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About This Guide



This Instructor Guide for Distance Learning Classes will enable you to instruct the participants on Department of Defense (DoD) temporary duty (TDY) travel policies. 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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Distance Learning Pre-Class Preparation                       2 Hours                          



· 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)










EXPLANATION OF HIGHLIGHT ICONS & SYMBOLS:
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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
	[bookmark: _Toc302462517]
Welcome                                                                                          5 minutes



Display:  
	[image: ppt_icon]
	Slide1: Welcome to F-210 Fiscal Year Crossover
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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:
	[image: MCj04348290000[1]]
	· No highlights are needed.



Welcome participants:
	[image: discussion_icon1]
	
Hello, my name is (insert name); 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 F-210 Fiscal Year Crossover.





Display:
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	Slide 2:  F-210 Class Overview

	




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



Ensure all participants have signed into the appropriate class:
	[image: ][image: ][image: ][image: ][image: discussion_icon1]c
	
This class has been designed to educate Finance Defense Travel Administrators or FDTAs and Budget Defense Travel Administrators or BDTAs regarding fiscal year crossover as it applies to the Defense Travel System.

This class should be considered an orientation or basic overview of the fiscal year crossover process.

The session is approximately 45 minutes long.

The content is intended for Finance and Budget Defense Travel Administrators (FDTA/BDTA); it is not appropriate for travelers.

There are no recommended training pre-requisites for this course; although a working understanding of DTS or some DTS experience will be helpful.




Display:
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	Slide 3: Technical Issues?

	




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:  Attendance Credit

	




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 1-2 weeks 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]]
	1. Draw a box around the icon with the raised hand.
2. Draw a box around the chat box text entry area.



Explain:
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2
)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.

	[image: Alert_Icon]
	
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. 

	[image: discussion_icon1] (
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
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	Slide 6: Training Objectives 

	



      
   Highlight:
	[image: MCj04348290000[1]]
	· Stamp a star or check on each bullet point as it is reviewed.



Explain:
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As an FDTA or a BDTA, this course should prepare you to inform travelers and Authorizing Officials regarding their responsibilities during this annual transition period.

This class starts by describing FDTA and BDTA roles and responsibilities only as they relate to this specific process.

The review includes general information about end of fiscal year accounting shutdown periods, and the options for creating new LOAs and rolling over existing LOAs.

I will also review how to create travel documents for both a TDY that occurs in the next fiscal year and a TDY that crosses two fiscal years.

Next I will talk about creating amendments and local vouchers, and handling advances and Scheduled Partial Payments during this time period.

The class concludes with a review of how to update the default Line of Accounting within a traveler’s DTS permanent profile.
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Roles and Responsibilities
	
	1 Minute


   
  Display:
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	Slide 7: Roles and Responsibilities
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   Highlight:
	[image: MCj04348290000[1]]
	· Draw boxes around “FDTA” and “BDTA”; and remove both.
· Draw a box around “Establishes LOAs and…”.
· Draw a box around “Modifies LOAs every FY”.
· Draw a box around “Enters Target amounts….”.
· Draw a box around “Manages budgets in DTS…”.


  
   Explain:
	 (
3
) (
1
) (
2
)[image: discussion_icon1]
	
The Finance Defense Travel Administrator or FDTA and the Budget Defense Travel Administrator or BDTA are responsible for ensuring the Lines of Accounting and budgets in DTS are current and updated as appropriate.

In order to keep funding available for travel during the annual financial transition period it is important that everyone involved with managing lines of accounting or budgets understand how accountability for both is managed within their own organization.

Today, I will talk about the positions separately, however, it’s important to understand that in some organizations one person serves as both the FDTA and the BDTA.

The FDTA establishes LOAs and corresponding budget shells, and maintains them by using the DTA Maintenance Tool.


CONTINUED ON NEXT PAGE
Continue slide 7:
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The FDTA uses the DTA Maintenance Tool, once they are notified money is available for the new fiscal year, to roll over, copy, and update LOAs.

And it is also the FDTA who identifies the LOAs to be retained for the new fiscal year.

Once the new fiscal year funding is received and the LOAs are established, the BDTA enters the target amounts for the budgets.

This must be done before documents relying on the new fiscal year LOAs can be stamped APPROVED.

That action is completed using the DTS Budget module; not the DTA Maintenance Tool.
































   Display:
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	Slide 8: LOA Creation Options

	



  
   Highlight:
	[image: MCj04348290000[1]]
	· Stamp a star or check on each bullet point as it is reviewed.


  
   Explain:
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The FDTA determines the method for creating new fiscal year lines of accounting. 

The options include: 

· Using the default rules to make standard rollover changes to the fiscal and program year values 
OR

· Using custom rules to change the default rules to change the fiscal year or program year elements 
OR

· Using the copy function to edit elements in the format map or program year.

I will review each of these options in detail during this class.








	[bookmark: _Toc205255910][bookmark: _Toc302462520]

Shutdown Periods
	
	    1 Minute



Display:
	[image: ppt_icon]
	Slide 9: Shutdown Periods

	




   Highlight:
	[image: MCj04348290000[1]]
	· Stamp a star or check on each bullet point as it is reviewed.



Explain:
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Most accounting systems that interface with DTS shut down for a brief period of time during the fiscal year crossover period.

If you are unfamiliar with local business rules on this point, contact your financial office for guidance.

DTS never shuts down as a part of the fiscal year crossover process, although you may experience accounting related delays between September 26th and October 15th.

Because partner systems do shut down, it is very important to remember that any current fiscal year documents that will generate a payment for the current fiscal year should be completed before the shutdown.

Advances or voucher payments are the transactions that must be monitored most carefully during this time.
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	Slide 10: Shutdown Schedule
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   Highlight:
	[image: MCj04348290000[1]]
	1. Draw a box around “Expected System Down Time” chart.
2. Draw a line under web page link: “Programs & Services > DTS”.
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Clearly the fiscal year crossover period can have an impact on organizational accounting activates.

To help FDTAs and BDTAs plan for this annual event, the DTMO publishes a schedule of the anticipated times when partner accounting systems project they will be unavailable.

The next fiscal year transaction release dates, as provided by the partner accounting systems, are also included in this chart.

The information is posted, and updated, as soon as it becomes available, under the Programs & Services section of the DTMO website.

If you go to the website and the chart is not there, that means it has not been forwarded to the DTMO as of that date; in which case you should contact your finance office for assistance.
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Creating New FY LOAs
	
	2 Minutes



Display:
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	Slide 11: Default Rollover LOAs

	




   Highlight:
	[image: MCj04348290000[1]]
	1. Stamp a star or check on each bullet point as it is reviewed.
2. Draw a box over the existing “Use default rule(s)” highlight.



Explain:
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DST eliminates the need to manually enter all your organizations lines of accounting at the start of each new fiscal year.

As I mentioned earlier, you have three different options for transferring that information, starting with the DTS default rollover rules.

Default rollover rules automatically update the fiscal year and program year elements in each Line of Accounting based on a unique set of parameters defined for each format map.

If you elect to use the default rules, any existing empty LOA elements remain empty while all the other elements are copied into the new LOA you are creating.

The Rollover Line(s) of Accounting – Select Rules screen is where you will indicate this as your preference.




Display:
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	Slide 12: Custom Rollover LOAs
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   Highlight:
	[image: MCj04348290000[1]]
	· Stamp a star or check on each bullet point as it is reviewed.
· Draw a box over the existing “Use custom rule(s)” highlight.



Explain:
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The second option is to use custom rollover rules which means you can turn off individual fiscal year or program year account element rules from the default rule set.

Custom rules can apply to one or more LOA when selected in the Rollover feature.

But once you turn off the LOA element rule, DTS no longer automatically updates the fiscal year or program year account elements in each LOA with a specified year value.

 Default and Custom rules both include a Preview option so the user can see the results before completing the rollover.

You will also indicate this as your preference on the Rollover Line(s) of Accounting – Select Rules screen.








Display:
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	Slide 13: Copy LOA – Manual Rollover

	




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



Explain:
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	In addition to the preview option, both the default and custom rollover features include a copy tool that can be used when data elements besides the fiscal and program year change.

The LOA Copy feature lets the user:
· Duplicate all elements in an LOA in order to create a new LOA;

· Edit the duplicated elements of the new LOA;

· Select the organization where the new LOA is to be used

· Creation of an empty budget shell associated to the new LOA; and

· Name both the new LOA and the budget shell.

As you will see later, the Copy Line of Accounting screen displays all the format elements from the existing LOA.

