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Chapter 1: Introduction

Chapter 1: Introduction

The Department of Defense (DoD) may authorize official travel for eligible persons who are not federal
civilian employees. This is referred to as invitational travel. The Defense Travel System (DTS) may be
used to create invitational travel authorizations (ITAs) for individuals that 5 United States Code (USC) §
5703, and 10 USC § 1588 identifies as eligible for invitational travel.

Travel and transportation allowances authorized for these individuals are usually the same as those for
civilian employees traveling on temporary duty (TDY) authorizations. This guide addresses how these
allowances affect travel orders and reimbursements in DTS, but is not comprehensive.

The full regulations governing ITAs are covered in the Joint Travel Regulations (JTR). The JTR can be
found at http://www.defensetravel.dod.mil/site/travelreg.cfm.

For information on using DTS, access the DTMO Training Home page at
http://www.defensetravel.dod.mil/site/training.cfm.
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Chapter 2: Invitational Travel Authorizations (ITA)

Chapter 2: Invitational Travel Authorization (ITAs)

This section discusses how to create an ITA. It does not cover the steps used to create standard TDY
authorizations in DTS. See Chapter 2 of the DTS Document Processing Manual for detailed guidance on
creating standard DTS authorizations.

A Non-DTS Entry Agent (NDEA) may create an ITA in DTS if

e A DoD organization identifies a need for travel to be performed by an eligible individual.

e The individual is not a federal civilian employee, active duty uniformed service member,
contractor, or foreign military personnel.

e The organization invites the eligible individual to travel on behalf of DoD.

e The traveler accepts the invitation and provides the information necessary to administer the trip in
DTS.

e The traveler has a Social Security number (SSN) or in the case of foreign nationals, a nine-digit
Taxpayer Identification Number (TIN) or similar unique identification number.

e A Defense Travel Administrator (DTA) creates a DTS profile for the traveler, or if the traveler has
previously used DTS to travel for DoD, receives the traveler into a DTS organization.

Note 1: The DTA should receive the traveler into the organization that controls the funds and the routing
list that will be used.

Note 2: Contractors and foreign military personnel are not covered in the JTR and are not authorized to
use DTS.

2.1 Create an ITA

Each traveler who has an ITA created in DTS must have a profile. If the traveler does not have a
profile, the travel clerk or Non-DTS Entry Agent (NDEA) must contact the DTA to have a profile
created prior to creating the ITA.

If the traveler has previously used DTS to travel for DoD, the DTA must receive the traveler into
their organization. Travel clerks and NDEAs should contact their DTA for assistance if the traveler
has not been received into their organization.

Travel clerks and NDEAs must have appropriate group access to create an ITA for a traveler.
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Chapter 2: Invitational Travel Authorizations (ITA)

Follow the below steps to create an ITA:

1. Loginto DTS.
The User Welcome screen opens.

2. Select the Official Travel — Others drop-down arrow and choose
Authorizations/Orders (Figure 2-1).

]

Defense Travel System

AflewEra of GovemmentTravet

Official Travel ¥ Official Travel - Others ¥ Traveler Sety Administrative W

Vouchers My Signed Documents
Wt Local Vouchers

Current Departure -
Orga Group Authorizations/Orders Document Name Status Date Type
Org Access: EWPHOENIXAZ091514 AD1 RECONCILED  09/15/14  AUTH
Group Access:
N W VOUCHER
o EWPHOENIXA7091514 V01 SUBMITTED 09/15/14 VCH
Permission:
i 4 a ™ POS ACK
EWCOLORADDSPRO91814 AD1 RECEIVED 09/18/14 AUTH
Reset Profile
, POS ACK
EWSANANTONIOT101314 A1 RECEIVED 10713714 AUTH
EWSANDIEGOCA101314 AD SIGNED 1013714 AUTH

Message Center

EWCOLORADOSPR110214 A CTO BOOKED 11/02/14 ATH

Check here for messages.

Figure 2-1: Official Travel-Others Authorizations/Orders
The Traveler Lookup screen opens.

3. Enter the traveler’s SSN. If the traveler is a foreign national, enter the TIN or similar
unique identification number.
-OR-
Enter the Last Name (Figure 2-2). The first name is optional.
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Chapter 2: Invitational Travel Authorizations (ITA)

Logged InAs:  ErcT
Traveler Name: Eric T'West

Defense Travel System

Document Type:  Authorization

Screen ID: 1062.1

Saa

Use the search function below to find the traveler.

