥ Reports ¥ Administrative W

Documents Awaiting Your Approval --> click Here

Welcome Helen D LDTADTMO

Organization: DTMOCSD
Org Access: OTROCSD

My Signed Documents

Current Departure i
Group Access: (All) Document Hame Status Date Type
Permission: 0,1,2,3,4,5,6 No documents found.
Message Center
Check here for messages.
Back to Top
Figure 10-1: DTS User Welcome Screen
2. Select Report Scheduler from the drop-down list.
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Chapter 10: Reports

The Report Scheduler Home page opens (Figure 10-2).

Logged In As:  HELEN D LDTADTMO Screen ID: 1570.1

Defense Travel System
St

availatle for
em load. When you

» Request New Report = Refresh Reports List

Requested Reports

Report Name Report Criteria Requested Date Next Run Time(Approx.) Status Completed Date Download

Figure 10-2: Report Scheduler Home Page

3. Select Request New Report.

The Report Scheduler Selections screen opens (Figure 10-3). It displays the types of reports available for
request. Table 10-1 briefly describes the purpose and data for each type of report.
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Chapter 10: Reports

Logged In As:  HELEM D LDTADTMO Screen ID: 1571.1
Current Mode:  Reports

Defense Travel System
Skl

» Report Scheduler Home

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

Status Reports

» Signed Status

» Depart Status

» Return Status

» Approved Status

» Traveler Status
Routing Reports

» Adjustments

» Routing Status
Individual Reports

» Posack Delinquency

» Unsubmitted Voucher

2 (BATO

» Debt Management

» Constructed Travel
CTO/Travel Related Reports

» FPLP/FEMA

» Reason Code

» Reason Justification

» CT0 Fee

» Unused Ticket
MIS Reports

» Enlisted BAS

+ OCONUS

: FSA

» Special Duty

» Military Leave
Partner System Reports

= Partner System Traveler Status

= Partner System Routing Status

= Partner System Posack Delinquency

= Partner System Unused Ticket

= Partner System Unsubmitted Voucher

= Partner System CTO Fee

Figure 10-3: Report Scheduler Selections Screen
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Chapter 10: Reports

4. Select the link for the type of report to be created.
-OR-
Select Report Scheduler Home to return to the previous screen without requesting a report.

5. Complete the report criteria screen. For instructions, see the subsection that describes the report
selected.

6. Select Submit.

After the user submits the report request, the screen refreshes with an explanation of the remainder of the
Report Scheduler process (Figure 10-4). This message identifies the e-mail address to which the notice of
the completed report will be sent. If the user's DTS profile does not contain an e-mail address, the mes-
sage will note the lack of e-mail and suggest accessing the Report Scheduler at a later time to check the
status of the report. Certain reports are scheduled to run at predetermined times. If the user requests one
of these types of reports, the run date and time will be included in this explanation.

£ Window

Logged In As:  HELEN D LDTADTMO Screen 1D: 1573.1 Clos
Current Mode:  Reporis

Defense Travel System

Aewtmeioemmentie! S

» Report Scheduler Home + Reguest New Report

The report has been submitted as a background task on the DTS server.When the repert is completed, you wil be notified via email at

helen. ldtadtmo@dtmo.pentagon.mil that your report has been created with instructions on how the report can be accessed for viewing and
downloading. The amount of tims it takes for the report to run depends on the number of reperts waiting to process and the number of
travelers using the system. Under normal circumstances this should not take too long. If there are lengthy delays, the Tier 3 Help Desk will
send cut a em wide notice to your local help desk of any issues or delays. Certain reports run at specific times to balance system load.
Your report is scheduled to run on Mar 2, 2011 8:48:33 PM

Figure 10-4: Report Scheduler Process Definition Screen
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Chapter 10: Reports

7. The user may access the Report Scheduler after receiving a notification that the report is ready for
download. The screen identifies the reports that the user requested the criteria, date of the request,
status, and a link to download reports that are complete (Figure 10-5). Reports will be available to
download for seven days after the completed date.

Logged In As:  HELEN D LDTADTMO Screen ID: 1570.1

Defense Travel System

B

ailable for
em load. When you

Belaw is alist of your pend
dovinload for a maximum of
request a repart, you wil be notified of th

» Reguest New Report = Refresh Reports List

Requested Reports

Report Name Report Criteria Requested Date Next Run Time(Approx.) Status Completed Date Downlead

Signed Status

FsA Mar 2, 2011 9:01:22 Pht Mar 3, 2011 8:00:00 At REQUESTED
Organization=DTHO
Traveler Status [ Mar 2, 2011 9:00:03 PM. COMPLETED Mar 2, 2011 9:00:04 PM + cownload
Organization=TDZ0 Mar 2,201 8:43:34 P, COMPLETED Mar 2, 2011 8:48:35 FM Zovnoad
{No Data Found)

DocumentType=AUTH; GAUTH;

Figure 10-5: Report Scheduler Screen — Report Status

If the Download column displays the message “No Data Found,” it means that no information was found in
DTS for the report within the parameters of the selected criteria. This information is for the convenience of
the user so they will know that the report is blank without having to download and open the report.

8. Read the data in the Report Name, Report Criteria, and Requested Date fields to identify the report to
be downloaded (Figure 10-5).

9. Select download to open and download the requested report.

The user is prompted to download the report. The report may be saved on the computer or viewed in a
separate window as an Excel spreadsheet.

10. Select Open to display the report on the screen.
-OR-
Select Save to download the file to the hard drive.
-OR-
Select Cancel to cancel the action and return to the previous screen.
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Chapter 10: Reports

10.2.1 Status Reports

The Signed Status, Depart Status, Returned Status, and Approved Status reports display the below
information:

*  Organization name

« Traveler's SSN (last four digits)

+ Traveler's last name

« Traveler's first name

«  TANUM

* Document name

* Document type

« Trip type

»  Special Circumstances Travel trip type

*  Trip purpose

*  Current status

+ Date of current status

* Awaiting status

+ Last AO approval date (Date stamped APPROVED)

* PNR locator

* Create date

« Signed date

* Approval date

*  Departure date

* Return date

+ Total number of days TDY

* Total trip expenses

» Total reimbursable expenses

*  Amount claimed

* Total of commercial plane (CP) and commercial rail (CR) expenses
+ Total of CP and CR expenses that are being reimbursed to the GOVCC
* Advance amount

+ Identification of whether or not there were scheduled partial payments (SPPs)
» Identification of whether or not the trip was cancelled

* ldentification of whether or not actual costs were used

« Denotation of whether or not the document was rejected by a financial system
« Denotation of whether or not an advance request was rejected
« Denotation of whether or not an SPP request was rejected

* Location or destination

»  Trip description

+ Traveler's e-mail address

* AO’s e-mail address

+ DTA ID e-mail address

« Denotation of whether or not Constructed Travel was used

* Denotation of whether or not multiple LOAs were used

+ LOA label

+ LOA format map

* Expenses by LOA

« Standard Document Number (SDN)

* Reference

+ Denotation of whether or not a trip was Foreign Travel

+ Denotation of whether or not the document was T-Entered

* Denotation of whether or not a non-GSA City Pair was used
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Chapter 10: Reports

10.2.1.1 Signed Status Report

The Signed Status Report provides information for an organization about a document type
within a date range not to exceed 31 days. The report will provide information about docu-
ments that were stamped SIGNED within the selected date range.

Follow the steps outlined in Section 10.2 to access the Signed Status Report.

The Signed Status Report Search Criteria screen opens (Figure 10-6). For a description of the
search criteria screen, see Table 10-2.

Logged In As:  HELEN D LDTADTMO Screen 1D: 1572.1

Current Mode:  Reports

Defense Travel System

AleEmattoennentier S

» Report S5cheduler Home = Request Mew Report

The Status report will provide the user with detailed document informaticn for a given DTS organization, document type and date range
(maximum range of 31 days). Document data is retained in DTS for a peried of 15 months. The date range is tailored to the particular Status
Report selected (signed date, approved date, depart date or return date). Opticnally indicated in the report is Line of Accounting detail
infermation which will provide the label, full LOA detail, amount allocated and appropriate 50N (Standard Document Number).

Signed Status Report Search Criteria
Plzass Mote: ARed Star | * ) indicates a field is required.

Report limited to a maximum of 40000 rows.

Cocument
- ALL o
yps:

Organization:

(minimum of 4 DTMOCSD v
characters)

Include Sub D

Organizations:

e » . o [ . N

start Date: (mm/dd/yyyy)

5 Fon e | . .
End Date: (mmsdd i yyyy)

Include LOA
Details: D

Submit

Figure 10-6: Signed Status Report Search Criteria Screen
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Chapter 10: Reports

Table 10-2: Status Report Search Criteria Screen Description

STATUS REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT

DESCRIPTION

Report Scheduler
Home

Link used to display the Report Scheduler Home Page (Figure 10-2)

Request New Report

Link used to display the Report Scheduler Selection screen (Figure 10-3)

*Document Type

Drop-down list from which to select the type of document to include in the report.

*Organization

Drop-down list from which to select the DTS organization to include in the report.

Magnifying Glass
Icon

Icon used to open a window in which the user can enter the name of the organization instead of
selecting it from the drop-down list.

Includg Sl.Jb When checked, information for suborganizations will be included in the report.
Organizations
*Start Date Field in which to enter the earliest date in the range in which to include in the report.

Calendar Icon

Icon used to open a pop-up calendar from which to select the Start Date and End Date of the
range to include in
the report.

*End Date

Field in which to enter the latest date in the range in which to include in the report.

Include LOA Details

Check box that, when checked, causes LOA details to be included in the report. LOA details
such as the label, full LOA format, amount allocated, and appropriate standard document
number (SDN) will display.

Submit

Button used to send the report request to DTS.

*Required field

10.2.1.2 Depart Status Report

The Depart Status Report provides information for an organization, document type, and a date
range not to exceed 31 days. The date range for this report includes only dates during which
travelers in the organization departed on a TDY trip.

Follow the steps outlined in Section 10.2 to access the Depart Status Report.
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Chapter 10: Reports

The Depart Status Report Search Criteria screen opens (Figure 10-7). For a description of the
search criteria screen, see Table 10-2.

Logged In As: HELEM D LOTADTMO Screen ID: 15721 Close Window
Current Mode:  Reports

Defense Travel System

AenEmetfoennentiee

= Report Scheduler Home = Request Mew Report

The Status report will provide the user with detailed document informaticn for a given DTS organization, document type and date range
(maximum range of 31 days). Document dakta is retained in OTS for a peried of 15 months. The date range is tailored to the particular Status
Report selected (signed date, approved date, depart date or return date). Optionaly indicated in the report is Line of Accounting detail
infermation which will provide the label, full LOA detail, amount alocated and appropriate SDN (Standard Document Mumber).

Depart Status Report Search Criteria

Pleass Mote: ARed Star [ * ) indicates a figld is required.
Report limited to a maximum of 40030 rows.

Document |ALL v|
Type:

Organization:
(minimum of 4 |I3'h'. 5D v| &
characters)
Include Sub

O

Organizations:

End Date: I:I (mm./dd/yywy)

Include LOA

Details: D
Submit
Figure 10-7: Depart Status Report Search Criteria Screen
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10.2.1.3 Return Status Report

The Return Status Report provides information for a DTS organization, document type, and a
date range not to exceed 31 days. The date range for this report includes only the dates during
which travelers in the selected organization returned from TDY.

Follow the steps outlined in Section 10.2 to access the Return Status Report.

The Return Status Report Search Criteria screen opens (Figure 10-8). For a description of the
search criteria screen, see Table 10-2.

Logged In As:  HELENW D LDTADTMO Screen 1Dz 1572.1
Current Mode:  Reports

Defense Travel System

Aot Govemment e

» Report S5cheduler Home : Reguest Mew Report

The Status report will provide the user with detailed document information for a given DTS organization, document type and date range
(maximum range of 31 days). Document data is retained in 0TS for a period of 15 months. The date range is tailored to the particular Status
Report selected (signed date, approved date, depart date or return date). Optionally indicated in the report is Line of Accounting detail

information which wil provide the label, full LOA detail, amount allocated and appropriate SDN (Standard Document Mumber).
Return Status Report Search Criteria
Please Mote: ARed Star ( * }indicates a field is required.

Report limited to a maximum of 40000 rows.

_Ba:t.r'en'. AUTH 7
¥pE:
Organization:
(minimum of 4 CTMOCSD W d
characters)
Include sub
Organizations: O
Start Date: ' [ ddd yyyy)
End Date: ' (mmd ddd yyyy)
Include LOA
Cetails: D
Submit
Figure 10-8: Return Status Report Search Criteria Screen
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10.2.1.4 Approved Status Report

The Approved Status Report provides information for an organization about a document type
within a date range not to exceed 31 days. The report provides information about documents
that received any of the following status stamps within the selected date range:

+ APPROVED

+ PROCESSED

+  CTO AMENDMENT
« AUTO APPROVED
+ CANCELLED

Follow the steps outlined in Section 10.2 to access the Approved Status Report.

The Approved Status Report Search Criteria screen opens (Figure 10-9). For a description of
the search criteria screen, see Table 10-2.

Logged In As:  HELEW D LDTADTMO screen ID: 15721 Close Window
Current Mode:  Reports

Defense Travel System

Aot Govemment e

» Report Scheduler Home : Reguest Mew Report

The Status report will provide the user with detailed document information for a given DTS organization, document type and date range
{maximum range of 31 days}. Document data is retained in DTS for a peried of 15 months. The date range is tailored to the particular Status
Report selected (signed date, approved date, depart date or return date). Optionally indicated in the report is Line of Accounting detail
information which wil provide the label, full LOA detail, ameount alocated and appropriate SCH (Standard Document Number).

Approved Status Report Search Criteria

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

Report limited to a maximum of 40000 rows.

_Ba:t.r'en'. m -
Ype:

Organization:

(minimumof 4 | DTMOCSD v d
characters)

Include Sub
Organizations: O

Start Date: El- [ dddyyyy)

End Date: ' (mmd dddyyyy)
Include LOA
Cetails: D

Submit
Figure 10-9: Approved Status Report Search Criteria Screen
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10.2.1.5 Traveler Status Report

The Traveler Status Report provides a list of travelers who were or will be TDY on a date or
range of dates. The Traveler Status Report provides the below information:

*  Organization name

+ Traveler's last name

« Traveler's first name

« Traveler's middle initial

« Traveler's SSN (last four digits)
* Traveler's e-mail address

+ Traveler’s title or rank

+ Traveler's service or agency

«  TANUM

*  Departure date

* Return date

* Location city

* Location state (or country, if outside the continental United States (OCONUS)
* Arrival date

*  Departure date

*  Document type

* Document name

* DTA e-mail address

Follow the steps outlined in Section 10.2 to access the Traveler Status Report.
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Chapter 10: Reports

The Traveler Status Report Search Criteria screen opens (Figure 10-10). For a description of
the search criteria screen, see Table 10-3

Logged In As: HELEN D LOTADTMO Screen ID: 1131.2
Current Mode:  Reporis

Defense Travel System

AewEmetGoenmentie S

» Report S5cheduler Home » Reguest New Report

The Traveler Status Peport wil provide the user with a list of travel documents within DTS for a given date range based on the date of
departure (within the last 15 months). Included in the report is the organization, traveler, 55M, email, traveler title and rank, service,
TAMUM, departure date, return date, document type and document name and DTA email address.

Traveler Status Report Search Criteria
Please Hote: ARed Star ( * ) indicates a field is reguired. Only one of the T figlds (sither 1, 2) must be completed.

Report limited to 2 maximum of 400030 rows.

Organization:

I — - &
(minimum of 4 | DTMOCSD v| d
characters)
Include Sub n

Organizations:

11 5tart Date: I:I (mm ddd yyyy)
T1 End Date: I:I (mm dd s yyyyl

_OR -

Submit

Figure 10-10: Traveler Status Report Search Criteria Screen
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Table 10-3: Traveler Status Report Search Criteria Screen Description
TRAVELER STATUS REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT

DESCRIPTION

Report Scheduler Home

Link used to display the Report Scheduler Home page (Figure 10-2).

Request New Report

Link used to display the Report Scheduler Selection screen (Figure 10-3).

*Organization (minimum of
4 characters)

Drop-down list from which to select the DTS organization to include in the
report.

Magnifying Glass Icon

Icon used to open a window in which the user enters the name of the
organization instead of selecting it from the drop-down list. The user must
enter the first 4 characters, at a minimum.

Include Sub Organizations

When checked, information for suborganizations will be included in the report.

11 Start Date, 11 End Date

Fields used to identify the earliest return date and latest return date to include
in the report.

12 TDY Date as of

Field used to limit the report to travelers who were or will be on TDY on one
selected date.

Calendar Icon

Icon used to open a pop-up window from which to select the TDY Date, or the
Start Date and End Date of the range to include in the report.

Submit

Button used to send the report request to DTS.

*Required field.

10.2.2 Routing Reports

DTAs use the Routing Reports as a tool to monitor the routing activity of travel documents.

10.2.2.1 Adjustments Report

The Adjustments Report provides a list of documents that have been adjusted during the elec-
tronic routing and approval process. DTAs can use this report as an evaluation instrument to

determine areas in which travelers may need more training.

The Adjustments Report displays the below information:

*  Organization name

* Traveler's last name

* Traveler's first name

* Traveler's middle initial

* Traveler's e-mail address

+  TANUM

* Document name
*  Approved date

* Amount claimed
* Adjustment date
*  Adjustment time
* Adjustor's name

Follow the steps outlined in Section 10.2 to access the Adjustments Report.
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The Adjustments Report Search Criteria screen opens (Figure 10-11). For a description of the
search criteria screen, see Table 10-4.

Logeged In As:  HELEW D LDTADTMO Screen [D: 1132.4 Close Window
Current Mode:  Reports

Defense Travel System

AeEmaitoennention

» Report Scheduler Home : Request Mew Report

The Adjustments report will provide the user with a list of documents that have been modified (adjusted/edited) during the routing process
for the date range (within the last 15 months). The report is used by DTAs to identify documents that are being excessively edited and users
that may need assistance with the process. The date range is the date when the actual adjusiment or edit that took place - it is the date of
the ADJUSTED stamp or other stamp used to create a new version of the document. Indicated in the report are the organization, traveler,
TANUM, document name, document status, amount and the adjustor.

Adjustments Report Search Criteria

Please Mote: ARed Star (* ) indicates a field is required.

Report limited to a maximum of 40000 rows.

Document | m 3 |
Type:

Organization:
(minimumof 4 | DTMOCSD v Il
characters)
Include Sub

O

Organizations:

End Date: I:I (mm/ddfyyyy)
Traveler 55M: Lookup Clear 55H

Submit

Figure 10-11: Adjustments Report Search Criteria Screen
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Table 10-4: Adjustment Report Search Criteria Screen Description

ADJUSTMENT REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT

DESCRIPTION

*Document Type

Drop-down list from which to select the type of document to be included in the
report.