And while each element can be edited, you can only copy one LOA at a time using this feature.




Display:
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	Slide 14: Copy LOA – Rules To Remember

	




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



Explain:
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As I just mentioned, one downside to the LOA copy features is that the process must be done on an individual basis as DTS only permits the duplication of one line of accounting at a time.

Before you start working with the copy feature there are a few key points you need to remember.

First, using the LOA Copy feature does not automatically change the fiscal year related element in the LOA.

Second, the FDTA must change the data element, as appropriate, to reflect any changes required for the fiscal year.

And the BDTA must add the funding targets to the new budget shell using the Budget module.
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 Default Rollover
	
	5 Minutes



Display:
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	Slide 15: Default Option to Roll Over LOAs
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   Highlight:
	[image: MCj04348290000[1]]
	1. Draw a box around “DTA Maintenance Tool” dropdown list.
2. Draw a box around inset version of dropdown list.
3. Underline “Lines of Accounting” within the inset box only.
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At this point I’m going to review screenshots from the DTA Maintenance Tool to demonstrate how to use the default roll option.

To start, login to DTS and navigate to the DTA Maintenance Tool from your Home page.

When the screen refreshes, select Lines of Accounting from the drop-down list to open the Search Lines of Accounting screen as seen on this inset.
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	Slide 16: Default Option to Search for LOAs
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   Highlight:
	[image: MCj04348290000[1]]
	1. Insert an arrow to point out “Label” field.
2. Insert an arrow to point out “Format Map” field.
3. Draw a line under “Organization Name” field.
4. Draw a line under the “Include Sub-Organizations” box.
5. Stamp a check or star near the “Search” button.
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If you know the LOA name, enter it into the Label field or leave it blank and you can expand the search to include all LOAs for the selected organization.

You can also identify a specific format map by using the options in the dropdown list; leaving it blank expands the search to include all map types being used by the selected organization.

If more than one option appears in the Organization Name drop down list, make the selection carefully.  




CONTINUED NEXT PAGE

Continue slide 16:
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If there is only one organization name available, the name will already be populated in the Organization Name box as seen in this example.

To include or identify all sub-organizations, place a check in the box to the right of the Organization Name field.

And finally, select the Search button to locate the lines of accounting you may need to roll over.

When the screen refreshes, the Lines of Accounting Search Results screen appears.
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	Slide 17: Default Option: Select LOAs
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   Highlight:
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	1. Draw a line under the “Search Results” chart headers.
2. Draw a line under “View LOAs List” in navigation bar.
3. Draw a box around the “Select to Delete or Roll Over” column.
4. Insert arrow to point out “Select All” option.
5. Draw a box around the “Rollover Selected (on this page)” button.
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The search results screen lists each LOA on a separate line with their owning Organization Name, Label, and Format Map.

Unfortunately you cannot view individual data elements from this screen.

That means any time a line of accounting needs to be evaluated as a candidate for rollover, the View LOAs List link in the navigation bar must be used to drill down to the individual elements.

To start, locate and review the Select to Delete or Roll Over column on the left and check the box next to every LOA to be rolled over. 

If all the listed lines of accounting need to roll over, use the Select All link at the bottom of the column.

Next, select the button at the bottom of the screen labeled: Rollover Selected (on this page). 
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	Slide 18: Default Option: Select Rules
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   Highlight:
	[image: MCj04348290000[1]]
	1. Draw a line under “Rollover Lines(s) of Accounting - Select Rules”. 
2. Draw a box around the “Default Rule(s)” column.
3. Draw a line under the “Use default rules” line and checked box.
4. Insert a check on the “Continue” button.
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The Rollover Line(s) of Accounting – Select Rules screen presents a preview of the items you selected.

The right column of the chart on this screen displays the default rules that define how DTS will complete the rollover process for all selected line of accounting.

Select the first option, Use Default Rule(s), to force the system to roll over the LOA using the rules displayed on the screen.

Select Continue, to open the Rollover Line(s) of Accounting – Default Rules screen.
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	Slide 19: Default Option: Default Rules
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   Highlight:
	[image: MCj04348290000[1]]
	1. Underline “Organization Name”, “Label”, and “Format Map”.
2. Draw a box around “Preview” column.
3. Insert an arrow to point out both “Fiscal Year” fields.
4. Draw a box around “Create Budget” and “Shared” check boxes.
5. Insert an arrow to point out “Rollover Lines of Accounting” button.
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When the screen refreshes, the selected LOAs, with their Organization Name, Label, and Format Map appear in a chart as a preview of the pending rollover action.

The column on the far right includes Preview links which provide the option to review the new fiscal year LOA data elements before rollover. 

To continue, populate the two Fiscal Year input fields.

An optional step is to check the appropriate boxes if you want to create an empty budget shell or share the line of accounting with subordinate organizations.  

If your organization uses annual budgets, leave the Create Budget box unchecked; then create it manually using the DTS Budget module.

To execute the rollover action and start the process of creating the next fiscal year LOA, Select Rollover Lines of Accounting.
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	Slide 20: Default Option: Confirm LOAs
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   Highlight:
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	1. Draw a box around the “Cancel” button.
2. Draw a box around the “Continue” button.
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When the Rollover Line(s) of Accounting – Confirm screen opens, two actions are possible.

First, you can select Cancel to stop the rollover.

Or you can select Continue to complete the rollover.

If you select Continue by mistake, you must either delete the LOA and then Delete/Inactivate any associated budgets or manually edit the new line of accounting and its associated budgets.
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	Slide 21: Default Option Summary

	




   Highlight:
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	· Draw a box around the message indicating the number of LOAs created and the budget shells created. 



Explain:
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If you selected continue, the Rollover Line(s) of Accounting Summary screen opens indicating the number of LOAs successfully rolled over and the number of empty budget shells created.

In this example 2 of 2 LOAs were successfully rolled over.

And 2 of 2 empty budget shells were successfully created.
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 Custom Rollover
	         4 Minutes
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	Slide 22: Custom Option: Select Rules
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	1. Stamp a star or check on each of the four (4) action steps.
2. Draw a box around “Select Rollover Rules” and both options. 
3. Insert a check mark near the “Continue” button.


TRAINER NOTE:
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Read the numbers associated with each “step”.
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	To perform a custom roll over for any Line of Accounting, start by following the same first four steps used to execute a Default rollover.

Those steps are:
1. Go to the DTA Maintenance Tool and select LOAs.
2. Search for the LOAs that need to be rolled over.
3. Check the box next to the identified LOAs.
4. Select Rollover Selected (on this page) button.

Next, select Use custom rule(s) defined for each LOA instead of Use default rule”.

Then select Continue and the Rollover Line(s) of Accounting – Custom Rules screen opens.
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	Slide 23: Custom Option Custom Rules

	
 (
3
) (
2
) (
1
)


   Highlight:
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	1. Draw a box around “Rollover LOAs” and “Empty Budget Shells”.
2. Draw a box around the “Select Fields “column.
3. Draw a box around the “Preview” column.
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To continue, populate the Rollover LOA(s) and Empty Budget Shell(s) fiscal year boxes with the appropriate dates.

Next, in the first and second columns, insert checks if you want to create a budget shell and/or share the line of accounting.

The third column in the chart contains the search result LOA’s; place a check in the boxes to indicate the fields you included in the roll over.

If the box for any field in this column is checked when the screen opens, the populated value for the LOA account element will roll over into the Rollover LOA(s) to Fiscal Year field for the new line of accounting.

If any box is not checked when the screen opens, then no current value for the element is populated; and it remains empty after rollover.

Next, as a best practice, select Preview to check the LOA Data Elements. 
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Select Preview and open the LOA Data Elements screen; which is easier to see in the inset.

From here you can review, but not edit, the updates you are about to make to the new line of accounting.

When you select Close Window at the bottom of the screen, DTS returns to the Rollover Line(s) of Accounting – Custom Rules screen.
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	Slide 25: Custom Option: Rollover 
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	· Draw a box around the “Rollover Lines(s) of Accounting” button. 
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When the Rollover Line(s) of Accounting – Custom Rules screen reopens, select the Rollover Line(s) of Accounting button to complete the action.
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	1. Draw a box around the “Final Confirmation” message.
2. Insert an arrow to point out the “Cancel” button.
3. Insert an arrow to point out the “Continue” button.
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DTS then displays a final confirmation message.

As before, two actions are possible.

You can select Cancel to stop the rollover or Continue to complete the rollover process.

