CHAPTER 12: ROA AND ROA ADMINISTRATION

The Read-Only Access (ROA) Administration feature allows ROA Administrators to assign ROA roles and
provide access to the DTS ROA module. The DTS ROA module allows ROA Users to see information in
DTS documents, but not to make any changes to them.

This chapter covers the following topics:

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

12.2 ROA Administration and the DTA Maintenance TOO! .............cooueeeeieiiieiieeieeeeiieeeeens 12-7
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12.2.2 Update a USer's ROA ACCESS ....uiiiiiiieeeieiieiiiiiieeee e e e seieeeeeeaaaaee e 12-12
12.2.3 Remove @ USer's ROA ACCESS .....coocvveuueieeeeeeeee et e e e e e eaees 12-14

12.1 ROA Roles and Administration
There are two ROA roles in DTS:

* ROA User — ROA Users have access to Trip and Invoice data for one or more organizations to which
they have been granted ROA access, and possibly to their sub-organizations as well. The ROA User
may view authorizations, vouchers, local vouchers, Centrally Billed Account (CBA) invoices, and
charge card vendor (CCV) invoices.

*  ROA Administrator* — ROA Administrators have access to one or more organizations and their sub-
organizations. The ROA Administrator may grant, update, and remove ROA users and other ROA
Administrators.

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

ROA Users access the following two ROA features through the ROA module:

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

ROA Administrators access the ROA Administration feature through the DTA Maintenance Tool.

Note: In this chapter, “you” assumes you are a ROA User, unless otherwise stated. However, since ROA
Administrators can do anything ROA Users can do, ROA Administrators can also execute those steps.
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Chapter 12: ROA and ROA Administration

If you have ROA, you can use the ROA tab on the menu bar of the DTS User Welcome screen (Figure 12-
1) to view trip data and invoices for organizations you have access to. The default setting includes sub-
organizations; however, a ROA Administrator can limit your access to a single organization.

Defense Travel System

Hhevretteenmetiee . AR

Official Travel W) Official Travel - Others W Traveler Setup W Reports W Administrative " DMM ¥

Invoices
Documents Awaiting Your |rip lick Here
Welcome Helen D West
Organization: TDZ16DTMO My Signed Documents
0Org Access: TDZ16DTMO T Departure
Document Name Status Date Type
Group Access: DTMO
Permission: 0,1,2,3,4,5,6,7 No decuments found.

Message Center

Welcome to DTS!

Back to Top

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 steps below 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).

ad Only Access - Invoices

Stanton

Lo

Search
Search For: *Organization IDD'I 40QPT (Start typing to get Organizational Access)
Traveler Last Name: I (20 characters)
*CBA Transaction Account # |4486'| 60000 E
i 2 I i Search
CCV I # 13 digits]
nvetes ; s, at least one
TAMNUM: I (16 characters) parameter
option

Ticket # I {up to 30 characters)

Woucher # I (8 characters)

CCV Invoice Date Range: From: IUQJ’U1,|’201E Tpl & ITo: |1Cl,l'25.l'2016 HEIE I (Click Calendar)

Report Type- |Invoice Summary

Invoice Type (CBA/CCY): |Both

Search |

6.

Figure 12-2: Read Only Access — Invoices Search Screen

Complete the search criteria fields in the top section of the screen. Those marked with an asterisk
(*) are mandatory; others are optional.

Use the calendar icons to limit search results by date range.

Select the Report Type drop-down list and select the type of report you want to run:
* Invoice Summary

« Transaction Summary

¢ Transaction Detail

Select the Invoice Type (CBA/CCV) drop-down list and select all invoice types you want to
include in the report.

Select Search.

The results format depends on the Report Type you 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 steps below to search for documents to
review:

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

The Traveler Lookup screen opens (Figure 12-3). Use this screen to search for the traveler whose
document you want to view. You may search for a traveler using any of the following:

+ Traveler Name. This search option displays all travelers who have the last name that you
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 you don’t know the full spelling of the
traveler’s last name, you can enter a partial last name. Enter the first few letters of the name to
show all travelers whose last name begins with those letters. When the list displays, select the
traveler from the Search Results list.

« Travel Authorization Number (TANUM). This search displays the Social Security number
(SSN) and name of the traveler associated with a single document.

« Traveler SSN. This option displays a single traveler’'s name and SSN.

