CHAPTER 6: ROUTE & REVIEW FOR TEMPORARY DUTY

Routing Officials (ROs) use the Route & Review module of DTS to examine the details and approve TDY
authorizations, group authorizations, vouchers from TDY authorizations (vouchers), and local vouchers.
Digital signatures are applied when the routing official completes the review. The digital signature is a
stamp that enables DTS to route the document to the next RO. An Authorizing Official (AO), who
approves temporary duty (TDY) travel, is an example of a RO. A Certifying Officer (CO) is a RO who cer-
tifies that the estimated cost of the TDY is documented and within the travel budget. ROs should review all
documents carefully before approving and obligating funds.

This chapter covers the following topics:
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6.1 The Route & Review Process

Travelers create authorizations and group authorizations prior to travel and create vouchers for reimburse-
ment after completing the trip. When a traveler stamps the document SIGNED, the routing process is initi-
ated. An authorization with reservation information triggers DTS to route the reservation request to the
Commercial Travel Office (CTO) for initial processing. If the authorization has no reservation requests,
DTS sends an e-mail to the RO on the traveler’s routing list. The e-mail notifies the RO that a document is
in the queue. Other ROs in the routing process review and stamp documents after the CTO. The final step
is AO approval.

There are certain conditions under which an amendment does not require the AO to apply the APPROVED
stamp. These are described in Chapter 7, Section 7.6.
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Chapter 6: Route & Review for Temporary Duty

6.2 Document List

The document list allows the routing official to view any documents that are waiting to be reviewed and
stamped. Beginning on the User Welcome screen (Figure 6-1), use the below steps to view and stamp a
document:

Logged In As: CHRIS A CARSON Help for this screen
: Defense Travel System
A New Era of Government Travel N
ogoff
Official Travel W Official Travel - Others W Traveler Setup ¥ | Reports ¥ Administrative W
Documents Awaiting Your Approval --> click Here
Welcome CHRIS A CARSON
COrganization: TDZDTMOCSD My Signed Documents
Org Access: TDZDTMOCSD
Document Hame EIELE TEgTimE Type
Group Access: (All) Status Date :
Permission: 0,1,2 No documents found
Message Center
Welcome to EWTS
Back to Top

Figure 6-1: DTS User Welcome Screen

1. Select the Click Here link to the right of Documents Awaiting Your Approval.

The Documents In Routing screen opens (Figure 6-2).
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Chapter 6: Route & Review for Temporary Duty

Logged In As: CHRIS A CARSOH Screen 1D: 1026.1

B2, Defense Travel System P cocumen: L1t SERRER Adjustments Setup
A New Era of Government Travel
- Documents in Routing Accession Travel Authorizations

Feollowing i= a list of documents that were routed to you for review and signature. Select a document to review and use the navigation bar at the top for
additional tasks.

Aeview Sort by Sort by S::;::; TA Days | Sort by Sort by Total H_= to Ad Max Ag
Type Document Status Number | Left Dep Date Traveler Cost rav Requested Allowed
»review | AUTH | ECDENVERCOUNTO51109_AD1 | APPROVED 05/11/09 | CARSOM, ERIC | 5816.50 | 5816.50 50.00 50.00
»review  AUTH = ECCOLORADOSPRO51809_AD1 = APPROVED 05/18/09 | CARSON, ERIC |51,367.81 51,367.81 | S0.00 50.00
»review | AUTH | ECBALTIMOREBADSZ509_AD APFROVED 05/25/09  CARSOM, ERIC | 5B%93.50 | 5893.50 | S0.00 50.00
»review  VCH | ECCHICAGOOHAROS0609_VO01 = APPROVED | OMZIWEH 05/06/09 | Carson, Eric | 5499.55 = S5499.55 50.00 5396.44

Figure 6-2: Documents in Routing Screen
2. Select review to the left of the document name.

The Preview Trip screen opens. The sections that follow will guide the routing official through the steps of
the Route & Review process that lead up to the approval of a document.

6.3 Setup

The Setup section of the Route & Review module has four tabs that provide access to a set of tools that aid
in processing travel documents:

* Routing Lists

* Reports

« Additional Setup
* Rates Lookup

Although each area is listed, this section provides references to chapters where more details can be found
about each subject.

To access the Setup feature, select Setup on the navigation bar. The Setup screen opens (Figure 6-3).
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Chapter 6: Route & Review for Temporary Duty

Setup consists of the folowing sections:

Use the navigation bar at the top or the footer at the bottom to access the section you want to work with. Select "Close Window™ at the top
to exit Setup.

Figure 6-3: Setup Screen
In addition to the main tools shown in the navigation bar tabs, this screen displays shortcuts to the below
Additional Setup functions:
» Delegate Authority (Section 6.3.3.1)

»  User Preferences (Section 6.3.3.2)
» Form Defaults (Section 6.3.3.3)

6.3.1 Routing Lists

The Routing Lists screen allows routing officials to view all routing lists for their organizations.
Routing lists are displayed with a link that allows the routing official to view the steps each travel
document is to follow.

Use the below steps to view Routing Lists and their details:

1. Select Setup.

The Setup screen opens (Figure 6-3).

2. Select Routing Lists.

The Routing Lists screen opens (Figure 6-4).
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Chapter 6: Route & Review for Temporary Duty

Select an organizaticn to view the associated
Routing Lisk(s).

Organization: TODIOTMOCSD j
Views Organization Reouting List

» view TOZDTMOCSD CsD

> view TDZDTMOCSD C50_Emergency

» view TOZDTMOCSD TRAINING

Figure 6-4: Routing Lists Screen
3. Select view next to a routing list to see the routing levels.

The screen refreshes and displays the signatures for the document (Figure 6-5).

Select an erganization to view the associated Signatures for the Routing List - C50_Emergency.
Routing List(s).
Doc Type Document Status  Signature Hame Level Process Hame
Organization: TDZDTMOCSD j
AUTH CTO SUBMIT =CTO SUBMIT 2z BYPASS PHR
Vi Organizati Routing List
e ARl EEs AUTH £TO BODKED *CTD BOOKED 3 BYPASS PHR
view TOZOTMOCS cs -
= LIBTMOCSE . AUTH APPROVED EMILY ACARSOM 25
vigw TLZLTMOCS Csl ergency - §
L BT b_Emergency AUTH APPROVED HELEN D CARSON | 25
view T TMOCS TRAINING
: DIDTRMOCSD RAINING LvCH APPROVED EMILY ACARSON | 25
LVCH APPROVED HELEM D CARSOM 25
VCH APPROVED EMILY A CARSON 25
VCH APPROVED HELEM D CARSON 25

Figure 6-5: Routing Lists Screen - Signatures
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Chapter 6: Route & Review for Temporary Duty

6.3.2 Reports

The Reports function in Route & Review is not yet available. This is a future enhancement.

6.3.3 Delegate Authority

DTS allows ROs to delegate signature authority to another person in accordance with service or local
policy. When Delegate Authority is selected, the screen will display a list of officials who have the
proper permissions to perform the role in DTS. Signature authority can be delegated to only one person
at a time.

