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Chapter 1: Introduction 
DTS is a fully integrated, electronic, end-to-end travel management system. Through the automation of 
the DTS reservation process, travelers can procure airline and rail reservations using their organization’s 
Centrally Billed Account (CBA). The DTS CBA Reconciliation module is designed to allow the CBA 
Specialist an automated tool to reconcile the electronic invoice from the credit card vendor (CCV) with 
the DTS travel documents in the system. Once the invoice is reconciled, DTS allows the CBA Specialist to 
electronically acknowledge and certify the invoice for payment. 

1.1 Purpose 
This manual provides guidance to the CBA Specialist and the CBA Defense Travel Administrator 
(CBA DTA) assisting them in the performance of their duties. The below table (Table 1-1) 
outlines the CBA Process, CBA Reconciliation, and roles that are essential to the CBA Process.   
 

Table 1-1: CBA Process, Reconciliation and Roles 

This document is a guide and is not an official Department of Defense (DoD) regulation. Personnel 
should consult official DoD regulations, i.e., the DoDI, JTR and component-specific regulations to ensure 
compliance. 

The CBA Process, Reconciliation and Roles 
The CBA Process 
• DTS CBA Roles and 

Responsibilities 
• How the CBA 

reconciliation 
process works 

• Where to find 
additional 
Resources 

CBA Reconciliation 
• How the auto 

reconciliation 
process works 

• Resolve unmatched 
transactions 

• When to hold and 
dispute transactions 

• How to 
acknowledge and 
certify a CCV Invoice 

 

CBA DTA 
• How to load and 

edit CBA accounts 
into DTS 

• How to add or 
remove a CBA 
Specialist from a 
CBA account 

• How to add or 
remove an 
organization from a 
CBA account 

CBA Administrator 
• How to add and 

remove a CBA  DTA 
to the CBA  Module 

• How to 
Restage/Reject a 
CBA Invoice 

• How to Generate a 
CBA Reconciliation 
Compliance Report 
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Chapter 2: Pre-Implementation Considerations 
Before an organization moves into implementing the DTS CBA Reconciliation Module, the site must 
evaluate their organization to determine if they will be a successful fit for the CBA Reconciliation 
Module. Failure to determine the organization’s readiness to use the CBA Reconciliation Module may 
lead to an unsuccessful implementation as well as long-term difficulties with CBA reconciliation for your 
organization. A site can determine their readiness by reviewing their business processes in the following 
areas. 

2.1 CTO Processing Considerations 
Ensure that the site’s local business rules and the Travel Management Company (TMC) contracts 
address the requirement to return the ticketed Passenger Name Records (PNRs) in DTS travel 
documents. 

• This action by design should populate the ticket number(s) and any applicable TMC 
fee(s) into the travel authorization. 
 

Perform a cursory review of the organizations recent Charge Card Vendor (CCV) invoices (that 
are currently being reconciled outside of DTS). 
 

• Review the previous month’s CCV invoice and determine the ‘success rate’ of 
potential matches against DTS authorizations. How many would have resulted in a 
match based on ticket number and cost? 

• If there appear to be a low percentage of DTS authorizations updating with the 
ticket(s) and any applicable TMC fee(s), the organization should not be considered 
as a candidate for implementing the DTS CBA Reconciliation Module until the cause 
is identified and a solution is implemented. 

• If DTS authorizations do not update with ticket(s) and any applicable TMC fee(s) 
issued by the TMC, the auto-match rate of transactions will be low, and will 
ultimately require amendments to documents ensuring tickets are available for 
reconciliation.  This extra step will result in extra work and delayed payment of the 
invoice. 

2.2 Traveler Considerations 
Ensure travelers are using the DTS Reservation Module when making their travel arrangements; 
even when they cannot find specific flights/lodging, etc. 

• Travelers should receive training regarding the request TMC assistance option in 
DTS, and when to use it.  Requesting TMC assistance option creates a shell PNR that 
will result in a returned PNR with ticketed data in DTS when the TMC acts on the 
request. 

Ensure travelers understand the organization policy and business rules related to CBA use. 

• ALL travelers who have an Individually Billed Account (IBA) must have that 
information kept in their DTS profile; with the current account number and 
expiration date. When the CCV provides a new account number or a new expiration 
date, the traveler needs to update their DTS profile immediately. 
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• To ensure DoD policy is followed, it is essential the Defense Travel Administrator 
(DTA) and Agency Program Coordinator (APC) work together to verify travelers keep 
their IBA information current.  To review a list of personnel in your organization who 
have an IBA, review the Accounts Info List report (Figure 2-1).  Contact your local 
DTA if you don’t have access to the Account Info List report which is available in the 
DTS Maintenance Tool.  This report shows those who don’t have an IBA in their DTS 
profile as well as those who have an account, but have Advance Authorized 
selected.  You can cleanup traveler profiles using this report and minimize who will 
use your organization’s CBA as well as correctly identify in the pre-audit section of a 
travel document when they do select the CBA. 

 

 
Figure 2-1: Accounts Info List Report 

Perform a review of the organization’s recent authorizations. Is the DTS Reservations Module 
being used?  

If the DTS Reservation Module and/or request TMC assistance are not being used, the 
organization is not considered a candidate for implementation until DTS is fully employed. 

2.3 Authorizing Official Considerations 
Ensure Authorizing Officials (AOs) understand the organization’s policy and local business rules 
related to CBA use: 

• AO enforcement of travel policy  through the approval process is critical to ensure 
proper use of the account (i.e. mandating use of IBA vs. CBA if traveler has an IBA in 
their travel profile) 

• Invalid use or a misunderstanding of the business rules can lead to erroneous 
reimbursement and may result in a  Due U.S. status for the traveler 

• Ensure AO’s are approving travel documents in a timely manner. Review how 
quickly your AO’s approve travel documents. A review of the DTS Approved Status 
report can be used to validate this information. 

• The organization must have a well-defined CBA policy; otherwise it will not be a 
candidate for implementation. If necessary, the policy should be discussed with the 
organization’s leadership prior to implementation. 

• If the organizations AO’s do not approve their travel documents in a timely manner 
then they should also not be considered a fit for the CBA Recon.  As the CBA criteria 
for matching CBA transactions is directly dependent on approving officials approving 
travel documents, timeliness is a critical component. 
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2.4 Transportation Officer Considerations 
Selection of the right personnel to reconcile the DTS CBA is crucial; therefore the TO should: 

• Be knowledgeable with DTS and DTS document processing procedures 
o Know where Ticket and CTO Fee information is located in a DTS document 
o Be able to determine the status of a DTS document and where it is in the 

routing process 
o Be able to make ticket corrections to travel documents for Line of 

Accounting (LOA) rejects 

Training for the Transportation Officer is crucial. Training is available for the CBA Recon 
Module and should be scheduled before implementation. 

2.5 Financial Considerations 
For OCONUS locations – a site should determine if their TMC is required to issue tickets using 
foreign currency or U.S. dollars.  The TMC contact will determine this. 

• If your TMC does issue tickets using foreign currency, these sites are NOT a 
candidate for implementation as DTS cannot process foreign currency fluctuation. 

o This is specific to matching refunds for debits that have already been 
matched (i.e. Debit after currency conversion was $100. Debit has been 
matched and paid on a certified invoice. Refund after currency conversion is 
$110. As DTS has matched, paid and the accounting system has disbursed 
$100, DTS cannot process a refund for more than the original debit was 
obligated and disbursed). These types of transactions cannot be processed 
in DTS. These sites should reconcile their invoices using a traditional CBA 
instead of the DTS CBA Reconciliation Module. 

• If your organization cannot process their obligations through DTS, the site CANNOT 
use the reconciliation module. If there is no obligation in DTS, the CBA invoice 
cannot be paid through DTS. 

2.6 Site Fielding and Implementation 
Once you have evaluated your business processes and decide that you will proceed with 
implementation and use of the CBA Reconciliation Module, there are multiple steps required 
prior to receiving your first invoice in the Reconciliation Module. 

As with fielding a DTS site, there is a ‘check list’ of items that needs to be completed and 
coordinated with your Service or Component CBA DTAs: 

• CBA Account application completed and processed with Citi 
(http://www.citibank.com/tts/card_solutions/commercial_cards/docs/dod/central_cba_travel_a
cct_setup-7-15.pdf). 

o Be sure to select 461427 as the account classification in Section 1.16 – this 
number sequence is unique for a DTS CBA Recon account 

• CTO contract provisions 
o Paper authorizations are not  required when  using the DTS module for 

reconciliation 

http://www.citibank.com/tts/card_solutions/commercial_cards/docs/dod/central_cba_travel_acct_setup-7-15.pdf
http://www.citibank.com/tts/card_solutions/commercial_cards/docs/dod/central_cba_travel_acct_setup-7-15.pdf
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o Notification must be provided to your local CTO that you will begin reconciling 
your CBA and that their support to provide CBA Reconciliation is no longer 
required beginning with the new CBA account. Each CTO contract is unique and 
notification will be applicable based on the support that the CTO provides for 
CBA Reconciliation.   

• Determine site/organizations points of contact – Selection, training and appointment of 
the TO’s is required before each implementation 

o Reconciliation – who will be responsible for reconciliation of the monthly 
invoice (this can be either a Finance or Transportation POC).  This is a critical 
component and can make or break the success you have with CBA 
Reconciliation 

o Training – the TO’s level of CBA and DTS experience will determine the scope  of 
required training 

o TO’s need to take required COL Training and complete appointment 
requirements in order for appropriate permission/access to be granted 

o Update DTS Permission Levels and access as needed 
 To include any applicable GTCC systems that are used to validate 

Statement and Payment inquiries will also be required (i.e. CitiDirect) 
o Register with the TAC 

 Know how to open and track help desk tickets 
• Site Business Rules modifications 

o Traveler  
 Mandate the use of DTS and the Reservation Module 
 Require the traveler to update ticket costs as necessary to include ticket 

numbers from e-receipts (vs. use of See Attached Ticket as a generic 
ticket number when entering  tickets in Other Transportation with DTS) 

 Timely processing of travel documents to avoid delays with matching 
tickets in the CBA module 

o Authorizing Official 
 Enforcement of your Component CBA policy 
 Their role in CBA amendment actions – matching transactions is directly 

related to how quickly AOs approve travel documents. It is vital that 
AOs process CBA travel documents in DTS as quickly as possible; 
otherwise a match will be delayed ultimately delaying payment to the 
CCV 

o Transportation Officer  
 Publish their role so that travelers, AOs and DTAs understand the 

support they need and why 
• Use Conditional Routing or CBA Routing Lists for travel documents using CBA as the 

Method of Payment 
o Conditional Routing – To ensure the TO is included in the routing of documents 

using the organization’s CBA for tracking purposes use “Travel Mode Route” 
element in a routing list. This will assist the TO in identifying travelers who 
should be using their IBAs, the TO can update the document with the correct 
method of payment and route it back to the TMC so the PNR is updated to 
reflect the appropriate method of payment . 

  



Chapter 2: Pre-Implementation Considerations 
 

Centrally Billed Account (CBA) Reconciliation Manual, Version 4.0, Updated 12/15/2016 12 
This document is controlled and maintained on the www.defesnetravel.dod.mil website. Printed copies may be obsolete. 

Please check revision currency on the web prior to use. 

o Creation of a CBA Routing List - This routing list is used internally within the 
Transportation Office. It allows the reconciler to use the “T-Enter” stamp in a 
travel document and route directly to a specific user on the CBA Routing List 
who reviews only non-reimbursable amendments (thus no dependency on the 
original routing list and potential delays with long routing lists). This routing list 
is only used on supplemental vouchers when an amendment is only for CBA 
matching. This must be coordinated and approved internally with the 
organization prior to implementation. 

• CBA DTAs notify DFAS Vendor Pay points of contact (as needed) 
o Before a new CBA account is implemented in DTS, the CBA DTA contacts the 

DFAS Vendor Pay points of contact to inform them that the organization will be 
processing CBAs through their specific vendor pay location. The information to 
be provided to DFAS Vendor Pay includes: 
 DTS Central Account Number (as this is the number that DFAS submits 

payment to Citi) 
 TO’s/Certifying Officials Name, email and phone number 

o Dependent on the Vendor Pay system (i.e. GFEBS, DAI, CAPSW), this step is 
required as part of Pre-Validation and if not done, could result in a rejected 
invoice and payment delay with the Credit Card Vendor (CCV).  Please contact 
your Vendor Pay POC to determine if notification of account setup is required. 

• CBA Account Load processed in DTS – Complete the Request Form for CBA Accounts to 
be loaded in DTS. 

o The CBA Load Request Form is available at Quick Links and Resources on the 
DTMO website http://www.defesnetravel.dod.mil/site/cba.cfm 
 Each CBA account can only have 5 people assigned to reconcile the 

organization’s CBA. Due to the probability that your site may need 
assistance from the TAC, we recommend that you assign no more than 
4 people your organization’s account. Note: If you assign 5 people to the 
account, and the TAC needs to assist with a CBA inquiry, one person will 
be taken off the account temporarily. This could result in a primary 
person not having access to the CBA module until they are added to the 
account. You will need to contact your CBA DTA if a primary CBA 
Specialist was removed from the account and needs to be added back 
to the account.  

o CBA Load Form should be completed and emailed to the Service/Agency  POCs 
identified on the CBA Load form 

o Confirm the CBA DTA processed the  CBA Load Form (See Chapter 7) 

Once all of these steps have been completed, the next step is receipt of the first monthly invoice 
through DTS. 

2.7 Additional Training Resources 
The Training Resources Lookup Tool located at 
http://www.defensetravel.dod.mil/site/training.cfm#lookup  provides a vast array of resources 
that will assist in using the system and finding answers to questions about DTS. The Training 
Center may be accessed from the DTS home page TRAINING button or by selecting the Training 
link on the left side bar. 

http://www.defesnetravel.dod.mil/site/cba.cfm
http://www.defensetravel.dod.mil/site/training.cfm#lookup


Chapter 2: Pre-Implementation Considerations 

Centrally Billed Account (CBA) Reconciliation Manual, Version 4.0, Updated 12/15/2016 13 
This document is controlled and maintained on the www.defensetravel.dod.mil website. Printed copies may be obsolete. 

Please check revision currency on the web prior to use. 

The following are a few manuals and resources that can be accessed from the DoD Travel 
Training and Resource Center: 

• How to Use DTS Guides. Provides step-by-step procedures on a variety of “how to” 
topics to include the Travel Assistance Center, Invitational Travel, Security, and setting 
up DTS. 

• Defense Travel Administrator’s (DTA) Manual. This manual informs DTAs about the DTS 
system administrative functions related to DTS setup and maintenance, electronic 
document processing, and budget setup. 

• The Defense Travel System (DTS) Document Processing Manual. This manual describes 
document processing and advanced topics such as Scheduled Partial Payments (SPPs), 
advances, and group authorizations. 

• TraX CBA Distance Learning Training. Two Distance Learning classes are offered for DTS 
CBA Reconciliation training. A beginner class (CBA Reconciliation – An Overview (F200)) 
provides overview of the CBA reconciliation module with an advanced class (CBA 
Reconciliation – Application (F205)) then providing scenario based resolutions for those 
with actual application experience of the module. Both classes can be attended by 
registering for them in TraX. 

• The DTMO DTS CBA Reconciliation website. The website contains links/documents 
contact information to support DTS CBA reconciled accounts 
http://www.defensetravel.dod.mil/site/cba.cfm 

The CBA Specialist and the CBA Administrator can access manuals, demonstrations, and other 
training material by visiting the DoD Travel Training and Resource Center at 
http://www.defensetravel.dod.mil/site/training.cfm.  Choose CBA-S (Specialist) or DTA on the 
Role drop down list and then select Submit. 

• Joint Travel Regulations.  http://www.defensetravel.dod.mil/site/travelreg.cfm  
• DoDI, Volume 4, http://www.dtic.mil/whs/directives/corres/pdf/515431_vol04.pdf  
• DoDI Volume 5, http://www.dtic.mil/whs/directives/corres/pdf/515431_vol05.pdf  

http://www.defensetravel.dod.mil/site/cba.cfm
http://www.defensetravel.dod.mil/site/training.cfm
http://www.defensetravel.dod.mil/site/travelreg.cfm
http://www.dtic.mil/whs/directives/corres/pdf/515431_vol04.pdf
http://www.dtic.mil/whs/directives/corres/pdf/515431_vol05.pdf
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Chapter 3: Overview 
DTS provides an end-to-end process for the receipt, reconciliation and payment of CBA invoices received 
from the CCV. When transportation charges are billed to a CBA, the CBA Reconciliation module allows 
an authorized user, usually a CBA Specialist or TO, to reconcile the transactions on the CCV invoice with 
a DTS trip document. Reconciliation means the invoice transactions are matched to the corresponding 
trip document, or, if the document cannot be matched, the transaction must be resolved manually by 
the CBA Specialist. 
 
Transactions are transportation charges (e.g. airline tickets, CTO fees, or rail tickets). Transactions may 
also include full or partial credits created by refunds or cancellations. 
 
Once the CBA Reconciliation module has matched or otherwise resolved the transactions on the invoice, 
the invoice is acknowledged and certified for payment. DTS facilitates this payment process.  
 
The CBA Reconciliation module also maintains a searchable database of all invoices, tracks the progress 
of the reconciliation process, and generates efficiency reports.  

This chapter defines the roles and responsibilities of: 

• CBA Administrator 
• CBA DTA 
• CBA Specialist 

The CBA reconciliation process and the DTS payment process is also reviewed in this chapter. 

3.1 Roles and Responsibilities 
This section discusses the three CBA roles in DTS (Figure 3-1). 

 
Figure 3-1: DTS CBA Roles 
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3.1.1 CBA Administrator (DTMO) 
The CBA Administrator has functional oversight for CBA DoD-wide. The CBA 
Administrator can add or remove CBA DTAs, CBA Specialists, generate compliance 
reports, and reject/restage CCV invoices.   

The CBA Administrator is located at the Defense Travel Management Office (DTMO) and 
requires permission level 8. 

 
Responsibilities 

The CBA Administrator performs the below duties: 

• Grants access to the DTS CBA Module for CBA DTAs 
• Removes access from the DTS CBA Module for CBA DTAs 
• Reviews compliance reports for deadlines (per PPA) 
• Rejects improper invoices back to the CCV 
• Restage CCV invoices  
• Provides guidance  to CBA DTAs as necessary 

3.1.2 CBA DTA 
The CBA DTA is responsible for the creation and management of CBA accounts for their 
specific Service Component in DTS. The CBA DTA can create, edit, deactivate or delete 
CBA accounts.  The CBA DTA will give CBA Specialists access to accounts, assigns 
organizations to accounts, updates card information, and manages the overall CBA 
process in DTS for their specific Service Component. The CBA DTA is located at the 
Service level. The DTMO CBA Administrator acts as the CBA DTA for all Defense Agencies 
and Joint Commands. CBA DTA POCs are available at: 
http://www.defensetravel.dod.mil/site/cbaReps.cfm 

Required Profile Data 

The CBA DTA profile must include their organization of assignment, permission levels, 
and group, organization access and read only access.  To obtain access to the CBA 
Module, submit a request to the CBA Administrator (submit using a TAC help desk 
ticket). The minimum profile requirements for a CBA DTA are shown in Table 3-1.

http://www.defensetravel.dod.mil/site/cbaReps.cfm


Chapter 3: Overview 

Centrally Billed Account (CBA) Reconciliation Manual, Version 4.0, Updated 12/15/2016 16 
This document is controlled and maintained on the www.defesnetravel.dod.mil website. Printed copies may be obsolete. 

Please check revision currency on the web prior to use. 

Table 3-1: CBA DTA Requirements 

Minimum Requirements for CBA DTA 

User If CBA DTA will not travel, a User profile is required. 

User/Traveler If the CBA DTA will travel, a Traveler profile is required. 

Access Levels 

Organization Access to the Service main DTS organization (e.g. DA, DN, DD, etc.) that is 
being reconciled. 

Group Access Access to the Service main organization group access (e.g. DA, DN, DD, etc.) 
that is being reconciled.  Allows access to traveler’s documents. 

ROA Access Access to the Service main organizations Read Only Access (e.g. DA, DN, DD, 
etc.) that is being reconciled.  Allows access to CBA Invoices in ROA Module. 

Permission Levels 

0 Create and sign documents 

4 Access to the CBA Reconciliation Module (Account must be activated by the 
CBA Administrator) 

7 Access to the DTS CBA DTA Module 

Special Roles 

Non-DTS 
Entry Agent 
(NDEA) 

Y 

Eligibility Requirements 

The CBA DTA may be a military member, civilian employee, or DoD contractor. 

The CBA DTA is not an accountable official. 

The CBA DTA role does not have any DoD level regulatory requirements. The individual 
service or agency may require an appointment letter, or mandatory training to satisfy 
local policy. 

Responsibilities 

The CBA DTA: 

• Follows all DoD policies and procedures as outlined in the JTR and the DoDI 
• Manages and supports the CBA Activities of the CBA Specialists 
• Establishes and maintains CBA accounts in DTS by processing CBA Load 

Worksheets  
• Assigns CBA accounts to DTS organizations, including establishing the 

organization’s default CBA account 
• Assigns and removes CBA Specialist(s) to and from CBA accounts (limit 5) 
• Activates, deactivates or deletes CBA accounts as needed in the module 
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• Monitors and updates CBA account information in the module (i.e. 
Expiration Dates) 

• Provides help desk support for CBA Specialists  
• Works directly with the APC to monitor CBA Delinquencies 

3.1.3 CBA Specialist 
The CBA Specialist is the individual who reconciles and certifies the invoice for payment, 
run reports by the status of invoices (i.e. Open, Unmatched, Certified, etc.) and tracks 
the efficiency of the processing time. 

For each CBA under their authority, the CBA Specialist reviews the results for each 
invoice and resolves all unmatched transactions on each invoice.  

Note: The CBA Specialist is sometimes referred to as the Transportation Officer (TO) in 
DTS. 

Required Profile Data 

The CBA Specialist’s profile must include their organization of assignment, appropriate 
permission levels, group, org, and read only access, and special roles. Shown in Table 3-2 
are the minimum profile settings that will allow a CBA Specialist to perform their duties.  

Table 3-2: CBA Specialist Requirements 

Minimum Requirements for CBA Specialist 

User If the CBA Specialist will not travel, a User profile is only required. 

User/Traveler If the CBA Specialist will travel, a Traveler profile is required. 

Access Levels 

Organization Access to the highest level to research traveler’s documents and CBA 
activity for the organization. 

Group Access Access to the highest level to research and resolve CBA transactions.  
Allows access to traveler’s documents. 

ROA Access Access to the Service main organizations Read Only Access (e.g. DA, DN, DD, 
etc.) that is being reconciled.  Allows access to CBA Invoices in ROA Module. 

Permission Levels 

0 Create and sign documents 

4 Access to the CBA Reconciliation Module (Account must be activated by the 
CBA Administrator) 

Special Roles 

Non-DTS Entry 
Agent (NDEA) Y 

Note: A DoD contractor or a foreign national may be assigned to perform some actions 
for the CBA Specialist. In this case, the DoD contractor will have a user profile, 
appropriate group access, permission levels 0 and 4. This person can NOT certify CBA 
invoices. Since there is no technical mechanisms in DTS to prevent a person with the 
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correct access from certifying invoices, precautions (e.g. training) should be taken to 
prevent this from happening. 

Eligibility Requirements 

A CBA Specialist may be a military member, civilian employee, DoD contractor, or a 
foreign national. Since the CBA Specialist certifies invoices, they are an accountable 
official; therefore must be designated in writing by the local command authority using a 
DD Form 577. The CBA Specialist must acknowledge this appointment by affixing their 
signature on the DD Form 577 which is kept on file with their organization. Prior to 
certifying any invoice for payment, the CBA Specialist must complete either Training for 
Accountable Officials and Certifying Officers (TAOCO) or Certifying Official Legislation 
(COL) and provide a printed copy of the course completion certificate to their 
supervisor. Additional recommended training classes 

Table 3-3: CBA Specialist Documentation and Training Resources 
CBA Specialist Documentation and Training Resources 

DDForm 577 http://www.dtic.mil/whs/directives/infomgt/forms/eforms/dd0577.pdf 
DTMO 
TAOCO 
course 

https://www.defensetravel.dod.mil/Passport 

DoDI 
approved 
COL courses 

http://www.dfas.mil/fastrac/colltraining.html or 
https://fm.csd.disa.mil/kc/login/login.asp?kc_ident=kc0014&blnAccess=TRUE 
 

Responsibilities 

The CBA Specialist: 

• Follow DoD policies and procedures as outlined in the JTR and the DoDI  
• Review the results for each transaction and invoice of the automatic 

reconciliation process 
• Manually matches DTS transactions that could not be automatically reconciled 

with an invoice, and reconciles the corrected transactions 
• Contact the AO to coordinate amendment actions  needed to match CBA 

transactions 
• Acknowledges and certifies reconciled  invoices 
• Takes action to correct rejected transactions that impact their ability to 

reconcile CBA transactions 
• Takes action to coordinate Vendor Pay Rejected CBA invoices to make necessary 

corrections in order to re-certify the invoice for successful processing 
• Tracks the efficiency of the invoice processing time 
• Coordinates with the DTA to modify organizations routing lists to include Travel 

Mode Route  
• Coordinates with the APC and DTA to ensure account data on CBA is kept 

current in DTS 
• Runs periodic spot checks on CBA TO/Account Info List reports to ensure 

compliance with use of the IBA 

http://www.dtic.mil/whs/directives/infomgt/forms/eforms/dd0577.pdf
https://www.defensetravel.dod.mil/Passport
http://www.dfas.mil/fastrac/colltraining.html
https://fm.csd.disa.mil/kc/login/login.asp?kc_ident=kc0014&blnAccess=TRUE
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3.2 Process Overview 
The DTS CBA Reconciliation Module improves the efficiency of CBA reconciliation by automating 
the process. The reconciliation process begins by allowing the system to electronically receive a 
CCV invoice which automatically reconciles CCV invoice transactions against DTS travel 
documents, and identifies transactions that match as well as those that require additional 
manual reconciliation. The DTS module combines the efforts previously done by several people, 
by allowing the CBA Specialist, to manually match any transactions; the auto-reconciliation 
could not match. DTS also streamlines the payment process by taking advantage of electronic 
routing to quickly and effectively transfer DTS invoices through the payment process. It also 
allows for payment of partial invoices to take advantage of increasing Rebates for faster 
payment. Figure 3-2 shows a high level overview of how the CBA invoice is processed in DTS. 

