Chapter 7: Amendments

CHAPTER 7: AMENDMENTS

If the traveler needs to make changes to an authorization or a voucher, and the Authorizing Official (AO)
has already approved the document, then the traveler must create an amendment. (An amendment is
created after a document is approved. An adjustment refers to a document that is modified before
approval.) Changes to the itinerary, lodging arrangements, accounting codes, and significant additional
expenses are examples of reasons to create an amendment.

This chapter covers the following topics:
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Chapter 7: Amendments

7.1 Create an Amendment for an Authorization or Voucher

Beginning on the User Welcome screen, follow the below steps to create an amendment for an authoriza-
tion or a voucher:

1. Mouse over Official Travel on the menu bar.
2. Select Authorizations/Orders from the drop-down list.
The Authorizations/Orders screen opens (Figure 7-1). This screen displays a list of existing authorizations.

View/edit, view, edit, print, remove, trip cancel, and amend are the options that may display for each docu-
ment.

Defense Travel System

AenEmettoemmentir S

View Youchers View Local Vouchers View Group Authorizations

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

= Create New Authorization/Order » Create Trip Template

Existing Authorizations/Orders

;iln;tubl:ent Hame EV Tﬁ;— er View/Edit | Print Tll-‘iiimcoa‘l;i;l Amend
ECPHILADELPHION 1909 _AD 01/19409 ADJUSTED » view/edit | print | » trip cancel
ECPORTLANDORO11209_ADM 0 /12/09 POS ACK RECEIVED ONZOY7 » view » print
ECATLANTANAYAD10509_AD 01/05/09 | POS ACK RECEIVED ONZOY4 »view  |wprint
ECSANANTOMIOT122908_AD1 12/29/08 AlUTH 24 HOUR PASSED OMZP5Z > view = print | » trip cancel | > amend
ECSAMDIEGOCOU1 22908 _AD 12729408 POS5 ACK RECEIVED OMZPSI > view = print
ECSOCORROCOUN122208_AMM 12722408 ADIT PASS » view/fedit = print | » trip cancel
ECCHICAGOOHAR1Z1508_G01 12/15/08 POS5 ACK RECEIVED ONZOTW o vigw > print
ECFREDERICKSE121508_AD1 12715408 CREATED > edit > print | > remave

Figure 7-1: Authorizations/Orders Screen
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Chapter 7: Amendments

3. Select amend next to the authorization to be amended.

Note: If the selected authorization includes an advance request, the Advance Deschedule Warning window
opens (Figure 7-2). It warns that by selecting Continue, the user will deschedule the approved advance.
After adding the new advance, the user must sign the document and route it to the AO for approval. If the
Amend link was selected in error, select Cancel to retain the previously approved advance. Select Con-

tinue.

Section 7.5.3 explains how to access the Advances screen.

p"f‘ https://12.154.90.162/ - Advance Deschedule Warning - Windows Interne... [5[=] E3

—_ ===

You have selected to amend vour APPROWVED travel
authorization which contains an Advance request. In order
to ensure any changes that are made in this amendment
are correctly reflected, the previously APPROVED
Advance will be de-scheduled. If vou still need an
Advance, vou will need to make another request for an
Advance on this amendment and approval will be
required. If vou would like to proceed in creating this
amendment (and have the Advance de-scheduled
automatically), click "Continue” below. If vou have
selected the amend link in error and want to retain the
previously APPROVED Advance request, click "Cancel"
below.

Please note, if vou continue, vour previously
APPROVED Advance will be de-scheduled and will not
be sent out. To ensure there is proper recording of this
action, the remove link will be disabled and the
amendment MUST be SIGINED and routed through vour
Approving Official

Continue | Cancel I

e

|Done

l_l_l_l_l_m|@ Intermet |""\1DD°/e -

Figure 7-2: Advance Deschedule Warning Pop-up Message

The Create Amendment screen opens (Figure 7-3).
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Chapter 7: Amendments

6.

7.

Click OK to amend this travel document. You will be prompted for signature.
Traveler Nams: Carson,EricT
Traveler 55M: HOOOC23TM
Amendment Name: ECSAMANTONIOT122908_AM -1
Comments:
OK Cancel

Figure 7-3: Create Amendment Screen
Use the Comments field to enter a reason for the amendment.
Select OK.
Complete the PIN field.

Select OK.

The Preview Trip screen opens with a message informing the user that if any changes are made to reserva-
tions or to the method of reimbursement, the SIGNED stamp must be applied for those changes to take
effect (Figure 7-4).
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Chapter 7: Amendments

ﬁ Defense Travel Syslem Itinerary  Travel Expenses Accounting Additional Options ESEaiETREY]
A New Era of Government Travel
AW Other Auths.  Pre-Audit Digital Signature

Print Document

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

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

Reference Information

Co

Figure 7-4: Preview Trip Screen

8. Select OK to acknowledge the reminder.

Note: The Print Document button near the top of the screen opens a text-only version of the document in a
separate window.
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Chapter 7: Amendments

7.1.1 Amend Dates on an Itinerary

To amend the date(s) on an itinerary, follow the below steps:

1. Select Edit in the Overall Starting Point section or the Overall Ending Point section to change the
date(s) for travel (Figure 7-4).

The Trip Overview screen opens (Figure 7-5). The Trip Summary section on the right side of the
screen provides the links to edit the authorization.

% DEfense Travel SYSfem Mravel Expenses Accounting Additional Options Review/Sign
A New Era of Government Travel
Per Diem Locations
Booking Travel using the D Overall Starting Point
information about your start Leave From: RES: STAFFORD,VA Edit
ion) and your TDY/TAD Locations for per diem purp Lzsvem 22-Dec-08
ookl far transportation (e.g.,air,rail) and lod
the tial s e complete.
Lecation 1: SOCORRO COUNTY, NM
Leave From:  RES: STAFFORD,VA Edit
Overall Starting Point Informaticn TDY/TAD Loc:  SOCORRO COUNTY. N
Arrive:
Please Note: ARed Star (* ) indicates a required fisld.
Leave:
Select a Location: -OR- * Enter a Starting Point: Carrier/ Edit
v |RES: STAFFORD VA Search Flight:
Conf/PNR:
2/22/2008 -
Depart:
Overall Ending Point Infarmation
Arrive:
s¢ Note: ARed Star { *  indicates a required figld.
Seisct a Location: -OR- * Enter an Ending Foint: ETT fittinesIncy Eidit
Flight: (UA) 7653
|| |RES: STAFFORD vA | Conf/PNR: | 123458
10 22-Dec-Oi
End Date(mm/dd. Depart: ORD-Chicage, IL (USA)
(O'Hare Apt)
. 12:15PM -
Other Trip Information Arrive:
P A ABQ-Albug
ease Mote: A ( dicates a required field.
Please Mo Red Star { * ) indicates a required fiek Overall Ending Point
Trip Type: Trip Description (optional): Leave From:  SOCORRO COUNTY,NM Edit
AA-ROUTINE TOY/TAD b Return Loc:  RES: STAFFORD, VA
Trip Purpose: Arrive: 26-Dec-08
CONFERENCE ATTENDANCE | &
Trip Duration:
() 12 Hours or Less (0 »12 - 24 Hours - With Lodging
() »12 - 24 Hours - No Lodging (8 Multi-Day
Authorization Number:
Authorization Date:
Trip Humber: 1
Comments for Travel Order:
Proceed to Per Diem Locations |
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Chapter 7: Amendments
Note: When making an amendment to itinerary dates, be sure to change the reservations and expense
dates.

2. Select the Start Date calendar icon in the Trip Overview box (left side of the screen) to select a
new starting date for the trip. Select the new date.

3. Select the End Date calendar icon to select a new ending date for the trip. Select the new date.

Important: Do not change the trip type on the amendment. If the trip type is changed, the document
will fail the audit process when the AO tries to approve it.

4. (Optional) Complete the Trip Description field with details about the trip or the amendment.
5. Select Proceed to Per Diem Locations.

A message displays, stating that the per diem entitlements will be updated to reflect the changes in the
dates (Figure 7-6).

r

Windows Internet Explorer

L] The Per Diem entitlements for this document will be updated to reflect any changes to the trip start date andfor the trip end date. Any previously entered per diem
. entitlements that remain within the new trip dates will be preserved.

Figure 7-6: Per Diem Entitlements Will Be Updated Message
6. Select OK.

Note: If the start date or the end date of the trip was changed, a message will display with a reminder
to change the dates at the per diem locations. Select OK.
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Chapter 7: Amendments

The Per Diem Locations screen opens (Figure 7-7). The Per Diem Locations box displays on the left
side of the screen. The Trip Summary box again displays on the right side of the screen.

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

Booking Travel using the Defense Travel System reguires that you provides Overall Starting Point
infermation about your TDY /TAD locations for per diem purposes. You wil be | eave From: RES: STAFFORD,VA Edit
able to est bookings for transportation (e.g., air, rail) and lodging after
these steps are completed Leave: 22-Dec-08
Overal Starting Point: RES: STAFFORD. VA Location 1: SOCORRO COUNTY, MM
Overall Start Date: 22-Dec-08 Leave From:  RES: STAFFORD,VA Edit
TOY/TAD Loc: SOCORRO COUNTY,NM
Click Here to Add a Destination in Between Arrives 23.Dec-08
Location 1: SOCORRD COUNTY,NM Leave: 24-Dec-08
Arrival Date:  22-Dec-08 Remove Carrier/ United Airlines Inc. dit
ight: (UA) 977
Departure 24-Dec-08 Fiigh (LA 9
Date: Conf/PHR: 123456
7:5140 - 22-Dec-08
Add a TDY/TAD Location Depart: 1AD-Washington, DC (USA)
(Dulles Apt)
Click on a button betow to select your TD'Y/TAD Location. Use "Search 9:02AM - 22-Dec-08
Location” to search for the per diem location. Use "TDY/TAD Location Arrive: ORD-Chicago, IL (USA)

Lookup" to select from a list of per diem locations.