Again, if you select Continue by mistake, you must either delete the line of accounting and delete or inactivate any associated budgets or manually edit the new LOA and its associated budgets.
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	Slide 27:  Custom Option Summary
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	· Insert a check mark near the “OK” button.
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Assuming you selected the Continue button, the Rollover Line(s) of Accounting Summary screen opens next.

In this example, one line of accounting was successfully rolled over and one empty budget shell was created.

To acknowledge a successfully custom rollover, select OK in the center of the screen.
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	Slide 28:

	




TRAINER NOTE:
	[image: Alert_Icon]
	
It is important to stop at this point to see if participants have any significant questions regarding FY Crossover.

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’m going 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 to see if you have any question, we are posting a quick knowledge test on your screen.
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 Participant Poll:
	
	
Create the poll before class starts for distribution at this point.

Question #1: True or False
The schedule for partner system FY shutdown periods is always available on the DTMO website. 
CORRECT RESPONSE: FALSE

The dates for individual partner system shutdown periods are only available on the DTMO website if that organization provides the information.

If you do not see the shutdown dates for your organization on our website, contact your financial office for the information.

True or False: 
When using the Default Rules to roll over a line of accounting, you can edit the data elements?
CORRECT RESPONSE: FALSE

You cannot edit any format map data elements when using the Default Rules.


IMPORTANT TRAINER 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 is (insert correct response).


I see we have a question……
OR
It doesn’t look like there are any questions at this point, so I’ll keep moving.
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	1. Draw a line under the “Line of Accounting” dropdown box.
2. Draw a line under “Search Lines of Accounting” title.
3. Insert an arrow to point out the “Organization Name” line.
4. Insert a check mark near the “Search” button.
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	The Copy LOA feature is used when other data elements change from one fiscal year to the next.

For example, there may be changes in addition to the fiscal year and/or the program year related elements.

This must be done individually, as only one LOA can be copied at a time; and it can only be copied into an organization that is accessible by the FDTA or BDTA creating it.

To create a single LOA using the Copy feature, open the DTA Maintenance Tool, and select Lines of Accounting from the DTA Tools drop down list. 

As shown on this slide, this action opens the Search Lines of Accounting screen. 

Enter the organization name and select Search to display all lines of accounting currently assigned to the organization.
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	1. Draw a line under “Line of Accounting (Search Results).
2. Draw a box around the “Copy” column.
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The refreshed screen opens to the Lines of Accounting (Search Results) screen with a list of all LOAs currently assigned to the selected organization.

The second column of the summary Edit and middle editing option is Copy.

Review the list and select Copy next to the line of accounting you want to reuse in the new fiscal year. 
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	1. Insert an arrow to point out the “Organization Name” line.
2. Insert arrows to point out “Shared LOA” and “Create Budget”.
3. Insert an arrow to point out “Budget Shell FY”.
4. Insert arrows to point out the “LOA Fiscal Year” and “LOA Name”.
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This is the top half of the Copy Line of Accounting screen that includes a drop-down menu for selecting the organization that should own the LOA being copied.

As an optional action, you can insert check marks if you want to share the line of accounting and/or create an empty budget shell. 

Checking the first box is appropriate if the LOA needs to be shared with only DTS organizations.

A shared LOA can be unshared at any time; but the corresponding budget item cannot be unshared once it has been shared.
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The Create Budget box is checked by default because DTS automatically creates an empty budget shell for all new LOAs for the corresponding fiscal year.

This box should be cleared if your organization uses an annual budget which means any time the box is deselected, that budget item must be manually created in the Budget module.

If a new budget shell is created, you can edit it and add funding using the DTS Budget module; but the 4 digit fiscal year must be manually entered here in the open text field.

In other words, this is only a required action if the Create Budget box is left selected.

Next, review the two digit LOA fiscal year, and the LOA name; both of which are auto populated by DTS based on the selected line of accounting.

This two digit year entry then becomes a part of the label name.

If the LOA is being copied into the same organization, the label name must change because each line of accounting in an organization must have a distinct label.
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	1. Draw a box around all remaining data fields
2. Insert a check mark near “Save Copied Line of Accounting” button.



   INSTRUCTOR NOTE:
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	 Enter resource title into participant chat box: 
Guide to Establishing LOAs and Budgets for the new Fiscal Year.
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Use the Data Elements portion of the screen to update individual points of information. 

This screen opens in an editable format, and displays all LOA data elements that are contained in the Format Map.

When you are finished editing, select Save Copied Line of Accounting at the bottom of the screen.

A detailed explanation of the data elements can be found in the Guide to Establishing LOAs and Budgets for the New Fiscal Year which you can locate in TraX by using the FAQ search tools.
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Before I start this next section, I want to point out that any time your organization has local business rules prohibiting the rollover of LOAs until the next fiscal year funding is in place, there will be no change to your process.

Now that you have seen how a new fiscal year line of accounting is created, it’s time to talk about managing travel during this period.

The first point you need to understand is that travelers can create an authorization in the current fiscal year for a TDY that starts in the next fiscal year. 

For example: The authorization is created on 15 September for travel that starts on 12 October.

The Authorizing Official or AO cannot however approve authorizations created in DTS for travel that begins in the next fiscal year until the Finance or Budget DTA establish the next fiscal year LOAs and funding is released to those budgets.



CONTINUED NEXT PAGE
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This means Authorizing Officials should not approve travel using an incorrect fiscal year line of accounting.

The Authorizing Official should however go ahead and approve travel that occurs in the next fiscal year because DTS holds the future year LOA until the accounting system resumes processing after the shut down period.

Approving these documents gives the Commercial Travel Office or CTO permission to make reservations required for the trip.

When this happens no advances are paid on the next fiscal year LOA until it is released.

The upcoming series of slides deal with fiscal year cross over issues as they impact the creation of documents in DTS.

And while I am going to talk about creating and editing documents, I am not going to review that process in detail.

If you are new to DTS, additional training material and classes on creation of DTS documents are available in TraX under the Training tab. 
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	Slide 34:  FY Crossover Travel
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By definition, fiscal year crossover travel occurs any time a traveler’s itinerary crosses over more than one fiscal year.  

Every time a traveler creates an authorization in DTS, they build an itinerary including travel dates for the entire trip.

DTS then uses the trip end date from that itinerary to populate the return flight date, rental car return date, and lodging check out date.  
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	Slide 35:  Authorization: TDY Next FY
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To create an authorization for travel that starts in the next fiscal year, the traveler will create the authorization in the usual way:

· Enter their itinerary
· Select their mode of travel, lodging and ground transportation
· Enter the associated expenses and then 
· Enter per diem entitlements

Then, from the DTS Accounting screen, the traveler should:
· Select a line of accounting for the current fiscal year if expenses were incurred in the current fiscal year such as airline tickets purchased before the fiscal year ends.
AND
· Select the LOA for the next fiscal year, if one is available, 
OR
· Leave the LOA selection blank if the next fiscal year LOA is not yet available.
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Before digitally signing an authorization involving two fiscal years, the traveler should do two things.

First, they need to add expenses and select LOAs for both fiscal years; if the next fiscal year LOA is available.

And second, if the next fiscal year LOA is not available, they need to place an end date of 30 September in the document to prevent the AO from approving a trip in the next fiscal year using a current year line of accounting.  

All other actions occur as usual:
· The traveler applies the SIGNED stamp.
· The document routes to the CTO, who makes the requested transportation, lodging, and rental car arrangements.
· The document continues routing until it reaches the AO, who applies the APPROVED stamp.
· The CTO tickets the air fare 3 business days before travel commences and DTS sends the current fiscal year obligation transaction to the accounting system.
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When new fiscal year funding does become available, the lines of accounting are released.  

The traveler does not need to amend the authorization if the next fiscal year LOA was included in the authorization; in other words, both LOAs were available as the document was created.

However, if the organization’s next fiscal year LOA was not available to the traveler as the document was created, they must now amend the authorization to include the new fiscal year information.

If the traveler is unable to handle the amendment, a Travel Clerk, NDEA or Authorizing Official can amend it for them.  

Regardless of who amends the authorization, the AO must then approve it before the CTO can book and/or ticket any return flight reservations.
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	Slide 38:  Create Amendment
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To repeat, when the new fiscal year funding is released and available, and a cross year authorization does not have both LOAs, the affected document must be amended.

The itinerary must be updated to include the overall trip dates for the portion of travel that takes place in the new fiscal year.

And the amendment must apply the new fiscal year LOAs.

In addition, a comment must be entered on the Create Amendment screen to identify the purpose for the amendment.  

