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Defense Travel Management Office  	                                                                                                                                                                
                 	                                                                   
	
About This Guide



This Instructor Guide for Distance Learning Classes will enable you to train participants on the Defense Travel System (DTS) TDY Approval Process module. The significant features of this guide are as follows:

· It provides references to the slide numbers of the PowerPoint presentation prepared to accompany this unit.  Slides should be used as the content delivery method for this class.

· It provides approximate time duration for each section. However, the time duration may vary depending on the length of discussions and questions that participants might have on a particular section. 

· It provides suggestions on when to use the online highlighting tools.

· This material was designed to be delivered using web conferencing software. This guide does not provide detailed instructions on how to set up or manage any web conferencing software.  Instructors are expected to secure this information and skill set independent of this document.  

· For purposes of this manual, the following assumptions are made:
· VoiP (Voice over Internet Protocol) is being used 
· Chat and highlighting tools are available
· Instructor computers are properly configured
· Session is created prior to class start time
· A quiet/private delivery space is being used 
· The invitation to attend has been distributed or posted
· Support material is available to participants
· The instructor is familiar with the course material
· The instructor is experienced with the software
· Evaluation tools are available for distribution 
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· Review the script, and slides associated with this unit to ensure you are thoroughly familiar with the information to be delivered. Slide numbers are referenced throughout the guide to enable easy coordination of the script with the slides at an appropriate pace.  

· Secure a technical assistant or co-instructor for the session.  This person should monitor and respond to participant questions. 

· Conduct at least one live practice, with your co-instructor.

· Ensure you have appropriate teaching conditions and equipment:
· Quiet room with minimal background noise
· Newer model computer with high speed Internet access
· Headset with microphone
· Web camera (optional)
· Web conference software user name and password
· DTS soft certificate and password for EWTS*** access
· PowerPoint slides for this unit
· Website link(s) for this unit 
· Web conference URL; access instructions
· Help Desk telephone number(s) 
· Notepad and pen

· Check software and hardware:  
· Computer works properly with web conference software
· Software is configured and tested for audio and/or video
· Headset is plugged into the computer and works
· Volume control on the headset and computer are properly set
· Web camera is placed for best visual of instructor
· Participant to instructor chat room/communication mode is working
· Instructor chat room is available
· Highlighting tools open and work as expected
· Welcome slide includes class name
· Slides and script are the most current version
· Slides are properly attached to the session
· EWTS is up and running before class starts (if appropriate)

[bookmark: OLE_LINK9][bookmark: OLE_LINK10] 





EXPLANATION OF HIGHLIGHT ICONS & SYMBOLS:
	





[image: MCj04348290000[1]][image: ]
 (
2
) (
1
)
	
Highlight Icon: Indicates to instructor and co-instructor specifically what needs to be highlighted on the each slide within the PowerPoint presentation supporting this class. Also includes directions on the color of highlight symbols to be applied.


Highlight Symbols:
Indicates to instructor and co-instructor which specific highlight symbol to apply to a portion of a presentation slide.  Symbols will usually be a stars, arrows, check marks, and/or boxes. Placement also indicates exactly when to apply the symbol within the text.

Complex Sequence Notes:
When highlights must be applied in a specific flow or complex pattern, each point will be indicated with a sequential number.




INSTRUCTOR ROLES:
	[image: Alert_Icon][image: Alert_Icon]
	
The co-instructor is typically responsible for the following:
· Accepting participants into the class 
· Guiding participants to technical assistance information
· Executing slide changes for the instructor
· Highlighting slides for the instructor
· Responding to participant questions
· Passing content question to the instructor or a SME during class
· As appropriate, collecting participant email addresses for distribution of supplemental information or responses to unique questions after class
· Ensuring any unanswered class questions are distributed to SMEs and responses are sent to participants in a timely manner
· Ensuring any requested supplemental information is distributed to participants in a timely manner 

The instructor is typically responsible for the following:
· Ensuring class starts and ends on time
· Ensuring slides and script associated are the most current version
· Ensuring slides are properly attached to the web conference
· Ensuring any web links are properly entered and working
· Ensuring the evaluation card is distributed at the close of class





Opening the Class
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Welcome                                                           15 Minutes pre-class start time



Display: 
	[image: ppt_icon]
	Slide1: Welcome to TDY Approval Process



	




NOTE TO INSTRUCTORS ONLY
	[image: Alert_Icon]
	When this material is delivered via web conferencing software that depends on VOIP (Voice over Internet Protocol), it is important to do a sound check before starting the script.

Stop and ask participants if they can hear you clearly, pause and give participants time to respond, and then proceed with the class.



   Highlight:
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	· No highlights are necessary.



  Welcome new participants:
	[image: discussion_icon1]
	
Hello, my name is (insert name) and I will be your instructor today.

Also on the line is (insert name), who will be monitoring the chat box and dealing with technical details.

Welcome to A-100 TDY Approval Process.





Display:
	[image: ppt_icon]
	Slide 2:  Topic, Target Audience, Pre-Requisites

	




Highlight:
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	1. Stamp a star or check on each bullet as it is reviewed.




Ensure all participants have signed into the appropriate class:
	[image: ][image: ][image: ][image: ][image: discussion_icon1]
	

This class is an overview of TDY Approval Process in DTS; a basic or introductory class for Authorizing Officials and Reviewers. 

The class today is intended for routing and reviewing officials and authorizing official or anyone on a DTS document routing list. 

The class is not appropriate for travelers because they do not have the DTS permission levels necessary to carry out the functions being demonstrated today.

The session is approximately 60 minutes long.

The recommended training pre-requisites for this class are T-101 and T-102, Document Processing:  Authorizations and Vouchers or equivalent DTS training or practical experience.





   Display:
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	Slide 3: DTS Training Center


	




  Highlight:
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	· Stamp a star or check on each point as it is reviewed.



  Explain:
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This class is provided by the Defense Travel Management Office and delivered with the DOD approved Defense Connect Online software.

 If you experience poor audio slow changing screens or connection issues, please take corrective action on your own. 

 First, exit the class, and close all other software browsers open on your computer; then re-enter class. 

 If the problem continues, contact your local IT support team and ask for help configuring your computer to work with DCO.

 Or call the DISA/DCO Help Desk; their number always appears in the corner of the classroom screen.









Display:
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	Slide 4: DoD Travel Resources: TraX

	




Highlight:
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	· Draw a box around “Guest” and login name area.



Explain:
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To receive proof of attendance for this or any other DTMO distance learning class; always select the GUEST option on the login screen and enter your full name and Service or Agency initials.

Attendance is manually credited to eligible participants 5-7 business days after class.

Print your certificate by going to the My Completed tab in TraX.

Class login information must match training registration information or credit cannot be awarded.

If you did not provide complete information at entry today, please do so now by using the chat box.
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	Slide 5: Communicating In Class
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Highlight:
	[image: MCj04348290000[1]]
	· Draw a box around the icon with the raised hand.
· Draw a box around the chat box text entry area.
 



Explain:
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For those who are new to our program, participant microphones are turned off during class, so please do not select your microphone icon.

There are however two options for communicating with our team today. 

First, everyone has a “raise the hand” icon, in the lower left corner of the screen. 

Please go there now, and send me a message of your choice, then look at the attendance box to confirm your action.
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INSTRUCTOR NOTE: Pause to give participants time to act, then insert a brief personal comment thanking them for their actions before returning to the script.  Remove all icons before advancing. 


	 (
2
)
	
You can also ask questions at any point by using the chat pod.

(Insert co-instructor first name) and I will make every effort to quickly respond to your questions.

When this is not possible, we will email the response after class.
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Training 

Objectives


	
	    1 Minute



Display:
	[image: ppt_icon]
	Slide 6: Route and Review Training Objectives

	




Highlight:
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	1. Stamp a star or check on each bullet as it is reviewed.
2. Draw a box around the pecuniary liability statement (red text).



Explain:
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The DTS Route and Review module is used by all routing officials, including AOs and many other types of reviewers. 

The Authorizing Official or AO is the routing official who has the responsibility for the mission and the authority to obligate funds to support travel. 

The AO must be appointed in writing on a form DD-577 and have a certificate for successful completion of COL training on file with their FDTA or Finance Defense Travel Administrator.

A link to the COL or Certifying Officer Legislation training can be found on the DTMO website.

The AO also has pecuniary liability, meaning they are financially responsible for erroneous payments resulting from the negligent performance of their duties.




CONTINUED NEXT PAGE
Continue slide 6:
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In this session you will learn to complete all the critical steps an AO or any other reviewer needs to take in order to route and review a travel document.  

After completing this topic, you will be able to:

· Access the Route and Review module

· Delegate authority to others

· Review documents in read only mode

· Approve, review or return documents

· Adjust documents and

· Check document history
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AO/RO Background Information
	
	     1 Minute
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	Slide 7: AO/RO Background Information
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Highlight:
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	1.– 3. Draw a circle around each step of the process as it is reviewed; remove each circle before applying the next.