Carrier/ United Airlines Inc.
Please Mote: A Red Star (%) indicates a reguired fisld. Flight: (&) 7653
Conf/PHR: 123456
Search by: 10:064M - 22-Dec-08
Location | State/Country - Location | Depart: ORD-Chicago, IL (USA)
({XHare Apt)
Zip Code | County Lookup | o 12:15PM - 22-Dec-08
- ABQ-Abuguerque, MM (USA)
Lecation: Use Location Todls Abave Overall Ending Point
Arriving On: 1242272008 v Leave From: SOCORRO COUNTY ,HM Edit
Return Loc: RES: STAFFORD, VA
Departing On: | 12/24/2008 ' Arrive: 24-Dec-08
Overall End Point: RES: STAFFORD, VA
Overall End Date: 24-Dec-08

Save This Location |

Figure 7-7: Per Diem Locations Screen

7. Select Edit for Location 1 in the Trip Summary to change either the arrival or departure date for
that location.

Note: If the start date or the end date of the trip was changed, a message will display with a reminder
to change the dates at the per diem locations. Select OK.
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Chapter 7: Amendments

The Per Diem Locations screen refreshes (Figure 7-8). The left side of the screen displays calendar
icons to change the dates associated with the Location 1.

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

Booking Travel using the Defense Travel System reguires that you provide Owverall Starting Point

information about your TDY/TAD lecations for per diem purposes. “ou wil be Lzzriz BoTie RES: STAFFORD.VA Edi
B 3 , d

able to request bookings for transportation (e.g., air, rail) and lodging after

these steps are completed. LEEVE 1L

Location 1: SOCORRO COUNTY,NM

Overall Starting Point: RES: STAFFORD, WA
Overal Start Date: 27-Dec-08 Leave From:  RES: STAFFORD,VA Edit
TOV/TAD Loc:  SOCORRO COUNTY, MM
Click Here to Add a Destination in Between A 27-Dec-08
Edit a TDY/TAD Location Leave: 24-Dec-08
Carrier/ United Airlines Inc. Edit
Click on a butten below to select your TDY/TAD Location. Flight: (UA) 977
Conf/PHR: 123456
Please Note: ARed Star (*) indicates a reguired field. 7:51AM - 22-Dec-08
Depart: |AD-Washington, DC (USA)
Search by: {Dulles Apt)
Location | State/Country - Location | 9:02AM - 22-Dec-08
Arrive: ORD-Chicage, IL (USA)
Zip Code | County Lookup | (O'Hare Apt)
Carrier/ Airli
Flight: (UA) 7653
Location: SOCORRO COUNTY,NM Conf/PNR: 123456
arriving On: [12/22/2008 | [EEIT] Remave IELLS) =t b e 0
Depart: ORD-Chicageo, IL (USA)
i = ApE
Ceparting On: |12/24/2008 | |E8® (O'Hare Apt)
Arrive 12:15PM - 2 -08
Click Here to Add a Destination in Between - ABQ-Mbuguerque, MM (U3A)
Overal End Point: RES: STAFFORD, VA Overall Ending Point
Dversl End Date: 24-Dec-08 Leave From:  SOCORRO COUNTY,MM  Edit

Return Loc: RES: STAFFORD, VA

5ave Changes Arrive: 24-Dec-08

Figure 7-8: Per Diem Locations Screen — Refreshed to Edit
8. Select the calendar icon(s) and select the new Arriving On and Departing On dates, if necessary.

9. Select Save Changes at the bottom of the screen.

A message displays, stating that the per diem entitlements have been updated to reflect the changes in
the dates.

10. Select OK.

11. Select Edit for each location in the Trip Summary box (right side of screen) that is affected by the
new date(s).
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Chapter 7: Amendments

12. Select the calendar icon(s) in the Per Diem Locations box (left side of the screen) and select the
new Arriving On and Departing On date(s) for the selected location (Figure 7-8).

13. Select Save Changes at the bottom of the screen.

A message displays, stating that the per diem entitlements have been updated to reflect the changes in
the dates.

14. Select OK.

The dates in the Trip Summary will update for the location.

7.1.2 Amend Locations

To amend the location(s) for a trip, follow the below steps:
1. Select Itinerary from the navigation bar.
1. Select Per Diem Locations from the subnavigation bar.

The Per Diem Locations screen opens (Figure 7-7).
The below screen objects allow the user to change the location:

» Click Here to Add a Destination in Between. Use to add a new location to which the traveler
will travel before traveling to Location 1.

* Remove. Use to remove the location from the itinerary.

» Location, State/Country — Location, Zip Code, and County Lookup. Use to add another TDY
location to which the traveler will travel after traveling to Location 1. See Chapter 2, Section
2.5.1.1 through Section 2.5.1.4 of this manual.

7.1.2.1 Add a Location

Beginning on the left side of the screen, follow the below steps to add a location to an itiner-
ary:

1. Choose Click Here (below the Overall Starting Point information) to add a location
before the location listed as Location 1
-OR-
Select one of the Search by: buttons to add a new destination as Location 2.

Chapter 2 provides instructions for use of the Search by: buttons as listed below:
* Location - Section 2.5.1.1
e State/Country - Location. - Section 2.5.1.2

e Zip Code - Section 2.5.1.3
e County Lookup - Section 2.5.1.4
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Chapter 7: Amendments

2. Select the Arriving On calendar icon and select the date when the traveler will arrive at
Location 2.

3. Select the Departing On calendar icon and select the date when the traveler will leave
Location 2.

4. Select Save This Location.

A message displays stating that the per diem entitlements have been updated for the document.

5. Select OK.
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The Per Diem Locations screen refreshes with the new location (Figure 7-9).

% Defense Travel syStem Mravel Expenses Accounting Additional Options Review/Sign
A New Era of Government Travel
RETURN TO LIST Rl rer Diem Locations SN
Booking Travel using the Defense Travel System requires that you provide Overall Starting Point
information about your TDY/TAD locations for per diem purposes. You will be Lzzis ToETE RES: STAFFORD,VA Edit
able to request bookings for transpertation (e.g., air, rail) and lodging after
these steps are complste: Leawve: 20-Dec-08
Oweral Starting Point: RES: STAFFORD,VA Eocationjl:IRASICRUCES Hij
Overal Start Date: 20-Dec-08 Leave From:  RES: STAFFORD,VA Edit
TOWTAD Loc:  LAS CRUCES,HM
Click Here to Add a Destination in Between Arrive: 20-Dec-08
Location 1: LA5S CRUCES, MM Leave: 23.Dec-08
Arrival Date:  20-Dec-08 Remove Carrierf United Airlines Inc. Edit
Flight: (UA) 977
Departure 22-Dec-08 '8 =R
Date: Conf/PHR: 123456
7:51AM - 22-Dec-08
Add a TDY/TAD Location Depart: |AD-Washington, DC (USA)
(Culles Apt)
Click on a button below to select your TDY TAD Location. Use "Search 9:02AM - 22-Dec-08
Location” to search for the per diem location. Use "TD'Y/TAD Location Arrive ORD-Chicage, IL (USA)
Lookup® to select from a list of per diem locations. [ || (OHareApty
Carrier/ United Airlines Inc. Edit
Please Note: A Red 3tar (*) indicates a required field. Flight: (UA) 7653
Conf/PHR: 123456
Search by:
Search by 10:06AM - 22-Dec-08
Location | State/Country - Location | Depart: ORD-Chicago, IL (USA)
{O'Hare Apt)
Zip Code | County Lookup | o 12:15PM - 22-Dec-08
o ABQ-Abuquergue, MM (USA}
Location: Us= Lacation Tools Above Location 2: SOCORRO COUNTY,NM
drviving On: | 12/22/7008 | BT Leave From:  LAS CRUCES,NM Edit
TOVTAD Loc: SOCORRO COUNTY,HM
Departing On: | 12/22/200 Li 'l Arrive: 22-Dec-08
- Leave: 24-Dec-08
Lacation 2: SOCORRO COUNTY,NM
Arrival Date:  22-Dec-08 Remove Overall Ending Point
Departure 24-Dec-08 Leave From: SOCORRO COUNTY ,HM Edit
Date: Return Loc: RES: STAFFORD, VA
Click Here to Add a Destination in Between Arrive: 24-Dec-08
Overall End Point: RES: STAFFORD, VA
Overall End Date: 24-Dec-08
5ave This Location |

Figure 7-9: Per Diem Locations Screen, Location 2 Added
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Chapter 7: Amendments

7.1.2.2 Change or Remove a Location

Beginning on the left side of the Per Diem Locations screen (Figure 7-9), follow the below
steps to change a location:

1. Select Remove next to the arrival date.

A message displays asking for confirmation to delete the location.

2. Select OK.

A message displays, stating that the per diem entitlements for the trip have been updated.
3. Select OK.

The screen no longer displays the removed location.

4. Select one of the Search by: buttons to add a new location.

5. Select Save This Location.

A message displays with a reminder that the per diem entitlements have been updated for the
document.

6. Select OK.
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Chapter 7: Amendments

The Per Diem Locations screen refreshes with the new location (Figure 7-10). The traveler
must also amend any reservations (e.g., air, hotel, car rental).

% Defense Travel SFSlem Mravel Expenses Accounting Additional Options  Review/Sign
A New Era of Government Travel

Booking Travel using the Defense Travel System reguires that you provide Overall Starting Point
infermation about your TOY /TAD locations for per diem purposes. You wil be Leave From: RES: STAFFORD, VA Edit
- - J —
able to request bookings for transportation (e.g., air, rail) and lodging after
Leave: 18-Dec-08

these steps are completed.