Note: Before delegating signature authority, the user should be aware that there are requirements
outside of DTS that must be met before an individual can be authorized as a delegate official.

Use the below steps to Delegate Authority:
1. Select Delegate Authority on the navigation bar.

The Delegate Authority screen opens (Figure 6-6). This screen displays a list of officials who are
eligible to receive signature authority and serve as a delegate official.

Select a name to delegate your document signing authority.
Select Hame Authority
» Select Chris A Zurcher
» Select HELEM [ AMDREWS
» Select HELEM D CARSOHM
» Select Helen D Dean
» Select HELEM D MCKITRICK
» Select Helen D Zurcher

Figure 6-6: Delegate Authority Screen
2. Review the list of officials.
3. Choose Select to the left of the name of the official to receive the delegated authority.

The Assign Authority screen opens (Figure 6-7).
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Chapter 6: Route & Review for Temporary Duty

Select a name to delegate your document signing authority. Click OK to delegate your document signing
authority. You will be prompted for signature.
Select Hame Autherity
Chris A Zurcher has permission level 0,1,2 and may
» Select Chris AZurcher EoE g
r Select HELEH D ANDREWS
Cancel | O |
» Select HELEM O CARSOM
» Select Helen D Dean
» Select HELEN D MCKITRICK
» Select Helen D Zurcher

Figure 6-7: Delegate Authority Screen - Assign Authority
4. Select OK. This confirms that the correct person has been selected.
The Digital Signature screen opens.
5. Complete the PIN field.
6. Select OK.
When authority has been delegated, the below events occur:
e The delegated official’s name displays in the travel documents Pending Routing Actions list.
»  Documents that route to the RO will now route to both individuals.
» E-mails sent to the RO will now be sent to both individuals.
» Travel documents are removed from both individual’s Route & Review screen after the docu-
ments are stamped.

Use the below steps to remove signature authority:

1. Select Delegate Authority on the navigation bar.
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Chapter 6: Route & Review for Temporary Duty

The Delegate Authority screen opens (Figure 6-8). This shows authority assigned.

Authority has been delegated to Chris A Zurcher.

Select MHarme Authority
Chris A Zurcher » Remove

» Select HELEM [ AMDREWS

» Select HELEM D CARSOM

» Select Helen D Dean

» Select HELEM D MCKITRICK

» Select Heten D Zurcher

Figure 6-8: Delegate Authority Screen - Authority Assigned
2. ldentify the delegate on the list of names.
3. Select Remove to the right of the name of the official whose authority is to be removed.

A window opens for the user to confirm revocation of the delegated signature authority (Figure 6-9).

4. Select OK.
Authority has been delegated to Chris A Zurcher.

Select Hame Authaority

Chris AZurcher » Remove
= Select HELEN D AHDREWS

x

> Select HELEMN D CARSON
2 Select P \__?/ Are you sure you want to revoke this delegation of signature authority
» Select HELEN D MCKITRICK [ o | cancel |
= Select Helen D Zurcher

Figure 6-9: Removal of Delegated Signature Authority Confirmation Window

6.3.4 User Preferences

The User Preferences screen allows the user to set the time format displayed in DTS (Figure 6-10).
Each instance a document is touched, the time is recorded. Examples include travel arrangements
screens, Document History, and the DTA Maintenance Tool. The two options are AM / PM or 24

Hour.
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Chapter 6: Route & Review for Temporary Duty

The E-mail Routing Notification box is an option that will be available for future enhancements. Cur-
rently, DTS sends routing notifications to all officials in the routing lists. It also sends them to officials
to whom authority has been delegated.

Use the below steps to set a preference for the way time is displayed in DTS.

1. Select User Preferences on the subnavigation bar.

The User Preferences screen opens (Figure 6-10).

Logged In As: CHRIS A CARSON Screen ID: 1074.1

Defense Tra"el System Routing Lists ReporLsRaLe Looku

A New Era of Government Travel

Delegate Authority Form Defaults

Following information is for user preferences setup.
Time Format:
T AMJEM {7 24 Hour

V¥ Email Routing Motification

5ave Preferences

Figure 6-10: User Preferences Screen
2. Select the desired time format radio button.

3. Select Save Preferences.

6.3.5 Form Defaults

DTS allows travelers to set the format that documents will be displayed and printed.
Use the below steps to set a format:
1. Select Form Defaults on the subnavigation bar.

The Form Defaults screen opens (Figure 6-11).
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Chapter 6: Route & Review for Temporary Duty

Logged In As:

CARSON Screen ID: 1073.1

Defense Travel svstem Routing Lists ReporlsMRale Lookup|

A New Era of Government Travel

Folowing infermation represents the type of farm and/or attachment that wil print for the various decument types (Voucher,
Authorizations, Cash Advance).

Authorizations / Orders

Setect all forms that apply. When printing a document, see footnote (*) below for explanation.

Authorizations:
€ Default & Govt = Form  Govt

Cash Advan
@ Default € Govt=Form {7 Govt  Mone

Group Auth:
% Summary (" Summary & Individual

[™ Itinerary Listing (Check this box if you want to print itinerary information for reservations.)

Voucher
Setect all forms that apply. When printing a document, see footnote (*) below for explanation.

Vaucher:
" Default & Govt+Form {7 Govt

I~ Receipt Checkiist (Check this box if you want te print a page listing the receipts te be attached to a voucher)

Attachments

Folowing represent a specified section (bock) on the correspending form listed, te print the document name. Check al that apply.

J# Document History (Frints the slectranic history of a document and shaws each step in the siectronic approval and/or processing of
the document.)

[~ Accounting Detail (Prints the subtotals of a document’s expenses by

ounting code and expense category.

[~ Privacy Act (Prints the Privacy Act Statsment.)

Print Document Hame
Fallowing represent "attachment” or additional pages that wil print with the document.

™ Block 3 of SF1012 (Prints the document name on black 3 of form SF1012.}
¥ Block 2 of SF1164 (Prints the document name on block 2 of form SF1164.)
I Block 22 of DD1610 (Prints the decument name on block 22 of farm DD1610.)

I Block 1 of GSABT (Prints the document name on block 1 of form GSABT.)

Default—Prints al the travel data in a comprehensive, easy-to-read format.

Govt:Form—Prints the document information and government travel form on plain paper. The type of government travel forms printed vary
from agency to agenc
Govt—Prints the decument on a pre-printed government form. Insert a government form into your printer and DT
Mone—*"Cash Advance settings only. Turns off the printing of a cash advance.

Summary—Prints the group authorization and one cash advance summary.

Summary & Individual-Prints the group authorization, one cash advance summary, and a separate autherization and cash advance for 2ach
traveler in the group authorization.

Mote: You must cheose a form type in the Cash Advance field for a cash advance to print for each traveler.

ils cut” the form blocks.