  
Figure 3-2: Overview of the CBA DTS Process for CCV Invoices 

To understand the CBA DTS process, let’s break down the process, shown above in Figure 3-2 
and explain how each step in the process relates to and is dependent on each step that 
encompasses the CBA overview.   

The process starts when the traveler creates a travel authorization in DTS.   The traveler selects 
the CBA as the method of payment for the travel reservation and signs their document.  

The authorization continues routing to the Authorizing Official for approval.  Once the 
Authorizing Official stamps the authorization approved, DTS will send an obligation (821 
transaction) to the accounting system.  DTS uses the Global Exchange (GEX) software to 
translate the file from DTS language to the language that the corresponding accounting system 
can read.   
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Once the file is received by DFAS, the obligation is posted to the accounting system with the 
appropriate obligation based on the travel authorization.  Three business days prior to the trip 
departure date, the TMC will ticket the reservation.    

Based on the cycle date selected during the CBA application form, but at least monthly, the CCV 
will submit an electronic invoice to DTS.  DTS attempts to auto-reconcile the transaction based 
on the matching criteria to travel records.   

The CBA Specialist can place a hold on any unmatched transactions and certify the matched 
transactions on the invoice.  As mentioned before, this action increases the rebates available for 
organizations, since the CCV invoice is paid faster due the ability to certify partial invoices.  The 
CBA Specialist has the ability while working unmatched transactions to make adjustments to 
travel documents and either re-route the document for approval or validate any transactions 
directly by contacting the TMC.  The CBA module allows the CBA Specialist to dispute 
transactions shown on the invoice.  Examples of why you would dispute a transaction could be 
due to incorrect billing by the merchant, or an unauthorized charge billed to your CBA.  This is 
just an example of why a transaction would be placed in a dispute status.  This action removes 
transactions from the invoice.  The actual dispute process with the CCV, takes place outside DTS, 
so the dispute form will need to be completed and submitted in the specified timeframe.   

Once the CBA Specialist certifies the invoice – the invoice will process much like the travel 
documents do.  The invoice is sent electronically to the GEX. The GEX will translate the file and 
submit it to the Service/Component Vendor Pay Location at DFAS (810 transactions).  The 
Vendor Pay will return a Positive Acknowledgement (POSACK) or Negative Acknowledgement 
(NEGACK) just like with a DTS travel document and will ultimately return the Advice of Payment 
(AOP)/PAID notification (820 transactions) once the invoice has been paid.   

Once the PAID stamp is received, DTS will then archive the invoice.  The payment data is 
archived with the CCV invoice.  CBA Invoices will be available in the DTS CBA module regardless 
of age.  Charges associated with a CBA must be paid within the Prompt Payment Act (PPA) date 
(30 days from the Original CCV Invoice Period Date) to avoid interest penalties. 
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Chapter 4: Auto-Reconciliation 
Auto-reconciliation occurs upon receipt of the original CCV invoice. When auto-reconciliation begins, 
DTS compares each transaction on the invoice with the most current DTS travel document (this can be 
either the travel authorization or the voucher). During auto-reconciliation, DTS assigns each charge card 
vendor (CCV) invoice a status and a classification to each transaction. These terms are defined below: 

• Status is the state of the transaction in the reconciliation process. 
• Classification is the type of transaction. 

4.1 Auto-Reconciliation Overview 
Auto-reconciliation is the first part of the reconciliation process. Auto-reconciliation occurs 
when DTS receives the CCV invoice and attempts to match the CCV invoice transactions with 
DTS documents. Based upon the status of the ticketed transaction in the most current DTS travel 
document, DTS assigns the transaction a status and classification.  

The below steps describe the auto-reconciliation process shown in Figure 4-1: 

1. The CBA module receives the CCV invoice and checks for proper format. 

2. If the CCV invoice is not formatted properly, the CBA module will reject it. The CCV and the 
CBA Administrator will receive an email notification of the rejection.  The CCV will then 
make corrections to the invoice and resend to DTS. 
 
NOTE: The Prompt Payment Act (PPA) date for the CCV invoice is assigned at the point that 
the CCV invoice is successfully received into DTS. 

3. If the previous month’s invoice has not been certified (either a partial or the full invoice), 
DTS will hold the new invoice in a Receipt from CCV status in the Read-Only Access (ROA) 
module. The auto-reconciliation process for this invoice will continue once the CBA 
Specialist certifies the previous month’s invoice.  

4. When the CCV invoice is loaded into DTS it is converted into a DTS invoice.  
 
5. The CBA module compares the transactions on the DTS invoice to the most recent DTS 

travel document and assigns a status and a classification to each transaction. See Section 
4.1.1 and Section 4.1.2. This completes auto-reconciliation. 
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Figure 4-1: Auto-Reconciliation Process 

4.1.1 Transaction Statuses  
Every transaction following auto-reconciliation on the CCV invoice will be placed into 
one of three statuses: Matched, Unmatched, or Suspended. Figure 4-2 describes the 
three types of transaction statuses. 
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Figure 4-2: Transaction Statuses 

 
Matched transactions occur when the amount is authorized and one of the following is true: 

• DTS finds a travel record that matches the ticket number and ticket amount  
• DTS finds a travel record that matches the traveler’s name, ticket amount, and the 

ticket date falls within the date range  

If DTS matches the transaction by traveler name, amount, and date range, instead of ticket 
number and amount, this is shown in the Remarks text box on the Open Transaction Detail 
screen. 

Unmatched transactions require the CBA Specialist to intervene manually. The CBA 
Specialist must correct the DTS document or have the Travel Management Company (TMC) 
send a corrected transaction to DTS or to the CCV in situations of a dispute. Some 
transactions cannot be matched because an amendment is needed. Since these transactions 
could delay the certification of the invoice; they can be placed in a Held status so the CBA 
Specialist can certify the invoice with the currently match transactions. 
 
When a transaction is assigned as Unmatched, it is automatically assigned a reason code 
noting the reason why a match was not found. The CBA Specialist must manually match 
these transactions because an invoice containing Unmatched transactions cannot be 
certified for payment.  

 
Suspended transactions are transactions that are received as a credit or a refund. In some 
cases, a credit matching a ticket number in DTS may be received before the debit 
transaction is received and paid. DTS stamps the credit transaction Suspended until the 
Debit ticket is received on a CCV invoice and is paid. This action allows the remaining 
matched transactions to process without delay.  
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Suspension occurs automatically during auto-reconciliation when a transaction has a debit 
due and can be ‘unsuspended’ when the debit has been paid.  Upon receipt of the AOP on 
the corresponding debit transaction, the Suspended refund transaction can be manually 
reconciled. 

4.1.2 Transaction Classifications 
Each transaction following auto-reconciliation is given a classification. The classification 
identifies the type of transaction, such as Debit, Credit, Fee, or Refund. Table 4-2 
displays all the transaction statuses and their associated classifications.
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Table 4-2: Transaction Classifications 
TRANSACTION CLASSIFICATIONS 

Transaction Status Classification Description 

Receipt from CCV 
(system generated) Receipt from CCV Status of the CCV invoice when it is received from the CCV, but 

before DTS processes it. 

Unmatched 
(system generated) 

Amendment 
Returned 

DTS user applies the RETURNED stamp to a CBA-initiated 
amendment and the CBA module is notified of the return. 

Amendment Pending 

CBA Specialist submits a request for a travel document 
amendment (a CBA-initiated amendment or to route for 
approval) where action is required on the DTS amendment and 
the CBA Reconciliation module is awaiting a response. 

Duplicate  
A debit with the same transaction type, TANUM, ticket number, 
and ticket cost as a transaction that has previously been 
reconciled and paid.  

Unmatched Debit 

A CBA debit transaction cannot be matched to a travel record. 
-OR- 
The net value of the consolidated transaction group does not 
equal the ticket amount on the current adjustment level of the 
document and the transaction is a debit. 
-OR- 
The value of the netted transactions does not equal the ticket 
amount on the current adjustment level of the document and 
the transaction is a locked debit.  
The CBA Specialist will work the credit first in order to for DTS 
to automatically match the debit. 

Unmatched Credit 
A CBA credit transaction cannot be matched to a DTS ticket 
record that was approved, paid and then cancelled. 

Unmatched Fee 
DTS is unable to reconcile the TMC fee transaction with a ticket 
record. 

Unmatched Refund 
A credit transaction when the net value of the consolidated 
transaction group does not equal the ticket amount on the 
current adjustment level of the DTS travel document.  

Matched 
(system generated) 

Advance Credit 
A CBA debit transaction when the matching ticket record has 
been cancelled after the trip was approved and ticketed and 
matching DTS travel records exist. 

Manual Advance 
Credit 

Travel was approved; and ticketed and matching DTS travel 
records exist. The CBA Specialist applies this classification 
manually. 

Fee Credit TMC fee transaction is a credit and matching travel records 
exist. 

Matched Fee TMC fee transaction when DTS reconciles a TMC fee 
transaction with a travel record in DTS. 

Matched Debit CBA debit transaction has a matching travel record in DTS. 

PPA Interest Debit transaction to track payment of interest due to Prompt 
Payment Act deadline violations. 

Matched Refund 
The value of the ticket on the current adjustment level of the 
DTS travel records equals the net value of the consolidated 
transaction group and the CBA transaction. 
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Table 4-2: Transaction Classifications (cont’d) 

TRANSACTION CLASSIFICATIONS (CONT’D) 

Transaction Status Classification Description 

Matched 
(system generated) 

Previously Applied 
Credit 

A CBA credit transaction received from the CCV for a cancelled 
ticket. The debit was already taken on a previous invoice as an 
Advance Credit. The credit receives the associated classification 
of Previously Applied Credit. 

Matched Credit 

CBA credit transaction when the DTS ticket was cancelled after 
trip approved and ticketed. The associated debit has been 
reconciled and paid on a previous DTS invoice as a Matched 
Debit, and matching travel records exist. 

Wash Debit 
When a debit and credit are received on the same CCV invoice 
for the same CBA ticket number and the corresponding DTS 
ticket record has been cancelled. The debit will be a Wash 
Debit and the credit will be a Wash Credit. Wash Credit 

Credit  
(CBA Specialist action 
required) 

Manual Previously 
Applied Credit 

An associated credit transaction was not received on the same 
invoice with the debit. 
-OR- 
Assigned as a credit transaction, but only for the amount 
reflected in the DTS travel record.  
-OR- 
The ticket has an associated Manual Advanced Credit in CBA; 
and matching the DTS travel records exist.  
The CBA Specialist applies this classification manually. 

Paid  
(system generated) 

Paid Credit Credit that received an AOP. 
Paid Debit Debit that received an AOP. 
Paid Fee TMC fee that received an AOP. 
Paid Fee Credit TMC fee that was refunded and received an AOP. 
Paid Manual Advance 
Credit Manual Advance Credit transaction that received an AOP. 

Paid Netted Debit Netted Debit transaction that received AOP. 
Paid Refund Refund that received an AOP. 

Held  
(CBA Specialist action 
required) 

Transaction Held Manual classification applied to mark a transaction for 
temporary removal from DTS invoice processing. 

Closed  
(CBA Specialist action 
required) 

Transaction Closed 

Manual classification applied to mark a transaction for 
permanent removal from DTS invoice processing, once a 
dispute has been settled. Only transactions in Dispute status 
can be closed. 

Dispute*  
(CBA Specialist action 
required)  
 
 

Disputed Debit Manual classification applied to mark a debit as not valid for 
the DTS CBA account charged. 

Disputed Credit Manual classification applied to mark a credit as not valid for 
the DTS CBA account charged. 

Duplicate Disputed Manual classification applied to mark a duplicate transaction as 
not valid for the DTS CBA account charged. 
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Table 4-2: Transaction Classifications (cont’d) 

TRANSACTION CLASSIFICATIONS (CONT’D) 

Transaction Status Classification Description 

Netted Debit 
(CBA Specialist action 
required) 

Netted Debit 

When a debit and credit transaction are received on the same 
CCV invoice for a DTS ticket record that has not been cancelled, 
CBA auto-reconciliation will combine the debit and credit into a 
single netted transaction for reconciliation, and submit the 
single netted transaction to the vendor pay system. 

Suspended 
 

Pending Fee Credit TMC fee credit is received on a DTS invoice before the 
corresponding TMC fee debit is reconciled and paid. 

Pending Credit Credit transaction that is awaiting the debit associated with the 
DTS cancellation. 

Pending Refund 
A credit transaction where the corresponding debit transaction 
has not been paid (i.e. No Advice of Payment for debit 
transaction has been received). 

*Disputes are settled outside the system and must be coordinated directly with the charge card vendor 

4.2 Matching Criteria  
If there are no open invoices, auto-reconciliation is complete within 24 hours of when DTS 
receives the electronic invoice from the CCV. This process matches the transactions on the 
invoice to the most current travel document, which may be the authorization or the voucher. 
Figure 4-3 describes the matching criteria. 
 

 
Figure 4-3: Matching Criteria for Auto-reconciliation 
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If DTS fails to produce a match during auto-reconciliation with the primary and secondary 
matching criteria, the transaction is assigned the status of Unmatched or Suspended. For 
Unmatched transactions, DTS will display the reason for the unmatched on the Open 
Transaction Detail screen (Figure 4-4).  
 

 
Figure 4-4: Open Transaction Detail screen 
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Chapter 5: Manual Reconciliation 
When auto-reconciliation is complete, every transaction on an open invoice is in one of the following 
statuses:  

• Matched transactions should be reviewed by the CBA Specialist  
• Unmatched transactions must be reconciled by the CBA Specialist 
• Suspended transactions must be reconciled by the CBA Specialist   

CBA Specialists must perform manual reconciliation on any transaction that remains in an Unmatched 
status after auto-reconciliation is complete. An Unmatched transaction status occurs when the trip 
document does not match with the CCV transaction which could be due the transaction amount, the 
document status, or DTS is unable to locate a trip document to associate the CCV transaction to.  

The CBA Specialist will research the reasons for the Unmatched transactions and initiate corrective 
actions.  

5.1 Review the Invoice 
The CBA Specialist reviews the invoice and identifies transactions that need manual 
reconciliation. When the CBA Specialist accesses the CBA module, the Open Invoice Summary 
screen opens (Figure 5-1). Reviewing this screen is the first step in manual reconciliation.    

 
Figure 5-1: Open Invoices Summary screen
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The Open Invoices Summary screen displays all open invoices that have been received for the 
organization. The open invoices on this screen are classified into four categories:  Awaiting 
Certification, Awaiting Acknowledgement, Unmatched Invoices, and Rejected Invoices. 

5.1.1 Searching for an Invoice 
DTS provides two methods to search for an invoice: 

• Invoices drop-down list  
• CBA Search link 

You may access any screen in the CBA module by selecting the Invoices drop-down 
arrow on the navigation bar and choose one of the following: 

• Open 
• Awaiting Certification 
• Awaiting Acknowledgement 
• Rejected 
• Unmatched 

The Invoice Summary screen opens (Figure 5-2). It displays the invoices that match the 
selection. The Invoices Summary screen displays ALL CBA invoice(s) for a specific 
category.  This search mechanism is best used by individuals that are assigned to a few 
CBA accounts vs. using the CBA Search capability that provides more granularity.  

 
Figure 5-2: Open Invoice Summary screen 

To search for an invoice using the CBA Search link, select any report type in the drop 
down list (Figure 5-3) and follow the below steps: 
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Figure 5-3: CBA Search screen  

1. Select CBA Search on the navigation bar.  
 
The Search Report Criteria screen opens (Figure 5-4) 

 
2. Choose one of the four report types. 

 
See Table 5-1 for information on the search criteria for each report type.
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Table 5-1: CBA Search Criteria 
CBA SEARCH 

For report type… then… and select Get Report. The… 

Invoice Summary  
(Highest level of 
detail on the 
invoice) 

fill in the required fields… 
• Invoice status 
• CBA Transaction Account # 
• Invoice Date Range 

and any optional fields… 
• Invoice # 
• Voucher # 

Invoice Summary screen opens. Use 
this screen to review the invoices. Any 
unmatched transactions must be 
manually reconciled. 

Transaction 
Summary 
(Transaction level 
of detail on the 
invoice) 

fill in the required fields… 
• Transaction status 
• CBA Transaction Account # 
• Invoice Date Range 

and any optional fields… 
• Traveler First Name 
• Traveler Last Name 
• Traveler SSN 
• Invoice # 
• TANUM 
• Ticket # 

Transaction Summary screen opens. 
This screen is used to research 
unmatched transactions. From this 
screen access the transaction detail.  

Transaction Detail 
(Individual 
transaction detail) 

fill in the required fields… 
• Transaction status  
• CBA Transaction Account # 
• Invoice Date Range 

and any optional fields… 
• Traveler First Name 
• Traveler Last Name 
• Traveler SSN 
• Invoice # 
• TANUM 
• Ticket # 

Transaction Detail screen opens. This 
screen is used to review and update 
unmatched transactions. 

Organization  
 
 

fill in the required fields… 
• CBA Transaction Account # 
• Invoice Date Range 

 

 
Organization Summary screen opens. 
This screen displays the DTS 
organizations as associated to the 
selected CBAs.  
This report can be used to supplement 
the View CBA List report, located in the 
DTA Maintenance Tool.  
 

3. Complete the search criteria on the screen.  
 

4. Select Get Report. 
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Figure 5-4: Invoice Summary Search Report Criteria screen 

 
The information shown on the report depends on the type of report you choose to 
run. Figure 5-5 is an example of information that will be returned for an Invoice 
Summary Report. 
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Figure 5-5: Invoice Summary screen 

 
Table 5-2: Invoice Summary Screen Elements 

INVOICE SUMMARY SCREEN ELEMENTS 
Field Description 

CCV Invoice # Link displaying the CCV invoice number and when selected 
opens the invoice. 

Invoice Created The date the CCV creates the invoice 
Invoice Period End The last day of the invoice billing cycle 
DTS Received The date DTS receives the invoice from the CCV mailbox 
DTS Reconciled The date DTS auto-reconciled the invoice 
CBA Transaction Account # The CBA transaction account number 
CBA Prompt Pay Start The date the CCV  places the invoice in the mailbox (Prompt 

Pay Act clock starts on this date) 
Invoice Transactions Link that opens the Transaction Summary screen 
Total The total number of invoice transactions 
Matched Shows the number of Matched invoice transactions 
Unmatched Shows the number of Unmatched invoice transactions 
Disputed Shows the number of Disputed invoice transactions 
Suspended Shows the number of Suspended invoice transactions 
Invoice Status Link that display invoices status, and provides a classification 

and audit trail for the invoice 
Invoice Certification The date the invoice is certified. The field will display N/A if 

certification is pending 
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5.1.2 Reviewing the Invoice Summary Screen 
The first step in resolving unmatched transactions is to review the invoice summary. The 
Invoice Summary screen shows the breakdown of Matched, Unmatched, Disputed, 
Suspended, and Held transactions within the invoice, as well as the invoice status  
(Figure 5-5). 
 
The information displayed on the left column shows the invoice details, such as the 
invoice number, invoice created date, invoice period end date, DTS Retrieved, DTS 
Reconciled, CBA transaction account number, and the CBA Prompt Payment Act (PPA) 
Start.  

The information displayed on the right column shows how many transactions are on the 
invoice and the total dollar value. Open Invoices that are waiting to be certified will also 
indicate the invoice number and dollar value broken down to show totals for 
transactions that are Matched, Unmatched, Disputed, Suspended, and Held. The invoice 
status and the invoice certification date are also displayed.  For those invoices that have 
not been certified the Invoice Certification date will be N/A and those that have been 
certified will have the actual date the invoice was certified. 

This screen is used to identify those invoices and transactions that need to be 
researched. Those transactions are marked Unmatched. 

5.1.3 Reviewing the Transaction Summary Screen 
Follow the steps in Section 5.1.1 to search for the Transaction Summary report (Figure 
5-6) or select the Invoice Transactions link for the invoice that is being reconciled on the 
Invoice Summary screen. 
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Figure 5-6: Transaction Summary Screen (All Transaction Types) 

The Transaction Summary screen opens (Figure 5-6). It displays all transactions on the 
invoice.  

1. Review the individual transactions on the Transaction Summary screen.  

The Transaction Status and the Transaction Classification provide the status of the 
transaction; any unmatched transaction must be investigated and resolved. 

2. Select the Ticket Number to access the Open Transaction Detail screen. 

Table 5-3 provides information on the Transaction Summary screen elements. 
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Table 5-3: Transaction Summary Screen Elements 
TRANSACTION SUMMARY SCREEN ELEMENTS 

Label Description 
Screen Header Items 

Invoice # Displays CCV invoice number 
Refresh Summary Refreshes the screen to match new results 
New Search Button used to return to the Search screen 
CBA Transaction Account # The CBA transaction account number 

Fields for Each Transaction 
Transaction Status Current status in DTS 
TANUM Travel authorization number/document identifier 
Ticket # Arline ticket number or transportation charge ticket number 
Ticket Amount Dollar amount of ticket 
Traveler Name Last name of traveler 
Traveler SSN Last four digits of traveler’s Social Security Number 
Days on DTS Number of days that the invoice has been in DTS 
Approving Official Name of the Authorizing Official (AO) 
Original Invoice # Invoice number on which the transaction was originally billed 
Voucher # Number assigned when an invoice is paid 
AOP Date The date the transaction was paid (Advice of Payment) 

 
5.1.3.1 Reviewing the Open Transaction Detail Screen 
Follow the below steps to review the Open Transaction Detail screen: 

1. Follow the steps in Section 5.1.1 to search for the transaction detail. 

The Open Transaction Detail screen is where the CBA Specialist will reconcile 
individual transactions (Figure 5-7).  
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Figure 5-7: Open Transaction Detail Screen 

The Open Transaction Detail screen shows transaction information such as 
ticket number, ticket cost, invoice periods, days since PPA start, account 
numbers, reference number, and conversion rates (all CBA reconciliation is done 
in U.S. dollars).   The Open Transaction Detail screen shows the CBA Specialist all 
details of the ticket that is available and received from the CCV. The Open 
Transaction Detail screen is where the CBA Specialist will reconcile any 
unmatched transactions.  Reconciliation can be accomplished either by TANUM 
or by Ticket Number (See 5.2.3). 

5.2 Unmatched Transactions: Causes and Fixes 
The steps for manual reconciliation are review, resolution, acknowledgement, and certification. 
Figure 5-9 displays the general process flow for reconciling transactions. 
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Figure 5-9: Process Flow for Manual Reconciliation  

Common causes of unmatched transactions and their corrective actions include the following: 
• The TMC did not place the ticketed Passenger Name Record (PNR) on its outbound 

queue or a DTS issue prevented the PNR from updating the authorization with the ticket 
number and final cost. 

o The CBA will still match the transaction if the booked and ticketed costs remain 
the same, but the TMC fee transaction(s) will remain in an Unmatched status. 
The travel document must be amended to add the TMC fee transaction(s) and 
should be routed for approval. 

• The traveler contacted the TMC outside of DTS and entered the ticket information via 
the Other Transportation screen. The traveler entered an inaccurate ticket cost. 

o The document needs to be amended by the traveler to correct the dollar 
amount and then routes for approval. 

• The traveler indicates on the authorization or voucher that the ticket was charged to 
their Government Travel Charge Card (GTCC) individually billed account (IBA), but the 
ticket was actually charged to the CBA. The traveler may have been erroneously 
reimbursed for the ticket and TMC transaction fee charges if the CBA was actually 
charged for the tickets and not the IBA.
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o After validating the method of payment is CBA and validate that the traveler’s 
IBA was not charged for the transaction(s), the travel record requires an 
amendment by the traveler to correct the method of payment from IBA to CBA. 
If the traveler has already received a reimbursement for this ticket, it is 
erroneous, and the amendment will place the traveler and document in a DUE 
U.S. status. 

• The traveler indicates the ticket was charged to their GTCC on the authorization or 
voucher, but the ticket was charged to either the CBA or the traveler’s GTCC. 

o The traveler provides a copy of the charge card statement to prove that their 
IBA GTCC was charged; the CBA Specialist should dispute the transaction on the 
CBA invoice and ask the TMC to issue a credit against the CBA. This may also 
need to be disputed officially with the CCV.  

• Changes were made to the travel reservations outside of DTS, but the traveler did not 
update the authorization or voucher to reflect the cost or ticket changes.  

o This happens when the itinerary changes, and rather than using DTS to make 
the change, the traveler contacts the TMC or the airline directly. The travel 
document should be amended to reflect the correct the ticket information; this 
will allow the CBA invoice transaction to be matched. 
*Note: It is not recommended to amend the completed ticketed authorization 
after travel has begun. The best approach is to add the correct ticket 
information to the voucher. 

• The CTO incorrectly charged the CBA when the ticket should have been issued to the 
traveler’s GTCC.  

o The CBA Specialist must request the TMC to issue a credit against the CBA. The 
CBA Specialist marks the transaction as Held and will reconcile the transaction 
when the offsetting credit is received on the next month’s CCV. 

5.2.1 Amendments 
In order to assist the CBA Specialist match transactions that require changes to a travel 
document, the CBA module provides an automated process that amends the document 
and automatically routes the document through to approval using the documents 
existing routing list. 

The Initiate Amendment feature enables the CBA Specialist to adjust ticket cost via the 
CBA module with no traveler interaction. For TMC fees or travel documents that have 
the same dollar value, but still require travel documents to be routed for approval, the 
Route for Approval feature is used. 

There are two methods for amending the travel document:  

• Initiate a CBA amendment from within the CBA module 
• Amend the document outside of the CBA module 

5.2.1.1 Initiate Amendment 
When DTS finds a trip document that corresponds to a CCV transaction, but there is 
a dollar amount mismatch between the trip document and the CCV, the Initiate 
Amendment button will be available to the CBA Specialist. The CBA Specialist must 
research and identify the correct information from the traveler or the TMC, and 
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then amend the travel document through the Initiate Amendment feature, so that 
the DTS invoice and travel document match.  
 
The Initiate Amendment feature should ONLY be used when reconciling refunds for 
which the debit has already been matched and paid.  This feature is available when 
DTS identifies a matching ticket number, but there is a dollar mismatch, due to 
addition restrictions this process places on an invoice. 

NOTE: When not reconciling refunds with a debit that has been matched and paid, 
you should amend the document manually outside of the CBA module, make 
changes to the ticket cost and route it for approval (Figure 5-9).  

