CHAPTER 12: ROA AND ROA ADMINISTRATION

The Read-Only Access (ROA) Administration feature is used to assign roles and access to DTS ROA.
ROA access allows users to see information, but does not allow any changes to be made.

This chapter covers the following topics:

12.1 ROA Roles and AdminiStration ............oouuueiiiiiiiee e 12-1
12.1.1 View Invoices USINg ROA ...t 12-3
12.1.2 View Trip Data UsSing ROA ... e 12-4

12.1.2.1 Sample ROA SCrEENS ... 12-10

12.2 ROA Administration and the DTA Maintenance Tool ..............cooveeeeeeiieiiceeeeeeeiennnn. 12-14
12.2.1 Create a New ROA User or ROA Administrator............cccoovvveveeieiiiiiiieeeens 12-16
12.2.2 Update a USer's ROA ACCESS .....eiiiiiiieeeieiiaiiieiiieee e aaaaaee e 12-21
12.2.3 Remove @ USer's ROA ACCESS ........coouuueieeeeiieeeeeeeeeeeeeeeeeeiiaeeeeeeeeinaanaees 12-23

12.1 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) to which the
user has been granted ROA access. The user may view authorizations, vouchers, local vouchers,
Centrally Billed Account (CBA) invoices, and charge card vendor (CCV) invoices.

* ROA Administrator* — This individual has access to an organization and any sub-organizations. The
ROA Administrator may grant, update and remove ROA users as well as other ROA Administrators.

*The Defense Travel Management Office (DTMO) is the ROA Administrator for Agency, Joint Command or
any service requesting organization access outside their service.

ROA users may access the following two features through the ROA module:

* Invoices — View CBA and CCV invoices.
»  Trip — View information on travel documents.

ROA Administrators can access the ROA Administration feature in the DTA Maintenance Tool.
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Users who have ROA access will see ROA on the menu bar of the DTS User Welcome screen (Figure 12-
1). Users can view trip data and invoices for their organizations. The default setting includes sub-
organizations, however the ROA Administrator can limit the user’s access to a single organization or sub-
organization.

Logged In As: Helen D West Help for this screen

K Defense Travel System

Hetnetnenmerie! AT

Official Travel V| Official Travel - Others ¥| Traveler Setup ¥ Reports V| Administrative "m CBA

Invoices
Documents Awaiting Your |Trip Zlick Here
Welcome Helen D West

Organization: DTMOCSD My Signed Documents
0Org Access: DTMOCSD

Document Name Current Departure e
Group Access: (All) Status Date
Permission: 0,1,2,3,4,5,6,7 N decuments found

Message Center

Check here for messages.

Figure 12-1: DTS User Welcome Screen - ROA Menu
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12.1.1 View Invoices Using ROA

Beginning on the DTS User Welcome screen (Figure 12-1), follow the below steps to search for
invoices to review:

1. Mouse over ROA on the menu bar and select Invoices.

The Read Only Access — Invoices Search screen opens (Figure 12-2).

Read Only Access - Invoices
User Name: Helen D OTMO

n: OTMOTEST-AA

55 OTMO

VWednesday, June 5, 2013 12:35:51 PM

Search
Search For: “Organization IDT MO (Start typing to get Organizational Access)
Traveler Last Mame: I (20 characters)
*CBA Transacfion Account # |461 4262626262626 'I
. I L Search
CCV I # 13 digit
vore ! L at least one
TANUM I (16 characters) parameter
opfion

Ticket & I {up fo 30 characiers)

Voucher # I (& characterz)

*COV Iwoice Date Range: Fromt [06/05/2013  [5B[ ¢ ] To: [sr052013  [Bml 4 | (Ciick Calendar)

Report Type: |Invaice Summary 7|

Invoice Type (CBAJCCV): | Both vl

Search |

Figure 12-2: Read Only Access — Invoices Search Screen
2. Complete the search criteria fields in the top section of the screen.
3. Use the calendar icons to limit search results by date range.
4. Select the Report Type drop-down list and select the type of report:
* Invoice Summary
» Transaction Summary

¢ Transaction Detail

5. Select the Invoice Type (CBA/CCV) drop-down list and select the type of invoice(s) to include in
the report.

6. Select Search.

The results format depends on the Report Type selected from the drop-down list.
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12.1.2 View Trip Data Using ROA

Beginning on the DTS User Welcome screen, follow the below steps to search for trips to review:

1. Mouse over ROA on the menu bar and select Trip.

The Traveler Lookup screen opens (Figure 12-3). This screen is used to search for the traveler whose
document is to be viewed. The user may search for a traveler using 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 user can select
the traveler from the Search Results list.

* Travel Authorization Number (TANUM). The search by TANUM option will display the SSN
and name of traveler associated with the document.

Traveler Name: Eric T West

Logged In As:  Helen D West

(ROA)

Defense Travel System

A New Era of Government Travel _

Use the search function below to find the traveler you wish to select.