Explain:
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The routing process begins when a traveler or a Non-DTS Entry Agent or NDEA applies the SIGNED stamp to a travel document. 

Various routing officials can be a part of the routing process; per local business rules and procedures.

These reviewers can be first line supervisors, budget analysts, or anyone who serves in a support mode for reviewing travel authorizations and vouchers.

DTS electronically routes each travel document – that is, an authorization, a voucher from authorization, or a local voucher – to the individuals who must review the details and decide whether or not to approve the trip or payment.

The AO applies the final stamp; and in order to do this they should have access to the travel documents and budgets associated with the travelers for which they are responsible. 



Display:
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	Slide 8: AO/RO Background Information

	




Highlight:
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	· Stamp a star or check on each bullet as it is reviewed.


Explain:
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	AOs have two main responsibilities: 

Authorizing travel that is necessary to accomplish the mission and 
reviewing, approving or disapproving various TDY related issues

AO’s typically review, approve or disapprove:
· proposed trips based on trip data, estimated costs and budget

· expenses above the initial approved trip estimate

· exceptions to policy

· final settlement claims prior to forwarding to DFAS

·  requests for advances or scheduled partial payments

· status of specified travel authorizations and

· status of financial accounting

The AO is also responsible for digitally approving authorizations and vouchers which is facilitated electronically by the DTS Route and Review module.

Today I will outline the route and review actions taken by an AO, however these procedures can be used by other routing officials.
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Permission Levels and Delegating Authority  
	
	  8 Minutes



Display:
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	Slide 9: DTS Welcome Page
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Highlight:
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	· Insert an arrow to point out “Permission Levels”.
· Stamp a star or check on each of the “Permission Levels” in box.




Explain:
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To begin, let’s look at a typical AO Home Page in DTS.

Notice that this AO has 3 permission levels.

These 3 permission levels are what designate this person as an AO.

Permission Level 0 is the basic permission level needed to access DTS; it allows the user to create travel documents.

Permission Level 1 allows the user to view the budget.

Permission Level 2 allows the user to: 

· Access the Route and Review module

· Delegate their authority to others and

· Change the document’s default status stamp




Display:
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	Slide 10: Traveler Setup > Delegate Authority
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Highlight:
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	1. Draw a box around “Traveler Setup”.
2. Draw a box around “Delegate Authority”.



Explain:
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In accordance with Service or local policy, an AO can delegate their signature authority to another Routing Official when they are unable to perform their normal signing duties. 

When an AO’s signature authority is delegated, DTS routes documents to both the original AO and to the delegated authority. 

To start the process of delegating authority, mouse over Traveler Setup, on the blue navigation bar in the center of the Home page.

This exposes a drop down box, as shown on the slide, with several options including Delegate Authority.

To start the action, select Delegate Authority.




Display:
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	Slide 11: Delegate Authority List

	




Highlight:
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	· Draw a box around “Select” and the second name in the list.




Explain:
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When DTS refreshes, the Delegate Authority screen opens.

The Delegate Authority list on this screen always includes the names of people to whom the AO may delegate their approval authority.

Choose Select next to any individual’s name to begin the process of transferring authority to that person.

For the remainder of this course, I am going to presume that each of you are certified authorizing officials.

In other words, I am going to explain the process as if each of you are carrying out the actions being described. 
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	Slide 12: Assign Authority
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Highlight:
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	1. Draw a box around the “Cancel” and “OK” buttons.
2. Insert a check on the “OK” button.
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Once you, as the AO, choose Select on the left, the screen refreshes and the right side presents an Assign Authority area containing the name of the person to whom you want to delegate your approval authority. 

Below the name are two buttons: Cancel and OK.

DTS is asking if you are sure this is the person to whom you want to give authority at this time.

This extra step is a safety factor, just in case you accidentally choose the wrong name.

To confirm your decision, select OK.




Display:
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	Slide 13: Digital Signature
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Highlight:
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	1. Draw a box around the third name in the “Choose Signing Certificate” box
2. Draw a box around the “OK” button.




Explain:
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After confirming your selection, the screen refreshes.  

If you have multiple digital signatures in your computer’s certificate store, the Choose Signing Certificate box will appear.

When this occurs, scroll through the list and identify the correct certificate.

The correct certificate will be associated to the digital signature you need to use when logged into DTS.

It will not be the digital signature used for accessing EWTS.

After you select the correct certificate, check OK at the bottom of the box.
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	Slide 14: Remove Delegated Authority
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Highlight:
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	1. Draw a box around the “Remove” link.
2. Draw a box around the “Close Window” link.
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When the screen refreshes you are still on the Delegate Authority screen.

Now the Select option is gone and a Remove link is present to the right of the individual to whom you delegated your authority.

To get back to your Home page, select Close Window in the upper right corner.
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	Slide 15: Traveler Setup > Delegate Authority
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Highlight:
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	1. Draw a box around “Traveler Setup” .
2. Draw a second box around “Delegate Authority”.
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To remove or revoke delegated authority once you return to work, start on your DTS Home page.

Mouse over Traveler Setup.

Then select Delegate Authority which returns you to that screen.
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	Slide 16: Remove Delegated Authority

	




Highlight:
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	· Draw a box around the “Remove” link.




Explain:
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Next select Remove to the right of the name of the person to whom you previously delegated approving authority.

And as soon as you do, the authority to approve documents is transferred back to you from that person.
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	Slide 17: Revoke Authority Confirmation

	




Highlight:
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	· Draw a box around the “OK” button.




Explain:
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As soon as you select Remove, a pop up box appears asking if you are sure this is the action you want to take. 

Select OK to confirm that you want to revoke the signature authority.
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Locating Documents Awaiting Action 
	
	         3 Minutes
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	Slide 18: Administrative Navigation Bar
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Highlight:
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	· Draw a box around “Administrative”.
· Draw a second box around “Route & Review”.




Explain:
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As the AO you will always receive an email from DTS alerting you when a document has been routed to you and is awaiting your action.

After opening your DTS account, you can access the Route and Review module using one of two options.  

The first access option is to go through the Administrative tab in the navigation bar on the DTS Welcome page.

When you mouse over Administrative, the drop down opens; select the Route & Review option.





Display: 
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	Slide 19: Documents Awaiting Your Approval

	




Highlight:
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	· Draw a box around “Documents Awaiting Your Approval”.




Explain:
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The second way to access the Route and Review  module is to again start on your DTS Home page.

This time however, select the link in the yellow box on the right side of the screen titled “Documents Awaiting Your Approval”.

Remember, the only reason you have these two options is because you have the AO permission levels; travelers without AO permissions do not have either of these links.
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	Slide 20 : Document List > Documents in Routing
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Highlight:
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	1. Mouse over “Document List” > “Document in Routing” in nav bar. 
 2. – 5. Draw boxes around the column headers with links.



Explain:
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Whether you access the Route & Review module using the link on the DTS Welcome page or the Administrative option in the navigation bar, the Documents in Routing screen will open next.

To validate you are in the right place look at the navigation bar at the top of the screen to see: Document List > Documents in Routing. 

The Documents in Routing screen always displays the list of documents that are waiting for your approval as the AO. 

Selecting any of the four underlined column headers will sort the documents by either:
· Type 
· Document Name
· Departure Date or
· Traveler Name

Sorting documents by type can be very helpful when you need to handle a batch of authorizations or a batch of vouchers.
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Reviewing Documents in View Only   
	
	           4 Minutes
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	Slide 21: Review a Document

	




Highlight:
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	· Draw a box around the “Review” button.




Explain:
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One of the first points to consider in the review process is whether or not the traveler completed their voucher by adding actual expenses within 5 work days of returning from travel; per DoD policy.

Those dates are not immediately evident from this screen; but keep this point in the back of your mind.

Today I am only interested in one document, the voucher created by Eric.

That document is at the bottom of the screen waiting for your review and approval.

To get started select the Review link to the left of the document.
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	Slide 22: Preview Trip Screen
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Highlight:
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	1. Mouse over “Preview” in the navigation bar.
2. Stamp a start on each bullet point as reviewed.
3. Draw a box around the “Substantiating Records” button.




Explain:
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When the screen refreshes, the navigation bar shows your exact position, and as you can see from this slide; you are in the Preview Trip section.

Traveler documents will always open on the Preview Trip screen in a read only format.  

From this position, as the AO, you can quickly review:
· Attached records
· Document history
· Traveler comments and
· Trip details

As a best practice, always start reviewing a voucher by selecting the Substantiating Records button on the left side of the screen.
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Substantiating Records 
	
	  2 Minutes



Display:
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	Slide 23: Substantiating Records 

	




Highlight:
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	· Draw a box around “View”. 



Explain:
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Selecting Substantiating Records opens the view only version of the documents attached to the voucher by the traveler.

