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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 .................................................................................12-1
12.1.1 View Invoices Using ROA .............................................................................12-3
12.1.2 View Trip Data Using ROA ...........................................................................12-4

12.2 ROA Administration and the DTA Maintenance Tool ................................................12-7
12.2.1 Create a New ROA User or ROA Administrator............................................12-8
12.2.2 Update a User's ROA Access .....................................................................12-12
12.2.3 Remove a User's ROA Access ...................................................................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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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. 

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). 

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

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

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 you want to run:

• Invoice Summary
• Transaction Summary
• Transaction Detail

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

6. 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.

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. 

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). 

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)



Figure 12-6: Adjustments Screen
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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).

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). 

Figure 12-8: DTA Maintenance Tool Home Page

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

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). 

Figure 12-10: Search New Roa User Screen

2. Complete the SSN field with the individual’s SSN. 
-OR- 
Complete the Last Name field with the individual’s last name.

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

4. Select Search.

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

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). 

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

7. Choose Select Organizations.

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

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.

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).  

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). 

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). 

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). 

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). 

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. 