Search By Social Security Number

+ Travelsr 55M:

I Search

-0R -

Search By Traveler Hame

+ Last Hame: I

+ First Hame: I
-0R -

Search By TAMUM

+ TAMUM: Search

Figure 12-3: Traveler Lookup Screen
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2. Complete the Traveler SSN field with the traveler’'s SSN.
-OR-
Complete the Last Name field. (The First Name field is optional.)
-OR-
Complete the TANUM field.

3. Select Search next to the field that was completed.

The Traveler Lookup screen refreshes with the search results displayed on the right side (Figure 12-4).
It displays the names of any travelers who match the criteria that the user entered.

Logged In As:  Helen D West Screen ID: 1087.1 Close Window
Traveler Name: Eric T West (ROA) Help for this screen

Defense Travel System
S

Use the search function below to find the traveler you wish to select. Search Results for Search Criteria. Select one of
the folowing:
Search By Social Security Number
Hame SSMN Select
# Traveler 55Nz
West, Chris #R5-E2-9741 = select
-0R-
search By Traveler Mame West, Eric 0743 * select
# Last Name: Iwest West, Molly H-HE-9742 = select
#1 First Name: | <cFirst «Prev MNexts Lasts»
-0R-

Search By TANUM

1 TANUM: | Search

Figure 12-4: Traveler Lookup Screen — Search Results

4. Choose select to the right of the traveler’s name and SSN.
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The screen refreshes (Figure 12-5). The selected traveler's name and partially masked SSN display at
the bottom of the screen, along with four buttons at the bottom of the page identifying different types of
documents. Documents that are not applicable will appear grayed out and cannot be selected.

Logged In As:  Helen D West Screen ID: 1087.1 Close Window
Traveler Name: Eric T West (ROA) Help for this screen

Defense Travel System
S

Use the search function below to find the traveler you wish to select. Search Results for Search Criteria. Select one of
the folowing:
Search By Social Security Number

Hame S5H Select

West, Chris HEE-FH-9741 - select

-0OR -
Search By Traveler Name West, Eric #HEE-ER-9743 » select
# Last Name: |west West, Molly FRE-ER-9742 » select

-0R-

Search By TANUM

+ TANUM: Search

+ First Mame: I =< First «<Prev MNext> Lastz>

Below is the traveler you selected.

Traveler Name: West, Eric
Traveler 55M: HA-AE-9T43
Authorizations/Orders | Vouchers |
Local Vouchers | Group Authorizations |

Figure 12-5: Traveler Lookup Screen - Traveler Selected

5. Select the type of document to view.
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The document list screen for the chosen type of document opens (Figure 12-6). The buttons near the
top of the screen allow the user to view other document types for the traveler. By default, the
documents in the list are sorted by Document Name. The user may select a column header to sort by
Document Name, Status, or TA Number.

Togged In As: Helen [ Wesk SCreen 10: TOUT.T Close v 100w
Traveler Name: Eric T West Document Type: Authorization (ROA) Help for this screen

Defense Travel System
AtewEra ot Govemmentirave! L
View VYouchers View Local VYouchers View Group Authorizations

Below is a list of your existing authorizations forders. Please select the function (edit, print, etc.) corresponding to the appropriate
authorization/order.

* Return to ROA Traveler Lookup * HEXT 25

Exdsting Authorizations/Orders

Sort by Sort by Sort by

Document Mame Status TA Number View Print
EWCOLORADOSPR101413_A01 10/14513 ADJUSTED = wigw = print
EWSANDIEGOCADS1613_AD1 09516513 ADJUSTED > wiew = print
EWSAMANTOMIOBOS1513_A01 09F15413 CTO BOOKED > wiew > print
EWCHESAPEAKEWOE1813_A01 08718713 CREATED = wiew = print
EWDENVERCOD81313_ADT 0813713 SIGNED sview | o print
EWORLAMDOFLO81113_A01 08511413 POS ACK RECEIVED OOZ4FC > wiew = print
EWBOSTONMADS 1013 _AD1-01 08/10/13 CREATED 002BSU = wiew = print

+ EWBOSTONMAGB1013_AD1 POS ACK RECEIVED sview | o print
EWCHESAPEAKEVOE0413_A01 08/04513 CTO BOOKED > wiew > print

Figure 12-6: Authorizations / Orders Document List Screen
6. Select print to print a copy of the document.
-OR-
Select view to see the document on the screen.
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If adjustments have been made to the document, the Adjustments screen opens (Figure 12-7).

Logged In As:  Helen D West Document Name: EWSAMDIEGOCADS1613_AD1 Screen ID: 1003.1 Close Window
Traveler Name: Eric T West Document Type: Authorization (ROA) Help for this screen

Defense Travel System
Ao B o e T

Adjustments have been made to this document. Select one of the document versions listed below. Only the current version (marked by **) may be
further adjusted or routed. Al other document versions are only "VIEW™.