In this example: “Amending to add new fiscal year information” is an appropriate comment.
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	1. Draw a box around the “Location 1 Edit” link. 
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	Amending a document starts by changing the trip end date on the Trip Summary screen to reflect the actual return date in the new fiscal year.

This requires two steps on the Itinerary > Trip Overview screen

First, select Edit next to the Overall Starting Point in the column on the right; then, after the screen refreshes, change the end date to reflect the actual TDY end date in the new fiscal year.

Second, select Edit next to the Overall Ending Point and again, after the screen updates, correct the departing on date to reflect the actual departure date in the new fiscal year.

Unfortunately, the departing on date is not visible on this slide, but it is located in the same general area. 

Also remember, any time a traveler makes transportation reservations outside DTS, the cost may need to be entered on the expense screen under Other Transportation.




Display:
	[image: ppt_icon]
	Slide 40:  Add New Expenses
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	1. Draw a box around the “Add Expense” section.
2. Draw a line under “Per Diem Entitlements”.
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At this point the traveler’s non-mileage and mileage expenses should also be updated to include any expenses that will be incurred in the new fiscal year.

As you can see by the navigation bar, this is the Non-Mileage Expenses screen where those changes are handled.

After adding all the new expenses, proceed to Expenses > Per Diem Entitlements to verify that the lodging cost is correct for all dates.

Any edits that were made on the Per Diem Entitlements screen must be re-entered, since they are removed automatically when the itinerary is updated.

And finally, the line of accounting to fund the new fiscal year portion of the travel must be added.
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Adding the new fiscal year LOA requires an allocation of expenses which is accomplished from the DTS Accounting Center screen.

When you select a new fiscal year LOA, a pop-up appears stating: “Your action has made this a fiscal year cross-over trip.”  

The message goes on to encourage the traveler to review the document for expenses that should be allocated to the new fiscal year.

If the new fiscal year LOA is not available, then the LOA selection is left blank.
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This is an acceptable action in this situation, because doing so triggers an Advisory Notice displayed as “No ACCT CODE Assigned”; which appears on the Pre-Audit screen.

As you can see on the right side of this example, expenses incurred on or before September 30 have been allocated to the old fiscal year LOA; while those incurred on or after October 01 have been allocated to the new fiscal year LOA. 

At the bottom on the screen on the left there is a drop down tool labeled: How to Allocate.

Open the drop down list and select By FY Auto, then select the Allocate Expenses button and all expenses associated with this document are automatically allocated based on fiscal year. 
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	Slide 42:  Local Vouchers
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Local vouchers cannot be processed with two fiscal year LOAs.  

If different fiscal year LOAs are required, then the traveler must create separate local vouchers.

Local vouchers for the current fiscal year should be approved before the accounting system shutdown to ensure processing is completed prior to the accounting system shutdown.

If processing cannot be completed prior to the shutdown, the payment will not be processed until the obligation receives the POS ACK stamp, which will not occur until after the accounting system resumes processing.

Local vouchers using new fiscal year LOAs can be approved, but they will be held until funds are released.
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	Slide 43:  Default LOA Update
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	1. Draw a line under “Update Default LOA(s)”.
2. Insert an arrow to point out “Organization Name”.
3. Insert an arrow to point out “Existing Default LOA”
4. Insert an arrow to point out “New Default LOA Label” drop down.
5. Insert an arrow to point out “Include All Users”
6. Insert an arrow to point out “Submit”.
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	All travelers have default LOAs in their DTS personal profiles and it should be changed or updated at the start of the fiscal year. 

The DTA must use the Maintenance Tool’s Lines of Accounting module to make the update.

When the module opens, select Update Default (LOAs) to access the screen displayed on this slide.

Open the Organization Name dropdown and select the organization that needs the new default LOA; but eave the Existing Default LOA Label field blank.

Next, open the New Default LOA Label dropdown list and select the new LOA and check the Include All Users box and Submit to complete the action.

This process must be repeated for each sub-organization.
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To bring this class to a close, here are a few key points to remember.

Services and Agencies determine their accounting system shutdown periods and DTS never shuts down when these partner accounting systems close.

There are three options for creating new LOAs for a new fiscal year:
· Rollover using the default rules
· Rollover using custom rules, or
· Copy existing LOAs 

Crossover travel occurs any time any part of a traveler’s itinerary crosses over two or more fiscal years.

Travelers can create an authorization during the current fiscal year for travel that occurs during the next fiscal year.
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But the AO cannot approve this type of authorization until the new LOAs have been created and funds have been released.

If the current and pending new fiscal year lines of accounting are both available to the traveler when they create an authorization with a crossover itinerary, an amendment is not required.

If only the current fiscal year LOA is available to the traveler when they create an authorization with a crossover itinerary, then an amendment is required in order to add the new LOA.

Local vouchers cannot be processed with two LOAs for two different fiscal years.

And the default LOA in every traveler’s DTS profile should be updated at the start of each new fiscal year.
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This concludes our class, which means the closing lobby is about to open and the audio broadcast will stop; but the chat box will still be available for questions. 
  
The lobby will stay open for an hour and we will monitor the chat box for at least the next 15 minutes.  
  
When the screen changes we hope you will fill out the polls on the left and the ICE card that opens on your screen; your feedback is an important part of our continuous improvement plan. 
  
If you did not get them earlier, the class slides will be available for download along with links to our website and TraX. 
  
The website and TraX are great resources for information on DOD travel, on demand DTS training demos and more. 




Distribute ICE card link: 
	
WWW

	Push the ICE card link out to participants after posting the “Thank You” slide.
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	Slide 46: Thank You For Attending
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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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ACTIONS PRIOR TO SIGNING 

TRAVELER:
Add expenses > select LOAs for both FYs

	If new FY LOA not available > Document end date is 30 Sept. 









ALL OTHER ACTIONS OCCUR AS USUAL:

Traveler applies SIGNED stamp
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AO applies APPROVED stamp

CTO tickets flights 3 days prior to departure
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“Traveler is expected to return on {date}, so this travel crosses fiscal years. 

This authorization includes both fiscal year itinerary and expenses.”
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ADD NEW EXPENSES
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Add expenses for the new fiscal year as appropriate.  



Examples may include hotel taxes and return taxi rides.
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LOCAL VOUCHERS 

• Cannot be process with two Fiscal Year LOAs

• Should be approved before shutdown  to ensure 

processing prior to shutdown

• If not completed prior to shutdown;

no payment until obligation stamped POS ACK

• Docs using new FY LOA:

• Can be approved

• Held until release date
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Summary

• Services and Agencies define their own dates for shutdown 

• Three (3) options for creating new FY LOAs

• Crossover travel involves 2 or more fiscal years

• Documents can be created with crossover dates

• AO can’t approve crossover travel until the new LOA are built 

and funds are available

• Authorization Itineraries:

– Don’t need to be amended if built with both fiscal year LOAs

– Must be amended if only the current fiscal year LOA was available

• Local vouchers can not be processed with 2 fiscal year LOAs

• Default LOA should be changed annually in traveler profiles
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Crossover travel involves 2 or more fiscal years

Documents can be created with crossover dates
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Authorization Itineraries:
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Must be amended if only the current fiscal year LOA was available
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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 3 polls in the lobby

o

Fill out ICE card when it opens

Use the lobby resources:

o

Download class slides

o

Use links to DTMO website & TRAX

CLASS CLOSING LOBBY


Microsoft_Office_PowerPoint_Slide39.sldx


Lobby set-up:

	Instructor audio turned off

	Questions answered for 15 minutes

	Lobby stays open 60 minutes



Please help us evaluate:

  Complete 3 polls in the lobby

  Fill out ICE card when it opens



Use the lobby resources:

	Download class slides

	Use links to DTMO website & TRAX

CLASS CLOSING LOBBY
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THANK YOU FOR ATTENDING 

DISTANCE LEARNING

For a three month schedule of 

DTMO distance learning classes

Go to the 

DTMO Website > Training Resources Center
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F-210 CLASS OVERVIEW

Topic: Fiscal Year (FY) Crossover process as it 

applies to the Defense Travel System

Time: Approximately 45 minutes

Target Audience:  

Finance and Budget DTAs

Not appropriate for travelers

Pre-Requisites:

None required; 

DTS experience or knowledge suggested

2


Microsoft_Office_PowerPoint_Slide1.sldx
F-210 CLASS OVERVIEW

Topic:   Fiscal Year (FY) Crossover process as it applies to the Defense Travel System



Time:     Approximately 45 minutes



Target Audience:  

	Finance and Budget DTAs
Not appropriate for travelers

	

Pre-Requisites: 

	None required; 

	DTS experience or knowledge suggested

	

	 	

	

2





Defense Travel Management Office

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

This class has been designed to educate Finance Defense Travel Administrators or FDTAs and Budget Defense Travel Administrators or BDTAs regarding fiscal year crossover as it applies to the Defense Travel System.