Save Form Defaults

Figure 6-11: Form Defaults Screen
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Chapter 6: Route & Review for Temporary Duty

The screen shows the options from which the display and print formats may be selected. These options
are available for authorizations, vouchers, and GAUTHSs; attachments, or additional pages to print with
the document. The below options are used to display and print authorizations and vouchers:

» Default. This form displays trip information in a plain text format. The default form provides
more details than the Govt forms provide.

e Govt + Form. This form displays trip information in form DD1610 format. All appropriate
fields are populated with information from the travel document.

»  Govt. This form displays trip information in DD1610 format. Printing with this option requires
a blank form DD1610 to be inserted into the printer.

The Attachments section of the screen provides options to select the format(s) to display and print.
These are for the document history, accounting details, and the Privacy Act Statement. The Print
Document Name section allows certain government forms to be printed with the document.

2. Scroll through the list of options and make all desired selections.

3. Select Save Form Defaults.

6.3.6 Rate Lookup

The Rate Lookup Menu provides rate information on per diem locations, mileage, M&IE distributions
and country abbreviations. Mileage rates are listed for privately owned vehicle, airplane, and motorcy-
cle.

Use the below steps to find per diem rates for TDY locations:

1. Select Setup.

2. Select Rate Lookup.

The Rate Lookup Menu screen opens (Figure 6-12).

Use this screen to look up information about the rates used to calculate entitlements in DTS,

m Click on _ Per Diem Locations |::> see U.5. and Foreign localities and their Per Diem rates.

m Click on 5tates and Countries |::> see the list of per diem locations and their abbreviation codes.

m Clickon Mileage Rates |r:>|' the list of rates per mile used to calculate reimbursements of personally owned vehicles.

w Click on Government Meal Ratel to see the Government Meal Rate (GMR).

m Clickon Footnotes |::> see any available expanatory remarks about per diem locations and their rates. Any footnotes shown

are published by the oD Per Diem, Travel and Transportation Committee (Per Diem Committee).

Figure 6-12: Rate Lookup Menu Screen
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3. Select Per Diem Locations.

The Per Diem Rates screen opens (Figure 6-13).

Select one of the rate time period buttons to display only the current rates, all history of rates, or for a specific period of time for the
selected location.
Search Criteria

Show:

™ AL Time Periods % Effective Now ™ Specific Period From I

T

ﬂ

Either select United States (including US Territories), Foreign, or Al radio butten to filter the desired Select State/Country drop down list

values. Then, after selecting the desired State/Country from the drop down list, select the Search button.

Show:

% United States (including US Territories) " Foreign A State/Country | ALABAMA j

Search |

Or, enter a 5 digit Zip Code to return all Per Diem Localities within the county that the Zip Code is in. Then 5Select the Search button.

5 Digit Zip Code I Search |

Or, Select a State from the dropdown list, then a County within that State to return all Per Diem Localities within that County. Then Select
the Search button.

Show:

Show:

State IALAB;‘J\‘.;\ j County I;‘J.I_-—‘J.IS-—‘\ j Search |

Figure 6-13: Per Diem Rates Screen

4. Select the radio button to specify All Time Periods, Effective Now, or Specific Period and the
From and To fields.

5. Select the radio button to specify United States, Foreign, or All.
6. Select the state or country from the State/Country drop-down list.
7. Select Search.

8. Choose Show Rates for the appropriate location.

OR

9. Enter the desired zip code in the 5 Digit Zip Code field.

10. Select Search.

11. Choose Show Rates for the appropriate location.
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OR

12. Choose the state from the State drop-down list.

13. Choose the county from the County drop-down list.
14. Select Search.

15. Select Show Rates for the appropriate location.

The per diem rates for the location display.

6.4 Adjustments

The Adjustments screen can be used to view or edit documents that have not yet been approved. The
document has been signed, and the next stamp in the routing sequence should be applied.

Use the below steps to view or edit the current document.

1. Select Adjustments.

A view-only pop-up window opens.
2. Select OK to view the document only.
-C?(Ie::r the Open Document VIEW-ONLY box to adjust the document.
3. Select OK.
The Digital Signature Login window opens if the view-only box is not checked.
4. Complete the PIN field.
5. Select OK.
This places the ADJUSTED stamp on the document. The Preview screen of the traveler’s document opens.
6. Modify the document as necessary, if the box was cleared.

7. Close or apply the digital signature to the document.

Note: If modifications have been made to the reservations module (air, lodging, rental car, or rail), the
status stamp must be changed to SIGNED to route the document back to the CTO.

The User Welcome screen displays (Figure 6-1).
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6.5 Route / Sign

The final step for the AO is approving the document. The Route / Sign module has four functions that
should be used prior to stamping a travel document APPROVED. The areas are: Preview, Other Auths,
Pre-Audits, and Digital Signature.

6.5.1 Preview Trip

The Preview Trip screen allows ROs and AOs to preview the below:

e Trip dates

» Locations

» Travel arrangements
e Expenses

+ LOAs

» Advances and scheduled partial payments (SPPs).
The traveler may have entered local data in the Reference field to allow the tracking of trips by audit
case number, Budget Category Codes, legal case number, war fighting missions, and other similar
data. The information entered is captured in the Budget Transaction Report and Scheduler Status
Reports to provide the information to DTAS.
Use the below steps to preview a document for a trip:

1. Select Route/Sign from the navigation bar.

The Preview Trip screen opens by default (Figure 6-14). The Print Document button opens a text-only
version of the document in a separate window.
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Document Hame: ECCHICAGOOHARDSO! Screen 1D: 1064.1

Document Type:

Defense Travel SYSIEITI Document List M Adjustments Setup
A New Era of Government Travel

al Signatu

her

Print Document

p betow. When you have finish

plit disbursement for transportation, lodging and rental car expenses. Click here for memorandum

Substantiating Records Document History
Reference Information

Reference:

Document Comments

Comments to the Approving Official: None

Comments from the Travel Agent: None

< use of a Governmer
to make official tr
otherwise not being

If the contra CTO is not
y the CTO is not availabie or

Other Trip Information

Trip Type: AA-ROUTINE TDY/TAD
Trip Purpose: INFORMATION MEETING

Trip Description:

Overall Starting Point Time Zone: EST (06}

Itinerary: Leave From: ARLINGTON, VA

Leave:

9

Location 1 - CHICAGO-O'HARE IAP ARS,IL Time Zone: C5T (07}

Itinerary: Leave From: ARLINGTON,\

TOY/TAD Location: CHICAGO-0'HARE IAP ARS,IL

Arrive:
Leave:
Air Travel: Carrier: United Airlines Inc. (UA} Comments to the Travel Agent:
Fughts s17 SEAT PREFERENCE: 17F
Fare: 5115.60
Airport Pa charge included in ticket pric
Depart: DCA-Washington, DC {
(National Apt}
1230
Arrive: 2o, IL (USA) (D'Hare Apt)

1336

Reimbursement:

Confirmation: 123456
Seat Prefersy 17F
Air Travel: Carrier: United Airlines Inc. (UA} Comments to the Travel Agent:
Fight: 624 SEAT PREFERENCE: 17F
Fare: 5115.60
Airport Passenger fac arge incl
Depart: ORD-Chicago, IL (USA) (D'Hare Apt)
1805
Arrive: -Washingtan, DC (USA)
ianal Apt)
9 2056
method
Confirmation: 123456
Seat Prefersnc 17F
Rental Car: Company: ALAMO Comments to the Travel Agent:
En Ro No
Cast: 547.35

Figure 6-14:

Preview Trip Screen
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2. (Optional) Select Substantiating Records to view any receipts or other documents the traveler
has attached to the document.