Search By Secial Security Mumber

Search Results

Search Results for Smith, Tracy. Select one of the
following:

+ Traveler 55Nz Search I

_OR- Name SSN Select
Search By Traveler Name Smith, Tracy 1444 » select
+ Last Name: Smith

Smith, Tracy EEE-£2-98T1 = select

# First Name: Tracy Search I

-0OR - << First <Prev Hextr Lasts»
Search By TANUM
+ TANUM: Search I

Use the search function below to find Documents by TANUM for Cross Organization
Funding

Xorg Search By TANUM

+ TANUM: Search I

Figure 2-2: Traveler Lookup Screen

4. Select Search.

5. Select the traveler from the Search Results box on the right side of the screen.

Note: If the traveler’s name does not display, contact your DTA to verify that the traveler’s
DTS profile information is correct.

The Authorizations/Orders screen opens.
6. Select Create New Authorization/Order.

If this is the first time that a document has been created for the traveler in DTS, the Profile
Validation screen opens (Figure 2-3). A pop-up message appears notifying the user that
profile information must be confirmed and all required fields completed.
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Chapter 2: Invitational Travel Authorizations (ITA)

Togged In As:  LhcC T West
Traveler Name: Tracy L Smith Document |

Defense Tl'a\'el S}'Steﬂ‘l Please review and confirm profile information before creating a document for
A New Era of Government Travel ‘ the first time, Contact your DTA to update read-only information. -

Profile Informaticn must be updated befere creating decuments for the first time.
Please ensure your EFT information is accurate.

Imaccurate EFT information may cause delays in payment of travel vouchers.
Please contact your DTA for assistance or complete the information below:

Please Mote: A Red Star (™) indicates a required field.

Last Name : smith
First Name : Tracy
Middle Initial = L
55Nz
Gender: M F
CSASTTR: No
Mailing
*Address Line 1 : 487 West Palm Beach

Address Line Z :

*City : Roancke

*State / Country : VA Luokupl

Zip Code & 24001

*Home Phone : B78-383-2B28
*E-Mail Address : tracy.smith@msn.com

Figure 2-3: Profile Validation Screen

7. Review the information and update if necessary, then select Update Personal
Information.
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Chapter 2: Invitational Travel Authorizations (ITA)

The Trip Overview screen opens (Figure 2-4).

Logged In As:  Eric T West Screen D: 1161.1 Close Window
Traveler Name: Tracy L Smith Document Type:  Authorization Help for this screen

Defense Travel System

AlewEr ol Goemment

Booking Travel using the Defense Travel System requires that you first provide information about your starting and ending lecations{usually your
home or duty station) and your TDV Locations for per diem purposes. You will be able to request bookings for transportation {e.g., air, car, rail)
and ledging after these initial steps are complets.

Please Note: A Red Star (* ) indicates a field is required.

| am leaving from - (Select from list or enter below): -
Starting locations in profile:
. . RESIDENCE
Star . . |
Starting Point: Search DUTY STATION

*Departing On:
(mm/ dd/yyyy)

*Trip Type: Select v *Trip Purpose: Select M

Trip Description:

*l will be traveling to my TDY location by - (select from the list below)

Comr:i?rmal Rail Rental Car Other Time:

. Select A

(Claim private vehicle transportation in expense-mileage. Use of government vehicle is non-reimbursable, show this in Expense-Non-Mileage.)

Figure 2-4: Trip Overview Screen

8. After entering the Starting Point and Departing On date, select E-INVITATIONAL as the
Trip Type (Figure 2-5).

Logged In As:  Eric T West screen [D: 1151.1 Close Window
Traveler Name: Tracy L Smith Document Type:  Authorization Help for this screen

Defense Travel System

AewEmotGoemmentre

Boocking Travel using the Defense Travel System requires that you first provide infermation abeut yeur starting and ending locations{usually your
home or duty station) and your TD'V Locations for per diem purposes. V'ou will be able to request bookings for transportation (e.g., air, car, rail)
and ledging after these initial steps are complete.