At this point you should be asking yourself several questions; such as:

· Are all required receipts and other substantiating documents such as all lodging receipts attached? 

· Are individual receipts for $75 or more, including airline tickets attached?

· Are premium class travel authorizations properly attached? 

· And are all required attachments properly linked to DTS by means of scanning or a fax?

All of this is in accordance with DoD FMR stating that any receipts or other supporting documentation not electronically attached must be retained by the AO’s office for six years and three months.


CONTINUED NEXT PAGE
Chat Box Insert:

Continue slide 23:
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In other words, if the traveler does not attach all the required documents electronically, you are required to keep the submitted paper versions for a long time. 

Failing to have receipts attached is the single most common error DFAS has reported on vouchers.  

To examine any attached document, select View on the far right of the screen.

When the View button is selected, any documents attached to the voucher will open in a read only format.




































Display:
	[image: ppt_icon]
	Slide 24: Preview Trip Screen

	





Highlight:
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	· Insert an arrow directed from the PDF file sample to the “Expenses” screen excerpt in the background.



Explain:
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At this point you should be comparing the amounts listed on the attached receipts to make sure they match the claimed expenses on the voucher.

This slide illustrates the open read only version of the hotel bill on the right; which you should compare to information the traveler entered.

If the amounts don’t match, or if all required receipts are not attached, you must return the voucher to the traveler because it is not appropriate for an AO to accept explanations verbally.

To get back to the Substantiating Records page from this screen select Close Window in the upper right corner.

That link is not visible on this slide.
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	Slide 25: Substantiating Records 

	




Highlight:
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	· Draw a box around “Return to Trip Preview” button.



Explain:
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Now that you have viewed all the attached records, you need to close this screen by selecting the Return to Trip Preview button. 
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	Slide 26: Preview Trip Screen
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Highlight:
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	1. Draw a box around “Review/Sign > Preview”.
2. Draw a box around the “Document History” button.
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At this point, you are still on the Preview Trip screen; and you can tell that you are in the right place by looking at the navigation bar that shows: Route/Sign > Preview.

The next action you need to take, as the AO for this traveler, is to view the Document History. 

To do this, select the Document History button to the right of the Substantiating Records button.
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Document History 
	
	  2 Minutes
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	Slide 27: Document Route Status

	




Highlight:
	[image: MCj04348290000[1]]
	· Draw a box around “Return to Trip Preview “.



Explain:
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When the Document History button is selected, the Document Route Status screen opens.

From here you can review all adjustments that have been made to the document up to this point.

When you are finished reviewing the adjustments, continue by selecting the Return to Trip Preview button at the bottom of the page.
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	Slide 28: Preview Trip Screen
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Highlight:
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	1. Draw a box around “Other Trip Information “.
2. Insert an arrow pointing out “Trip Type”.
3. Insert an arrow pointing out “Trip Purpose”.
4. Insert an arrow pointing out the   “Overall Starting Point” blue bar.
5. Insert an arrow pointing out the “Location 1” blue bar.
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The screen refresh opens the Preview Trip screen.

As you work down the Preview Trip screen you will see the Other Trip Information section.

Everything appearing here was entered in the travelers Authorization.

So all you need to do is review the Trip Type and Trip Purpose as a way to refresh your memory regarding the details of this document.

The next section you should consider is Overall Starting Point; followed by the Location details.

Again, you do not need to take any actions here, you only need to review the information in order to refresh your own memory and confirm that it all makes sense.
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	1. Draw a line under the “Expenses” section title.
2. Draw a line under “Actual Expenses”.
3. Draw a line under “Phone Call”.
4. Draw lines under the 2 “View” links.
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Continue reviewing the Preview Trip screen by scrolling down and looking carefully at all the trip details.  

It is your responsibility as the AO to review each and every item carefully; especially the expenses. 

Ask yourself the following questions as your review each document:

· Were all actual reimbursable expenses claimed? 

· Do the claimed amounts for actual expenses and lodging match the attached receipts?

· Were any of the long distance calls claimed on the voucher authorized? 




CONTINUED NEXT PAGE
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· Were long distance calls to home or family made in accordance with JFTR/JTR? 

· Did the traveler claim gas for a rental car and also pay for prepaid gas on the rental contract?

· Did the traveler claim hotel taxes for any CONUS trips?

· This is important because the per diem allocations for non-foreign locations do not include taxes.

· Did the traveler properly account for all meals provided, such as part of a registration fee? 

· Did the traveler add expenses not approved previously on the authorization? 
And if the answer is yes, is there a valid explanation and if so, what is that explanation.
As the Authorizing Official you should be looking for inconsistent or inappropriate items.

There are no edit links on this screen because you are still in a view only version of the document. 

Your next action is to review the comments made by the traveler on the Other Authorizations screen.  

To do this go to the navigation bar at the top of the screen and select Route/Sign > Other Auths.
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	1. Draw a box around the first “Other Auth” text box.
2. Draw a box around “Save and Proceed to Pre-Audits“. 
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From the Other Authorization screen, you need to carefully read any comments entered into the text fields by the traveler.  

It is your job as the AO to ensure proper information has been entered into each text block, as defined by your local business rules.

Ask yourself if the information and explanations really make sense.

When you finish this review, select the Save and Proceed to Pre-Audits button at the bottom of the screen.
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	Slide 31: Pre-Audit
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	· Draw a box around the “Justification to Approving Official” box.
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The Pre-Audit screen displays flags that require, for a variety of reasons, additional justification to the AO. 

Flags appear any time the traveler takes an action that is outside DoD travel policy, when any amount entered is over DoD-established thresholds or for other conditions outside the norm.

Over time you will begin to recognize what trips an audit flag. 

As the AO or RO, it is your job to thoroughly review all information entered into any Justification to the Approving Official text box.
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	1. Draw a line under “Advisory” and “Advisory Description”.
2. Draw a box around the “Proceed to Digital Signature” button.
3. Draw a box around the “Digital Signature” drop down.
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Below the Pre-Audits are the Advisory Notices indicating points you should be aware of before approving the document.

Advisory Notices are yellow flags indicating further information may be needed on certain points.

After reviewing the Advisory Notices you need to make a decision before moving further:

You must decide if you are going to:
· Approve the document as is OR
· Return the document to the traveler to make changes OR
· Create an adjustment by making the changes yourself

To approve or return the document, select Proceed to Digital Signature in either place at the bottom of the screen.

I will review how to create an adjustment next; however right now let’s assume you are continuing which means you need to select the Proceed to Digital Signature button.
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	1. Draw a box around the “Submit” drop down list.
2. Draw a box around the “Submit Completed Document” button.
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The Digital Signature page is where you select and apply the appropriate stamp based on your review of the document.

Normally at this point you would select REVIEWED, APPROVED, or RETURNED from the drop down menu and then select the blue Submit Completed Document button in the center of the screen.

Up to this point I’ve reviewed how to route and review a document that does not require any changes.  

And certainly there will be times when vouchers are so simple that one quick review in the “view only” mode is all you need to make your decision on how to stamp the document. 

Unfortunately, changes or adjustments will usually be required and I am going to review how to do this next. 





	Questions
	
	4 Minutes
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	Slide 34: QUESTIONS
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It is important to stop at this point to see if participants have any significant questions regarding Route and Review.

In order to give participants time to formulate their questions, this brief break includes an optional poll.

If questions are asked, the instructor must monitor the total time available to complete the class in order not to exceed the total allocated class time.
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Before I move on I would like to stop to see if there are any questions regarding what I have reviewed to this point.

If you have questions, please enter them into the chat box now.

And while I wait for those questions, I am pushing out a simple poll to test your new knowledge of the Route and Review process.





CONTINUED NEXT PAGE

Participant Poll:
	
	
Use both questions.
Be sure to create the poll before class starts for distribution at this point.

1. True or False: The AO must ensure Substantiating Documents support expenses claimed on the voucher.
CORRECT RESPONSE: TRUE

2. True or False: The AO must remove Delegation of Authority upon their return to work.
CORRECT RESPONSE: TRUE

IMPORTANT INSTRUCTOR NOTE:
Always confirm the results of any interactive poll to the group. 
Explain why the answer is True or False. 

This is especially important if any single respondent give a WRONG answer.
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And the results of the poll are in and it looks like (everyone or almost everyone) got the correct answer…….which was (True or False) because…………..(fill in the blank by repeating the correct answer and explaining why the answer is correct)

I see we have a question……
OR
It doesn’t look like there are any questions at this point, so I’ll keep moving.

















	[bookmark: _Toc190075667][bookmark: _Toc194218223][bookmark: _Toc292705120]


Route and Review Module – Adjustments  
	
	5 Minutes



Display:
	[image: ppt_icon]
	Slide 35: Adjustments

	




Highlight:
	[image: MCj04348290000[1]]
	· Draw a box around “Adjustments” in the navigation bar.
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As I said previously, if everything in a document is complete and correct then a “view only” review may be all you need to do before stamping the document.