*Organization (minimum of 4
characters)

Drop-down list from which to select the organization of documents to be included
on the report. Leaving this field blank indicates that documents of all
organizations should be included.

Magnifying Glass Icon

Icon that opens a search field in which the user may enter text to search for an
organization name. A minimum of 4 characters is required to search.

Include Sub Organizations

When checked, information for suborganizations will be included in the report.

*Start Date, *End Date

Fields used to identify the earliest departure date and latest departure date in the
range to include in the report.

Calendar Icon

Icon used to open a pop-up window from which to select the Start Date and End
Date of the range to include in the report.

Field used to limit the report data to that of one traveler. Use the Lookup link to

Traveler SSN complete this field.

Looku Link to open a screen from which the user can search for a traveler to complete
P the Traveler SSN field.

Clear SSN Link used to clear an SSN from the Traveler SSN field.

Submit Button used to send the report request to DTS.

* Required field.
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10.2.2.2 Routing Status Report

This report identifies the current status of documents in routing. It also identifies the next
stamp in each document's routing list and the number of days that have passed since the doc-
ument was last stamped.

The Routing Status Report displays the below information:

* Organization name

+ Traveler's last name

« Traveler's first name

« Traveler's middle initial

+ Document type (authorization, voucher, or local voucher)

«  TANUM

* Document name

*  Current document status, e.g., the status SIGNED

» Date on which the current status stamp was applied to the document

* Awaiting status (the status stamp that will be applied to the document when the next
Routing Official signs the document)

*  Number of days since the current stamp was applied to the document

Follow the steps outlined in Section 10.2 to access the Routing Status Report.
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The Routing Status Report Search Criteria screen opens (Figure 10-12). For a description of
the search criteria screen, see Table 10-5.

Logged In As: HELEW O LOTADTMO Screen [D: 1132.5
Current Mode:  Reporis

Defense Travel System

AlewEmettoemmentier S

» Report Scheduler Home » Reguest New Report

The Routing Status Report will provide the DTA with a list of documents that are awaiting a signature (i.€. in the process of routing to
approval.) In addition, this repert indicates which approving/reviewing official has documents that have been routed te them and have bsen
waiting for a signature for a given number of days. There is no date range for this report as it provides a list of all documents in an
organization that are currently routing. Indicated in the report is the organization, traveler, document type, TANUM, document name,
document status, document status date, awaiting status and number of days awaiting status.

Reouting Status Report Search Criteria

Flease Mote: ARed Star ( * )indicates a field is required.

Report limited to a maximum of 40000 rows.

Document

- | AL v |
ype:

Organization:
(minimumof 4 | DTAMOCSD v &
characters)

Include Sub D
Organizations:

Routing Official

SEM: ’—‘ Lookup Clear S5H
Mo of Days -

Threshald:

Submit

Figure 10-12: Routing Status Report Search Criteria Screen
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Table 10-5: Routing Status Report Search Criteria Screen Description
ROUTING STATUS REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT

DESCRIPTION

Report Scheduler Home

Link used to display to the Report Scheduler Home page (Figure 10-2).

Request New Report

Link used to display the Report Scheduler Selection screen (Figure 10-3).

*Document Type

Drop-down list from which to select the type of document to be included in the
report.

*Organization (minimum of 4
characters)

Drop-down list from which to select the DTS organization to include in the
report.

Magnifying Glass Icon

Icon used to open a window in which the user enters the name of the
organization instead of selecting it from the drop-down list. The user must enter
the first 4 characters, at a minimum.

Include Sub Organizations

When checked, information for suborganizations will be included in the report.

Routing Official SSN

Field used to limit the report to documents awaiting action by a specific Routing
Official.

Link used to open a screen to search for an RO to complete the Routing Official

Lookup SSN field.

Clear SSN Link used to clear an SSN from the Routing Official SSN field.

No of Days Threshold F_|eld in which to specify a minimum nu_mber of dgys that must have passed
since a document was stamped, to be included in the report.

Submit Button used to send the report request to DTS.

* Required field.

10.2.3 Individual Reports

Each report described in these subsections has a unique purpose that does not fit into any other cate-

gory of reports.
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10.2.3.1 POSACK Delinquency Report

The POSACK Delinquency Report provides data about travel documents that are awaiting
response (i.e., a positive acknowledgement [POSACK]) from the Global Exchange (GEX)
within a specified number of hours. Users must have permission level 5 to access this report.

The POSACK Delinquency Report displays the below information:

+ Traveler's organization

* Traveler's last name

* Traveler's first name

* Traveler's middle initial

« Traveler's SSN (last four digits)
«  TANUM

*  Document name

* Document type

* Transaction amount

* Adjustment level

« Original document name

¢ XML submit date

*  Number of days, hours, and minutes open
* Accountable station number

* Invoice transaction sequence

* Traveler's e-mail address

e DTA ID e-mail address

Beginning on the Report Scheduler Selections screen (Figure 10-3), follow the below steps to
request a POSACK Delinquency Report:

1. Select POSACK Delinquency.

Page 10-24 DTS Release 1.7.2.0, DTA Manual, Version 4.4.35, Updated 4/20/11

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



Chapter 10: Reports

The POSACK Delinquency Report Search Criteria screen opens (Figure 10-13). For a
description of the search criteria screen, see Table 10-6.

Logged In As:  HELENW O LOTADTMO Screen 1Dz 1572.1
Current Mode:  Reporis

Defense Travel System

AewtrmetGoenmentiee S

» Report 5cheduler Home » Reguest New Report

The Pos Ack Delinguency Report provides a list of all transactions for the selection criteria that are awaiting a response from the supporting
accounting or disbursing system. The report lists all transactions that are in a status of OBLIG SUBMITTED, VOUCHER SUBMITTEL, SPP
SUBMITTED, or ADVAMCE SUBMITTED and are awaiting a response (P05 ACK, REJECT, or PAID). There is no date rangs for this report as it
returns all decuments awaiting an accounting or disbursing response. The DTA configurable hours delinguent should not be set below four days
(96) and the DTA must also consider their accounting and disbursing system down times, stc. before considering a response as serigusly
delinguent.

Posack Delinquency Report Search Criteria

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

Report limited to a maximum of 40000 rows.

Report Type: | OBLIGATION vl

Organization:

minimum of 4 | DTMOCSD v &
characters}

Include Sub D

Organizations:

= of hours
95
delinguent: _
Submit

Figure 10-13: POSACK Delinquency Report Search Criteria Screen
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Table 10-6: POSACK Delinquency Report Search Criteria Screen Description
POSACK DELINQUENCY REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION
Report Scheduler Home Link used to display to the Report Scheduler Home page (Figure 10-2).
Request New Report Link used to display the Report Scheduler Selection screen (Figure 10-3).
*Report Type Drop-down list from which to select the type of report to run, either Obligation
or Payment.

*Organization (minimum of | Drop-down list from which to select the DTS organization to include in the
4 characters) report.

Icon used to open a window in which the user enters the name of the
Magnifying Glass Icon organization instead of selecting it from the drop-down list. The user must
enter the first 4 characters, at a minimum.

Include Sub Organizations When checked, information for suborganizations will be included in the report.

Field in which to specify a minimum number of hours that must have passed
since a document was stamped, to be included in the report.

Submit Button used to send the report request to DTS.
* Required field.

*# of hours delinquent

2. Complete the fields on the criteria screen.
3. Select Submit.
The screen refreshes and describes the remainder of the report scheduler process.

4. See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.
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10.2.3.2 Unsubmitted Voucher Report

The Unsubmitted Voucher Report provides a list of authorizations for which vouchers have not
been stamped SIGNED or T-ENTERED. It displays authorizations in the order of number of
days since trip completion. DTS checks each authorization to determine when travel should
have ended. Budget DTAs (BDTAs) should use this report to monitor any open obligations that
are in the system because of travelers not filing vouchers. At a minimum, this report should be
run on a weekly basis.

The Unsubmitted Voucher Report displays the below information:

*  Organization name

* Traveler's last name

* Traveler's first name

* Traveler's middle initial

* Traveler's e-mail address

«  TANUM

* Approved date

*  Document name

*  Departure date for the travel
» Days since end of trip

Beginning on the Report Scheduler Selections screen (Figure 10-3), follow the below steps to
request an Unsubmitted Voucher Report:

1. Select Unsubmitted Voucher Report.
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The Unsubmitted Voucher Report Search Criteria screen opens (Figure 10-14). For a descrip-
tion of the search criteria, see Table 10-7.

Logged In As:  Helen D LDTADTMO 5creen ID: 1572.1
Current Mode:  Reports

Defense Travel System

Aewsmeinemmentiee!

» Report Scheduler Home » Request New Report

The Unsubmitted Youcher Report wil provide the DTA with a list of authorizations for which vouchers have not been SIGNED or T-Entered for
routing. The date range is for the end date of the trip (within the last 15 months). Included in the report is the organization, traveler, email,
TAMUM, approved date, document name, departure date and number of days since the end of the trip.

Unsubmitted Voucher Repart Search Criteria

Please Mote: ARed Star ( * ) indicates a field is required.
Report limited to a maximum of 40000 rows.
Organization:

(minimum of 4 |DTMOCSD V| ﬂ O Include 5ub Organizations
characters)

Start Date: I:I (mm dd s yyyyl
End Date: I:I (mm/ dddyyvy)
Days Since IZI

End of Trip:

Submit

Figure 10-14: Unsubmitted Voucher Report Search Criteria Screen
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Table 10-7: Unsubmitted Voucher Report Search Criteria Screen Description
UNSUBMITTED VOUCHER REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT

DESCRIPTION

Report Scheduler Home

Link used to display to the Report Scheduler Home page (Figure 10-2).

Request New Report

Link used to display the Report Scheduler Selection screen (Figure 10-3).

*Organization (minimum of 4
characters)

Drop-down list from which to select the DTS organization to include in the report.

Magnifying Glass Icon

Icon used to open a window in which the user enters the name of the organization
instead of selecting it from the drop-down list. The user must enter the first 4
characters, at a minimum.

Include Sub Organizations

When checked, information for suborganizations will be included in the report.

*Start Date, *End Date

Fields used to identify the earliest return date and latest return date of trips to
include in the report.

Calendar Icon

Icon used to open a pop-up window from which to select the Start Date and End
Date of the range to include in the report.

*Days Since End of Trip

Field used to specify a minimum number of days that must have passed since the
return date on the authorization.

Submit

Button used to send the report request to DTS.

* Required field.

2. Complete the fields on the criteria screen.

3. Select Submit.

The screen refreshes and describes the remainder of the report scheduler process.

4. See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.
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10.2.3.3 CBA TO Report

The CBA TO Report provides information about trips that charged a CBA for air or rail tickets
and CTO fees within a departure date range not to exceed 31 days. The user can request a
report for all trips with a CBA charge or a report of the exceptions (e.g., missing a ticket num-
ber, an amount, or a ticket date).

The CBA TO Report displays the below information:

* Traveler's last name

* Traveler's first name

« Traveler's SSN (last four digits)
* Document type

*  Document name

«  TANUM

+ Passenger Name Record (PNR)
* Ticket travel mode

* Ticket number

* Ticket cost

* Ticket date

« CBA label

*  Departure date

¢ Return date

e Current status

« AO's last name

* AO's e-mail address

* Organization

* Traveler's e-mail address
- DTAID

e DTA ID e-mail address

Beginning on the Reports Scheduler Selection screen (Figure 10-3), follow the below steps to
request a CBA TO Report:

1. Select CBA TO Report.

The CBA TO Report Search Criteria screen opens (Figure 10-15). For a description of the
search criteria screen, see Table 10-8.
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Logged In As: HELEMW O LDTADTMO Screen ID: 1755.1 Clogse Window
Current Mode:  Reports Help for this screen

Defense Travel System
S |

» Report Scheduler Home » Reguest New Report

This report provides detailed document information for trips with charges to a CBA account for air or rail tickets and CTO Fees. The search
criteria are for the day of departure date range for a maximum of a 31 day peried (i.e. ene menth) and for an erganization with al sub-
organizations as an optien. The user can specify the report for all trips with a CBA charge or only those that are exceptions (missing a ticket
number, an amount, or a ticket date.)

CBA TO Report Search Criteria

Please Mote: ARed Star ( * ) indicates a field is reguired.

Report limited to a maximum of 43000 rows.

Organization:
(mini TMOCS &
(minimum of 4 |I3 MOCSD v| ﬂ
characters}
Include Sub |:|
Organizations:

itart Date: I:l (mm.fddfyyyyl

Include: (® Al CBA Documents O Exceptions Only

Submit

Figure 10-15: CBA TO Report Search Criteria Screen
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Table 10-8: CBA TO Report Search Criteria Description

CBA TO REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION
Report Scheduler Home Link used to display the Report Scheduler Home Page (Figure 10-2).

Request New Report Link used to display the Report Scheduler Selection screen (Figure 10-3).

*Organization Drop-down list from which to select the DTS organization to include in the report.

Icon used to open a window in which the user can enter the name of the organization

Magnifying Glass Icon instead of selecting it from the drop-down list.

Include Sub

o When checked, information for suborganizations will be included in the report.
Organizations

*Start Date Field in which to enter the earliest date in the range in which to include in the report.

Icon used to open a pop-up calendar from which to select the Start Date and End Date

Calendar Icon of the range to include in the report.

*End Date Field in which to enter the latest date in the range in which to include in the report.

Radio button that, when selected, causes all documents for the organization that
charged a CBA within the selected date range to be included in the report.

Radio button that, when selected, causes the report to include only the CBA exceptions
(i.e., missing a ticket number, an amount or ticket date).

All CBA Documents

Exceptions Only

Submit Button used to send the report request to DTS.

* Required field

2. Complete the fields on the criteria screen.
3. Select Submit.
The screen refreshes and describes the remainder of the report scheduler process.

4. See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.
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10.2.3.4 Debt Management Report

The Debt Management Report provides data on all debts that travelers in a selected organiza-
tion owe the Government because of DUE U.S. vouchers. The report lists each action posted
against the debt, including the DUE PROCESS stamp, collection actions received via Advice
of Collection, and collections entered by a Debt Management Monitor (DMM); adjustments to
the debt; and debt write-offs. Debts remain on the report for 30 days after the DUE U.S.
voucher is stamped ARCHIVE SUBMITTED. Users must have permission level 6 and the Debt
Management Monitor indicator set to YES in their user profile to access this report.

The Debt Management Report displays the below information:

* Traveler's last name

* Traveler's first name

* Traveler's middle initial

* Traveler's SSN (last four digits)
«  TANUM

* Travel document name

* Date debt incurred

« Date traveler notified of debt
«  Original amount of debt

» Offsets and collections

* Last offset date

* Last offset action

* Last offset amount

e Current balance due U.S.

+ 30-day status

+ Days since last activity

+ Total age of debt

* Traveler's e-mail address

e DTA ID e-mail address

« History - Status Type

« History - Status Date

* History - Transaction Amount
* History - Balance Due U.S.

Beginning on the Report Scheduler Selections screen (Figure 10-3), follow the below steps to
request a Debt Management Report:

1. Select Debt Management Report.
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The Debt Management Report Search Criteria screen opens (Figure 10-16). For a description
of the search criteria screen, see Table 10-9.

Logged In As:  HELENW D LDTADTMO Screen 1Dz 2018.2
Current Mode:  Reports

Defense Travel System

Aot Goemment T

» Report Scheduler Home = Reguest New Report

The Debt Management Peport provides the DMM with the status of all DUE U.5. vouchers for the selected organization in their organizational
access. The debt is tracked from initial approval of the DUE U.5. voucher until the debt is satisfied (Debt amount reduced to zero). Report
data includes each action posted against the debt amount including application of the DUE PROCESS stamp, collection actions received via
Advice of Collection (ADC) and cellections manually entered by a DMM, adjustments to the debt including waivers, expense adjustments, out of
service (005) actions, and debt write-offs Debts remain on the report for 30 days after the Due U.5. travel document is stamped ARCHIW
SUBMITTED.

Debt Management Report Search Criteria

Please Mote: ARed Star ( * ) indicates a field is required.

Report limited to a maximum of 40000 rows.

Organization:
minimum of 4 | DTMOCSD v £
characters)

Include Sub

Organizations:
Include Debt
History: O
Submit
Figure 10-16: Debt Management Report Search Criteria Screen
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Table 10-9: Debt Management Report Search Criteria Screen Description
DEBT MANAGEMENT REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION
Report Scheduler Home Link used to display to the Report Scheduler Home page (Figure 10-2).
Request New Report Link used to display the Report Scheduler Selection screen (Figure 10-3).

*Organization (minimum of | Drop-down list from which to select the DTS organization to include in the
4 characters) report.

Icon used to open a window in which the user enters the name of the
Magnifying Glass Icon organization instead of selecting it from the drop-down list. The user must
enter the first 4 characters, at a minimum.

Include Sub Organizations When checked, information for suborganizations will be included in the report.
Check box that, when checked, causes the report to display the date on which

Include Debt History each stamp was applied to the document and the amount of the transaction
and balance on that date.
Submit Button used to send the report request to DTS.

* Required field.

2. Complete the fields on the criteria screen.
3. Select Submit.
The screen refreshes and describes the remainder of the report scheduler process.

4. See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.

10.2.3.5 Constructed Travel Report

The Constructed Travel Report displays the cost savings of approved trip requests when a
traveler has used Constructed Travel. It provides information about the actual and allowable
costs.

The Constructed Travel Report displays the below information:

* Organization name

» Traveler's last name

* Traveler's first name

* Traveler's middle initial

« DTAID e-mail

*  Document type

*  Document name

+  TANUM

* Departure date

* Return date

* Actual cost of the trip

* Allowable cost of the trip

» Cost difference (delta) (difference between the actual and allowable cost)
* Approval date

» Approval override (override of limited reimbursement)

Beginning on the Report Scheduler Selections screen (Figure 10-3), follow the below steps to
request a Constructed Travel Report:
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1. Select Constructed Travel.

The Constructed Travel Report Search Criteria screen opens (Figure 10-17). For a description
of the search criteria screen, see Table 10-10.

Logged In As: HELEM D LOTADTMO Screen ID: 1223.2
Current Mode:  Reports

Defense Travel System

AenErmotfoenmentier S

» Report Scheduler Home = Reguest New Report

The Constructed Travel report will provide the user with a list of trips that the AD has used the "Limit Reimbursement” feature. A cost
comparison of the Preferred Cost (also known as actual or estimate) versus the Mlowable/Limited cost is provided. The date rangs is for the
Approved date of the document type selected.

Constructed Travel Report Search Criteria

Flease Mote: ARed Star () indicates a field is required.

Report limited to a maximum of 40000 rows.