Figure 5-9: Open Transaction Summary for Ticket Number (All Transactions) 
 

When comparing the Debit and the Credit for the same ticket number [this may apply to 
tickets with different ticket numbers as long as the general rule for the debit still applies] 
(Figure 5-9), the CBA Specialist can identify that the debit has been matched and paid as 
the Transaction Classification is equal to Matched Debit AND a Voucher number has been 
established indicating that this debit was included in the disbursement.  The corresponding 
Unmatched refund still needs to be matched for the travel document, and has not been 
updated. This is when the Initiate Amendment feature would be used in the CBA module. 
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The CBA Specialist confirms the debit has been matched and paid; therefore, the travel 
document must be updated to reflect either the partial or full refund. The CBA Specialist 
will use the Initiate Amendment to make this change.  The Initiate Amendment will be 
available on the Open Transaction Detail screen when the CBA Specialist attempts to 
reconcile the refund and identifies a dollar mismatch between the CCV and the travel 
document (Figure 5-10).   
 
NOTE: When the CBA Specialist reconciles the refund, the same ticket number needs to be 
used with the matched corresponding debit. 
 

 
Figure 5-10: Open Transaction Detail Screen (Initiate Amendment) 

Beginning on the Open Transaction Detail screen (Figure 5-10), use the following steps to 
initiate an amendment: 

1. Select Initiate Amendment. 
 

The Initiate Amendment screen opens (Figure 5-11). 
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Figure 5-11: Initiate Amendment Screen (Prior to Amendment) 

2. Enter the reason for the amendment in the Remarks text box and select Issue 
Amendment.  These comments are added to the travel document for any 
reviewing/approving officials to see for validation of the CBA amendment for 
routing purposes. 

The transaction status for the refund will change to Amendment Pending. DTS 
creates an amendment to the travel document with the ticket amount taken from 
the CCV invoice (netting the value between the debit and the credit transactions). 
The document will automatically route for review and approval; no signature from 
the traveler is required.  The transaction will remain in an un-editable status (there 
are no drop down options are available on the Transaction Status screen) (Figure 5-
12). 
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Figure 5-12: Initiate Amendment Screen (Post Amendment) 

The AO either approves or returns the amendment. 
 

• If the AO approves the amendment, the CBA module will change the transaction 
status to Matched automatically upon receipt of the Positive 
Acknowledgement/Paid stamp. 
 

• If the AO returns the amendment, the transaction status is changed to 
Amendment Returned and will remain unmatched. 

 
When the transaction status is Amendment Returned, the CBA Specialist will work with 
the AO to further research the issue. It may be necessary to change the status to Held to 
facilitate payment of the remaining transactions on the invoice. 

Recommended action when using Initiate Amendment: 

1) Do not select this action when you are processing an Original CCV Invoice – the 
Initiate Amendment process locks the CBA transaction until completely processed.   
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This restricts the invoice from being certified until the status updates to Matched.  
This action may delay the processing of your entire CBA invoice – so it is 
recommended to process these types of transactions on an Interim invoice. 
 

2) Do not use it to enter a new CBA ticketed transaction cost on a travel document 
(common mistake). 
 

3) If there are multiple tickets that require the use of Initiate Amendment – only do 
one process at a time. Allow the document to process through for approval and 
match the refund, before initiating a second amendment for a different ticket on a 
document with the same TANUM. 

 
4) Do not use this feature for debit adjustments to the travel document.  Instead 

manually amend the document and change the ticket cost. 
 

5) Always validate that the ticket number you are initiating the amendment for in the 
Ticket Pick list exists in the travel document. 

5.2.1.2 Document Amendments 
When there is a missing ticket number, missing TMC transaction fee, the value of 
the airline ticket is incorrect to match the Debit or the method of payment is 
incorrect in the travel document, the CBA Specialist will coordinate to amend the 
travel document to reflect the missing/incorrect ticket costs.  

The CBA Specialist will coordinate with the traveler or if the organization’s 
established internal business process allow/authorize the CBA Specialist to make the 
document changes for CBA Reconciliation, and routes them for approval using 
existing routing/approving officials.   

Recommendation: To ensure timely processing of CBA invoices, it is recommended 
that the CBA Specialist make any document changes for CBA Reconciliation and not 
defer to the traveler for changes. The CBA Specialist making the changes need to 
make sure that the data is entered correctly in the DTS document, that the 
document is coordinated with the Reviewing/Approving Officials, and there is 
limited delay in matching transaction so CBA Delinquencies do not become an issue 
(this occurs when depending on travelers to make the document changes).   
 

5.2.1.2.1 Route for Approval 
Like the Initiate Amendment button, the Route for Approval button is used to 
alert the AO that approval of a DTS ticket cost or a TMC transaction fee expense 
is required before payment can be made on a particular transaction on a DTS 
invoice.  The Route for Approval will be available when the following conditions 
are present: 

  



Chapter 5: Manual Reconciliation 

Centrally Billed Account (CBA) Reconciliation Manual, Version 4.0, Updated 12/15/2016 46 
This document is controlled and maintained on the www.defesnetravel.dod.mil website. Printed copies may be obsolete. 

Please check revision currency on the web prior to use. 

• There is an exact cost match between the DTS document data and the 
CCV transaction data  

• The transaction status is Unmatched 
• The DTS Authorization is in a CTO AMENDMENT status  

Examples for using the Route for Approval button are: 

• An amendment is made to the reservations in a DTS authorization that 
results in a cost increase of $250 (CTO Amendments less than $250 are 
approved automatically, if the organization has selected this option in 
the DTA Maintenance Tool). If the document has completed routing, it 
will not re-route to the AO for approval and will remain in the CTO 
AMENDMENT status. As a result, the CBA module cannot match the 
transaction because of the cost difference between the approved (and 
obligated) amount and the amount on the invoice. Route for Approval 
will display on the Open Transaction Detail screen because the ticket or 
fee information matches and the DTS document status is CTO 
AMENDMENT. The CBA Specialist uses this button to alert the AO that 
the cost increase must be approved. 
 

• Similar to the above, if the ticket cost is the same as the reservation 
cost, but a TMC fee amount was not re-routed for approval, the 
authorization will remain in CTO AMENDMENT status (Figure 5-13). 
Route for Approval will display on the Open Transaction Detail screen 
because the fee information matches and the DTS document status is 
CTO AMENDMENT. The CBA Specialist uses this button to alert the AO 
that the cost increase must be approved. 
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Figure 5-13: Open Transaction Detail Screen - Route for Approval Button 

1. Select Route for Approval.  
 
The Route for Approval screen opens (Figure 5-14).  
 

 
Figure 5-14: Route for Approval Screen 
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The Remarks text box auto-populates with the following message: 
“Approval of an increased CBA ticket cost and/or TMC fee expense is 
required for reconciliation and payment of the DTS invoice.” 
 

2. Select Route for Approval.  

DTS routes the authorization to the AO for approval and the Route for 
Approval Information screen opens (Figure 5-15). 

 
Figure 5-15: Route for Approval Information Screen 

This screen shows that the amendment message was sent to the AO for 
action. If the AO approves the DTS document (and sufficient funds are 
available in the DTS budget), the transaction will match automatically. If the 
AO stamps the document RETURNED or if there is not sufficient funding in 
the DTS budget, the CBA transaction classification will change from 
Unmatched Debit to Amendment Pending. 

Recommended action when using Route for Approval: 

• Do not apply when processing an Original CCV Invoice – as the 
Route for Approval process locks the CBA transaction until 
completely processed, it could delay the processing of your entire 
CBA invoice.  Recommend to process these types of transactions on 
an Interim invoice. 
 

• If there are multiple tickets that require Route for Approval – only 
use the Route for Approval for one transaction; do not initiate when 
there are multiple tickets on a DTS document for same TANUM.  
Example:  A travel authorization is at CTO Amendment and reflects 
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an exact match for the airline ticket and CTO Fee which are on the 
CCV invoice.  Both the CTO Fee and the Airline ticket are unmatched 
with the option to Route for Approval for both transactions.  Only 
use the Route for Approval for one of the transactions.  This action 
will create the amendment that the CBA Specialist needs for both 
transactions.  This will eliminate any processing problems that could 
lead to a Travel Assistance Center (TAC) Help Desk Ticket. 
 

• Recommend action is to amend the travel document manually 
instead of using the Route for Approval due to this action locking up 
the transaction and invoice until the travel document is approved by 
the AO.  There are scenarios where due to limitations that an 
organization has placed on the CBA Specialist; they are not able to 
manually amend travel document and in this case the Route for 
Approval is very beneficial as you can make the change without the 
traveler assistance.  In organizations that allow you to make these 
changes for CBA Reconciliation – to avoid transactions that must 
process through the Route for Approval to match and avoid invoices 
that can’t be certified until that transaction is matched – use of the 
manual amendment is definitely preferred. 
 

5.2.2 Manual Advance Credit 

If the traveler received a credit for a ticket that is recorded in the travel document but 
not recorded in the CCV invoice, then the dollar amount of the CCV ticket will not 
match. This scenario can occur when a traveler receives a credit on a ticket at the 
terminal and the traveler has already made adjustments to the DTS travel document to 
reflect the net value of the ticket cost (difference between the debit and credit). 
 
Recording a Manual Advance Credit transaction allows the amount reflected in the DTS 
travel document to be acknowledged and certified for payment; but the remaining 
difference between the CCV invoice and the DTS travel record is not paid.    

Before applying a Manual Advance Credit the CBA Specialist should validate that a 
partial or full refund has been processed and is pending upon receipt of the next 
month’s CCV invoice.  Once an invoice has been certified, the CBA Specialist cannot 
change a transaction status and if an error has been made, then the CBA Specialist will 
need to work the payment of that debit manually through their vendor pay system. 

Beginning on the Open Transaction Detail screen (Figure 5-16), follow the below steps: 
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Figure 5-16: Open Transaction Detail screen (Manual Advanced Credit) 

1. Select the Transaction Status drop-down arrow and choose Manual 
Advanced Credit. 
 

2. Type justification in the Remarks box. 
 

3. Select Save. 

This will allow the dollar amount reflected in the trip document to be acknowledged and 
certified for payment. The difference between the CCV transaction and the travel 
document is treated as an Advance Credit, the same way a charge would be for a 
cancelled ticket. (See Section 4.5 for more information). 
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5.2.3 Reconciliation of Transactions 
DTS CBA Reconciliation module enables two methods for reconciliation of CCV 
transactions on the Open Transaction Detail Screen: 

• Reconcile by TANUM 
• Reconcile by ticket number 

5.2.3.1 Reconciling by TANUM 
Beginning on the Open Transaction Detail screen (Figure 5-17), follow the below 
steps to reconcile the invoice by TANUM: 
 

1. Enter the TANUM in the space provide in the corresponding trip that 
the CBA Specialist is attempting to reconcile the transactions against. 
 

2. Select Reconcile by TANUM. 
 

 
Figure 5-17: Open Transaction Detail Screen (Reconcile TANUM) 

The Ticket List screen appears and will display ALL airline tickets that are 
or have been associated with the corresponding TANUM (Figure 5-18). 
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Figure 5-18: Ticket List Screen 

3. Select the correct ticket in the Ticket # column to proceed with 
reconciliation. 

Note: This list will include all tickets that have been associated to the 
travel document, regardless of whether or not the ticket is still active in 
the current travel document. 

If the ticket is currently associated to the most current version of a 
travel document for that TANUM, the Open Transaction Detail screen 
will update with the current status of the transaction. 

5.2.3.2 Reconciling by Ticket Number 

Beginning on the Open Transaction Detail screen (Figure 5-19), follow the below 
steps to reconcile the invoice by ticket number:  
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Figure 5-19: Open Transaction Detail Screen (Reconcile by Ticket) 

 
1. Enter the correct Ticket Number (this must be the exact ticket number 

that appears in the DTS travel document). In this example; the ticket 
number on the CCV invoice (0167564328416) is slightly different than 
the ticket number in the DTS travel document (0167564328416/17). 
 

2. Select Reconcile by Ticket.   

The Open Transaction Detail screen updates (Figure 5-20).  In this 
example, there are no updates to the travel document and it still 
remains unmatched due to the CTO Amendment stamp on the travel 
authorization. This document either needs to be manually amended to 
route for approval OR the CBA Specialist can use the Route for Approval 
function. 
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Figure 5-20: Open Transactions Detail screen 

5.2.4 Held Transactions 

In some cases, a transaction cannot be matched immediately. These transactions 
require additional research before resolution. The CBA Specialist may classify these 
transactions as Held. The CBA Specialist can then certify the remaining matched 
transactions on the invoice in a timely manner increasing CBA rebates for the 
organization. 

After a Held transaction has been resolved, it must be placed on either the current 
invoice (if it is open – i.e. hasn’t been certified) or to an interim invoice so that the 
transaction(s) can be processed. Interim invoices are partial invoices that are made up 
of transactions that have previously been placed in Held status.  This is a process that 
the CBA Specialist has to manually do (DTS does not do it automatically). 

5.2.4.1 Placing a Transaction in Held Status 

Beginning on the Open Transaction Detail screen (Figure 5-21), follow the 
below steps to place a transaction in a Held status:  
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Figure 5-21: Open Transaction Detail Screen - Held Transaction Status 

1. Select Held from the Transaction Status drop-down list. 
  

2. Type the justification in the Remarks box.  These remarks become a 
permanent part of the record even once they are pulled out of Held. 
  

3. Select Save 
 

The screen will refresh and the Held transaction will still be part of the invoice, 
but the transaction status has been changed to Held; which means it will be 
removed from the invoice once it’s been acknowledged. The updated 
Transaction Classification reflects Transaction Held (Figure 5-22). 
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Figure 5-22: Open Transaction Detail Screen (Held Status Confirmed) 

5.2.4.2 Releasing a Held Transaction 

Once a Held transaction has been updated and all necessary travel document 
changes have been processed, the CBA Specialist must release the transaction 
that was Held and place it on an open invoice. 

To release a transaction from a Held status, start on the CBA Navigation Bar 
(Figure 5-23). 

1. Select Held from the Transactions drop down list. 
 

 
Figure 5-23: Transactions Drop Down List – Held 

 
The screen refreshes, and the Held Transaction Summary screen opens 
(Figure 5-24) 
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Figure 5-24: Held Transaction Summary Screen 

2. Select the CBA Transaction Account Number.   
 
If the CBA Specialist is responsible for multiple CBA accounts, the CBA 
Specialist must select the correct CBA Transactions Account Number. If 
the CBA Specialist is only assigned to one account, the account number 
will display by default. 
 

3. Select the PPA Start Date from the drop-down list.  
 
The CBA Specialist must select the PPA Start Date for the transaction 
taken from Held. Each held transaction will be identified by the PPA 
date that was associated to the transaction received from the CCV.  If 
multiple transactions have been held from multiple CCV invoices, the 
CBA Specialist will see multiple invoices to select from. 
 

4. Select Refresh Summary. 
 
The Held Transaction Summary screen will refresh. (Figure 5-25). 
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 Figure 5-25: Held Transaction Summary Screen 

 
5. Select Add to Current Invoice (if available) or Create Interim Invoice 

(Figure 5-25).   
 
Add to Current Invoice – this button is available if a current open 
invoice bears the same Prompt Payment Act date and the account 
number as the transation being released.  All held transactions showing 
on the screen will be added to the current invoice. 
 
Create Intermin Invoice – this option is available when no invoice is 
currently open with that same Prompt Payment Act date.  All held 
transactions showing on the screen will be added to a newly-created 
Interim Invoice.  The invoice wiil appear as  unmatched on the Open 
Invoices screen  and is handled as any unmatched invoices. 
 
Once transactions have been added to either the current invoice or an 
interim invoice, a message displays providing the new invoice number if 
an interim invoice was created or the current invoice number. This 
message confirms that the transactions have been added for 
reconciliation (Figure 5-27). 
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 Figure 5-27 Held Transaction Summary Screen 

 
Released transactions are placed on the invoice in the status, 
classification and, if unmatched, reason codes which were obtained 
before they were placed in held status. 
 

NOTE: A few recommended guidelines for Held transactions: 
 

1) DTS allows up to 27 interim invoices be created for each individual PPA 
period.  This is a result of the methodology based on how DTS creates 
interim invoices using the Invoice Create Date.  As a result, organizations 
that have a high volume need to take this into consideration that they don’t 
leave any transactions in a Held status following the certification of their 
27th interim invoice.  They will not be able to retrieve any held transactions 
to create a 28th invoice and these remaining transactions must be manually 
reconciled outside of DTS. 

2) Out of sight – Out of mind.  That’s the thought for Held transaction as they 
can easily become delinquencies as individuals forget that they are there.  A 
general rule of thumb is as soon as an invoice is certified – immediately 
create new interim invoice with the remaining held transactions for that 
PPA date.  The new interim invoices are back on your radar by viewing the 
Open Invoice Summary Screen. 

 
5.2.5 Disputing a Transaction 

The CBA Specialist will mark a transaction for dispute if they cannot validate the 
transaction is valid. CBA Specialists should only apply the Dispute status after exhausting 
all other methods to reconcile the transaction. A CBA Specialist has 60 days from the 
invoice receipt date to dispute a transaction with the CCV. By placing the transaction in 
a Dispute status in DTS, this only results in removing the transaction from the invoice for 
processing. The actual dispute process with the CCV is offline and must be coordinated 
directly with the CCV.   
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Below are reasons to apply Dispute to a transaction: 

• The CBA Specialist does not recognize the charge; and cannot match it to any 
DTS record. 

• The charge listed is not a valid charge for the traveler’s account. 

• The charge is a duplicate of a previous transaction.  

• The offsetting refund transaction against Prompt Pay Act Interest (which will 
eventually be closed). 

Beginning on the Open Transaction Detail screen (Figure 5-28), follow the below steps 
to apply Dispute to a transaction: 

 
Figure 5-28: Open Transaction Detail Screen 

1. Select the Dispute from the Transaction Status drop-down list. 
 
A notification message will be presented to the CBA Specialist that they need to 
agree with in order to proceed.  This notification indicates that the actual Dispute 
process with the CCV is handled outside of DTS and is not system generated due to 
changing of the transaction status to Dispute (Figure 5-29). 
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Figure 5-29: Dispute Message from DTS 

 
2. Select OK to proceed. 

 
The screen refreshes. The Open Transaction Detail Screen opens and the 
Transaction Status reflects Disputed. The CBA Specialist is required to enter 
information in the Remarks box prior to saving. (Figure 5-30). 
 

 
Figure 5-30: Open Transaction Detail Screen (Dispute) 

 
3. Enter the reason for the transaction dispute in the Remarks box.  

 
4. Select Save. 

 
Use the Citi Form for disputes or billing inquiries with Citi. The form is found on the 
Disputed Transaction Summary screen (Figure 5-31). 
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Figure 5-31: Disputed Transaction Summary screen 

To access the form: 
 

1. Select Disputed from Transactions drop down list.  
 

2. Select Citi Dispute Form (Note the BoA form is still available – Do NOT 
Select) 

 
A disputed transaction will remain on the invoice until the invoice is acknowledged. 
When the invoice is acknowledged, all disputed transactions are removed 
automatically. Once the disputed transaction is removed from the invoice, the 
invoice will be processed normally, and all matched transactions will be certified for 
payment.  

There are two possible outcomes that will settle a disputed transaction: 

• If the bank holds that the transaction is invalid, a provisional credit will be 
applied to the GTCC. 

• If the bank holds that the transaction is valid, the amount will be charged by 
the bank and the transaction will appear on the next CCV invoice.  

Once the dispute is settled, the CBA Specialist will manually change the transaction 
status from Dispute to Closed. 

If the CBA Specialist places a transaction into a Dispute status in error, the CBA 
Specialist will update the status of the transaction on the Open Transaction Detail 
screen of the ticket and change the transaction status from Dispute to Held.  From 
Held the CBA Specialist can then place the transaction back on an active open 
invoice. 
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5.2.5.1 Placing Dispute Transactions in Closed Status 

Only transactions in a Dispute status may have the Closed status applied. Once a 
dispute has been settled, the CBA Specialist removes the transaction from the 
Dispute status by applying the Closed status. Closed transactions are recorded, 
and no further action is needed.  By closing the Disputed transactions, this 
provides an easy way of tracking the unresolved Disputed transactions with the 
CCV. 
 
Beginning on the Disputed Transaction Detail screen, follow the below steps to 
place a transaction in a Closed status: 

1. Select Closed from the Transaction Status drop-down list (Figure 5-32). 

 
Figure 5-32: Disputed Transaction Detail screen 

2. Type the justification in the Remarks box. The remarks justifying the 
closure will be added to, and will not overwrite, the remarks justifying 
the dispute. 

 
3. Select Save.  

The Disputed Transaction Detail screen refreshes, showing that the 
transaction is closed (Figure 5-33).  
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Figure 5-33: Disputed Transaction Detail screen (Closed confirmation) 

The transaction is kept on record. If a closed transaction needs to be 
reopened for any reason, the CBA Specialist may change the transaction 
status at that time. 

5.2.6 PPA Interest and Interest Transactions 

When a CBA invoice is certified, the organization’s Vendor Pay, upon receipt of the 
invoice, will determine if any PPA is due based on the PPA date shown on the CBA 
invoice.  CBA’s by DoD Task Order contract requirements have a payment due date of 
net 30 days from receipt of the invoice.  If interest is due, the Vendor Pay will calculate 
the interest owed and add it to the value of what was previously certified by the CBA 
Specialist and disburse this value to the CCV. 
 
Previous payments made to satisfy the Prompt Pay Act (PPA) interest charges will 
appear on the CCV invoice as a debit transaction(s).  The CCV will also submit an off-
setting credit transaction for the same dollar value as the debit transaction. 
 
By assigning the PPA Interest status, the transaction is acknowledged, but is removed 
from the invoice when the DTS invoice is certified for payment. No further action is 
required on a PPA Interest transaction.  
 
A PPA Interest transaction is assigned if both of the below statements are true: 
 

• The transaction is a debit transaction. 
• The CCV ticket number consists of only zeros. 
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You can identify PPA interest easily on your CCV. Sort the CCV invoice by dollar amount, 
then identify whether any transactions match the above criteria (Figure 5-34).  PPA 
Interest classification will only be assigned to the Debit transaction.  (Sections 5.2.5 and 
5.2.6). 
 

 
Figure 5-34: CCV Invoice Screen 

 
Beginning on the Open Transaction Detail screen (Figure 5-35), follow the below steps to 
assign the PPA Interest status to a transaction: 

 

 
Figure 5-35: Open Transaction Detail Screen - PPA Interest (Debit Transaction) 

 
1. Select PPA Interest from the Transaction Status drop down box.  

2. Type the justification in the Remarks box.  

3. Select Save. 
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This action removes the transaction from the invoice. The transaction is only visible if 
the CBA Search function is used to search for PPA Interest Transactions.  

NOTE:  Offsetting Refund transactions for PPA - Because the PPA Interest transaction is 
billed on the CCV Invoice, the CCV will assign a corresponding credit transaction to 
offset the PPA debit transaction. Because the organization has already paid the debit 
transaction as part of a previous transaction, the credit transaction for the amount 
equal to the debt will be included on the CCV invoice. The DTS CBA module will not 
allow a credit transaction to be given a status of PPA Interest. This transaction must be 
assigned with a Dispute status and then assigned Closed with comments in the Remarks 
box indicating PPA. No further action is needed (see Sections 5.2.5 and 5.2.6 for further 
information). 
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Chapter 6: Invoices 
Once all transactions are marked as resolved (i.e., Matched, Held, Suspended, Disputed, Closed, or 
assigned PPA Interest), the DTS invoice has completed reconciliation. Upon resolution of the last 
transaction in the invoice, the CBA Module will ensure that the final DTS invoice is in balance. Once all 
invoices pass the back-end system audit checks, the system will move the invoice from an invoice status 
of Reconciliation Complete to Ready for Acknowledgement. Acknowledgement means that the DTS 
invoice is placed in the official record, and establishes an audit trail. Even invoices that contain no 
transactions that are certifiable for payment are acknowledged for record keeping purposes. 

6.1 Acknowledging an Invoice 
The Open Invoices Summary screen allows CBA Specialist to review the invoice under the 
Awaiting Acknowledgement folder. From this screen the CBA Specialist can either select the 
View link to review the Invoice Summary or the Acknowledge link. 

Follow the below steps to acknowledge an invoice: 

1. Select Acknowledge next to the appropriate invoice listed in the Awaiting 
Acknowledgement section (Figure 6-1). 

 
Figure 6-1: Open Invoice Summary Screen 

The Awaiting Acknowledgement Invoice screen opens (Figure 6-2). 
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Figure 6-2: Awaiting Acknowledgement Invoice Screen 

2. Select Acknowledge Invoice. 
 
If the invoice has no transactions certifiable for payment, it will be automatically be 
archived. The invoice does not require certification, no further action is required. 
 
If the invoice has transactions that are certifiable for payment, the acknowledged 
invoice will move to Awaiting Certification, and the below information message is 
displayed. 
 
“I acknowledge that this invoice is correct, has been fully reconciled, and is ready to be 
certified for payment and/or submitted to the DTS archive.” 
 

3. Select OK. 
 
The below pop-up message displays and asks if the CBA Specialist would like to proceed 
to Certification of the invoice. 
 
“Would you like to proceed with Certification of the invoice? Select OK or Cancel. 
 
Note: There is no permission level distinction in the CBA module between a CBA 
Specialist who assists with CBA reconciliation and a CBA Specialist who can certify an 
invoice. It is up to the individual to ensure they only perform the actions that are 
authorized from a certification perspective. 
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If the CBA Specialist is ONLY responsible for reconciliation, the CBA Specialist would 
select Cancel; the Open Invoices Summary screen refreshes and shows the invoice in an 
Awaiting Certification summary (Figure 6-3). 

 

 
Figure 6-3: Open Invoice Summary (Awaiting Certification) 

 
If the CBA Specialist is responsible for reconciliation and certification, the CBA Specialist 
will select OK to move to certification (Figure 6-4). 

 

 
Figure 6-4: Awaiting Certification Screen 

 
The invoice is now ready to be certified for payment. Invoices should be processed 
immediately to avoid liability for PPA interest. 
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6.2 Certifying an Invoice 
Once a DTS invoice is acknowledged, the invoice is then placed in an Awaiting Certification 
status. The invoice is now ready to be certified for payment. Only transactions that are certified 
as valid for payment appear on the certified invoice. 
 
Only CBA Specialists that been appointed in writing and designated to certify the invoice can 
apply the Certify stamp on the invoice. 
 