Please Mote: A Red Star (™ ) indicates a field is required.

| am leaving from - (Select from list or enter below): @]

Starting locations in profile:

. ) RESIDENCE
Ao . . * [\,
Starting Point: |RES: Roancke A Search DUTY STATION
*Departing On: |11/10/2014
(mm/dd/yyyy)
*Trip Type: E-INVITATIONAL M | *Trip Purpose: | Select v
Trip Description: BETV/EEN TOURS TRAVEL
CONFERENCE ATTENDANCE
EMERGENCY TRAVEL
INFORMATION MEETING
OTHER TRAVEL
Dependent Travel: RELOCATION
SITE VISIT
SPECIAL MISSION TRAVEL
i i i . R, " SPEECH OR PRESENTATION
*| will be traveling to my TDY location by - (Select from the list below) TRAINING ATTENDANCE

Figure 2-5: Trip Type: E-INVITATIONAL
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Chapter 2: Invitational Travel Authorizations (ITA)

9. Complete the remaining sections on the Trip Overview screen.

The Travel module opens. See Section 2.6 of the DTS Document Processing Manual for
detailed guidance.

10. Make reservations for the traveler.

After the first segment of flight reservations have been made, the TSA Secure Flight
Information screen opens (Figure 2-6).

TSA Secure Flight Information

The Transportaticn Security Administration of the U.5. Department of Homeland
Security requires us to collect infermation from you for purposes of watch list
screening, under the authority of 49 U.5.C. section 114, and the Intelligence Reform
and Terrorism Prevention Act of 2004, Providing this infermation is voluntary;
however, if it is not provided, you may be subject to additional screening or denied
transport or authorization to enter a sterile area. T5A may share information you
provide with law enforcement or intellipence agencies or others under its published
system of records notice. For more on TSA Privacy policies, or to view the system of
records notice and the privacy impact assessment, please see T5As Web site at

www. tsa.pov.

Please enter the information below to EXACTLY match the state or government
issued identification card/document the traveler will be using at airport security.
‘When entering last name, do net include suffixes (e.g., Jr.).

* Last Name: Smith
* First Hame: Tracy
Middle Name: L Check if no

Middle Name

* DOB: (MM dd /00T
* Gender: CT) F
Redress Number:

Known Traveler Number:

Save changes to permanent traveler information

Save TSA Information

Figure 2-6: TSA Secure Flight Information Screen

11. Complete the fields with information that matches the Government or State issued
identification card the traveler will use at airport security.

12. Book the remaining reservations for the traveler.
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Chapter 2: Invitational Travel Authorizations (ITA)

If making lodging reservations, a pop-up message will appear after you choose Select Room
(Figure 2-7). It informs you that the traveler must provide a personal credit card number to
book the hotel reservation in DTS.

A credit card number is required to book the hotel reservation.

If you want to enter your credit card number in DTS, dlick QK.

-OR.--

If you do not want to enter your credit card number in 0TS, dick Cancel to
return to the Lodging screen. You must contact the hotel directly if you want to
reserve the hotel room, The hotel contact information is provided on the

Lodging screen.

Figure 2-7: Credit Card Number Required Pop-up Message

13. Select OK, and the Credit Card screen appears (Figure 2-8). Enter the traveler’s credit
card information. If you select Cancel, the traveler must book their reservations
outside of DTS. Travelers should be notified of the TDY location per diem rates before
they make their lodging reservations.

Defense Travel System

SR

Enter in credit card details.

*Type: IMaslerCard j

* Mame: I
* Credit Card Number: I

* Expiration Date: I—
[ CO]

Cancel | Save |

Figure 2-8: Credit Card Information Screen

14. Select Save on the Credit Card screen. If you select Cancel, you will be returned to the
reservations screen. Select Skip this to proceed without making reservations.

15. When you are done making reservations, the Trip Summary screen opens (Figure 2-9).
The Method of Reimbursement for rental car and lodging reservations should be set to
Personal. The Method of Reimbursement for air travel should be set to Central Bill.
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Chapter 2: Invitational Travel Authorizations (ITA)

Payment Information '| Final Trip Itinerary '|

Email this Itinerary  Print this Itinerary

Air Travel Payment Summary:
$1,393.20 Total Cost (Including Taxes & Fees)

A\ Depart: 07:15 AM ROA-Roancke
_ |Arrive: 08:53 AM ATL-Atlanta Hartsfield-Jackson Intl Apt
D*Elta Air | Frequent Flysr :
nes --Plzas v
1417 Please Select:
A\ Depart: 10:00 AM ATL-Atlanta Hartsfield-Jackson Intl Apt
_ |Arrive: 12:34 PM BOS-Bosten Logan International Apt
Delta Air - Frequent Flysr #:

Lines __ 5 - ¥
1100 Please Select:

A Depart: 08:30 AM BOS-Boston Logan Internaticnal Apt
— Arrive: 11:24 AM  ATL-Atlanta Hartsfield-Jackson Intl Apt
[}E_lta Al | Frequent Flyer #:
ines —-Pleas - T
1601 Please Select:
A Depart: 12:10 PM ATL-Atlanta Hartsfield-Jackson Intl Apt
— |Arrive: 01:31 PM_ ROA-Roancke
D*E_lta Air  Frequent Flyer £:
ines -Pleas - T
1962 Please Select:
*Type: (Required) | Comm Air (Central Bill) *

CBA Label:

Rental Car Payment Summary:

Lodging Payment Summary:

5465.00 Estimated Total Cost (Excluding Taxes & Fees)
La Quinta Inn & Suites B Frequent Guest #:
--Please Select-- ¥

QUINTA | Frequent Flyer #:
--Please Select-- ¥

Methed of Reimbursement: | CENTRAL BILL

CEA Account: » CBAA

> Spedial Reguests

Flight Details

Cancel Change

= Special Requests Mon 11/10/2014  SEAT: 17F{changed)

= Special Requests Mon 11/10/2014 SEAT: 17F

Cancel Change

= Special Requests Thu 11/13/2014 SEAT: 17F{changed)

= Special Reguests Thu 11/13/2014 SEAT: 17F

ounts

ental Car

Rate: 5155.00 / Might View Ledeing Details

Check In: CheckOut: . oo
Mon 11/10/2014 | Thu11/13/2014 =20l Lhanes

*Type:

(Required) PERSONAL ¥

Method of Reimbursement:

PERSOMAL

Rail Payment Summary:

Rail

Figure 2-9: Trip Summary Screen — Payment Information

16. Select Save and Continue to proceed to the Final Trip Itinerary screen (Figure 2-10).
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Chapter 2: Invitational Travel Authorizations (ITA)

Logged In As: Eric T West Document Mame: TSBOSTONMAT11014_AD1 Screen [D: 1200.1 Close Window

Traveler Mame: Tracy L Smith Document Type:  Authorization Help for this screen

% Defense Travel System Itineranpenses Accounting  Additional Options  Review/Sign
A New Era of Government Travel

reruen o usr |

Email this ltinerary  Print this Itinerary

[ Payment Infarmation | Final Trip Itinerary |

DTS5 Document Mame TSEOSTONMAT11014_AD1T
DTS Detailed Travel Itinerary for Tracy L Smith DTS / CTO Confirmation: 0AHIOQ

(Please Reference this number when contacting the CTO.)
Travel / TOY Information:

Trip Type: E-INVITATIONAL
Trip Purpose: OTHER TRAVEL

Trip Description:

Location - 1 BOSTON,MA Time Zone: EST (06)

Leave From: BOSTON,MA
Arrives 10-Mov-14
Leave: 13-Nov-14
10-Nov-14
Air:
Delta Air Lines - Flight: 1417
07:15 AM ROA-Roanoke Depart: Elapsed Travel Time: Seat: Air Confirmation: 123456
08:53 AM ATL-Atlanta Hartsfield- Mon 10-Mov-14  1h 38min 17F{changed)Freguent Flyer:
Jackson Intl Apt Arrive: Lay-over Time: Special Requests:

Mon 10-Nov-14  1h Fmin

Delta Air Lines - Flight: 1100

10:00 AM ATL-Atlanta Hartsfield- Depart: Elapsed Travel Time: Seat: Air Confirmation: 123456
Jackson Intl Apt Mon 10-Nov-14 2h 34min 17F Frequent Flyer:
12:34 PM BOS5-Boston Logan Arrive: Special Requests:
Internaticnal Apt Mon 10-Mov-14

10-Nov-14

Lodging:

La Quinta Inn & Suites B

23 Cummings 5t Phone Number: Check In: Check Cut:  Hotel Confirmation: 12345678-
SOMERVILLE MADZ145 617/625-5300 11110/14 11/13/14  Room Type Code: AOTASF
United States Fax Number: 617/625-3930 Frequent Guest:
Phone: 617/625-5300 Frequent Flysr:
Fax: 617/625-5930 Special Request: Mon-Smoking

Toll Free: 800/531-5900
Room: Hotel Policies:
US FEDERAL GOVERNMENT RATE Cancellaticns not received accerding to hetel pelicy may result in financial
obligatiens such as cancellation penalties. For the hotel cancellation
TWO DOUBLE PILLOWTOP BEDS  policy, view "Additicnal Hotel Information” or the property website.
ULTRA FAST FREE