Cocument

- [ v

¥pE:

Organization:

P - - @
(minimum of 4 |I3 WOCSD v| ﬂ
characters)

Include Sub

O

Organizations:

Start Date: I:l (mm/ ddd yyyy)

Submit

Figure 10-17: Constructed Travel Report Search Criteria Screen
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Table 10-10: Constructed Travel Report Search Criteria Screen Description
CONSTRUCTED TRAVEL REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION
Report Scheduler Home Link used to display to the Report Scheduler Home page (Figure 10-2).
Request New Report Link used to display the Report Scheduler Selection screen (Figure 10-3).
Drop-down list from which to select the type of document to be included in the

Document Type report.

*Organization (minimum of | Drop-down list from which to select the DTS organization to include in the
4 characters) report.

Icon used to open a window in which the user enters the name of the
Magnifying Glass Icon organization instead of selecting it from the drop-down list. The user must
enter the first 4 characters, at a minimum.

Include Sub Organizations When checked, information for suborganizations will be included in the report.

Fields used to identify the earliest approval date and latest approval date of
documents to include in the report.

Icon used to open a pop-up window from which to select the Start Date and
End Date of the range to include in the report.

Submit Button used to send the report request to DTS.
* Required field.

*Start Date, *End Date

Calendar Icon

2. Complete the fields on the criteria screen.
3. Select Submit.
The screen refreshes and describes the remainder of the report scheduler process.

4. See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.

10.2.4 CTO/Travel Related Report

The reports in the following subsections provide information about particular travel and lodging details
that may be associated with a traveler's TDY or a TDY document.
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10.2.4.1 FPLP/FEMA Report

The FPLP/FEMA Report provides data for the selected organization for all documents that
show lodging. The report identifies whether or not the property is participating in the Federal
Premier Lodging Program (FPLP). If the property is approved by the Federal Emergency Man-
agement Agency (FEMA), the report will include the FEMA-approved code.

The FPLP/FEMA Report displays the below information:

* Organization name

* Traveler's last name

* Traveler's first name

* Traveler's middle initial
*  Document name

* TDY location

*  Departure date

e Return date

*  Property name

+ City
« State
+  Country

+ FPLP/FEMA flag

Beginning on the Report Scheduler Selections screen (Figure 10-3), follow the below steps to
request an FPLP/FEMA Report:

1. Select FPLP/FEMA Report.
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The FPLP/FEMA Report Search Criteria screen opens (Figure 10-18). For a description of the
search criteria screen, see Table 10-11.

Logged In As:

HELEN D LDTADTMO

Defense Travel System

screen |D: 1572.1

Current Mode:

Reports

HewtmctCoemmentier! S

» Report Scheduler Home : Request New Report

The FELP/FEMA Tracking Report will provide the user with alist of all travel documents within an erganization, with indicators for Federal
Premier Ladging Program hotels and whether the hotel was certified by the Federal Emergency Management Agency for fire safety. The date

range is based on date of departure. Includsd in the report is the organization, traveler, the document name, T location
return date, the property name,
Participating Property, and an indicator if the property has a FEMA approved code.

FPLP/FEMA Report Search Criteria

Please Mote: ARed Star (* ) indicates a field is required.

Report limited to a maximum of 40000 rows.

Organization:
(minimum of 4

V| d D Include Sub Organizations

| DTMOCSD

characters)

Start Date: I:I (mmAddyyyy)

End Date:

Submit

eparture date,

state and country where the props located, an indicator whether the property is an FPLP

Figure 10-18: FPLP/FEMA Report Search Criteria Screen

Table 10-11: FPLP/FEMA Report Search Criteria Screen Description

FPLP/FEMA REPORT SEARCH CRITERIA SCREEN DESCRIPTION
FIELD OR OBJECT DESCRIPTION

Report Scheduler Home

Link used to display to the Report Scheduler Home page (Figure 10-2).

Request New Report

Link used to display the Report Scheduler Selection screen (Figure 10-3).

*Organization (minimum of
4 characters)

Drop-down list from which to select the DTS organization to include in the
report.

Magnifying Glass Icon

Icon used to open a window in which the user enters the name of the
organization instead of selecting it from the drop-down list. The user must
enter the first 4 characters, at a minimum.

Include Sub Organizations

When checked, information for suborganizations will be included in the report.

*Start Date, *End Date

Fields used to identify the earliest departure date and latest departure date to
include in the report.

Calendar Icon

Icon used to open a pop-up window from which to select the Start Date and
End Date of the range to include in the report.

Submit

Button used to send the report request to DTS.

* Required field.

2. Complete the fields on the criteria screen.
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3. Select Submit.
The screen refreshes and describes the remainder of the report scheduler process.

4. See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.

10.2.4.2 Reason Code Report

The Reason Code Report provides data about trips for which travelers did not use GSA city
pair contract flights, and the reason codes that were found in the preaudits.

The Reason Code Report displays the below information:

* Organization name

» Traveler's last name
* Traveler's first name
* Traveler's middle initial
» Service or agency

«  TANUM

*  Document name

*  Travel month

* Carrier

«  Carrier flight number
* Departure date

*  Departure time

* Arrival date

e Arrival time

* Reason code

* Detailed explanation

Beginning on the Report Scheduler Selections screen (Figure 10-3), follow the below steps to
request a Reason Code Report:

1. Select Reason Code Report.
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The Reason Code Report Search Criteria screen opens (Figure 10-19). For a description of
the search criteria screen, see Table 10-12.

Logged In As: HELEM D LOTADTMO Screen ID: 1424.3 Close Window
Help for t

Current Mode:  Reports

Defense Travel System

AenEratoenmentiee

» Report Scheduler Home » Reguest New Report

The Reason Codes report will provide the user with a listing of all trips that did not use GSA city pair contract flights and the Reason Codes
specified in the authorization. The date range is date of departure. (within the last 15 months). Indicated in the report are the traveler,
organization, travel month, reason code, service, carrier, flight number, TANUM, departure date, departure time, arrival date, arrival time
and detailed explanation.

Reascn Code Report Search Criteria

Please Mote: ARed Star ( * }indicates a field is required.

Report limited to 2 maximum of 400030 rows.

Organization:

(minimum of 4 | DTMOCSD v| &
characters)
Include Sub |:|

Organizations:

Start Cate: |:| (mm ddd yyyy)

Reason Code: | (ALL) w |

Submit

Figure 10-19: Reason Code Report Search Criteria Screen
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Table 10-12: Reason Code Report Search Criteria Screen Description
REASON CODE REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION
Report Scheduler Home Link used to display to the Report Scheduler Home page (Figure 10-2).
Request New Report Link used to display the Report Scheduler Selection screen (Figure 10-3).

*Organization (minimum of | Drop-down list from which to select the DTS organization to include in the
4 characters) report.

Icon used to open a window in which the user enters the name of the
Magnifying Glass Icon organization instead of selecting it from the drop-down list. The user must
enter the first 4 characters, at a minimum.

Include Sub Organizations When checked, information for suborganizations will be included in the report.

Fields used to identify the earliest departure date and latest departure date to
include in the report.

Icon used to open a pop-up window from which to select the Start Date and
End Date of the range to include in the report.

Drop-down list from which to select a code that identifies the reason for use of
a non-GSA City Pair flight.

Submit Button used to send the report request to DTS.
* Required field.

*Start Date, *End Date

Calendar Icon

Reason Code

2. Complete the fields on the criteria screen.
3. Select Submit.
The screen refreshes and describes the remainder of the report scheduler process.

4. See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.
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10.2.4.3 Reason Justification Report

The Reason Justification Report tracks reason codes and the justifications that were entered
into the Preaudit justification box for using a non-GSA City Pair flight.

The Reason Justifications Report displays the below information:

*  Organization name

* Traveler's last name

* Traveler's first name

* Traveler's middle initial
* Reason code

«  TANUM

*  Detailed explanation

e Travel month

Beginning on the Report Scheduler Selections screen (Figure 10-3), follow the below steps to
request a Reason Code Report:

1. Select Reason Justification Report.
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The Reason Justification Report Search Criteria screen opens (Figure 10-20). For a descrip-
tion of the search criteria screen, see Table 10-13.

Logged In As: HELEM D LOTADTMO Screen ID: 1672.1
Current Mode:  Reporis

Defense Travel System

AlenEetfoenmentiee

» Report 5cheduler Home = Reguest New Report

The Reason Justification report wil provide the user with a listing of all trips that did not use G5A city pair contract flights and the Reason
Code with pre-audit Justifications for the non-contract flight usage. The date range is the date of departure (within the last 15 months).
Indicated in the report are the traveler, organization, travel month, reason code and justification.

Reascn Justifications Report Search Criteria

Please Mote: ARed Star (* ) indicates a field is required.

Report limited to a maximum of 40000 rows.

Organization:

frving TS L
(minimum of 4 DTMOCED (I
characters)

Include Sub D

Organizations:

Start Date: I:l (mmJ/ dd/yyyy)

Reason Code: | (ALL) v|

Submit

Figure 10-20: Reason Justification Report Search Criteria Screen
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Table 10-13: Reason Justification Report Search Criteria Screen Description
REASON JUSTIFICATION REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT

DESCRIPTION

Report Scheduler Home

Link used to display to the Report Scheduler Home page (Figure 10-2).

Request New Report

Link used to display the Report Scheduler Selection screen (Figure 10-3).

*Organization (minimum of
4 characters)

Drop-down list from which to select the DTS organization to include in the
report.

Magnifying Glass Icon

Icon used to open a window in which the user enters the name of the
organization instead of selecting it from the drop-down list. The user must
enter the first 4 characters, at a minimum.

Include Sub Organizations

When checked, information for suborganizations will be included in the report.

*Start Date, *End Date

Fields used to identify the earliest departure date and latest departure date to
include in the report.

Calendar Icon

Icon used to open a pop-up window from which to select the Start Date and
End Date of the range to include in the report.

Reason Code

Drop-down list from which to select a code that identifies the reason for use of
a non-GSA City Pair flight.

Submit

Button used to send the report request to DTS.

* Required field.

2. Complete the fields on the criteria screen.

3. Select Submit.

The screen refreshes and describes the remainder of the report scheduler process.

4. See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.
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10.2.4.4 CTO Fee Report

The CTO Fee Report is a fee tracking report that allows the user to monitor, track, and verify
the CTO transaction fees and reason(s) for CTO intervention. Users must have permission
level 4 to access this report.

The CTO Fees Report displays the below information:

*  Organization name

* Pseudo City Code (PCC)
* Traveler's last name

* Traveler's first name

* Traveler's middle initial

« Traveler's SSN (last four digits)
« Service or agency

«  TANUM

* Document name

*  PNR locator

* Ticket date

*  Fee ticket number

+ Transaction type

* Touched status

» Justification code

*  Form of payment (FOP)
e CTO Fee amount

* Ticket value

Beginning on the Report Scheduler Selections screen (Figure 10-3), follow the below steps to
request a CTO Fee Report:

1. Select CTO Fee Report.
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The CTO Fee Report Search Criteria screen opens (Figure 10-21). For a description of the

search criteria screen, see Table 10-14.

Logeed In As:  HELEMW D LDTADTMO
Current Mode:  Reports

Defense Travel System

» Report Scheduler Home » Reguest New Report

transaction fee and ticket value.

CTO Fee Report Search Criteria

Please Mote: ARed Star ( * ) indicates a field is reguired.

Report limited to a maximum of 40000 rows.

Organization:
s - - &
(minimum of 4 |I3 MOCSD v| ﬂ
characters)
Include Sub
O

Organizations:

Start Date: I:I (mm/fdd/yyyyl
End Date: I:I (mm/fddfyyvy)

AlenEmettoemnentie S

The CTO Fee Report identifies those trips where there is a CTO Fee charged on a trip and provides the Government identified CTO Fee for the
particular travel contract. If the fee charged to a trip is different from the identified / alowed fee, the trip will show up on the report. The

date range for the report is the Ticket Date (within the last 15 months). Included in the report are organization, PCC, traveler, 55N, agency,
TAMUM, document name, PHR locator, ticket date, fee ticket number, transaction type, touched status, justification code, form of payment,

Submit

Screen [D: 1424.2

Figure 10-21: CTO Fee Report Search Criteria Screen
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Table 10-14: CTO Fee Report Search Criteria Screen Description
CTO FEE REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION
Report Scheduler Home Link used to display to the Report Scheduler Home page (Figure 10-2).
Request New Report Link used to display the Report Scheduler Selection screen (Figure 10-3).
*Organization (minimum of | Drop-down list from which to select the DTS organization to include in the
4 characters) report.

Magnifying Glass Icon organization instead of selecting it from the drop-down list. The user must

Icon used to open a window in which the user enters the name of the

enter the first 4 characters, at a minimum.

Include Sub Organizations When checked, information for suborganizations will be included in the report.

*Start Date, *End Date

Fields used to identify the earliest departure date and latest departure date to
include in the report.

Calendar Icon

Icon used to open a pop-up window from which to select the Start Date and
End Date of the range to include in the report.

Submit

Button used to send the report request to DTS.

* Required field.

Page 10-48

2. Complete the fields on the criteria screen.
3. Select Submit.
The screen refreshes and describes the remainder of the report scheduler process.

4. See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.

10.2.4.5 Unused Ticket Report

The Unused Ticket Report tracks tickets that were purchased for TDY travel, but were not
used. The expenses for unused tickets must be refunded to the Government. The report also
returns data about tickets that recorded a different amount on the voucher than the amount
approved on the authorization. Data about a ticket will show up on this report if one of the fol-
lowing conditions is present:

» The authorization included an airline ticket, but no voucher has been created yet
» The ticket price on the authorization differs from the ticket price on the voucher

The Unused Ticket Report displays the below information:

*  Organization name

* Traveler's last name

* Traveler's first name

* Traveler's middle initial

» Traveler's SSN (last four digits)

» Date the traveler returned from trip

«  TANUM

* Document name

e Current document status

* Date on which document was created
» Date on which document was approved
* Ticket number

* Ticket cancelled status
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* Airline ticket amount
+ Ticket voucher amount
» Delta (the difference between the amount of the ticket and the voucher)

Beginning on the Report Scheduler Selections screen (Figure 10-3), follow the below steps to
request an Unused Ticket Report:

1. Select Unused Ticket Report.

The Unused Ticket Report Search Criteria screen opens (Figure 10-22). For a description of
the search criteria screen, see Table 10-15.

Logged In As:  HELENW D LDTADTMO Screen 1Dz 1572.1
Current Mode:  Reports

Defense Travel System

Aot Govemment e

» Report S5cheduler Home : Reguest Mew Report

The Unused Ticket Report provides a list of trips that potentially have unused air tickets. These trips are candidates for further research.

Trips are displayed on this report that meet ane of two criteria:

The ticket amount on the authorization does not match the ticket amount on the voucher.
The authoerization has an air ticket, but does not have a signed voucher.

The date range for the report is the end date of the trip. Future dates should not be used in the date range.
Unused Ticket Report Search Criteria

Please Mots: ARed Star ( * ) indicates a field is reguired. Only one of the T fields (either 1, 2 or 3) must be completed.
Report limited to a maximum of 40000 rows.

Organization:
{minimum of 4 |I3'.&'.CC5I3 "| d [ Include Sub Organizations
characters)

1 End Date: I:l —I: i (mm dd Sy

_OR -

12 Ticket Mumber: I:I

_OR -

T3 Traveler 55N: Lookup Clear S5H

(mm dd S yyyy)

Submit

Figure 10-22: Unused Ticket Report Search Criteria Screen
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Table 10-15: Unused Ticket Report Search Criteria Screen Description
UNUSED TICKET REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT

DESCRIPTION

Report Scheduler Home

Link used to display to the Report Scheduler Home page (Figure 10-2).

Request New Report

Link used to display the Report Scheduler Selection screen (Figure 10-3).

*Organization (minimum of
4 characters)

Drop-down list from which to select the DTS organization to include in the
report.

Magnifying Glass Icon

Icon used to open a window in which the user enters the name of the
organization instead of selecting it from the drop-down list. The user must
enter the first 4 characters, at a minimum.

Include Sub Organizations

When checked, information for suborganizations will be included in the report.

11 Start Date, 11 End Date

Fields used to identify the earliest return date and latest return date to include
in the report. Only one of the T fields (1, 2, or 3) must be completed.

Calendar Icon

Icon that opens a pop-up calendar. Select the departure approval date and
latest departure date to include in the report.

12 Ticket Number

Field used to limit the report data to one ticket. Enter the ticket number in this
field. Fields used to identify the earliest return date and latest return date to
include in the report. Only one of the t fields (1, 2, or 3) must be completed.

Field used to limit the report to documents associated with one traveler. Fields

13 Traveler SSN used to identify the earliest return date and latest return date to include in the
report. Only one of the 1 fields (1, 2, or 3) must be completed.

Lookup Link used to open a screen f_rom which the user can search for a traveler to
complete the Traveler SSN field.

Clear SSN Link used to clear an SSN from the Traveler SSN field.

Submit Button used to send the report request to DTS.

* Required field.

2. Complete the fields on the criteria screen.

Note: A date range, ticket number, or a traveler SSN must be entered, although the user may
complete all the fields.

3. Select Submit.

The screen refreshes and describes the remainder of the report scheduler process.

4. See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.

10.2.5 MIS Reports

DTS can generate five types of Management Information Systems (MIS) reports. These reports are
described in the below subsections. A user must have MIS Access to schedule an MIS Report. To
enable or disable a user's access to the MIS Reports, see Chapter 11 of this manual. The search crite-
ria for any MIS report may be viewed in Table 10-16.
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10.2.5.1 Enlisted BAS Report

This report is used to determine whether or not an enlisted member's Basic Allowance for
Subsistence (BAS) entitlement changes because of the member's TDY status. DTS can gen-
erate a report of authorizations for travel and a report of vouchers paid within the specified
date range. This report includes all enlisted members in the selected organization who have
begun TDY on approved authorizations or had vouchers paid within the date range.

The Enlisted BAS Report displays the below information:

« Organization name

* Traveler's first name

* Traveler's last name

* Traveler's middle initial
e Traveler's full SSN

* Traveler's rank

*  Branch of service

*  Document type

¢« Document name
«  TANUM

* Approval date

* Location city

* Location state (or country, if OCONUS)
* Arrival date

*  Departure date

*  Number of days at the location

Beginning on the Reports Scheduler Selection screen (Figure 10-3), follow the below steps to
request an Enlisted BAS report:

1. Select Enlisted BAS.

The Enlisted BAS Report search Criteria screen opens (Figure 10-23). For a description of the
search criteria screen, see Table 10-16.

DTS Release 1.7.2.0, DTA Manual, Version 4.4.35, Updated 4/20/11 Page 10-51

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



Chapter 10: Reports

Logged In As:  HELEM D LDTADTMO screen 1D: 1278.1 Close Window
Current Mode:  Reports Help for this screen

Defense Travel System

HewtaaCoennentiae S

= Report S5cheduler Home = Request Mew Report

Includes TOY travel for Enlisted personnel.