 

This class should be considered an orientation or basic overview of the Fiscal Year (FY) Crossover process. The session is approximately 45 minutes long.

 

The content is intended for Finance and Budget Defense Travel Administrators (FDTA/BDTA); it is not appropriate for travelers.

 There are no recommended training pre-requisites for this course; although a working understanding of DTS or some DTS experience will be helpful.
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TECHNICAL ISSUES?

•

AUDIO GAPS

•

SLOW SCREEN CHANGES

•

DISCONNECTS 



Exit class



Close all other software applications



Log back into class 



Check with local IT staff

If problem persists call the DISA Help Desk: 

1-800-447-2457
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AUDIO GAPS

SLOW SCREEN CHANGES
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Exit class

Close all other software applications

Log back into class 

Check with local IT staff



If problem persists call the DISA Help Desk: 

1-800-447-2457





Defense Travel Management Office

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

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.
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SELECT:

GUEST

ENTER:

FULL NAME + SERVICE/AGENCY INITIALS

ATTENDANCE CREDIT

Helen  Smith/DTMO     
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TRAINING OBJECTIVES

• Roles and responsibilities

• Accounting shutdown periods

• Creating new FY LOAs

• Rolling over LOAs into new FY

• Traveling in the next FY

• Traveling during FY Crossover

• Amendments and Local Vouchers

• Advances and Scheduled Partial Payments

• Updating default LOA in travelers’ profile
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ROLES AND RESPONSIBLITIES 
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LOA CREATION OPTIONS

Selects new FY LOA creation method



Default rules

OR



Custom rules

OR



Copy function
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FY SHUTDOWN PERIODS 

• Most partner accounting systems shut down 

• Contact your FDTA for details and dates

• DTS never shuts down due

to FY Crossover

• Complete current year docs

before shutdown
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FY Crossover and Affected Partner Systems

DEFENSE TRAVEL MANAGEMENT OFFICE

THE DOD CENTER FOR TRAVEL EXCELLENCE

Y — -0

) pTS is availabte. () EWTS is available.

«@% Defense Travel
Era of Govar)

3 ANewE

o Welcome to |

DEFENSE TRAVEL SYSTEM

User Roles Programs & Services > Defense Travel System > FY Crossover and Affected Partner Systems
HIEEETimeltsers FY Crossover and Affected Partner
Change Management sy5tems L‘m %U CK LINKS
= AN ESOURCES
Recent Software Updates Due to the Fiscal Year Crossover and its impact on accounting activities, the
following schedule is provided to announce the accounting system unavailability
periods as well as the next fiscal year transaction release date as provided by the H Guide to Establishing LOAs and
partner accounting systems. Please note that this is an annual process that Budgets for the New Fiscal Year

impacts accounting systems during the end of the fiscal year. Since DTS is a
system of systems; even if DTS as well as your accounting system is available,

W 5 T
this does not mean that every system in the network is available. Guide toiProcessing Authiorizations

for the New Fiscal Year

This table will be updated as additional information is provided by the partner » —
accounting systems.

Please note that DTS will be available to process travel documents, but you may experience accounting-related delays including
settlement vouchers between the 26th of September and 15th of October. Please contact your ODTA, FDTA, or LDTA for more

information.

Expected System Down Time FY 11-12 (As of 4/26/2011)
Partner System | Date Down | Date Back Up | FY 12 Transaction Release Date
CABS TBD TBD 10/3/2011
CAFRMS TBD TBD 10/14/2011
CUFS N/A N/A TBD
DAI N/A N/A 91712011
DBMS N/A N/A 10/3/2011
DEAMS N/A N/A 10/1/2011
DIFMS N/A N/A 10/7/2011
DWAS TBD TBD 10/10/2011
EBIZ N/A N/A 10/3/2011
EBS TBD TBD 10172011
FMS FACTS N/A N/A 10/2/2011
GAFS-BQ/DTS TBD TBD 10/8/2011
GFEBS TBD TBD 10/1/2011
IMPS N/A N/A 91712011
LMP TBD TBD 10/2/2011
MSC-FMS N/A N/A 10172011
NAVY ERP TBD TBD 101/2011
SABRS TBD TBD 10/4/2011
SIFS TBD System terminates TBD
SOMARDS TBD TBD 10/2/2011

http://www.defensetravel dod.milfsite/fycross.cfm[8/10/2011 10:53:17 AM]






image1.jpeg









ls SHUTDOWN SCHEDULE






image32.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

DEFAULT  ROLLOVER LOAs

11

Automatically update FY and PY elements

Empty elements remain empty

Other elements copied into new LOA


Microsoft_Office_PowerPoint_Slide10.sldx
DEFAULT  ROLLOVER LOAs

11



Automatically update FY and PY elements

Empty elements remain empty

Other elements copied into new LOA





Defense Travel Management Office

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

image3.png

&)

Copy of F-210 FY Xover v4.0 (7-27-11).docx [Compatibilty Mode] - Microsoft Word _ax

Pagelayout  References

Mailings ~ Review  View  Acrobat ©

Copy of F-210 FY Xover w Notes (7-27-11).ppt [Compa

Home | Inset  Design  Animations SlideShow  Reviey

|

= %
% |[fa e |l
B 1 nsBbCe tazicl AaBbl A (B B S
e @ B I U - x x||5E B ange |[Eaiting Paste gl New o [|[B 2 U ke 8 K- AarflA
s @ A anl & o] || @ [R[4] [ fCorton et theadnga [ cange e i B =
Clipboard ™ Font ] Paragraph 5 Styles. = — — — = =
E IGXk=0d9-067FA =

[c]

R

Displa

hitps:/fwww. defensetravel. dod.mill - Fiscal Year Crossover - Windows Internet Explorer,

s Fiscal Year Crossover | creating New Fiscal Year LOAS

o Stamp a

The DTS Fisg
changing the|

Default Option to Rollover LOAs

Default rollover rules autamatically update fiscal year and program year elements in
each LOA based on a unigue set of rules defined for each format map.

Rollover Line(s) of Accounting - Select Rules

Selected Format Map _ Default Rollover Element(s) Defaut Rulef(s)

Empty (null values for Marine Corps FY elements are not rolled over.
X values for Marine Corps FY elements are not rolled over.
Non-empty (FY and PY) elements are rolled to new fiscal year

Account 2 FY

MC 1. 8/1/2001 Account 2 PY

Select Rollover Rules:  [@ _ Use defautt rule(s)

O Use custom rulefs) defined for each LOA

Select the Explore and Apply button to learn how to use the Default option to rollover LOAs.

B E v ond oy

o ® 0 ® ® @ selstextto continue,  Back

Exit  Menu Help Glossary Print Zoom

/ Trusted sies
Click to add notes

=

® Knowlege Manag,

Defense Travel Management Office

Side 13 of 46 | 2 DefauitDesign” | <5 |







image1.jpeg









a DEFAULT ROLLOVER LOAs

«Automatically update Y and PY elements
<Empty elements remain empty
+Other elements copied into newLOA

[ o i i
ettty s






image33.png
6 CUSTOM ROLLOVER LOAS

= User can turn off individual element rules
= Applied to one or more LOAs
= Once applied, DTS no longer auto updates

Rolover Lin(s) of Accounting - Select Rules
SeucdFoma i O Rl Ennets) Ddt )

gl s Copt Y st s 1 o
X sl o Y st

eongy Y rd Y) dsts e ok

ue

sy

St Relon R i

@ Uscuton il et b e 08





image34.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

COPY LOA – MANUAL ROLLOVER

Creating new LOA with copy feature:



Duplicate all existing LOA elements



Edit any format element of new LOA



Select organization to use new LOA



Create empty quarterly budget shell for new LOA



Name new LOA and new budget shell

13

COPY FUNCTION:

o

Display all format elements

o

All elements open to editing

o

Only copy one LOA at a time


Microsoft_Office_PowerPoint_Slide11.sldx
COPY LOA – MANUAL ROLLOVER

Creating new LOA with copy feature:

Duplicate all existing LOA elements

Edit any format element of new LOA

Select organization to use new LOA

Create empty quarterly budget shell for new LOA

Name new LOA and new budget shell




13

COPY FUNCTION:

Display all format elements

All elements open to editing

Only copy one LOA at a time







Defense Travel Management Office

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



13



image3.png

s Hame: HELEN CARSON
Defense Travel System Qoo hecess ToaDTI0CSD DTAone | e fo tis Srsen | Logous
ANew Era of Government Travel Permission:0,1,2,3,4,5,6 DTA Maintenance

Run Date: June 16, 2010 - 14:21 EDT
Lines of Accounting.