3. (Optional) Select Document History to see the history of the document, dates any changes were
made, the name associated with each signature, and the status (stamp) that the document is cur-
rently awaiting.

4. (Optional) Select View next to the Accounting Code to see the details of the complete LOA.

5. Select Proceed To Other Auths.
-OR-
Select Other Auths. from the subnavigation bar.

6.5.1.1 Preview Amendment Details

In a case when the routing official is reviewing an amended document, DTS allows the RO to
quickly identify the changes that were made to the last version of the document and the name
of the person who made the changes. To use this feature, the Preview Trip screen for a
document with an amendment displays an Amendment Preview Screen button near the top
(Figure 6-15).

% Defense Travel SYStem Document List Route/Sign Adjustments Setup
e A New Era of Government Travel

RETURN TO LIST AT Other Auths.  Pre-Audit Digital Signature
Amendment Preview Screen Print Document
Review the details for this trip below. When you have finished proceed to Other Authorizations.
Dol mandates split disbursement for transportation, lodging and rental car expenses. Click here for memarandum
Substantiating Records | Document History |

Figure 6-15: Preview Trip Screen — Amendment Preview Screen Button

Beginning on the Preview Trip screen, use the below steps to view the details of an amend-
ment:

1. Select Amendment Preview Screen.
The Amendment Preview screen opens (Figure 6-16). Details of the changes that were made

since the last approval of the document are displayed along with the name who made the
changes.
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Chapter 6: Route & Review for Temporary Duty

Defense Travel System

AewEretCoenmentie

Return to Preview Trip

Other Trip Infermaticn

Level Mame Trip Type Trip Purpose
Approved HELEM D CARSOM AA-ROUTIME TDY /TAD COMFEREMCE ATTEMDANCE
Current Eric T Carson AA-ROUTIME TDY /TAD COMFEREMCE ATTENDANCE

Overall Starting Point Time Zone: EST (08)

Itingrary: Level Hame Leave From Leave
Approved HELEMN D CARSOM RES: STAFFORD, VA 13-0ct-08
Current Eric T Carson RES: STAFFORD, VA 13-Oct-08

Location 1 - SAN DIEGO,CA Time Zone: PST (09)

Itingrary: Lewvel Mame Leave Fram TOY/TAD Location Arrive Leave
Approved HELEM [ CARSON RES: STAFFORD, VA SAM DIEGD,CA 13-0ct-08 17-0ct-08
Current Eric T Carson RES: STAFFORD, WA SAN DIEGO,CA 13-0Oct-08 17-0ct-08

Figure 6-16: Amendment Preview Screen

2. View the modified trip details.

Important: Make sure that there was no change to the trip type on the amendment. The
document will fail the audit process if the trip type was changed.

3. Select Return to Preview Trip.

The Preview Trip screen opens.

6.5.2 Other Auths.

Other authorizations are additional authorizations that are selected by the traveler or triggered by DTS
based on the trip details. These other authorizations display and print remarks on travel documents. A
traveler might select a duty condition, expense item, or anything needing additional approval. If so,
DTS will automatically flag it as an Other Authorization.

Note: Only text typed in the Remarks field is printed on the travel document.

Use the below steps to review other authorizations (Figure 6-17):
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Chapter 6: Route & Review for Temporary Duty

To review the other authorizations, select Other Auths. on the subnavigation bar (Figure 6-17).

% Defense Travel syﬂem Document List M Adjustments Setup
A New Era of Government Travel

RETURN TO LIST Preview _JOIEWIINP Pre-Audit Digital Signature

The following are the additional authorizations that were selected based on the trip details.

» View Unselected Authorizations For This Trip

Other Authorizations

Other Autharization Remarks

FAMUALLY ENTERED EXPENSE

(5)

Reimbursement claimed for manually ent
Internst fee. Authorizing Official has specifically e

Save And Proceed To Pre-Audits

Figure 6-17: Other Authorizations Screen
1. Review the Remarks.

2. Select Save And Proceed to Pre-Audits.
-OR-
Select Pre-Audit from the subnavigation bar.

6.5.3 Pre-Audit Trip

The Pre-Audit Trip screen displays all items that were flagged and justified in the document (Figure 6-
18). The displayed items have been flagged because items have exceeded threshold standards or duty
conditions that exist in the travel document.
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Chapter 6: Route & Review for Temporary Duty

% Defense Travel System Itinerary  Travel Expenses Accounting Additional Options Jt=RlauRt]
A New Era of Government Travel
Preview  Other Auths. Digital Signature

Help for this screen

Below are any items that were "flagged” for this trip. You must provide comments in the "Justification to Approving Official’ text field for
flagged items where reguired. When you are finished, or if there are no flagged items, click "Proceed To Digital Signature.”

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

Constructive Travel Worksheet

2 Items have been Flagged in this Travel Document

1. Reason Flagged Item Description * Justification to Approving Official =Help=
+ FISCAL YEAR # This travel document covers 4 VAL CR AT T ,- c
ALLOCATION Fisc but th APPROVAL GRANTED DUE TO SOURCE OF FUNDS
Ling unting specified

for a different Fiscal Year 08.

The following are provided for advisory purposes only

2. Advisory Advisory Description =Help>
+ PERSOMAL INFO HAS + PERSOMAL PROFILE INFORMATION HAS CHANGED FROM WHAT 15 IN THE PERMANENT PROFILE.
CHANGED PLEASE EMSURE ALL INFORMATION IS5 CORRECT. -- CHARGE CARD

Save And Proceed To Digital Signature |

Figure 6-18: Pre-Audit Trip Screen

Note: The Help link above each flagged item opens to a fuller explanation of the selected flag. See
Appendix K, Table K-11, for a description of all flagged items.

Use the below steps to pre-audit a document:
1. Review the flagged items.
2. Review all information prior to approval and obligation of funds.
3. Select Save and Proceed to Digital Signature.
-OR-

Select Digital Signature from the subnavigation bar.

Note: A traveler may have selected a non-GSA city pair flight. If so, the traveler must select Reason
Codes on the Pre-Audit screen to justify the selection. The AO may see the reason codes entered by
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Chapter 6: Route & Review for Temporary Duty

selecting Adjustments (edit mode) on the navigation bar. Then, select Pre-Audit in the subnavigation
bar.

Note: The Help for this screen link on the Pre-Audit Trip screen opens a table of pre-audit codes used
in the Reason Flagged column. It includes a description of why this item was flagged.

