4. Select the Digital Signature screen.

This trip was Trip Cancelled through the DTS Trip Cancel functionality.
CRich belioss b0 Stamp Bnd Submit this trip Suthorization for routing 8nd spproval. By submitting you are Legally signing this document.

Dorument Artion

* Submit tris document as
RETUIRNED
Routing List: "

The Digital Signature screen opens. If the traveler
cancelled the trip correctly, you will see “This trip was
Trip Cancelled through the DTS Trip Cancel
functionality.”

5. Select either Approved or Returned.

a. Selecting Returned will send the document
back to the traveler.

b. If you select Approved, the Stamp Process
screen appears. Select Save and Continue.

I have reviewed the planned trip and have deemed the trip necessary in the interest of the Government and therefore autherize the
obligation of funds.

Cancel | Save and Continue |

The Fund Authorization screen opens. Since the trip
was cancelled with no expenses incurred, you should
notice that no funds have been allocated to this trip.

Fura Autharization

Authorization CWSARDILGOCAT0Z416_AD1 funded sgainst:
et Label: 17 DEFAULT (TDZ160TMO) Budgel: 17 DEFAULT (TDZ16DTHD) [Previows Budpel: 25.sno.ui|.hk; 15,800,001

o |

6. Select OK.

7. The Stamping Result screens opens. Select
Close.

The document no longer appears in your Documents in
Routing screen.

Cancel an Authorization — Expenses
Incurred

The traveler, clerk or NDEA must complete their
cancellation actions before you can begin the process
shown below.

1. Onthe DTS User Welcome screen, select Click
Here, next to Documents Awaiting Your
Approval.

Documents Awaiting Your Approval -

Welcome Chriz A West

2. Choose the document you want to cancel by
selecting it from the Awaiting Status column.

3. The Preview Trip screen opens by default. Since
the traveler cancelled this document with expenses
incurred, you must review the mandatory screens
(Other Auths. & Pre-Audit) before opening the
Digital Signature screen.

4. Select the Digital Signature screen.
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This trip was Trip Cancelled through the DTS Trip Cancel functionality.

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

Document Action

* Submit this document as: [[SLWaNNEN]
RETURNED'
Routing List: DIMG ™

The Digital Signature screen opens. If the traveler
cancelled the trip correctly, you will see “This trip was
Trip Cancelled through the DTS Trip Cancel
functionality.”

5. Select either Cancelled or Returned.
a. Selecting Returned will send the document
back to the traveler.
b. If you select Cancelled, the screen refreshes
and the document no longer appears in your
Documents in Routing screen.

6. The traveler will be able to create a voucher from
this document to claim any expenses that were
incurred.

This document is controlled and maintained on the

www.defensetravel.dod.mil website. Printed copies

may be obsolete. Please check revision currency
prior to use.
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Authorizing Official:

Cancellation Instructions
September 26, 2016

This trifold is designed to guide the Authorizing
Official (AO) through cancelling an authorization in
DTS. For more information, see Chapter 10 in the
Document Processing Manual (DPM).

Log On to DTS

1. Insert your CAC into the reader.

2. Access the DTS Home page:
http://www.defensetravel.osd.mil.

3. Select LOGIN TO DTS.

4. Read the DoD Privacy & Ethics Policy; select
Accept.

5. Complete the PIN field then select OK.

Cancel an Authorization — No Expenses
Incurred

The traveler, clerk or NDEA must complete their
cancellation actions before you can begin the process
shown below.

1. Onthe DTS User Welcome screen, select Click
Here, next to Documents Awaiting Your Approval.

Documents Awaiting Your Approval --»

Welcome Chris A West

2. Choose the document you want to cancel by
selecting it from the Awaiting Status column.

3. The Preview Trip screen opens by default. Even
though the document was cancelled with no
expenses incurred, you must review the mandatory
screens (Other Auths. & Pre-Audit) before opening
the Digital Signature screen.


http://www.defensetravel.dod.mil/
http://www.defensetravel.osd.mil/
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