Print All Print Current and Approved Versions Print Document History
View/Edit Print Type Lewvel Date Time Adjustor
= view r print ADJUSTMENT & 04729713 1140 Helen D West
= wiew > print ADJUSTMENT 5 04723713 1413 Eric T West
= wiew = print ADJUSTMENT 4 03/21/13 1048 Chris AWest
= wiew > print ADJUSTMENT 3 0342113 1047 Chris A West
= wiew = print ADJUSTMENT z 03/21/13 1042 Eric T West
= wiew > print CORIGINAL 1 03/19/13 1557 Eric T West

| Return to Document List I

Figure 12-7: Adjustments Screen

7. Select print to print a copy of the document. The user may also select one of the buttons above
the document list to print all versions, current and approved versions, and the document history.
-OR-

Select view to review the document.
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The Preview Trip screen opens when the view link is selected (Figure 12-8). Use the navigation bar to
view any section of the document.

Logged In As:  Helen D West Document Name: EWCOLORADOSPR101413_AD1 Screen ID: 1064.3 Close Window
Traveler Name: Eric T West Document Type: Authorization (ROWA) Help for this screen
% Defense Travel System Itinerary  Trawvel Expenses  Accounting  Additional Options
A New Era of Government Travel
RETURN TO LIST Preview 4 Other Auths. Pre-Audit

Amendment Preview Screen Print Document

Review the details for this trip below. To make edits, click on the links at the left to return to that section. If you have no changes proceed to
Other Authorizations.

Dol mandates split disbursement for transportation, lodging and rental car expenses. Click here for memorandum

Reference Information

Reference:

Document Comments

Comments to the Approving Official: None

Comments from the Travel Agent:

The use of a Government-Contracted Commercial Travel Office(CTO) to arrange official travel is mandatory. If the contracted CTO is not
used to make official travel arrangements, the traveler must provide a statement in detail as to exactly why the CTO is not available or
otherwise not being used.

Other Trip Information

Trip Type: AA-ROUTINE TOY S TAD
Trip Purpose: SITE VISIT

Trip Description:
‘Owverall Starting Point Time Zone: EST (06)

Itinerary:

Leave From: ‘Woodbridge, VA
View

Leave: 14-0ct-13

Location 1 - COLORADO SPRINGS,CO Time Zone: MST (08)

Itinerary:

Leave From: COLORADO SPRINGS,CO
View

TOY/TAD Location: COLORADO SPRINGS,CO
Arrive: 14-0ck-13

Leave: 24-0ct-13

Owverall End Point Time Zone: EST (06)

L:_"“e"a”’: Leave From: COLORADO SPRINGS, CO
- Return Location: Quantico, VA
Arrive: 24-0ct-13
Figure 12-8: Preview Trip Screen
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12.1.2.1 Sample ROA Screens

This section shows some of the common screens that a user with ROA access may view.

The Trip Overview screen displays an overview of the trip on the left side of the screen and a
summary of reservations on the right (Figure 12-9). Select a View link in the far right column of
the Trip Summary to display a screen that shows details of the selected item.

Logged In sz Helen D West Document Name: EWCOLORADOSPRI01413_AD1 Screen 1Dz 1039.1 Close Window

Traveler Mame: Eric T West Document Type: Authorization (ROA) Help for this screen

“@ Defense Travel System ‘Wﬂavel Expenses  Accounting  Additional Options  ReviewsSign
A New Era of Government Travel

RETURN TO LIST

‘Overall Starting Point

Leave From: Woodbridge, VA View
Leave: 14-Oct-13

Booking Travel using the Defense Travel System requires that you first
provide information about your starting and ending locations (usually your
home or duty station) and your TDY /TAD Locations for per diem purposes.
“You will be able to request bookings for transportation (e.g.,air,rail) and Location 1: COLORADO SPRINGS,CO
lodging after these initial steps are complete.

Leave From: Woodbridge, VA View
TDY/TAD Loc: COLORADO SPRINGS,CO
Owverall Starting Point Information Arrive: 14-0ct-13
Leave: 24-Oct-13
Please Mote: ARed Star (™) indicates a required field. Carrier/Flight: | United Airtines View
* Select a Location: -OR- ™ Enter a Starting Point: (UA) 1733
I LI I_ pr— I - Conf/PNR: 123456
- — - Depart: 14-Oct-13 02:00PM

DCA-Washington Ronald

* Start Date(mm/dd/yyyy): Reagan Mational Ap

Arrive: 14-0Oct-13 04:11PM
Overall Ending Point Information 1AH-Houston George Bush
Intercontinental
Please Mote: ARed Star (™) indicates a required field.
Carrier /Flight: United Airlines View
* Select a Location: -OR- ™ Enter an Ending Point: (UA) 5252
I _I I - ‘ConfiPNR: 123456
> | |Quantice
Depart: 14-0Oct-13 05:40PM

1AH-Houston George Bush
Intercontinental

* End Date(mm/dd/yyyy):