That stamp can be APPROVED or if issues are evident it could be RETURNED.

Any time you apply the RETURNED stamp, add an explanation to the traveler on the Digital Signature screen.

Occasionally you may need to adjust a document yourself.  

To makes changes to a traveler’s document select Adjustments within the main navigation bar at the top of the screen. 
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	1. Draw a box around first “View/Edit” link.
2. Draw a box around the previous adjustment line.
3. Insert an arrow to point out the original “View/Edit” link.
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When DTS refreshes the Adjustments screen appears displaying the history of all adjustments made to this document.

If no adjustments have been made up to this point, there will only be one option for dealing with that document and that will be a view/edit link in the left column.

And if adjustments have already been made to the document, the different versions of the document will appear as single line listings.

Each version will have a view button which allows you to go back to see document details before a change was made; but only the most current version will have the edit option.

To open the document for adjustments, select the View/Edit button next to the most current version.
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	1. Draw a box around the “Open Document View Only” box.
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After you select View/Edit the screen refreshes and the View-Only screen appears with a check box that requires action before you can move forward.

DTS is asking if you want to continue drilling down into the document using View Only.

If this is your goal, then leave the box in the default checked position and select OK.

If you do want to make adjustments, uncheck the Open Document View-Only box and select OK; which opens the Choose Signing Certificate box.

DTS requires that you verify yourself as the person making the changes by selecting the correct certificate from the Choose Signing Certificat box.

If you have more than one digital signature in your certificate store you will need to scroll through the list until you locate the one that is appropriate for use with DTS.
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After you confirm your identity to DTS, the screen refreshes and the document opens at the top of the Preview Trip screen. 

At this point you should scroll slowly down the screen and as you do think about what may need to be adjusted.

Notice that the view options have now been replaced by edit links.

You can also see in the navigation bar that all the document processing modules are available.

While in the Route/Sign module the only options in the navigation bar were Preview, Other Auths, Pre-Audit and Digital Signature.

From this position you can now make changes throughout the document.

As a best practice, start by selecting Expenses in the navigation bar.
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	1. Draw a box around “Expenses Summary” box. 
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When you select Expenses in the navigation bar, DTS automatically opens on the Non-Mileage Expenses screen. 

Let’s say you need to edit the gas expense, which is in the Expenses Summary box.

To do that, select the edit button to the right of the gas expense entry on the right side of the screen within the Expenses Summary box.
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2. Draw a box around the “Gasoline” expense on the right.
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As soon as you select Edit to the right of the details, that expense populates on the left side of the screen in the Edit Expenses section.
 
Now you can enter a new amount into the open Cost box; and assuming everything else is correct, scroll down a little to select Save Expenses; which is unfortunately not visible on this slide.

As soon as you select Save, the new or adjusted amount for the gasoline expense appears on the right in the Expenses Summary section. 

You can continue editing expenses in this manner or you can use a much faster and more accurate tool by pulling the exact expense amounts from the travelers Government Travel Charge card account.

To do this, go to the left side of the screen, and select the link titled: Create an expense item from a government travel charge card transaction.
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3. Draw a box around the “Save Expense” and “Cancel” buttons.
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By selecting this link an AO can see all charges made by a traveler and verify the exact amounts and dates.

The AO can also add expenses to the voucher by selecting the Add link the same way the traveler used it when they created the voucher.

Notice also that each expense on the right also has a Remove link, which mean AOs can also delete expenses. 

Selecting any Add button on the left, moves the expense into the Expense Summary box on the right; to retain the new expense, you must select the Save Expense button.

If an actual expense is added in this manner, be sure to delete the original estimated expense by selecting the Remove button.

But, if nothing needs to be added from the GTCC summary, select the Cancel button to get back to the Expenses>Non-Mileage screen.
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	1. Draw a box around “Expenses>Mileage”.
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Next you need to review the traveler’s Mileage Expenses by selecting Mileage in the subnavigation bar.

The edit functions on the Mileage Expenses screen work exactly the same as on the Non-Mileage expenses screen. 

When you are finished reviewing and/or adjusting the Mileage Expenses you need to check Per Diem Entitlements by selecting that link in the subnavigation bar.
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While you are in the adjustment mode, you can also change any daily entitlement by selecting the edit link next to the appropriate day on the Per Diem Entitlements screen.

If you need to make a change to all days at once, select the Edit All button at the bottom of the screen.

Selecting Edit All allows you to change the daily entitlements for all the TDY dates at the same time. 

Today let’s say you only need to make changes on the second day of the TDY.
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Any time you select a single Edit link or the Edit All link DTS refreshes and the Per Diem Entitlements Detail screen opens.  

At the top you can use the Values Apply Through fields to make adjustments to a block of dates.

If you look at the slide you can see that the adjustments in this example are about to be applied from 11-26 through 11-30.

The Per Diem Entitlements Detail screen is divided into four different types of Per Diem actions: 
· Per Diem Rates
· Duty Conditions
· Meals and 
· Other Per Diem Entitlements

The first section, right under the Values Apply Through tools is Per Diem Rates.
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A little further on down the screen you will see the Duty Conditions section; checking any of these boxes applies the note to the document.

The insert on the right shows the next section which is Meals.

As the AO, you need to review this section to ensure the traveler applied the proper meal rate and see if any meals that were provided are accurately reflected.

The Available and Provided meal codes reduce travel per diem entitlements. 

And the Available meal code will only compute when the TDY location is a military installation.
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Remember, any changes you make must apply only to the exact dates as reflected at the top of this screen; which is the Per Diem Entitlements Detail screen not the Per Diem Entitlements Summary screen.

As the AO, you may have to come back to this screen several times if multiple changes are necessary for things such as leave that was taken during the TDY.

You may have to come back if the lodging costs are above the prescribed per diem in which case they must be noted as actual lodging to ensure proper reimbursement.

After completing all adjustments, scroll to the bottom of the screen and select Save These Entitlements in order to preserve the actions.
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Selecting Save These Entitlements takes you back to the Per Diem Entitlements screen.

From here you can continue making more entitlement edits if any are needed.

When no more changes are needed, select Accounting in the navigation bar to continue.
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As an AO, you are responsible for ensuring the correct Line of Accounting (LOA) is used for every document you handle.

A quick review of this screen will enable you to confirm the LOA. 

The line of accounting in the example today is 08 Train, which you can see in the lower left of the screen.

If a listed LOA is incorrect, make the correction by using the Remove or the View/Edit links.  

However, it may be the job of Finance DTA within your organization to correct the LOA; in which case the FDTA should be on the Routing List and use this screen to execute the action.

Your next stop is the Additional Options module which is accessed through the navigation bar at the top of the screen.
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	· Draw a box around “Additional Options > Payment Totals”.



Explain:
	[image: discussion_icon1]
	
When Additional Options is selected, DTS always opens first to the Profile module.

Since AO’s generally don’t need to look at a traveler’s personal profile, I’m not going to review this module today. 

As the AO, you do however need to check the traveler’s Payment Totals screen, to do so select that option in the subnavigation bar.

While all the information on this page is important, the most important for an AO is found at the bottom of the page in the section marked: Entitlement Summary.

Please remember, the Payment Totals module is only available within the voucher module.
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This slide shows the bottom left corner of the Payment Totals screen.

From here, you should carefully review the details in the columns on the left side of the page to ensure accuracy.  

Pay particular attention to the payment allocations to ensure split disbursement totals are correct.

It is important to note that the Traveler should have made all required changes at the time they created their voucher.

And while you have the ability to make changes here, it is usually better to send the document back to the traveler any time you notice any irregularities. 
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3. Draw a box around “Save and Proceed to Other Auths”.
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Next, looking at the top of the screen, proceed to the Trip Preview page by selecting Review/Sign in the navigation bar.

When Preview opens, scroll down the screen and carefully review all the trip information.

Again when you do this, you can use the edit links to navigate directly back to any section to make changes.

At this point, let’s say you are satisfied with everything on this screen.

To keep moving forward with your review, scroll to the bottom of the screen and select Save and Proceed to Other Auths. 
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Remember, you can always validate that you are in the right place by looking at the navigation bar.

As the AO it is your job to insure all Other Auths included by the traveler are justified to your satisfaction and that all DTS generated or required Other Auths documentation has been attached. 

Do this by carefully reading what the traveler has written as their explanation.

If any explanations are insufficient, it is your responsibility to return the document to the traveler and request additional information.

If everything looks good, scroll to the bottom of the screen and select the Save and Proceed to Pre-Audits button.
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Earlier I said that, as an AO or RO, you are responsible for thoroughly reviewing all pre-audit flags, and ensuring all pre-audit flags have been adequately justified.  

If you don’t remember anything else from this class today, please remember that if you approve something that is outside of DoD policy or if you fail to properly monitor audit exceptions and then someone commits fraud because you let it pass, you can be held personally liable depending upon the circumstances.