Enlisted BAS Report Search Criteria

Please Mote: ARed Star (* ) indicates a field is required.

Document

- | AUTH v

ypE:

Organization:

(ini TMOCS =)
(minimum of 4 |I3 MOCsh v| ﬂ
characters}

Include Sub D

Organizations:

itart Date: I:l (mm.fdd fyyyy)

Submit

Figure 10-23: Enlisted BAS Report Search Criteria Screen
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Table 10-16: MIS Report Search Criteria Screen Description

MIS REPORT SEARCH CRITERIA SCREEN DESCRIPTION

Report Scheduler
Home

Link used to display to the Report Scheduler Home page (Figure 10-2).

Request New Report

Link used to display the Report Scheduler Selection screen (Figure 10-3).

Document Type

Drop-down list from which to select the type of document to include in the report.

Organization
(minimum of 4
characters)

Drop-down list from which to select the DTS organization to include in the report.

Magnifying Glass

Icon used to open a window in which the user enters the name of the organization
instead of selecting it from the drop-down list. The user must enter the first 4
characters, at a minimum.

Include Sub
Organizations

When checked, information for suborganizations will be included in the report.

*Start Date, *End
Date

Fields used to identify the earliest approval date and latest approval date of
documents to include in the report. Report includes authorizations that are stamped
APPROVED, PROCESSED, CTO AMENDMENT, or AUTO APPROVED within the
date range.

Calendar Icon

Icon used to open a pop-up window from which to select the Start Date and End Date
of the range to
include in the report.

Submit

Button used to send the report request to DTS.

* Required field.

2. Complete the fields on the criteria screen.

3. Select Submit.
The screen refreshes and describes the remainder of the report scheduler process.

4. See the text that follows Step 6 in Section 10.2 for the final steps for requesting the report.
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10.2.5.2 OCONUS Travel Report

This report is used to determine whether or not a member is entitled to foreign duty pay
because of TDY status. It is also used to follow up on Hostile Fire Pay / Imminent Danger Pay
and Combat Zone Tax Exclusion for members deployed to select areas. DTS can generate a
report of authorizations for travel and a report of vouchers paid within the specified date range.
This report includes all service members in the selected organization who traveled to OCO-
NUS on TDY and who have approved authorizations or vouchers paid within the TDY dates.

The OCONUS Travel Report displays the below information:

*  Organization name

* Traveler's first name

* Traveler's last name

* Traveler's middle initial
* Traveler's full SSN

* Traveler's rank

*  Branch of service

*  Document type

¢« Document name
«  TANUM
*  Approval date

* Location city

* Location state (or country, if OCONUS)
* Arrival date

* Departure date

*  Number of days at the location

Beginning on the Reports Scheduler Selection screen (Figure 10-3), follow the below steps to
request an OCONUS Travel report:

1. Select OCONUS.
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The OCONUS Travel Report Search Criteria screen opens (Figure 10-24). For a description of
the search criteria screen, see Table 10-16.

Logged In As:  Helen D DTMO Screen 1D 1279.1
Current Mode:  Reports

Defense Travel System

Aentrsitoemmentie! S

» Report Scheduler Home = Request Mew Report

Include TOY travel to OCOMUS destinations for Enlisted and Officer personnel

OCONUS REPORT Search Criteria

Please Note: ARed Star ([ * }indicates a field is required.

Report limited to a maximum of 40000 rows.

_Da:t.r*c—n'. |-JJ.I'H v|
ype:
Organization:
minimum of 4 | DTMOCSD v &
characters)
Include Sub D

Organizations:

Start Date: |:| (i ddf yyyy)
End Date: I:I (mmy dd/yyyy)

Submit

Figure 10-24: OCONUS Travel Report Search Criteria Screen
2. Complete the fields on the criteria screen.
3. Select Submit.
The screen refreshes and describes the remainder of the report scheduler process.

4. See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.
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10.2.5.3 FSA Report

This report is used to determine whether or not a member is entitled to Family Separation
Allowance (FSA) because their TDY exceeds 30 days. DTS can generate a report of authori-
zations for TDY for a period greater than 30 days and a report of the vouchers paid within the
specified date range. The computer user interface does not maintain records of a member's
dependents; therefore the military pay technician must also determine the status, type, and
location of the member's dependents.

The FSA Report displays the below information:

*  Organization name

* Traveler's first name

* Traveler's last name

* Traveler's middle initial

* Traveler's full SSN

* Traveler's rank

*  Branch of service

*  Document type

*  Document name

«  TANUM

* Approval date

* Location city

* Location state (or country, if OCONUS)
e Arrival date

*  Departure date

* Number of days at the location

Beginning on the Reports Scheduler Selection screen (Figure 10-3), follow the below steps to
request an FSA report:

1. Select FSA.
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The FSA Report Search Criteria screen opens (Figure 10-25). For a description of the search

criteria screen, see Table 10-16.

Logged In As: HELEM D LOTADTMO
Current Mode:

Defense Travel System

AlenEettoennentiae S

» Report S5cheduler Home = Request Mew Report

Screen 1D: 1280.1

Reports

sted and Officer personnel.

Includes TOY travel for a duration greater than 30 days for Enlisted

F5A REPORT Search Criteria

Please Mote: ARed Star (* ) indicates a field is required.

Report limited to a maximum of 40000 rows.

Cocument | AUTH

Type:

Organization:

minimum of 4 | DTMOCSD

characters)

Include Sub D
Organizations:

re ' Fan = had . .

sarepates || o [r—
- Fae [ had . ’

mavete [ | B weer)

Submit

Figure 10-25: FSA Report Search Criteria Screen

2. Complete the fields on the criteria screen.

3. Select Submit.

The screen refreshes and describes the remainder of the report scheduler process.

4. See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.
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10.2.5.4 Special Duty Report

This report is used to record entitlement changes because of special duty conditions such as
field duty or hospital in-patient status while TDY. DTS can generate reports of authorizations

for all members with a special duty condition and a report of vouchers paid within the specified
date range.

The Special Duty Report displays the below information:

Organization name
Traveler’s first name
Traveler's last name
Traveler's middle initial
Traveler's full SSN
Traveler's rank

Branch of service
Document type
Document name
TANUM

Approval date

Trip departure date

Trip return date

Number of days TDY
Duty condition

Duty condition city

Duty condition state (or country, if OCONUS)
CONUS / OCONUS flag
Duty condition start date
Duty condition end date
Number of days under the identified duty condition

Beginning on the Reports Scheduler Selection screen (Figure 10-3), follow the below steps to
request a Special Duty report:

Select Special Duty.
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The Special Duty Report Search Criteria screen opens (Figure 10-26). For a description of the
search criteria screen, see Table 10-16.

Logged In As: HELEM O LOTADTMO Screen 1D: 1281.1
Current Mode:  Reports

Defense Travel System

HenEmaCoenmentie S

» Report S5cheduler Home » Reguest Mew Report

Includes Special Duty Conditions applied during TOY travel for Enlisted and Officer personnel.
SPECIAL DUTY REPORT Search Criteria
Please Mote: A Red Star ( * ) indicates a field is reguired.

Report limited to a maximum of 40000 rows.

_ES:LF"EI‘I: |;‘J_I'H v|
ype:
Organization:
minimum of 4 | DTMOCSD v| 2]
characters}
Include Sub

O

Organizations:

Start Date: l:l v| (mmfddfyvyyy)
End Date: I:l 'l (mm/dd/yyyy)

Submit

Figure 10-26: Special Duty Report Search Criteria Screen
2. Complete the fields on the criteria screen.

3. Select Submit.
The screen refreshes and describes the remainder of the report scheduler process.

4. See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.
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10.2.5.5 Military Leave Report

This report may be used to identify military members whom DTS has identified as having
taken leave in conjunction with TDY. DTS can generate a report of authorizations that included
leave time for all and a report of vouchers that included leave time and were paid within the
specified date range.

Note: Leave documents must still be processed in accordance with service or agency proce-
dures.

The Military Leave Report displays the below information:

*  Organization name

« Traveler’s first name

« Traveler's last name

« Traveler's middle initial

« Traveler's full SSN

« Traveler's rank

* Branch of service

*  Document type

* Document name

«  TANUM

* Approval date

*  Trip departure date

*  Trip return date

*  Number of days TDY

« City in which leave was taken
« State in which leave was taken (or country, if OCONUS)
« CONUS /OCONUS flag

* Leave start date

* Leave end date

*  Number of days on leave

Beginning on the Reports Scheduler Selection screen (Figure 10-3), follow the below steps to
request a Military Leave report:

1. Select Military Leave.
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The Military Leave Report Search Criteria screen opens (Figure 10-27). For a description of
the search criteria screen, see Table 10-16.

Logeed In As:  HELEMW D LDTADTMO Screen ID: 1282.1 Close Window
Current Mode:  Reports

Defense Travel System

AlenEmettoemnentiee L

» Report Scheduler Home » Reguest New Report

Includes Military Leave taken during TDY travel for Enlisted and Officer personnel.

MILITARY LEAVE REPORT Search Criteria

Please Mote: ARed Star (* ) indicates a field is required.

Report limited to a maximum of 40000 rows.

Document

- AUTH v
yps:
Organization:
(minimum of 4 | DTMOCSD v| £
characters)
Include Sub
O

Organizations:

Start Date: I:I (mim/dd S
End Cate: I:I 'l (mm/d

Submit

Figure 10-27: Military Leave Report Search Criteria Screen
2. Complete the fields on the criteria screen.
3. Select Submit.
The screen refreshes and describes the remainder of the report scheduler process.

4. See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.
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10.2.6 Partner System Reports

This report feature of DTS includes six (6) reports that can be generated for partner systems.

Beginning on the Reports Scheduler Selection screen (Figure 10-3), follow the below steps to create a
Partner System Report:

1. Select the desired Partner System Report.
The selected Report Search Criteria screen opens.

2. Select the Partner System drop-down list and select the partner system (Figure 10-28).

Please Mote: A Red Star ( * ) indicates a field is reguired. Only one of the T fields (sither 1, 2) must be completed.

Report limited to a maximum of 40000 rows.

Partner System DTMO L's
Organization:
(minimum of 2 CDTMOCSD o J
characters)
Include Sub
Organizations: O

Figure 10-28: Partner System Field
3. Complete the remaining fields on the criteria screen.

For help with Criteria Screen Descriptions and other information about the report, refer to the applica-
ble section below:

» Traveler Status Report - Section 10.2.1.5

* Routing Status Report - Section 10.2.2.2

+ POSACK Delinquency Report - Section 10.2.3.1
* Unused Ticket Report - Section 10.2.4.5

* Unsubmitted Voucher Report - Section 10.2.3.2
*+ CTO Fee Report - Section 10.2.4.4

Note: The Organization drop-down field requires a minimum of 2 characters for Partner System
Reports.

4. Select Submit.

The screen refreshes and describes the remainder of the report scheduler process.
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10.3 Budget Reports

The reports feature of the DTS Budget Administration Tool allows the user to review budget activities for
organizations and LOAs. See Chapter 9 for information about the DTS Budget Administration Tool. The
user can specify the report size by entering the appropriate selection criteria. Users must have permission
level 1 or 3 to access reports in the Budget Administration Tool.

The below reports can be accessed from the subnavigation bar:

» Balance Reports

+ Target Adjustment Reports

» Transaction Reports

« Total Obligation Reports

Since some of the reports are extensive and may take a long time to run, select the Download Reports
link on the subnavigation bar. This feature will allow the user to view large reports without being timed out
by DTS after 12 minutes of inactivity. The Budget Reports are discussed in the following subsections.
Beginning on the User Welcome screen (Figure 10-1). Follow the below steps to request a Budget Report:
1. Mouse over Administrative on the menu bar.

2. Select Budget from the drop-down list.

The DTS Budget Administration Tool screen opens (Figure 10-29).

Logged In As: HELEM D. LDTADTMO
Screen 1D: 1228.1

% Defense Travel system Budget Main Budget Maintenance Manual Transaction Reports

A New Era of Government Travel

To begin using the Budget Administration Tool, click on a selection in the top toolbar.

Budget Module Description:

The Budget Module is a bookkeeping tool used to track and manage travel funds in DTS. It facilitates fund management and reconciliation with official
DoD accounting systems.

Resource Managers and Budget Officers use the Budget Module to do the following:

Set up budgets for LOAs already created in the DTS Maintenance Toal

Enable a budget to be shared by multiple LOAs assigned to suborganizations within an
organizational hierarchy

Deactivate budgets

Track expenditures, obligations and fund availibility

.
.
& Automatically rollover unused funds from quarter to quarter within a fiscal year
& Automatically track funds on either a quarterly or annual basis

.

View and download a variety of summary and detail reports

Figure 10-29: DTS Budget Administration Tool Screen

3. Select Reports.
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The Reports Function screen opens (Figure 10-30).

Logged In As: HELEN D. LDTADTMO
Screen 10: 1249.1

% DEfEI’ISe Travel system Budget Main Budget Maintenance Manual Transaction M

A New Era of Government Travel

Balance Adjustment Transaction Total Obligation Download Reports

The Reports Function provides detailed reports (in HTML or downloadabie CSV format) to facilitate budget item tracking and
reconciliation. The following report types are avaiable:

Balance Report

Target Adjustment Report
Transaction Report

Total Obligation Report

Figure 10-30: Reports Function Screen

10.3.1 Balance Report

The Balance Report shows the cumulative amount of all transactions affecting the specified budget
item to date. It displays as a quarterly and annual report.

Users of this report select the budget fiscal year (FY) for the report and then will select either a single
organization, a single suborganization, or all suborganizations. If the user selects a single organiza-
tion, they may specify either a single budget item or the budget (including all budget items) within that
organization. If the user selects all suborganizations, they will receive a report for all budget items for
that FY to date.

The Quarterly Balance Report displays the below information:

« Date of report

- FY
*  Organization
* Budget

* Budget LOA

*  Quarterly funding target

» Previous quarter carryover
* Funding target adjustments
+ Transaction adjustments

+ Obligations outstanding

* Expenditures paid

* Total obligations

* Available funding balance
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The Annual Balance Report displays the below information:

» Date of report

« FY
*  Organization
* Budget

* Budget LOA

*  Annual funding target

* Funding target adjustments
+ Transaction adjustments

»  Obligations outstanding

*  Expenditures paid

+ Total obligations

* Available balance

Beginning on the Reports Function screen (Figure 10-32), follow the below steps to request a Balance
Report:

1. Select Balance from the subnavigation bar (Figure 10-30).

The Balance Report Selection Criteria screen opens (Figure 10-31). See Table 10-17 for a descrip-
tion of the selection criteria screen.

Logesd In A5 Terry D. Carson [
Sereen 1Dz 1250.1 Help for this

%DefsnseTravelSystem Budget Main  Budget Maintenance .*.«anuarrmnsammM

ANew Era of Government Travel

Adjustment Transaction Total Obligation Download Reports

Enter the selection criteria and click Create Report for Selected Organization(s)
Mote: Caption in bold is a required field.

Fiscal Year» | 2011 ¥

Organization» |DTMO-TRAINING Ja
2 Enter o8 a value

Bl L]

cer in the

O Include Inactive Budgets

[

Figure 10-31: Balance Report Selection Criteria Screen
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Table 10-17: Balance Report Selection Criteria Screen Description

BALANCE REPORT SELECTION CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION
Fiscal Year Drop-down list from which to select the budget FY for the report.
o Field in which to enter the name of the organization for which the report will be
Organization run
Magnifying Glass Icon used to search for the organizations to which the user has access.
Include Sub Organizations When checked, information for suborganizations will be included in the report.

Field in which to enter the budget name in the format shown (e.g., 11 MEDICAL).
Leaving the field blank will return all budgets for the selected organization.

Include Inactive Budgets Check box used to include the organization’s inactivated budgets in the report.
Create Report Button used to initiate the creation of the report.

Budget Label

2. Select the Fiscal Year drop-down arrow and select the FY for the budget.

3. Complete the Organization field with the name of the organization or choose the magnifying
glass to search for the organization.

4. If necessary, check the Include Sub Organizations check box to include adjustments to suborga-
nizations.

5. Complete the Budget Label field using the format shown to narrow the report to a specific budget.

6. Check the Include Inactive Budgets check box to display the organization’s inactivated budgets
in the report.

7. Select Create Report.
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The Balance Reports screen opens. This screen displays all the budgets that meet the selected criteria
(Figure 10-32).

Defense Travel System Budget Main  Budget Maintenance  Manual Transaction M

ANew Era of Government Travel

Adjustment Transaction Total Obligation Downioad Reports

Current Date: 03-10-2011

Fiscal Year » 2011

Organization » DTMO-TRAINING

Do Not Include Sub Organizations
Budget Label »

Do Not Include Inactive Budgets

To generate a downloadable report: Select the desired budget items and click Create Report.

To view each report: Click on the View link.

[ select All/

Doseront Al View Report Organization Budget Label Active
=] ] 11 DBMDTS033181 True
O View D 11 GAFS-A-01 True
O D 11 SIFDTSI8 True
0 View DTMO-TRAINING 11 EXERCISE True
] DTMO-TRAINING 11 TRAINING True

=1

Figure 10-32: Balance Reports Screen
8. Select View to the left of the budget label.

The selected report displays in view-only format on the Quarterly Balance Report screen (Figure 10-
33).

Budget Main Budget Maintenance Manual Transaction M

[EENSY Adjustment Transaction Total Obligation Download Reports

Defense Travel System

ANew Era of Government Travel

Cument Date: 03-21-2011

Quarterly Budget Balance Report...

Fiscal Year» 2011
Organization s DTMO-TRAINING
Budget Labelr 11 EXERCISE

Active» True

Budzet LOA+ 6671075713400 30" 181181243V 409667100
Amount Budgeted for Each Quarter
a1 Q2 a3 aQir4 Annual
Quarterly Funding Target: 50.00 50.00 50.00 50.00 50.00
Previous Quarter Carryover: 5999,526.52
Funding Target Adjustments: 51,000,000.00  51,050,000.00 §1,030,333.00  51,045,000.00  54,125,333.00

00 50.00
$6,748.48

Transaction Adjustments: 50.00

Obligations Outstanding: 5473.48

Expenditures Paid:
Total Obligations: 5473.48 56,275.00 56,748.48
Available Funding Balance: 50.00 52,043,251.52 $1,030,333.00 51,045,000.00 54,118,584.52

=

Figure 10-33: Quarterly Balance Report Screen
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9. Select Back.

The Balance Reports screen opens (Figure 10-32). This screen allows the user to select the report(s)
to download.

10. Select the check box to the left of the budget(s) or check the Select All/De-Select all check box
to select all budgets.