See the DTS Document Processing Manual, Chapter 2 for information on the Click here for memo-
randum link.

6.5.4 Digital Signature

The Digital Signature screen is one of the last screens that the RO sees during the review process
(Figure 6-19). When a document follows a routing list, it displays in the Route & Review screen of
designated ROs with a default status stamp. Review all document information prior to approval and
obligation of funds. The routing list for this document may be viewed on the Digital Signhature screen,
but it can only be changed when the SIGNED or T-ENTERED stamp is selected.

%‘ Defense Travel SFStem Docurnent List M Adjustments Setup
A New Era of Government Travel

Praview Other Auths, 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.

Document Action

* Submit this document as: | APPROVED w

Routing List:

Additional Remarks: The estimated transportation related sxpenses
and actual reimbursement may be reduced if

travel is completed using a differen
transportation mode than authorized by y
A

Submit Completed Document

> View Results of Approval Action

Proceed to the following page: Preview b m

Figure 6-19: Digital Signature Screen
Use the below steps to stamp the document.
1. Confirm that the appropriate stamp is available in the *Submit this document as drop-down list.
Routing lists provide direction for all documents. Only individuals in the routing list can apply stamps.

(The exception is with delegation of signature authority.) The Digital Signature screen provides a drop-
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Chapter 6: Route & Review for Temporary Duty

down list of the stamps that can be applied to a document at the current routing list level for the docu-
ment.

DTS prevents the document from routing to the next level in the routing list until the designated indi-
vidual has applied the stamp corresponding to the current routing level.

If the stamp assigned to the RO is AUTHORIZED, CERTIFIED, or REVIEWED, then the below
stamps display in the Digital Signature screen drop-down list:

» AUTHORIZED
*» CERTIFIED
* REVIEWED

« 3RPPARTY REVIEWED (if RO is inserted into the routing list for Import/Export [I/E])

e TO REVIEWED FORN TVL (for travel document with outside the continental United States
[OCONUS] destination only)

e TO REVIEWED GP AUTH (for group authorization [GAUTH] only)

 REVIEWED GROUP AUTH (for GAUTH only)

 CANCELLED (authorization only)

RETURNED.

If the stamp assigned to the RO is APPROVED, then the below stamps display in the Digital Signature
screen drop-down list:

*  APPROVED
« AUTHORIZED
» CERTIFIED

» REVIEWED

« 3RDPARTY REVIEWED (if reviewer is inserted into document routing list for I/E)
e TO REVIEWED FORN TVL (for travel document with OCONUS destination only)
« TO REVIEWED GP AUTH (for GAUTH only)

*  REVIEWED GROUP AUTH (for GAUTH only)

* CANCELLED (authorization only)

» RETURNED.

Adjustment or an Amendment to Reservations: Anytime new reservations are selected or requested
after the CTO BOOKED stamp is applied to the document, permission level 2 users will only have the
following stamps available: SIGNED,RETURN, CANCEL. The APPROVED stamp only becomes
available once the traveler stamps SIGNED and CTO BOOKED has been applied to the changed res-
ervations. This is to ensure that new or changed reservations are processed before the AO stamps the
document APPROVED.

If the document contains a CTO fee or a submitted advance or SPP, the CANCELLED stamp will not
be available in the drop-down list on the Digital Signature screen. Instructions will display at the
bottom of the screen stating that the traveler must amend the authorization to remove all expenses
except for the below:

e CTOfee
»  Submitted advances or SPPs
»  Other unavoidable expenses.
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If an authorized individual selects a stamp (other than SIGNED, RETURNED, T-ENTERED, or CAN-
CELLED) that is different from the default stamp defined by the routing list and indicated by the
Awaiting Status level. DTS will display the below message that routing cannot continue:

“You are attempting to apply a status stamp that is out-of-sequence from the status stamp expected for
the current routing list level. The document will not continue to route until the status stamp indicated
by the Awaiting Status indicator has been applied by a routing official corresponding with the routing
list level or an authorized user with approval override permission. Would you like to proceed with this
document stamping action?”

The routing official may elect to continue with the selection of the out-of-sequence stamp. If this
occurs, DTS applies the selected stamp to the document’s history. This allows a routing official to add
remarks corresponding with the stamp.

If a non-ATM advance is requested, the payment can be expedited by placing a check in the Allow
advances to be paid to the traveler immediately box. Funds will be disbursed within 72 hours of
approval.

Note: The View Results of Approval Action link can be selected to view audit results for the docu-
ment, to include hard audit checks (e.g., on screen messages to the AO), funding validation, Tickets
are Waiting (TAW) date application, and electronic payment (EP) process audits. For approval scenar-
ios that do not have EP or hard audit failures, DTS will capture other events within the approval
process. When the APPROVED stamp is not available, this link is named View Reasons for Audit
Failures.

2. Select Submit Completed Document.

The Choose Signing Certificate screen will open if more than one certificate is available. Choose the
correct certificate and select OK.

Note: When the AO approves a document that is funded by a Foreign Military Sales (FMS) LOA, a
notification displays. It indicates a possible delay in reimbursement to the traveler.

The Stamp Process screen opens (Figure 6-20).

Defense Travel System

Aewtaetnemmentiey

| have reviewed the planned trip and have deemed the trip necessary in the
interest of the Government and therefore authorize the obligation of funds.

Cancel 5ave and Continue

Figure 6-20: Stamp Process Screen
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3. Read the Stamp Process screen.

4, Choose Save and Continue.
-OR-
Choose Cancel to further review the document.

The Fund Authorization screen opens (Figure 6-21). This screen displays the document name and
budget item from which funds are obligated in DTS. It also displays the amount of the obligation and
balance of the budget item after the obligation.

Defense Travel System

HewtrmetCoemmentter

Fund Authorization

Authorization ECSANDIEGOCA 1031308_A01 funded against:
Acc Label: 08 DEFAULT {DTMO) Budget: 08 DEFAULT {DTMO) [Previous Budget: 343,967.74 Amount: 1,227.43 Available: 342,740.31 ]

Acc Label: 08 DEFAULT {DTMO) Budget: 08 TRAINING {(DTMO) [Previous Budget: 13,967.74 Amount: 1,227.43 Available: 12,740.31 ]

Continue

Figure 6-21: Fund Authorization Screen
5. Review funding information for the selected trip.
6. Select Continue.

The Stamping Result screen opens (Figure 6-22).

Defense Travel System

AewtrmetCoenmenti! S

Document Mame: ECSANDIEGOCA1( 308_A01
Cocument Typs: AUTH
SEMr MAO(H(23T1
Desired Stamping Action: APPROVED
Actual Stamping Status: PASS - Document was stamped APPROVED.

Close

Figure 6-22: Stamping Result Screen

7. Review the stamping result information.
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8. Select Close.

Once a document has been stamped, it no longer displays on the Documents in Routing screen. After
the AO has applied the APPROVED stamp, the traveler receives an e-mail notification of the approval.

