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DTS System Issues

The following documentation clarifies the issues referred in the Customer Service Notification issued on January 27, 2011. If
you have further questions, please contact the Travel Assistance Center by calling 1-888-Help-1-Go (888-435-7146) or by
submitting a help desk ticket through the Tickets section of Travel Explorer (TraX) (www.defensetravel.dod.mil/passport). If
calling from overseas, use DSN to dial directly.

I. Issues and Suggested Actions

1. DTSP 5834
Issue: When a trip is created in DTS that does not include flight segments, but does include either hotel or
rental car reservations or both, the Form of Payment (FOP) is not included in the reservation. Because

Commercial Travel Offices (CTO) require FOP information, travelers may receive a request from the CTO to
provide this information.

Suggested Action: Request assistance from the CTO (in DTS) by clicking on the “Add New Flight” link (see
Figure 1), and then the “Request Assistance in Booking Flights” link (See Figure 2). In the comments to the
CTO, include the statement “No assistance needed, updating FOP” (See Figure 3). Upon signature, the
FOP will be transmitted to the reservation.
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Figure 1: “Add New Flight” Link
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Figure 2: Request Assistance in Booking Flights
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2. DTSP 5845

Issue: A voucher cannot be created from an authorization in the “Processed” status.

Suggested Action: Amend the authorization and add a non-mileage expense to increase the initial
obligation amount, and then route for approval. Upon voucher creation, remove the added non-mileage
expense. Users may see the below message (See Figure 4) when amending and signing an authorization.
To determine the status of a document, refer to the Sort to Status column on the list of authorizations (see
Figure 5).

Message from webpage Iﬁ

. Your amendment includes only reduced costs for reimbursable mileage
_J; and non-mileage expenses and currently does not require routing and
AQ approval. Your document will be starmmped PROCESSED and be
available for further amendments and vouchers. If you have changed
your travel arrangerments, your decument will be stamped CTO SUBMIT
and be routed for approwval.

Mote: If your document includes a cancellation, a routing list change, or
a note to an official in the routing list (A0), and the document includes
a net reduction in expenses, the docurment WILL NOT ROUTE. To ensure
routing, return the expenses to the previous level and Sign the
docurment.

Figure 4: Amendment Message
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Figure 5: Status
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3. Pending Issue

Issue: Vouchers created from spawned authorizations are not appearing in the Routing Officials’ (RO)

Documents Awaiting My Approval list. However, ROs will receive an e-mail notification indicating there is

a document awaiting review.

Suggested Action: Review documents from Official Travel-Others. Appropriate group access is required.
To identify whether a voucher is created from a spawned authorization, refer to the Comments to the

Approving Official box on the Preview Trip page.
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Figure 6: Comments to the Approving Official
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