11. Select Create Report to generate reports for download.
The Generating Balance Report screen opens (Figure 10-34). This screen lists all of the reports that

have been sent for download. The text identifies the e-mail address to which DTS will send the notifi-
cation when the report is ready to download.

Defense Travel System Budget Main  Budgst Maintenance  Manual Transaction M

ANew Era of Government Travel

MW :cjustnent Transaction Total Obligation  Downioad Reparts

teria. You will receive an email at,
oad.

Fiscal Year » 2011

Organization » DTMO-TRAINING

Include Sub Organization » false

Budget Label »

Include Inactived Budgets » false

Organization Budget Label
DTMO-TRAINING 11 EXERCISE
COTMO-TRAINING 11 TRAINING

Figure 10-34: Generating Balance Report Screen
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The Balance Report displays in an Excel spreadsheet (Figure 10-35).

i) BalanceReport DTMO-TRAINING 3_21 2011 10_50_1 853 AM[1].csv o

A B C D E F G H p) K L M N o

L1

1
2
3 |Run Date: Mon Mar 21 10:50:02 EDT 2011
4 |Fiscal Year: 2011

5 |Org: DTMO-TRAINING

6 |Budget: 11 EXERCISE

7 |Active: true

8 |Budget LOA: 667100°57" 13400 " 30 L "1 18 1243V ANNNMANALQINAAGETLOQA YA NN AAAAN

9 |Report Title: Quarterly Budget Balance Report

10

1 aTr1 QTrR2 QTR 3 QaTr4 Annual Total

12 |Quarterly 50.00 50.00 50.00 50.00 50.00
13 |Previous Quarter Carryover $999,526.52

14 |Funding T $1,000,000.00 $1,050,000.00 $1,030,333.00 $1,045,000.00 $4,125,333.00
15 |Transactic $0.00 $0.00 $0.00
16 |Obligatior $473.48 $6,275.00 $6,748.48
17 |Expendity $0.00 $0.00 $0.00
18 |Total Ohli $473.48 $6,275.00 36,748.48
15 |Available 50.00 $2,043,251.52 $1,030,333.00 $1,045,000.00 $4,118,584.52
20

21

22 |Run Date: Mon Mar 21 10:50:02 EDT 2011

23 |Fiscal Year: 2011

24 |Org: DTMO-TRAINING

25 |Budget: 11 TRAINING

26 |Active: true

27 |Budget LOA: 067400717/11+111106*27A042100467438 7067400 2D MCTFO0000001 "M 20175450 00 BFAOD0L M AGADD AL N
28 |Report Title: Quarterly Budget Balance Report

29

oo s nTea fooial Total

20 Ao 7o
14 4 » »| BalanceReport_DTMO-TRAINING_3_2 <¥J 0| I

o

T

Figure 10-35: Balance Report

10.3.2 Target Adjustment Report

The Adjustment Report shows all of the adjustments that authorized users (permission level 3) have

made to the target amounts and transactions that they have inserted into the budget item.
The Target Adjustment Report displays the below information:

* Transaction date

* Lastname

* First name

« Traveler's SSN (last four digits)

» Public key infrastructure (PKI) user identification number (UIN)

*  Contents of the inserted transaction, if applicable

+ Adjustment transactions by quarter and the total (quarterly report only)
+ Single, summarized entry of adjustments for the FY (annual report only)

+ List of adjustment transactions in chronological order for the FY to date with a total at the foot

of each column

Beginning on the Reports Function screen (Figure 10-30), follow the below steps to request a Target

Adjustment Report:

1. Select Adjustment from the subnavigation bar.
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The Target Adjustment Report Selection Criteria screen opens (Figure 10-36). See Table 10-18 for a
description of the Target Adjustment Report Selection Criteria screen.

Defense Travel System Budget Main  Budget Maintenance  Manual Transaction M

ANew Era of Government Travel
Balance YNNI Transaction Total Obligation Dawnload Reports

Enter the selection criteria and click Create Report for Selected Organization(s)
Note: Caption in bold is a required field.

Fiscal Year» | 2011 ¥
Date From» [03/21/2011]
on» ‘DTMOVTR;\\.r;\-N.G‘” Ta

the fcon to select a value

Organi;

2 Enter the organization or click o
[ Include Sub Organizations
Budget Label»

O Include Inactive Budgets.

CREATE REPORT

Figure 10-36: Target Adjustment Report Selection Criteria Screen

Table 10-18: Target Adjustment Report Criteria Selection Screen Description

TARGET ADJUSTMENT REPORT CRITERIA SELECTION SCREEN DESCRIPTION

FIELD OR DESCRIPTION
OBJECT
Fiscal Year Drop-down list from which to select the budget FY.
Field in which to enter the earliest adjustment date (MM/DD/YYYY) that should be included
Date From . : .
in the report. Select the calendar icon to select dates using the pop-up calendar.
Field in which to enter the latest adjustment date (MM/DD/YYYY) that should be included in
Date To the report.

Select the calendar icon to select dates using the pop-up calendar.
Icons that, when selected, display a pop-up calendar from which to select the Date From

Calendar and the Date To.
Organization Field in which to enter the name of the organization for which the report will be run.
CI;/II:g:ﬁylng Icon used to search for the organizations to which the user has access.
Include Sub . . o . . .
When checked, information for suborganizations will be included in the report.

Organizations

Field in which to enter the budget name in the format shown (e.g., 11 MEDICAL). Leaving

Budget Label the field blank will return all budgets for the selected organization.
IBnL(j:(IjL;c'i:tzslnactwe Check box used to include the organization’s inactivated budgets in the report.
Create Report Button used to initiate the creation of the report.

2. Select the Fiscal Year drop-down arrow and select the FY for the budget.

3. Complete the Date To and Date From fields in the format shown below the field or select the cal-
endar icon and choose the dates.
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Chapter 10: Reports
4. Complete the Organization field with the name of the organization or select the magnifying
glass to search for the organization.

5. If necessary, select the Include Sub Organizations check box to include adjustments to suborga-
nizations.

6. Complete the Budget Label field using the format shown to narrow the report to a specific budget.

7. Select the Include Inactive Budgets check box to display the organization’s inactivated budgets
in the report.

8. Select Create Report.
The Adjustment Report screen opens (Figure 10-37). This screen displays all changes that authorized

users have made to the target amounts and allows the user to select the report(s) that they want to
download.

Defense Travel System Budget Main  Budget Maintenance  Manual Transaction W
ANew Era of Government Travel
Balance JIETNNYPF Transaction Total Obligation Download Reports

Fiscal Year » 2011

Organization » DTMO-TRAINING
Do Not Include Sub Organizations
Budget Label »

Do Not Include Inactive Budgets

To generate a downloadable report: Select the desired budget items and click Create Report.

To view each report: Click on the View link.

[ select Al View Report Organization Budget Label Active
Deselect All
] View DTMO-TRAINING 11 EXERCISE True
al View DTMO-TRAINING 11 TRAINING True

==

Figure 10-37: Adjustment Report Screen
9. Select View to the left of the budget label.

The selected report displays in view-only format on the Quarterly Budget Adjustment Report screen
(Figure 10-38).
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Chapter 10: Reports

Defense Travel System Budget Main  Budget Maintenance  Manual Transaction M

A New Era of Government Travel
Balance JYRTNTUSNgPP Transaction Total Obligation Download Repo

Quarterly Budget Adjustment Report...

Fiscal Year» 2011
Organization » DTMO-TRAINING
Budget Label» 11 EXERCISE

Activer True

Budget LOA» 667100°57"*1"3400""30"1"81*18"1243V 409°" 667100V
Amount Budgeted for Each Quarter
Date Name SSN UIN QTR 1 QTR 2 QTR 3 QTR 4 Total Remarks
201- CARSON, 2000 U%000012697 50.00 5$50,000.00 $30,333.00 545,000.00 $125,333.00 New
03-10 TERRY 00 Funding
“13 Approved.
Total 50.00 $50,000.00 $30,333.00 545,000.00 $125,333.00

=l

Figure 10-38: Quarterly Budget Adjustment Report Screen

10. Select Back.

The Adjustment Report screen opens (Figure 10-37).

11. Select the check box to the left of the budget(s) or select the Select All/De-Select all check box
to select all budgets.

12. Select Create Report to generate reports for download.
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Chapter 10: Reports

The Generating Target Adjustment Report screen opens (Figure 10-39). This screen lists all of the
reports that have been sent for download. The text identifies the e-mail address to which DTS will send
the notification when the report is ready to download.

Defense Travel System Budget Main  Budgst Maintenance  Manual Transaction M

A New Era of Government Travel
satance FYINERFNRF Transaction Total Obligation Downioad Reports

The Adjustment Report has begun for teria. You wil receive an email at,
tearson@dod.mil, when the report is oad.

Fiscal Year » 2011

Organization » DTMO-TRAINING

Include Sub Organization » false

Budget Label »

Include Inactived Budgets » false

Organization Budget Label
DTMO-TRAINING 11 EXERCISE
CTMO-TRAINING 11 TRAINING

Figure 10-39: Generating Target Adjustment Report Screen

The Target Adjustment Report displays in an Excel spreadsheet (Figure 10-40). See Section 10.3.5 for
guidance on downloading Budget Reports.

1
2

3 |Run Date: Mon Mar 21 11:05:02 EDT 2011
4 |Fiscal Year: 2011

5 |Date From: 10/01/2010

6 |Date To: 03/21/2011

7 |Org: DTMO-TRAINING

g |Budget: 11 EXERCISE

9 |Active: true

10 |Budget LOA: 667100°57°~173400 304 1*81 18 1243 VAN A ANL09AMEETIO0A VAR ARARA

11 |Report Title: Budget Adjustment Report (Quarterly Basis)

12

13 |Date Last Name First Nami SN uIN Quarter 1 Quarter 2 Quarter 3 Quarterd Total Remarks 3
14 | segEsess TERRY  CARSON ooexx-411U9000012(  $0.00 $50,000.00 $30,333.00 $45,000.00 $125,333.00 New Funding Approved.

15

16 Total $0.00 $50,000.00 $30,333.00 $45,000.00 $125,333.00

17

18

19 |Run Date: Mon Mar 21 11:05:02 EDT 2011
20 |Fiscal Year: 2011

21 |Date From: 10/01/2010

22 |Date To: 03/21/2011

23 |Org: DTMO-TRAINING

24 |Budget: 11 TRAINING

25 |Active: true

26 |Budget LOA: 06740017"11"11~1106"27A0" 2100 67438067400 2D MCTFO0000001 "M 201755000 BF ~000 L A ANGAQDNA AN NANA o

27 |Report Title: Budget Adjustment Report (Quarterly Basis)

28

29 |nate I ast Name First Nami SSN UIN Quarter 1 Ouarter 2 Ouarier 3 Ouarterd Total Remarks

H 4 » W] AdjustmentReport DTMO-TRAINING <% T m

Figure 10-40: Target Adjustment Report
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10.3.3 Transaction Report

The Budget Transaction Report shows all individual transactions that affect a given budget.
Budget Transactions Reports display the below information:

*  Organization name
* Budget item label
* Approval date
+ Last name(s) of traveler(s)
*  First name(s) of traveler(s)
* Document type (abbreviated as written below)
* AUTH: authorization
* VCHR: voucher
* LVCHR: local voucher
+ CXL: cancelled documents

* INSERT: manually entered transactions
» Standard Document Number (SDN)

«  TANUM

* Document name

*  Departure date

* Location/destination of TDY (in one field)

+ LOA label

+ LOA

*  Perdiem

* Transportation
*  Other

» Total obligation

* Indicator for wildcard budget items if multiple LOAs are involved (Single documents with
* multiple LOAs that fund against the wildcard will have separate entries.)

* Running balance total with a separate running balance for each budget item

Adjustments to targets and amounts that were obligated and disbursed directly from entries in the bud-
get will display with the name of the user who made the adjustment. The document type will show the
budget and the amount of the adjustment in the Total Obligation field. For insert transactions, the
BDTA will be able to enter the same information as an approved transaction. At a minimum, the insert
transaction will require the authorized user’s last name and first name. The document type will display
as Insert and the amount of the adjustment will show in the Total Obligation column.

Note: If the budget is maintained on a quarterly basis, the first date of the quarter will be used as the
transaction date, and the date the authorized user actually entered the adjustment will be entered in
the Departure Date field for all transactions that occurred before the quarter began.

Beginning on the Reports Function screen (Figure 10-30), follow the below steps to request a Budget
Transaction Report:

1. Select Transaction from the subnavigation bar.
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Chapter 10: Reports

The Transaction Report Selection Criteria screen displays (Figure 10-41). See Table 10-19 for a
description of the selection criteria screen.

Defense Travel System Budget Main  Budget Maintenance  Manual Transaction M

ANew Era of Government Travel
Balance Adjustment SSIFUENSTIP Total Obligation Download Reports

Enter the selection criteria and click Create Report for Selected Organization(s)
Note: Caption in bold is a required field.

Fiscal Year» | 2011 %
Date From =

Date To» 23/

Organi

. [DTMO-TRAMING Ja

2 Enter the organization or click on the icon to select a value

11 EXERCISE
11 TRAINING

Budget Label »

[ Include Inactive Budgets

CREATE REPORT

Figure 10-41: Transaction Report Selection Criteria

Table 10-19: Transaction Report Selection Criteria Screen Description

TRANSACTION REPORT SELECTION CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION
Fiscal Year Drop-down list from which to select the budget FY.
Field in which to enter the earliest adjustment date (MM/DD/YYYY) that should be
Date From included in the report. Select the calendar icon to select dates using the pop-up
calendar.
Field in which to enter the latest adjustment date (MM/DD/YYYY) that should be
Date To included in the report. Select the calendar icon to select dates using the pop-up
calendar.

Icons that, when selected, display a pop-up calendar from which to select the Date

Calendar From and the Date To.
Organization Field in which to enter the name of the organization for which the report will be run.
Magnifying Glass Icon used to search for the organizations to which the user has access.

Field in which to enter the budget name in the format shown (e.g., 11 MEDICAL).

Budget Label Leaving the field blank will return all budgets for the selected organization.

Include Inactive
Budgets
Create Report Button used to initiate the creation of the report.

Check box used to include the organization’s inactivated budgets in the report.

2. Select the Fiscal Year drop-down arrow and select the FY for the budget.

3. Complete the Date To and Date From fields in the format shown below the field or select the cal-
endar icon and select the dates.
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Chapter 10: Reports
4. Complete the Organization field with the name of the organization or select the magnifying
glass to search for the organization.

5. If necessary, select the Include Sub Organizations check box to include adjustments to suborga-
nizations.

6. Complete the Budget Label field using the format shown to narrow the report to a specific budget.
Hold the Shift key down to select multiple Budget Labels.

7. Check the Include Inactive Budgets check box to display the organization’s inactivated budgets
in the report.

8. Select Create Report.

The Generating Budget Transaction Report screen opens (Figure 10-42). The text identifies the e-mail
address to which DTS will send the notification when the report is ready to download.

Defense Travel System Budget Main  Budget Maintenance .’-’\ﬂnuﬂlTrnnsﬂctianM

ANew Era of Government Travel
Balance Adjustment JJSTERFSUEF Total Obligation Download Reports

The Budget Transaction Report has begun for the selected criteria. You will receive an email at, tearson@dod.mil, when the report is ready ta download.

Fiscal Year» 2011
Date Froms 10/01/2010
Date To» 03/21/2011
Organization» DTMO-TRAINING
Budget Labels 11 EXERCISE; 11 TRAINING

Include Inactive Budgetss No

Figure 10-42: Generating Budget Transaction Report Screen
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The Budget Transaction Report displays in an Excel spreadsheet (Figure 10-43). See Section 10.3.5
for guidance on downloading Budget Reports.

0|~ o o s w (e

=

wlelzlz]e
& |G|k &S

28

A B C D E F G H 1

L1

Run Date: Mon Mar 21 11:30:01 EDT 2011

Fiscal Year: 2011

Date From: 10/01/2010

Date To: 03/21/2011

QOrg: DTMO-TRAINING

Budget: 11 EXERCISE

Budget LOA: 66710057°M1 23400301 "G11 141 243V A NARALQGAMAGETLODAY AN AAARA
Report Title: Budget Transaction Report

Organizati Budget La Transactic Last Name First Nami Trans. Typ SDN TCN for FRTANUM

DTMO-TR, 11 EXERCI! ######E# CARLY TERESA  AUTH ONZFWT TD*****41( ONZFWT
DTMO-TR, 11 EXERCI! ######## BROWN LUANN  AUTH ONZFWV TD*****41 ONZFWV
DTMO-TR, 11 EXERCI! # SMITH JACE AUTH ONZFWX TD*****411 ONZFWX
DTMO-TR, 11 EXERCI! ###esses CARLY TERESA VCH ONZFWT TD*****41(ONZFWT
DTMO-TR, 11 EXERCI! BROWN LUANN  WCH ONZFWVY TD**=*=41 ONZFWV
DTMO-TR) 11 EXERCI: HitHetiH SMITH JACE VCH ONZFWX TD*****411 ONZFWX

Run Date: Mon Mar 21 11:30:01 EDT 2011
Fiscal Year: 2011

Date From: 10/01/2010

Date To: 03/21/2011

QOrg: DTMO-TRAINING

Budget: 11 TRAINING

Doc Name Departure Location/I LOA Label LOA

LBDENVEF 4/3/2011 DENVER,C 11 EXERCI! 66710057
JSDENVER ####e#ee DENVER,C 11 EXERCI:667100"57
TCMIAMIF et MIAMIFL 11 EXERCI667100"57
LBDENVEF 4/3/2011 DENVER,C 11 EXERCI! 667100157
JSDENVER ######## DENVER,C 11 EXERCI: 667100"57

Budget LOA: 067400417/11*1171106*27A042100°67438 067400+ 2D*MCTFO0000001 M 201754507004 BF AD001 A AAAGA00A A A NMAAAAN

Report Title: Budget Transaction Report

4 4 » »lTransacti t_DTMO-TRAINING < ¥

Per Diem
$3,521.00
$1,377.00
$1,377.00

$0.00

(5124.00}

$0.00

Transport: Other

$0.00
$0.00
$0.00
$0.00
50.00
$0.00

$0.00
$0.00
$0.00
$173.00
$15.30
$50.00

Total ObligaRunning BalanceRef]

$3,521.00
$1,377.00
$1,377.00

$173.00

(5108.70)

$50.00

$2,046,005.52
$2,044,628.52
$2,043,251.52
$2,043,078.52
$2,043,187.22
$2,043,137.22

Figure 10-43: Budget Transaction Report
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10.3.4 Total Obligation Report

The Total Obligation Report shows the totals for all individual documents that affect a given budget
item. There is one report entry for each trip with a cumulative status (similar to the Trip Status Report).