Lines of Accounting (Search Resutts)

Organization Name: TDZDTHOCSD .
Include Sub-Organizations: No 0 Loste o 1
Format Map:
Select to
Link to
Delete or Rollover Edit Organization Name. Label Shared  Format Map in

TDZDTMOCSD 10 CONFERENCE No  MC 1, 8/1/2001  Niew Budast
TDZDTMOCSD 10 CROSSOVER  No  MC 1, 8/1/2001  ew Budost
TDZDTMOCSD 10CsD Yes  MC1,8/1/2001 new Budest
TDZDTMOCSD 10 DIFF No  eBiz 2, 212012003 new Budget
TDZDTMOCSD ~ 10FMSTRAINNG No  AF 2, 9/29/2003  New Budgst
TDZDTMOCSD 10 LOCAL No  MC1,8/1/2001 new Budget
TDZDTMOCSD 10MEDICAL  No  AF 2, 9/29/2003 new Budest
TDZDTMOCSD 10PERDIEM  No  ARMY 3, 6/6/2003 new Budaet
TDZDTMOCSD 10PERDEM  Yes  AF2 9/29/2003 new Busgst
TDZDTMOCSD 10 SUPPLY No  WAAS 1, 8/7/2002 new Budget
TDZDTMOCSD 10 TRAVELTEAM1 No  AF 2, 9/29/2003 New Budast

[___Delete Selectedionthis page) ] [ Rollover Selected (onthis page) ]
- 11oi 1







image1.jpeg









acow LOA - MANUAL ROLLOVER

Creating new LOA with copy feature:
 srstng LOA semar:

sz reu L0
 nosset nel forra LOA

il ements opents eding
Only copy onelOA ata time






image35.png




image36.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

COPY – RULES TO REMEMBER

Per DTS rules; 

New copies of LOAs:



Only created one (1) at a time



Fiscal Year element is not automatically changed



FDTA must change data elements; reflect any FY changes



BDTA must add fund targets to new budget shell

14


Microsoft_Office_PowerPoint_Slide12.sldx
COPY – RULES TO REMEMBER

Per DTS rules; 

New copies of LOAs:



Only created one (1) at a time



Fiscal Year element is not automatically changed



FDTA must change data elements; reflect any FY changes



BDTA must add fund targets to new budget shell





14







Defense Travel Management Office

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

image3.png

(- Fiscal Year (FY) Crossover - Windows Internet Explorer

&) = |1 htpsiljwm. defensetravel dodmijnbrainingiFY_Crossaver/launch himitd="7Bts:20%27201192D08%2023% 2011 :3A40%:3447%:27%70% ¥ |8 Live search

Fle Edt View Favortes Took Help

i Favortes hitps:/fwww. defensetravel. dod.mill - Fiscal Year Crossover - Windows Internet Explorer,

| @riscal vear (Pv) crossover

Fiscal Year Crossover Creating New Fiscal Year LOAS

‘Welcome to Fiscal Year (F

The purpose ofthis class i
functions. Students vill ais
“This class takes an averagd Checkpoint
the module. Your time may

If prior year funds can be used to create new documents, then the LOAS should be deleted
You may complete this clas|
notretain a record of your p VD R

S Choose an appropriate option and select Submit.

O Tne
Operating systems
Processor:Plll and 4 O Faise
Wemry: 54 B of R
Browsers: S Infern
JavaScript should b
Golor resolution: 16
Screen resolution: B

System Requirements to g

= 100% &
Select Next to continue. Back@ 08 of 08 @ Next

Help Glossary Print  Zoom

/ Trusted sites h - R00% -

/ Trusted sies

e Support .. | (& M 3 B 1144






image1.jpeg









a COPY —RULES TO REMEMBER

e OTS s
Newoons ortonss i






image37.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

DEFAULT OPTION: ROLLOVER LOAs

15


Microsoft_Office_PowerPoint_Slide13.sldx
DEFAULT OPTION: ROLLOVER LOAs





15









Defense Travel Management Office

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



15



image3.png

User liame: HELEN CARSON Sereen D: 7000.1

Defense Travel System e ey ToReTOeD DIAtone | Heforths Screen | Losou
ANew Era of Government Travel Permission:0,1,2,3,4,5,6 DTA Maintenance

Run Date: June 16, 2010 - 12:41 EDT

DTA Tools:

DTARaintenance ome
(Organizations.

Routing Lists
(Groups. the DTA Maintenance Tool

People . authorized DTAS with the ability to create and modify rganizations. routing lists. groups, people. and lines of
ines of Accounting

Mcoesion Travel ). Please select an option from the DTA Tools dropdown menu above.

Your Maintenance Tool Permissions:
« You have the proper permissions to edit organizations
« You have the proper permissions to edit routing lists
« You have the proper permissions to edit groups
« You have the proper permissions to edit people
« You have the proper permissions to edit ines of accounting (LOAS)
« You have the proper permissions to edit permissions
« You do NOT have the proper permissions access MIS
« You do NOT have the proper permissions access ROA






image1.jpeg









DEFAULT OPTION: ROLLOVER LOAS.






image38.png
EDEFAULT OPTION: SEARCH FOR LOAs

o m
| o |

DTA Maintonance

O Defense Travel System
AeuEaolGommen Tt

07 o R s 0%

Search Lines of Accountng
e Y 08l
Fomslis: v
Omazeree 0008 V12 (-re b Oz
Um0t 0

Gzl




image39.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

DEFAULT OPTION: SELECT LOAS

17


Microsoft_Office_PowerPoint_Slide14.sldx
DEFAULT OPTION: SELECT LOAS

17











Defense Travel Management Office

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

 

17



image3.png

htp:/hwww. defensetravel. dod.mil/Docs/Establish_LOAs_for_the_New_Year. pdf - Windows Internet Explorer

|81 hitp: /i defensetravel.dod.mi{Docs/Estabish_LOAS_for_the_New_Year pdf |8 Live search

Fle Edt GoTo Favorles Help

| x @coment -

i Fevories | 5 ] LogIn Facebook ] About.com ] DTHO Website £]DCO ] TRAX

@ . defensetraveldod mifDocs Establsh L0

% $[7 iz Ik

Bookmarks

.
[E] Revision History

EE] CHAPTER 1: Overview of
Establishing Lines of
Accounting and Burdgets

] 1.1 FDTA and BDTA
Responsiilies

] 12108 List
] 1.3 Reference Materials

E1E] CHAPTER 2: DTS Fiscal Year
Rollover Feature

= ] 2.1 Roll Over LOAs Using
Default Rules

£ 2.1.1 Error Correction

8] 2.2 Roll over LoAs Usig
Custom Rules

] 2.2.1 Error Correction

] 2.3 Rol Over LOAs Using
the Copy LOA Feature
[ 231 Creating an LOA
and a Quarterly Budgst
shell
1] 2.4 Updating the Budget
Shell after Creating New
Fiscal Year LOAS)
] 25 LOa Placeholders and
BLciget Item Wikl Cards
] 2.6 No-vear and
Mult-Year Funds
] 2.6.1 Current Quarter
Tracking: Rolls Over
LOAS and Updates
Labels
[£] 2.6.2 Fourth Quarter
Tracking: Does Not

Defense Travel System

ANewEra of Govemment Travel F i
R Do dune 15,2011 <1951 07 DEAN s tahsce)

DTA Tools: [ESSPEJRRRPRR) <.orch LOA(S) | Create LOA(S) | Update Delaut LOAG) | Mass Updte | Mass Copy | Vi ) st

Lines of Accounting (Search Resuits)

‘Organization Hame: TOZETRANIIG, Loe

Inciuds Sub-Organizations: Ye< -
Format Map- Unbudgeted LOA(S) Only- 1>

Select 1o
Dl or Rollover

& (5-0rsFurdng ] TOZKMBTRANNG 11 CONFERENCE Mo MC1. B1/2001 oo muten
g (0ufwdng J OHWBTRANNG  11L0CAL Mo AF 29292007 new susee
O [ XOuruwdne ) OHUBTRANNG  HROUTNE  No ARMY 3 6612000 sew susee

JOigFundng ) TOZKMBTRANNG 11 TRANING  No  MC 1 8/1/2001  pew suss

Owgarization Kame  Lsbel  Sraed  FomatMamp  Linkto

Sseaal gsrnt

Dolels Seoctscion i page) ]| Rolower Seecied lonhs page)
[T

Figure 2-3: Lines of Accounting (Search Results) Screen

6. Check the box(es) to select the LOA(s) for roll over or use the Select Al link to select all LOAs on
the screen.

Note: The LOAS are listed by organization, LOA label, and format map. The FDTA cannot view the
complete data elements of the LOA once rollover is selected. The FDTA should use the View LOA(s)
List link or Update button to view all data elements and verify the LOA as a candidate for rollover.