Defense Travel System

A New Era of Government Travel

Current Date: 10-25-2016
Traveler Lookup

Use the search function below to find the traveler.

SearchBy @ Traveler Name O TANUM O8N

| First Name |

Search Results

Show 10 v enfries

Traveler Name Organization SSN Authorizations Vouchers Local Vouchers Group Autherizations

No data available in table

Showing 010 0 of 0 entries Previous | Next

Figure 12-3: Traveler Lookup Screen
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2. Complete the Traveler Name field. (The First Name field is optional.)
-OR-
Complete the TANUM field.
-OR-
Complete the SSN field.

3. Select Search.

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 you enter.

% Defense Travel System

A New Era of Government Travel

Current Date: 10-25-201if
Traveler Lookup

Use the search function below to find the traveler.

Search By ® Traveler Name O TANUM O s8N

I\ First Name |

Search Results

Show 10 ~  entries

Traveler Name Organization SSN Authorizations Vouchers Local Vouchers Group Authorizations
STANTON, LEE R. #9364 Authorizations Vouchers
Stanton, Lerae S. DD14QPT #0482 Authorizations Vouchers Local Vouchers
STANTON, LEROY W. DA220HRCTAGPDA HHHR-8832 Authorizations Vouchers
Showing 1 to 3 of 3 entries Previous - Next

Figure 12-4: Traveler Lookup Screen — Search Results

4. Choose the type of document you wish to review.
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The screen refreshes (Figure 12-5).

g Defense Travel System

Autherizations Vouchers Local Vouchers Group Authorizations

ANew Era of Government Travel

Current Date: 10-25-2016
Authorizations / Orders

Below is a list of your existing authorizations / orders. Please select the function (View, Print) corresponding to the appropriate authorization / order.

Return to ROA Traveler Lookup

Existing Authorizations/Orders

Show 10 ~ entries

Document Name Departure Date v Status TA Number View Print
LSNORFOLKVA091310_A01-01 09/13/10 RECONCILED 113554 View Print
LSNORFOLKVAQ71910_A01 0719110 CANCELLED View Print
LSNORFOLKVA111609_A01-01 11/16/09 RECONCILED 0X5MWZ View Print
LSNORFOLKVAD91508_A01-01 09/16/08 ARCHIVE IMAGE SUBMIT OTLTEN View Print
LSALBUQUERQUED21908_A01-02 02/19/08 ARCHIVE ACCEPTED 082GWO View Print
LSOCEANSIDECAD11406_A01-01 01/14/08 CTO AMENDMENT ORVQBO View Print
LSALEXANDRIAN102107_A01-01 10/21/07 CTO AMENDMENT ORHJDC View Print
LSKEYWESTFL082007_A01-01 08/20/07 CTO AMENDMENT 0R5U13 View Print
LSBUZZARDSBAY062407_A01-04 06/24/07 CTO AMENDMENT 0QN&10 View int

Figure 12-5: Traveler Lookup Screen - Traveler Selected

5. Select Print to print a copy of the document.
-OR-
Select View to see the document on the screen.

6. Select View and the Adjustments screen opens (Figure 12-6).

When the Adjustments screen opens, you have the option to:

¢ Print All (documents)

¢ Print Current and Approved Versions (of all documents)
¢ Print Document History (of all documents)

¢ View (a single document)

¢ Print (a single document)
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Adjustments

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

Print All  Print Current and Approved Versions Print Document History

View / Edit Print Type Adjustment Level Amendment Level Create Date Create Time Date Approved Adjustor
View Print ADJUSTMENT 4 AD1-01 09/08/10 0700 09/08/10 Lerae S Stanton
View Print AMENDMENT 3 AD1-01 09/08/10 0700 CTO
View Print ADJUSTMENT 2 AD1 08/24110 1218 08/24/10 Lerae S Stanton
View Print ORIGINAL 1 AD1 08/24110 1015EDT Lerae S Stanton

Return to Document List

Figure 12-6: Adjustments Screen

12.2 ROA Administration and the DTA Maintenance Tool
In this section, “you” refers to the ROA Administrator.

If you maintain ROA at your organization, you must have access to the DTA Maintenance Tool. Beginning
on the DTS User Welcome screen, follow the steps below to access the ROA Administration module:

1. Mouse over Administrative on the menu bar and select DTA Maintenance Tool (Figure 12-7).

Defense Travel System

Hentracitoemmente . A

Official Travel V| Official Travel - Others W Traveler Setup W Reports "_ ROA Y oMM Y
Budget

My signec Calculate Distance
Welcome Lerae 5 Stanton Tz e s e
Departure

. . Document N Type

Org Access: (Al Self Registration Admin
Site Setup Admin
Group Access:  (All)

Site Setup Interview

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

Reset Profile |

Message Center

Figure 12-7: DTS Welcome Screen - Administrative Menu
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The DTA Maintenance Tool Home page opens.