The Total Obligation Reports display the below information:

* Organization name

*  Budget label

*  Approved date

» Last name(s) of traveler(s)

»  First name(s) of traveler(s)

*  Document type

+ SDN

«  TANUM

* Document name

*  Departure date

* Location/destination of TDY

+ LOA label

+ LOA

*  Auth per diem

» Auth transportation (cost for transportation on the authorization)
*  Auth other

» Total auth (total obligation amount for the authorization)

*  VCH per diem (total per diem amount on the voucher)

» VCH transportation (cost for transportation on the voucher)

* VCH other

» Total voucher (total obligation for the voucher)

* Perdiem

» Transportation (total cost of transportation on the paid voucher)
*  Other

* Total difference

» Total obligation for paid vouchers

» Total obligation for the document (total obligations from the voucher for paid vouchers, or if no
paid vouchers exist, then the total obligation from the authorization)

The Total Obligations Report will include an indicator if multiple LOAs are used for different budget
items. This report does not have a running total balance.

Beginning on the Reports Function screen (Figure 10-30), follow the below steps to request a Total
Obligations Report:

1. Select Total Obligation from the subnavigation bar.
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The Total Obligation Report Selection Criteria screen displays (Figure 10-44). See Table 10-20 fora
description of the Total Obligation Report Selection Criteria screen.

Budget Main Budget Maintenance Manual Transaction M

Defense Travel System

ANew Era of Govenment Travel
Balance Adjustment Transaction TNEIReITTIIN] Dawnload Reports

Use the form below to search for...

Note: Caption in bold is a required field.

Fiscal Year» | 2011 ¥

03

Date From »

Date To» [03/21/2011] 5

ions |[PTMO-TRAINING Ja
2ation o lick on the 1con 5 ssect 3 vaue

X Enter o

Ors

11 EXERCISE
11 TRAINING

Budget Label »

[ Include Inactive Budgets

CREATE REPORT

Figure 10-44: Total Obligation Report Selection Criteria Screen
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Table 10-20: Total Obligation Report Selection Criteria Screen Description

TOTAL OBLIGATION REPORT SELECTION CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION
Fiscal Year Drop-down list from which to select the budget fiscal years.
Field in which to enter the earliest adjustment date (MM/DD/YYYY) that should be

Date From included in the report. Select the calendar icon to select dates using the pop-up calendar.

Field in which to enter the latest adjustment date (MM/DD/YYYY) that should be included
Date To . : .

in the report. Select the calendar icon to select dates using the pop-up calendar.

Icons that, when selected, display a pop-up calendar from which to select the Date From
Calendar

and the Date To.
Organization Field in which to enter the name of the organization for which the report will be run.
Magnifying Glass Icon used to search for the organizations that the user has access.

Field in which to enter the budget name in the format shown (e.g., 11 TRAINING). Leaving

Budget Label the field blank will return all budgets for the selected organization.

Include Inactive
Budgets

Create Report Button used to initiate the creation of the report.

Check box used to include the organization’s inactivated budgets in the report.

2. Select the Fiscal Year drop-down list and select the FY in which the transactions were made.

3. Complete the Date From and Date To fields with the date range of the transactions to be included
in the report, or select the calendar icon to select the dates.

4. Complete the Organization field with the name of the organization that owns the budget, or
select the magnifying glass icon to search for the organization.

5. Complete the Budget Label field with the budget name (e.g., 11 EXERCISE) to narrow the report
to one budget.

6. Check the Include Inactive Budget check box to include inactivated budgets in the report.
7. Select Create Report.

The Generating Total Obligation Report screen opens (Figure 10-45). The text identifies the e-mail
address to which DTS will send the notification when the report is ready to download.

Defense Travel System Budget Main  Budget Maintenance  Manual Tras

ANew Era of Govemment Travel
Balance Adjustment Transaction gQTNeYKsIaUFCeey) Dawnload Reports

The Total Obligation Report has begun for the selected criteria. You will recefve an email at, tcarson@dod.mil, when the report is ready to download.

Fiscal Year» 2011

Date Froms 10/01/2010

Date To» 03/21/2011

Organization» DTMO-TRAINING

Budget Labels 11 EXERCISE; 11 TRAINING

Include Inactive Budgetsr No

Figure 10-45: Generating Total Obligation Report Screen
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The Total Obligation Report displays in an Excel spreadsheet (Figure 10-45). See Section 10.3.5 for
guidance on downloading Budget Reports.

A B C D E F G H 1 J K L M N (o] P Q R S T u

L1

Run Date: Mon Mar 21 11:40:01 EDT 2011
Fiscal Year: 2011

5 |Date From: 10/01/2010

6 |Date To: 03/21/2011

7 |Org: DTMO-TRAINING

8 Budget: 11 EXERCISE

1
2
3
4

9 |Budget LOA: 6671007574134 1781718124 409776671

10 Report Title: Total Obligation Report

1

12 Organizati Budget La Approved Last Name First Nami SDN TANUM  Doc Name Departure Location/I LOA Label LOA Auth Per [ Auth Tran Auth Othe Total Aut VCH Per Die VCH Trans WCH Othe Total Vour Per Dier

13 DTMO-TR/ 11 EXERCI! ###ssss CARLY  TERESA  ONZFWT 1ONZFWT TCMIAMIF #tsz82e¢ MIAMIFL 11EXERCI'667100°57  S0.00  $0.00  $0.00  $0.00  S$3,521.00  S0.00 S173.00 #ssesss smumes
14 DTMO-TR/ 11 EXERCI: ####st% BROWN LUANN  ONZFWV "ONZFWV LBDENVEF 4/3/2011 DENVER,C11EXERCI:667100°57  $0.00  $0.00  $0.00  S0.00  S1,253.00  S0.00  $15.30 swsswss smeses
15 DTMO-TRs 11 EXERCI: ###sssss SMITH  JACE ONZFWX “ONZFWX JSDENVER #####se# DENVER,C11EXERCI 66710057  $0.00  $0.00  S0.00 $0.00  S$1377.00  S0.00  S50.00 sssssr smswses
16

17

18 Run Date: Mon Mar 21 11:40:01 EDT 2011

19 Fiscal Year: 2011

20 | Date From: 10/01/2010

21 Date To: 03/21/2011

22 Org: DTMO-TRAINING

23 Budget: 11 TRAINING

24 |Budget LOA: 067400~17°11"1171106"27A0"2100"67438" 067400 20" MCTF00000001M20175"50~00~BF A0001~ " J400 AAA N A4 w

25 Report Title: Total Obligation Report

26

27 Organizati Budget La Approved Last Name First Nam SDN TANUM  Doc Name Departure Location/[ LOA Label LOA Auth Per [ Auth Tran Auth OtheTotal AutrVCH Per Die VCH Trans VCH Othe Total Vour Per Dieil
28 DTMO-TR/ 11 TRAINI ###s6568 CARSON TERRY  M2017511 0NZFWZ TCFTHOOL s###ssss FT. HOOD, 11 TRAINI 067400417 $832.00 50.00 S0.00 $832.00 50.00 50.00 50.00 $0.00  $832.0
29

2n

H 4 » W] TotalObligationReport_DTMO-TRAL ¥ 0| m I

Figure 10-46: Total Obligation Report

10.3.5 Download Reports

Beginning on the Reports Function screen (Figure 10-30), follow the below steps to download a report:
1. Select Download Reports from the subnavigation bar.

The Reports Ready to Download screen displays a list of all the reports that were selected for down-
load in the previous report screens (Figure 10-47).

Defense Travel System Budget Main  Budget Maintenance MnnualTransncliunM

ANew Era of Government Travel
Balance Adjustment Transaction Total Obligation ffFRRIEerR Ny

The following reports are ready to be downloaded. Reports are available to download for one week from the date they are created.

Download Request Date Create Date File Name Report Type
download 03/21/2011 11:38:03 AM 03/21/2011 11:38:03 AM TotalObligationReport_DTMO- TOTAL
TRAINING_3_21_2011_11_40_1_182_AM.csv OBLIGATIONS
REPORT
download 03/21/2011 11:29:55 AM. 03/21/2011 11:29:55 AM. TransactionReport_DTMO- BUDGET
TRAINING_3_21_2011_11_30_1_73_AM.csv TRANSACTION
REPORT

Figure 10-47: Reports Ready to Download Screen
2. Select download next to the report.

The user will be prompted to download the report. This report may be downloaded to the user's com-
puter or viewed in a separate window as an Excel spreadsheet.

DTS Release 1.7.2.0, DTA Manual, Version 4.4.35, Updated 4/20/11 Page 10-81

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



Chapter 10: Reports

3. Select Open to display the report on the screen.
-OR-
Select Save to download the file to the computer.
-OR-
Select Cancel to cancel the action and return to the previous screen.

10.4 View List Reports

View List Reports provide information on groups, routing lists, organizations, people, and LOAs. This infor-
mation is accessible through the DTA Maintenance Tool. A DTA may request these reports by submitting
the required search criteria. View List Reports can be downloaded to the computer or viewed as an Excel

spreadsheet.

See Table 10-1 at the beginning of this chapter for a description of each View List Report and references to
the DTA Manual sections that provide more information about each type of report.
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CHAPTER 11: MIS ADMINISTRATION

The Management Information Systems (MIS) Administration feature is used to assign roles and access to
DTS MIS. MIS access allows users to generate five reports for documenting travel related military pay

transactions.

This chapter covers the below topics:

11.1 MIS Roles and AdminisStration ............oooouueiiiiiiiiie e 11-1
2 o o =T 1Y S T U= =Y 11-4
11.3 Update @ USEr's MIS ACCESS .....uuiiiiiiieeeieiiieiieeee e e e e e 11-7
11.4 ReMOVE @ USEI'S MIS ACCESS ....oovunieeeeeeeee et e et e e e e e e e e e e enanans 11-9

11.1 MIS Roles and Administration

There are three MIS roles in DTS; each role reflects a different level of use:

*  MIS User - This type of MIS user has no administrative functions. The MIS user may access MIS
reports through the Report Scheduler. See Chapter 10 of this manual for information on MIS reports.
*  MIS Administrator - An administrator at the site level. The MIS Administrator may request reports and

create new users.

+  System Administrator - An administrator at the service or agency level. The System Administrator has

user and MIS Administrator access, as well as the ability to configure the system.

MIS Administrators are responsible for maintaining user access to MIS at the site, using the DTA Mainte-

nance Tool. Beginning on the DTS User Welcome screen (Figure 11-1), follow the below steps to
the MIS Administration feature of the DTA Maintenance Tool:

1. Mouse over Administrative on the menu bar.
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Chapter 11: MIS Administration

2. Select DTA Maintenance Tool from the drop-down list (Figure 11-1).

Logged In As: HELEN D LDTADTMO Help for this screen
Defense Travel System
A New Era of Government Travel N
ogoff
Official Travel W| Official Travel - Others W Traveler Setup W Reports "- rROA V| cCBA oMM ¥
Partner System Setup
Documen! Site Setup Admin l--> click Here
Welcome HELEN D LDTADTMO e Setup Tatervicn E—
Organization: HPMO My Signec Salf Registration Admin
Org Access: (Al  — P
: Budget eparture r
Group Access: (All) Document K Date Tvpe
Route & Review
Permission: 0,1,2,3,4,5,6,7,8,9 Payment Module Admin
Calculate Distance
Help Desk Utilities >
Reset Profile
Message Center
Back to Top

Figure 11-1: DTS User Welcome Screen - DTA Maintenance Tool

The DTA Maintenance Home page opens.
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Chapter 11: MIS Administration

3. Select the DTA Tools drop-down list and choose MIS Administration (Figure 11-2).

D: 7000.1
Defense Travel System DT Home | e forthis Logout

A New Era of Government Travel DTA Maintenance

DTA Tools: << Select an option from the DTA Tools dropdown.

»me to the DTA Maintenance Tool
| provides autherized DTAs with the ability to create and madify organizations, routing lists. groups. peaple, and lines of
ing (LOAs) Please select an option fram the DTA Taols dropdown menu above

int Tool Permissi
+ You have the proper permissions to edit organizations
« You have the proper permissions to edit routing lists
+ You have the proper permissions to edit groups
« You have the proper permissions to edit peaple
« You have the proper permissions to edit lines of accounting (LOAs)
+ You have the proper permissions to edit permissions
« You have the proper permissions to access MIS
+ You have the proper permissions to access ROA

Figure 11-2: DTA Tools Screen - MIS Administration

The Search MIS User screen opens (Figure 11-3). The two links on the dark blue bar allow the user to
accomplish the following:

»  Search for existing MIS users and update or delete their MIS access if necessary.
* Add MIS users. These are DTS users who currently do not have MIS access.

ELEN LDTADTHO Screen ID: 1283.1

Defense Travel System
A New Era of Government Travel

DTA Home | Help for this Screen | Logout

DTA Maintenance

DTA Tools: WIS A istrati Search Existing MIS User | Add MIS User

Search MIS User  Required
SSN*
OR
Last Name:™
First Name:

Figure 11-3: Search MIS User Screen
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Chapter 11: MIS Administration

11.2 Add an MIS User

Access the MIS Administration feature by following the steps in Section 11.1.
1. Select Add MIS User.

The Search New MIS User screen opens (Figure 11-4).

me: HELEN LDTADTHO

DTA Home | Help for this Screen

Defense Travel System

A New Era of Government Travel

DTA Tools: WIS Administrat Search Existing MIS User | Add MIS User

Sereen ID: 13411

DTA Maintenance

Logout]

Search New MIS User * Required

SN
OR
Last Name=™

First Name:

Figure 11-4: Search New MIS User Screen

2. Complete the SSN field with the Social Security Number (SSN) of the DTS user.
-OR-
Complete the Last Name field with the last name.

3. (Optional) Complete the First Name field with the first name of the DTS user that requires MIS
Access.

4. Select Search.

The New MIS User (Search Results) screen opens (Figure 11-5). It displays the names of DTS users that

match the search criteria.

ELEN LOTADTHO

T4 Home | Help for this Sereen

Defense Travel System
ANew Era of Government Travel

DTA Tools: MIS Administrat Search Existing MIS User | Add MIS User

Sereen 012621

DTA Maintenance

Logout

New MIS User (Search Resulis)

=
Last Name: Carson
First Name- Emily

Name EAF&?{ON. SSN: XOXKX2355 Qrganization: TDZDTMOCSD

1-10f1

Figure 11-5: New MIS User (Search Results) Screen

5. Select Create next to the name of the user needing MIS Access.
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Chapter 11: MIS Administration

The Add MIS User (User Only) screen opens (Figure 11-6).

= HELEN LDTADTMO een D: 13434
Defense Travel System DIAHome | Heb forthis Screen | Locout
A New Era of Government Travel .1,2,2,4,5,6,7,88 DTA Maintenance
1arch 01, 2011 - 14:59 £5

DTA Tools: Search Existing MIS User | Add WIS User

Add MIS User (User Only) * Required

SSM:  XO(KX2355
First Name  EWILY
Middle Initial-
Last Name:  CARSON
Organization Name:  TDZDTMOGSD

User Access: | User b

Organization Access: »
{includes sub-orgs)

Select Organizations
Save User | [ Cancel

Figure 11-6: Add MIS User (User Only) Screen
6. Select the User Access drop-down list and choose the type of access for the new MIS user.
7. Choose the Select Organizations button.

The Edit MIS User Organizations screen opens (Figure 11-7).

ELEN LDTADTIO Soreen D 13441

Defense Travel System

DTA Home | Help for this Screen | Logout
ANew Era of Government Travel 6.7.89 DTA Maintenance

ren 01, 2011 - 15:17 EST

DTA Tools: Search Existing MIS User | Add MIS User

Edit MIS User Organizations

Available Organization Selacted Organization

.
Add >>
DAGOOTESTSUB1 b} ﬂ
Selection of an O includes Sub-Oi . new Sub-0f created at a

later date will be automatically granted. If you assign an Organization from the list of available Organizations on the left, all
Sub-Organizations will be implicitly granted to the user. Sub-Organizations selected on the right side will be removed when
Organization selections are saved if the parent Organization was also selected-

Save And Continue Cancel

Figure 11-7: Edit MIS User Organizations Screen
8. Select the name of the organization to which the user will receive access (left side of the screen).
-OR-
Select (All) to grant access to all available organizations in the list.

9. Select Add >>.
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Chapter 11: MIS Administration

The name of the organization displays on the right side of the screen as a selected organization (Figure
11-8). Granting MIS access to a user for an organization allows the user access to all suborganizations
that are associated with that organization.

me: HELEN LDTADTMO

D: 13441
Logout

Defense Travel System
ANew Era of Government Travel

DTA Home | Help for this

DTA Maintenance

DTA Tools: W strat Search Existing MIS User | Add MIS User

Edit MIS User Organizations

Awailable Organization Selected Organization
DNUNBTMA ~ DTMO

DNUNBTMANSC

DNUNBTMASEA

DNUNBTMASEAFFC

DNUNBTMZ

DNUNBTMZNSC

DT

DTACH3

DTARRAD1JMEDDEN

DTARRAD1ZZMED rde
DTMOCSD

DTMOCSDOPS

DTMOCSDTRAINING

DTMOHRA

DTMOHRA TNG 3

DTMOHRAINTEG

DTMOHRAINTEGEREQ

DTMOHRAINTEG

DTMOHRA-TAC v 2|

Selection of an O includes Sub-0 . new Sub-Organizations created at a
Iater date will be automatically granted. If you assign an Organization from the list of available Organizations on the lsft al
Sub-Organizations will be implicitly grantsd to the ussr. Sub-Organizations selected on the right sids will be rsmoved when
Organization selections are saved f the parent Organization was also selacted

Save And Continue Cancel

Figure 11-8: Edit MIS User Organizations Screen — Organization Selected
10. Repeat Steps 8 and 9 for each organization that needs to be added to the user's access.

11. To remove an organization from an MIS user’s access, select the organization name from the list in
the Selected Organization column on the right side of the screen and choose <<Remove.

12. Select Save and Continue.
The Add MIS User (User Only) screen opens with the organization name(s) displayed (Figure 11-9). Orga-

nizations may be added and removed by choosing Select Organizations and repeating the above pro-
cess.

13431
en | Logout

Defense Travel System
A New Era of Government Travel

DTAHome | Help fort

DTA Maintenance

DTA Tools: WIS trati Search Existing MIS User | Add MIS User

Add MIS User (User Only) " Required

Common Data
8S8N:  XXXXX2355
First Name:  EMILY
Middle Initial-
Last Name: CARSON
Qrganization Name:  TDZDTMOCSD

User Access: | Administrator v

DTMO
Organization Access
{includes sub-orgs)
Seledt Organizaliens

Figure 11-9: Add MIS User (User Only) Screen - Organization Name Displayed
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Chapter 11: MIS Administration

13. Select Save User.
-OR-
Select Cancel to exit the screen without granting access to a MIS new user.

The New MIS User (Search Results) screen opens (Figure 11-5).