7. Select Rollover Selected (on this page).







image1.jpeg









a DEFAULT OPTION: SELECT LOAS %






image40.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

DEFAULT OPTION: SELECT RULES 

18


Microsoft_Office_PowerPoint_Slide15.sldx
DEFAULT OPTION: SELECT RULES 

18







Defense Travel Management Office

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



18



image3.png

User tame: HELEN CARSON ScreenD: 7131
Defense Travel System Qrganizaton Access TOZOTHOCSD DT tome | el forths Sereen | Logout

Group Aceess - ()
A New Era of Government Travel mission: 0,1,2,3,4,5,6 it
Run Date: June 1, 2010 - 14:33 EDT DTA Maintenance

brAToo

Rollover Line(s) of Accounting - Select Rules

Selected Format Map  Default Rollover Element(s) Default Rule(s)
[—— Empty (null) values for Marine Corps FY elements are not rolled over.
MC 1, 8/1/2001 A X values for Marine Corps FY elements are ot rolled over
Non-empty (FY and PY) elements are rolled to new fiscal year
P — Empty (nul) values for Army PY and FY elements are not rolled over
ARMY 3,6/6/2003 [ EENN ZEL X values for Amy FY elements are not rolled over

Non-empty (FY and PY) elements are rolled to new fiscal year

Select Rollover Rules: @ Use default rulef(s)
O Use custom rule(s) defined for each LOA







image1.jpeg









a DEFAULT OPTION; SELECT RULES

[r——






image41.png
5 DEFAULT OPTION: DEFAULT RULES

Defense Travel System
) i

AewEf Gt el

OTA Maintenance

e s | w0

it i et

Rolove i) of Accounting - Deaul Rules sy st b v

Ccpen aa fomally e
© O Touemesc  vowsers  covam ()
8 0 weewwss  noew  eoww ()
© 0 meewwse  nmme  mmean ()
B0 mowemess  nwesc  wiwn ()





image42.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

DEFAULT OPTION: CONFIRM LOAs

20


Microsoft_Office_PowerPoint_Slide16.sldx
DEFAULT OPTION: CONFIRM LOAs

20











Defense Travel Management Office

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



20



image3.png

User liame: HELEN CARSON Sereen D:7716.1

Defense Travel System Qoo hecess ToaDTI0CSD DTAone | e fo this Sreen | Logaut
ANew Era of Government Travel Permission:0,1,2,3,4,5,6 DTA Maintenance

Run Date: June 16, 2010 - 14:43 EDT

Lines of Accounting.

Rollover Line(s) of Accounting - Confirm

After the lines of accounting are rolled over into the new fiscal year, you will
not have an option to systematically back out the changes through the DTS
application. If changes are required after the rollover function is completed,
‘modifications wil have to be made to the LOAS through the LOA Mass
Update or the LOA Edit functions.

Would you like to continue with the rollover action or cancel and review your
LOA rollover rules prior to executing the fiscal year rollover?







image1.jpeg









a DEFAULT OPTION: CONFIRM LOAS

[r—






image43.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

DEFAULT OPTION: SUMMARY

21


Microsoft_Office_PowerPoint_Slide17.sldx
DEFAULT OPTION: SUMMARY

21







Defense Travel Management Office

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



21



image3.png

User liame: HELEN CARSON Sereen : 77122

Defense Travel System Qoo hecess ToaDTI0CSD DTA one | el for this Sreen | Logout
ANew Era of Government Travel Permission:0,1,2,3,4,5,6 DTA Maintenance

Run Date: June 16, 2010 - 14:46 EDT

brAToo

Rollover Line(s) of Accounting Summary

2 0f 2 Line(s) of Accounting Successfully Rolled Over
2 0f 2 Empty Budget Shell(s) Successfully Created







image1.jpeg














image44.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

CUSTOM OPTION: SELECT RULES

22

1. DTA Maintenance Tool  > LOA(s)

2. Search for LOA(s) to roll over

3. Check/select LOA(s)

4. Click: Rollover Selected (on this page) button


Microsoft_Office_PowerPoint_Slide18.sldx
CUSTOM OPTION: SELECT RULES

22







DTA Maintenance Tool  > LOA(s)

Search for LOA(s) to roll over

Check/select LOA(s)

Click: Rollover Selected (on this page) button





Defense Travel Management Office

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



22



image3.png

User liame: HELEN CARSON Sereen D:7713.1

Defense Travel System Qoo hecess ToaDTI0CSD DTA one | e for this Sreen | Logaut
ANew Era of Government Travel Permission:0,1,2,3,4,5,6 DTA Maintenance

Run Date: June 17, 2010 - 07:56 EDT

Lines of Accounting.

Rollover Line(s) of Accounting - Select Rules
‘Selected Format Map | Defautt Rollover Element(s) Defaut Rule(s)

Empty (null) values for Marine Corps FY elements are not rolled over.
X values for Marine Corps FY elements are ot rolled over
Non-empty (FY and PY) elements are rolled to new fiscal year

Account 2 FY

MC 1. 8/1/2001 A

Select Rollover Rules: O Use default rulefs)
@©  Use custom rule(s) defined for each LOA







image1.jpeg









g CUSTOM OPTION: SELECT RULES






image45.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

CUSTOM OPTION: CUSTOM RULES 

23


Microsoft_Office_PowerPoint_Slide19.sldx
CUSTOM OPTION: CUSTOM RULES 

23







Defense Travel Management Office

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



23



image3.png

hitp:/hwww. defensetravel. dod.mil/Docs/Establish_LOAs_for_the_New_Year. pdf - Windows Internet Explorer

|81 hitp:fwiw defensetravel.dod.mi{Docs/Estabish_LOAS_for_the_New_Year pdf )[4 ][ x| [ ive search Pl # Find
i Replace
3 select~

Editing

mange Quick ™~
~ Styles

Drawing

Fle Edt GoTo Favortes Help | x @coner - st

Google

i Favorites | i3 ] LogIn Facebook ] About.com ] DTHO Website £]DCO ] TRAX

@t cefensetraveldod i Docs Establsh L0

® $zin G

B sookmarks 4. Complete the Rollover LOA(s) to Fiscal Year and the Empty Budget Shell(s) Fiscal Year fields
(Figure 2-10).

[£] Revision
History o
B cHAPTER Defense Travel System

AMew Era of Government Travel -
1

Overview
of
Establishi

B 11

S
e | o tor v Scsn | st
DTA Maintenance.