Location 1: SOCORRO COUNTY, MM

Overall Starting Point: RES: STAFFORD,VA
Overall Start Date: 18-Dec-08 Leave From:  RES: STAFFORD,VA Edit
_ _ TOYV/TAD Loc: SOCORRO COUNTY,NM
Click Here to Add a Destination in Between Arrives 18-Dec-08
Location 1: S0CORRO COUNTY, HM TS 27-Dec-08
Arrival Date:  18-Dec-08 Remave Carrier/ United Airlines Inc. Edit
Flight: (UA) 977
Ceparture 22-Dec-08 & Lk
Date: Conf/PHR: 123456
. AM - 27 -Dec -
Click Here to Add a Destination in Between o o e
- Depart: |AD-Washington, DC (USA)
Location 2: ALBEUQUERQUE,NM (Dulles Apt)
Arrival Date:  22-Dec-08 Remave 9:02ZAM - 22-Dec-08
Arrive: ORD-Chicago, IL (USA)
Departure 24-Dec-08 (O'Hare Apt)

Date: e e S Je
Carrier/ United Airtines Inc. Edit

Flight: (UA) 7653

Adda TDY/TAD Location
Conf/PHR: 123456

Click on a button below to select your TDY fTAD Lecation. Use "Search 10:06AM, - 22-Dec-08

Location® to search for the per diem location. Use “TDY/TAD Location Depart: ORD-Chicago, IL (UsA)
[ e Ant
Lookup” te select from a list of per diem locations. (O'Hare Apt)
Arrive: 12:15PM, - 22-Dec-08
Please Note: A Red Star (*) indicates a required field. o ABQ-Mbuguergue, NM (U3A)
Search by: Lacation 2: ALBEUQUERQUE,NM
Location | State/Country - Location | Leave From:  SOCORRO COUNTY,HNM Edit
TOYV/TAD Loc:  ALBUQUERQUE,HNM
Zip Cod | County Looki |
LS LLIE LA Arrive: 22-Dec-08
Leave: 24-Dec-08
Location: Use Location Tools Abave
Orverall Ending Point
Arriving On: 27247200 cH 'l Leave From:  ALBUQUERQUE,NM Edit
Return Loc: RES: STAFFORD, VA
o ki . PP A PO hd
Ceparting On: |12/24/2008 | Arrive: 74-Dec-08
Ovverall End Paint: RES: STAFFORD, VA
Orvverall End Date: 24-Dec-08

Save This Location |

Figure 7-10: Per Diem Locations Screen, Location 1 Changed
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Chapter 7: Amendments

7.2 Travel

The subsequent sections describe how to amend or adjust air, rental car, rail, lodging, and other ticketed
transportation. Follow the below steps to amend or adjust reservations in DTS:

1. Select Travel from the navigation bar.

The Cancel Reservations screen welcomes the user back, if changes have been made to the itinerary
outside of the DTS Travel module (Figure 7-11).

Defense Travel System

AewtrsiCoemmenti! S

Welcome back to the Reservations Module. You have changed your TDY infermation. Would you like to cancel all existing reservations
and start again, or manually change/cancel each travel option separately?

Cancel Al and Start Over | Change or Cancel Separately |

Figure 7-11: Welcome Back to the Reservations Module Screen

2. Select Cancel All and Start Over to cancel ALL existing reservations at once and start over.
-OR-
Select Cancel or Edit Separately to cancel or update each reservation separately.

The Trip Summary screen opens (Figure 7-12 and Figure 7-14). This screen has two tabs: Payment Infor-
mation and Final Trip Itinerary. See Section 2.6.7 of this manual for a description of the Trip Summary
screens.

Note: A TDY location can be changed or added by selecting Change TDY Location at the bottom left

corner of the Trip Summary Payment Information screen. See Section 7.1.2 for instructions on changing a
location in DTS.
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Chapter 7: Amendments

If Cancel All and Start Over was chosen the Trip Summary screen opens with no reservation information

(Figure 7-12). Select the link(s) on the right side of the screen to initiate a search for the desired type of res-
ervation.

% Defense Travel System Iti neralpr enses  Aocounting  Additional Options  ReviewsSign
A New Era of Government Travel
Air  Rail  RentalCar  Lodging  Other Transportation 4SRERP

Email this Itinerary Print this Itinerary

( Payment Information I Final Trip Itinerary |

Air Travel Payment Summary:

Rental Car Payment Summary:

Lodging Payment Summary:

Rail Payment Summary:

Other Ticketed Transportation: Add New Ticketed Transportation

Change TO'Y Location Save and Continue

Figure 7-12: Trip Summary Screen — All Reservations Cancelled

Select Add New <reservation type> on the right side of the screen to initiate a search for a new reserva-
tion.
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Chapter 7: Amendments

The corresponding reservation screen opens with instructions to use the Modify Search area to search for res-
ervations (Figure 7-13). No reservation information displays in the green reservation box because all reserva-
tions have been cancelled.

@ Defense Travel System Itineralﬁxpenses Accounting  Additional Options  Review/Sign
A New Era of Government Travel
tental Car  Lodging  Other Transportation  Summary

RESERVATIONS SUMMARY:
N.Dd'iﬁ-' Search AR 50_‘}0

Please Note: & Red Star (%) indicates
a field is required.

* Departure Airport (or city, state):

Please use the Modify Search area to find alternate flights

* Arrival Airport (or city, state):

* Arrival or Departure:

Departure e
v

1200 AN L

Show Mternate Airports: |

Search

Figure 7-13: Sample Reservation Screen — Modify Search

The below list references the sections of this manual that guide the traveler through the Modify Search
process:

e Section 2.6.1.1 - Modify Search for Air Travel

e Section 2.6.2.1 - Modify Search for Rail Travel

» Section 2.6.3.1 - Modify Search for Rental Car

» Section 2.6.4.1 - Modify Search for Lodging

e Section 7.2.5.1 - Add Ticket Information (This is to add information for ticketed travel booked outside
of DTS.)
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Chapter 7: Amendments

If Change or Cancel Separately was chosen, the Trip Summary screen opens with all reservations intact
(Figure 7-14). The right side of the Payment Information screen displays the Cancel and Change links that
will be used to amend the reservations.

Defense Travel System

% A New Era of Government Travel

RETLIRH TO LIST

Itineranp enses  Accounting  Additional Options  Review/Sign

Other Transportation w

Lodging

Email this [tinerary Print this Itinerary

Payment Information

Final Trip Itinerary |

Air Travel Payment Summary:

$320.00 Total Cost {Including Taxes & Fees)

Cancel Change

W Depart: 08:21 AM |AD-Washington, DC (USA) (Dullss Apt)

Arrive: 10:30 AM DEN-Denver, CO (U3A) (Denver Intl. Apt) o o SEAT: 17F
United  Frequent Flyer =: = Special Requests Thu 12/18/2008 (changed)

301

W Depart: 11:20 AM DEN-Denver, CO (U3A) (Denver Intl. Apt)

Arrive: 12:31 PM ABQ-Abugusrgus, MM [USA) R o
United  Freguent Flysr % » Special Requests Thu 12/18/2008 SEAT: 17F
6320 --Please Select-- |v

Add Mew Flight

*Typs: (Required) | Comm Afr (Central Bill) %

Wethod of Reimbursement: | CENTRAL BILL

CBA Label:

Rental Car Payment Summary:

EMTERPRISE

Frequent Renter =2

$28.80 Estimated Total Cost {Including Taxes & Fees)

ARQ - Abuguergue, MM (United States)

CBA Account: = CBA Accounts

Add Mew Rental Car

Daily Rate: 518.40 View Rental Car Details

Fick-up Date:
Thu 12/18/2008

Drop-off Date:

Canc C e
Thu 12/18/2008 20EE | Chanee

*Type:
{Required)

Lodging Payment Summary:

$179.80 Estimated Total Cost (Excluding Taxes & Fees)

Methed of Reimbursement:

Add New Lodging

Rate: 544.95 / Night ing Details

View Lod

Other Ticketed Transportation:

Change TDY Lecation |

il
Super & Socorro
SUPER
Frequent Guest = Yo | Requests Check In: Check Out: Cancel | Change
Pt | Lt 25| Thui2/18/2008 | Men 12/22/2008 —oe® | =1EMES
-1l
Type: Methoed of Reimbursement: GOWVCC
{Required)
Rail Payment Summary: Add New Rail

Add New Ticketed Transportation

Save and Continue
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Figure 7-14: Trip Summary Screen
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Chapter 7: Amendments

7.2.1 Amend Air Travel

If the trip has been completed and another ticket was purchased as a result of a change in itinerary, the
ticket information can be added on the Other Trans. screen (See Section 7.2.5). If the trip has not yet
taken place, the following subsections will assist the traveler in cancelling or changing a flight reserva-
tion.

7.2.1.1 Cancel a Flight Reservation

Use the steps explained in Section 7.2 to access the Payment Information section of the Trip
Summary screen (Figure 7-14). In the Air Travel Payment Summary, select the flight that is to
be removed. Follow the below steps to cancel a flight reservation:

1. Select Cancel if no flight is needed for this leg of the trip.

DTS displays a Reservation Cancellation Confirmation prompt (Figure 7-15).

:.’/ Are you sure you want bo cancel: DCA-Washington, DC (USA) (National Apt) - SAN-San Diego, CA (USA) (Int'. Apt), 01/06/2009 07:44 AM - 01/06/2009 12:28 PM?

[ oK ][ Caniel ]

Figure 7-15: Flight Reservation Cancellation Confirmation

2. Select OK to continue with the cancellation.
-OR-
Select Cancel to close this window and return to the Trip Summary.

The Payment Information screen refreshes and the cancelled reservation no longer displays.

7.2.1.2 Change a Flight Reservation

Use the steps explained in Section 7.2 to access the Payment Information section of the Trip
Summary screen (Figure 7-14). In the Air Travel Payment Summary, identify the flight that is
to be changed. The below steps serve as a guide if the arrival or departure airport, travel dates,
or time require changing:

1. Select Change.

DTS displays a Reservation Change Confirmation prompt (Figure 7-16).

:.’/ Are you sure you wank bo change: DCA-Washington, DC (USA) (Mational Apt) - SAN-San Diego, CA (USA) (Int'l. Apt), 01/05/2009 07:00 AM - 01/05/2009 12:19 PM7

[ Ok ][ Cancel ]

Figure 7-16: Flight Change Confirmation

2. Select OK to search for alternate flights.
-OR-
Select Cancel to close this window and return to the Trip Summary.
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Chapter 7: Amendments

The Air Travel screen displays the flight information in red text in the Reservations Summary

box (Figure 7-17). The traveler may select Keep Original Reservation to return to the Trip
Summary with no changes.