. . Arrive: 14-0ct-13 06:52PM
Other Trip Information COS-Colorado Springs
Peterson Field
Please Mote: ARed Star (™) indicates a required field.
Rental Car: BUDGET View
Trip Description (optional):
— — Airport: COS5 - Colorado Springs
BG | Peterson Field, C
* Trip Purpose: ‘Confirmation: ABCD1234678-
[smEvisiT =l Pickup: 14-Oct-13 09:00AM
Dropoff: 24-0Oct-13 06:00PM
* Trip Duration: Lodging: :—Im-\rard Johnson Express View
12 Hours or Less =12 - 24 Hours - With Lodging Confirmation: 12345678~
=12 - 24 Hours - No Lodging  (®  Multi-Day ‘Check-inz 14-0ct-13 11:59PM
‘Check-0ut: 24-Dct-13 11:59PM

Overall Ending Point

Authorization Number: I Leave From: COLORADO SPRINGS,CO  View
Return Loc: Quantico,VA
Authorization Date: Arrive: 24-0ct-13
‘Carrier/Flight: United Airlines View
(mm/adfyyyy) (UA) 5256
Trip Number: [ Conf/PNR: 123456
Depart: 24-0ct-13 02:20PM
Comments for Travel Order: COS5-Colorado Springs
- Peterson Field
Arrive: 24-0ct-13 05:24PM
1AH-Houston George Bush
Intercontinental
s ‘Carrier/Flight: United Airlines View
(UA) 1541
Conf/PNR: 123456
Depart: 24-0Oct-13 06:00PM
1AH-Houston George Bush
Intercontinental
Arrive: 24-Ock-13 10:03PM
DCA-Washington Ronald
Reagan National Ap
Proceed to the following page: | Per Diem Lacations (Tov s x| m
Figure 12-9: Trip Overview Screen
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The Trip Summary screen provides information about flights and other reservations such as
lodging and rental car (Figure 12-10).

Logged InAs:  Helen D West
Traveler Name: Eric T West

'ﬁ Defense Travel System

A New Era of Government Travel

Final Trip Itinerary |

Document Mame: EWCOLORADOSPR101413_AD1
Document Type: Authorization (ROA)

Screen ID: 1200.1 Close Window

Help for this screen

Itineranpenses Accounting  Additional Options Reviews Sign

Email this Itinerary Print this Itinerary

DTS Detailed Travel ltinerary for Eric T West

Travel 7 TDY Information:

Trip Type: AA-ROUTINE TDY/TAD
Trip Purpose: SITE VISIT

Trip Description:

Location - 1 COLORADO SPRINGS,CO Time Zone: MST (08)
Leave From:

Arrive: 14-Oct-13
Leave: 24-Oct-13
14-Oct-13
Air:
United Airlines - Flight: 1733
02:00 PM DCA-Washington Ronald Depart:
Reagan Mational Ap Mon 14-Oct-13
04:11 PM 1AH-Houston George Bush  Arrive:

Intercontinental Mon 14-Oct-13

United Airlines - Flight: 5252

05:40 PM 1AH-Houston George Bush  Depart:
Intercontinental Mon 14-Oct-13
06:52 PM CO5-Colorado Springs Arrive:

Peterson Field Mon 14-Oct-13
Car:
BUDGET
€05 - Colorado Springs
Peterson Field, C

Pick-Up: 10/14/13
Time: 09:00 AM

Drop-off:

Dropoff Location:
€OS - Colorado Springs
Peterson Field, C

14-Oct-13
Lodging:
Howard Johnson Express |

1231 South Nevada Ave Phone Number:

COLORADO SPRINGS CO 80903 719/634-1545
United States Fax Mumber:
Phone: 719/634-1545 719/635-0802
Fax: 719/635-0802
Toll Free: 800/221-5801

Room:

Z4HR
2 DOUBLE BEDS SMOKING
ROOM WITH FREE

FREE WI-FI,
COFFEE MAKER AMD HAIR
DRYER

24-Oct-13
Air:
United Airlines - Flight: 5256

02:20 PM CO5-Colorade Springs Depart:
Peterson Field Thu 24-Oct-13
05:24 PM 1AH-Houston George Bush  Arrive:

Intercontinental Thu 24-Oct-13

United Airlines - Flight: 1541

06:00 PM 1AH-Houston George Bush  Depart:
Intercontinental Thu 24-Oct-13
10:03 PM DCA-Washington Ronald Arrive:

Reagan Mational Ap Thu 24-Oct-13

COLORADO SPRINGS,CO

Time: 06:00 PM

Weekly 5130.00, Extra Day 526.00, Extra Hour 522.00, Unlimited
miles/ kilometers, Estimated Total Cost 5406.12

FEDROOMS CXL DOM 4P INTL

CONTINENTAL BREAKFAST,

DTS Document Name EWCOLORADOSPR101413_A01
DTS / CTO Confirmation: OLCLT2
(Please Reference this number when contacting the CTO.)