If the explanations entered by the traveler do not provide sufficient detail, then you should send the document back to the traveler with a request for additional information before you agree to approve the funds for disbursement.

When you are completely satisfied, select the Save and Proceed to Digital Signature button at the bottom of the screen.
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	1. Draw a box around “Stamp Doc without adjustment”.
2. Draw a box around stamp option drop down box.
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Next you need to apply a status stamp to the document.

But first I want to call your attention to the small check box just under the status stamp dropdown box.

When I started the class today I reviewed a whole document in the view only mode; making no adjustments.

Then I opened the Adjustment module and walked you through a document discussing how you the AO can make changes. 

In the real world you will probably not be the person making these types of adjustments.

Instead you will review the document and then send it back to the traveler with instructions on how you expect them to make corrections.



CONTINUED NEXT PAGE
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But let’s say you did need to help a traveler by making an edit; and so you opened a voucher, made the changes and then suddenly realized you are in the wrong document or you’re in the wrong travelers file.

By checking the Stamp Doc without adjustment box, you can actually erase all your edits and return the document to its original state. 

Your next action is to stamp the document.

Select the Submit this document drop-down arrow to review the available stamps.

After choosing the appropriate stamp, select the Submit Completed Document button just under the drop down.
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	· Stamp a star or check on each bullet as it is reviewed.
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	The stamp you select depends on your role in the routing list, and who you want to route the document to next:

If you are an AO, selecting the APPROVED stamp indicates that you have approved the document as is. 

If this is an authorization, the stamp obligates funds for the trip and attaches the Travel Authorization Number or TANUM to the document. 

If this is a voucher, the stamp authorizes payment for the expenses the traveler claimed.

The AUTHORIZED stamp is only used by some Army Reviewing Officials to indicate they have reviewed the document.

Applying the CANCELLED stamp to an authorization indicates the trip will not take place. 

The CANCELLED stamp will cause DTS to completely de-obligate the budget, so you should never use it if the traveler has incurred expenses that require reimbursement such as a CTO fee.  

DTS will also cancel all reservations and make the document permanently view-only.  

The CANCELLED stamp cannot be used on vouchers or local vouchers.
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The CERTIFIED stamp is only used by a certifying official (CO). 

In DTS, the Certifying Official or CO role is usually played by an Authorizing Official or AO, in which case, this stamp would not be used. 

When there is a separate CO in the routing list, the certified stamp indicates that the CO has performed an off-line certification of funds.

The RETURNED stamp is used to send the document back to the traveler so they can make changes. 

This is a good communications practice because it always lets the traveler know what the AO is approving and it is teaching the traveler to make the changes themselves.

The REVIEWED stamp is used by any RO to indicate they have reviewed the document. It is just like the AUTHORIZED stamp, but can be used by an RO in any Service or Agency.
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REVIEWED 1, 2, and 3 are placed in a routing list when more than one reviewer needs to see a document, such as when conditional routing is used.

The SIGNED stamp can be applied by anyone in the routing list who has made changes to reservations that must be routed through the CTO.  

Using this stamp will always ensure that the CTO sees the reservations changes.





































Display:
	[image: ppt_icon]
	Slide 57: Stamp Process

	



Highlight:
	[image: MCj04348290000[1]]
	· Draw a box around the “Save and Continue” button.



Explain:
	[image: Alert_Icon][image: Alert_Icon][image: Alert_Icon][image: discussion_icon1]
	After selecting Approved, DTS will require you to verify your identity.

You need to enter your CAC PIN again; and then the Stamp Process screen will appear, as seen on this slide.
Applying the APPROVED stamp indicates that, as the AO, you have deemed the trip necessary and determined that an obligation should be created in the form of an authorization or the claim should be paid in the form of a voucher.
Additionally, when approving a voucher, you are also confirming that the document has been reviewed in accordance with certifying officer requirements and that the voucher splits the disbursement in accordance with DoD policies. 
As the AO, you have pecuniary or financial liability for erroneous payments if an investigation determines the payments in question were the result of fraud or negligence on your part. 
It is also important for you to know that when the government loses money, the AO is automatically assumed to be guilty as far as pecuniary liability is concerned. 
It is then up to you to prove your innocence!
To complete the process select Save and Continue.
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The Fund Authorization or Fund Voucher screen opens next, depending on which type of document you are approving.  

Either way, this screen displays the LOA against which this trip is being funded, along with the “Previous Budget” amount, the amount of the obligation or payment, and the new “Available” amount.

Remember that the amounts listed are only estimates if you are approving an authorization; but they are actual amounts on the voucher.

When you acknowledge this screen, the approval is complete. 

To do this select Continue and a popup will appear telling you that the stamping process was successful, or explaining why it was not successful.

One reason DTS may show an unsuccessful stamp is if there are insufficient funds in the budget to cover the estimated trip expenses.
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As the AO you have many things to consider; here are just a few more things to think about:
Has the voucher been reviewed or compared to the authorization? And who is responsible for doing this prior to certification? 
What if anything has changed between the original TDY approval in the authorization and the post trip voucher? 
For example: check to see if the mode of travel in the voucher is consistent with what was approved in the original authorization. 
When did the TDY occur? When did the traveler return to work? When was the voucher created? When did it get sent to your desk? 
DoD policy says the voucher must be completed within 5 work days of returning from any TDY.
What are the procedures within your organization for dealing with unused tickets? And did the traveler follow procedures?
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You also need to consider whether or not all your travelers have received instructions on how to indicate the proper method of payment.
If your organization is using a CBA or Centrally Billed Accounts for payment of airline tickets does everyone know how to handle their part of the documentation?
To review what may be obvious to some of you on this point:
CBA charges are billed directly to the government and not the traveler.
AOs must be aware of Service and organizational policy on use of the CBAs when travelers have a GTCC. 

AOs must review the expense summary of the travel voucher. 

And tickets that have been charged to a CBA show as “Com.Car-C” while IBA billed tickets show as “Com.Car-I”.
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Obviously this brief training cannot cover every detail of a job as important as the Authorizing Official or the Reviewer. 
To support your efforts, the DTMO website has a webpage  dedicated to information and resources specific to these positions. 
Locate the Defense Travel System screen within the Program & Services section, then scroll to the Defense Travel System area for a link to the User Roles page. 
Select the Authorizing Official tab for your information. 
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All Authorizing Officials must complete COL or Certifying Officers Legislation training before carrying out any duties.
Every Service and Agency has their own business rules that define when, where and how this must be accomplished.
While there are multiple resources for completing this policy driven requirement, it is important to follow local policy to guarantee compliance.
Some Services and Agencies do approve use of the COL training found in TraX.
The DTMO class is a web based training available 24/7 and a validation certificate is provided upon successful completion of the course. 
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As I mentioned at the beginning of class, you can access a lot of very valuable training  material and information about training on the DTMO website.
If you navigate to Programs & Services you can access the Travel Training and Resource Center as seen on this slide.
In the center of the screen are links to information about eLearning classes, Instructor Resources and Reference Material.
The Quick Links box on the right provides direct access to the distance learning schedule, various manuals and guides along with the EWTS resources.
Just below is the TraX boot print that opens that  website and in the middle of the screen is a  search tool that  helps you locate material by type, role or topic. 
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This concludes our class, which means the closing lobby is about to open.
· Audio broadcasting stops.
· Chat box remains available for questions.
· Lobby stays open for an hour.
· We monitor the chat for 15 minutes; or until all questions are answered.

Your feedback is an important part of our continuous improvement plan.

Please help us by completing the evaluation provided.

When the closing lobby opens you will have access to:
· Class slides with notes for download and local use
· Links to the DTMO website and TraX
· Links to class related resources

In addition to these live instructor classes, you can also use TraX to find:
· WBTs or Web Based Training modules for on demand learning
· On demand demonstration videos on various topics
· FAQs or Frequently Asked Questions on a wide range of topics.
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We appreciate your attendance today and we hope the class material is helpful. 

A three month schedule of upcoming distance learning classes can be found on the website in the Training Resources Center. 
  
Thank you and have a great day! 
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After you select View/Edit the screen refreshes and a check box that requires action before moving forward appears.

 

DTS is asking if you want to continue drilling down into the document using View Only.

 

If this is your goal, then leave the box in the default checked position and click OK.

 

If you do want to make adjustments, uncheck the Open Document View Only box and click OK.

 

When you uncheck the box, DTS will require that you verify yourself as the person making the changes by entering your CAC PIN and clicking OK.
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• APPROVED – Apply this stamp if you are the AO and 

are authorizing the obligation (auth) or payment 

(voucher) of funds to pay for this trip.

• AUTHORIZED – Used by certain Army ROs to indicate 

they have reviewed the document.

• CANCELLED – Only apply this stamp if the trip will not 

take place AND the traveler has no expenses that need 

to be reimbursed.

– De-obligates the budget, cancels reservations, and causes 

document to become view-only.