Follow the below steps to certify an invoice for payment: 
 

1. Beginning on the Open Invoice Summary screen (Figure 6-5), select Certify next to the 
appropriate invoice. 
 

 
Figure 6-5: Open Invoice Summary (Awaiting Certification) 

 
A final edit check to determine if the invoice has a positive or negative balance (Carry 
Over) invoice should be done. If the invoice has a positive balance, the certification legal 
notice will be presented to the certifier. 
 

2. The screen refreshes, and the Certifying Legal Notification regarding certification is 
provided (Figure 6-6). 
 

 
Figure 6-6: Certifier Legal Notification Message 

 
3. Select OK to continue with certification. 
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4. Enter your CAC PIN to continue with the certification process. 
 

The Certified Invoice screen opens (Figure 6-7). 
 

 
Figure 6-7: Certified Invoice Screen 

 
After the invoice has been certified, the invoice will no longer be viewable on the Open 
Invoice Summary Screen.  Invoices must be viewed by using the CBA Search function, 
checking the Invoice Status next to the corresponding invoice (Figure 6-8). 
 



Chapter 6: Invoices 

Centrally Billed Account (CBA) Reconciliation Manual, Version 4.0, Updated 12/15/2016 72 
This document is controlled and maintained on the www.defesnetravel.dod.mil website. Printed copies may be obsolete. 

Please check revision currency on the web prior to use. 

 
Figure 6-8: Invoice Status History Screen 

 
Once an invoice is certified, the financial transactions are routed to the vendor pay 
system for processing. 
 

6.3 Locked and Carry Over Invoices 

During the certification process, the CBA Module will determine if there is a positive or negative 
balance due on the invoice. This determines if the invoice will be forwarded to the Vendor Pay 
system for processing or if the invoice needs to process on a future invoice due to the credit 
balance of the invoice. 
 
If the invoice contains a negative balance (more credits than debits), the module will 
automatically lock the invoice and place it on a Carried Over status (Figure 6-9). As a negative 
invoice cannot be forwarded to Vendor Pay for processing, the invoice will be held temporarily 
until it can be added automatically to the next invoice that is certified for payment. 
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Figure 6-9: Invoice Summary Screen (Carried Over) 

 
6.4 Rejected Invoices 

Once a CBA invoice has been certified the transactions are forwarded to Vendor Pay for 
processing. Depending on the Vendor Pay System that is used, (i.e., GFEBS, GAFS, CAPSW, 
OnePay), the invoice should pass a specific set of edit criteria. If the invoice does not pass the 
edit check, the Vendor Pay may reject the invoice back to DTS. If the invoice is rejected, an email 
is sent to the CBA Specialists assigned to the account providing notification of the reject. The 
rejected invoice is located in the Reject folder on the Open Invoice Summary screen (Figure 6-
10).  The invoice will be in an un-editable status while in a rejected status. 
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Figure 6-10: Open Invoice Summary Screen – Rejected Invoices 

 
To remove an invoice from the Reject Invoices folder, select Unmatch next to the rejected 
invoice. The invoice is now available in the Unmatched Invoices folder, for action by the CBA 
Specialist and is now editable in order for the site to make the necessary TANUM corrections so 
the invoice can be re-certified. 
 
6.5 Invoice Status 

The CBA Reconciliation Module has two types of invoices (Figure 6-12). 

• Original CCV Invoice 

The original CCV invoice is received monthly from the CCV. This invoice will have a blue 
invoice number with a hyperlink that opens the original invoice. Once the CBA Specialist 
selects the invoice number, details for the invoice are available for review and printing. 
The opened invoice can be sorted by any header column that has blue active links 
(Figure 6-11). 
 
For information on the CCV Invoice Screen Elements, refer to Table 6-1. 
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Figure 6-11: Original CCV Invoice 

 
Table 6-1: CCV Invoice Screen Elements 

TRANSACTION SUMMARY SCREEN ELEMENTS 
Label Description 

Screen Header Items 
CBA Transaction Account # Displays the CBA transaction account number 
CCV Invoice # Displays the CCV invoice number  
Invoice Period Start First day of the billing cycle 
Invoice Period End Last day of the billing cycle 
Invoice Creation Date Date that CCV creates the invoice 
Trading Partner Name CCV customer name 

Table Columns 
Type Indicates Dr (debit), Cr (credit), or Pymt (payment) 

Ticket # Transportation charge or flight ticket number (used for 
reconciliation 

Vendor Account # CCV account number (reference number) 
Trans Date Date the transaction was charged to CBA transaction account 
Traveler Name Last name and first initial of traveler 
Reference # Transaction reference number assigned by CCV 
SCC Source Currency Code 
BCC Billing Currency Code 
Source Amt Source current amount 

Conv. Rate  Conversion rate as of the date the transaction was charged 
to CBA 

Billing Amt Fee billed by CCV 
Screen Footer Items 

Previous Balance Previous invoice balance at the end of the billing cycle 
New Balance New invoice balance at the end of the current billing cycle 
Close Window Used to close the screen 
Print CCV Invoice Prints a copy of the CCV invoice 
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• Interim Invoice 

An interim invoice is a partial invoice that includes transactions that have been held 
from an original CCV invoice or follow-on interim invoices, and has been released for 
processing on a new invoice. The interim invoice number will always start with an “I” 
(Figure 6-12). 

 

 
Figure 6-12: Invoice Summary Screen – Interim Invoice Numbers 

 
Based how invoice create dates are established for interim invoices, only 27 interim 
invoices can be created from an original invoice. All transactions must be processed by 
the time the 27th interim invoice is certified. Once the CBA Specialist has used all 27 
interim invoices and if transactions remain in a Held status, the system will not allow 
those transactions to be pulled from Held. The CBA Specialist must coordinate with 
Vendor Pay and process the remaining transactions manually. 
 
Additional information regarding the invoice is found from the Invoice Summary screen 
by selecting Invoice Status History screen (Figure 6-13). 
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Figure 6-13: Invoice Status History Screen 

 
The Invoice Status History screen provides an audit trail of the invoice from receipt to 
archiving. Refer to Table 6-2 for a complete list of invoice statuses. It is important that 
the CBA Specialist monitor the invoice status and if necessary contact the TAC or their 
Vendor Pay POC  if they notice any anomalies regarding invoice status (i.e., Invoice has 
been certified and the Paid stamp has not been applied, monthly CCV invoices have not 
been received). 
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Table 6-2: Invoice Statuses 
INVOICE STATUSES 

Invoice Status Description 

Received from CCV Received from the credit card vendor and is creating the DTS 
invoice. 

Auto Reconciled Process that reconciles all the line items on the CCV invoice.  
Reconciliation 
Complete 

All transactions on the current invoice have been resolved 
(matched, suspended, held, disputed or closed) 

Ready for 
Acknowledgement Invoice is ready to be acknowledge by the CBA Specialist 

Ready for 
Certification The invoice is ready for certification by the CBA Specialist 

Invoice Certified The DTS invoice is certified for payment by the CBA Specialist 
Sent to GEX The invoice has been sent to GEX/DADS for payment 
DADS Paid Positive response from the accounting system  
Archive Submitted The invoice has been sent to DMDC to be placed in the archive 

Archive Accepted Positive response from DMDC after invoice has successfully been 
placed in archive 

GEX Translation 
Failure 

Response sent by the Global Exchange (GEX) indicating a 
translation failure 

DADS Rejected Negative response sent by DADS, indicating that the invoice that 
was sent for payment was rejected 

Archive Rejected Response sent by DMDC indicating that an archive request was 
rejected 

Archive Rejection 
Failure 

Response sent by DMDC indicating that an archive was rejected 
due to a translation failure 

Locked All transactions on the invoice are matched and it has a negative 
balance 

Carried Over Invoice with negative balance has been carried over to an 
invoice with a positive balance 
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Chapter 7: Credit Transactions 
There are different types of credit transactions that are received on a CCV. These credit transactions fall 
into four categories: 

• Suspended Transactions 
• Unmatched Refunds (Credits) 
• Consolidated Credits 

o Wash Debits and Wash Credits 
o Netted Debit transactions 

• Advance Credits/Previously Applied Credits 

7.1 Suspended Transactions 

DTS automatically places certain credit transactions in a suspended status during auto-
reconciliation. Suspended transactions are pending a payment of a related debit transaction 
before the credit can be processed. For a debit transaction that has been certified for payment, 
DTS requires payment confirmation of the debit transactions before it will process a 
corresponding credit. This happens because the government will not accept a credit for 
something it has not yet been paid for. DTS will mark the credit transaction as Suspended and 
remove it from the DTS invoice. This action allows the remaining matched transactions on the 
invoice to process without delay. 

Suspended transactions are released automatically into the current DTS invoice when the 
corresponding debt is paid (i.e., Advice of Payment received for the debit transaction). The 
transaction will be updated to reflect a status of Unmatched Refund and should be reconciled 
manually. 

There are three classifications that apply to Suspended transactions (Figure 7-1):  

• Pending Fee Credit 
• Pending Credit 
• Pending Refund 

 
Figure 7-1: Suspended Transaction Classifications 
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The CBA Specialist can view the details of Suspended transactions and update the status of a 
transaction to Held, Disputed, or Unmatched, if necessary. 
 

7.1.1 Viewing and Updating Suspended Transactions 

Follow the below steps to view and update a Suspended transaction: 
 

1. Beginning on the Suspended Transaction Summary screen (Figure 7-2), select 
the Ticket #. 
 

 
Figure 7-2: Suspended Transaction Summary Screen 

 
The Suspended Transaction Detail screen opens (Figure 7-3). 
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Figure 7-3: Suspended Transaction Detail Screen 

 
 

2. Select the Transaction Status drop down arrow and select Unmatched.   

If no update is needed, view the transaction and skip to step 5. 

Note: For Pending Refund transactions, the change of status from Suspended to 
Unmatched is not allowed if either of the below statements is true: 

• There is no open invoice under the same CBA number. 
• The associated debt transaction has not been paid (no receipt of the 

Paid stamp for the debit). 
 

3. Type comments in the Remarks field to explain the change. 
 

4. Select Save. 
 

5. Select Return to Previous Screen to return to the Suspended Transaction 
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Summary screen. 

7.2 Unmatched Refunds 

If a debit CBA transaction has been paid, and a credit appears on a future invoice, the credit 
transaction will be classified as an Unmatched Refund (Figure 7-4). In order to match an 
Unmatched Refund transaction, the travel document must be reduced to reflect the net 
amount of the debit and credit transactions. For example, if the original ticket was matched for 
$100 and there was a full refund of $100, the net cost of the ticket would be $0.00. The same is 
true for a partial refund; the new cost of the ticket must reflect the net value (i.e., $100.00 debit 
matched and paid and a partial refund of $25.00 received, the net value of the ticket would be 
$75.00).  

 
Figure 7-4: Transaction Summary – Unmatched Refund Transaction 

 
Note: The voucher number on the Matched Debit provides validation that the Advice of 
Payment (AOP)/Paid Stamp has been received on the corresponding debit. 
 
In order to amend the travel document to reflect the net value of the ticket, follow the steps to 
update the status of the Unmatched Refund, then select the Initiate Amendment button 
(Figure 7-5), so DTS will process the CBA Refund Amendment. 
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Figure 7-5: Open Transaction Summary – Unmatched Refund 

 
After approval of the Refund Amendment and the successful Positive Acknowledgement from 
the accounting system in the document, the transaction can be classified as a Matched Refund. 
 
Note: Please check with your Service CBA DTA on the use of the Initiate Amendment feature to 
resolve Unmatched Refunds, as they could have a manual work around in place (i.e.  Navy).   
 
7.3 Consolidated Transactions 

If more than one transaction is associated with the same ticket number on the same invoice, 
these transactions are grouped with each other and are referred to as consolidated 
transactions.   

7.3.1 Netted Debits 

When a debit and a credit are received on the same CCV invoice, and the amount does 
not add to zero, DTS consolidates the transactions into one netted transaction (Figure 7-
6).  
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Figure 7-6: Transaction Summary Screen – Netted Debit 

 
The debit will be locked as the credit transaction is processed normally. This implies that 
the credit is worked first in order to automatically match the debit (i.e., the debit has 
not already been matched and paid).  When the transaction is matched it will be 
consolidated into a single transaction during certification. This creates efficiency by 
enabling the processing and payment of invoices using a fewer number of transactions; 
which leads to lower DFAS cost for CBA processing. 
 
To match the netted debit, the travel document will need to be updated to reflect the 
net value of the debit and the credit transactions. Once the travel document has been 
updated to reflect the net value of the consolidated transactions, has been approved 
and the POSACK stamp has been received, then the refund transaction can be matched.  
Once the refund is matched, the debit will automatically be matched as well by default. 
 
Note:  
Many times the traveler has not updated their travel document to reflect the net value 
of the ticket so the debit will be matched to the full debit.  The CBA Specialist should 
unmatch the debit to avoid paying the full value of the debit in error.  The travel 
document should be amended to reflect the net value of the ticket and then the refund 
reconciled again at which time the debit and credit will match as a netted debit. 
 
To unlock the debit, the CBA Specialist needs to place the credit in a Held status. If the 
Debit and Credit transactions are separated due to being placed in a Held status and put 
on different invoices (i.e., both the debit/credit are no longer on the same invoice 
together), the ability to match as a netted debt transaction is no longer an option.  The 
debit transaction will need to be matched and paid. When the AOP is received on the 
debit, the refund can be processed. 
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By selecting the Group Detail link, the CBA Specialist can see the grouped transactions 
in the Consolidated Transaction (Figure 7-7). 
 

 
Figure 7-7: Consolidated Transaction – Netted Debit 

 
7.3.2 Wash Debits and Wash Credits 

When a debit and a refund credit are received on the same invoice, for the same ticket 
number, and the net amount equals zero, DTS consolidates the transactions into one 
netted transaction, which is classified as a Wash Debit/Wash Credit. Since the credit 
refund cancels out the debit, the transaction is acknowledged, but not certified, and 
cannot be sent to the vendor pay system. 
 
In order for the transactions to match as a Wash Debit/Wash Credit (Figure 7-8), the 
travel document must reflect the net value of the transaction and the below statements 
must be true: 
 

• The debit and the refund credit were received on the same invoice for the same 
CBA ticket. 

• The amounts equal zero. 
• The corresponding DTS ticket has been cancelled. 
• The debit and credit transactions have been matched to a DTS record. 
• The debit has not been previously matched/paid 
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Figure 7-8: Transaction Summary – Wash Debit/Wash Credit screen 

 
DTS classifies the consolidated transactions as a Wash Debit for the debit, and Wash 
Credit for the credit. In this way, the status of a charge that was credited immediately on 
the same invoice is tracked. Wash Debits and Wash Credits are marked as matched.  
 
In many instances, due to traveler actions, system issues or TMC updates to the DTS 
travel document, the ticket that the CBA Specialist is attempting to match as a wash 
transaction has been removed from the document. In those cases, if the ticket has been 
removed and is no longer included in the obligation for the TANUM in the system, it is 
an acceptable work around to manually Dispute and Close both the debit and credit 
transactions that would have been matched as a wash transaction. This must only be 
done after verifying that the ticket has been removed from the travel document AND 
the tickets are longer obligated. 
 

7.4 Advanced Credits and Previously Applied Credits 

If the CBA invoice includes a debit transaction that corresponds to a matching travel document 
or ticket number that was stamped Cancelled or CTO Cancelled in DTS, the CBA module will 
classify the debit transaction as an Advance Credit. The debit will not be paid on the certified 
invoice. When the credit appears on a future invoice, the CBA module will recognize that the 
debit was already deducted from the earlier invoice and will classify the credit transaction as 
Previously Applied Credit. It does not deduct the credit from the certified invoice (Figure 7-9). 
 
Note: With restricted fares now in DTS, the CBA Specialist must be very careful when matching 
to Advance Credit.  Some fares only provide a partial refund or no refund.  Always validate that a 
full refund is being received prior to applying the Advance Credit classification.  An invoice that 
has been certified with an Advance Credit transaction cannot be undone.  If an error is made, 
the site will need to pay that transaction manually through their Vendor Pay.  An acceptable 
standard operating procedure established for Advance Credits is  to hold transactions that 
match as an Advance Credit and when the corresponding refund is received then Dispute/Close 
both the debit/credit as a wash. 
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Figure 7-9: Transaction Summary – Advance Credit and Previously Applied Credit 

 
7.4.1 Manual Advance Credits 

The CBA Specialist has the ability to apply a Manual Advance Credit (Figure 7-10). In 
cases when the traveler has reduced the amount of the ticket in their travel document 
based on the receipt of the credit due to the ticket exchange at the airport. In this case, 
the original amount of the ticket will be reflected on the CBA invoice, but will be 
unmatched to the reduced amount indicated on the travel document. The CBA Specialist 
should verify that the credit from the CCV is pending and then select the transaction 
status of Manual Advance Credit. This will result in a reduced payment to the CCV. 
When the true credit is received on a future CBA invoice, the CBA Specialist will apply a 
Manual Previous Applied Credit transaction status to indicate that the credit was 
already applied to a previous invoice. The credit amount will not be deducted from the 
payment to the CCV. 
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Figure 7-10: Transaction Summary – Manual Advance Credit and Manual Previously Applied Credit 

 
Note: The CBA Specialist should ALWAYS validate any transaction that matches to 
Advance Credit or Manual Advance Credit PRIOR to acknowledgement of the invoice. In 
some instances due to travel errors, TMC errors returning a CTO Cancelled status, use of 
restricted fares in DTS, ticketing using foreign currency, a transaction will match as an 
Advance Credit and it should not be. CBA Specialists should ALWAYS validate that a full 
refund will be received prior to matching an Advance Credit transaction. Pending 
refunds can be validated through CitiDirect® by reviewing the unbilled transactions on 
the CBA transaction account number. 
 
If a transaction is matched in error as an Advance Credit on an unmatched invoice, it 
cannot be undone and must be processed manually through Vendor Pay. 
 
If the CBA Specialist finds that a transaction is matched as an Advance Credit on an 
unmatched invoice and there is a payment due to the CCV, the transaction must be 
unmatched as Advance Credit. The existing ticket will need to be removed from the 
current travel document, and a new travel authorization for 12 hours or less needs to be 
created using the same dates that were in the existing travel document. Once the new 
travel document has been APPROVED, the CBA Specialist can match the transaction 
using the new TANUM. 
 
Some services have elected not to take advance credits in the CBA Module, check with 
your CBA DTA for guidance. 
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7.5 Unmatched Refunds – Airline Credits 

When travelers make ticket changes at the airline counter or due to vendor limitations, 
credit transactions will be received on the CCV invoice, but issued using a different ticket 
number other than the ticket number that the original debit transaction was issued 
against. Typically these transactions are classified as Unmatched Refunds during the 
auto-reconciliation process. 
 
In order to match the transactions, the CBA Specialist must identify the travel document 
associated with the correct trip. The CBA will enter the TANUM in the Reconcile by 
TANUM filed on the Transaction Summary Screen and select the ticket number that the 
debit was matched against. This will group the two transactions together. The 
transaction is now treated as an Unmatched Refund and the CBA Specialist will initiate a 
CBA Refund Amendment to match the transaction. 
 

7.6 Credits Not Received 

Routinely, CBA Specialists should validate receipt of refunds against transactions that 
have been marked as Advance Credits.  Transactions for which no corresponding refund 
has been received on the CCV and classified as previously applied credits will be 
identified.  This is to ensure that the travelers are filing for a credit in a timely manner as 
well as checking that TMC’s are issuing refunds. Any transaction that is identified by this 
query in the module should be researched by contacting the TMC for confirmation of 
the refund being processed. 

7.6.1 To Identify Credit Not Received 

 1) Select Credits Not Received from Transactions drop down 

2) Credits Not Received Transaction Summary report is generated (Figure 7-11) 
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Figure 7-11: Credits Not Received Transaction Summary Screen 
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Chapter 8: Centrally Billed Account Defense Travel Administrator (CBA 
DTA) 
 

The CBA DTA is an individual normally located at the service/agency level. This individual must have 
permission level 7 and be granted CBA DTA access by the CBA Administrator.  

The CBA DTA manages CBA accounts in their service/agency, and grants the CBA Specialist access to the 
CBA Reconciliation module.  

8.1 Accessing the CBA DTA Module 

When the CBA DTA logs into DTS, the DTS Home screen appears (Figure 8-1). Select CBA to open 
the CBA module. 
 

 
Figure 8-1: DTS Home Screen 
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Figure 8-2: CBA Transaction Screen 

 
If you are a CBA DTA and a CBA Specialist, the CBA module will open to the CBA Home screen 
(Figure 8-3). To access the CBA account Management module, select DTA Travel Administrator. 
 

 
Figure 8-3: CBA Module Home Screen 

8.2 CBA Management 

The CBA Reconciliation module allows the CBA DTA administrative oversight for managing and 
maintaining CBA accounts. The CBA DTA may create, edit, deactivate, or delete CBA accounts for 
an organization. The CBA DTA manages the assignment of CBA Specialists, and can assign a 
default CBA to an organization. When assigning a default CBA, the CBA DTA should create an 
account label that is easily recognizable by travelers when creating travel documents. 
 
When creating an account, the CBA DTA must specify the Vendor Pay Routing Number for the 
account. The Vendor Pay Routing Number is the 6 digit routing number or DoD Activity Address 
Code (DODAAC) number assigned to each pay processing location that processes invoices for 
payment. For DTS, this routing number identifies the location where the electronic invoice 
routes. 
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When adding a new account, the CBA DTA will need the two account numbers that were 
provided by the charge card vendor.  These numbers are the Transaction Account Number and 
the Centrally Billed Account Number.  The highest number is always the Transaction Account 
Number, as the Centrally Billed Account Number is always created first by the credit card 
vendor. The difference between these numbers is that the Transaction Account Number will be 
the number that is displayed to the traveler and the TMC for ticketing purposes. All monthly 
charges will roll up to the Centrally Billed Account Number as well as all DTS CBA invoice 
payments. 
 
The CBA DTA must assign at least one (but not more than five) CBA Specialist(s) to each account. 
The CBA Reconciliation module provides the ability to edit existing user accounts, edit account 
information, including account label and routing number, change the CBA Specialist assigned, 
and change the reconcilable status of an account. If the reconcilable status of an account 
changes to No, the CBA module will not be permitted to reconcile transactions for that account. 
The CBA DTA can also deactivate an account. 

 
Note: Deactivating an account does not cancel the account. Account cancellations are done 
manually with the charge card vendor. Once the account is deactivated in DTS, it is no longer 
available for use. DTS will continue to accept and reconcile transactions that have already been 
charged on the account.  The CBA account will be deleted from DTS after 15 months of 
inactivity. 
 
Traditional centrally billed accounts (CBA accounts reconciled outside DTS, easily identified by 
their Bank Identification Number with CCV of 461426) can be managed by the CBA DTA. 
 
8.3 Naming CBAs – CBA Labels 

When building an account, the CBA DTA must assign a CBA label. Table 8-1 provides the general 
naming convention. Consult your service/agency local business rules for specific information on 
naming a CBA label. 
 

Table 8-1: Creating CBA Labels 
Creating CBA Labels 

Level Position Title Values 
1 1 Federal Agency D=DoD 

2 2 Component 

DA = U S Army 
DF = U S Air Force 
DM = U S Marine Corps 
DN = U S Navy 
DD = Defense Agency 
DJ = Joint Command 

3 3-15 Unique to service by account Alphanumeric 
Example for a DoD agency – DD33Training12345 = 17 total characters 

 
8.4 Add New CBAs 

To add a new CBA in DTS, the CBA DTA will require the organization to complete a CBA Load 
Sheet. The load sheet identifies the below elements required for building a new CBA: 
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• Transaction account number 
• Central account number 
• CBA expiration date 
• CBA Label Name 
• Service/Agency responsible for reconciliation of CBA 
• Name of the DTS organizations that will be using the CBA 
• Name(s) of the CBA Specialist(s) who will be managing the account 
• The vendor pay routing number for the account (only need for DTS CBA Reconciliation 

accounts – not required for traditional, manually reconciled accounts) 
 

Select the CBA Load Sheet to view a copy, or you may find it on the DTMO website>Programs & 
Services>Government Travel Charge Card>DTS CBA Reconciled Accounts. 
 
Once the CBA Load worksheet has been completed, send it to the CBA DTA who will load it into 
DTS. Instructions for submitting the load sheet are found at the bottom of the load worksheet. 
 
Beginning on the CBA Home page, follow the below steps to create a new account. 
 

1. Select Add New CBA Account. 
 
The Add New CBA Account screen opens (Figure 8-4). 
 

 
Figure 8-4: Add New CBA Account Screen 

 
 
 

http://www.defensetravel.dod.mil/Docs/CBA_Account_Load_Worksheet.xls
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2. Complete the below fields: 

• CBA Transaction Account # 
• CBA Central Account # 
• Expiration Date 
• Vendor Pay Routing # 
• Account Label 

 
 Note: If you are completing the form in the CBA module for a traditional CBA, the 
Vendor Pay Routing Number will be N/A. 

 
3. Select the Agency that is responsible for the CBA. 

 
4. Select Citi from the Charge Card Vendor drop-down list. 

 
5. Select Add to List, to choose the organization that will be associated to this account. 

 
The Add/Edit Organization screen opens (Figure 8-5). 
 

 
Figure 8-5: Add/Edit Organization Screen 

 
6. Type the organization’s name in the Find field, to locate the organization. 

 
7. Select the organization’s name and select Add. 

 
The screen refreshes and the selected organization displays in the Selected 
Organization(s) list. 
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8. Select Continue. 
 

The screen refreshes and the Add New CBA Account screen displays with the selected 
organization in the Organization(s) field. 
 

9. Select Add to List to identify the CBA Specialist who will manage this account. 
 

The Add/Edit Transportation Officer (TO) screen opens (Figure 8-6). 
 

 
Figure 8-6: Add/Edit Transportation Officer Screen 

 
10. Enter all or part of the Last Name, First Name, SSN, Organization, or any combination 

and select Search.  
 

The search results appear under the Choose TO User(s) list to the left. The names in the 
list are limited to users who have access to the CBA module. 
 

11. Select the name and choose Add. 
 

The screen refreshes and displays the selected names in the Selected TOs list. 
 

12. Repeat steps 11 and 12 until all users are shown in the Selected TOs list. 
 

13. Select Continue. 
 

Note: No more than five CBA Specialists may be assigned to one CBA account. If five 
names are assigned to an account, the potential exists for a CBA Specialist to be 
removed from the account in order for the TAC to be added to the account to support 
held desk ticket resolution. If the TAC needs to be added to the account, the CBA 
Specialist will be removed temporarily in order to have the TAC CBA SME review the 
issue and provide assistance. 
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At least one CBA Specialist must be assigned to the account when adding a new account 
to the module. 
 