Elapsed Travel Time: Seat: Air Confirmation: 123456
3h 11min 17F Frequent Flyer:
Lay-over Time: Special Requests:
1h 29min
Elapsed Travel Time: Seat: Air Confirmation: 123456
2h 12Zmin 17F Freguent Flyer:
Special Requests:
10/24/13 Class: Car Confirmation: ABCD1234678-
Intermediate Car Frequent Renter:

Special Request:

Check In:
10/14/13

Check Out:
10/24/13

Hotel Confirmation: 12345678~
Room Type Code: DD1ZGU
Frequent Guest:

Special Request:

Hotel Policies:

Cancellations not received according to hotel policy may result in
financial obligations such as cancelation penalties. For the hotel
cancellation palicy, view "Additional Hotel Information” or the property
website.

Elapsed Travel Time: Seat: Ajr Confirmation: 123456
2h 4min 17F Frequent Flyer:

Lay-over Time: Special Requests:

36min

Elapsed Travel Time: Seat: Ar Confirmation: 123456
3h 3min 17F Frequent Flyer:

Special Requests:

Proceed to the following page:

T e

Figure 12-10:

Trip Summary Screen
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The Non-Mileage Expenses screen shows a summary of the trip expenses on the right side of

the screen (Figure 12-11).

Logged In As: Helen D West
Traveler Name: Eric T West

% Defense Travel System

A New Era of Government Travel

Document Name: EWCOLORADOSPR101413_ADT
Document Type: Authorization (ROA)

Itinerary Tra\reﬂmﬂccounting Additional Options  Review/Sign

Mon-Mileage JE

Use this screen to view non-mileage expenses for your travel document.

Parking - Terminal 1041472013 555.00 View
T e — Hotel Sales Tax 10/24/2013  550.00 View
Gasoline-Rental/Govt. Car 1042472013 525.00 Wiew
* Type:
j LALUNDRY fDRY CLEANING 1042472013 510.00 Wiew
-OR- Total Expenses: $140.00
* Cost: $ 0.00
* Date: 10/24/20132
(mmiddiyyyy)
* Method of Reimbursement: | --F
» view expense details / currency calculator
Proceed to the following page: I Expense - Mileage j -

Toreen 10 1056.1 Llose Window

Help for this screen

am Entitlements

Expense Type Date Cost E/R

Figure 12-11: Non-Mileage Expenses Screen
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The Per Diem Entitlements screen displays per diem entitlements for lodging, duty conditions,
meals, and leave (Figure 12-12).

Logged In As:  Helen D West Document Name: EWCOLORADOSPR101413_AD1 Screen 1D: 1022.1 Close Window
Traveler Name: Eric T West Document Type: Authorization (ROA) Help for this screen
% Defense Travel System Itinerary ~ Tra qucounting Additional Options  Review/ Sign
A New Era of Government Travel
MNaon-mil Per Diem Entitlemeants ST ERTSETNT ] I
Following is a list of per diem allowances for lodging and meals /incidentals for each day of your trip. The "edit” link allows you to change the
information (e.g., duty conditions, meals provided, etc.) for a specific date or date range. The "reset” link changes the per diem information
to the default rates for that date and location.
G5A State Tax Exemption Listing
Date Location View Reset Ldg Cost Ldg Mlowed | M&IE Mlowed Per DiemRate  Code B L | D Qtrs
540.41
10714713 COLORADO = Wiew NiA 540,41 GOWVCC- 549.50 83 /66 NONE
SPRIMGS,CO — L Personal
Individual
S40.41
10/15/13 oty = View N/A 540,41 GOVCC- Szl 83/ 66 NONE
SPRINGS,CO — . Personal
Individual
540,41
1016713 COLORADO = View Nf& 540,41 GOVCC- 566.00 83 /66 NONE
SPRIMGS,CO — L Personal
Individual
S40.41
10417713 CILEELY = View MNfA 540.41 GOVCC- SEHID 83 / 66 NONE
SPRINGS,CO e L Personal
Individual
540.41
1018713 COLORADO > Wiew Nf& 540.41 GOVCC- $66.00 83 7 66 NOMNE
SPRINGS,CO — L Personal
Individual
540.41
10419713 CLEETY = View MNfA 540.41 GOVCC- LD 83 / 66 NONE
SPRIMGS,CO — L Personal
Individual
540.41
COLORADD 00
1020713 * View NiA 540,41 GOVCC- s66 83 / 66 NOMNE
SPRINGS,CO — . Personal
Individual
S40.41
1021713 COLORADO = View NfA S40.41 GOVCC- S=aD 83 /66 NONE
SPRIMGS,CO — L Personal
Individual
540.41
1022713 COLORADO = View MNiA 540.41 GOVCC- $66.00 83/ 66 NONE
SPRINGS,CO — L Personal
Individual
540,41
1023713 COLORADO > View NfA 540.41 GOVCC- S23{L 83 / 66 NONE
SPRIMGS,CO — L Personal
Individual
50.00
10424713 COLORADO * View MNiA 50.00 GOVCC- 549.50 83/ 66 NONE
SPRINGS,CO — L Personal
Individual
Proceed to the following page: I Accounting Codes j

Figure 12-12: Per Diem Entitlements Screen
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The Substantiating Records screen may be used to view receipts or other documents the
traveler has attached to the document (Figure 12-13).