– Cannot be used on vouchers or local vouchers.
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• CERTIFIED – Use this stamp if you are a certifying 

official, but NOT an AO.  Indicates you have performed a 

certification of funds.

• RETURNED – Returns the document to the traveler for 

changes.

• REVIEWED – Same as AUTHORIZED, but can be used 

by any service or agency.

– REVIEWED 1 – REVIEWED 3 apply when conditional 

routing is used

• SIGNED – Use if you have made reservations changes 

that must be routed to CTO
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CERTIFIED – Use this stamp if you are a certifying official, but NOT an AO.  Indicates you have performed a certification of funds.



RETURNED – Returns the document to the traveler for changes.
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KEY POINTS TO CONSIDER

When reviewing vouchers, consider the following

:

• Has the voucher been reviewed against the authorization prior 

to certification? 

• Was the mode of travel consistent with the authorization?

• Did the traveler complete the voucher with the actual expenses 

within 5 work days of returning from travel?

• Did the traveler follow correct procedures for returning unused 

or partially unused tickets IAW the organization's local policy?
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CHECK METHOD OF REIMBURSEMENT

Did the traveler select the correct method of reimbursement?

GTCC vs. Personal

Did the traveler claim reimbursement for 

airline or rail tickets charged to a CBA? 

• CBA charges are billed directly to the government not the 
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Obviously this brief training cannot cover every detail of a job as important as the Authorizing Official or the Reviewer.



To support your efforts, the DTMO website has an entire page dedicated to information and resources specific to these positions. 

Locate the Defense Travel System screen within the Program & Services section, then  and scroll  to Defense Travel System area for a link to  the User Roles page. 

Select the Authorizing Official tab for your information. 
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All Authorizing Officials must complete COL or Certifying Officers Legislation training before carrying out any duties.



Every Service and DoD Agency have their own local business rules that define when, where and how this must be accomplished.



While there are multiple resources for completing this policy driven requirement, it is important to follow local directions to guarantee compliance.



Some Services and Agencies do approve use of the DTMO provided COL training as found via TraX.



The DTMO sponsored class is a web based training class available 24/7 and a validation certificate is provided upon successful completion of the course material.
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As I mentioned at the beginning of class, you can access a lot of very valuable training  material and information about training on the DTMO website.



If you navigate to Programs & Services you can access the Travel Training and Resource Center as seen on this slide.



In the center of the screen are links to information about eLearning classes, Instructor Resources and Reference Material.



The Quick Links box on the right provides direct access to the distance learning schedule, various manuals and guides along with the EWTS resources.



Just below is the TraX boot print that opens that  website and in the middle of the screen is a  search tool that  helps you locate material by type, role or topic.

62



image3.png

TRAINING RESOURCES

@ ouexinks
AND RESGURCES

I e

Reshaping the Definse Travel Enterrive Through Results-Orsented Innosation







image1.jpeg









DTS TRAINING AND RESOURCE CENTER






image89.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

Lobby set-up:

o

Instructor audio turned off

o

Questions answered for 15 minutes

o

Lobby stays open 60 minutes

Please help us evaluate:

o

Complete evaluation

o

Provide feedback

Use the lobby resources:

o

Download class slides

o

Use links to DTMO website & TraX

CLASS CLOSING LOBBY


image90.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

THANK YOU FOR ATTENDING 

DISTANCE LEARNING

For a three month schedule of 

DTMO distance learning classes

Go to the 

DTMO Website > Training Resources Center

65


image7.png




image8.gif




image9.jpeg




image10.jpeg




image11.jpeg




image12.wmf

image13.wmf

image14.png




image15.png




image16.emf
Defense Travel Management Office

Office of the Under Secretary of Defense (Personnel and Readiness)

Department of Defense

WELCOME 

A-100

TDY Approval Process in DTS


Microsoft_Office_PowerPoint_Slide1.sldx

WELCOME 

A-100
TDY Approval Process in DTS





Defense Travel Management Office

Office of the Under Secretary of Defense (Personnel and Readiness)

Department of Defense





Defense Travel Management Office

Office of the Under Secretary of Defense (Personnel and Readiness)

1





image2.jpeg







image1.jpeg









WELCOME

A100
TOY Approval Process in DTS






image17.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

DTS A-100 OVERVIEW

Topic:

Fundamentals of the TDY Approval Process 

Target Audience:

Routing Officials

Including Authorizing and Reviewing Officials

Time:

60 minutes

Pre-Requisites:

T-101 & T-102 DTS Document  Processing

OR 

Equivalent DTS training or experience


Microsoft_Office_PowerPoint_Slide2.sldx
DTS A-100 OVERVIEW

Topic: 

	Fundamentals of the TDY Approval Process 



Target Audience:  

	Routing Officials

	Including Authorizing and Reviewing Officials



Time: 

	60 minutes



Pre-Requisites:  

	T-101 & T-102 DTS Document  Processing
OR 
Equivalent DTS training or experience







	





Defense Travel Management Office

Office of the Under Secretary of Defense (Personnel and Readiness)

2

This class is an overview of TDY Approval Process in DTS; a basic or introductory class for Authorizing Officials and Reviewers. 

 

The content is most appropriate for routing officials and anyone on a DTS document routing list. 

 

The class is not appropriate for travelers because they do not have the DTS permission levels necessary to carry out the functions being demonstrated today.



The session is approximately 60 minutes long.

 

The recommended training pre-requisites for this class are T-101 and T-102, Document Processing:  Authorizations and Vouchers or equivalent DTS training or practical experience.
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The routing process begins when a traveler or a Non-DTS Entry Agent or NDEA applies the SIGNED stamp to a travel document. 

 

Various routing officials can be a part of the routing process. 

 

These reviewers can be first line supervisors, budget analysts, or anyone who serves in a support mode for reviewing travel authorizations and vouchers.

 

DTS electronically routes each travel document – that is, an authorization, a voucher from authorization, or a local voucher – to the individuals who must review the details and decide whether or not to approve the trip or payment.

 

AOs should have access to the travel documents and budgets associated with the travelers for which they are responsible. 



AOs have two main responsibilities: 

 

Authorizing travel that is necessary to accomplish the mission and 

Reviewing, approving or disapproving various TDY related issues

 

AO’s typically review, approve or disapprove:

 

*proposed trips based on trip data, estimated costs and budget


*expenses above the initial approved trip estimate

 

*exceptions to policy


*final settlement claims prior to forwarding to DFAS

 

 *requests for advances or scheduled partial payments

 

*status of specified travel authorizations and

 

*status of financial accounting.

 

 

The AO is also responsible for digitally approving authorizations and vouchers which is facilitated electronically by the DTS Route and Review module.

 

Today I will outline the route and review actions taken by an AO, however these procedures can be used by other routing officials as well.
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In accordance with Service or local policy, an AO can delegate their signature authority to another Routing Official when they are unable to perform their normal signing duties. 

 

When an AO’s signature authority is delegated, DTS routes documents to both the original AO and to the delegated authority. 

 

To start the process of delegating authority, mouse over Traveler Setup, on the blue navigation bar in the center of the Home page.

 

This exposes a drop down box, as shown on the slide, with several options including Delegate Authority.

 

To start the action, click Delegate Authority.
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When DTS refreshes, the Delegate Authority screen opens.

 

The Delegate Authority list on this screen always includes the names of people to whom the AO may delegate their approval authority.

 

This means, the people on this list have all been granted the permission levels that allow them to review or approve documents. 

 

Click Select next to any individual’s name to begin the process of transferring authority to that person.

 

For the remainder of this course, I am going to assume that each of you are certified AOs.
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Once you, as the AO, click Select on the left, the screen refreshes and the right side presents an Assign Authority area containing the name of the person to whom you want to delegate your approval authority. 

 

Below the name are two buttons: Cancel and OK.

 

DTS is asking if you are sure this is the person to whom you want to give authority at this time.

 

This extra step is a safety factor, just in case you accidentally click the wrong name.

 

To confirm your selection click OK.
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After confirming your selection, the screen refreshes and the Digital Signature Login box appears.

 

When you are working in the live or production version of DTS the system will require you to enter you CAC pin at this point in order to validate or identify yourself as a person with authority to carry out this action.

 

After entering your CAC pin, click OK to continue.
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When the screen refreshes you are still on the Delegate Authority screen.

 

Now the Select option is gone and a Remove link is present to the right of the individual to whom you delegated your authority.

 

To get back to your Home page, click Close Window in the upper right corner.
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To remove or revoke delegated authority once you return to work, start on your DTS Home page.

 

Mouse over Traveler Setup.

 

Then click Delegate Authority which returns you to that screen.
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Next click Remove to the right of the name of the person to whom you previously delegated approving authority.

 

And as soon as you do, the authority to approve documents is transferred back to you from that person.
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As soon as you click Remove, a pop up box appears asking if you are sure this is the action you want to take. 