14. Select Yes on the Reconcilable on CBA Transaction # drop-down list to indicate if the 
account will be reconciled using the DTS CBA Reconciliation module. 
-OR- 
Select No if the account will be reconciled using the traditional process. 
 

15. Mark the Set CBA Transaction Account as Default for all Organizations box to establish 
this account as the default. 
 

16. Select Save New Account. 
 

The CBA Account Add/Edit Result screen opens to confirm the results (Figure 8-8). If 
there are any errors, the screen will display an error message. 

 

 
Figure 8-8: CBA Account Add/Edit Result Screen 

 
8.5 Searching for CBAs 

Beginning on the CBA Account Search screen (Figure 8-9), follow the below steps to search for a 
CBA. 
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Figure 8-9: CBA Account Search Screen 

 
1. Enter the Search Criteria for the CBA in the fields. 

 
2. Select Search 
 
Note: An asterisk (*) may be used as a wild card in the search (i.e., last four numbers of the 
account. 
 
The CBA Account List screen opens (Figure 8-10).  
 
The View CBA Account Listing Report in the Organization Module in DTS can be used to 
monitor expiration dates for CBAs.  CBA Specialist can reach out to their DTA if they do not 
have access to this report in DTS. 
 

 

 
Figure 8-10: CBA Account List Screen 
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The search results are limited to CBAs within the CBA DTA’s organizational access. 
 

3. Select the account number shown under CBA Transaction Account #.  
 
The Edit CBA Account screen opens (Figure 8-11). 

 

 
Figure 8-11: Edit CBA Account Screen 

 
8.6 Editing CBAs 

You may need to edit a CBA account if any of the below conditions exist: 

• CBA account needs to be changed (i.e. new expiration date, new label, change of TO’s) 
• DTS organization needs to be added to the account 
• DTS organization needs to be removed from the account 

To edit the account follow the below steps: 

Beginning on the Edit CBA Account screen 

1. Update the information that requires changing. You may change the 
• Expiration Date 
• Vendor Pay Routing # 
• Account Label 
• Agency 
• Current Account Status 
• Organization 
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• Transportation Officer(s) 
• Reconcilable on CBA Transaction # 

2. After completing the change(s) required, select Save Changes.  

8.7 CBA Expiration 

Every CBA has an expiration date. The CBA DTA will monitor the CBA accounts to ensure that the 
account date does not expire. This can be seen in the Edit CBA Account Screen (Figure 8-10). If 
the expiration date is within 30 days of expiring, the expiration date field will change to blue. 
After the account has expired the date will change to red. It is the CBA Specialist’s responsibility 
to coordinate with the CBA DTA and Agency Program Coordinator (APC) to ensure that the 
account expiration date is current in DTS.   

The CBA DTA should routinely run a View CBA List Report. This report is available using the DTA 
Maintenance Tool/Organizations to identify specific CBAs with pending expiration dates. The 
CBA DTA needs to coordinate with the APC for account updates. The APC for the account will 
receive a new card 30 days prior to the expiration date of the account. This date needs to be 
updated in DTS by the CBA DTA. The CBA DTA will need to validate with the APC that the 
updated account card has been Receipt Verified; otherwise the card will decline payment even 
if the expiration date was updated in DTS. 

8.8 Deleting CBA Account 

The CBA DTA should only use this function to delete accounts that have been entered 
erroneously, and have not had any invoices processed. If the account information is correct and 
the account is active, deactivate but do not delete the account. 

To delete an account, select Delete on the Edit CBA Account screen (Figure 8-12). 
 

 
Figure 8-12: Edit CBA Account Screen 

 
 



Chapter 8: Centrally Billed Account Defense Travel Administrator (CBA DTA) 

Centrally Billed Account (CBA) Reconciliation Manual, Version 4.0, Updated 12/15/2016 101 
This document is controlled and maintained on the www.defensetravel.dod.mil website. Printed copies may be obsolete. 

Please check revision currency on the web prior to use. 

The Delete CBA Account screen opens (Figure 8-13).  

 
Figure 8-13: Delete CBA Account 

The Delete CBA Account screen asks for confirmation and justification for any account that is 
selected for deletion. The CBA DTA can delete the account by selecting Continue or choose 
Cancel to cancel the request. 

8.9 Default CBA 

Every organization that uses a CBA in DTS must have a default CBA. This account will be used by 
default unless the traveler changes the method of payment. 

The CBA DTA may set up a default CBA by 

• An account number, or  
• Organization 

Note: An inactive account may not be used as the default account. 

8.9.1 Setting Up the Default CBA by Account Number 

To set up a default CBA by account number, the CBA Specialist will select the Set Default 
by Account link from the toolbar on the Add/Edit CBA Account (Figure 8-12). 

1. Select Set Default by Account. The Set Default by Account screen opens (Figure 
8-14). 

 
Figure 8-14: Set Default by Account Screen 
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Select the organization from the drop-down list under Choose an Organization, then select the 
account number from the drop down list under Select A CBA Transaction Account As Default. 
Select Save Selected Account As Default. You will see a confirmation window indicating the 
account was saved as default, or if errors were encountered. 
 
If an account has not been created for the organization selected, a warning message will appear. 
The CBA DTA cannot select a default account if no account exists. 
 

8.9.2 Set the Default Account for the Organization(s) 

To set up a default CBA by organization, the CBA Specialist will select the Set Default by 
Org from the toolbar on the Add/Edit CBA Account (Figure 8-12).  

1. Select Set Default by Org. The Set Default by Organization screen will open 
(Figure 8-15).  

 
Figure 8-15: Set Default by Organization Screen 

 
Select an organization(s) from the drop down list under Associated Organizations. Select Add to 
move the selected organization to the Selected Organization(s). 
 
Once you are finished selecting organization(s), select Save to save the changes. A pop-up 
window opens to report the success or any errors. 
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Chapter 9: Compliance Report 
The Compliance Report measures the efficiency of the reconciliation process by determining the number 
of days each step of the CBA Reconciliation process takes and is available to the CBA Specialist. The 
report covers CBA accounts that the CBA Specialist has access to within the date range specified.  
 
The report identifies 4 areas to determine the organization’s efficiency when reconciling invoices: 

• Days Required for Reconciliation (from PPA Start Date) 
• Days Required to Certify Invoice (from Reconciliation Date) 
• Days Required to Submit Certified Invoice to GEX (from PPA Start Date) 
• Days Required for Advice of Payment (from Certified Date)  

To run the CBA Compliance Report, select the Compliance Report link on the CBA Home page (Figure 9-
1). 

 
Figure 9-1: CBA Home Page-Compliance Report Link 

Once the Compliance Report link is selected, the Generate CBA Reconciliation Compliance Report 
screen appears (Figure 9-2). 
 

 
Figure 9-2: Generate CBA Reconciliation Compliance Report Screen
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To run the report, follow the below steps: 
 

1. The CBA account number is automatically populated (if your organization has more than one 
account, you will be able to select the account you want the report for). 
 

2. Select the date range using the calendar tool. 
 

3. Select Generate Report. 
 
The CBA Reconciliation Report screen opens (Figure 9-3). 
 

 
Figure 9-3: CBA Reconciliation Compliance Report 
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Chapter 10: Read Only Access (ROA) 
The Read-Only Access (ROA) feature is used to see information, but does not allow any changes to be 
made. 
 

10.1 ROA Roles and Administration 

There are two 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) 
that the user has been granted ROA access. The user may view authorization, voucher, 
local vouchers, Centrally Billed Account (CBA) invoice, and charge card vendor invoices. 

• ROA Administrator - This individual has access to an organization and any sub-
organizations. The ROA Administrator adds, updates and removes ROA users as well as 
other ROA Administrators. 
 
Note – The DTMO is the ROA Administrator for Agency, Joint Command or any Service 
requesting organization access outside their service. 

 
ROA users may access the below features through the ROA module: 

• Invoices – View CBA and CCV invoices. 
• Trip – View information on travel documents. 

ROA Administrators access the ROA Administration module in the DTA Maintenance Tool. Users 
who have ROA access will have ROA on the menu bar of the DTS User Welcome screen (Figure 
10-1). 
 

 
Figure 10-1: DTS Home Screen 
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10.2 View Invoices Using ROA  

Beginning on the DTS User Welcome screen (Figure 10-1), follow the below steps to search for 
invoices to review: 
 

1. Mouse over ROA on the menu bar and select Invoice. 
 
The Read Only Access – Invoices Search screen opens (Figure 10-2). 

 

 
Figure 10-2: read Only Access – Invoices Search Screen 

 
2. Complete the search criteria fields on 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. 
 
10.2.1 ROA Invoice Summary 

The ROA Invoice Summary screen displays invoice information (Figure 10-3). 
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Figure 10-4: ROA Invoice Summary Screen 

 
Use the Previous (not shown) and Next buttons to navigate between screens (this 
depends how many invoices are returned). 
 
There are two actions the CBA Specialist can take on this page: 
 

• View the CCV Invoice # 
• View Invoice Transactions 

 
10.2.1.1 CCV Invoice 

The CCV Invoice screen displays the CCV invoice (Figure 10-5). 

 
Figure 10-5: CCV Invoice Screen 
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10.2.1.2 Transaction Summary 

The ROA Transaction Summary screen displays transaction information (Figure 
10-6). 

 
Figure 10-6: Transaction Summary Screen 

 
10.3 View Trip Data Using ROA 

Beginning on the DTS User Welcome screen (Figure 10-1), follow the below steps to search for 
trip to review: 
 

1. Mouse over ROA on the menu bar and select Trip. 
 
The Traveler Lookup screen opens (Figure 10-7). This screen is used to search for the 
traveler whose document is to be viewed. The CBA Specialist may search for a traveler 
using any of the following: 
 

• 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 travelers 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 CBA Specialist can 
select the traveler from the Search Results list. 
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• Travel Authorization Number (TANUM). The search by TANUM option will 

display the SSN and name of traveler associated with the document. 
 

 
Figure 10-7: Traveler Lookup Screen 

 
2. Complete one of the three fields. 

 
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 10-8). It displays the names of any travelers who match the search criteria. 
 

 
Figure 10-8: Traveler Lookup Screen – Search Results 

 
4. Identify the traveler’s name and then choose which type of travel document you need 

to review. 
 

5. Select the type of document to view. 
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The document list screen for the chosen type of document opens (Figure 10-9). The dark 
blue navigation bar allows the user to view other document types for the traveler. By 
default, the documents in the list are sorted by Document Name. The CBA Specialist 
may select a column header to sort by Document Name, Departure Date, Status, or TA 
Number. 

 

 
Figure 10-9: Authorization/Orders Document List Screen 

 
6. Select print to print a copy of the document. 

-OR- 
Select view to see the document on the screen. 
 
If adjustments have been made to the document, the Adjustments screen opens (Figure 
10-10). 
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Figure 10-10: 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 on screen. 
 
The Preview Trip screen opens when the view link is selected (Figure 10-11). Use the 
navigation to view any section of the document. 
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Figure 10-11: Preview Trip Screen
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Appendix A: CBA Reconciliation Tool Email Notifications 
This appendix provides a list of CBA Reconciliation Tool Email Notifications. These emails are generated 
from the DTS CBA module to CBA Administrators, CBA DTAs, CBA Specialists and the Credit Card Vendor 
(CCV) to notify them regarding the status of CBA reconciliation processing. 
 
Email notifications are organized in Table A-1 by Recipient 
 

Table A-1: CBA Reconciliation Tool Email Notifications 
CBA Reconciliation Tool Emails 

Email Subject Email Content Condition Reason for Email 
CBA Administrator/Charge Card Vendor 

Error Establishing 
Connection to the 
Mailbox 
 

DTS was not able to 
establish a connection to 
the mailbox. Please take 
the necessary action to 
correct the problem and 
retransmit. 

An error is encountered 
while retrieving the CCV 
invoice from the CCV 
mailbox. 

If an error is encountered on 
the second try, DTS will 
notify the operator, and 
write a message to an error 
log. Do not attempt to 
reprocess the file, and 
continue retrieval processing 
for remaining files 

Invalid User Name 
and Password 
 

CBA received a message 
indicating that an invalid 
user name and password 
combination was used 
while logging into the 
CCV mailbox. Contact the 
CCV help desk at (help 
desk address) to request 
a correct password 

An error is encountered 
while retrieving the CCV 
invoice from the CCV 
mailbox. 

If an error is encountered on 
the second try, DTS will 
notify the operator, and 
write a message to an error 
log. Do not attempt to 
reprocess the file, and 
continue retrieval processing 
for remaining files 

Error Retrieving 
Invoice File from 
Mailbox 
 

CBA DTS was not unable 
to retrieve invoice file 
XXXXXXXXXXXX from the 
mailbox. Please take the 
necessary action to 
correct the problem and 
retransmit  

An error is encountered 
while retrieving the CCV 
invoice from the CCV 
mailbox. 

If an error is encountered on 
the second try. DTS will 
notify the operator and 
write a message to an error 
log. Do not attempt to re-
process the file, and 
continue retrieval processing 
for the remaining files. 

Error Parsing Invoice 
File 

DTS has determined that 
the above invoice file was 
not in TMCD format. 
Please take the necessary 
action to correct the 
problem and retransmit. 

CCV invoice failed invoice 
validation. Could be invalid 
format or not compliant 
with PPA guidelines 

DTS shall suspend the 
remaining validation and 
submit a negative 
acknowledgment to the CCV 
with reason for rejection if 
an invoice is not compliant 
with the layout. 
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CBA Reconciliation Tool Emails (cont’d) 
Email Subject Email Content Condition Reason for Email 

CBA Administrator/Charge Card Vendor 

Invoice Not PPA 
Compliant 

DTS has determined that 
the above referenced 
invoice does not contain 
the following PPA data 
elements: 
XXXX 
XXXX 
Please take corrective 
action and retransmit the 
invoice. 

CCV invoice fails invoice 
validation. Could be 
invalid format or not 
compliant with PPA 
guidelines. 

DTS shall validate that the CCV 
invoice contains all the requisite 
PPA data elements including 
Invoice Create Date, Account 
Number and Total Amount 
Billed. 

Invoice Total 
Mismatch 

Account Number: xxxx-
xxxx-####-#### (show 
only last 8) 
Invoice Number: xxxx 
File Name: xxxx 
 
DTS has determined that 
the total amount billed 
does not equal the sum 
of the line items in the 
above referenced invoice. 
Total Amount Billed: #### 
Sum of Line Items: #### 
Please correct the 
problem and retransmit. 

CCV invoice fails invoice 
validation. Could be 
invalid format or not 
compliant with PPA 
guidelines. 

DTS shall validate that the total 
amount billed equals the net 
amount of the transactions on 
the current invoice using the 
following formula: Billing 
Amount equals Previous 
balance (CCV invoice trailer) less 
the payment (CCV invoice 
trailer) plus the total net of the 
detailed transactions in the CCV 
invoice. 
If the invoice is in ASCII format, 
as documented in the CBA 
Interface Requirements 
Specification, but does not 
contain a header, trailer or 
detail transaction, DTS shall 
suspend validations and submit 
a negative acknowledgement to 
CCV with the reason for 
rejection. 

Duplicate CCV 
Invoice 

Account Number: xxxx-
xxxx-####-#### (show 
only last 8) 
Invoice Number: xxxx 
File Name: xxxx 
 
DTS has received the 
above referenced invoice. 
DTS examined the invoice 
number and has 
determined that this 
invoice is a duplicate. 

CCV invoice fails invoice 
validation. Could be 
invalid format or not 
compliant with PPA 
guidelines. 

If the CCV invoice is a duplicate, 
DTS will not load the invoice 
into DTS and will send a 
rejection notice to the CCV 
indicating that it is a duplicate 
invoice. 
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CBA Reconciliation Tool Emails (cont’d) 
Email Subject Email Content Condition Reason for Email 

CBA Administrator/Charge Card Vendor 

Unknown CBA 
Account 

DTS has received a CBA 
invoice for the above 
referenced account. No such 
account exists in DTS. Please 
determine if the account is 
valid. If the account is valid, 
create the account and 
restage the invoice for 
reconciliation. If the account 
is not valid, reject the invoice 
back to the CCV. 

CCV account number does 
not match. 

DTS shall notify the CBA 
Administrator by email to 
DTSCBAmail@dod.pentagon.
mil that the invoice 
delivered for a specified CBA 
account does not 
correspond with an account 
number in DTS, if DTS does 
not recognize the account 
number. 

Invalid DTS CBA 
Account 

DTS received the above 
referenced invoice for 
payment. DTS and CBA 
Administrator personnel 
have determined that this 
bill was received in error. 

CBA Administrator 
determines that an invoice 
was delivered to the CUI in 
error. 

DTS shall submit a reject 
notice, including the reason 
for rejection to CCV if the 
CBA Administrator 
determines the CBA account 
number/invoice is invalid for 
DTS.  
DTS shall forward a copy of 
the reject notice, email sent 
to CCV indicating a CBA 
account number/invoice is 
invalid for DTS to the CBA 
Administrator. 

CBA Invoice 
Rejected by 
Archive MIS 

The Archive/MIS reject the 
above referenced XML file. 
Please regenerate the file. 

Rejection received from 
DMDC. 

DTS shall construct and send 
an email to the DTS system 
administrator when a CBA 
XML Archive/MIS 
transmission is rejected. 

Un-reconcilable 
CBA Account 

DTS has received an invoice 
for the referenced CBA 
account. The account 
number is valid, but the 
reconciliation flag on DTS 
indicates the account is not 
reconcilable by DTS. Please 
validate that the 
reconciliation flag is set 
correctly for the CBA 
account, rest the 
reconciliation flag if not set 
correctly, and restage the 
invoice for reconciliation. If 
the account is not 
reconcilable by DTS, reject 
the invoice back to the CCV 
and/or delete the invoice 
from the CBA module. 

DTS has received an 
invoice for the referenced 
CBA account. The account 
number is valid, but the 
reconciliation flag on DTS 
indicates the account is 
not reconcilable by DTS. 

If DTS receives an invoice for 
an account number that is 
carried on DTS but not 
flagged for reconciliation, 
DTS will notify the CBA 
Administrator via email that 
an invoice has been received 
with a valid account number; 
however the account 
number is not flagged for 
CBA Specialist reconciliation. 

mailto:DTSCBAmail@dod.pentagon.mil
mailto:DTSCBAmail@dod.pentagon.mil
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CBA Reconciliation Tool Emails (cont’d) 
Email Subject Email Content Condition Reason for Email 

CBA Specialist/Travel Assistance Center (TAC) 

CBA Invoice 
Rejected by GEX 

The GEX rejected the above 
referenced CBA Invoice. The DTS 
System Administrator will take 
corrective action and retransmit 
the invoice. To log into DTS, 
select the following link: 
http://www.defensetravel.dod.
mil. Please do not respond to 
this email. 

Rejection (translation 
failure) received from 
GEX. 

When DTS receives an 824 
translation failure from GEX 
for a CBA invoice, DTS will 
send an email to the CBA 
Specialist, CBA DTA and TAC. 

CBA Invoice 
Rejected by 
DADS 

The DADS rejected the above 
referenced CBA invoice. The 
reason for the rejection is 
provided below. Please take 
corrective action and retransmit 
the invoice. <Text from reject 
message> 

DADS rejection received 
from GEX. 

DTS will send an email to the 
CBA Specialist and allow the 
transactions contained in the 
certified invoice to be 
modified if a rejection is 
received. 

CBA Invoice 
Rejected by 
Vendor Pay 
System 

The Vendor Pay system rejected 
the above referenced CBA 
invoice. The reason for the 
rejection is provided below. 
Please contact the Travel 
Assistance Center to determine 
the corrective action. 
<Text from reject message> 
To log into DTS, select the 
following link: 
http://www.defensetravel.dod.
mil. 

Rejected from Vendor 
Pay System 

When a 824 is received for 
the CBA invoice, DTS will 
send an email to the CBA 
Specialist and TAC. 

CBA Invoice is 
Ready for 
Certification 

The above referenced CBA 
invoice is ready for certification 

CBA invoice is ready for 
certification 

DTS will send an email 
notification that CBA 
invoices exist in DTS that are 
ready to be certified when 
all transactions on a CBA 
invoice are in a matched 
and/or suspended state. 

CBA Invoice has 
Arrived from 
the CCV 

DTS has just received the above 
referenced invoice from the 
CCV. 

An invoice has been 
received from the CCV 
and passed the invoice 
validation edits. 

DTS will notify the CBA 
Specialist assigned to the 
CBA account via email that 
an invoice has been received 
from the CCV once the 
invoice validation edit have 
been completed. 

CBA Invoice is 
Reconciled 

The above reference CBA 
invoice is reconciled 

An invoice is reconciled 
and ready for review 

DTS will notify the CBA 
Specialist assigned to the 
CBA account via email that 
an invoice is ready for review 
once the automated 
reconciliation on the invoice 
has been completed. 
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CBA Reconciliation Tool Emails (cont’d) 
Email Subject Email Content Condition Reason for Email 

CBA Specialist/Travel Assistance Center (TAC) 

Invoice Not 
Ready for 
Reconciliation 

The above reference CBA 
invoice is held reconciliation 
because the previous month 
invoice has not been certified or 
locked. 

An invoice cannot be 
reconciled pending the 
payment or locking of 
previous invoices. 

If an invoice retrieved from 
the CCV cannot be 
reconciled pending the 
payment or locking of 
previous invoices. DTS will 
notify the CBA Administrator 
via email that invoice(s) are 
present in DTS that cannot 
be reconciled until previous 
invoices are paid or locked. 

CBA Invoice 
Rejected by GEX 

The GEX rejected the above 
referenced CBA invoice. The DTS 
System Administrator will take 
corrective action and retransmit 
the invoice.  
To log into DTS, select the 
following link: 
http://www.defensetravel.dod.
mil. Please do not respond to 
this email. 

Second 824 translation 
failure from GEX. 

When DTS receives the 
second failure for an 824 
translation failure from GEX 
for a CBA invoice, DTS will 
send the information shown 
under the Content heading 
in the email. 

CBA Invoice 
Returned to 
Unmatched 
Content 

DTS has returned the above 
invoice to an Unmatched status. 
DTS has determined that the 
certified CBA invoice file 
indicated above is out of 
balance (details records do not 
equal total record). The Invoice 
has been return to your 
unmatched invoices section for 
correction and recertification.  
Please contact the Travel 
Assistance Center to resolve the 
problem before attempting to 
re-certify the invoice. A copy of 
this reject email should be 
included with your 
communication with the TAC. To 
log into DTS, select the following 
link: 
http://www.defensetravel.dod.
mil. Please do not respond to 
this email. 

Condition occurs when 
Total New Gross 
Amount or Total CBA 
Credit Amount are out 
of balance with OCP 
detail records. 

When DTS validates that the 
Total New Gross Amount or 
Total CBA Credit Amount are 
out of balance with the OCP 
detail record, DTS shall 
include the information 
under the Content heading 
in an email sent to the CBA 
Specialist. 

  

http://www.defensetravel.dod.mil/
http://www.defensetravel.dod.mil/
http://www.defensetravel.dod.mil/
http://www.defensetravel.dod.mil/
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CBA Reconciliation Tool Emails (cont’d) 
Email Subject Email Content Condition Reason for Email 

CBA Specialist/Travel Assistance Center (TAC) 

Form of 
Payment Has 
Changed 

DTS has identified a change in 
the form of payment for the air 
or rail reservation in the PNR 
returned from the TMC for the 
document below: 
Traveler Name: 
Organization: 
TANUM 
PNR Record Locator 
Stamp (either CTO BOOKED or 
CTO TICKETED) 
DTS has determined that a 
change has been made by the 
TMC to the form of payment or 
GOVCC/CBA account numbers. 
Confirm with the TMC to ensure 
the travel arrangements are 
charged to the correct charge 
card account, and the methods 
of reimbursement, are correct 
for payment. 
In addition, the TMC Fee should 
be verified as it should always 
have the same method of 
reimbursement as the air or rail 
reservations. For example, if the 
air or rail is CBA, the TMC Fee 
should also be CBA; if the air or 
rail is GOVCC, the TMC Fee 
should be GOVCC. 
The traveler is to review the last 
CTO Submit version of the 
document to confirm the correct 
form of payment was used for 
air/rail arrangements and then 
check the <stamp> version to 
identify the difference. The 
traveler should contact the local 
Help Desk or TMC for assistance, 
in accordance with local 
procedures. 
A discrepancy in the form of 
payment or TMC Fees will 
cause a pre-audit to trigger and 
require justification before the 
document can proceed. 

Triggers a pre-audit if 
the TMC changes the 
account that was 
specified in the outgoing 
PNR for payment of 
air/rail travel. 

When the account number 
for the air or rail payment in 
the PNR received from the 
TMC is different than the 
account number for the 
form of payment that was 
originally in the outgoing 
PNR, DTS will flag a pre-audit 
for ACCT # CHGD BY TMC. 
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CBA Reconciliation Tool Emails (cont’d) 
Email Subject Email Content Condition Reason for Email 

CBA Specialist/Travel Assistance Center (TAC) 

CBA Invoice has 
been Paid 
information to TO 

DTS received notification that 
the below reference CBA 
invoice has been paid 
Details: Account Number: 
XXX-XXXX- XXXX-### 
(display last 4 only) 
CCV Invoice Number: 
Date of Payment: 
MM/DD/YYYY 
Optional Action: N/A 
 

Email sent upon receipt 
of the 820 advice of 
payment (AOP) from the 
applicable disbursing 
system. 

Informs CBA Specialist that 
the CBA invoice has been 
paid. 

Traveler/Routing Official/Authorizing Official 

Travel Manager 
Correspondence  
Content 

This letter is to inform you 
that a CBA Amendment <or 
CBA Adjustment> has been 
created for <traveler last 
name, first name> on 
<document name> and 
requires your immediate 
review or approval to allow 
the Transportation Officer to 
reconcile the CBA invoice for 
payment. 

Condition triggered 
when a CBA Amendment 
is submitted. 

To prompt immediate action 
so that the invoice can be 
reconciled. 

Auto-Approval of 
CBA Amendment 
Content 

The Transportation Officer has 
initiated a CBA Amendment 
for <traveler last name, first 
name> on <DTS document 
name> for <dollar amount> 
based on receipt of the CBA 
invoice from the charge card 
vendor. The amendment is 
necessary to account for a 
cost difference on a 
previously approved ticketing 
action. In order to allow 
timely payment of the CBA 
invoice, this amendment 
action will be systematically 
approved unless you take 
action to return the travel 
document within <system-
configurable number of 
hours> hours of the date and 
time of this email. 