% Defense Travel System Itineralwﬁxp enses  Accounting  Additional Options  Review/Sign
A New Era of Government Travel
AW Raill  RentalCar  Lodging  Other Transportation  Summary

RESERVATIONS SUMMARY:

Modify Search AlR:  5320.00

|AD-Washington, DC (USA) (Dulles Apt) to ABQ-Albuguergue, MM (USA) Depart: Keep Original

. - i
Please Hote: A Red Star (%) indicates 12718708 0B:21 AM Arrive: 12/18/08 12:31 P n

a field is required.

ation

REMTAL CAR: 528.30

* Departurs Airport (or city, state): ENTERPRISE AEQ - Abuguergue, MM (United States) Pickup: 12718708

Drop-off: 12/18/08
|AD-Washington, OC (USA) (Dul

LODGING:  5179.80
* Arrival Airport (or city, state):

ARQ-Abuguergue, MM [USA)

Super 8 Sccorro, SOCORRD, MM Dates: 12/18/08 - 12/22/08

* Arrival or Departure:

Departure L

Tz/18rz0 Er Please use the Modify Search area to find alternate flights
08:00 AM w

Show Aternate Airports: .|

Search If travel agent assistance is reguired, click on the butten "Reguest Assistance in Booking Flight”.

MOTE: Additional travel agent handling fecs may apply.

Figure 7-17: Air Travel Screen — Search for a Flight

3. Modify the search criteria on the left side of the screen. See Section 2.6.1.1 of this manual
for instructions.

4. Select Search.

The Air Travel screen refreshes. Flights are displayed that meet the criteria inserted in the itin-
erary screen.

5. Select a flight. See Section 2.6.1.2 of this manual for information on selecting a flight.

6. The new flight details display on the Trip Summary screen. The authorization must be
stamped SIGNED to route to the CTO for confirmation and to the AO for approval.

Note: If a flight cannot be found that meets the traveler’s requirements, scroll to the bottom of
the screen and select Request Assistance in Booking this Flight. Further details may be
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Chapter 7: Amendments

added to the system-generated comment, but it is recommended not to remove any part of the
system generated text. To expedite the handling of the requested reservations, it is important to
use this button rather than calling the CTO. Additional handling fees will be added to the res-
ervation whether the CTO Assist button is used or the CTO is called. If the CTO is called, the
CTO may redirect the user back to DTS to use this button.

7.2.2 Amend Rail

If the trip has been completed and another ticket was purchased as a result of a change in itinerary the
ticket information can be added and edited on the Other Trans. screen (See Section 7.2.5).

If the trip has not yet taken place, the below steps serve as a guide for cancelling or changing a rail res-
ervation.

7.2.2.1 Cancel a Rail Reservation

Use the steps explained in Section 7.2 to access the Payment Information section of the Trip
Summary screen (Figure 7-14). In the Rail Travel Payment Summary, identify the reservation
that is to be removed. Follow the below steps to cancel a rail reservation:

1. Select Cancel if no train is needed for this leg of the trip.

DTS displays a Reservation Cancellation Confirmation screen (Figure 7-18).

9

2

Are wou sure you want ko cancel: SAN-54M DIEGD, CA - SBA-SANTA BARBARA, CA, 01/22/2009 06:10 AM - 01/22/2009 11:34 AM?

l [o] 9 l[ Cancel ]

Figure 7-18: Rail Reservation Cancellation Confirmation
2. Select OK to continue with the cancellation.
-OR-
Select Cancel to close this window and return to the Trip Summary.

The Payment Information screen refreshes and no longer displays the cancelled reservation.
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Chapter 7: Amendments

7.2.2.2 Change a Rail Reservation

Use the steps explained in Section 7.2 to access the Payment Information section of the Trip
Summary screen (Figure 7-14). In the Rail Travel Payment Summary, identify the train reser-
vation that is to be changed. Follow the below steps to change the arrival or departure station,
travel dates, or time:

1. Select Change.

DTS displays a Reservation Change Confirmation screen (Figure 7-19).

" ? / Are yOU sure you want to change: SAN-SAKN DIEGOD, T4 - SEA-SANTA BARBARA, CA, 01/21/2009 12:00 PM - 01/21/2009 05:30 PM?

[ Ok ][ Cancel ]

Figure 7-19: Rail Change Confirmation - First
2. Select OK to search for alternate trains.

-OR-
Select Cancel to close this window and return to the Trip Summary.

Page 7-22 DTS Release 1.7.8.2, Document Processing Manual, Version 1.3.29, Updated 7/23/10

This document is controlled and maintained on the www.defensetravel.dod.mil Web site. Printed copies may be obsolete.
Please check revision currency on the Web prior to use.



Chapter 7: Amendments

The Rail Travel screen displays the reservation information in red text in the Reservation

Summary box (Figure 7-20). The traveler may select Keep Original Reservation to return to
the Trip Summary with no changes.

% Defense Travel System Itineralﬁxpenses Accounting  Additional Options  Review/Sign
A New Era of Government Travel
air AEIW RentalCar  Lodging  Other Transportation  Summary

Modify Search

Please Hote: A Red

indicates a field is reguired.

RESERVATIONS SUMMARY:
ARz 5316.00

Sear (* CCA-Washington, DC (USA) (Mational Apt) to SAM-San Diego, CA (USA)
tar ¢y (IntL. Apt) : 01/05/09 07:00 AM Arrive: 12:19 PM

RAIL:

* Departure Station:

SAN-ZAM DIEGD, CA

* Arrival Station:

SBA-SANTA BARBARA,

* Arrival or Departure:

Departure

Confirmation Pending Departure: Wed 01 £
SAN-SAN DIEGD, CA to SBA-SANTA BARBARA, CA

REMTAL CAR:  53,071.95
CA ADVANTAGE SAN - 5an Diege International, CA (Unite Pickup:
01 /05,09
Crop-off: 04/30/09

LODGING:  52,780.00

Heoliday Inn Express 5an, 5AN DIEGD, CA Dates: 01/05/09 - 01/25/09

* Arrival or Departurs Date:

0172172009

Please use the Modify Search area to find alternate trains.

Request Assistance in Booking Rail

Keep Original

R ation

Figure 7-20: Rail Travel Screen — Search for a Train

3. Modify the search criteria on the left side of the screen. See Section 2.6.2.1 of this manual
for instructions.

4. Select Search.

The Rail Travel screen refreshes. It displays trains that meet the criteria in the Modify Search

fields.

5. Select a train. See Section 2.6.2.2 of this manual for information on selecting a train.
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Chapter 7: Amendments

A second confirmation window displays to confirm the cancellation of the original reservation
and selection of the new reservation (Figure 7-21).

D] ‘fou are about ko change waour rail reservation below:
._\_'

Original: SAM - SAM DIEGO, CA to SBA - SANTA BARBARA, CA Depart: 01212009 06:10 AM Arrive: 01212009 11:34 AM
Current: 54N - SAM DIEGD, CA ko SBA - SANTA BARBARA, CA Depart: 01/22/2009 06:10 AM Arrive: 01/22/2009 11:34 AM

DTS will o cancel wour original reservation and replace it with your current seleckion,

hoose QK to continue with this change, Choose Cancel to keep wour current reservation,

[ Ok ][ Cancel ]

Figure 7-21: Rail Change Confirmation - Second

Note: If no reservation is found that meets the traveler’s requirements, scroll to the bottom of
the screen and select Request Assistance in Booking Train. Additional information may be
added to the system-generated comment, but it is recommended not to delete any part of the
system message. To expedite the handling of the reservations, it is important to use this button
rather than calling the CTO. Additional handling fees will be added whether the CTO Assis-
tance button is used or the CTO is contacted. If the CTO is contacted, the office will likely
direct the caller back to DTS to use the button.

7.2.3 Amend Rental Car

If the trip has been completed, and a rental car expense needs to be added to the trip, use DTS to add a
Commercial Auto expense (See Section 7.3.1). If the trip has not yet taken place, the below steps will
serve as a guide for cancelling or changing a rental car reservation.

7.2.3.1 Cancel a Rental Car Reservation

Use the steps explained in Section 7.2 to access the Payment Information section of the Trip
Summary screen (Figure 7-14). In the Rental Car Payment Summary, identify the rental car
that is to be removed. Follow the below steps to cancel a rental car reservation:

1. Select Cancel if no rental car is needed.

DTS displays a Reservation Cancellation Confirmation screen (Figure 7-22).

9/ Are wou sure you wank to cancel: ADYANTAGE - [SAM - San Diego International, CA (Unite], 01052009 01:00 PM - 04/30/2009 0&:00 PM?

[ Ok ][ Cancel ]

Figure 7-22: Rental Car Reservation Cancellation Confirmation
2. Select OK to continue with the cancellation.

-OR-
Select Cancel to close this window and return to the Trip Summary.

The Payment Information screen refreshes and no longer displays the cancelled reservation.
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Chapter 7: Amendments

7.2.3.2 Change a Rental Car Reservation

Follow the steps explained in Section 7.2 to access the Payment Information section of the
Trip Summary screen (Figure 7-14). In the Rental Car Payment Summary, identify the rental
car reservation that is to be changed. The below steps will assist in changing the reservation:
1. Select Change.

DTS displays a Reservation Change Confirmation screen (Figure 7-23).

’ ?/ Are wou sure wou want bo change: ADYAMTAGE - [SAM - San Diego International, CA (Unite], 01052009 01:00 PM - 04/30/2009 08:00 PM?

[ Ok ][ Cancel ]

Figure 7-23: Rental Car Change Confirmation - First
2. Select OK to search for alternate rental cars.

-OR-
Select Cancel to close this window and return to the Trip Summary.
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Chapter 7: Amendments

The Rental Car screen displays the rental car information in red text in the Reservations
Summary box (Figure 7-24). If the original reservation is going to be kept, select Keep
Original Reservation to return to the Trip Summary with no changes.

%1 Defense Travel System Itinerarﬁxpenses Accounting  Additional Options  Rewiew/Sign
A New Era of Government Travel
Air  Rail JTINEINOER® Lodging  Other Transportation  Summary

RESERVATIONS SUMMARY:
Maodify Search AlR:  5217.00
DCA-Washington, DC (USA) (Mational Apt) to SAN-San Diego, CA (USA)

sase Mote: A r it . o R
Flease Note: ARed Star (°) (Intl. Apt) : 01/06/08 07:44 AM Arrive: 12:28 PM

indicates a field is required.