De

R

el Mamsgement O

LES

DTA Tools: eorch L OAS) | Create LOALS) | Updse DefustLOALS) | Mass Updars | Mass Copy | View LOAS)List

Rollover Line(s) of Accounting - Custom Rules in emsty budsst shel il ns bo crsstedf Crests Bucet s ol checked )* Requisd

o Rolor LOAS 0 Fical Year™ 22|
ond oo LOA) t Fiseal Ve
a0TA Sy Budget Sl sl Year. 2012 |
Respon CoctoBudgat Shard  Sobct RollwerFisds)  Ognizatontome  Labol  Famallap  Praien
Bz AR ME ol 11 TRANIN 18172001
i} 1B O e vy TOIKUBTRANG | 11TRANNG. G 157200

ol L o osouning

List

L]
Refere
nce

Figure 2-10: Rollover Line(s) of Accounting - Custom Rules Screen

S cHaPTER
2:078 Page2$
Fiscal
Year
Rollover

=] 2.1Roll
Over
Loas
Using
Default

21
1
Emo

s
corr

DTS Guide to Establishing LOAs and Budgets for the New Fiscal Year, Version 10.0, Updated 7/15/11

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

Chapter 2: Fiscal Year Rollover Feature

If the box under the Select Rollover Field(s) column is checked when the screen opens: The value
populated for the LOA account element will roll over into the Rollover LOA(s) to Fiscal Year field for the
=] 22Rol new LOA. If the box is cleared, the value will not change.

ss0xilooin o

Unknown Zone







image1.jpeg









a CUSTOM OPTION: CUSTOM RULES %






image46.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

CUSTOM OPTION: DATA ELEMENTS

24


Microsoft_Office_PowerPoint_Slide20.sldx
CUSTOM OPTION: DATA ELEMENTS

24











Defense Travel Management Office

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



24



image3.png

Format Map:  MC 1. 8/1/2001
Organization Name:  TDZDTMOCSD

LOA Data Elements

AAA or DTST: * 067400 (60rDTST)
Account 1
DTST Subfield (14)
DEPT: (2)
2] (2)
Account 2 PY: [11 (2)
APPR: (1106 | (4)
SH: (2720 | (4)
ocisoc: (2100 | (4)
Account 3 BCN: (67415 | (5)
SA )
AmA- (067400 | (6)
Account 4
LLCPT) (2)
cc: [16aA17085000 | (12)
Account 5
MAC:  M20175 (6)
FA- |52 (2)
we: [0 (2)
Account 6 Fc: B | (2)
cac: (o001 | (4)
BRC (2)
RON (15)
Account 7
RBC 1)
LY (4)
Account 8 DSSN: (9400 | (4)
ACRN:  AA | (2)
Account 9 1BOP (4)
T (2)
Loc (2)
Account 10
FCN (3)
FLN (3)

Close Window






image1.jpeg









a CUSTOM OPTION: DATA ELEMENTS

IR






image47.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

CUSTOM OPTION: ROLLOVER 

25


Microsoft_Office_PowerPoint_Slide21.sldx
CUSTOM OPTION: ROLLOVER 

25







Defense Travel Management Office

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



25



image3.png

hitp:/hwww. defensetravel. dod.mil/Docs/Establish_LOAs_for_the_New_Year. pdf - Windows Internet Explorer

|81 hitp:fwiw defensetravel.dod.mi{Docs/Estabish_LOAS_for_the_New_Year pdf )[4 ][ x| [ ive search Pl # Find
i Replace
3 select~

Editing

mange Quick ™~
~ Styles

Drawing

Fle Edt GoTo Favortes Help | x @coner - st

Google

i Favorites | i3 ] LogIn Facebook ] About.com ] DTHO Website £]DCO ] TRAX

@t cefensetraveldod i Docs Establsh L0

® $zin G

B sookmarks 4. Complete the Rollover LOA(s) to Fiscal Year and the Empty Budget Shell(s) Fiscal Year fields
(Figure 2-10).

[£] Revision
History o
B cHAPTER Defense Travel System

AMew Era of Government Travel -
1

Overview
of
Establishi

B 11

S
e | o tor v Scsn | st
DTA Maintenance.

De

R

el Mamsgement O

LES

DTA Tools: eorch L OAS) | Create LOALS) | Updse DefustLOALS) | Mass Updars | Mass Copy | View LOAS)List

Rollover Line(s) of Accounting - Custom Rules in emsty budsst shel il ns bo crsstedf Crests Bucet s ol checked )* Requisd

o Rolor LOAS 0 Fical Year™ 22|
ond oo LOA) t Fiseal Ve
a0TA Sy Budget Sl sl Year. 2012 |
Respon CoctoBudgat Shard  Sobct RollwerFisds)  Ognizatontome  Labol  Famallap  Praien
Bz AR ME ol 11 TRANIN 18172001
i} 1B O e vy TOIKUBTRANG | 11TRANNG. G 157200

ol L o osouning

List

L]
Refere
nce

Figure 2-10: Rollover Line(s) of Accounting - Custom Rules Screen

S cHaPTER
2:078 Page2$
Fiscal
Year
Rollover

=] 2.1Roll
Over
Loas
Using
Default

21
1
Emo

s
corr

DTS Guide to Establishing LOAs and Budgets for the New Fiscal Year, Version 10.0, Updated 7/15/11

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

Chapter 2: Fiscal Year Rollover Feature

If the box under the Select Rollover Field(s) column is checked when the screen opens: The value
populated for the LOA account element will roll over into the Rollover LOA(s) to Fiscal Year field for the
=] 22Rol new LOA. If the box is cleared, the value will not change.

ss0xilooin o

Unknown Zone







image1.jpeg









a CUSTOM OPTION: ROLLOVER






image48.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

CUSTOM OPTION: CONFIRM 

26


Microsoft_Office_PowerPoint_Slide22.sldx
CUSTOM OPTION: CONFIRM 

26







Defense Travel Management Office

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



26



image3.png

User liame: HELEN CARSON Sereen D:7716.1

Defense Travel System Qoo hecess ToaDTI0CSD DTAone | e fo this Sreen | Logaut
ANew Era of Government Travel Permission:0,1,2,3,4,5,6 DTA Maintenance

Run Date: June 17, 2010 - 08:48 EDT

Lines of Accounting.

Rollover Line(s) of Accounting - Confirm

After the lines of accounting are rolled over into the new fiscal year, you will
not have an option to systematically back out the changes through the DTS
application. If changes are required after the rollover function is completed,
‘modifications wil have to be made to the LOAS through the LOA Mass
Update or the LOA Edit functions,

fFthe LOA Iabel that will be created for the LOA rollover action already exists
in the organization, DTS will construct a unique label for the rolled over LOA
by appending an "X" to the current LOA label. enabling a user to iniiate the
rollover action for an LOA, two (2) times

Would you like to continue with the rollover action or cancel and review your
LOA rollover rules prior to executing the fiscal year rollover?
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Defense Travel Management Office

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

Select one question; create the poll before class starts for distribution at this point.

 

1. True or False: 
Receipts are required for all lodging and any expense greater than $75.

CORRECT RESPONSE: TRUE

 

2. True or False: 
Adding a new expense item in a voucher automatically deletes any previously entered estimate for that item.

CORRECT RESPONSE: FALSE

 

IMPORTANT TRAINER 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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Defense Travel Management Office

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

To create a single LOA and an empty budget shell you will access the DTA Maintenance Tool

 

And select Lines of Accounting. 

 

The Search Lines of Accounting screen will display.

 

From here, enter the Organization Name and select Search to find the LOAs needed in the new FY.
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Now that you’ve created the new FY LOA, we need to talk about how to manage actual travel during this time period.

 Please note however, that if your organization has local business rules that prohibit the rollover of LOAs until the new FY funding is in place, there will be no change to your process.

 

A traveler may create an authorization in the current FY for TDY that starts in the upcoming FY. 

 For example: The authorization is created on 15 September for travel that starts on 12 October.

 

Generally the AO should not approve authorizations created in DTS for travel that begins in a future FY until the Finance or Budget DTAs establish the new fiscal year LOAs and establish funding for the new budgets.



If the trip requires ticketing before the AO can approve the document in DTS, the traveler should follow local business rules for approving transportation with verbal orders. The verbal approval allows the CTO to ticket reservations that could not be booked through the DTS Reservations module. And the AO must approve the document as soon as possible after the new FY funding has been finalized.





32



image3.png







image4.png







image5.jpeg







image1.jpeg









a TRAVEL IN NEXT FISCAL YEAR

o Trsvaiarmay crsts suth forTOY in next FY

o A0s may not approve untisfarnewLOAS snd
budgaisasisbisnad

o 403 may 2pprove nextevalin next Y

i i
nextFiscal vear LOA H

[t 23






image56.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

FY CROSSOVER TRAVEL

TRAVELER: 

Creates authorization, includes all TDY dates

Uses trip end date to populate all reservations
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AUTHORIZATION: TDY NEXT FY 

Create the auth in usual way:

Enter itinerary

Select travel arrangements

Enter associated expenses 

AND

Enter correct per diem entitlements

Select new FY LOA if available 

OR

Leave LOA blank if FY LOA not available
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ACTIONS PRIOR TO SIGNING 

TRAVELER

:

Add expenses > select LOAs for both FYs

If new FY LOA not available > Document end date is 30 Sept. 

ALL OTHER ACTIONS OCCUR AS USUAL:

o

Traveler applies SIGNED stamp

o

CTO books reservations

o

AO applies APPROVED stamp

o

CTO tickets flights 3 days prior to departure
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“Traveler is expected to return on {date}, so this travel crosses fiscal years. 

This authorization includes both fiscal year itinerary and expenses.”
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