11.3 Update a User’s MIS Access

The MIS Administration feature allows MIS Administrators to modify the type of MIS access for a user and
the organizations to which a user has access. Access the MIS Administration feature by following the steps
in Section 11.1.

1. Complete the SSN field with the SSN of the MIS user whose access requires updating.
-OR-
Complete the Last Name field with the last name of the user whose access requires updating (Figure
11-10).

en ID: 1283.1

DTA Home | Help forthis Screen | Logout

Defense Travel System

A New Era of Government Travel

DTA Maintenance

DTA Tools:

Search MIS User * Required

Last Name:® |Carson

First Name: | Helen

Figure 11-10: Search MIS User Screen
2. (Optional) Complete the First Name field with the first name of the MIS user.
3. Select Search.

The Existing MIS User (Search Results) screen opens (Figure 11-11).

Screen ID: 1284.1
DTA Home | Help for this Screen | Logout

Defense Travel System
A New Era of Government Travel

DTA Maintenance

DTA Tools: WIS Administrati Search Existing MIS User | Add MIS User

Existing MIS User (Search Results)

SSN.
Last Name: carsan
First Name: helen

f Carson, SSH: J00006494 Organization: TDZDTMQ-PDT

ame:
Remove Helen

1-10f1

Figure 11-11: Existing MIS User (Search Results) Screen

4. Select Update next to the name of the user whose access needs to be modified.
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Chapter 11: MIS Administration

The Update MIS User (User Only) screen opens (Figure 11-12).

HELEN LDTADTHO
D

Defense Travel System
ANew Era of Government Travel

nD: 1285.1

DT4 Home | Help for this Screen | Logout

DTA Maintenance
DTA Tools:

Search Existing MIS User | Add MIS User

Update MIS User (User Only) “ Data Required

Common Data
SSH:  XKXKX6494
First Name:  Helen
WMiddle Initial-
Last Name:  Carson
Organization Name:  TDZDTMO-PDT
User Access: | User v

DTMO
Organization Access: »
{includes sub-orgs)
Select Organizations

Figure 11-12: Update MIS User (User Only) Screen
Select the User Access drop-down list and select the type of access, if the role needs to be changed.

Choose Select Organizations, if the organization access needs to be changed. For instructions on
changing an MIS user's organization access, see Section 11.2, Steps 8 through 13.

7. Select Save Changes.
-OR-

Select Cancel to exit the screen without changing the user's MIS access.
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Chapter 11: MIS Administration

11.4 Remove a User’s MIS Access

Removal of a user that has access to MIS does not delete the user from DTS. It only removes the user’s
access to MIS. To remove a user’'s MIS access, follow the below steps:

1. Follow Steps 1 through 3 in Section 11.3.
2. Select Remove.

The Delete MIS User screen opens (Figure 11-13).

2en 1D 1348.1

HELEN LOTADTHO sc
I DTAHome | Helo for this Screen | Logout

Defense Travel System
ANew Era of Government Travel

DTA Maintenance

DTA Tools: WIS A strat Search Existing MIS User | Add MIS User

Delete MIS User
Common Data

SSN:  XXXXX2355
First Mame:  EMILY
Middle Initial-
Last Name:  CARSON
Organization Name:  TDZDTMOCSD

Organization Access: , |LALAY
{includes sub-orgs}

Figure 11-13: Delete MIS User Screen

3. Select Delete.
-OR-
Select Cancel to keep the user’'s MIS access intact.

The Existing MIS User (Search Results) screen opens (Figure 11-14). The user’s name is no longer listed
if Delete was selected on the previous screen.

Defense Travel System

A New Era of Government Travel

DTA Home

DTA Tools:

Search Existing MIS User | Add MIS User

Existing MIS User (Search Results)

88N
Last Name: Carson
First Mame: Emil

No matches found for specified search criteria

Figure 11-14: Existing MIS User (Search Results) Screen
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CHAPTER 12: ROA AND ROA ADMINISTRATION

The Read-Only Access (ROA) Administration feature is used to assign roles and access to DTS ROA.ROA
access allows users to see information, but does not allow any changes to be made.

This chapter covers the following topics:

12.1 ROA Roles and AdminiStration ...........cccceeeeieiiiiiiiiiiieeeeeeeeeee e 12-1
12.1.1 View Invoices USING ROA ...ttt e e s 12-3
12.1.2 View Trip Data Using ROA ......cuiiiiiiiiiieee e 12-4

12.1.2.1 Sample ROA SCIrEENS...........uuuuiiiiiieieeeeeeeeeeeceeeeee e 12-10

12.2 ROA Administration and the DTA Maintenance Tool............c.ccccccuvieeeeeeeeeeeeeeeenn.. 12-14
12.2.1 Create @ NEW ROA USET ........ouvuuieeiiiiieie e ieeeee et 12-16
12.2.2 Update @ USEr's ROA ACCESS ......uueieiieeeeeeieeeeeeeeeeeeee e eaa e 12-21
12.2.3 Remove @ USEr'S ROA ACCESS......uuuuuiiieieieieieieieeeeeee e eeeeeeeeeeeveveaeasnnans 12-23

12.1 ROA Roles and Administration

There are three ROA roles in DTS; each role reflects a different level of use:

* ROA User - This individual has access to Trip and Invoice data for specific organization(s) to which the
user has been granted ROA access. The user may view authorizations, vouchers, local vouchers,
Centrally Billed Account (CBA) invoices, and charge card vendor (CCV) invoices.

* ROA Administrator — This individual has access to an organization and any suborganizations. The
ROA Administrator may create, update, and remove ROA users.

* ROA System Administrator — This individual adds ROA Administrators to the ROA module access list
and grants them access to an organization and any suborganizations. May create, update, or remove
other System Administrators, ROA Administrators, and ROA users.

ROA users may access the following two features through the ROA module:

* Invoices — View CBA and CCV invoices (Section 12.1.1).
» Trip — View information on travel documents (Section 12.1.2).

ROA Administrators may access the ROA Administration feature through the DTA Maintenance Tool (Sec-
tion 12.2).

The ROA System Administrator role is currently held by the Defense Travel Management Office (DTMO).
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Chapter 12: ROA and ROA Administration

Users who have ROA access will see ROA on the menu bar of the DTS User Welcome screen (Figure 12-
1). Users can view trip data and invoices for their organizations. The default setting includes suborganiza-

tions, however the ROA Administrator can limit the user’s access to a single organization or suborganiza-
tion.

Logged In A=: HELEN D LDTADTMO Help for this screen

K. Defense Travel System
A New Era of Government Travel
Official Travel W Official Travel - Others W || Traveler Setup W Reports ¥ Administrative “ CBA oMM W
Documents Awaiting Your | Trip lick Here
Welcome HELEN D LDTADTMO

Organization: HPMO My Signed Documents
Org Access: (Al

Document Hame UL i Type
Group Access: (All) Status Date 5TE
Permission: 0,1,2,3,4,5,6,7,8,9 Mo documents found.
Reset Profile
Message Center
Check here for meszages.
Back to Top

Figure 12-1: DTS User Welcome Screen - ROA Menu
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Chapter 12: ROA and ROA Administration

12.1.1 View Invoices Using ROA

Beginning on the DTS User Welcome screen (Figure 12-1), follow the below steps to search for
invoices to review:

1. Mouse over ROA on the menu bar and select Invoices.

The Read Only Access — Invoices Search screen opens (Figure 12-2).

Read Only Access - Invoices

Defense Travel System - o

Search

Search For. Organization | 194RSW o
Traveler Last Hame: (20 characters)
“CBA Transaction Account # | v
CCV Invoice # (13 digits) Search

- at least one
ANUN, (16 characters) parameter

. option
ket & (up to 30 characters)

Voucher # (8 characters)

*CCV Invoice Date Range: From: [03/01/2011 2B 2 ) 7o: [03/01/2011  [ZBL2 ) icick caiendar

Report Type: | Invoice Summary v

Invoice Type (CBAICCW): | Bath v

Figure 12-2: Read Only Access — Invoices Search Screen
2. Complete the search criteria fields in the top section of the screen.
3. Use the calendar icons to limit search results by date range.
4. Select the Report Type drop-down list and select the type of report:
* Invoice Summary
+ Transaction Summary

¢ Transaction Detail

5. Select the Invoice Type (CBA/CCV) drop-down list and select the type of invoice(s) to include in
the report.

6. Select Search.

The results format depends on the Report Type selected from the drop-down list.
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12.1.2 View Trip Data Using ROA

Beginning on the DTS User Welcome screen, follow the below steps to search for trips to review:

1. Mouse over ROA on the menu bar and select Trip.

The Traveler Lookup screen opens (Figure 12-3). This screen is used to search for the traveler whose
document is to be viewed. The user may search for a traveler using the following criteria:

Organization. The search by organization is a broad search option. This option will display all
travelers with documents available in the organization chosen.

Traveler SSN. This option provides a limited search and will only display the name and SSN.
Traveler Name. This search will also return a limited selection. This option will display all trav-
elers who have the last name that was entered in the Last Name field. The First Name field is
optional, but recommended when searching for a traveler with a common last name. If the full
spelling of the traveler’s last name is unknown, entering the first few letters of the name will
yield results of all travelers who match the entry. When the list is displayed, the user can select
the traveler from the Search Results list.

Travel Authorization Number (TANUM). The search by TANUM option will display the SSN
and name of traveler associated with the document.

Use the search function below to find the traveler you wish to select.

Search By Organization
* Organization: (Hone) R
-0R -
Search By Social Security Number
# Traveler 55M:
- UR -
Search By Traveler Name
# Last Mame:
# First Mame:
- UR -
Search By TAMUM

# TAMUM:

Figure 12-3: Traveler Lookup Screen

2. Select the Organization drop-down list and select the traveler’s organization.
-OR-
Complete the Traveler SSN field with the traveler's SSN.
-OR-
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Complete the Last Name field. (The First Name field is optional.)
-OR-
Complete the TANUM field.

3. Select Search next to the field that was completed.

The Traveler Lookup screen refreshes with the search results displayed on the right side (Figure 12-4).
It displays the names of any travelers who match the criteria that the user entered.

Defense Travel System

AewErmotCoemmentiee

Use the search function below to find the traveler you wish to select. Search Results for Search Criteria. Select one of
the fallowing:
Search By Organization
Name 55M Select
I Organization: (Nans) Vl m
CARSOM, CHRIS HAHAZ348 > select
-0R -
Carson, Terry HAOOKAT08 »select

Search By Social Security Number

H Travelsr 55M: | m =« First «Prev Hext = Lasts=»

-0R -

Search By Traveler Name

+ Last Name: |Car5:\n |

+ First Mame: | | m

-0R -

Search By TAMUM

Figure 12-4: Traveler Lookup Screen — Search Results

4. Choose select to the right of the traveler's name and SSN.
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The screen refreshes (Figure 12-5). The selected traveler's name and partially masked SSN display at
the bottom of the screen, along with four buttons at the bottom of the page identifying different types of
documents. Documents that are not applicable will appear grayed out and cannot be selected.

Defense Travel System

AewfraetCoenmentiee! S

Use the search function below to find the traveler you wish to select.

Search By Organization

5earch Results for Search Criteria. 5elect one of

+ Organization:

-0R -

Search By Social Security Number

I Traveler 55M:

the following:
| Hame 55H Select
CARSON, CHRIS HHHHHII45 = select
Carson, Terry KAHXXATOR = select
| m == First «Prev Hewi> Last=>

-0R -

Search By Traveler Mams

* Last Mame: |Car5:>n

* First Name: |

-0R -

Search By TAMUM

* TAMUR:

Below is the traveler you selected.

Traveler Mame:

Traveler 35M:

Authorizations/Orders

Carson, Terry

| Vouchers |

Figure 12-5: Traveler Lookup Screen - Traveler Selected

5. Select the type of document to view.
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The document list screen for the chosen type of document opens (Figure 12-6). The buttons near the
top of the screen allow the user to view other document types for the traveler. By default, the docu-
ments in the list are sorted by Document Name. The user may select a column header to sort by Doc-
ument Name, Status, or TA Number.

Defense Travel System

AewtrmetCoemmentier!

View Youchers View Local Youchers View Group Authorizations

Below is a list of your existing authorizations/orders. Pleas ect the function (edit, print, etc.) correspending to the appropriate
authorization/order.

= Return to ROA Traveler Lookup
Existing Authorizations/Orders

Sort by Sartby Sort by View Print
Document Hame Status TA Humber
TCLOSANMGELESADS1611_AD 05716411 SIGHMED > view = print
TCBOSTONMADG0911_AD1 05/09/11 CTO BOOKED = view = print
TCSACRAMENTOCO42511_AM 04725011 POS ACK RECEIVED BOOsXN > visw > print
TCWASHINGTONDO42511_ADM 0472511 CTO BOOKED > view = print

Figure 12-6: Authorizations / Orders Document List Screen
6. Select print to print a copy of the document.

-OR-
Select view to see the document on the screen.
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Chapter 12: ROA and ROA Administration

If adjustments have been made to the document, the Adjustments screen opens (Figure 12-7).

Defense Travel System

AewtretGoemmente!

Adjustments have been made to this document. Select one of the document versions listed below. Only the current version (marked by **) may be

further adjusted or routed. Al other document versions are only "VIEW™.
Print All Print Current and Approved Versions Print Document History
Wiew/Edit Print Type Level Date Time Adjustor
* vigw » print ADJUSTMENT 3 03703411 1504 Terry T Carson
> view » print ADJUSTMENT 2 03/03/11 1440 Terry T Carson
» vigw » print ORIGINAL 1 B3/02511 1231 Terry T Carson

| Return to Document List |

Figure 12-7: Adjustments Screen

7. Select print to print a copy of the document. The user may also select one of the buttons above
the document list to print all versions, current and approved versions, and the document history.
-OR-

Select view to review the document.
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Chapter 12: ROA and ROA Administration

The Preview Trip screen opens when the view link is selected (Figure 12-8). Use the navigation bar to
view any section of the document.

Logged In As: HELEN [ CARSOMC Document Mame: TCBOSTOMMADSOS11_AD1 Screen 1D: 1064.3
Travelsr Name: Terry T Carson Document Type:  Authorization (ROA)

@ Defense Travel System Itinerary  Travel Expenses  Accounting  Additional Op ﬁonM
A New Era of Government Travel

RETI.IRH TO LIST

Print Document

click on the links at the left to return to that

ion. If you have no changss proceed to

iew t r's details for this trip below. To make &
er Authorizations.

Dol mandates split disbursement for transportation, lodging and rental car expenses. Click here for memorandum

Reference Information

Reference:

Document Comments

Comments to the Approving Official: None
Comments from the Travel Agent:

The use of a Government-Contracted Commercial Travel Office(CTO) to arrange official travel is mandatary. If the contracted CTO is not
used to make official travel arrangements, the traveler must provide a statement in detail as to sxactly why the CTO is not available or
otherwise not being used.

Other Trip Information

Trip Type: AA-ROUTIME TOW /TAD
Trip Purpose: SPEECH OR PRESENTATION

Trip Description:

Overall Starting Point Time Zons: EST (0&)

Itinerary: Leave From: %an Diego,CA

Leave: 09-May-11
Location 1 - BOSTOM,MA Time Zone: EST (06)

Itinerary: Leave From: BOSTOM, MA

TOW/TAD Location:  BOSTOM,MA

Arrive: 09-May-11

Leave: 13-May-11

Figure 12-8: Preview Trip Screen
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Chapter 12: ROA and ROA Administration

12.1.2.1 Sample ROA Screens

This section shows some of the common screens that a user with ROA access may view.

The Trip Overview screen displays an overview of the trip on the left side of the screen and a
summary of reservations on the right (Figure 12-9). Select a View link in the far right column of
the Trip Summary to display a screen that shows details of the selected item.

Defense Travel System

% A New Era of Government Travel

Booking Travel using the Defense Trav
provide information about your s

‘You will be able to requ

Overall Starting Point Information

Overall Ending Point Information

*celect a Location: -OR- * Enter an

* End Date(mm/dd/yyyy):

Other Trip Information

*Trip Type:

Please Mote: ARed Star ( * ) indicates a

Please Mote: ARed Star ( * ) indicates a

Mﬂavel Expenses  Accounting  Additional Options  Rewiew/Sign

€l System requires t
ng and ending location
home or duty station) and your TDY /TAD Locations for pe .
t bookings for transportation (e.g.,air,rail) and

lodging after these initial steps are complete.

required field.

Ending Point:

required field.

Trip Description (opticnal):

er Diam Locations

Overall Starting Point

Leave From:
Leave:

Leave From:
TOY/TAD Loc:
Arrive:
Leave:

Carrier /Flight:

Conf/PHR:

Depart:

Carrier /Flight:

Conf/PHR:

Depart:

* Trip Purpose:

* Trip Duration:

1Z Hours or Less

=12 - 24 Hours

Authorization Mumber:

Authorization Date:

Trip Mumber:

Comments for Travel Order:

- No Lodging

=12 - 24 Houwrs -

Multi-Day

(mm/ dd/yyyy)

Rental Car:
With Lodging Alrport:
Confirmation:
Pickup:
Cropoff:
Lodging:

Confirmation:
Check-In:
Check-Out:
Other:

Type:

Depart:

Leave From:
Return Loc:

Arrive:

Proceed to the following page:

San Diego,CA View
09-May-11

Location 1: BOSTON,MA
San Diego,CA

BOSTO
09-May
13-May

JetBlue Airways View
(B6) 184

123456

09-May

JFK-New ork J F
Kennedy

JetBlue Airways

(B6) 10
123456

09-May

JFE-Mew York J F

Kenned
13-
BO5-Bo

International Apt
BUDGET

v-11 12:31PM
San Diego
International

M, MA
-11
11

-11 09:00PM

nternational A

18

=11 10:59FM

y International A
S11 1221240
ston Logan

Per Diem Locations

BOS - Boston Logan
Internaticnal Apt, MA
ABCD1234678-
09-May-11 09:004M
13-May-11 06:00PM
Candlewood Suites
Boston

12345678-

09-May-11

13-May-11

Comm Rail (Central Bill)
CR-C - Comm Rail
(Central Bil)

Overall Ending Point

BEOSTOMN,MA View
San Diego,CA

13-May-11

(TOYF ™

Page 12-10

Figure 12-9: Trip Overview Screen
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Chapter 12: ROA and ROA Administration

The Trip Summary screen provides information about flights and other reservations such as
lodging and rental car (Figure 12-10).