2. Select the DTA Tools drop-down list and select ROA Administration (Figure 12-8).

Lerae Stanton

Defense Travel System

A New Era of Government Travel

clober 31, 2016 - 0744 EDT

DTA Tools: DTA Maintenance Home << Select an option from the DTA Tools dropdown.
Organizations

creen

D: 70001

[0 DTAHome | Help for this Sereen | Logout

)
01,3 45867 DTA Maintenance

Routing Lists
Groups

People i

Lines of Accounting the DTA Maintenance Tool

Accession Travel authorized DTAs with the ability to create and modify organizations, routing lists, groups, people, and lines of

t:[‘)SAA:dT,',?,‘;;E:t?:" ). Please select an option from the DTA Tools dropdown menu above

Your Maintenance Tool Permissions:
= ‘You have the proper permissions to edit organizations.
= You have the proper permissions to edit routing lists
+ You have the proper permissions to edit groups
= ‘You have the proper permissions to edit people
= You have the proper permissions to edit lines of accounting (LOAs)
+ You have the proper permissions to edit permissions
= You have the proper permissions to access MIS
= You have the proper permissions to access ROA

Figure 12-8: DTA Maintenance Tool Home Page

The Search Existing Roa User screen opens by default (Figure 12-9).

ROA Administration Search Existing Roa User | Create New Roa User
Search Existing Roa User + Required
SSN: |
OR

Last Name: * I
First Name: I

Search |

Figure 12-9: Search Existing Roa User Screen

12.2.1 Create a New ROA User or ROA Administrator

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.
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The Search New Roa User screen opens (Figure 12-10).

Search Existing Roa User | Create New Roa User
Search New Roa User « Required
SSN: « |
OR
Last Name: * |
First Name: I

4.

Figure 12-10: Search New Roa User Screen
Complete the SSN field with the individual’'s SSN.
-OR-
Complete the Last Name field with the individual’s last name.

(Optional) If you use the Last Name field, you can also complete the First Name field to narrow
the search results.

Select Search.

The New ROA User (Search Results) screen opens (Figure 12-11). It displays the names of individuals
who match the search criteria.

ROA Administration Search Existing Roa User | Create New Roa User

New ROA User (Search Results)

SSM:
Last Name: stanton
First Name: ler

Name: fggl‘cd)iON S5N: XXXXXB832 QOrganization: DA220HRCTAGPDA
Create |Name: ftanlon, SSN: XXXXX0482 Organization: DD14QPT
erae
1-20of2

Figure 12-11: New ROA User (Search Results) Screen

5. Select Create next to the name of the person you want to give ROA access to.

The Create Roa User (User Only) screen opens.

Note: You create both ROA Users and ROA Administrators from the same screen.
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6. Select the User Access drop-down list and select the type of access the individual will have
(Figure 12-12).

Search Existing Roa User | Create New Roa User
Create Roa User (User Only) «Required
SN XXXXX0482
FirstName:  Lerae
Middle Initial: S

LastName:  Stanton
Organization Name:  DD14QPT

User Access:
Administrator

Organization Access:
(includes sub-orgs) |

Select Organizations I
Save User Cance\'

Figure 12-12: Create Roa User (User Only) Screen

7. Choose Select Organizations.

The Edit ROA User Organization Access screen opens (Figure 12-13).

Search Exisfing Roa User | Create New Roa User

Edit ROA User Organization Access

Available Organization Selected Organization

Please enter four or more characters to display list of available Add =>

organizations.
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 | Cancel |

Figure 12-13: Edit ROA User Organization Access Screen

8. In the text field on the left side of the screen, start by typing, then select the name of the
organization you want to give them access to.
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9. Select Add>>>.