 

Click OK to confirm that you want to revoke the signature authority.
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When the screen refreshes, the navigation bar shows your exact position, and as you can see from this slide; you are in the Preview Trip section.

 

Traveler documents will always open on the Preview Trip screen in a read only format.  

 

From this position, as the AO, you can quickly review:

Attached records

Document history

Traveler comments and

Trip details

 

As a best practice, always start reviewing a voucher by selecting the Substantiating Records button on the left side of the screen.





image3.png

efense Travel System - Welcome to DTS - Windows Internet Explorer &l

&2 hitpsijdtsccicmebov.defensetravel osd milgi-binjwspd _cgishi¥Service=cts_ EWTSO1_ws.djnurstert-fs.w

Fle Edt View Favortes Took Help

@

Logged In A5t CHRIS ADTMOTRAIN-J  Document Name: EDTAVPAFL112607_V01 Screen ID: 1064.1 ‘Close Viindow
Traveler Name: ERIC T DTMOTRAIN-J Document Type: Voucher

’ﬁ Defense Travel System Document List. M
ANew Era of Government Travel

MTITW other Auths,_ pre-Audit

Print Document

Preview Trip

Review the detais for this trip below. When you have finished procesd to Other Autharizations.

'DoD mandates spit 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: Noe.

Comments from the Travel Agent: None.

‘The use of a Government-Contracted Commercial Travet Office (CTO) to arrange offcial travel is mandatory. If the contracted CTO s not
used to make offcial travet arrangements, the traveler must provide a statement i detall as to exactly why the CTO i not avaiabe o
otherwise not beine used.

bone @ et Wi~

Do ot | B rowanens | Blosaner- e, | Boszars.. [EIEEENQS] 1sa







image1.jpeg









a PREVIEW TRIP SCREEN






image47.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

SUBSTANTIATING  RECORDS 


oleObject1.bin
Defense Travel Management Office

Office of the Under Secretary of Defense (Personnel and Readiness)



SUBSTANTIATING  RECORDS 





*













& https:/fdtscdcwebgov. defensetravel.osd.milfcgi-binjwspd_cgi.shiWService=dts_EWTS01_ws_dfshrinu-popup-hander.w
Receipts

Return to Trip Preview

Done. @ Internet H100% -

R
R CEIERTL

oo st o, | (32 widws sslrer <] (]2 rosatoftce ..~ (RO








image1.png
Instructor Guide





image48.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

SUBSTANTIATING  RECORDS


oleObject2.bin
Defense Travel Management Office

Office of the Under Secretary of Defense (Personnel and Readiness)



SUBSTANTIATING  RECORDS





















QUALITY HOTEL & SUITES Account: 166283

‘ 12/01/04
4747 MONTGOMERY RD : e 1 of 4
. CINGINNATI, OH 45212 USA R::,:' o5 1608
wrcamrsenorces (513) 3516000 avival Date: 1130104 18:26
gm.oh038@choicehotels.com Departure Date: 12/01/04 06:55

Frequent Traveler ID: -
You were checked out by: JS
‘You were checked in by: BW

WEAVER, JAMIE American Express TRS
199 Pomeroy Road PO Box 199 199 Pomeroy Road.
Parsippany, NJ 07054 Parsippany, NJ 07054

mm}mw/

B ‘ i
11/30/04 ROOM CHARGE #0615 WEAVER JAMIE
11/30/04 STATE TAX STATE TAX

11/30/04 OCCUPANCY TAX OCCUPANCY TAX

L L "~ J— " pr—

84.55

592
5.50

o








image49.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

SUBSTANTIATING  RECORDS 


oleObject3.bin
Defense Travel Management Office

Office of the Under Secretary of Defense (Personnel and Readiness)



SUBSTANTIATING  RECORDS 





*













& https:/fdtscdcwebgov. defensetravel.osd.milfcgi-binjwspd_cgi.shiWService=dts_EWTS01_ws_dfshrinu-popup-hander.w
Receipts

Return to Trip Preview

Done. @ Internet H100% -

R
R CEIERTL

oo st o, | (32 widws sslrer <] (]2 rosatoftce ..~ (RO








image50.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

PREVIEW TRIP SCREEN 


Microsoft_Office_PowerPoint_Slide22.sldx
PREVIEW TRIP SCREEN 













Defense Travel Management Office

Office of the Under Secretary of Defense (Personnel and Readiness)

25





image3.png

efense Travel System - Welcome to DTS - Windows Internet Explorer &l

&2 hitpsijdtsccicmebov.defensetravel osd milgi-binjwspd _cgishi¥Service=cts_ EWTSO1_ws.djnurstert-fs.w

Fle Edt View Favortes Took Help

@

Logged In A5t CHRIS ADTMOTRAIN-J  Document Name: EDTAVPAFL112607_V01 Screen ID: 1064.1 ‘Close Viindow
Traveler Name: ERIC T DTMOTRAIN-J Document Type: Voucher

’ﬁ Defense Travel System Document List. M
ANew Era of Government Travel

MTITW other Auths,_ pre-Audit

Print Document

Preview Trip

Review the detais for this trip below. When you have finished procesd to Other Autharizations.

'DoD mandates spit 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: Noe.

Comments from the Travel Agent: None.

‘The use of a Government-Contracted Commercial Travet Office (CTO) to arrange offcial travel is mandatory. If the contracted CTO s not
used to make offcial travet arrangements, the traveler must provide a statement i detall as to exactly why the CTO i not avaiabe o
otherwise not beine used.

bone @ et Wi~

Do ot | B rowanens | Blosaner- e, | Boszars.. [EIEEENQS] 1sa







image1.jpeg









c PREVIEW TRIP SCREEN -






image51.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

DOCUMENT ROUTE STATUS 


Microsoft_Office_PowerPoint_Slide23.sldx
DOCUMENT ROUTE STATUS 











Defense Travel Management Office

Office of the Under Secretary of Defense (Personnel and Readiness)

22





image3.png

ocument History - Windows Internet Explorer

& hitpsijdtsccicmebov defensetravelosd.mifcg-binjwspdl _cgi shi¥Service=dts_EWTS01_ws. djshrjn.rpopup-handier.v |

Document Route Status
Falowing i the status detais for the selected documen.
Pending Routing Actions
Avaiting Status Change To | By Levet
2PROVED CHRIS ADTMOTRAIN-S 5
2PROVED HELEN D DTWOTRAIN 5
Document History.
Status Date Tme | Mame Remarks
CREATED | 10/15/07 | 10:STAMEDT | ERICTDTMOTRAN Lol L=
SIGNED  10/15/07 | 10:S2ANEDT ERICTDTMOTRAIN.S :
ADISTED | 10/15/07 | 12:A3PMEDT  ERICTDTMOTRAIN-J
SIGNED  10/15/07 | 12:19PMEDT ERICTDTMOTRAIN.S :
Return toTrpprevien ] [ View patments
loore @ rtermet 00w~
Titee wererencer
E Dere
¢ po. Document Comments
loore) ¥ @ rtermet o0~

S ottt 0| D2 Wesom e 2 eeeoteotee SO 0] 26







image1.jpeg









a DOCUMENT ROUTE STATUS






image52.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

PREVIEW TRIP SCREEN


Microsoft_Office_PowerPoint_Slide24.sldx
PREVIEW TRIP SCREEN











Defense Travel Management Office

Office of the Under Secretary of Defense (Personnel and Readiness)

27





image3.png

228 Defense Travl Sytem -

MEITW  Other Auths.__Pre-Audit____ Digital Signature

Print Document

Review the detais for this trip below. When you have finished procesd to Other Authaorizations.

'DoD mandates spit cisbursement for transportation, lodging and rental car expenses. Click here for memorancum

Substantiating Records. Document History
Reference Information

Reference:

Document Comments

Comments to the Approving Official: None

Comments from the Travel Agent: None

The use of a Government-Contracted Commercial Travel Office (CTO) to arrange offical travel is mandatory. Ifthe contracted CTO is not
used to make offcial travet arrangements, the traveler must provide a statement in detail 35 to exactly why the CTO i not availbie or
otherwise not being used.