RAIL:
FickUp Date: Confirmation Pending Departure: Wed 01/21/2009 12:00 PM
o1/05/200% SAN-SAN DIEGO, CA to SBA-SANTA BARBARA, CA
* Pick-Up Time: REMTAL CAR: %3,071.93
01:00PM (v ADVANTAGE SAN - San Diego International, CA (Unite Pickup: 01/05/09 Drop-off:

04/30/09

* Drop-0Off Date:
3 LODGIMNG: 2,780.00
04/30/2009 e 5%

Haliday Inn Express San, SAM DIEGO, CA Dates: 01/05/00 - 01/25/09
* Drop-Off Time:

06:00 P w
One-Way Rental: F
* Bickup Airport (or city, statel: Please use the Modify Search area to find alternate rental
SAM - San Disgo Interr cars.
* Type:
Economy L's
trav = i ce is reguired, clic "Reguest Assistancei i snt
Search If travel agent assistance is reguired, click on the button "Reguest Assistance in Booking Rental

Car". MOTE: Additional travel agent handling fees may apply.

Request Assistance in Booking Rental Car

Figure 7-24: Rental Car Screen — Search for a Rental Car

3. Modify the search criteria on the left side of the screen. See Section 2.6.3.1 of this manual
for instructions.

4. Select Search.

The Rental Car screen refreshes. It displays vehicles that meet the criteria entered in the
Modify Search fields.

5. Select the rental car. See Section 2.6.3.2 of this manual for instructions.
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Chapter 7: Amendments

A message displays to confirm the cancellation of the original reservation and selection of the
new reservation (Figure 7-25).

D] ‘fou are about to change vaour rental car reservation below:
-

N Original; ADVAMTAGE SAMN - San Diego International, CA (Unite Pickup: 05-1an-09 Drop-off 30-Apr-09
Currents HERTZ CFF TERMIMAL, SHUTTLE T CAR Pickup: 08-Jan-09 Drop-off 30-Apr-09

DTS will o cancel wour original reservation and replace it with your current seleckion,

hoose QK to continue with this change, Choose Cancel to keep wour current reservation,

[ [o] 9 ][ Cancel ]

Figure 7-25: Rental Car Change Confirmation - Second

6. Select OK to display the Trip Summary with the new reservation.
-OR-
Select Cancel to return to the Trip Summary with no change.

Note: If no reservation is found that meets the traveler's requirements, scroll to the bottom of
the screen and select Request Assistance in Booking Car. Additional information may be
added to the system-generated comment, but it is recommended that any part of system
message not be deleted. To expedite the handling of the reservations, it is important to use this
button rather than calling the CTO. Additional handling fees will be added whether the CTO
Assistance button is used or the CTO is contacted. If the CTO is contacted, the office will
likely direct the caller back to DTS to use the button.

7.2.4 Amend Lodging

If the trip has been completed and the actual rates or dates were different from those reserved in DTS,
use the Per Diem Entitlements screen in the voucher to update the Lodging Per Diem Rates to reflect
the actual dates and rates. (See Section 7.5.2.) If the trip has not yet taken place, the below steps will

serve as a guide for cancelling or changing a lodging reservation.

7.2.4.1 Cancel a Lodging Reservation
Use the steps explained in Section 7.2 to access the Payment Information section of the Trip

Summary screen (Figure 7-14). In the Lodging Payment Summary, identify the hotel reserva-
tion that is to be removed. Follow the below steps to cancel a lodging reservation:
1. Select Cancel if lodging is not needed.

DTS displays a Reservation Cancellation Confirmation screen (Figure 7-26).

’ ?/ Are wou sure wou want bo cancel; Holiday Inn Express San - [3AM DIEGO,CA], 05-Jan-09 - 25-Jan-097

[ Ok ][ Cancel ]

Figure 7-26: Lodging Cancellation Confirmation
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Chapter 7: Amendments

2. Select OK to continue with the cancellation.
-OR-
Select Cancel to close this window and return to the Trip Summary.

The Payment Information screen refreshes and no longer displays the cancelled reservation.

7.2.4.2 Change a Lodging Reservation

Use the steps explained in Section 7.2 to access the Payment Information section of the Trip
Summary screen (Figure 7-14). In the Lodging Payment Summary, identify the lodging reser-
vation that is to be changed. Follow the below steps to change a reservation:

1. Select Change.

DTS displays a Reservation Change Confirmation screen (Figure 7-27).

:*?]j‘ Are you sure you want to change: Holiday Inn Express San - [SAMN DIEGO,CA], 05-Jan-09 - 25-Jan-097

[ Ok H Cancel l

Figure 7-27: Lodging Change Confirmation - First
2. Select OK to search for alternate lodging.

-OR-
Select Cancel to close this window and return to the Trip Summary.
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Chapter 7: Amendments

The Lodging screen displays the hotel reservation information in red text in the Reservations

Summary box (Figure 7-28). The traveler may select Keep Original Reservation to return to
the Trip Summary with no changes.

ﬁ Defense Travel System It'ineralwxpenses Accounting  Additional Options  Rewiew/Sign
A New Era of Government Travel

Car ARTEREY Other Transportation  Summary

RESERWATIONS SUMMARY:
Modify Search

AR S217.00

Flease Note: A Red Star CCA-Washington, DC (USA) (Mational Apt) to SAM-San Diego, CA (USA)

Flease '”“‘";_:l ed star () (INt1. Apt) : 01/06/09 07:44 AM Arrive: 12:28 PM

indicates a field is required.
RAIL:

* Checke-in Date: Confirmaticn Pending Departure: Wed 0172172009 12:00 PM
SAN-SAM DIEGO, CA to SBA-SANTA BARBARA, CA

01/05/2009 =l ’ ’

RENMTAL CAR: 53,071.95

Ll e i far
Check-Dut Date: ADVANTAGE SAH - San Disgo International, CA (Unite Pickup:
01/25/2009 = 01/05/09

Crop-off: 04/30/09

Select By:

LODGING:  52,780.00
TOY Location w

Haoliday Inn Express 5an, S3AN DIEGO, CA Dates: 01/05/09 - 01/25/09
*

City / TDY Location:

SAN DIEGD CA

* Distance:

10 Miles

search

Please use the Modify Search area to find alternate lodging.

If travel agent assistance is reguired, click on the button "Re
MOTE: Additional travel agent handling fees may apply.

Request Assistance in Booking Hotel

Figure 7-28: Lodging Screen — Search for Lodging

3. Modify the search criteria on the left side of the screen. For example, a different city may

be selected, departure or arrival date, or time. See Section 2.6.1.1 of this manual for
instructions.

4. Select Search.

The Lodging screen refreshes. It displays hotels that meet the criteria entered in the Modify
Search fields.

5. Select the hotel. For more information, see Section 2.6.4.2 of this manual.
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Chapter 7: Amendments

A second confirmation window displays to confirm the cancellation of the original reservation
and selection of the new reservation (Figure 7-29).

D] ‘fou are about to change vour ladging reservation below:
-

N Original: Haoliday Inn Express San, [S&N DIEGD,CA] Check in: 05-Jan-09 Check out: 25-Jan-09
Currents Travelodge San Diego, [San Diego CA] Check in: 05-1an-09 Check out; 25-Jan-09

DTS will o cancel wour original reservation and replace it with your current seleckion,

hoose QK to continue with this change, Choose Cancel to keep wour current reservation,

[ Ok ][ Cancel ]

Figure 7-29: Lodging Change Confirmation - Second

6. Select OK to display the Trip Summary with the new reservation.
-OR-
Select Cancel to return to the Trip Summary with no change.

7.2.5 Amend Ticketed Transportation

The Other Trans. screen allows for addition of ticketed transportation that was purchased outside of
DTS. The Other Trans. screens allows the traveler to add, edit, or remove the ticket information listed

below:

Page 7-30

Type of transportation

Description

Ticket number

Ticket value

Cost (if different from ticket value)
Departure date

Issue date

Ticket date

CBA label

CBA account

7.2.5.1 Add Ticket Information

Follow the steps explained in Section 7.2 to access the Payment Information section of the
Trip Summary screen (Figure 7-14). In the Other Ticketed Transportation Payment Summary,
follow the below steps to change the reservation:

1. Select Add New Ticketed Transportation.

The Other Trans. screen opens (Figure 7-30).
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% Defense Travel System

A New Era of Government Travel

Crerunn 1o st |

It1nerarﬂM{pens€s Accounting Additional Options  Review/Sign

Rail  Rental Car

Air

Use this screen to enter Other Ticketed Transportation information.

Dol mandates split disbursement for transportation, lodging and rental car

expenses. Click here for memorandum

ADD Ticket Information

Enter or select the required data.

Please Mote: ARed Star |

}indicates a field is required.

Type: | -- Select --

Description: |

Ticket No:

Ses Attached Ticket 1 |

Ticket Value:
Cost:

(If different from
ticket valus)

Ceparture Cats

oz | BB

(mm/ ddSyyyy):
(mm/ddsyyyy):
Ticket Date 1162000 | [T
(mm/ ddSyyyy):
CBA Account:

» CBA Accounts

If necessary, add comments to the travel agent:

Save

Lodging Other Transportation

Overall Starting Point
Leave From: RES: STAFFORD, VA

Leave: {05-Jan-09

Location 1: SAN DIEGO,CA

Leave From:  RES: STAFFORD,VA

TOY/TAD Loc:  SAN DIEGO,CA
Arrive: 05-Jan-09
Leave: 30-Apr-09
Rental Car: ADVANTAGE

SAM - San Diego

Gimort: International, CA (Unite
Confirmation: | ABCD1234678-

Pick-Up: 05-Jan-09 1:00PM
Crop-Off: 30-Apr-09  6:00PM
Lodging: Heliday Inn Express San
Confirmation: 123456783-

Check-In: 05-Jan-09

Check-Out: 25-Jan-09

Overall Ending Point

Leave From: SAN DIEGO,CA
Return Loc: RES: STAFFORD, VA
Arrive: 30-Apr-09
Carrisr/ United Airlines Inc.
Flight: (UA) 605
Conf/PNR: 123456
448, - 06-Jan-09
Depart: DCA-Washington, DC (USA)
(Mational Apt)
9:02AM - 06-Jan-09
Arrive: ORD-Chicago, IL (USA)
(O'Hare Apt)
Carrier/ United Airlines Inc.
Flight: (UAy 421
Conf/PHR: 123456
10:05AM - 06-Jan-09
Cepart: ORD-Chicage, IL (USA)
(¥Hare Apt)
12:28PM - 06-Jan-09
Arrive: 5AM-3an Diego, CA (USA)
(Intl. Apt)
Ship: Ship Fare (Indiv Bill)
Type: CV - Ship Fare (Indiv Bill)
Cepart: 05-Jan-09
Train: Amtrak (2V) 0775
Cepart: 12:00PM - 21-Jan-09 - SAN
Arrive: 5:30PM - 21-Jan-09 - 5BA

Edit

Remove

Figure 7-30: Other Trans. Screen

DTS Release 1.7.8.2, Document Processing Manual, Version 1.3.29, Updated 7/23/10

Page 7-31

This document is controlled and maintained on the www.defensetravel.dod.mil Web site. Printed copies may be obsolete.
Please check revision currency on the Web prior to use.