There could be insufficient funds in the budget for the specified LOA or there could be a mismatch
between the elements in the LOA and the budget item. If so, the approval process will stop. An Unbud-
geted message will display when an attempt is made to stamp the document APPROVED. The FDTA
must be contacted to have funds added to the budget, or have the LOA elements corrected. After the
budget is funded or the LOA is corrected, the document may be approved.

In the event of an unbudgeted item, DTS will display the current amount available in the budget item.
It will also display the current total expenses for the document, and the amount needed to fund the trip
(Figure 6-23).

Defense Travel System

HewtmetCnemmentiey S

Fund Authorization

Approval of the document is not authorized because the following budgetis) have insufficient funding to caver the expenses for the LOA
Please contact your financial DTA for assistance or select a different LOAfor the expenses.
LOA Label: 09 FMS TRAINING (Org: DTMOCSD)
Budget Label: 09 FMS TRAIMING (Org: DTMOCSD)
Fiscal vear: 2009

Budget ltem For 09 FMS TRAINING (Org: DTMOCSD)

Status Budget Before Funding Funding Amount Budget After Funding
09 FMS TRAINING / Insufficient

Funds Available 1,339.50 -1,339.50

Ok

Figure 6-23: Fund Authorization Screen
9. Select OK to acknowledge the over-budget and unbudgeted items.

Make sure that funds are added to the selected budget item. If this does not happen, use an alternate
source of funding to approve the travel.

6.5.5 Self-Approving Official

After a traveler stamps an authorization SIGNED, DTS routes it to the CTO (if the traveler is con-
nected). The CTO makes the appropriate reservations then DTS routes the authorization to the next
individual on the routing list. Finally, it is routed to the traveler for approval.

Travelers who have been designated as a Self-Approving Official (Self-AO) can approve their own
authorizations. The exception is if an authorization has a non-ATM advance or a SPP. Self-AOs cannot
approve their own vouchers. See DTA Manual, Chapter 5 for details how an individual is designated a
Self-AO.
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Beginning on the DTS User Welcome screen, Self-AQOs use the below steps to approve their own
authorizations:

1. Select the Click Here link in the Documents Awaiting Your Approval box.

2. Select review to the left of the name of the authorization to be approved.

The Preview Trip screen opens.

3. Review the trip information.

4. Select Save and Proceed to Pre-Audit.

The Pre-audit Trip screen opens.

5. Select Proceed to Digital Signature.

The Digital Signature screen opens.

6. Select the Submit this document as drop-down list arrow and select APPROVED.
7. Select Submit Completed Document.

The Choose Signing Certificate screen will open if more than one certificate is available. Choose the
correct certificate and select OK.

The Stamp Process screen opens.

8. Select Save and Continue.

The Fund Authorization screen opens.

9. Review funding information for the selected trip.
10. Select Continue.

The Stamping Result screen opens.

11. Review the stamping result information.

12. Select Close.

Once a document has been stamped APPROVED, it no longer displays on the Documents in Routing
screen. The traveler receives an e-mail notification of the approval.
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6.5.6 Approve a Voucher That Has a Balance Due U.S.

A voucher may indicate that the traveler owes a balance to the government. If an attempt is made to
stamp the voucher APPROVED, an on-screen notification will be received stating that approving the
voucher will officially incur the debt for the traveler (Figure 6-24). When such a voucher is approved,
it establishes the due U.S. amount as an official debt.

Defense Travel System

HewEreCnemmentiey

MOTIFICATION OF PAYMENT DUE GOVERNMENT
DUE TO OVERPAYMENT

This wvoucher indicates a Balance Due to the Government as a result of an
excess travel payment.

AQ's are required to contact the traveler to ensure that the traveler received
the notification of debt. Once this has been completed, AOs are reguired to
contact the Debt Management Monitor to have them update DTS that this action
has been accomplished.

| have personally notified the traveler of this debt.

[ Cancel ] [ Save and Continue ]

Figure 6-24: Notification of Payment Due Government Screen

Beginning on the Notification of Payment Due Government screen, the AO must select Save and
Continue to proceed with approving a voucher with a balance due U.S. The AO now assumes respon-
sibility to ensure that the traveler has been informed of the debt. Upon approval of a voucher that
contains a due U.S. condition, DTS will submit the appropriate XML transactions to adjust obligations
(if necessary) and transmit a settlement voucher with no pay due to the traveler to the disbursing
system. After a time delay of 96 hours, DTS then generates an e-mail to the traveler, AO, and DMM to
advise them of the debt (Figure 6-25).
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TO: Travelerflorganization.org.mil

Co: AOforganization.org.mil; DMMEorganization.org.mil; DLT-
DTSEdfas.mil; dtsdebtltrfdfas.mil

FROM: DefenseTravell3ystemidtslabextll.defensetravel.cod.mil
DATE: MM/DD/YYYY

SUBJECT: DTS Due U.3. Notification

The Defense Finance and Lccounting Service has sent a notification to
us indicating an account has been estabhlished for your approved travel
woucher with a Balance Dues to the Govermment based on the following
information:

HNamwe of Traveler: ~TravelerName

33N {of Traveler): ~33N

Hame of Trawvel Document: ~DocumentHame

Travel Authorization Number: ~TANUM

LoA(s) /Due U.3. Amount (s)/Initial Accounts Beceivable Transaction ID:
~LO& / §~mount [/ ~TransactionID

Organization: ~Organization

Voucher Approval Date: ~ApprovalDate

Total Amount Due Government: §~Amount

Tou hawe 30 days frow the date of this notification to make paviment,
reguest payroll deduction, or =submit a regquest for waiver, remission,
or cancellation of the debt. If one, or a combination, of these actions
iz not completed within 30 days, action will he taken to caollect the
debt wvia payroll collection.

If wou would like to send a payment, make yvour check or money order
paysble to: U.5. Treasury, DSN 3801, and send your paywent, along with
a copy of this email, to:

Disbursing Operations Directorate
3501 DTS Remitctance
P O Box 26670

Indianapolis, IN 4622e-0670

I consent to immediste collection from my pay the amount of this check
plus bank charges, if this check is dishonored . [Please
initial on line at the end of this statemwent to validate that you
understand imediste collection action will ke taken from yvour pay
account for dishonored personal checks.)

If you have any questions regarding direct remittance, you can contact
DFLS wvia email, checkremittanceincguiryfidfas.mil.

For instructions on how to reguest wvoluntary payroll deduction or a
waiver/remission or cancellation of the debt, you should contact your
Debt Management Monitor and/or Authorizing Official [(40).

To log into DTS, select the following link:
http://wuw.defensetravel.oed.mil.

Please do not respond to this email.

Figure 6-25: E-mail Notice to Traveler of Official Debt to the Government

Refer to the DTS Document Processing Manual, Chapter 8 for information on Debt Management.
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6.5.7 Approve a Permissive Travel Document

AOs may follow the steps described in Section 6.5.1 through 6.5.4 to approve documents with a C-Per-
missive trip type. AOs should be aware of the below variations that are specific to permissive travel

documents:

Per diem or other reimbursement is not authorized for permissive travel. The Accounting
Summary and Document Totals section on the Preview Trip screen should display zero dollar

amounts (Figure 6-26).