Lopged In As:  Helen D West Document Name: EWCOLORADOSPR101413_AD1 Screen 1D: 1148.1 Close Window
Traveler Name: Eric T West Document Type: Authorization (ROA) Help for this screen

% Defense Travel System Itinarary Tra\rewozounting Additional Options  Rewview Sign
A New Era of Government Travel
substantiating Records‘

Non-Aile Per Diem Entitlements

To fax in your receipts click "Print Fax Cover Sheet”, and follow the instructions on the cover sheet. Then five minutes after the fax
transmission is complete click "Refresh” to see receipts in the list. To upload receipts that you have scanned, click "Browse.." and after
selecting the scanned file click "Upload™. Click "view" to view the receipts. To add or change notes on an existing receipt, under the "Notes®
column select the field you would like to change, edit the text, then click the "Save Notes" button.

r“‘m m [{fu must have the free Adobe Acrobat Reader program installed on your computer to view receipts. Download the Adobe
Adobe robat Reader program.

» Print Fax Cover Sheet

» Upload Scanned Receipts Browse. . Upload

Currently there are no Receipts on file for this Voucher.

Date CTW Notes View Remove

Proceed to the following page: Iﬁccuunling Codes j Continue

Figure 12-13: Substantiating Records Screen

12.2 ROA Administration and the DTA Maintenance Tool

Administrators responsible for maintaining access to ROA at their site will use the DTA Maintenance Tool
to perform these functions. Beginning on the DTS User Welcome screen, follow the below steps to access
the ROA Administration feature in the DTA Maintenance Tool:
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Mouse over Administrative on the menu bar and select DTA Maintenance Tool (Figure 12-14).

Logged In As:  Helen D West

K Defense Travel System

Welcome Helen D West

Organization: DTMOCSD

Org Access:  DTMOCSD
Group Access: (All)

Permission: 0,1,2,3,4,5,6,7

Message Center

Check here for messapes,

A New Era of Government Travel
Logoff
Official Travel ¥| Official Travel - Others ¥| Traveler Setup ¥ | Reports '- ROA ¥ |CBA

Help for this screen

Site Setup Admin

Documen| Site Setup Interview |--> Cclick Here

Self Registration Admin
My Signe, CTAMatenanceTool

Document Lock Admin

Budget Departure
Document N Date Type

Route & Review

Calculate Distance

Figure 12-14: DTS Welcome Screen - Administrative Menu

The DTA Maintenance Tool Home page opens.

2. Select the DTA Tools drop-down list and select ROA Administration (Figure 12-15).

Defense Travel System
A New Era of Government Travel

DTA Maintenance Home ~

DTA Tools:

DTA Maintenance

<< Select an option from the DTA Tools dropdown.

DTA i Home
Organizations

Routing Lists
Welcqsroups

This tadPeople

accoun|Lines of Accounting
Accession Travel

Your Permissions:

pintenance Tool

You have the proper permissions to edit organizations
You have the proper permissions to edit routing lists
You have the proper permissions to edit groups

You have the proper permissions to edit people

|As with the ability to create and modify organizations, routing lists, groups, people. and lines of
[ct an option from the DTA Tools dropdown menu above.

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

You have the proper permissions to edit permissions.

You do NOT have the proper permissions access MIS

You have the proper permissions to access ROA

Figure 12-15: DTA Maintenance Tool Home Page

Secreen ID: 70001
DTA Home | Help for this Screen | Logout
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The Search Existing ROA User screen opens by default (Figure 12-16).

Screen ID: 1289.1
DTA Home | Help forthis Screen | Logout

DTA Maintenance

Defense Travel System
A New Era of Government Travel

DTA Tools: ROA Administration -

Search Existing Roa User = Required

OR

Last Name: * |

First Name:
Search I

Figure 12-16: Search Existing ROA User Screen

12.2.1 Create a New ROA User or ROA Administrator

To create a new ROA user or ROA Administrator means to add ROA to an existing DTS user’s access.
Follow the steps in Section 12.2 to access the ROA Administration feature.

Beginning on the Search Existing ROA User screen, follow the below steps to create a new ROA user
or ROA Administrator:

1. Select Create New ROA User.

The Search New ROA User screen opens (Figure 12-17).

me: Helen West Screen ID: 1293.1
23 DTMOCSD DTA Home | Help for this Screen | Logout

Defense Travel System

A New Era of Government Travel 1,2,3,456,7 DTA Maintenance
- May 06, 2013 - 07:11 EDT

DTA Tools: Search Existing Roa User | Create New Roa User
Search New Roa User *Required
SSN: ¢ I
OR

Last Name: * I
First Name: I

Search I

Figure 12-17: Search New ROA User Screen

2. Complete the SSN field with the SSN of the DTS user to whom ROA should be granted.

-OR-
Complete the Last Name field with the last name of the DTS user to whom ROA should be
granted.