INTERNET/FREE
EREAKFAST/HDTV
13-Nov-14
Air:
Delta Air Lines - Flight: 1601
08:30 AM BOS-Boston Legan Depart: Elapsed Travel Time: Seat: Air Confirmation: 123456
Internaticnal Apt Thu 13-Mov-14  2h S4min 17F{changed)Freqguent Flysr:
11:24 AM ATL-Atlanta Hartsfield- Arrive: Lay-over Time: Special Requests:
Jackson Intl Apt Thu 13-Hov-14  46min
Delta Air Lines - Flight: 4962
12:10 PM ATL-Aflanta Hartsfield- Depart: Elapsed Travel Time: Seat: Air Confirmation: 123456
Jackson Intl Apt Thu 13-Nov-14 1h 21min 17F Frequent Flyer:
01:31 PM ROA-Roancke Arrive: Special Requests:
Thu 13-Nov-14

Figure 2-10: Final Trip Itinerary Screen

17. Select Expenses from the navigation bar.

18. Acknowledge the pop-up message that notifies you that the reservations will be
cancelled in 24 hours if the authorization remains unsigned.

19. Enter the traveler’s anticipated travel expenses on the Non-Mileage, Mileage, and Per
Diem Entitlements screens. See the DTS Document Processing Manual, Chapter 2,
Section 2.7 for detailed guidance.
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Chapter 2: Invitational Travel Authorizations (ITA)

20. Select Accounting from the navigation bar and choose the Accounting Label that will
be used for the trip. Refer to the DTS Document Processing Manual, Chapter 2, Section
2.8 for detailed guidance.

21. If the traveler requires an advance:
22. Select Additional Options from the navigation bar.

a. Select Advances from the subnavigation bar.

b. The Advances screen opens (Figure 2-11).

@ Defense Travel System Itinerary  Travel — Expenses  Accounting

A New Era of Government Travel

[rerumn 7o usr

Reviews Sign

Profile Partial Payments

Mon-ATM Advances. Select the accounting Labels(s) that are associated to the Nen-
ATM Advance(s) for this trip.

Start Date: 10-Now-14 = Max Advance Detail
End Date: 13-Howv-14

Accounting Label: -- Select to Add -- v
Shared LOA: - No Other Accounts Available -

Cross Org LOA: - No Other Accounts Available -

Selected Mon-ATM Accounting Label

Accounting Label View/Edit Remowve

View
Acctg Code

Proceed to the following page: Preview v m

Figure 2-11: Advances Screen

c. Select the drop-down arrow to display the Accounting Label that is available for
the advance.

The maximum amount of the advance authorized displays in the Advances
Summary box displayed on the right side of the screen (Figure 2-12). The
maximum amount shown will be paid to the traveler. If a lower amount is
preferred, select edit to update the Amount field.
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Chapter 2: Invitational Travel Authorizations (ITA)

% Defense Travel System Itinerary ~ Travel Expenses  Accounting
A New Era of Government Travel
Profile
RETURN TO LIST
Non-ATM Advances. Select the accounting Labels(s) that are associated to the Non- 15 DEFAULT
ATM Advance(s) for this trip.
Traveler S5M:
Start Date: 10-Nov-14 » Max Advance Detail
End Date: 13-Nov-14 Date:
Accounting Label: -- Select to Add -- A
Type:
Shared LOA: - Ne Other Accounts Available -
Cross Org LOA: - Mo Other Accounts Available - Advance Requested:
Selected Mon-ATM Accounting Label Organization:
- View = "
Accounting Label Acctg Code Wiew/Edit Remove
15 DEFAULT - view > [emove
Proceed to the following page: Preview

Review/ Sign

Advances

16-Oct-14
EFT
5493.720

DTMOCSD

Figure 2-12: Advances Summary
23. Select Review/Sign from the navigation bar.

The Preview Trip screen opens.

24. Scroll to the bottom of the screen and select Save and Proceed to Other Auths. to

continue.

25. Since Invitational Travel requires special authorization, DTS automatically adds the
Other Authorization for E-Invitational (Figure 2-13). Enter appropriate comments in

the Remarks field.

Praviaw Other &uths, Pra-Audit

“"Remarks" boxes provided.