Chapter 7: Amendments

2. Follow the steps in Section 2.6.6 of this manual to add ticketed transportation.

7.2.5.2 Edit Ticket Information
Use the steps explained in Section 7.2 to access the Payment Information section of the Trip

Summary screen (Figure 7-31).

Email this Itinerary Print this Itinerary

Payment Information I Final Trip Itinerary

Air Travel Payment Summary:

Rental Car Payment Summary:

$3,071.95 Estimated Total Cost (Including Taxes & Fees) Monthly Rate: §599.00 Wiew Rental Car Details
ADVANTAGE
] SAM - San Diego International, CA (Unite Pick-up Date: Drop-off Date:
T Prequent Renter #: »Special Requests | 01/05/2008 | Thu 04/30/2009 | —once Change
*Type:
o GOVCC b Method of Reimbursement: GOWCC
{Required)

Lodging Payment Summary:

$2,780.00 Estimated Total Cost (Excluding Taxes & Fees)

Heliday Inn Express San
Holdrygwee | Frequent Guest &2 » Special Requests

Check In: Check Out:

Won 01/05/2009 | Sun O1/25/200%

Cancel |Change

1)
=]
]
[

Tome:
w . GOVCC hd Method of Reimbursement:
{Required)

Add New Rail

Rail Payment Summary:

Add Mew Ticketed Transpertation

Other Ticketed Transportation:

To view or change other ticketed transportation, please click on the Add New Ticketed Transportation link.
ship Fare (Indiv Bil) -

Other: Ship Fare {Indiv Bil) Tvpe: r_._,p : Depart: 05-Jan-20:09

Ly

Change TDY Location Save and Continue

Figure 7-31: Trip Summary Screen — Other Ticketed Transportation

In the Other Ticketed Transportation Summary, identify the reservation that is to be changed.
Follow the below steps to change the reservation:

1. Select Add New Ticketed Transportation.

The Other Trans. screen opens (Figure 7-30).

2. Select Edit next to the Ticketed Transportation on the right side of the screen.
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3. Change the appropriate information in the fields on the left side of the screen.
4. Select Save.

7.2.5.3 Remove Ticket Information

If an authorization has a ticketed transportation entry, but no reservations, then the ticket infor-
mation can be removed. Use the steps explained in Section 7.2 to access the Payment Informa-
tion section of the Trip Summary screen (Figure 7-31). In the Other Ticketed Transportation
Summary, identify the ticket information that is to be removed. Follow the below steps to
remove the information:

1. Select Add New Ticketed Transportation.
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Chapter 7: Amendments

The Other Trans. screen opens (Figure 7-32).

% Defense Travel System

A New Era of Government Travel

RETURN TO LIST

Use this screen to enter Other Ticketed Transportation information.

Dol mandates split disbursement for transportation, lodging and rental car

expenses. Click here for memorandum

ADD Ticket Information

Enter or select the required data.

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

Type: -- Select -- w
Description:
Ticket Ma: See Attached Ticket 1
Ticket Valus: 0.00

0142172009 '

=

31/16/2009 '

CBA Account » CBA Accounts

If necessary, add comments to the travel agent:

Save

Lodging Other Transportatien

ItinerarWMpenses Accounting  Additional Options  Review/Sign

Air Rail

Owverall Starting Point

Leave From: RES: STAFFORD,VA Edit

Leave: 05-Jan-09

Location 1: SAN DIEGO,CA

Leave From:  RES: STAFFORD,VA Edit

TOY/TAD Loc:  SAM DIEGO,CA

Arrive: 05-Jan-09

Leave: 30-Apr-09

Rental Car: ADVANTAGE Edit

sirport: SAN - San. Diego o
International, CA (Unite

Confirmation: | ABCD1234673-

Pick-Up: 05-Jan-09 1:00PM

Drop-Off: 30-Apr-0%  6:00PM

Lodging: Holiday Inn Express San Edit

Confirmation: = 12345678-

Check-In: 05-Jan-09

Check-Out: 25-Jan-09

Owverall Ending Point

Leave From: SAM DIEGO,CA Edit

Return Loc: RES: STAFFORD, VA

Arrive: 30-Apr-09

Ship: Ship Fare (Indiv Bil)

Type: CV - Ship Fare (Indiv Bill) Re

Depark: 05-Jan-09

Page 7-34

Figure 7-32: Other Trans. Screen — Remove Ticket Information

2. Select Remove next to the item on the right side of the screen.

A pop-up message displays to confirm that the user wants to delete this segment.
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Chapter 7: Amendments

3. Select OK to remove the ticket information.
-OR-
Select Cancel to close the message and keep the ticket information on the authorization.
7.3 Expenses

The Expenses feature of DTS allows users to record mileage and non-mileage expenses, as well as edit per
diem entitlements. In the non-mileage section, expenses can be selected from a list or entered manually. In
the mileage section, different modes of transportation and related mileage can be selected, with the costs
calculated automatically. DTS calculates the per diem entitlements based on the allowed amounts for the
TDY location.

7.3.1 Amend Non-Mileage Expenses

The below information can be amended on the Non-Mileage Expenses screen:
*  Expense type

* Cost

* Date

* Method of reimbursement
Note: See Section 7.5.3 for information on changing the amount of an advance.
Follow the below steps to amend non-mileage expenses:
1. Select Expenses from the navigation bar.

2. Select Non-Mileage from the subnavigation bar.

The Non-Mileage Expenses screen opens (Figure 7-33).
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@ Defense Travel System Itinerary Trave@ccounling Additional Options  Review/Sign
A New Era of Government Travel
[[EEGICEEEY” Mileage  Per Diem Entitlements  Substantiating Records

Expense Type Date Cost E/R
ter non-mileage expenses for your travel document.
NCESS e 01/05/08| 550.00 dit
pe, or, if you cannot find the appropriate expense Excess Baggage 01/05/09 550.00 Edit
iption in the box provided. Select "Save Expense” to HEMONE:
NP ETEs D i3 I LrE s Taxi - Terminal 01/05/08 $60.00  Edit
Reminder: CTO Fees are a reimbursable expense to the traveler when the TEmae
transportation costs are charged to your Individual Government Travel
Charge Card (IBA). Hotel Room Tax 01/05/09 5100.00 | Edit
Remove
Leave: 05-Jan-09 Return: 30-4pr-09 Add Expense
Total Expenses: 5210.00
Expense Type: w
- GR -
Cos 5

04/30/2009 =
Method of Reimbursement: -- Please Select -- w

+ wiew expense details f currency calculator

Figure 7-33: Non-Mileage Expenses Screen
3. Update the fields as necessary.
4. Select Save Expense.
Follow the below steps to delete non-mileage expenses:
1. Select Remove in the Expenses Summary next to the unnecessary expense.
2. Select OK to the deletion confirmation pop-up message.
Follow the below steps to add non-mileage expenses:
1. Complete the Expense Type, Cost, Date, and Method of Reimbursement fields.

2. Select Save Expense.
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Chapter 7: Amendments

7.3.2 Amend Mileage Expenses

The below information can be amended on the Mileage Expenses screen:

* Expense type

e Date

* Method of reimbursement
Use the below steps to amend mileage expenses:
1. Select Expenses from the navigation bar.

2. Select Mileage from the subnavigation bar.

The Mileage Expenses screen opens (Figure 7-34).

Method of Reimbursement: | -- Please Select -- w

i
(=]
i
L

Niles % Rate =

+ Wiew This Expense Type's Defaults

Save Expense

% Defense Travel System Itinerary TraveMccounling Additional Options ~ Review/Sign
A New Era of Government Travel
RETURN TO LIST Non-Mileage Per Diem Entitlements  Substantiating Records

Expense Type Date
this screen to enter milsage expenses for your trip. Click on the "Save
vk Auto-Term 04730/ 09
Expense” button to save these expenses. Pt Aute-Terminal 04/30/09
Leave: 05-Jan-09 Return: 30-Apr-09 Add Expense Total Expenses:
Expense Type: -
Date: =l

Figure 7-34: Mileage Expenses Screen
3. Update the fields as necessary.
4. Select Save Expense.
Follow the below steps to delete non-mileage expenses:
1. Select Remove in the Expenses Summary next to the unnecessary expense.

2. Select OK to the deletion confirmation pop-up message.
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Chapter 7: Amendments

Follow the below steps to add non-mileage expenses:
1. Complete the Expense Type, Date, Method of Reimbursement, and Miles fields.

2. Select Save Expense.

7.3.3 Amend Per Diem Entitlements

Follow the below steps to update per diem entitlements in DTS:

1. Select Expenses from the navigation bar.

The Non-Mileage Expenses screen opens by default (Figure 7-33).
2. Select Per Diem Entitlements from the subnavigation bar.
The Per Diem Entitlements screen opens (Figure 7-35).