Page 12-16 DTS Release 1.7.3.21-02, DTA Manual, Version 4.6.3 Updated 2/26/14

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.



Chapter 12: ROA and ROA  Administration

3. (Optional) If the Last Name field was used, the First Name field will narrow the search results.

4. Select Search.

The New ROA User (Search Results) screen opens (Figure 12-18). It displays the names of DTS
users who match the search criteria.

Screen |D: 12941
DTAHome | Help for this Screen | Logout]

Defense Travel System

A New Era of Government Travel

DTA Maintenance

y 06, 2013 - 07:14 EOT

DTA Tools: Search Existing Roa User | Create New Roa User

New ROA User (Search Results)

S5N:
Last Name: west
First Name:
Name: Wegt, SSN: 00974 Organization: DTMOCSD
Chris
Create | Name: West, SEN: X0(XX9742 Organization: DTMOCSD
Molly
Create | Name: '\giecst, SSN: J000X9743 QOrganization: DTMOCSD

1-30f3

Figure 12-18: New ROA User (Search Results) Screen
5. Select Create next to the name of the person to whom ROA should be granted.
The Create ROA User (User Only) screen opens.

Note: Although the screen name implies it is for ROA users only, this screen is also used to create
ROA Administrators.

6. Select the User Access drop-down list and select the type of access the user will have (Figure 12-
19).
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D: 12851

Helen DTHO Se
Defense Travel System (Ni}. (Al DTA Home | Help for this Screen | Logout
A New Era of Government Travel :0,1,2,3,4,56,7,89 DTA Maintenance
February 25, 2014 - 08:02 EST

DTA Tools: ROA Administration = Search Existing Roa User | Create New Roa User

Create Roa User (User Only) + Required

SSN:

First Mame:

Middle Initial-

Last Name:
Qrganization Name:

User Access:

T

Administrator__|

Organization Access: |
(includes sub-orgs)

Select Organizations
Save User Cancel

Figure 12-19: Create ROA User (User Only) Screen

7. Choose Select Organizations.

The Edit ROA User Organization Access screen opens (Figure 12-20).

Helen West Screen ID: 1296.1

21,23, 4, 5,6, 7 DTA Maintenance
ay 08, 2013 - 07:27 EDT

Defense Travel System
A New Era of Government Travel

DTA Tools: Search Existing Roa User | Create New Roa User

DTWOCSD DTA Home | Help for this Screen | Logout

Edit ROA User Organization A

Available Organization Selected Organization

Please enter four or more characters to display list of available Add == I
organizations.

|pTMOCSsD Remove |

Selection of an Organization automatically includes Sub-Organizations. Additionally, new Sub-Organizations created at a
later date will be automatically granted. If you assign an Organization from the list of available Organizations on the left, all
Sub-Organizations will be implicitly granted to the user. Sub-Organizations selected on the right side will be removed when
Organization selections are saved if the parent Organization was also selected.

Save And Continue I Cancel |

Figure 12-20: Edit ROA User Organization Access Screen

8. Select the name of an organization to which the user will receive access (left side of the screen).

9. Select Add.
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The name of the organization displays on the right side of the screen as a selected organization
(Figure 12-21). Granting ROA access to a user for an organization also gives the user access to all
sub-organizations that are associated with that organization.

West Screen ID: 1296.1

Defense Travel svstem (Aﬁ); DTMOCSD DTA Home | Help for this Screen | Logout
A New Era of Government Travel ,1,2,3,4,5,6,7 DTA Maintenance

y 06, 2013 - 0727 EDT

DTA Tools: ROA Administration - Search Existing Roa User | Create New Roa User

Edit ROA User Organization A

Awailable Organization Selected Organization
DTMOCSD
Please enter four or more characters to display list of available Add ==
organizations.
|pTMOCSD Remave

Selection of an Organization automatically includes Sub-Organizations. Additionally, new Sub-Organizations created at a
later date will be automatically granted. If you assign an Organization from the list of available Organizations on the left, all
Sub-Organizations will be implicitly granted to the user. Sub-Organizations selected on the right side will be removed when
Organization selections are saved if the parent Organization was also selected.

Save And Continue | Cancel |

Figure 12-21: Edit ROA User Organization Access Screen — Organization Selected
10. Repeat Steps 9 and 10 for each organization that needs to be added.
11. If it is necessary to remove an organization from the user’s ROA, select the organization name
from the list in the Selected Organization column on the right side of the screen, then select

Remove.

12. Select Save and Continue.
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The Create ROA User (User Only) screen opens with the organization name(s) displayed (Figure 12-
22). Organizations may be added or removed by choosing Select Organizations and repeating the
above process.