> Add Additional Authorizations For This Trip

Other Authorizations

Other Authorization Remarks

E-INVITATIONAL

1 E-INVITATIONAL

[EIE D

Save and Proceed to Pre-Audits

% Defense Travel Syslem Itinerary ~ Travel  Expenses  Accounting  Additional OpﬁonM
A New Era of Government Travel

The following are the additional authorizations that were selected based on the trip details. Enter comments to your Approving Official in the

Remove

Proceed to the following page: I Pre-Audit < Continue

Figure 2-13: Other Authorizations Screen: E-Invitational Other Authorization

26. Select Save and Proceed to Pre-Audits.
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27. Provide appropriate comments for any pre-audit flags that appear on the Pre-Audit

Trip screen.

28. Select Save And Proceed To Digital Signature.

The Digital Signature screen opens (Figure 2-14).

Chapter 2: Invitational Travel Authorizations (ITA)

@ Defense Travel syStem Itinerary ~ Travel  Expenses
A New Era of Government Travel
Praview Other Auths,

Document Action

*Submit this document as: |SIGNED '
Routing List: csD 'I

Additional Remarks: | =

Submit Completed Document

Pending Routing Actions
Awaiting Status Change To By Level

SIGNED Eric T West 0

Document History
Status Date Time Name

CREATED 06/14/12 0902 Eric T West

* View Reasons for Audit Failures

Accounting  Additional OPHDHM

Pre-Audit Digital Signature

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

The estimated transportation related expenses
and actual reimbursement may be reduced if
travel is completed using a different
transportation mode than authorized by your
AD.

Remarks

Figure 2-14: Digital Signature Screen

29. If the Submit this document as: box is not populated, use the drop-down arrow to

choose the SIGNED stamp.

30. Select Submit Completed Document to initiate routing.
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Chapter 3: Vouchers

Chapter 3: Vouchers

This section covers how to create a voucher from an ITA. It does not cover steps used when creating
standard vouchers in DTS. See the DTS Document Processing Manual, Chapter 4 for guidance on creating

standard DTS vouchers.

When requesting reimbursement for expenses while on invitational travel, the traveler must complete
and sign a paper or electronic (e-form) voucher (DD Form 1351-2), gather required receipts, and provide

them to the NDEA.

Note: DTS can only make payments in U.S. dollars and can only disburse payments to U.S. financial

institutions. If the traveler does not have an account at a U.S. financial institution, the Defense Finance

and Accounting Service (DFAS) will issue a paper check to the traveler in U.S. dollars. The check will be

sent to the mailing address listed in the traveler’s profile.

3.1 Create a Voucher from an ITA

After receiving the signed 1351-2 and receipts from the traveler, the NDEA can create the

voucher in DTS using the below steps:

1. Loginto DTS.

The User Welcome screen opens.

2. Select the Official Travel — Others drop-down arrow and choose Vouchers (Figure 3-1).

Defense Travel System

A New Era of Government Travel

Authorizations/Orders

W¢Local Vouchers
Orga| Creup Authorizations/Orders
Org Access:

Group Access: Training

Permission:

Reset Profile |

Message Center

Check here for messages.

Official Travel ¥ _ Traveler Sety Administrative ¥

My Signed Documents

Document Hame
EWCOLORADCSPRO9 1814 A1
EWSANANTONIOT101314 AQ1

EWSANDIEGOCA101314 AD1

EWCOLORADOSPR110214 A0

EWROTAESP110914 Al

EWSANDIEGOCA110914 AD1

Current
Status

POS ACK
RECEIVED

POS ACK
RECEIVED

SIGNED

CTO BOOKED

POS ACK
RECEIVED

CTO BOOKED

Departure
Date

09/18/14

10/13/14

1013714

11/02/14

11/09/14

11/09/14

Logoff

Type

AUTH

AUTH

AUTH

AUTH

AUTH

AUTH

Figure 3-1: Official Travel-Others/Vouchers
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Chapter 3: Vouchers

The Traveler Lookup screen opens.

3. Enter the traveler’s SSN. If the traveler is a foreign national, enter the TIN or similar
unique identification number.
-OR-
Enter the Last Name (Figure 2-2). The first name is optional.

4. Select Search.

5. Select the traveler from the Search Results box on the right side of the screen.

The Vouchers screen opens (Figure 3-2).