Condition occurs when 
an amendment differing 
from the original by less 
than $250 dollars (plus 
or minus) is submitted. 
Amendment less than 
$250 can be approved 
automatically. 

AO has veto to prevent the 
auto approval. Otherwise, 
the system will automatically 
apply the APPROVED stamp 
to the amendment within 
the specified time. 

  



Appendix A: CBA Reconciliation Tool Email Notifications 

Centrally Billed Account (CBA) Reconciliation Manual, Version 4.0, Updated 12/15/2016 120 
This document is controlled and maintained on the www.defesnetravel.dod.mil website. Printed copies may be obsolete. 

Please check revision currency on the web prior to use. 

CBA Reconciliation Tool Emails (cont’d) 
Email Subject Email Content Condition Reason for Email 

Form of Payment 
Has Changed 

DTS has identified a change in 
the form of payment for the 
air or rail reservation in the 
PNR returned from the TMC 
for the document below: 
Traveler Name: 
Organization: 
TANUM 
PNR Record Locator 
Stamp (either CTO BOOKED or 
CTO TICKETED) 
DTS has determined that a 
change has been made by the 
TMC to the form of payment 
or GOVCC/CBA account 
numbers. Confirm with the 
TMC to ensure the travel 
arrangements are charged to 
the correct charge card 
account, and the methods of 
reimbursement, are correct 
for payment. 
In addition, the TMC Fee 
should be verified as it should 
always have the same method 
of reimbursement as the air 
or rail reservations. For 
example, if the air or rail is 
CBA, the TMC Fee should also 
be CBA; if the air or rail is 
GOVCC, the TMC Fee should 
be GOVCC. 
The traveler is to review the 
last CTO Submit version of the 
document to confirm the 
correct form of payment was 
used for air/rail arrangements 
and then check the <stamp> 
version to identify the 
difference. The traveler 
should contact the local Help 
Desk or TMC for assistance, in 
accordance with local 
procedures. 
A discrepancy in the form of 
payment or CTO Fees will 
cause a pre-audit to trigger 
and require justification 
before the document can 
proceed. 

Triggers a pre-audit if 
the TMC changes the 
account that was 
specified in the outgoing 
PNR for payment of 
air/rail travel. 

When the account number 
for the air or rail payment in 
the PNR is received from the 
TMC is different than the 
account number for the 
form of payment that was in 
the outgoing PNR, DTS will 
flag a pre-audit for ACCT # 
CHGD BY CTO. 
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CBA Reconciliation Tool Emails (cont’d) 
Email Subject Email Content Condition Reason for Email 

CBA Specialist/Authorizing Official 

CBA Amendment 
Requires 
Additional 
Funding 

An amendment initiated by 
the DTS CBA CBA-DTA for 
<traveler last name, traveler 
first name> for (travel 
document name> has failed 
auto-approval due to 
insufficient funds in the 
Budget Item(s) or because 
there was no budget item(s) 
for the associated LOA. Please 
contact your FDTA for 
additional funds and apply the 
APPROVED stamp as required. 
 

Condition triggered 
when CBA Amendment 
fails auto approval due 
to insufficient funds in 
the budget or no budget 
at all associated with the 
LOA. 

FDTA must be contacted for 
additional funds if the 
amendment is to be 
approved. 
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Appendix B: Definitions 

Term Definition 

Acknowledgement 

Status of an invoice whose transactions are all matched, held, suspended 
disputed or closed. This state indicates that the invoice is ready to be 
entered into the archival record. Note that all certifiable invoices are 
acknowledgeable, but not all acknowledgeable invoices are certifiable. In the 
case where a valid debit and credit cancel each other out on the same 
invoice, no money changes hands and no payment need be certified, but 
nonetheless the transactions must be acknowledged for record keeping. 

Advance Credit Debit transaction received from the CCV for a ticket that was cancelled. 

Advice of Payment 
Notification from the official disbursing system that payment has been 
disbursed. This includes notice of the amount disbursed and date of 
payment. 

Airport Credit 

Change in ticket by the traveler directly with the airline for a lesser amount 
than was issued through DTS. The airline processes the refund directly 
through the CCV and the credit appears on the CCV invoice, but the data may 
not be present in DTS. 

Archive Accepted Positive response received from DMDC indicating the invoice has been 
archived. 

Archive Rejected Negative response received from DMDC indicating the invoice has been 
rejected for archiving. 

Archive Rejection Failure Failure response received from DMDC indicating a translation failure. 

Archive Submitted The invoice has been sent to DMDC for archiving. 

Authorizing Official (AO) 

The individual appointed in writing that is responsible for authorizing travel 
and approving travel claims by determining the necessity of trips and funds 
availability, assigning the proper line of accounting prior to the authorization, 
and approving travel claims for validity after completion of travel. The 
individual, who controls the mission, authorizes the trip, and control funds 
for TDY travel. 

Auto Reconciled The invoice status when the CBA automatic reconciliation process has 
reconciled all the transactions on the CCV invoice. 

Billing Currency Code 
(BCC) A code that designates the type of currency that is used in a transaction. 

Billing Cycle Date The billing cycle date is the cut-off date for which transactions are processed 
for the billing cycle. This is also referred to as the closing date. 

CBA Account Label A user defined name for the account used by the organization. The CBA label 
naming convention is discussed in Chapter 8. 

CBA Defense Travel 
Administrator (CBA DTA) 

The individual with permission level 7 and is responsible for setting up and 
maintaining CBA user accounts, assigning CBA Specialist and assigning a 
default CBA account to an organization 

CBA Invoice 
The billing statement received from the CCV for a given DoD CBA account, 
once it is auto-reconciled and validated by the DTS CBA Reconciliation 
module. 
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Term Definition 

CBA Specialist 
The individual appointed or designated by the commander of a DoD activity 
to review and reconcile the CBA invoice, and certify invoices for payment. To 
reconcile CBAs in DTS, this individual must have permission level 4. 

CCV Invoice The billing statement received from the Credit Card Vendor for a given DoD 
CBA account 

Centrally Billed Account 
A charge card designated to pay for official travel charges, and the issuing 
organization guarantees payment. CBA’s have no spending ceiling and 
payments are subject to the Prompt Payment Act of 1982, as amended. 

Closed Status of a disputed transaction once it has been settled and removed from 
the disputed list. 

Closing Date The closing date is the cut-off date for which transactions are processed for 
the billing cycle. This is also referred to as the billing cycle date. 

Credit A refund issued for a previous charge on a CBA invoice. 

Credits Not Received Advance credits that do not have Previously Applied Credits. 

CP-C, CR-C or CF Abbreviations in DTS that refer to Commercial Plane-CBA, Commercial Rail-
CBA, or CTO Fee. 

DADS Paid Positive response received from DADS indicating the CBA invoice has been 
paid. 

DADS Rejected Negative response received from DADS indicating DADS rejected the CBA 
invoice for payment. 

Debit A charge transaction on a CBA invoice. 

Department of Defense 
(DoD) 

Is an executive branch of the federal government of the United States 
charged with coordinating and supervising all agencies and functions of the 
government concerned directly with national security and the United States 
Armed Forces. 

GEX Translation Failure Response received from GEX indicating a translation failure. 

Defense Accounting and 
Disbursing Systems 
(DADS) 

Financial systems for the Department of Defense. 

Designated Billing Office 
(DBO) 

The office or third party entity that is designated by the ordering 
agency/organization to receive the official invoice and, in some instances, 
makes payments on the official invoice. For DTS invoices, DTS is the DBO. 

Disputed 
This is the status of a transaction that has been removed from its invoice, 
because it could not be validated by the CBA Specialist for a particular CBA 
account. 

Duplicate 
A transaction is a duplicate of another transaction if the values are the same 
for the following field: ticket number, TANUM, ticket cost and transaction 
type. 

Fee Credit A refund issued for a CTO fee. 

Held Transaction status where the transaction is removed temporarily from the 
invoice at the CBA Specialist’s discretion. 
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Term Definition 

Invoice Certified Status of a CBA invoice once the CBA Specialist certifies it for payment. 

Invoice Creation Date The date the charge card vendor created the electronic invoice. 

Invoice Receipt Date The date the electronic invoice is placed in the electronic mailbox. This is the 
date used to start the prompt pay clock. 

Line of Accounting (LOA) A data entity representing a DoD account that may be used to fund official 
travel (i.e., transportation, per diem, meals, and incidental expenses). 

Locked 
The status of an invoice when its net billing amount has a negative balance 
after all transactions on the invoice have been matched, suspended, 
disputed or closed. 

Matched 
The status of a transaction when it matches an authorized DTS trip document 
based on one of the following conditions: ticket number and cost; traveler 
name/billing date and cost; or TANUM/ticket number and cost. 

Matched Credit Status of a credit transaction when its corresponding charge was paid and 
then the ticket was cancelled. 

Matched Debit 

Status of a debit transaction when it is matched with an authorized DTS 
travel document based on one of the following conditions: ticket number, 
account number, billing date and cost, traveler name, billing date and cost, 
or TANUM/ticket number and cost. 

Miscellaneous Charge 
Order 

Charge for other than transportation expenses (i.e., paper ticket fees, TMC 
transaction fees, etc.) 

Non DTS Entry Agent 
(NDEA) 

A non-accountable official who may be a military member, DoD employee, or 
contractor, and is designated in writing by the local command authority, 
using locally established procedures. NDEAs are responsible for entering 
claims for reimbursement in DTS for travelers that do not have reasonable 
access to DTS. 

Open Invoice A CBA invoice that has not been certified for payment. 

Original Invoice Number 
The original invoice a transaction was charged to. This number will be 
utilized when transactions from previous invoices are included in a 
subsequent invoice for certification purposes. 

Paid Advice of Payment (AOP) received on a transaction 

Pending Refund This is the status of a credit transaction when its corresponding charge has 
not been paid. 

Passenger Name Record 
(PNR) 

This is a record in the database of a reservation system that contains the 
itinerary and all travel related information for a passenger. 

Previously Applied 
Credit 

This is a credit transaction received from the charge card vendor for a 
cancelled ticket. The credit was already taken earlier as an Advance Credit. 

Defense Travel 
Management Office CBA 
Administrator (DTMO 
CBA Administrator) 

The agency that provides oversight of the CBA DTA user accounts. The DTMO 
CBA Administrator has the ability to generated compliance reports or re-
stages CCV invoices. 

Prompt Payment Act 
(PPA) 

The Prompt Payment Act of 1982 requires federal agencies to make 
payments in a timely manner. 
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Term Definition 

PPA Interest 
A transaction status assigned to unmatched transactions included on the 
invoice to acknowledge and track the payment of Prompt Payment Act 
interest amounts. 

Ready for Certification The CBA  invoice is ready for certification by the CBA Specialists. 

Received from CCV A CCV invoice is parsed by the CCV parser and put into DTS. 

Reconciliation Complete The invoice status when all transaction on the CBA invoice are resolved: 
matched, suspended, held, disputed or closed status. 

Sent to GEX The invoice status when the CBA invoice has been sent to GEX/DADS for 
payment. 

Source Currency Code 
(SCC) 

A code that designates the type of currency used to purchase a given CBA 
charge. 

Suspended 
A credit transaction (i.e., pending refund, pending credit, or pending fee 
credit) is suspended when the corresponding debit transaction has not been 
paid. 

TANUM 

The travel record number applied when the document is approved that 
identifies the DTS document and provides the vehicle on which all official 
travel authorizations, initial options, modifications and payment decisions 
are recorded. 

Ticket Number This is the number the travel industry uses to track charges for ticketed 
transportation. 

Transaction Amount This is the amount of the CBA charge after conversion to U.S. dollars. 

Transaction Dispute A disagreement between the account holder and the merchant regarding a 
transaction. 

Transaction Status The current state of an individual transaction on a CBA invoice. 

Travel Management 
Company (TMC) 

As defined in the JTR, a commercial activity providing a full range of 
commercial travel and ticketing services under a contract and/or 
memorandum of understanding with the government [previously known as 
Commercial Travel Office (CTO)]. 

Unmatched Debit 
The status of a debit transaction when it does not match any authorized DTS 
trip document based on one of the following conditions: ticket number and 
cost, traveler name, billing date and cost, or TANUM/ticket number and cost.  

Unmatched Credit The status of a credit transaction when it does not match any authorized DTS 
travel document. 

Vendor A person or company that provides a service. 

Visa Transaction Code 

The two letter code used by the credit card vendor to identify the type of 
each transaction on the CCV invoice. The current codes in use are: 
10 - Debit 
11 - Credit 
31 - Payment 
40 - Miscellaneous Debit 
50 - PPA fees 

Voucher The document issued by a disbursing system to record disbursements of 
funds for authorized payments. 
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Appendix C: Frequently Asked Questions (FAQs) 
 

Q: After auto-reconciliation there is no TANUM associated to the ticket number on the Open Transaction 
Detail screen. Why does this happen? 

A: DTS is not able to identify a TANUM during primary and secondary matching. Because of this there is 
no TANUM listed for the transaction on the Open Transactional Detail screen. The CBA Specialist will 
need to use the details from that transaction to identify the DTS TANUM that the ticket is associated to. 
This often results when no DTS travel document exists, so there is no TANUM to associate the 
transaction to or the ticket has been removed from the travel document. 
 
Q: During auto-reconciliation a transaction has the following transaction classification “DTS Ticket 
Number previously matched”. What does this mean and how can I correct this? 

A: Once a ticket number has been used to match and pay against a CBA transaction has been processed, 
it cannot be used again to process a 2nd CBA transaction. If the CBA Specialist attempts this, DTS will 
recognize that the ticket number has been matched against previously and classify the new ticket as a 
duplicate. This is most of the time due to multiple tickets on the travel document as a result of ticketing 
changes and the document is not reflecting the updated tickets and cost. To correct, amend the travel 
document and add the new CBA ticket number and then re-match the transaction using the correct 
ticket number. 
 
Q: A transaction is in an un-editable status on the Open Transaction Detail screen with only Reconcile by 
TANUM and Reconcile by Ticket links available. How can I place this transaction in held so I can certify 
my invoice? 

A: In order to temporarily place the transaction in a held status, begin by selecting on “Reconcile by 
TANUM” and then select the initial reservation ticket number from the Ticket List (i.e., 2VE8U4-CP), this 
will allow the transaction to be placed into an editable status so it can be placed in Held. 
 
Q: My CBA invoice status has been certified, the Positive Acknowledgement stamp received, but the 
Advice of Payment (AOP) – PAID stamp received has not been received. 

A: Once an invoice has been certified and the Positive Acknowledgement stamp has been received, the 
Advice of Payment stamp should be received within five (5) business days. If it hasn’t, the CBA Specialist 
should reach out to their Vendor Pay POC to find out what is resulting in the delay. The CBA Specialist 
can also validate disbursement of payment by reviewing their CBA transactions on their bill at CitiDirect 
at https://home.cards.citidirect.com/CommericialCard/Cards.html?classic=2. If payment has been 
received, but the AOP has not been received, the CBA Specialist should submit a DTS Help Desk ticket for 
assistance.

https://home.cards.citidirect.com/CommericialCard/Cards.html?classic=2
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Q: Can I use the DTS CBA Reconciliation module if my CTO tickets are issued in a foreign currency? 
 
A: It is not recommended to use the DTS CBA Reconciliation module if an organization’s CTO tickets in a 
foreign currency. This due to the fact that there will be minimal matching during auto-reconciliation and 
many travel documents will need to be amended to so they reflect the actual ticket price (in U.S. 
dollars). 
 
Q: I matched a debit CBA transaction to the wrong TANUM and it has been certified and disbursed on an 
invoice, can this be corrected? 
 
A: No. Once a debit has been certified and disbursed by Vendor Pay, the CBA transaction cannot be 
unmatched and then re-matched to the correct TANUM. Any correction will need to be taken care of 
manually. 
 
Q: Can the Initiate Amendment function be used to add a new CBA ticket to a travel document? 
 
A: No. The Initiate Amendment function can ONLY be used for an existing ticket that is in a travel 
document. 
 
Q: My monthly invoice has not been received from the charge card vendor, what should I do? 
 
A: The charge card vendor will only submit a monthly CBA invoice to DTS if there are transactions on the 
invoice. If you know that an invoice was supposed to have been received and it’s been more than 48 
hours after the cycle date of the CBA. A DTS Help Desk ticket should be submitted for resolution. 
 
 
Q: All my transactions on an unmatched invoice are in a matched, held, suspended, disputed or closed 
status, but the invoice will not move to Reconciliation Complete, how do I correct this? 
 
A: To force the invoice to move forward to reconciliation complete, select one transaction and unmatch 
the transaction and select Save.  Then re-reconcile that transaction and once it matches again, the 
invoice will then move forward to Reconciliation complete. 
 
Q: I have a traveler that is being funded by another organization, whose CBA would pay for this travel in 
DTS and who is responsible for reconciliation? 
 
A: CBAs are tied to a organizations.  Depending on what organization a traveler is associated to would 
determine what CBA is used for paying for that airline ticket/CTO Fee.  That organization CBA’s Specialist 
would then be responsible for reconciling the charges, which very well will include a LOA that is outside 
of their typical accounting system.   
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Appendix D: Troubleshooting 
 
This appendix provides a list of reasons and suggested action the CBA Specialist may take to correct the 
error. The reasons are organized in Table D-1 by transaction classification under the below table 
headings: 

• Unmatched Debit 
• Unmatched Credit 
• Unmatched Fee 
• Unmatched Refund 
• Amendment Returned 
• Amendment Rejected 

D1.0 Reason(s)/Suggested Corrective Action 

Table D-1: Reason(s)/Suggested Corrective Action 
REASON(S)/SUGGESTED CORRECTIVE ACTION 

Classification: Unmatched Debit   Status: Unmatched 
Reason(s) Description CBA Specialist Action 

Transaction Amount 
does not Match 
Authorization Amount 

Debit transaction cannot be 
matched to a DTS authorization 
due to a mismatched amount 

Amend the authorization to adjust the 
dollar amount to match the amount billed 
by the CCV. If the “Initiate Amendment” 
button is available, create an amendment 
from the CBA module. If the “Initiate 
Amendment” button is not available, 
coordinate with the traveler, AO or DTA 
to process an amendment. 
 
If the amendment was initiated from the 
CBA module, the transaction will 
automatically match once the 
amendment is approved and the 
adjusting obligation is accepted by DFAS 
(POSACK RECEIVED). If the amendment 
was created by the traveler, AO, or DTA, 
use the “Reconcile by TANUM” or 
“Reconcile by Ticket Number” options to 
match the transaction once the 
amendment has been approved. 
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Table D-1: Reason(s)/Suggested Corrective Action (cont’d) 
REASON(S)/SUGGESTED CORRECTIVE ACTION (cont’d) 
Classification: Unmatched Debit   Status: Unmatched 

Reason(s) Description CBA Specialist Action 

Transaction amount 
does not match the 
voucher amount 

Debit transaction cannot be 
matched to a voucher from 
authorization due to a 
mismatched ticket amount. 

Amend the voucher from the 
authorization to adjust the dollar amount 
to match the amount billed by the CCV If 
the “Initiate Amendment” button is 
available, create an amendment from the 
CBA module. If the “Initiate Amendment” 
button is not available, coordinate with 
the traveler, AO or DTA to process an 
amendment. 
 
If the amendment was initiated from the 
CBA module, the transaction will 
automatically match once the 
amendment is approved and the 
adjusting obligation is accepted by DFAS 
(POSACK RECEIVED). If the amendment 
was created by the traveler, AO, or DTA, 
use the “Reconcile by TANUM” or 
“Reconcile by Ticket Number” options to 
match the transaction once the 
amendment has been approved. 

Account information not 
available 

The transaction is not able to 
associate the TANUM with a 
Non-Reimbursable Expenses on 
the LOA. 

The CBA Specialist needs to check the 
document to make sure the transaction is 
not set to Individual Billed GTCC. 

DTS  Ticket Number 
does not match CCV 
Ticket Number 

Debit transaction cannot be 
matched to a DTS travel record 
due to a mismatched ticket 
number. 

Determine the DTS travel document 
(TANUM) by searching DTS. 
 
Enter the applicable TANUM in the 
“Reconcile by TANUM” field on the 
Transaction Detail screen and select the 
button. 
 
If multiple tickets are associated with the 
TANUM, a ticket list is shown. Select the 
applicable ticket number that needs to be 
reconciled and the module will attempt 
to match the transaction 
 
If the transaction remains unmatched, 
follow the directions shown above, 
amend the document as required to 
match the transaction.  
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Table D-1: Reason(s)/Suggested Corrective Action (cont’d) 
REASON(S)/SUGGESTED CORRECTIVE ACTION (cont’d) 
Classification: Unmatched Debit   Status: Unmatched 

Reason(s) Description CBA Specialist Action 

The given ticket is not a 
CBA ticket 

The matching ticket record in DTS 
does not have a CBA expense 
type code (CP-C or CR-C) for the 
ticket number. 
 
Note: The traveler failed to 
indicate that the ticket was to be 
purchased using the CBA 
account. 

Contact the traveler, AO, or DTA to 
amend the document to correct the 
method of payment to CBA. 
 
Using the “Reconcile by TANUM” or 
“Reconcile by Ticket Number” attempt 
to reconcile the transaction once the 
amendment action is approved. 
 
Note: If the traveler can provide proof 
that the ticket was in fact charged to the 
traveler’s individual account, dispute the 
CBA charge and verify with the CTO that 
a credit will be issued against the CBA 
account. 

TANUM Unknown 
Reconciliation is unable to find a 
ticket record in DTS that matches 
the CCV transaction. 

Locate the DTS travel document by 
searching DTS. 
 
Enter the TANUM in the “Reconcile by 
TANUM” field on the Transaction Detail 
screen and select the button. 
 
If multiple tickets are associated with 
the TANUM, a ticket list will be provided. 
Select the applicable ticket number to be 
reconciled and the application will 
attempt to match the transaction. 
 
If the transaction remains unmatched, 
follow the directions shown above, 
amend the document as required to 
match the transaction.  
 
Note: If analysis finds the CCV 
transaction is not a valid charge on the 
CBA account, dispute the transaction 
and change the status to “Disputed”. 
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Table D-1: Reason(s)/Suggested Corrective Action (cont’d) 
REASON(S)/SUGGESTED CORRECTIVE ACTION (cont’d) 
Classification: Unmatched Debit   Status: Unmatched 

Reason(s) Description CBA Specialist Action 

Authorization has not 
been POSACK Received 

Reconciliation has not found one 
of the following stamps on the 
current adjustment of the travel 
authorization: 

• POSACK RECEIVED 
• PAY PROCESS IGNORE 

 
These stamps provide verification 
that required obligations have 
been accepted. 

Allow a few days for the necessary 
stamping action to occur and attempt to 
reconcile the transaction using the 
“Reconcile by TANUM” or “Reconcile by 
Ticket Number” as described above. 
 
If the transaction cannot be matched 
within a few days, contact the DTS or AO 
to determine if the applicable document 
has been rejected and requires 
correction or manual intervention is 
required from the DTA. 

Voucher has not been 
POSACK Received 

CBA Reconciliation has not found 
one of the following stamps on 
the current adjustment level of 
the travel voucher: 

• POSACK RECEIVED 
• PAID 

Perform the same actions described 
above. 

Mismatch found for a 
given TANUM and 
transaction amount 

Based on an user selected 
TANUM, CBA was unable to make 
a match with a ticket record 
carried on the TANUM 

Verify that the correct TANUM is 
associated to the transaction and amend 
the document. 
 
Amend the travel document, to adjust 
the amount and/or ticket to match the 
amount billed by the CCV. If the “Initiate 
Amendment” button is available, create 
an amendment from the CBA module. If 
the “Initiate Amendment” button is not 
available, coordinate with the traveler, 
AO or DTA to create an amendment. 
 
If the amendment was initiated from the 
CBA module, the transaction will 
automatically match once the 
amendment is approved and the 
adjusting obligation is accepted by DFAS 
(POSACK RECEIVED). If the amendment 
was created by the traveler, AO, or DTA, 
use the “Reconcile by TANUM” or 
“Reconcile by Ticket Number” options to 
match the transaction once the 
amendment has been approved. 

 



Appendix D: Troubleshooting 

Centrally Billed Account (CBA) Reconciliation Manual, Version 4.0, Updated 12/15/2016 132 
This document is controlled and maintained on the www.defesnetravel.dod.mil website. Printed copies may be obsolete. 

Please check revision currency on the web prior to use. 

 

Table D-1: Reason(s)/Suggested Corrective Action (cont’d) 
REASON(S)/SUGGESTED CORRECTIVE ACTION (cont’d) 
Classification: Unmatched Debit   Status: Unmatched 

Reason(s) Description CBA Specialist Action 

Manual Unmatch 

Transaction was changed by the 
CBA Specialist from a held, 
pending or matched status to an 
unmatched status. 

Amend the authorization or voucher to 
adjust the amount to match the amount 
billed by the CCV.  
 
If the “Initiate Amendment” button is 
available, create an amendment from 
the CBA module. If the “Initiate 
Amendment” button is not available, 
coordinate with the traveler, AO or DTA 
to create an amendment. 
 
If the amendment was initiated from the 
CBA module, the transaction will 
automatically match once the 
amendment is approved and the 
adjusting obligation is accepted by DFAS 
(POSACK RECEIVED). If the amendment 
was created by the traveler, AO, or DTA, 
use the “Reconcile by TANUM” or 
“Reconcile by Ticket Number” options to 
match the transaction once the 
amendment has been approved. 

Ticket number was 
found on more than one 
trip document. 

When reconciliation finds the 
same ticket number on multiple 
travel documents and is unable 
to resolve which TANUM to 
reconcile the CCV transaction 
against. 

Based on the billing cycle of the invoice; 
the CBA Specialist need to determine the 
applicable TANUM the transaction is 
associated with. 
 
Enter the applicable TANUM in the 
“Reconcile by TANUM” filed and select 
the button to attempt to match the 
transaction. 
 
If the transaction remains unmatched, 
initiate the amendment action described 
above to update the authorization or 
voucher with the required information 
to match the transaction. 
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Table D-1: Reason(s)/Suggested Corrective Action (cont’d) 
REASON(S)/SUGGESTED CORRECTIVE ACTION (cont’d) 
Classification: Unmatched Credit   Status: Unmatched 

Reason(s) Description CBA Specialist Action 

DTS Ticket Number does 
not match CCV Ticket 
Number 

CCV credit transaction cannot be 
matched to a DTS ticket record 
for a corresponding DTS travel 
record. 