Accounting Summary

ActualEstimate
Accounting Code:

LODGIMG:

MilE:

00 PERMTRAVEL 5ub Total:

Calculated Trip Cost:

Document Totals

ActualfEstimate
LODGIMG:

MilE:

Calculated Trip Cost:

00 PERMTRAVEL  Edit
50,00
50,00

40.00

50.00

40.00
40.00

50.00

Allowed
Accounting Code:

LODGIMG:

wEIE:

00 PERMTRAVEL ub Total:

Calculated Trip Cost:

Baseline Trip

LODGIMG:
wEIE:

Calculated Trip Cost:

00 PERMTRAVEL  Edit
50,00
50,00

40,00

40,00

40,00
40,00

40,00
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Figure 6-26: Preview Trip Screen - Accounting Summary and Document Totals

An Other Authorization for Non-Govt Funded Permissive TDY will display on the Other

Auths. screen (Figure 6-27).
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@ Defense Travel System Document List M Adjustments Setup
A New Era of Government Travel

Praview Other Auths.

The following are the additional authorizations that were selected bazed on the trip details, Enter comments to your Approving Official in the
"Remark:" boxes provided,

* Yiew Unselected Authorizations For This Trip

Other Authorizations

Other Authorization Remarks

a) Attendance iz in the DOD's interest, but travel iz at no
expense to the Government and no per diem or aother
reimbursement iz authorized, b) Trawvel is at the employee's
Mon-Gowt Funded Permissive request and no accounting information is placed on the travel
oY authorization, and ©) The employee may choose not to perform
the travel without penalty.

Proceed to the following page: IPre—.ﬂ.udit j Continue

Figure 6-27: Permissive Travel Other Authorizations Screen

* LOAs are not allowed for permissive travel. The Fund Authorization screen will display a
Funding Bypassed message (Figure 6-28).

Defense Travel System

AewEmetGoenmente

Fund Autharization

Funding bypassed.

Ok |

Figure 6-28: Permissive Travel Fund Authorization Screen
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6.6 Route & Review of a Group Authorization (GAUTH)

The Route & Review process for a group authorization (GAUTH) is similar to a standard authorization.
The approval process for a GAUTH of fewer than 10 travelers differs slightly from a GAUTH for 10 or
more travelers.

The below steps explain the approval process for a GAUTH with fewer than 10 travelers.

1. The AO applies the APPROVED stamp.

2. The AO may try to assign the APPROVED stamp to a GAUTH that does not have all travelers identi-
fied, or expenses not distributed, or LOA not assigned. If so, the AO will receive a message stating that
the document is not complete.

3. The GAUTH is routed back to the primary traveler or clerk.

4. The primary traveler or clerk corrects the document.

5. The primary traveler or clerk signs the document to restart routing.

6. The AO applies APPROVED stamp.

The GAUTH is now view-only. The view-only function divides the GAUTH into authorizations for each
traveler in the group. Each traveler can access their individual authorization.

The below steps explain the approval process for a GAUTH with 10 or more travelers.

1. The Transportation Officer (TO) applies the REVIEWED GROUP AUTHORIZATION stamp.

2. The AO may try to assign the APPROVED stamp to a GAUTH that does not have all travelers identi-
fied, or expenses not distributed, or LOA not assigned. If so, the AO will receive a message stating that
the document is not complete.

3. The GAUTH is routed back to the primary traveler or clerk.

4. The primary traveler or clerk corrects the document.

5. The primary traveler or clerk signs the document to restart routing.

6. The AO applies APPROVED stamp.

The GAUTH is now view-only. The view-only function divides the GAUTH into individual authorizations
for each traveler in the group. Each traveler can access the respective individual authorization.
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6.6.1 Release a Traveler from a GAUTH

Before approval by the AO, the primary traveler or AO may remove a traveler from a GAUTH. This is
accomplished by going to the Group Travel Selection screen and selecting the remove link to the right
of the traveler (Figure 6-29).

The following is a list of all available travelers that can be Following is a list of travelers attached to this group autherization. The
added to this Group Authorization (Travel Order). "Routing List” will use ; s routing list as default. If a

a ™™ or "N") if the traveler has a different routing list , please select from the list provi
valid Government Charge Card (GOVCC) in their profile. After the travelers are selected for this group authorization "Proceed

The EFT column indicated if the traveler has Electronic Funds to Trip Overview”

Transfer (EFT) account data in their profile. DTS will display

"C" for checking account and *5* for savings account. If no

EFT account data exists in the traveler profile, DTS will display

e " 7 ) P Reouting List TRAINING R
Total Travelerizi: 3

* View al available travelers o N
Undefined Traveleris): 0

-0R-
Search by "Last Hame" Travel Team:
o | searen |
Name: i
Hame 55 GOVCC EFT Primary
- OR -
Travel Team: No Travel Teams Defined Carson, Grace YOOCK4104 e | s
Available Travelers List Carson, Chris A 02346 N C O Remove
Carson, Kim WHHAHA106 W 5 O Remove
Select  Mame S5M GOVCC  EFT
O Carson, EricT HOCOKE38 T C
Save Travel Team Proceed to Trip Overview
O Carson, Joe 0000108 Y g
O Carson, Paul WOOOEI0T Y C
O Carson, Terry JOOCX4108 N C
O GAFS, BETTY HAe421 i C
il GAFS, CRIS HOHKA421 M &
<= First = Prev Hext » Last ==

Save Selected Travelers to Group |

Figure 6-29: Group Travel Selection Screen
After approval by the AO, a traveler must be released from the GAUTH. Once the traveler’s IAUTH is
released, DTS disassociates the traveler from the GAUTH and the IAUTH is automatically unlocked.
The IAUTH is no longer updated by amendments made to the GAUTH and obligations are no longer
submitted. The traveler has the ability to amend, voucher, or cancel the IAUTH as needed.

Beginning on the Group Authorizations/Orders screen, the AO may use the below steps to release a
traveler from the GAUTH.

1. From the AO welcome screen select Official Travel — Others.
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The AO must be able to access the primary traveler’s Group Authorizations/ Travel Orders screen via
Official Travel — Others.

2. Select Group Authorizations / Orders.

The Traveler Lookup screen opens (Figure 6-30).

Defense Travel System

AewEmetCoenmentia! S

Use the search function below to find the traveler. Search Results

Search By Social Security Number Search Results for carson. Select one of the
following:
+ Travelsr 55M: Search
-OR- Hame S5H Select
- CARSON, CHRIS HA 2348 » select
Search By Traveler Name -
+1 Last Hame: carson CARSON, ERIC HHHHK2363 = select
+ First Mame: Search Carson, Eric HAHHHTIT > select
-0R - CARSON, HARVEY HHXHX0E25 > seleck
Search By TANUM Carsan, Kim KHXHXEIT0 = select
1 TANUM: Search CARSON-A, CHRIS HOCO6543 | = select

Figure 6-30: Traveler Lookup Screen

3. Enter the SSN or Last name of the Primary Traveler or TANUM of the GAUTH.
4. Choose select next to the name of the traveler.