Logged In As: Eric T West Screen 1D: 1001.3 Close Window
Traveler Name: Tracy M Smith Document Type: Voucher Help for this screen

Defense Travel System

S

View Authorizations / Orders View Local Youchers View Group Authorizations

Below is a list of your vouchers. Please select the appropriate function which correspoends to the Vioucher with which you wish to work

* Create New Voucher From Authorization/Order

Existing Vouchers
Sort by Sort by Sort by " . . Remove /
Document Hame Status TA Humber WSLEL S Trip Cancel Srchd

Figure 3-2: Vouchers Screen
6. Select Create New Voucher From Authorization/Order.

The Voucher from Authorization/Order screen opens (Figure 3-3).

-

Logged In As:  Eric T West Screen ID: 1010.1 Close Window
[Traveler Name: Tracy L Smith Document Type: Voucher Help for this screen

Defense Travel System

AewErmolGovemment e

Below is a list of your authorizations. Click "Create” next to the travel authorization for which you want to create a voucher.

Document Hame Departure Date Status TA Number Create
TSNEWYORKNY102014_AD1 10720414 PAY LINK OOZNRO * create

Figure 3-3: Voucher from Authorization/Order
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Chapter 3: Vouchers

7. Select Create next to the authorization that you will create the voucher from.

The Trip Overview screen opens (Figure 3-4).

Logged InAs:  Eric T West
Traveler Name: Tracy L Smith

% Defense Travel System

A New Era of Government Travel

Lreroen o usr

Document Name: TSHEWYORKNY102014_VO1

Document Type: Voucher

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

Overall Starting Point Information

Please Mote: ARed Star ( * ) indicates a required field.

™ Select a Location: -OR- “Entera

Starting Point:

RES: Roanoke

*Start Date(mm/dd/yyyy): |10/20/2014 g

Overall Ending Point Information

Please Mote: ARed Star ( * ) indicates a required field.

*%Select a Location: -OR- * Enter an Ending Point:

[res: Roanoke

[va Search

* End Date(mm/dd/yyyy): |10/23/2014

Other Trip Information

Please Note: ARed Star (* ) indicates a required fieid.

Trip Description (optional):

*Trip Type:

|E— NVITATIONAL v
* Trip Purpose:

OTHER TRAVEL

* Trip Duration:

(O 12 Hours or Less

) *12 - 24 Hours - No Lodging

(3 *12 - 24 Hours - With Lodging

@ MutiDay

*Conference/Event INUt Applicable

Names Not Appiicatte _Search Conference/Event

Authorization Humber: IDOZN

Authorization Date:

10/16/2014

RO

(mm/dd/yyyy)

Trip Number: [1

‘Comments for Travel Order:

Proceed to Per Diem Locations

Proceed to the folowing page:

Screen ID: 1039.1

Help for this screen

M‘Havel Expenses  Aoccounting  Additional Options  Review/ Sign

Overall Starting Point

Leave From:  Roanoke,VA
Leave: 20-Oct-14

Location 1: NEW YORK,NY

Leave From: Roanoke,VA

TOY/TAD Loc: HEW YORK,NY

Arrive: 20-Oct-14

Leave: 23-Oct-14

Carrier/Flight:  United Airtines
(UA) 3591

‘Conf/PNR: 123456

Depart: 20-Oct-14 06:00AM
ROA-Roancke

Arriver 20-Oct-14 07:18AM
|AD-Washington Dulles
International Apt

Carrier/Flight:  United Airtines
(UA) 5114

Conf/PNR: 123456

Depart: 20-Oct-14 08:14AM
|AD-Washington Dules
International Apt

Arrive: 20-Oct-14 09:30AM
LGA-New York La
Guardia Apt

Lodging: Hatiday Inn New York
Cit

‘Confirmation: 12345678-

Check-In: 20-Oct-14 11:59PM

Check-0ut: 23-Oct-14 11:59PM

‘Overall Ending Point

Leave From: NEW YORK,HY

Return Loc: Roanoke,VA

Arrive: 23-Oct-14

Carrier/Flight:  American Airlines
(A4) 517

‘Conf/PNR: 123456

Depart: 23-Oct-14 06:00AM
LGA-New York La
Guardia Apt

Arrive: 23-Oct-14 06:57AM
PHL-Philadelphia
International Apt

Carrier/Flight: | American Airtines
(A 73

Conf/PNR: 123456

Depart: 23-Oct-14 10:10AM
PHL-Philadeiphia
International Apt

Arrive: 23-Oct-14 12:05PM
CLT-Charlotte

Carrier/Flight: | American Alrtines
(A4) 5192

Conf/PNR: 123456

Depart: 23-Oct-14 12:58PM
CLT-Chariotte

Arrive: 23-Oct-14 02:04PM
ROA-Roancke

Per Diem Locations (TDY /]

Close Windaw

Edit
Remove

Edit
Remove

Edit
Remave

it
Remove

Edit
Remove

Edit
Remove

Figure 3-4: Trip Overview Screen

The remainder of this chapter explains how to update expenses and sign the voucher. If

the voucher requires any other changes, such as changing dates, locations, or profile

information, see the DTS Document Processing Manual, Chapter 4.