This is a result of the CCV issuing a credit 
under a different ticket number than the 
initial debit was processed under. The 
CBA Specialist must Change the status of 
the transaction to “Held” status while 
investigating the transaction. 
 
It may be necessary to dispute the 
transaction with the CCV and request 
that the credit be re-issued under the 
same ticket number as the initial debit. 
 
Note: DTS does not currently support 
the ability to enter a negative (credit) 
ticket value (DFAS cannot accept a 
negative obligation). 
 

Transaction Amount 
does not Match 
Authorization Amount 
for a Cancelled Ticket 

CCV credit transaction isn’t 
matched to an approved and 
cancelled DTS ticket record for a 
corresponding DTS travel record 

This is a result of a cancelled trip that 
was populated with the correct ticket 
information prior to cancellation. 
 
The initial debit was previously marked 
for dispute and not paid (since the 
trip/ticket was cancelled). The CBA 
Specialist will need to mark the credit 
transaction as disputed, since the debit 
was not paid. 
 
Note: DTS/CBA does not have to 
capability to amend a cancelled 
authorization in DTS. 
 

No Match Found 

Reconciliation is unable to find a 
ticket record in DTS  that matches 
the CCV transaction based on 
ticket number, name and billing 
date range. 

Use the ROA module or search DTS for 
the travel document and the ticket 
associated with the CCV transaction. 
 
If analysis finds the CCV transaction is 
not a ticket, dispute the transaction and 
change the status to “Disputed”. 
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Table D-1: Reason(s)/Suggested Corrective Action (cont’d) 
REASON(S)/SUGGESTED CORRECTIVE ACTION (cont’d) 
Classification: Unmatched Credit   Status: Unmatched 

Reason(s) Description CBA Specialist Action 

Mismatch found for a 
given TANUM and 
transaction amount 

Based on a select TANUM, CBA 
was unable to match with a ticket 
record carried on the TANUM. 

Reconcile the CCV transaction from the 
transaction detail screen again, or  
 
Submit an amendment from the 
Transaction Detail screen to modify the 
transaction amount on the selected 
ticket record if the ticket record is not a 
cancelled ticket. If the selected ticket 
record is a cancelled ticket (or a travel 
document). 
 
Change the status to “Held”. Contact the 
TAC for assistance. 
 
Note: DTS does not currently support 
the capability to amend a cancelled 
ticket in DTS. 

Manual Unmatch 

Transaction was changed by the 
CBA Specialist from a held, 
pending, or unmatched status to 
an unmatched status. 

The CBA Specialist must reconcile the 
transaction again using the “Reconcile 
by TANUM” or Reconcile by Ticket 
Number” on the Transaction Detail 
screen to move the transaction into a 
matched status. 

Ticket number was 
found on more than one 
trip document 

When reconciliation finds the 
same ticket number on multiple 
travel documents and is unable 
to resolve which TANUM to 
reconcile the CCV transaction 
with. 

Use the ROA module or search DTS to 
determine if the travel document is 
associated with the CCV transaction. 
 
Perform selective mode reconciliation 
on the CCV transaction “Reconcile by 
TANUM” from the Transaction Detail 
screen using the TANUM located in the 
document. 
 

Classification: Unmatched Fee Status: Unmatched 

Transaction Amount 
does not match 
Authorization Amount 

DTS is unable to reconcile a CTO 
fee transaction with a ticket 
record on DTS. 

Amend the travel document for the 
difference between the invoice and 
ticket amount. 
 
Reconcile the transaction again using the 
Transaction Detail screen after the 
amendment has been stamped POSACK 
RECEIVED (authorization) or PAID 
(voucher). 
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Table D-1: Reason(s)/Suggested Corrective Action (cont’d) 
REASON(S)/SUGGESTED CORRECTIVE ACTION (cont’d) 

Classification: Unmatched Fee   Status: Unmatched 
Reason(s) Description CBA Specialist Action 

Transaction amount 
does match voucher 
amount 

CCV debit transaction cannot be 
matched to a trip document due 
to a mismatch ticket amount. 
 
When the net value of the 
consolidated transaction group 
does not equal the ticket amount 
on the current adjustment level 
of the travel document and 
transaction is a debit. 

Amend the travel document for 
difference between the invoice and the 
ticket amounts. 
 
Reconcile the transaction again using the 
Transaction Detail after the amendment 
has been stamped PAID (voucher). 

DTS Ticket Number does 
not match CCV Ticket 
Number 

When DTS is unable to reconcile 
a TMC fee transaction with a 
ticket record in DTS. 

Use the ROA module or search DTS to 
find the ticket associated with the 
document and CCV transaction. 
 
Perform selective mode reconciliation 
on the CCV transaction “Reconcile by 
TANUM” from the Transaction Detail 
screen. 
 
Amend the travel document to modify 
the ticket number to match the CCV 
invoice ticket number. 
 
Reconcile the transaction again using the 
Transaction Detail screen after the 
amendment has been stamped POSACK 
RECEIVED (authorization) or PAID 
(voucher).  

The given ticket is not a 
CBA ticket 

The matching ticket record in DTS 
does not have a CBA expense 
type code (CP-C or CR-C) for the 
ticket number. 
 
Note: Reason for the incorrect 
expense type code is probably 
caused by the travel document 
being amended to change the 
expense type code after the CBA 
ticket was purchased. 

Determine if the travel document has 
the correct expense type code set. 
 
Change the ticket expense type code to 
CP-C or CR-C and the CBA account 
number to match the CCV transaction 
CBA account number on the travel 
document. 
 
Perform selective mode reconciliation 
on the CCV transaction “Reconcile by 
TANUM” or “Reconcile by Ticket 
Number” from the Transaction Detail 
screen when the amendment has been 
approved. 
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Table D-1: Reason(s)/Suggested Corrective Action (cont’d) 
REASON(S)/SUGGESTED CORRECTIVE ACTION (cont’d) 

Classification: Unmatched Fee   Status: Unmatched 
Reason(s) Description CBA Specialist Action 

TANUM Unknown 

Reconciliation is unable to find a 
ticket record that matches the 
CCV transaction based on ticket 
number, name or billing date 
range. 

Use the ROA module or search DTS to 
find the ticket associated with the 
document and CCV transaction. 
 
Perform selective mode reconciliation 
on the CCV transaction “Reconcile by 
TANUM” from the Transaction Detail 
screen. 
 
If analysis finds the CCV transaction is 
not a ticket, dispute the transaction and 
change the status of the transaction to 
“Disputed”. 
 
 

Authorization is not 
ready reconciliation 

Reconciliation has not found one 
of the following stamps on the 
current adjustment of the travel 
authorization (voucher not 
created): 

• POSACK RECEIVED 
• PAY PROCESS IGNORE 

 

Contact the AO shown on the 
Transaction Summary screen for the CCV 
debit transaction to review and research 
the current status of the travel 
document. 
 
Once the travel authorization is tamped 
with one of the stamps indicated, 
reconcile the debit transaction again 
from the Transaction Detail screen using 
“Reconcile by Ticket Number”. 

Voucher has not been 
approved 

Reconciliation has not found one 
of the following stamps on the 
current adjustment level of the 
travel voucher: 

• POSACK RECEIVED 
• PAID 

Contact the AO shown on the 
Transaction Summary screen for the CCV 
debit transaction to review and research 
the current status of the travel 
document. 
 
Once the voucher is stamped with one 
of the stamps indicated, reconcile the 
debit transaction again from the 
Transaction Detail. 
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Table D-1: Reason(s)/Suggested Corrective Action (cont’d) 
REASON(S)/SUGGESTED CORRECTIVE ACTION (cont’d) 

Classification: Unmatched Fee   Status: Unmatched 
Reason(s) Description CBA Specialist Action 

Mismatch found for a 
given TANUM and 
transaction amount 

Based on a user selected TANUM, 
CBA was unable to make a match 
with a ticket record carried on 
the TANUM. 

Reconcile the CCV transaction again 
from the transaction detail screen 
 
Create an amendment for the travel 
document from the Transaction Detail 
screen to modify the transaction amount 
on the ticket record. 

Manual Unmatch 

Transaction changed by the CBA 
Specialist from a held, pending, 
or matched status to an 
unmatched status. 

The CBA Specialist must reconcile the 
transaction again using the “Reconcile 
by TANUM” or Reconcile by Ticket 
Number” on the Transaction Detail 
screen to move the transaction into a 
matched status. 

Ticket number found on 
more than one trip 
document 

When reconciliation finds the 
same ticket number on multiple 
travel documents and is unable 
to resolve which TANUM to 
reconcile the CCV transaction 
with. 

Use the ROA module or search DTS to 
determine if the travel document is 
associated with the CCV transaction. 

Classification: Unmatched Refund   Status: Unmatched 

Transaction Amount 
does not match 
Authorization Amount 

When the net value of the 
consolidated transaction group 
does not equal the ticket amount 
on the current adjustment level 
of the DTS authorization and the 
transaction is a credit. 

Amend the travel document from the 
CBA module using the “Initiate 
Amendment” option. 
 
Transaction will automatically match 
once the amendment is approved and 
the adjusting obligation is accepted by 
DFAS (POSACK RECEIVED). 

Transaction amount 
does match voucher 
amount 

When the net value of the 
consolidated transaction group 
does not equal the ticket amount 
on the current adjustment level 
of the voucher and transaction is 
a credit. 

See above for the authorization process. 

Selective mode 
reconciliation is required 
to complete the 
grouping process 

A refund (credit) received for a 
CBA debit is reconciled as a single 
netted transaction. Reconciliation 
for the transaction “group” can 
only be performed via the 
Transaction Detail screen. 

Perform selective mode reconciliation 
on the CCV credit transaction “Reconcile 
by Ticket Number” 
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Table D-1: Reason(s)/Suggested Corrective Action (cont’d) 
REASON(S)/SUGGESTED CORRECTIVE ACTION (cont’d) 
Classification: Unmatched Refund   Status: Unmatched 

Reason(s) Description CBA Specialist Action 

Authorization has not 
been POSACK RECEIVED 

Reconciliation has not found one 
of the following stamps on the 
current adjustment of the travel 
authorization (voucher not 
created): 

• POSACK RECEIVED 
• PAY PROCESS IGNORE 

Contact the AO shown on the Transaction 
Summary screen for the CCV debit 
transaction to review and research the 
current status of the travel document. 
 
Once the travel authorization is stamped 
with one of the stamps indicated, 
reconcile the debit transaction again 
from the Transaction Detail screen using 
“Reconcile by Ticket Number”. 

Voucher adjustment has 
not been POSACK 
RECEIVED 

Reconciliation has not found the 
following stamps on the current 
adjustment level of the travel 
voucher: 

• PAID 

Contact the AO shown on the Transaction 
Summary screen for the CCV debit 
transaction to review and research the 
current status of the travel document. 
 
Once the voucher is stamped with one of 
the stamps indicated, reconcile the debit 
transaction again from the Transaction 
Detail screen “Reconcile by Ticket 
Number”. 

Manual Unmatch 

Transaction changed by the CBA 
Specialist from a held, pending, 
or matched status to an 
unmatched status. 

The CBA Specialist must reconcile the 
transaction again using the “Reconcile by 
TANUM” or “Reconcile by Ticket 
Number” on the Transaction Detail 
screen to move the transaction into a 
matched status. 

Classification: Amendment Returned   Status: Unmatched 

Amendment Returned 

When a routing official 
“RETURNS” a CBA initiated 
amendment rather than 
approving it, the CBA transaction 
is updated from “Amendment 
Pending” to “Amendment 
Returned”. 

Determine why the amendment action 
was not approved and explain why the 
amendment action is necessary in order 
to match the CBA transaction. 
 
Place the transaction in a “Held Status” if 
it is delaying the invoice from being paid 
in a timely manner. Work with the AO or 
DTA to get the amendment approved. 
 
It may be necessary to re-initiate the 
amendment using the “Initiate 
Amendment” option. Once the 
amendment is approved and the 
obligation is stamped POSACK, the 
transaction will automatically match. 
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Table D-1: Reason(s)/Suggested Corrective Action (cont’d) 
REASON(S)/SUGGESTED CORRECTIVE ACTION (cont’d) 

Classification: Amendment Rejected   Status: Unmatched 
Reason(s) Description CBA Specialist Action 

Amendment Rejected 

GEX or DFAS rejected a CBA 
initiated amendment and the 
transaction is updated from 
“Amendment Pending” to 
“Amendment Rejected”. 

Coordinate with the DTA or AO to correct 
the rejection and amend the document 
for approval. 
 
Once the reject is corrected and the 
amendment action has been approved 
and the POSACK stamp applied, use the 
“Reconcile by TANUM” or Reconcile by 
Ticket Number” to match the transaction. 

Classification: Amendment Pending   Status: Suspended 

No Reason Code 
Required 

CBA Specialist has initiated a CBA 
Amendment that has yet to be 
approved or the adjusting 
obligation have yet to be 
positively acknowledged 
(POSACK) by DFAS 

No user action is required. The 
transaction is held in the amendment 
pending status until DTS returns an 
acceptance or rejection. 
 
The CBA Specialist can validate the status 
of the amendment through their 
organization, group or ROA access or 
request assistance from the AO or DTA. 
 
If the amendment has been approved 
and the adjusting obligations POSACK 
from DFAS  but the transaction remains 
in an “Amendment Pending” status, 
contact the TAC for assistance. 
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D2.0 Suspended, Held, or Disputed Transactions 

Table D-2: Suspended, Held, or Disputed Transactions 
Suspended, Held, or Disputed Transactions 

Classification Status Reason Description CBA Specialist Action 

Pending 
Refund Suspended None 

CBA Reconciliation requires the 
associated debit transaction be 
certified and paid prior to 
reconciling the corresponding 
credit transaction when the 
debit and credit are received 
on CCV invoices. 

No action is required. 
 
The credit transaction 
will be classified as a 
matched refund on a 
future invoice once the 
debit has been paid. 

Pending Fee 
Credit Suspended None 

CTO fee credit is received on a 
CCV invoice prior to a 
corresponding CTO fee debit 
having been reconciled and 
paid. 

No action is required. 
 
The credit transaction 
will be classified as a 
matched refund 
(Matched Fee Refund) 
on a future invoice 
once the debit fee 
transaction has been 
paid. 

Disputed Disputed None 

Transaction is not valid (or does 
not require payment) for the 
DTS CBA account charged. 
Manual classification applied 
by the CBA Specialist. 

The CBA Specialist must 
dispute the transaction 
with the CCV when 
required using the 
standard dispute 
process outside of DTS.  
 
Labeling a transaction 
“Disputed” does not 
trigger any dispute 
action with the bank. 

Closed Closed None 

A disputed transaction has 
been resolved, and nothing 
further needs to be done. The 
transaction can be moved to 
“Held” if later found valid. It is 
closed to remove it from the 
disputed list. 

No action is required. 

Held Held None 

Manual classification applied 
by the CBA Specialist to mark a 
transaction for removal from 
the current CCV invoice. The 
transaction can be reconciled 
later and added to the current 
invoice or to an interim invoice. 
 

Move out of the “Held” 
status and attempt to 
reconcile for inclusion 
in a future invoice. 
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Suspended, Held, or Disputed Transactions (cont’d) 
Classification Status Reason Description CBA Specialist Action 

Duplicate Duplicate 

A duplicate 
transaction 
has been 
previously 
reconciled as 
Matched 

Systemic CBA reconciliation 
stamp applied to a transaction 
when a debit with the same 
transaction type, TANUM, 
Ticket Number, and Ticket Cost 
have previously been 
reconciled and paid. 

Verify the transaction is 
a duplicate and has 
been paid by 
referencing the 
previously paid 
invoices. 
 
If the transaction is a 
duplicate, dispute the 
transaction back to the 
CCV and change the 
status of the 
transaction to 
“Disputed”. 
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D3.0 Matched Transactions 

Table D-3: Matched Transactions 
Matched Transactions 

Reason(s) Description CBA Specialist Action 

Temporarily 
excluded from the 
invoice due to 
carryover 

Systemic CBA reconciliation stamp 
applied to a transaction when a debit 
with the same transaction type, 
TANUM, Ticket Number, and Ticket 
Cost have previously been reconciled 
and paid. 

Verify the transaction is a duplicate and 
has been paid by referencing the 
previously paid invoices. 
 
If the transaction is a duplicate, dispute 
the transaction back to the CCV and 
change the status of the transaction to 
“Disputed”. 

Transaction 
matched based on 
name billing date 
CBA transaction 
account number 
and ticket cost 

Notification to the CBA Specialist of 
matching criteria used to reconcile 
the CCV transaction with a DTS ticket 
record. 

Verify that the module matched the 
transaction correctly (there might be a 
slight variance in the ticket number). If 
yes, no further action is required. 
 
If the transaction was matched 
incorrectly, change the transaction 
classification to “Unmatched” and 
reconcile the transaction again using the 
“Reconcile by TANUM” or “Reconcile by 
Ticket Number” options. 
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Appendix E: CBA Desk Reference 
This desk reference provides guidance for common reconciliation in the DTS Centrally Billed Account 
(CBA) module. Detailed information on each topic is available in the DTS CBA Manual. 
 

E1.0 Enter Account information Into the DTS CBA Module 

The Defense Travel System (DTS) CBA module provides automated reconciliation and payment 
for transactions charged to the government CBA. 
 
In order to use a CBA in DTS, the below conditions must be met:  

• Activated charge card vendor (CCV) account 
• Account information entered in DTS 

Account setup instructions are separate from this desk reference. See the CBA Account 
Activation Instructions (with DTS Electronic Reconciliation Module). 
 
The below guidelines apply to new accounts: 
 

• Consult your service/agency POC, and any local business rules to determine how to 
submit an application for a CBA account and the setup procedures. 
 

• To use the CBA Reconciliation module for electronic reconciliation and certification, you 
must have an account. The module does not account for transactions that may have 
been charged or reconciled outside of DTS. 

 
After the new account activation, the Service/Agency CBA Defense Travel Administrator (CBA 
DTA), with permission level 7, will add the information to the DTS CBA module (Figure E-1). 
Access to the CBA module must be coordinated with the CBA Administrator (Travel Assistance 
Center [TAC]) through the service/agency program office. 
 

http://www.defensetravel.dod.mil/Docs/CBA_Account_Load_Worksheet.xls
http://www.defensetravel.dod.mil/Docs/CBA_Account_Load_Worksheet.xls
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Figure E-1: Add New CBA Account Screen 

 
Table E-1 describes the fields located on the Add New CBA Account screen. All fields on this 
screen are mandatory. 
 

Table E-1: Add New CBA Account Screen Fields 

ADD NEW CBA ACCOUNT SCREEN FIELDS 

FIELD DEFINITION 

CBA Transaction Account 
Number * 

This is the account number the Travel Management Company (TMC) charges 
for transactions. The account number is included in the Passenger Name 
Record (PNR) to the CTO when the DTS Travel module is used to make 
reservations. 

CBA Central Account 
Number* 

This is the account number the credit card vendor uses to submit 
invoices.  

Expiration Date The expiration date of the account. 

Vendor Pay Routing # 

The six character routing number or Department of Defense Address 
Activity Code (DoDAAC) number assigned to the vendor pay 
processing location that processes the invoice. For DTS transactions, 
this number identifies the location where GEX routes the invoice for 
payment 

Account Label This is a label created by the CBA DTA so travelers can identify the 
CBA account they will use for travel. 

Agency Select your appropriate service/agency. 
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Table E-1: Add New CBA Account Screen Fields (cont’d) 
Add New CBA Account Screen Fields (cont’d) 

FIELD DEFINITION 
Charge Card Vendor A list to select the appropriate CCV. Citi is the only option. 

Organization(s) The organization(s) that the account will be assigned to. Select Add to 
List to add or edit organizations. 

Set CBA Transaction 
Account as Default for 
all Organizations 

Place a check in the box to set the account as the organization’s 
default method of payment. 

Transportation Officer 

This is the individual responsible for reconciling the account and 
certifying the invoice for payment. Organizations cannot select more 
than five CBA Specialists. 
 
CBA Specialist must: 

• Be a government employee 
• Have DTS permission level 4 
• Complete COL certification 
• Be appointed as certifying officers 
• Have DTS Read Only Access (ROA) and group access to the 

organizations where the account is being reconciled to. 

Reconcilable on CBA 
Transaction # 

A drop-down list to identify whether the account has been set up for 
electronic invoicing and if the CBA module will be used to reconcile 
and pay the CCV invoices. Yes indicates that electronic invoicing will 
be used, No indicates that that account is set up for traditional paper 
based invoice and will be reconciled and paid outside of DTS. 

 
* To identify whether an account number represents a CBA Transaction Account or a CBA 
Centrally Billed Account, check the CCV number. If the CCV provides two numbers, the 
transaction account number is always the higher one. 
 
Example: the CCV provides two accounts – 46142xxxxxxxxxxx and 461427xxxxxxx422 but does 
not identify which one is which. In this case, the CBA Transaction Account Number ends in 
****7422. It is higher because the CCV issues the Centrally Billed Account Number before 
issuing the CBA Transaction Account Number. 

Note: New organization must be added to the list of organizations that have access to the 
account. DTS does not automatically add new organization to existing CBA information 
associated with the parent organization. 

E2.0 Default Account for the Organization 

The CBA DTA will identify the default account for the organization when creating the account. 
The default account can be edited by the CBA DTA using either  

• Set Default by Account  
•  Set Default by Org  
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Figure E-2: Set Default by Account Screen 

The Set Default by Account screen (Figure E-2) allows the CBA DTA to select the organization 
from the drop down list and set the CBA as default. If there is more than one CBA associated 
with the organization, a list of the accounts will show and the CBA DTA selects the appropriate 
one. 
 
The Set Default by Organization screen (Figure E-3) allows the CBA DTA to select the CBA and 
choose the organization that the account will default to. The CBA DTA will also use this screen to 
remove an organization from the default status. 
 

 
Figure E-3: Set Default by Organization Screen 

 
Note: A default is not required for an organization. For example; if an organization uses multiple 
accounts, then one account will not be default. No account will auto-populate. The traveler will 
be required to select the account from the drop-down list on the authorization. 
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E3.0 DTS Travel Arrangements Process Flow and Effects on the DTS CBA 

Travelers make air and rail travel arrangements, using the DTS Reservations module. The 
traveler will select the method of payment in the Reservations module based on: 

• Service/Agency local business rules 
• Possession of an active Individually Billed Account (IBA) 

The traveler must select 

• Comm Air (Indiv Bill) 
• Comm Air (Central Bill) 
• Comm Rail (Indiv Bill) 
• Comm Rail (Central Bill) 

When an authorization that includes reservations is signed, the below process occurs:  

1. DTS submits the reservation through the Global Distribution System (GDS), via a PNR, to 
the TMC. The authorization is stamped CTO SUBMIT. During this time, the authorization 
cannot be adjusted or edited, it is locked. 
 

2. The TMC reviews and performs a quality control of the reservations and returns the PNR 
to DTS. The authorization is stamped CTO BOOKED. The authorization can be adjusted 
or edited. 
 

3. The authorization routes to the AO.  
 

4. The AO applies the APPROVED stamp. DTS applies the Tickets Are Waiting (TAW) date 
to the approved PNR. The TAW date is the date the CTO will ticket the reservations (this 
date normally occurs 3 business days before the departure date).  
 

5. When the CTO tickets the reservations, it places the ticketed PNR on the outbound 
queue. DTS sweeps the queue and the authorization is updated with the ticket number 
and cost. The document is in a CTO TICKETED stamp. 
 

6. If a CTO Fee is assessed, it is included on the ticket PNR. DTS auto-populates the 
authorization with the CTO fee transaction, for CBA’s with a CF-CTO Fee (Central Bill) 
code. A ticket number, based on the issue of an Electronic Miscellaneous Document 
(EMD) is associated with TMC fee transaction(s). The CCV and DTS use the EMD number 
for reconciliation the way they are used for actual tickets. 

 
Note: If the CTO fails to return the ticketed PNR to DTS, the status will remain CTO 
BOOKED and the PNR locator number remains populated in the ticket number field. In 
this case, the CTO Fee will not auto-populate.  
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If travelers make their travel reservations outside of DTS, the ticket information will be manually 
inserted on the Other Trans screen. If a CTO fee is charged, it will be manually added in a 
separate entry on the Other Trans screen. The CTO fee will include the ticket number from the 
related EMD. Ticket numbers and costs are included on the itinerary and invoice the CTO 
provides the traveler. 

E4.0 Cancelling the Authorization and the Effect on CBA Reconciliation 

Before approving an authorization the traveler cancelled, the AO should verify the trip incurred 
no expenses. It is important to determine: 

• If the authorization was ticketed 
• If a TMC fee was applied 

If the authorization was ticketed or a TMC fee was incurred before the trip was cancelled, the 
AO will need to make sure that the traveler claims the fee as an expense and that it was entered 
using the Other Trans screen. 

If the traveler has not claimed the expense, the AO will apply the RETURNED stamp and the 
traveler will submit the authorization back to the AO after the above action has been 
completed, and the AO will stamp the authorization CANCELLED. 
 
After the AO stamps the authorization CANCELLED, the traveler will need to create a voucher to 
claim the TMC fee. 
 
Note: For complete information on Cancellation Procedures, review the Document Processing 
Manual, Chapter 10. 

E5.0 DTS CBA Reconciliation Process 

The below steps show the DTS CBA Reconciliation process: 

1. The CCV submits an electronic invoice to the DTS mailbox at the end of each billing 
cycle. 
 

2. DTS determines the validity of the invoice by checking for: 
• Proper format 
• Existence of an account in DTS 
• Whether or not the invoice is marked for automated reconciliation 

The CBA Administrator will reject an improper or erroneous invoice, sending it back to 
the CCV. 
 

3. DTS performs an automated reconciliation if the invoice is correct and in the proper 
format. DTS compares the transaction on the invoice to DTS travel records. The initial 
reconciliation occurs within 24 hours of receipt if the previous invoice was certified and 
forwarded for payment. 

  

http://www.defensetravel.dod.mil/Docs/Training/DP_10.pdf
http://www.defensetravel.dod.mil/Docs/Training/DP_10.pdf
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4. Upon completion of the automated reconciliation, a CBA invoice is prepared and placed 

in the CBA Specialist Open Invoices screen. An email is sent to inform the CBA Specialist 
that an invoice requires action. 
 

5. The CBA Specialist verifies each matched transaction and must research and resolve 
transactions that remain unmatched after the automated reconciliation. Using DTS 
documents, the CTO, and the CCV the CBA Specialist will reconcile unmatched 
transactions. 
 