Other Trip Information

Trip Type: AXROUTINE TDV/TAD
Trip Purpose: TRAINING ATTENDANCE

Trip Description: DTS Seminar in Tanpa Florisa







image4.png

efense Travel System - Welcome to findows Internet Explorer

&2 hitpsijdtsccicmebov.defensetravel osd milgi-binjwspd _cgishi¥Service=cts_ EWTSO1_ws.djnurstert-fs.w

Fle Edt View Favortes Took Help

Other Trip Information

Trip Type: AXROUTINE TDY/TAD
Trip Purpose: SPEECH OR PRESENTATION
“Trip Description:

‘OverallStarting Point Time Zone: EST (06)

tinerary: Leave From: RES: ANNANDALE,VA
Leave: 19-Nov-07

Location 1 - TAMPA,FL Time Zone: EST (06)

tinerary: Leave From: RES: ANNANDALE,VA
TOY/TAD Location:  TAWPAFL
arrive: 19-Nov-07
Leave: 24N0v-07
Air Travet: Carier: s Airvays (US) Comments to the Travel Agent:
Fight: a9 SEAT PREFERENCE: 17F
Fare: s5295.40
Airport Passenger faciity charge included in ticket price.
Depart: DCAWashington, DC (UsA)
(National Apt)
19-Nov-07  10:15
arrive: TPATampa, FL (USA) (intt. Apt)
19-Nov-07  12:41PM
Method of
e ent: GOVCC-Individual
Confirmation: 123456

@ et oo -

Do et [ Dateoioron | Blanaoton.. | EITIT T i o5 e







image1.jpeg









U PREVIEW TRIP SCREEN. -






image53.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

PREVIEW TRIP SCREEN VIEW ONLY


Microsoft_Office_PowerPoint_Slide25.sldx
PREVIEW TRIP SCREEN VIEW ONLY













Defense Travel Management Office

Office of the Under Secretary of Defense (Personnel and Readiness)

28





image3.png

Expenses.

Non-Tileage:

Hileage:

Per Diem Entitlements
Lodging HEIE:

View

No.

No.

Start Date.

05/11/09

Expense Type.

Parking - Terminal

Gasaline-
Rental/Govt. Car

Hotel Sales Tax

Authorized Call
Home

Hotel Internet Fee.

Expense Type.

Pt Auto-Terminal

Pt Auto-Terminal

End Date

05/17/09

Date cost
05117108 s119.47
05117109 se8.00
05117108 sz
05111109 5410
05111709 ss9.70

Total: 530659

Date cost

05111709 825

05117109 EE

Tow: 51650
Total Lodge

§750.00

Method of
Reimbursement

GOVCC-individual

GOVCC-Individual

GOVCC-individual

GOVCC-Individual

GOVCC-individual

Method of
Reimbursement

personal

Total NEIE

$257.00

Mies

s
s







image4.png

Accounting Summary

ActualEstimate Allowed

Accounting Code: 09 TRAVEL  View ecounting Coder 9 TRAVEL iew

com. camRi: s67.80 SON: ONZUT7.

LopeinG: §750.00 5687.80

L §257.00 §750.00

MILEAGE: s16.50 §257.00

oTER: 23449 s16.50

PHONE CALLS: 5410 23449

RENTAL C 1848 PHONE CALLS: 5410

TRANSPORT: s68.00 RENTAL Ca%: si88.46
TRANSPORT: 568.00

09 TRAVELSubTotal:  52,206.35
09 TRAVELSubTotat:  52,206.35

Calculated Trip Cost:  52,206.35
Calculated Trip Cost:  52,206.35

Disbursing Summary
TotalPrior Payments:  50.00
Salance Due Us: 50.00

Net Distribution
Personal(s): s273.50

Individual GOVCC(S):  $1,932.85

Tota 52,2035
Document Totals

ActualEstimate Baseline Trip

com. AR 5667.80 con. caRR.- 5667.80
LobGiNG: §750.00 §750.00
e 5257.00 5257.00
ILEAGE: $16.50 s16.50
oTHER: 23449 23449
PHONE CALLS: s4.10 PHONE CALLS: s4.10
RENTAL CAR: sig.46 RENTAL CAR: sig.46
TRANSPORT: 56800 TRANSPORT: 56800
Calculated Trip Cost:  52,206.35 Calculated Trip Cost:  52,206.35

Advances and Scheduled Partial Payments Summary

No Asvances Requested.

Trip Length goss not alow Schesuied Partial Payments.

Procesd To Other Auths







image1.jpeg









u PREVIEW TRIP SCREENVIEW ONLY






image54.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

OTHER AUTHORIZATIONS 


oleObject4.bin
Defense Travel Management Office

Office of the Under Secretary of Defense (Personnel and Readiness)



OTHER AUTHORIZATIONS 



*

















&y, Defense Travel System

‘XNew Era of Government fravel

“The folowing are the additonst authoriztions that were seected based onthe tip detats.

» View Unsetected Authorizations For This Teip

ther sutnorezation

ALY ENTERED EXPENSE
©

4 amiomzep ror suocer
FROM 11/26/07 T0 11/30/07

oamen i SER  sssmens  seun

Soprovedtesve on 29 ov

Reimursement cimad for monusy entered expensetss 4]
Internet Fee. Athorizing ftciat hos specificaty ~

‘One e provided by contrernce on 28 tow

Taking 4 others a5 passengers i rents car








image55.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

PRE-AUDIT


Microsoft_Office_PowerPoint_Slide26.sldx
PRE-AUDIT







Defense Travel Management Office

Office of the Under Secretary of Defense (Personnel and Readiness)

30





image3.png

efense Travel System - Welcome to DTS - Windows Internet Explorer

&2 hitpsijdtsccicmebov.defensetravel osd milgi-binjwspd _cgishi¥Service=cts_ EWTSO1_ws.djnurstert-fs.w

Fle Edt View Favortes Took Help

Logged In A5t CHRIS ADTMOTRAIN-J  Document Name: EDTAVPAFL112607_V01 Screen ID: 1028.3 ‘Close Viindow
Traveler Name: ERIC T DTMOTRAIN-J Document Type: Voucher

’ﬁ Defense Travel System Document List. M
ANew Era of Goverament Travel

RETURN 10 LIST

Below are any items that were "Nagged" for this trip.

Other Auth:

'DoD mandates spit disbursement for transportation, lodging and rental car expenses. Click here for memorandum

2 Items have been Flagged in this Travel Document

1. Reason Flageed Item Description Justification to Approving Official <Help>
SUHIGHERRENTALCARRATE | 1 The rentalcar rate Need in terminal rental in order to arrive at conference.
cHosEN selected $206.91 ishigher | in time for registration and fst meeting

than the lowest rental car
rate available $196.43 for
the selected rental car
type by $10.48:

BUDGET

11/26/07 - 1:000M
TPA- Tampa International
Apt, FL (Unite

11/30/07 - 6:000M

The following are provided for advisory purposes only

2. aavisory Advisory Description <Help:

Dane.

@ et oo -

23y Documents @ 1i236m

[P [ R pre—







image1.jpeg









B PRE-AUDIT —






image56.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

ADVISORY NOTICES 

PROCEED TO DIGITAL SIGNATURE


Microsoft_Office_PowerPoint_Slide27.sldx
ADVISORY NOTICES 
PROCEED TO DIGITAL SIGNATURE







Defense Travel Management Office

Office of the Under Secretary of Defense (Personnel and Readiness)

31





image3.png

&) itpsidtscdcnebgov.dfensetravelosd milcg

infiwspd_cl shfWService=dts_EWTS01_ws_cjnur-start

Fle  Edt

View Favories Tooks  Help

1.

Reason Flagged Item Description

1 The rental car rate.
selected 5206.91 s higher
than the lowest rental car
rate available $196.43 for
the selected rental car
type by $10.48:

BUDGET

1 HIGHER RENTAL CAR RATE
cHosEN

11/26/07 - 1:000M
TPA- Tampa International
Apt, FL (Unite

11/30/07 - 6:000M

Justification to Approving Official

Need in terminal rental in order to arrive at conference.
intime for registration and 1t mesting

The following are provided for advisory purposes only

2.

Advisory Description <Help:

1 LEAVE REQUESTED

1" LEAVE HAS BEEN REQUESTED ON THE DOCUMENT. THIS LEAVE REQUEST MUST BE

"PROCESSED N ACCORDANCE WITH UNIT SOP. ENSURE THAT NO EXPENSES HAVE BEEN.

‘CLAINED ON LEAVE DAYS.

Proceed To Digital signature

AR =

Digita signature.

Dane.

@ et

Hioo% -

isTacE s ) Brotendrne

| (@) o - icosoft

3y Docurenes

@ 1i236m







image1.jpeg









u ADVISORYNOTICES %
PROCEEDTO DIGITAL SIGNATURE

e ——






image57.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

DIGITAL SIGNATURE 


Microsoft_Office_PowerPoint_Slide28.sldx
DIGITAL SIGNATURE 







Defense Travel Management Office

Office of the Under Secretary of Defense (Personnel and Readiness)

32





image3.png

23\, Defense Travel System ...

Preview _Other Auths, _ Pre-Audit __4PIFFTISTITITS

Ciick below to stamp and submit thi trip authorization for routing and approval. By submitting you are legaly signing this document.

Document Action
“Submit this document. WPPROVED
Routing List: APPROVED

The estimates transportation reates
‘expenses ang actualreimbursenent
may be reduced i travet is completed
using a ifferent transportation mode.
than authorized by your A

Adgitional Remarks:

Submit Completed Document

+ View Reasons for Audit Faures







image1.jpeg









U DIGITAL SIGNATURE -






image2.jpeg
Defense Travel System >> 04: Vouchers \_Instructor Guide _