8. Select Expenses from the navigation bar, and update all estimated expenses on the
Non-Mileage, Mileage, and Per Diem Entitlements screens (Figure 3-5) to reflect the

actual expenses the traveler provided.
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Chapter 3: Vouchers

Logged In As:  Eric T West Document Name: TSMEWTORKNY102014_W01 Screen ID: 1036.1 Close Window
Traveler Name: Tracy L Smith Document Type: Voucher Help for this screen

% Defense Travel Syslem Itinerary TraveMn:ounting Additional Options  Review/Sign
A New Era of Government Travel

rerunn 1o usr |

Expense Type Date Cost E/R
Use this screen to enter non-mileage expenses for your travel P —— T ETE00) =
document. Select an expense type, or, if you cannot find the axi - lermin - R_]
appropriate expense type, enter a description in the box provided. You HETONE,
may also use the ‘create an expense item from a government charge Hotel Sales Tax 10/23/2014  525.00 Edit
card transaction’ link to create an expense from current charge card Remove
transactions. Select "Save Expenses” to save the expenses to the travel
document. Total Expenses: 540,00

Reminder: CTO Fees are a reimbursable expense to the traveler when
the transportation costs are charged to your Individual Government
Travel Charge Card (IBA).

Leave: 20-Oct-14 Return: 23-Oct-14 Add Expense

* Expense Type: I .

-OR- |
* Cost: < [o.00
* Date: l—
i daryyyy) 105312014

*

Method of Reimbursement: Personal

» view expense details / currency calculator

Save Expense

Figure 3-5: Non-Mileage, Mileage and Per Diem Entitlements Screens

9. You must electronically attach to the DTS voucher all documents the traveler provided:
the signed 1351-2, all required receipts, and any other substantiating documentation

(Figure 3-6).

% Defense Travel s)‘Stem Itinerary Traveanunting Additional Options  Review/Sign
A New Era of Government Travel

CEEMEISHENEN T Substantiating Records

| RETURN TO LIST Non-mil

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 "Upioad”. 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.

A m ‘ou must have the free Adobe Acrobat Reader program installed on your computer to view receipts. Download the Adobe
Adobe Acrobat Reader program.

* Print Fax Cover Sheet

* Upload Scanned Receipts Browse... Upload

Currently there are no Receipts on file for this Voucher.

Date cTwW Notes View Remove

Refresh

Proceed to the following page: Accounting Codes - Continue
Figure 3-6: Substantiating Records Screen

For detailed guidance on substantiating records, see the DTS Document Processing

Manual, Chapter 2, Section 2.7.4.

10. Select Review/Sign from the navigation bar, and review the Preview, Other Auths., and
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Chapter 3: Vouchers

Pre-Audit screens. Enter any necessary comments or remarks in the appropriate fields.

The Digital Signature screen opens (Figure 3-7).

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

Document Action

* Submit this document as: IT-ENTERED.

Routing List: 5D The estimated transportation related expenses
and actual reimbursement may be reduced if

travel is completed using a different

Additional Remarks:
transportation mode than authorized by your

AD.
submit Compieted Document |
Pending Routing Actions
Awaiting Status Change To By Level
SIGHED Tracy L Smith [}
Document History
Status Date Time Hame Remarks

CREATED 10/16/14 1138 Eric West

Figure 3-7: Digital Signature Screen

11. Verify that the T-ENTERED stamp appears in the Submit this document as field. If not,
use the drop-down arrow to select it from the list.

12. Select Submit Completed Document to initiate routing.
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Chapter 4: Administrative

The Defense Travel Administrator (DTA) should detach the traveler from the organization after
e the traveler has returned from the trip,
e the voucher has been filed, and

e the traveler has been reimbursed.

Detaching the traveler ensures the next time the traveler performs TDY for DoD, they will be able to be
received into the funding organization. For further guidance see Chapter 7, Section 7.3.3 of the DTA
Manual.
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