ﬁ Defense Travel System Itinerary Travewmounti ng  AdditionalOptions  ReviewsSign
A New Era of Government Travel
| rETURN TO LiST | Mon-Mileage  Mileage JTTENCINRNCINENEP  substantiating Records

Following is a list of per diem allowances for ladging and meals fincidentals for each day of your trip. The "edit” link allows you to change the
information (e.g., duty conditions, meals provided, etc.) for a specific date or date rangs. The "reset” link changes the per diem information
to the default rates for that date and location.

G5A State Tax Exemption Listing

Date Location Edit Reset Ldg Cost Ldg Mlowed | M&IE Allowed Per Diem Rate | Code B | L D | Qtrs
$147.00 $53.25
09712710 | SAM DIEGOD,CA > Edit » Reset S147.00 147 /7 HOME
- Personal Personal
09/13/10 | SAN DIEGO,CA »Edit | ® Reset 5147.00 SEEELL SIALL 147 /71 | NONE
a— Personal Personal
e N 5147.00 571.00 X
09/14/10 | SAN DIEGOD,CA » Edit ¥ Reset S147.00 147 / 71 HOME
- a— Persanal Personal
S147.00 571.00
09/15/10 | SAM DIEGO,CA > Edit > Reset S147.00 147 / 71 HOME
a— Persanal Personal
ey . S147.00 S7T1.00 .
09716410 | SAN DIEGO,CA » Edit » RBeset S147.00 147 /7 HOME
- — Personal Personal
09/17/10 | SAN DIEGO,CA »Edit | ® Reset 5147.00 SETELL SIALL 147 /71 | NONE
a— Personal Personal
R . R S0.00 $53.25 )
09718410 | SAN DIEGO,CA = Edit » Reset 50.00 147 /71 WOME
a— Persanal Personal
Reset Al | Edit Al |

Figure 7-35: Per Diem Entitlements Screen
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Chapter 7: Amendments

3. Select Edit for the date that needs to be amended.
Warning: Only use the Edit All function when Meals Available (for a military site) and other
edits have not already been made. This feature resets any Meals Available that have been selected
to Full Meals and clears all other previous edits.

The Per Diem Entitlements screen refreshes, entitlements can be edited for the selected day.

4. Select the appropriate updates.

5. Select Save these Entitlements.

6. Repeat for other trip dates, as necessary.
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7.4 Accounting

If no payment has been made on an LOA, the LOA may be amended. However, the LOA should NEVER
be removed or amended if it was used for any payments. For example, if an advance, scheduled partial
payment (SPP), or voucher settlement has been paid, then the associated LOA should not be removed or

amended. If a change must be made, it will be done manually outside of DTS.

Follow the below steps to make changes to the accounting code(s) on a document:

1. Select Accounting from the navigation bar.

The Accounting Codes screen opens (Figure 7-36).

Start Date:

0% PERDIEM

% Defense Travel System

A New Era of Government Travel

RETURN TO LIST

05-Jan-09

Selected Accounting Codeis)

Accounting Label

Accounting Codes

Select the appropriate accounting code for this trip. If there are multiple

accounting codes that are required for this trip, please select all that 09 PERDIEM
apply. Category
COM. CARR.-1 :

+ Find Accountin

LODGING :

Label
MEIE :
End Date: 10-Jan-09
MILEAGE :
Accounting -
---Select A r il OTHER :
Label: Sels From DTMOCSD
Shared LOA: ---Select to Add--- s 09 PERDIEM Sub
Total:
Cross Org LOA:| ---Select to Add--- e

Calculated Trip
Cost:

To remove an accounting code that does not apply to this trip, select the
remove link corresponding to the accounting label to be removed.
Please make sure the LOA's assigned have costs allocated to it

View/Edit
Organizati R
rganization Acctg Code emaove
CTMOCED = visw/edit * remove

Trip Totals

uuuuuu

51,353.70

$1,353.70

Itinerary  Travel ExpenseMddiLionalOptions Review /Sign

uuuuuu

$1,353.70

51,353.70

Figure 7-36: Accounting Codes Screen

2. Update the fields as necessary.

3. Select Allocate Expenses if multiple accounting codes are used for this document.
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7.5 Additional Options

By selecting Additional Options from the navigation bar, the below information can be changed:

e Personal profile
e Partial payments
* Advances

Note: Travelers may view and edit their personal profile from their DTS User Welcome screen by select-
ing Traveler Setup > Update Personal Profile. Changes made using the Traveler Setup feature will not
update existing documents.

7.5.1 Amend Personal Profile

Follow the below steps to update a personal profile in DTS:
1. Select Additional Options from the navigation bar.

The My Profile screen opens by default (Figure 7-37). The links near the top of the My Profile box
provide the user with access to the parts of My Profile listed below:

* My Profile. Name, address, and other general information

» My Preferences. Travel preferences, rewards programs, and passport information

* My Additional Information. Service or agency and duty station information

* My Account Information. Accounting code, Electronic Funds Transfer (EFT), and Govern-
ment Travel Charge Card (GTCC) information

* My TSA Information. Secure Flight Passenger Data (SFPD)
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Chapter 7: Amendments

Complete the infermation below.

%i Defense Travel System Itinerary  Travel Expenses  Accounting EMNHRMERENOEEP Review Sign
A New Era of Government Travel
» My Preferences & My Additional Information = My Account Information = My T5A Information

* Last Mame: ICarsan

* First Hame: Ihir"

Rl I_

* Gender CuGr

S5M: HH 4106
HMailing

* Address Line 1 |123Frc—:—Lan:—

II"EE'.C-I'I

I 20190

* Zip Code:

Page 7-42

Figure 7-37: My Profile Screen
Update fields as necessary.
-OR-
Select one of the links to edit other personal information.
Check the Save changes to permanent traveler information box only to save the changes to the
traveler’s personal profile for future travel documents. Leave the box unchecked to apply the
changes to the current document.

Select Update Personal Information.
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7.5.2 Amend Partial Payments

Follow the below steps to add SPPs to an amendment:

1. Select Additional Options from the navigation bar.
The My Profile screen opens by default (Figure 7-37).

2. Select Partial Payments from the subnavigation bar.

The Scheduled Partial Payments screen opens (Figure 7-38).

% Defense Travel Syslem Itinerary  Travel Expenses Accounting #ENGILRLOEIRNVERILET Review /Sign
A New Era of Government Travel

Profile Partial Payments Advances

Below is a list of scheduled partial payments for this travel document. If there are none, or you would like the system to schedule partial
payments for these expenses, click "Schedule Partial Payments®.

Scheduled partial payments are partial reimbursement payments that can be scheduled in advance
for trips that are greater than 45 days. The scheduled partial payments provide the traveler with
partial reimbursement for travel expenses on specified dates. If partial payments are not
scheduled, travel expenses will be reimbursed after the travel voucher for the trip has been
completed and approved.

Schedule Partial Payments

Figure 7-38: Scheduled Partial Payments Screen
3. Select Schedule Partial Payments.

The SPPs are now added to the document.
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7.5.3 Change an Advance Amount

After the authorization has been created, a situation may arise when the expenses change from the
original advance request. For example, a trip may be extended or shortened. The process for changing
the advance amount depends upon whether or not the document has been approved.

The process for each case follows.

If the advance has not yet been approved, follow the below steps:

1. Logonto DTS and make any necessary changes.

2. Select Additional Options from the navigation bar.

The My Profile screen opens by default.

3. Select Advances from the subnavigation bar.

4. Select the remove link to the right of the selected Advance LOA (Figure 7-39).

RETURN TO LIST

Mon-ATM Advances. 5

Start Cate:

End Date:
Accounting Label:
Shared LOA:

Cross Org LOA:

Accounting Label

0% DEFAULT

% Defense Travel System

A New Era of Government Travel

t the a

the Non-ATM Advance(s) for this trip.

05-Jan-02 = Max Advance Detail Dats:
30-Apr-09 Type:
- Select to Add -- s Advance Regqueste
Mo Other Accounts Available Oreanization:
Mo Other Accounts Available

Profile Partial Payments

ccounting Labelsis) that are associated to 09 DEFAULT

Traveler 55H:

Selected Non-ATM Accounting Label

View o
View/Edit Remove
tg Code

&
=

= vigw » edit » remaove

Itinerary Travel Expenses Accounting GNGHAGREIRNHAGLEF Review /Sign

[&1

Advances,

ORI

26-Mov-08

EFALERE

DTMOCSD

Figure 7-39: Advances Screen

5. Select the Accounting Label drop-down list arrow and select the correct LOA.
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The screen refreshes. It displays the new advance amount (Figure 7-40).

Chapter 7: Amendments

%ﬁ DEfEIISE TraveIS}rstem Itinerary Travel Expenses Accounting X GIIalREIRMHRBIEF Review /Sign
A New Era of Government Travel

RETURN TO LIST Profile Partial Payiments
Mon-ATM Advances. Select the accounting Labelsis) that are associated to 09 DEFAULT
the Hon-ATM Advance(s) for this trip. Traveler SSH:
Start Date: 05-Jan-09 » Max Advance Detail Date:
End Date: 30-Apr-09 Type:
Accounting Label: -- Select to Add -- b Advance Requested:
Shared LOA: Mo Other Accounts Available Organization:
Cross Org LOA: Mo Other Accounts Available

Selected Hon-ATM Accounting Label

i View o
Accounting Label . - View/Edit Remove
Acctg Code

0% DEFAULT * view = edit » FEMOVE

Advances,

HOOOOEEET
26-Mov-08
EFT
55,380.00

DTMOCSD

Figure 7-40: Advances Screen
If the advance has been approved, follow the below steps:
1. Make the required changes.
2. Select Additional Options from the navigation bar.
The My Profile screen opens by default.

3. Select Advances from the subnavigation bar.

4. Select the Accounting Label drop-down list arrow and select the correct LOA.

The screen refreshes. It displays the new advance amount (Figure 7-40).

7.6 Review/Sign

The final step in creating the amendment is to review and sign the document. Comments may be entered
for the AO during this step. Follow the below steps to review and sign the amendment:

1. Select Review/Sign from the navigation bar.

The Preview Trip screen opens by default. On this page, Edit can be selected to edit parts of the trip and

comments may be entered for the AO.
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2. Select Other Auths. from the subnavigation bar.

The Other Authorizations screen opens. Other authorizations may be entered and comments entered for the
AO.