6. The CBA Specialist should have access to travel documents for travelers who use their 
CBA, either through group access or ROA. This access allows the CBA Specialist to review 
DTS travel records to determine the applicable TANUM, verify ticket information, and 
identify the AO.  
 

7. The CBA Specialist will acknowledge and certify the CBA invoice after all transactions are 
resolved (Matched, Suspended, Held, Disputed, Closed or assigned PPA Interest status 
or Manual Advance Credit status). 
 

8. The certified invoice is electronically submitted through the GEX to the appropriate 
DFAS Vendor Pay and Disbursing location. DTS will receive an advice of payment (AOP) 
after the invoice is paid and the information is electronically archived. 

 
Note: The reconciliation process searches the DTS ticket record that has a ticketed PNR 
that were either: 
 

• Returned from the CTO, or 
• Entered in the Other Trans screen. 

 
The CBA module does not recognize expense or cost information that may be 
erroneously entered as a non-mileage expense.  
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E5.1 Processing Order 

The CBA module will process invoices in the order they arrive. This happens because 
debit transactions must be reconciled prior to the reconciliation of any associated credit 
transactions. When DTS receives a new invoice, the invoice will not auto-reconcile if the 
previous invoice has not been certified or acknowledged. The CBA Specialist receives an 
email when a new invoice is received, but will not be auto-reconciled. 
 
E5.2 Invoice Is Not Received 

If DTS has not received the invoice, the CBA Specialist contacts the CCV to determine if 
there was activity on the account during the billing cycle. If the account has no activity, 
no invoice will be generated. If the CCV indicates that an invoice was sent, the CBA 
Specialist should contact the TAC. The CBA Specialist can work with the CCV to 
determine the reason the invoice was not received. 
 
Note: Before contacting the TAC, confirm that the invoice has not been received by 
using ROA Invoices.  
 
E5.3 Summary Points 

• Auto-reconciliation will determine matched transactions (transactions are 
“matched” when the ticket information is populated on an approved DTS 
document. A document is “approved” when DFAS accepts the record and 
stamps it POSACK. 
 

• Any transaction not matched during auto-reconciliation will be classified as 
Unmatched. The Transaction Detail screen displays reasons for Unmatched 
transactions. 

 
• The CBA Specialist determines the validity of the charge. Research methods 

include: 
o contacting the traveler 
o contact the CTO 
o researching DTS travel documents 

 
• If ticket information is in the document, and the reason for the Unmatch is a 

cost difference, the CBA Specialist will initiate an amendment. 
 

• If the charge is valid, but the ticket information does not exist in the travel 
document, the CBA Specialist will contact the traveler to amend the travel 
record and add the missing ticket information. 

 
• If the charge is not valid, the CBA will indicate a transaction dispute. 
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E6.0 Matching Criteria for the DTS CBA Module 

When DTS receives an electronic invoice, DTS attempts to auto-reconcile. The reconciliation 
compares the line item transactions on the invoice to the records in DTS, and is completed 
within 24 hours after receiving the invoice; if the previous invoice has been certified. DTS holds a 
new invoice in a Receipt from CCV status if the previous invoice has not been received. DTS will 
run the auto-reconcile at that time. 
 
DTS uses the below criteria when attempting to match transaction: 

• Primary criteria 
o Ticket number 

 Dollar amount 
 Amount has been authorized on the travel document and DFAS accepts 

the obligation 
 Ticket method of payment is CBA 

 
If the primary criterion does not generate matches, DTS attempts to match using a second set of 
criteria: 

• Secondary criteria 
o Traveler name 
o Dollar amount 
o Amount has been authorized on the travel document and DFAS accepts the 

obligation 
o Ticket method of payment is CBA 
o Comparison between the transaction date on the invoice and the ticket date in 

DTS is made to determine a possible match within the billing cycle. 

Note: CTO fee transactions are also matched using the same criteria. 
 
If DTS fails to produce a match during auto-reconciliation, it will classify the transaction as 
Unmatched and the Reason for Unmatch will display on the Transaction Detail screen within 
the module.  
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Figure E-5: Open Transaction Detail Screen (Unmatched Status) 

 
In the above example, DTS did not find a travel record with a matching ticket number and was 
unable to match using the secondary criteria; therefore it was not able to match the TANUM. 
 
The CBA specialist must determine the reason for the Unmatched status and reconcile the 
remaining unmatched transactions. If an amendment is required to match the transaction, the 
CBA Specialist must coordinate the approval. 

E7.0 Common Causes of Unmatched Transactions 

Common causes of unmatched transactions include the below: 

• The TMC did not place the ticketed PNR in the outbound queue after ticketing. DTS 
could not sweep the information to update the travel document with the ticket number 
and final cost. 
 

o In these cases, the ticket number or final ticket cost cannot be updated in DTS. If 
the TMC charges a TMC fee, it will not be updated in DTS 
 

o CBA will match the ticket transaction if the booked and ticketed cost remains 
the same, but the TMC Fee transaction will remain unmatched. An amendment 
will be necessary to add the TMC Fee transaction to the document. 
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• Traveler contacts the TMC outside of DTS and enters the ticket information on the 
Other Trans screen, but did not include the ticket number when updating the 
document; or the traveler enters an inaccurate ticket cost. 
 

o The traveler enters the ticket information on the Other Trans screen instead of 
using the DTS Reservations module in the authorization, and should add the 
ticket number when creating the voucher. The travel must include separate 
entries for the ticket number and CTO fee. The traveler will obtain the ticket and 
fee information from their itinerary or from the TMC invoice. 
 

• The traveler indicates the ticket was charged to their Individually Billed GTCC account on 
the travel document, but the actual ticket was charged to the CBA. 

 
o If the traveler does not change the default method of payment to CBA, the 

traveler may have been erroneously reimbursed for the tickets and fees. 
 

o In this example (Figure E-5), the travel document requires an amendment. If the 
traveler has received a reimbursement for the ticket, it is erroneous, and the 
amendment will place the document in a DUE U.S. status. 

 
o If the traveler provides proof (copy of their charge card statement), that their 

IBA was charged, the CBA Specialist will dispute the transaction on the invoice 
and ask the TMC to issue a credit against the CBA. The charge must be disputed 
with the CCV also. 

 
• Changes were made to the travel reservations outside of DTS, and the traveler did not 

update the travel document. 
 

o This happens if the traveler made an itinerary change, and chose to deal directly 
with the CTO or airline. The travel document needs to be amended to correct 
the ticket information; this will allow the CBA invoice transaction to match. 
 

Common causes of unmatched transactions include: 

• Transaction amount does not match the authorization amount 
• Transaction amount does not match the voucher amount 
• Duplicate transaction previously reconciled as matched 
• Issued ticket is not a CBA ticket 
• Rejected amendment 
• Returned amendment 
• Reason for suspension 
• DTS ticket number does not match CCV ticket number 
• Authorization not ready for reconciliation  
• Voucher has not been approved 
• Ticket or trip cancelled 
• Unknown TANUM 
• TANUM and transaction amount mismatched 
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• Transaction temporarily excluded from the invoice because of carryover 
• Ticket number on more than one travel document 
• Accounting information unavailable 
• Out of date range 

 
For a list of the Unmatch Reasons, Description and CBA Specialist Action see Appendix D of this 
manual. 

E8.0 Amendment Actions 

The CBA Specialist initiates an amendment using the CBA module if the Unmatched status 
reason is the amount of an existing ticket. In these cases, the Initiate Amendment is available 
on the Open Transaction Detail screen. 
 
When the CBA Specialist initiates an amendment using the CBA module, the below actions 
occur: 
 

• The travel document is updated to match data from the CBA invoice. For example, ticket 
number 1611234567890 is initially populated in DTS for $205, the CBA invoice indicates 
the actual ticket cost is $250; the ticket record (and the LOA) will update to $250. 
 

o Before initiating the amendment, the CBA Specialist will verify the amount billed 
on the CBA invoice. If a copy of the ticket or itinerary is not available on the 
voucher, contact the traveler or CTO for a copy of the ticket. 
 

o When initiating the amendment, the user must include comments in the 
Remarks section why the amendment is needed. 
 

• DTS stamps the document CBA AMENDMENT and routes the document to the AO. 
Remarks are inserted in the Comments to the Approving Official section for AO review. 
 

• The AO receives an email to review and approve the amendment. 
 

• Once the transaction is updated to AMMENDMENT PENDING in the CBA module, the 
CBA Specialist cannot change it. 

 
• When the AO approves the amendment, the CBA module classifies the transaction as 

Matched after DFAS has accepted the obligation adjustment. 
 

o If DFAS rejects the amendment after approval, the transaction becomes 
Unmatched with a status of AMENDMENT REJECTED. 
 

• If the AO stamps the amendment, RETURNED. DTS returns it to the traveler and the 
transaction becomes Unmatched with a status of AMENDMENT RETURNED. The AO 
must include comments regarding the reason for return. The CBA Specialist can view the 
comments within the CBA module. 
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Note: DTS automatically approves the CBA Initiated amendment action after 96 hours if 
the adjustment is less than $250, the “funds check” against the DTS budget is successful, 
and the AO has not already returned or approved the amendment. This “auto-approval” 
process does NOT apply to amendments initiated outside the CBA module. 
 

The CBA Specialist cannot initiate an amendment through the CBA module to add ticket or fees 
that are not on the DTS travel document. If the document requires the addition of a ticket or 
CTO fee to match the CBA invoice, the CBA Specialist must contact the traveler, AO or DTA to 
initiate an amendment outside the CBA module. 
 
When the traveler initiates an amendment outside the CBA module, the CBA Specialist 
performs: 
 

• Follow up with the DTA, or AO to ensure the amendment is approved promptly. If the 
amendment rejects, correct the document expeditiously. 

 
• Use Reconcile by TANUM or Reconcile by Ticket Number to manually match the 

transaction once the amendment has been stamped APPROVED and POSACK has been 
received. 

 
Described below is an example of mismatch ticket. 
 

1. A CBA transaction (Figure E-6) was received for ticket number 0167564328416 in the 
amount of $3,085.00 for Jeffrey Smith that was initially populated in the travel 
document. 

 
2. The CBA Specialist determines: 

 
• if the charge is valid,  
• the ticket belongs to Jeffrey Smith, and 
• the ticket was used for travel on TANUM INJR6W. 

 
3. The CBA Specialist contacts the traveler, AO, DTA and requests the traveler amend the 

travel document to add the missing ticket information. 
 

Note:  Do not use the “Route for Approval” button to amend the travel document.  This 
function will lock the entire invoice until the travel document routes for approval and the 
“amendment pending” status has updated to “Matched”. 

4. After amendment approval and processing, the CBA Specialist enters the TANUM 
(Figure E-6) and selects Reconcile by TANUM. 
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Figure E-6: Open Transaction Detail Screen 

 
The Ticket List screen opens and displays a list of tickets associated with the TANUM 
(Figure E-7). 
 

 
Figure E-7: Ticket List Screen 

 
5. The CBA Specialist selects the ticket number from the list and DTS attempts to match 

the transaction. If the transaction remains unmatched, the reason for Unmatch is 
provided. 

 
Note: If there is only one ticket record, the Ticket List screen will not display, instead the 
ticket record populates above the Reconcile by Ticket Number field. 
 

If the transaction does not match, the CBA Specialist uses the Document History screen found 
on the Digital Signature page to determine why the system did not match it. 
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E9.0 Credit Transactions 

This section describes the credits encountered in the CBA module. 

E9.1 Pending Refunds 

DTS automatically places certain credit transactions in a Suspended status. These credit 
transactions are pending the payment of related debit transactions before the credit be 
processed. For debit transactions that have been certified for payment, DTS requires 
payment confirmation of the debit transactions before it will process a corresponding 
credit. This happens because the government will not accept a credit for something it 
has not yet paid for. When this occurs, the CBA module places the credit transaction in a 
Pending Refund status. Once the associated debit transaction is paid, the credit 
transaction will automatically add to the next CBA invoice as an Unmatched Refund. 
 
Note: This assumes the CCV processes the credit transaction using the same ticket 
number under which the debit transaction was processed. If the credit is processed 
under a non-matching ticket number, the credit transaction will be classified as an 
Unmatched Credit. In this instance, the CBA Specialist will need to reconcile it manually. 
 
E9.2 Wash Debits and Credits; Netted Debits 

An associated debit and credit will be matched as Wash Debit and Credit if the below is 
true: 
 

• The debit and credit transaction for the same ticket number appear on the same 
invoice for a matching ticket record that has been cancelled or for a ticket that 
has been removed after ticketing from the document. 

 
• The debit and credit results in a zero balance. 

 

Example: The CBA invoice shows the debit for a ticket number 0161324568123 for $325, 
and a credit on the same invoice with the same ticket number and amount. If the ticket 
record exists in DTS and the trip was not cancelled, the transactions will cancel (wash) 
each other, and there will be no payment to the CCV. 
 
When there is a net balance for a matched debit and credit transaction received on the 
same invoice, it is referred to as a Netted Debit. 
 
Example: The CBA invoice shows a debit of $455 for ticket number 0161324578132, and 
a $100 credit for the same ticket number. Once the ticket record in DTS is updated to 
indicate the net cost of $355, the CBA module will lock the debit into a Netted Debit of 
$355, and once the Credit is matched the debit will auto-match. The certified CBA 
invoice will reflect $355 as on the transaction. 
 
Note: To unlock the debit, the CBA Specialist must hold the credit. 
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These examples show both washed and netted transactions. This allows DoD to process 
and pay invoices using a fewer number of transactions. 
 
E9.3 Advance Credits and Previously Applied Credits 

If the CBA invoice includes a debit transaction that corresponds to a matching trip or 
ticket number that was cancelled in DTS, the CBA module will classify the debit 
transaction as an Advance Credit. 
 
The debit will not be paid on the certified invoice. When the credit appears on a future 
invoice, the CBA module recognizes that the debit was already deducted from the 
earlier invoice. It classifies the credit transaction as a Previously Applied Credit. It does 
not deduct the credit from the certified invoice. 
 
This occurs when either the CANCELLED or CTO CANCELLED stamp is applied to an 
authorization after ticketing, or when the ticket information was removed but the 
CANCELLED stamp is not applied. 
 
The CBA Specialist has the ability to apply a Manual Advance Credit in those cases when 
the traveler has reduced the amount of the ticket in their travel document based on the 
receipt of credit due to a ticket exchange at the airport. In this case, the original amount 
of the ticket will be reflected on the CBA invoice, but will be unmatched to the reduced 
amount indicated on the travel document. The CBA Special should verify that the credit 
from the CCV is pending and then select the transaction status of the Manual Advance 
Credit. This will result in a reduced payment to the CCV. 
 
When the true credit is received on a future CBA invoice, the CBA Specialist will apply a 
Manual Previous Applied Credit status to indicate the credit was already applied to a 
previous invoice. The credit will not be deducted from the payment to the CCV. 
 
E9.4 Unmatched Refunds (Credits) 

If a debit CBA transaction has been paid, and a credit appears on a future invoice, the 
credit transaction will be classified as an Unmatched Refund. This requires amending 
the travel document to reduce the ticket cost to the net amount of the debit and credit 
transactions. It should be reduced to $0 for a full credit refund or down to the net cost 
of the ticket for a partial credit refund. This must be done using the Initiate Amendment 
button so that DTS processes a CBA Refund Amendment. After approval of the CBA 
Refund Amendment and DFAS acceptance of the obligation, the transaction will match 
as a Matched Refund. 
 
E9.5 Airport Credits 

These are credit transactions that are received on the CCV invoice, but issued using a 
different ticket number than the original debit transaction. Typically these are classified 
as Unmatched Credits during the automatic reconciliation. In order to match the 
transaction, the CBA Specialist must identify the traveler whom the travel record is 
associated to. The CBA Specialist will enter the ticket number and select the Reconcile 
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by Ticket button. This action will group the two transactions together. The transaction is 
treated the same as an Unmatched Refund. The CBA Specialist will initiate a CBA Refund 
Amendment to match the transaction. 
 

E10.0 Held Transactions and Interim Invoice Processing 

This allows the CBA Specialist to place a transaction in a Held status from the Open Transaction 
Detail screen. The CBA Specialist will use this option in cases when the invoice payment date is 
approaching but there are transactions that cannot be matched in sufficient time to allow the 
invoice to be paid without an interest penalty for late payment. Reasons for this may include a 
lack of timely approval or DTS system problems preventing the document from being approved 
or the transaction from being matched. 
 

Example: The CBA Specialist receives an invoice on 16 May, which has 50 transactions. 
DTS has reconciled 45 of them. The CBA Specialist has determined that the other five 
transactions are valid and has requested amendment actions from the traveler, AO or 
LDTA. The date is now 10 June, and the five amendments have not been approved. 
Rather than waiting for the amendment action, which could delay payment beyond 16 
June, the CBA Specialist places these transactions in Held status. This action allows for 
prompt certification and payment of the 45 reconciled transactions. 
 
Once the original CBA invoice is certified, DTS allows the CBA Specialist to create an 
interim invoice, which is separate from the original invoice. The CBA Specialist will 
reconcile these transactions and certify the interim invoice separately from the original. 
The five transactions will be subjected to late payment penalties, based on the date the 
original invoice was received; however, this amount is less than if a late payment 
interest penalty was assessed for the entire original invoice. 
 

CBA Specialist may create interim invoices for transactions received on the same original 
invoice. This allows the DFAS Vendor Pay system to correctly calculate applicable interest 
charges. The CBA Specialist may have Held transactions from multiple invoices, but the CBA 
module will only allow transaction with the same Prompt Payment (PPA) date to be included on 
the same interim invoice. The CBA Specialist will create a different interim invoice for other held 
transactions with another PPA date. 
 
E11.0 Transactions With an All-Zero Ticket Number 

The invoice may include certain invoices that use an all zero ticket number. Examples of 
transactions that are invoiced with all zero ticket numbers include: 
 

• Provisional credit transactions issued as a result of disputed transactions 
• Rebilling (debit) of disputed transactions that the bank believes to be valid charges 
• Debit transactions indicating the previous payment of interest penalties (PPA Interest) 
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DTS will not auto-reconcile transaction that use all zero ticket numbers. The CBA Specialist 
should: 
 

• For provisional credits that were issued as a results of a disputed transaction: When the 
original debit transaction was disputed and not paid, the CBA Specialist indicates that 
this transaction is a dispute. The CBA Specialist should include remarks that the credit is 
associated to a previously disputed transaction, and should enter the original ticket 
number, traveler name, and TANUM in the Remarks field for tracking. The CBA 
Specialist should place both the original disputed transaction and the provisional credit 
transaction in a closed status. 

 
• For rebilling of a previously disputed transaction that the CBA Specialist believes is still 

an invalid charge. The CBA Specialist should indicate the rebilled transaction is in 
dispute in DTS for as long as the dispute continues. 

 
• For rebilling of a transaction that the CBA Specialist believes to be valid: The CBA 

Specialist must identify the ticket number under which the transaction was originally 
billed. The CBA Specialist enters the number and selects Reconcile by Ticket. The 
module will attempt to reconcile the transaction against the original number. 

 

• For transactions indicating the previous payment of interest penalties: The CBA Specialist 
should classify these as PPA Interest transactions by changing the Unmatched 
transaction status to PPA Interest on the Open Transaction Detail screen. This will 
remove the transaction from the certifiable invoice, and the CBA Specialist will only be 
able to view these transactions using the CBA search function. 

 E12.0 Disputes and Closed Transactions 

The CBA Specialist will mark a transaction for dispute when the CBA Specialist cannot validate 
that the transaction is a valid charge against the account. CBA Specialists should only use 
Dispute after exhausting all other methods to reconcile the transaction. When the dispute is 
settled (by issuing a provisional credit or a recharge by the bank), the CBA Specialist should 
change the status of the disputed transaction to Closed. 
 
To dispute a transaction, the CBA Specialist selects Dispute from the drop down list on the Open 
Transaction Detail screen. The CBA Specialist will enter the reason for the dispute in the 
Remarks field. 
 
DTS removes the disputed transactions from the invoice. These transactions are not included in 
the payment to the CCV. DTS places them on the CBA Specialist’s Disputed list within the CBA 
module. This list is available from the CBA menu. 
 
Note: CBA Specialists must follow official dispute procedures outside of DTS, applying both the 
procedure for the organization and procedures required by the CCV. This typically requires 
submitting a dispute form directly to the CCV. The Citi form is to be used for disputes and billing 
inquires with Citi. The form is available by selecting the Citi Dispute Form link on the Disputed 
Transaction Summary screen. 
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Note: Failure to officially dispute procedures notifying the CCV of disputed transactions may 
result in account suspension. 
 
Below is a list concerning disputes. 
 

• When the CCV receive official notification of a dispute, it initiates: 
 

o issues a provisional credit using an all zero ticket number 
o conducts research to determine if it considers the charge is valid. 

 
• When received on the CBA invoice, the provisional credit will, in most cases, result in an 

Unmatched Credit that the CBA Specialist marks as Disputed. This happens because DTS 
removes the original debit or charge from the initial invoice. The government did not 
pay for it, and therefore will not accept the credit. 

 
• When marking the provisional credit as Disputed, the CBA Specialist should not process 

a format dispute with the CCV. The CBA Specialist should: 
 

o Enter in the Remarks section that the transaction is a temporary credit for a 
debit that was not paid. 

o Include the original TANUM, ticket number and traveler name. 
o Change the status of the original disputed transaction and the provisional credit 

transaction to Closed. 
 
E13.0 Acknowledgement and Certification of Invoices 

After reconciling all transactions on an invoice, the transactions are classified as: 

• Matched 
• Suspended 
• Held 
• Disputed 
• Closed 

The invoice is ready for acknowledgement and certification. Acknowledgement is necessary 
prior to certification so DTS can archive the invoice with the final status of all transactions. An 
invoice with no certifiable transactions only require acknowledgement. 
 
Once an invoice is acknowledged, the application removes from the CBA invoice all transactions 
that do not result in payment to the CCV. Such transactions include: 
 

• Suspended 
• Disputed 
• PPA Interest Payment 
• Manual Advance Credit 
• Held 
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The invoice is ready for certification. 
 
Once the CBA Specialist certifies the invoice, it routes through GEX to the DFAS Vendor Pay 
processing location. This location corresponds to the vendor pay routing number associated 
with the account. DFAS Vendor Pay prepares the invoice and then submits it to DFAS Disbursing 
for payment to the CCV. 
 
After payment, DFAS Disbursing returns a payment notification to DTS. DTS updates the invoice 
with the information and submits it to the electronic archive at DMDC. The DADS PAID stamp on 
the invoice status history indicates the invoice was paid. The date of payment and voucher 
number display on the Transaction Detail screens. 
 
If DFAS Vendor Pay rejects an invoice, it returns to the CBA Specialist’s Rejected Invoices table 
as a rejected invoice. With the assistance of the TAC, the CBA Specialist must resolve the reason 
for the rejection. If the CBA Specialist does not resolve the rejection, it will results in another 
rejection from DFAS Vendor Pay. 
 
The invoice status history captures all the steps in the reconciliation process, from the receipt of 
the invoice to DMDC acceptance of the archived invoice. 
 
After invoices are acknowledged and certified, they are no longer display in the CBA Specialist’s 
inbox. The invoices are available through the CBA search function, which is available on the CBA 
menu when the CBA Specialist logs into DTS. 
 
Note: If an invoice remains in Sent to GEX for more than 4 days, the CBA Specialist should 
contact the TAC. The TAC will contact GEX to determine the status of the invoice. If an invoice 
remains in a GEX POSACK status for more than 4 days, the CBA Specialist should contact the TAC 
or the DFAS Vendor Pay POC to determine the status of the payment. 

 

E14.0 ROA Invoices Option 

Those individuals with access to the ROA module can view their CBA invoice information, by 
using the Invoices option. CBA DTAs and other authorized users may use the ROA Invoices to 
obtain the status of their CBA accounts and to provide customer service support as needed. 
 
CBA Specialists can use ROA>Invoices to view invoices that DTS has received but have not auto-
reconciled because previous invoices have not been: 
 

• Acknowledged 
• Certified 
• Submitted for processing 

 
In such cases, the status of the invoice and each of the transactions is RECEIVED FROM CCV. The 
CBA DTA will view the invoice and each transaction. This will allow the CBA Specialist to 
reconcile by performing: 
 

• Verifying the travel documents are populated with ticket information 
• Determine if credits have been received effecting transactions on the current invoice. 
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E15.0 Email Notifications 

The CBA module sends automatic emails to CBA users at certain times throughout the CBA 
process. 
 
These users include: 
 

• CBA Administrator 
• CBA DTA 
• CBA Specialist 
• Authorizing Official 
• Traveler 
• Systems Administrator 
• Travel Assistance Center 

  
E16.0 Reject Notifications 

If either GEX or DFAS vendor Pay rejects an invoice, DTS updates the invoice history with the 
reject (translation failure) status and sends an email to the below: 
 

• The office or person responsible for reprocessing the rejected invoice 
• The systems administrator for GEX  Translation Failures 
• The CBA Specialist for rejects from DFAS Vendor Pay 
• The TAC or CBA Administrator (as needed) 

 
The email includes the reason for the reject. If DFAS Vendor Pay rejects an invoice, it is typically 
due to an error in the CBA electronic invoice file. This requires assistance from the TAC or DTS 
Operations. 
 
When DFAS Vendor Pay rejects a certified invoice, it is returned to DTS and to the CBA Specialist 
as a rejected invoice. 
 
The CBA Specialist should not acknowledge and certify the invoice until corrective action has 
been completed. Such an attempt results in another reject. The below steps should be taken 
upon receipt of the reject email and the rejected invoice: 
 

1. The TAC receives the reject email and auto generates a ticket. The CBA Specialist will 
coordinate with the TAC to resolve the reject. 

 
2. The TAC determines the reason for the rejection and implements corrective action. This 

may require the CBA Specialist to Unmatch any transactions that are related to the 
rejection and reconcile them again to allow the electronic file to be corrected. 

 
3. TAC identifies and resolves the issue and then verifies that the file is corrected. When this 

is completed and the invoice is in the acknowledgeable status, the TAC informs the CBA 
Specialist that the invoice is ready to be acknowledged and certified. 
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Because of the requirement to pay invoices in a timely manner to avoid payment interest 
charges, the ticket should be assigned “Severity Level 2 – High Impact”. 
 
E17.0 Training Material 

For additional information, go to the DTMO website, select Programs & Services>Government 
Travel Charge Card>DTS CBA Reconciled Accounts. 

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