The name of the organization displays on the right side of the screen as a Selected Organization
(Figure 12-14). Granting ROA access to an individual also gives them access to all sub-organizations
associated with the organization.

Repeat steps 8 and 9 until all the organizations you need to add appear on the Selected Organization
list.

ROA Administraticn Search Existing Roa User | Create New Roa User

Edit ROA User Organization Access

Available Organization Selected Organization
DD14

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

bD14 _Remoee |

Selection of an Organization automatically includes Sub-Crganizations. 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
Crganization selections are saved if the parent Organization was also selected

Save And Continve | Cancel |

Figure 12-14: Edit ROA User Organization Access Screen — Organization Selected
10. (Optional) To remove an individual’s access from an organization, select the organization name
from the list in the Selected Organization column on the right side of the screen, then select
Remove.

11. Select Save and Continue.
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The Create Roa User (User Only) screen opens with all organization names displayed (Figure 12-15).
You may add or remove organizations at any time by choosing Select Organizations and repeating
the above process (see Section 12.2.2).

Search Existing Roa User | Create New Roa User

Create Roa User (User Only) * Required

SSN: XOOKXK0482
First Name- Lerae
Middle Initial: S
Last Name: Stanton
Organization Name: DD14QPT
User Access: User

Organization Access: ,
(includes sub-orgs)
Select Organizations |

Save User | Cancel'

Figure 12-15: Create Roa User (User Only) Screen — Organization Name Displayed

12. Select Save User.

The New ROA User (Search Results) screen opens (Figure 12-11).

12.2.2 Update a User's ROA Access

You may update the type of access a ROA User has, and the organizations they may access at any

time. Beginning on the Search Existing Roa User screen, follow the steps below to update the access
of a ROA User:

1. Complete the SSN field with the SSN of the user whose access you need to update.
-OR-
Complete the Last Name field with the last name of the user whose access you need to update
(Figure 12-16).

ROA Administration Search Existing Roa User | Create New Roa User
Search Existing Roa User * Required
SSN: ¢ |
OR

Last Name: * |Stant0n

First Name: I
Search |

Figure 12-16: Search Existing Roa User — User Last Name

2. (Optional) If you used the Last Name field, you can complete the First Name field to narrow your
search.
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3. Select Search.

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

ROA Administration Search Existing Roa User | Create New Roa User

Existing ROA User (Search Results)

S5N:
Last Name: Stanton
First Name:
Update _ STANTON, SSN: XO(XXX0995 Organization: DA180NVAPFO
ame:
Remave BRIAN

Update Name: Stanton, SSN: XXXXX0482 Organization: DD14QPT
ame:
Remove Lerae
Update STANTON, SSN: XXXXX1583 Organization: DN24WS00174G1

Remove | o ARTHUR

1-3of3

Figure 12-17: Existing ROA User (Search Results) Screen
4, Select Update next to the name of the person whose access you need to edit.

The Update ROA User (User Only) screen opens (Figure 12-18).

ROA Administration Search Existing Roa User | Create New Roa User

Update ROA User (User Only) « Data Required
Common Data

SS8N:  XXXXX0482
First Name: Lerae
Middle Initial:
Last Name:  Stanton
Organization Name:  DD14QPT

User Access:  |User
Organization Access: ’
(includes sub-orgs)
[ Select Organizations |

Save Changes | Cancell

Figure 12-18: Update ROA User (User Only) Screen
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5. If necessary, select the User Access drop-down list and select the type of access you want to
give the person.
6. Select Save Changes.

The Existing ROA User (Search Results) screen opens.

12.2.3 Remove a User's ROA Access

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

1. Follow Steps 1 through 4 in Section 12.2.2.

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

2. Select Remove next to the name of the person whose access needs to be deleted.

The Delete Roa User screen opens (Figure 12-19).

.ROA Administration Search Existing Roa User | Create New Roa User

Delete Roa User
Common Data
SSN: XXXXX0482
First Name: Lerae
Middle Initial-
Last Name: Stanton
Organization Name: DD14QPT

Organization Access: |
(includes sub-orgs)

Cancell

Figure 12-19: Delete Roa User Screen
3. Select Delete.

4. The Existing ROA User (Search Results) screen opens. The user’s name is no longer listed if you
selected Delete on the previous screen.
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