‘ﬁ Defense Travel System Itineranpenses Accounting  Additional Options  ReviewsSign
A New Era of Government Travel

Email this Itinerary Print this Itinerary

Final Trip Itinerary

DTS5 Document Hame TCEOSTONMAOS0911_A01
DTS Detailed Travel [tinerary for Terry T Carson DTS5/ CTO Confirmation: 03E106G
(Please Reference this number when contacting the CTO.)
Travel / TO Information:
Trip Type: AA-ROUTIME TV /TAD
Trip Purpose: SPEECH OR. PRESEMTATION
Trip Description:

Location - 1 BOSTON,MA Time Zons: EF

Leave From: BOSTOM, MA
Arrive: 09-May-11
Leave: 13-May-11
09-May-11
Air:
JetBlue Airways - Flight: 184
12:31 PM 3AN-3an Diego Depart: Elapsed Travel Time: Seat: Air Confirmation: 123456
International Mon 09-May-11  5h 29min 17F Frequent Flyer:
09:00 PM JFK-New York J F Kennedy  Arrive: Lay-over Time: special Requests:
International A Mon 09-May-11  1h 39min

JetBlue Airways - Flight: 1018

10:59 PM JFK-New York J F Kennedy Depart: Elapsed Travel Time: Seat: Ajr Confirmation: 123456

International A Mon 09-May-11  1h 13min 17F Freguent Flyer:

12:12 AM BOS-Boston Logan Arrive: Special Requests:

International Apt Tue 10-May-11

Car:
BUDGET

BOS - Boston Logan Pick-Up: 05/09/11 Drop-off: 05/13711 Class: Car Confirmation:

International Apt, MA Time: 09:00 AM Time: 06:00 PM Compact Car ABCD1234678-
Frequent Renter:
Special Request:

Dropoff Lecation: Weelly 5124 Extra Day 524. ), Unlimited

BOS - Boston Logan miles /kilometers, Estimated Total Cost 5225.85
International Apt, MA

09-May-11
Lodging:
Candlewood Suites Boston
235 Wood Rd Phone Number: CheckIn:  Check Out: Hotel Confirmation: 12345678
BRAINTREE MA 02184 781/849-7430 03/09/11 05/13/11  Room Typs Code: SQNXVU
United States Fa Mumber: T81/849-7493 Frequent Guest:
Phone: 781/849-7450 Special Request:

Fan: 781/849-7493
Toll Free: 800/225-1237
Room: Hotel Palicies:
FELROOMS Cancellations not received according to hotel policy may result in
1 QUEEN BED STUDIO SUITE  financial obiigations such as cancellation penalties. For the hotel
NONSMOKING BROWSE THE cancelation policy, view "Additional Hotel Information” or the property
WEB USING THE website,
FREE W1 FI ACCESS IM ASUITE
WITH AFULL KITCHEN WITH

STOVE

Proceed to the following page: Expense - Nol

Y cortinue

Figure 12-10: Trip Summary Screen
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Chapter 12: ROA and ROA Administration

The Non-Mileage Expenses screen shows a summary of the trip expenses on the right side of
the screen (Figure 12-11).

% Defense Travel System Itinerary Tra\reﬂm.&o:ounting Additional Options  Review/Sign
A New Era of Government Travel
hon-Mileage NN 5 tecords
Expense Type Cost E/R
Use this screen to view non-mileage expenses for your travel document. _ . .
olls (highway bridge stc) 53.50
Leave: 09-May-11 Return: 13-May-11 FELTE = VT SHEALD
Hotel Sales Tax 05/09/2011 | 560.00 View
*  Expense Typs:
Total Expenses: 598.50
-0OR-
* Cos S
* Method of Reimbursement:
» view expense details / currency calculator
Proceed to the following page: Expense - Mileage b | ‘Continue
Figure 12-11: Non-Mileage Expenses Screen
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Chapter 12: ROA and ROA Administration

The Per Diem Entitlements screen displays per diem entitlements for lodging, duty conditions,

meals, and leave.

GSA State Tax Exemption Listing

Date

05709711

05/10/11

05/11/11

05/12/11

05/13/11

Location

BOSTON, MA

BOSTON,MA

BOSTON, MA

BOSTON,MA

BOSTON, MA

‘% Defense Travel System

A New Era of Government Travel

RETURN TO LIST

View Reset
* View NAA
> View NAA
* View NAA
» View MAA
* View /A

Itinerary TraveMo:ounting Additional Options  Review/Sign

Non-Mileage

Ldg Cost

5205.00

$205.00

5205.00

$205.00

50.00

[DICE-ERY Per Diem Entitlements

Ldg Allowed

$205.00
GOvCC-
Individual
$205.00
GOVCC-
Individual
$205.00
GOvCC-
Individual
$205.00
GOVCC-
Individual
$0.00
GOvCC-
Individual

MEIE Allowed

$53.25
Personal

571.00
Personal

571.00
Personal

571.00
Personal

$53.25
Personal

Proceed to the following page:

Per Diem Rate

190 771

190/ 71

190 771

190/ 71

190 771

Substantiating Records

Following is a list of per diem allowances for lodging and meals/incidentals 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

ACTL

ACTL

ACTL

ACTL

ACTL

|Acc0unting Codes

ol

B L | D| Qtrs

Figure 12-12: Per Diem Entitlements Screen
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Chapter 12: ROA and ROA Administration

The Substantiating Records screen may be used to view receipts or other documents the trav-

eler has attached to the document (Figure 12-13).

Defense Travel System Itinerary TraveM-xnunting AdditionalOptions ~ Review/Sign
A New Era of Government Travel
Non-Mileage  Mileage  Per Diem Entitlements _gSIiige]iiat alif-3 Records‘

To fax in your receipts click "Print Fax Cover Sheet”, and follow the instructions on the cover sheet. Then five minutes after the fax transmission 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 "view" 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 Motes” button.

AL

Adobe

* Print Fax Cover Sheet

» Upload Scanned Receipts

Existing Receipts

Date CcTW Notes View Remove
13-Apr-2011 View
13-Apr-2011 View

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

Proceed to the following page: Accounting Codes hd

Figure 12-13: Substantiating Records Screen

12.2 ROA Administration and the DTA Maintenance Tool

Administrators responsible for maintaining access to ROA at their site will use the DTA Maintenance Tool
to perform these functions. Beginning on the DTS User Welcome screen, follow the below steps to access
the ROA Administration feature in the DTA Maintenance Tool:
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Chapter 12: ROA and ROA Administration

Mouse over Administrative on the menu bar and select DTA Maintenance Tool (Figure 12-14).

Logged In As: HELEN D LDTADTMO Help for this screen
% Defense Travel System
A New Era of Government Travel L
ogoff
Official Travel W| Official Travel - Others ¥ Traveler Setup ¥ Reports "_ roa ¥ cBA oMM W
Partner System Setup
Document Site Setup Admin l --> click Here
Welcome HELEN D LDTADTMO e Setup Intervics B
Organization: HPMO My Signe( Self Registratiom Admin
Org Access:  (All) o —— T
. ; Budget eparture ,
Group Access: (all) LEBITE Date Type
Route & Review
Permission: 0,1,2,3,4,5,6,7,8,9 Dayment e Adman
Calculate Distance
Help Desk Utilities >
Reset Profile
Message Center
Check here for messages.
Back to Top

Figure 12-14: DTS Welcome Screen - Administrative Menu

The DTA Maintenance Tool Home page opens.

2. Select the DTA Tools drop-down list and select ROA Administration (Figure 12-15).

7000.1
Logout

Defense Travel System

ANew Era of Government Travel

DTA Home | Help for this Screen

DTA Maintenance
DTA Tools: << Select an option from the DTA Tools dropdown.

»me to the DTA Maintenance Tool

| provides authorized DTAs with the ability to create and modify organizations. routing lists. groups. people. and lines of
ing (LOAs). Please select an option from the DTA Tools dropdown menu above

Naints Tool Permissi
 You have the proper permissions to edit organizations
« You have the proper permissions to edit routing lists
+ You have the proper permissions to edit groups
« You have the proper permissions to edit people
* You have the proper permissions to edit lines of accounting (LOAs)
 You have the proper permissions 1o edit permissions
« You have the proper permissions to access MIS
« You have the proper permissions to access ROA

Figure 12-15: DTA Maintenance Tool Home Page
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Chapter 12: ROA and ROA Administration

The Search Existing Roa User screen opens by default (Figure 12-16).

0D 12881

Logout

DTA Home | Help for

Defense Travel System

ANew Era of Government Travel 89 DTA Maintenance

March 01, 2011 - 18:10 EST

DTA Tools: R0A Administrat Search Existing Roa User | Create New Roa User

Search Existing Roa User * Required

SSN: F
OR
Last Name: *

First Name:

Figure 12-16: Search Existing Roa User Screen

12.2.1 Create a New ROA User

To create a new ROA user means to add ROA to an existing DTS user’s access. Follow the steps in
Section 12.2 to access the ROA Administration feature. The Search Existing Roa User screen opens
by default (Figure 12-16). The two links on the dark blue bar allow the user to search for an existing
ROA user and to create a new ROA user. Follow the below steps to create a new ROA user:

1. Select Create New Roa User.

The Search New Roa User screen opens (Figure 12-17).

D: 12831
Logout

DTA Home | Help for this Scree

DTA Maintenance

Defense Travel System

A New Era of Government Travel

DTA Tools: ROA Administrati Search Existing Roa User | Create New Roa User

Search New Roa User " Required

SSN: *
OR
Last Name: *

First Name:

Figure 12-17: Search New Roa User Screen
2. Complete the SSN field with the SSN of the DTS user to whom ROA should be granted.
-OR-
Complete the Last Name field with the last name of the DTS user to whom ROA should be
granted.

3. (Optional) If the Last Name field was used, complete the First Name field to narrow the search
results.

4. Select Search.
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Administration

The New ROA User (Search Results) screen opens (Figure 12-18). It displays the names of DTS
users who match the search criteria.

Defense Travel System
A New Era of Government Travel

DTA Tools:

: HELEN LDTADTHO

March 01, 2011

Search Existing Roa User | Create New Roa User

D4 Home | Help for this Screen

=0 D 128¢.1

Logout

DTA Maintenance

New ROA User Search Results)

SSN.
Last Name: Carson
First Name: Terry

Name: Terry

Carson,

SSN: XX01234 Organization: TDZKMB

Name: Temy

Carson,

SSN: X0XXK4103 Organization: TDZKMB

Name: CErsen.
Terry

SSN: XX04108 Organization: TDZKMB

Name:

Terry

Carson,

SSN: X00XK4113 Organization: TDZKMB

1-40f4

Figure 12-18: New ROA User (Search Results) Screen

5. Select Create next to the name of the person to whom ROA should be granted.

The Create Roa User (User Only) screen opens (Figure 12-19).

Defense Travel System

ANew Era of Government Travel

DTA Tools:

me: HELEN LDTADTNO

DTA Home

Search Existing Roa User | Create New Roa User

012951
Logout

DTA Maintenance

Help for this Screen

Create Roa User (User Only)
C CommonDaa |

” Required

SSN: XXXXX4103
First Name:  Terry
Middle Initial- A
Last Name:  Carson
TDIKME

User

-

Select Organizations

Organization Name-

User Access:

Organization Access: »
(includes sub-orgs)

Save User Cancel

Figure 12-

19: Create Roa User (User Only) Screen

Choose Select Organizations.

DTS Release 1.7.1.9, DTA Manual, Version 4.4.35, Updated 4/20/11

Select the User Access drop-down list and select the type of access for the new ROA user.
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The Edit ROA User Organization Access screen opens (Figure 12-20).

0 1D: 12861
DTA Home Help for thi: Logout

Defense Travel System

ANew Era of Government Travel DTA Maintenance

DTA Tools: Search Existing Roa User | Create New Roa User

Edit ROA User Organization Access

Available Organization Selected Organization

DAOSTEWARTIMAMEDDEN
DA180
¥ 2
Selection of an Organizati lly includes Sub-O i dditionally, new Sub-O1 created at a

later date will be automatically granted. If you assign an Organization fram the list of available Organizations on the left. all
Sub-Organizations will be implicitly granted to the user. Sub-Organizations selected on the right side will be removed when
Qrganization selections are saved if the parent Organization was also selected

Save And Continue Cancel

Figure 12-20: Edit ROA User Organization Access Screen
8. Select the name of an organization to which the user will receive access (left side of the screen).

9. Select Add >>.
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The name of the organization displays on the right side of the screen as a selected organization (Fig-
ure 12-21). Granting ROA access to a user for an organization also gives the user access to all subor-
ganizations that are associated with that organization.

ELEN LDTADTMO

1294.1
DTAHome | Help for this Screen | Logout

DTA Maintenance

Defense Travel System
ANew Era of Government Travel 67,89
Wareh 01,2011 - 16:18 EST

DTA Tools: ROA Administrati Search Existing Roa User | Create New Roa User

Edit ROA User Organization Access

Available Organization Selected Organization
DNUNBTMASEAFFC - DTMO

DNUNBTMZ
DNUNBTMZNSC
DT

DTACH3
DTARRAD1JMEDDEN
DTARRADIZZMED
DTMO

DTMOCSD
DTMOCSDOPS
DTMOCSDTRAINING
DTMOHRA

DTMOHRATNG 3

DTMOHRA-INTEG

DTMOHRAINTEGEREQ
DTMOHRAINTEGT

DTMOHRA-TAC
DTMOHRA-TAC-TRAINING
DTMOHRA-TACTRN
DTMOHRA-TACTRN 5 R d
Selection of an O includes Sub-O Additionally, new Sub-Organizations created at a

later date will be automatically granted. If you assign an Organization from the list of available Organizations on the left. all
Sub-Organizations will be implicitly granted to the user Sub-Organizations selected on the right side will be remaved when
Organization selections are saved if the parent Organization was also selected.

Save And Continug Cancel

Figure 12-21: Edit ROA User Organization Access Screen — Organization Selected
10. Repeat Steps 9 and 10 for each organization that needs to be added.
11. If it is necessary to remove an organization from an ROA user’s access, select the organization
name from the list in the Selected Organization column on the right side of the screen, then select

Remove.

12. Select Save and Continue.
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Chapter 12: ROA and ROA Administration

The Create Roa User (User Only) screen opens with the organization name(s) displayed (Figure 12-
22). Organizations may be added or removed by choosing Select Organizations and repeating the
above process.

HELEN LDTADTMO Screen D: 1295.1

Defense Travel System

A New Era of Government Travel

DT Home | Help for this Screen | Logout

DTA Maintenance

DTA Tools: ROA Administrati Search Existing Roa User | Create New Roa User

Create Roa User (User Only} " Required
Common Data

SSN: 300004103
First Name:  Terry
Middle Initial- A
Last Mame=  Carson
Organization Name:  TDZKMB

User Access: | User v

DTMO
Organization Access: ,
{includes sub-orgs)
Select Organizations.

Figure 12-22: Create Roa User (User Only) Screen — Organization Name Displayed
13. Select Save User.

The New ROA User (Search Results) screen opens (Figure 12-18).
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12.2.2 Update a User's ROA Access

The type of access for an ROA user and the organizations to which a user has access can be updated
at any time.

1. Access the ROA Administration feature by following the steps in Section 12.2.

The Search Existing Roa User screen opens by default (Figure 12-16).

2. Complete the SSN field with the SSN of the ROA user whose access needs to be updated.
-OR-

Complete the Last Name field with the last name of the ROA user whose access needs to be
updated (Figure 12-23).

Screen ID- 12891
DTAHome | Help for this Screen | Logout

DTA Maintenance

Defense Travel System
A New Era of Government Travel

DTA Tools: Search Existing Roa User | Create New Roa User

Search Existing Roa User * Required

SSN: *
OR

Last Name: * Carson

First Name:

Figure 12-23: Search Existing Roa User — User Last Name

3. (Optional) If the Last Name field was used, complete the First Name field with the first name of the
ROA user whose access needs to be updated.

4. Select Search.

The Existing ROA User (Search Results) screen opens (Figure 12-24).

Screen ID: 1280.1
DTA Home | Help for this Screen | Logout

Defense Travel System

ANew Era of Government Travel

DTA Maintenance

DTA Tools: ROA Administrat Search Existing Roa User | Create New Roa User

Existing ROA User (Search Results)

83N
Last Name- carson
First Name: terr

Update Carsan S 20000113 Organization TDZKIMB
Name:
Tery

1-10f1

Figure 12-24: Existing ROA User (Search Results) Screen

5. Select Update next to the name of the user whose access needs to be modified.
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The Update ROA User (User Only) screen opens (Figure 12-25).

Defense Travel System

ANew Era of Government Travel

012811
DTAHome | Help forthis Screen | Logout

DTA Maintenance
DTA Tools:

Search Existing Roa User | Create New Roa User

Update ROA User (User Only) “ Data Required

Common Data

8SN:  XXKXX4113
First Name-  Terry
Micdle Initial:
Last Name:  Carson
Organization Mame  TDZKMB

User Access: | User -

DTMO
Organization Access
(includes sub-orgs)
Select Organizations

Figure 12-25: Update ROA User (User Only) Screen

If necessary, select the User Access drop-down list and select the type of access to change the
access for the ROA user.

For instructions on changing an ROA user’s organization access, see Section 12.3.1, beginning
with Step 8.

8. Select Save Changes.
-OR-

Select Cancel to exit the screen without changing the user's ROA access.

The Existing ROA User (Search Results) screen opens.
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12.2.3 Remove a User's ROA Access

Removing a user’s access to ROA or ROA Administration does not remove the individual from DTS. It
only removes the access to ROA. To begin removing a user’s access, follow the below steps:

1. Follow Steps 1 through 4 in Section 12.2.2.
The Existing ROA User (Search Results) screen opens (Figure 12-24).
2. Select Remove next to the name of the user whose access needs to be deleted.

The Delete Roa User screen opens (Figure 12-26).

e e HELEN LDTADTMO Screen ID- 1292.1
Defense Travel system (A0 DTA Home | Help for this Screen | Logout
A New Era of Government Travel 5758 DTA Maintenance

March 01, 2011 - 16:36 EST

Search Existing Roa User | Create New Roa User

Delete Roa User

Common Data

SSN: XXXXX4113
First Name:  Terry
Middle Initial:
Last Name:  Carson
Organization Name: TDZKMB

Organization Access: « IDZKME
(includes sub-orgs)

Figure 12-26: Delete Roa User Screen

3. Select Delete.
-OR-
Select Cancel to cancel the removal and keep this user's ROA intact.

The Existing ROA User (Search Results) screen opens (Figure 12-27). The user’s name is no longer
listed if Delete was selected on the previous screen.

HELEN LOTADTMO Screen ID: 1280.1
1) DTA Home | Help for this Screen | Logout

DTA Maintenance

Defense Travel System

A New Era of Government Travel

taren 01, 2011 - 1

DTA Tools: RO Ad trati Search Existing Roa User | Create New Roa User

Existing ROA User (Search Results)

88N
Last Name: carsan
First Name: terr

Mo matches found for specified search criteria

Figure 12-27: Existing ROA User (Search Results) Screen
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