3. Select Pre-Audit from the subnavigation bar.

The Pre-Audit screen opens. If any selections have caused a preaudit flag, the list will be shown on this
screen. All preaudit flags require justification before proceeding.

4. Select Digital Signature from the subnavigation bar.

The Digital Signature screen opens (Figure 7-41).

% Defense Travel System Itinerary Travel Expenses Accounting Additional Options BTt
A New Era of Government Travel
RETURN TO LIST Preview 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 UGNED v
document as:
Routing List: 50 W
Additional The estimated
Remarks: transportation related
expenses and actual
reimbursement may be
reduced if travel is
complet sing a different
transportation mode than
authorized by your AD.
Submit Completed Document
Pending Routing Actions
Awaiting Status Change To By Lewvel
SIGHED Eric T Carson a
Document History
Status Date Time Hame Remarks
CREATED 11/26408 1412 Eric T Carsan
= View Reasons for Audit Failures = View Adjustments
Figure 7-41: Digital Signature Screen
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5. Select the Submit this document as drop-down list arrow and select SIGNED.

6. (Optional) Select the Routing List drop-down list arrow and select a routing list, if the document
requires a routing list that is different from the default.

A message displays, stating that the document must be stamped SIGNED to initiate the new routing list.
7. Select OK.

8. Complete the Additional Remarks text box with any comments for the AO.

9. Select Submit Completed Document.

10. View any audits or adjustments.

11. Complete the PIN field.

12. Select OK.

There are certain conditions under which an amendment does not require the AO to apply the APPROVED
stamp. For example, a CTO amendment will not route to the AO if one of the below is true:

» Ifthe indicator for the organization’s threshold for CTO amendments is set to Y, and the cost change is
the lesser of $250 or five percent of the cost on the most recently approved version of the document.

» Ifthe indicator for the organization’s threshold for CTO amendments is set to N, and the cost change is
less than or equal to the amount on the most recently approved version of the document.

A user-created amendment will bypass routing to the AO and automatically be stamped PROCESSED if
the change in expenses is less than or equal to the amount on the most recently approved version of the
document, and the amendment meets all of the below criteria:

* Noincrease in reimbursable air, rail, rental car, or lodging costs

* No nonreimbursable CBA cost changes

* No non-ATM advance request or SPPs in the authorization

* No change to the TDY location(s) or dates

» No new additional other authorization items

* No amount increase to any LOA allocation

* Not a group authorization

* Not created from an original Import/Export partner-system document
* Not for a Military Entrance Processing Station (MEPS) trip type

* No increase in mileage and non-mileage costs

* No change to the ticket fare basis

* No change to travel dates (no tickets are waiting (TAW) date change)
* No change to ticketed transportation

If all criteria are not met, the amendment routes normally.
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If all the criteria are met, DTS will display a message to inform the user that the amendment will bypass
AO approval (Figure 7-42). The message explains that if travel arrangements have changed, the amend-
ment will be stamped CTO SUBMIT and will route for approval.

' ‘four amendment includes only reduced costs for reimbursable mileage and non-mileage expenses and currently does not require routing and AQ approval, Your document
. will be stamped PROCESSED and be available For further amendments and vouchers, If you have changed your travel arrangements, your document will be stamped CTO
SUBMIT and be routed For approval,

Mote: If your document includes a cancellation, a routing list change, or a note to an official in the routing list {407, and the document includes a net reduction in expenses,
the document WILL NOT ROUTE, To ensure routing, return the expenses to the previous level and Sign the document.

Figure 7-42: No AO Approval Required Message
13. Select OK.
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7.7 Amend a Local Voucher

Unlike authorizations and vouchers, an amendment to a local voucher is primarily to correct a rejected
local voucher. If a local voucher has been rejected, it must be corrected for the voucher to be processed. If
additional expenses need to be added to a local voucher after it has been APPROVED, a new local voucher
will need to be created.

Beginning on the Local VVouchers screen, follow the below steps to amend a local voucher that has been
stamped APPROVED by the AO:

1. Select amend.

A pop-up message displays. It states that the amendment option should only be used to correct local
voucher rejects (Figure 7-43).

Defense Travel System

AewsotCoemmentier! S

View Authorizations / Orders View Youchers View Group Authorizations
Below is a list of your existing local vouchers. Please select the function (edit, print, etc.) corresponding to the appropriate local voucher.
» _Create New Local Woucher
Existing Local Vouchers
Sort by Sort by Sort by
— — — View/Edit Print Remove Amend
Document Hame Status TA Humber
EC120808_L01 12/30/08 REJECT ONZQGE » view » print » amend

Windows Internet Explorer,

2 The amendment option should only be used to correct local voucher rejects, Please select <O = ko correct rejected local voucher or select <Cancel to create a new local
\-‘/ voucher For additional expenses.,

Ok ] [ Cancel
EC121908_L01 12/22/08 WVOUCHER SUBMITTED OMZOGA » vigw » print
EC121708_LO1 12/17/08 T-ENTERED = view/edit > print

Figure 7-43: Amendment Option Popup Message
2. Select OK to correct the rejected local voucher.
-OR-
Select Cancel to create a new local voucher for additional expenses.

3. Select Digital Signature to open the Digital Signature screen.

4. Select Reasons for Audit Failures. Make any necessary corrections.
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5. Select Review/Sign from the navigation bar. Preview the document and enter comments to the AQ, if
necessary.

6. Select Pre-Audit from the subnavigation bar. Enter any justifications to the AO.
7. Complete the Additional Remarks text box with any comments for the AO.

8. Select Save and Proceed to Digital Signature.

9. Select the Submit this document as drop-down list and select SIGNED.

This reinitiates routing of the local voucher.

10. Complete the Additional Remarks text box with any comments for the AO.

11. Select Submit Completed Document.

12. View any audits or adjustments.

13. Complete the PIN field.

14. Select OK.

7.8 Restore a Purged Document

DTS documents are migrated to a secondary storage location (also known as “purged”) after a 15 month
period of inactivity and other qualifying conditions are met. Documents may need to be restored from the
secondary storage location if a traveler needs to access the document to support a travel claim audit, inves-
tigation, or complete an amendment. The Restore Purged Documents functionality allows travelers to
instantly restore DTS documents that had previously been purged. Once a document has been restored,
travelers can access their document as if it had never been purged.

Beginning on the DTS User Welcome screen, follow the below steps to restore a purged document:

1. Mouse over Official Travel on the menu bar.
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2. Select Restore Purged Documents (Figure 7-44).

Defense Travel System
A New Era of Government Travel

- Official Travel - Others ¥ Traveler Sety Administrative W

Authorizations/ Orders

Logoff

Vouchers My Signed Documents
Local Vouchers n T Carson

Current Departure
Group Authorizations/Orders yTMO- Document Hame

Status Date
TRAINING
KCDALLASTX 062410 _AD SIGHED 06/24/10 AUTH
O ccess: -

Group Access: KCSANDIEGOCOU062410_AD1 CANCELLED  06/24/10 AUTH
Permission: 0

KCHORFOLKVADTO410_AD1 ADJUSTED 07 /04410 AUTH

Message Center

ATESTOT7 - ATESTOT DB - DOC Retrieval

Back to Top

Figure 7-44: Official Travel - Restore Purged Documents Screen

The Purged Trip Documents screen opens.
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3. Select the restore link next to the document to be restored (Figure 7-45).

Defense Travel System

AewtactCoemmentie! S

View Authorizations / Orders View Youchers View Local Youchers View Group Authorizations

Below is a list of trip records that have been Purged. In order to review them and/or create an amendment, they first must be Restored.
Select the Restore link by the desired trip to restore the document to DTS.

Existing Purged Trip Documents

Sort by Sort by Sort by Sort by Restore
Document Hame Return Date Status TA Number
KCSANDIEGOCOU103109 10431709 11,1209 PAY LINK OMXGZF = restore
KCSANFRANCISC 103009 10/30/09 111909 OBLIG SUBMITTED ONXGEX = restore

Figure 7-45: Purged Trip Documents Screen
The Restore Trip Document screen refreshes.

4. Select View Authorization/Orders, View Vouchers, View Local Vouchers, or View Group Autho-
rizations to access the document.

7.9 Restore a Purged Document for Another Traveler

Users with group access can access and restore another traveler's purged documents.

Beginning on the DTS User Welcome screen, follow the below steps to restore another traveler's purged
documents:
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1. Mouse over Official Travel - Others on the menu bar (Figure 7-46).

3 Defense Travel System

A New Era of Government Travel

Vouchers

Well

Organiz Group Authorizations/Orders

Local Vouchers

Restore Purged Documents

Org Acd .
Group Access: (All)
Permission: 0,1,2,3,4,5,6

Message Center

ATESTO7 - ATESTO7 DE - DOC Retrieval

Official Trawel "« Traveler Setup W| Reports ¥ | Administrative W |CBA oMM W
Authorizati fOrders

Documents Awaiting Your Approval --> cClick Here

My Signed Documents

Current Departure

Document Name Status Date

Type

No documents found.

Back to Top

Figure 7-46:

2. Select Restore Purged Documents.

Official Travel - Others
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The Purged Trip Documents Traveler Lookup screen opens (Figure 7-47).

Defense Travel System

Use the search function below to find the traveler.

Search By Social Security Mumber

+ Traveler 35H: Search
-0OR-

Search By Traveler Hame

+ Last Mame:

+ First Name: Search
-0OR-

Search By TANUM

+ TANUM:

Aot Coemmentier

Figure 7-47: Restore Purged Documents - Traveler Lookup Screen

3. Complete the Traveler SSN, Last Name, or Last Name and First Name field. (The option to search

by TANUM is grayed out and cannot be used at this time.)

4. Select Search.

The Traveler Lookup screen refreshes and displays a list of travelers by name and the last four digits of

their SSNs.

5. Choose select next to the traveler for whom the document is being restored.
The Purged Trip Documents screen opens.

6. Select the restore link next to the document to be restored (Figure 7-45).

The Restore Trip Document screen refreshes.

7. Select View Authorization/Orders, View Vouchers, View Local Vouchers, or View Group Autho-
rizations to access the traveler's document.
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