The primary traveler’s Group Authorization/Travel Orders screen opens (Figure 6-31).
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Defense Travel System
AenEmittnemeante A

View Authorizations / Orders View Vouchers View Local Vouchers

Below is a list of group travel authorizations / orders. Please select the function (edit, print, etc.) corresponding to the appropriate group

autherization / arder.

= Create New Group Authorization / Order

Existing Group Authorizations / Orders

Sort by Sort by Sort by
View/Edi 2
Status T e iew /Edit = Print Lock Group Amend

Document Name

GCOULUTHMMNO92908_GO1 0929708 SIGMEL it |» print

GCCHICAGDILO91108_G01 09/11,/,08 PAY PROCESS IGHORE OHWOKM » view » print

Figure 6-31: Group Authorizations / Travel Orders Screen
5. Select the GAUTH name link from which the traveler needs to be released.

The Group Authorizations / Group Traveler List screen opens (Figure 6-32).
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Defense Travel System

Aewtrmottoenmenti! S

Below is a list of the travels ted Group Authorization. Check the box next to the traveler that you wish to exclude from the
Travelsr Manifest. The individual Authorization for the traveler can be processed here,

Travelers on Group Authorization GCCHICAGOILO21108_G01 Primary Traveler Grace Carson

3 Travelers on this trip

Exclude Traveler Document Mame Status TA Humber View/Edit Print  Release Amend VCH

Primary Traveler

O Grace Carson | GCCHICAGOILO91108_G01 BAY LIMK ONWOKD View Print T
Additional Travelers
O Chris Carson GCCHICAGOILO91108_G01 PAY LIMK ONWOKP View Print Amend
O Eric Carson GCCHICAGOILO91108_G01-01 CREATED OHWOKN Edit Print
Return to Doc List | Print Manifest |

Figure 6-32: Group Authorizations / Group Traveler List
6. Select Release in the Release column to the right of the traveler’s name.

Once the IAUTH is released, the Release link in the Release column displays as the word Released
with no link.

The traveler will be notified via e-mail that their authorization has been released from the GAUTH.
They will also be notified that an IAUTH associated with their name is in the system. The e-mail states
that if changes must be made, the traveler will need to amend the IAUTH.

6.6.2 Cancelling a GAUTH

The AO may cancel a GAUTH while it is still unlocked (i.e., each IAUTH is still view-only). The
CANCELLED stamp that is applied to the unlocked GAUTH updates each of the IAUTHs. DTS
informs each traveler via e-mail that the authorization has been cancelled. Note: If expenses have been
incurred for any of the IAUTHSs, the IAUTH will have to be approved for the traveler to claim reim-
bursement. This can be accomplished by releasing the traveler.

If the GAUTH must be cancelled after it has been locked (no longer amendable), each of the traveler’s
IAUTHSs will have to be cancelled by the traveler.

The procedures to cancel a GAUTH or IAUTH are the same as the process for canceling an authoriza-
tion. Instructions for the AO can be found in the DTS Document Processing Manual, Chapter 10.
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If the document contains a CTO fee, the CANCELLED stamp will not display in the drop-down list on
the Digital Signature screen. Instructions will display at the bottom of the screen stating that the user
must amend the authorization to remove all expenses except for the below:

e CTOfee
e Submitted advances or SPPs
e Other unavoidable expenses.

6.7 Foreign Military Sales

The government uses the term Foreign Military Sales (FMS) as an identifier when selling defense items
and services to a foreign country or international organization. When a travel document is created for such
a purpose, DTS uses the prefix FMS in the LOA label.

An authorization that uses an FMS LOA(s) will be handled in the same way in DTS as any other authoriza-
tion, with the below exceptions:

* A DTS pop-up screen alerts the traveler about payment delay due to processing associated with the use
of FMS funds.

» The traveler will receive an e-mail notification about payment delay due to processing associated with
the use of FMS funds.

e A DTS pop-up screen alerts the AO about payment delay due to processing associated with the use of
FMS funds.

» The Defense Financial Accounting Service (DFAS) will send a Transaction Control Number (TCN) to
DTS for paid FMS vouchers.

During the approval process, pop-up screen messages may display. These messages inform the AO of a
possible delay in reimbursement for a document containing an FMS LOA.

Use the below steps to approve a document:

1. Select Route/Sign from the navigation bar.

2. Select Digital Signature from the subnavigation bar.
The Digital Signature screen opens (Figure 6-19).

The routing list may be viewed for this document on the Digital Signature screen, but it can only be
changed when the SIGNED or T-ENTERED stamp is selected.

3. Select the Submit this document as drop-down list arrow and choose APPROVED.
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The FMS Noatification screen opens (Figure 6-33). This screen displays a message informing the AO that
the disbursement may be delayed. This is due to processes involved in the approval and use of FMS funds.

E"‘ Defense Travel System
LY |

NOTIFICATION OF POSSIBELE DELAY IN PROCESSING / PAYMENT

This travel document indicates travel being performed on Foreign Military Sales (FMS) funds. Disbursement of FM5 funds requires
prior approval from the Defense Integrated Financial System (FIFS), DFAS-ADY/DE and may take up to 7 business days to process.
Delays in processing/payment of non-ATM Advances, SPPs andfor the voucher from authorization may take up to 7 business days.

If the Cancel opticn is selected, you will be returned to the Digital Signature page and can choose to proceed with either of the
following:

- Select different LOA then continue with approval process.
- Reject the authorization back to the traveler for resubmission using a different LOA.

[ Proceed ] [ Cancel ]

Figure 6-33: FMS Naotification

4. Select Proceed.

DTS will send an e-mail to the traveler. This notifies the traveler that reimbursement may be delayed. This
is due to processes involved in the approval and use of FMS funds (Figure 6-34).

[ro: Traveler@organization.org. mil
From: Defense Trawvel System
Date: MM/DDMA Y

Subject: Possible Delay in Payment

Mare of travel document: ECSAMNDIEGOCOU 122008 AO01
Travel Authorization Number (TANUM): ONEPSI
Crganization: DTMOCSD

Your authorization ECSANDIEGOCOUL122008_A01 indicates travel being performed
on Fareign Military Sales (FMSY funds, Disbursement of FMS funds requires prior
approval from the Defense Integrated Financial System (DIFS), DFAS-JAXBASIN and
requires additional processing time. Processing/payment of your subsequent non-
ATM Advance, S5P and/for voucher from authorization may take up to 7 business
days.

Contact your Finance Defense Travel Administrator (FOTAY if you do not receive
payment within this time.

To log into DTS, select the fallowing link: http:Afwww . defensetravel.osd. mil.

Please do not respond to this email

Figure 6-34: Possible Delay in Payment E-mail (Approved Authorization)
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