West Screen ID: 1295.1
=: DTMOCSD DTA Home | Help for this Screen | Logout
1ty

n:0,1,2,3 4,567 DTA Maintenance

Defense Travel System
A New Era of Government Travel
Way 06, 2013 - D7:33 EDT

DTA Tools: Search Existing Roa User | Create New Roa User

Create Roa User (User Only) * Required

S commonbaw |

SSN:  X00X9741
First Name:  Chris
Middle Initial: A
Last Name: West
Organization Name: DTMOCSD

User Access: IUser -

Organization Access: |
(includes sub-orgs)

Select Organizations
Save User | Cancel |

Figure 12-22: Create ROA User (User Only) Screen — Organization Name Displayed
13. Select Save User.

The New ROA User (Search Results) screen opens (Figure 12-18).
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12.2.2 Update a User's ROA Access

The type of access for ROA and the organizations to which a user has access can be updated at any
time.

1. Access the ROA Administration feature by following the steps in Section 12.2.

The Search Existing ROA User screen opens by default (Figure 12-16).

2. Complete the SSN field with the SSN of the user whose access needs to be updated.
-OR-

Complete the Last Name field with the last name of the user whose access needs to be updated
(Figure 12-23).

e Helen West Screen ID: 1289.1

280 Il I

Defense 'I'ravel system ) ODTMOCSD DTA Home | Help for this Screen | Logout
A New Era of Government Travel 0,1,2,3,4,56,7 DTA Maintenance

Ru May 06, 2013 - 07:37 EDT

DTA Tools: Search Existing Roa User | Create New Roa User
Search Existing Roa User < Required
SSN: ¢+
OR

Last Name: * |Wesl

First Name:
Search |

Figure 12-23: Search Existing ROA User — User Last Name

3. (Optional) If the Last Name field was used, complete the First Name field with the first name of the
user whose access needs to be updated.

4. Select Search.

The Existing ROA User (Search Results) screen opens (Figure 12-24).

est S
=5 DTMOCSD DTA Home | Help for this Screen | Logout
(Al
0.1,2,3.4,5,6,7 DTA Maintenance
May 08, 2013 - 07:45 EDT

D%r Defense Travel System
A New Era of Government Travel

DTA Tools: Search Existing Roa User | Create New Roa User

Screen ID: 1290.1

Existing ROA User (Search Results)

SSN:
Last Name: West

First Name:
Update West, SSN- X009 741 Organization: DTMOCSD
Mame: =
Remove Chris

1-10f1

Figure 12-24; Existing ROA User (Search Results) Screen

5. Select Update next to the name of the user whose access needs to be modified.
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The Update ROA User (User Only) screen opens (Figure 12-25).

Screen ID: 1291.1
DTA Home | Help for this Screen | Logout

Defense Travel System
A New Era of Government Travel DTA Maintenance

DTA Tools: Search Existing Roa User | Create New Roa User

Update ROA User (User Only) = Data Required

Common Data

SSMN:  X0O0{(9741
First Name: Chris
Middle Initial:
Last Name: West
Organization Name: DTMOCSD

User Access: IUser =

Organization Access: | |
{includes sub-orgs)
Select Organizations

save Changes | cancal |

Figure 12-25: Update ROA User (User Only) Screen

6. If necessary, select the User Access drop-down list and select the type of access to change the
access for the ROA user.

7. For instructions on changing a user’s ROA organization access, see Section 12.2.1, beginning
with Step 8.

8. Select Save Changes.
-OR-
Select Cancel to exit the screen without changing the user’'s ROA access.

The Existing ROA User (Search Results) screen opens.
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12.2.3 Remove a User's ROA Access

Removing a user’s access to ROA or ROA Administration does not remove the individual from DTS. It
only removes the access to ROA. To begin removing a user’s access, follow the below steps:

1. Follow Steps 1 through 4 in Section 12.2.2.
The Existing ROA User (Search Results) screen opens (Figure 12-24).
2. Select Remove next to the name of the user whose access needs to be deleted.

The Delete ROA User screen opens (Figure 12-26).

s e: Helen West Screen D 12021
Defense Travel System E,:ﬁ} DTMOCSD DTA Home | Help for this Sereen | Logout]
A New Era of Government Travel 1,2,3,4,567 DTA Maintenance

DTA Tools: Search Existing Roa User | Create New Roa User

Delete Roa User

Common Data

SSN:  XOXKIT4
First Name: Chris
Middle Initial:
Last Name: West
Organization Name: DTMOCSD

Organization Access: ,
(includes sub-orgs)

Delete I Cancel |

Figure 12-26: Delete ROA User Screen

3. Select Delete.
-OR-
Select Cancel to cancel the removal and keep this user’s ROA intact.

The Existing ROA User (Search Results) screen opens (Figure 12-27). The user’s name is no longer
listed if Delete was selected on the previous screen.

elen West Screen ID: 12901

Defense Travel system =5 DTMOCSD DTA Home | Help for this Screen | Logout
A New Era of Government Travel 1,2,3,4,56,7 DTA Maintenance

Datz: May 06, 2013 - 08:01 EOT

DTA Tools: Search Existing Roa User | Create New Roa User

Existing ROA User (Search Results)

S8N:
Last Name: West
First Mame:

No matches found for specified search criteria

Figure 12-27: Existing ROA User (Search Results) Screen
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