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About This Guide



This Instructor Guide for Distance Learning Classes will enable you to train online class participants on specific aspects of the Defense Travel System. 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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The following legend provides descriptions of the icons used in this guide.
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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)







Opening the Class
	[bookmark: _Toc295118137]
Welcome                                                               5 Minutes pre-class start time



 Display: 
	
	Slide1: Welcome to DTS Document Processing
 

	




NOTE TO INSTRUCTORS ONLY
	
	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.



 Welcome participants: 
	
	
Hello, my name is (insert name); I will be your instructor today.

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

Welcome to T-101 DTS Document Processing – Authorizations.








Display:
	
	Slide 2: Topic, Target Audience, Pre-Requisites

	




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




        Ensure all participants have signed into the appropriate class:
	
	


This class only covers creation of an authorization in DTS. 

Creation of a Voucher is covered in distance learning class T-102.

The session today is 60 to 70 minutes long; depending on how many questions we have during class.

This class is intended for Travelers or anyone who makes travel arrangements for others, such as NDEAs or those who approve travel orders, such as Authorizing Officials.

There are no training pre-requisites for participation in this session.








Display:
	
	Slide 3: Technical Issues?


	



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




Explain:
	
	
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:
	

	Slide 4: Attendance Credit

	




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



       Explain: 
	
	
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.











    Display:
	
	Slide 5: Communicating in Class

	
 (
2
) (
1
)


   
    Highlight:
	
	Draw a box around the icon with the raised hand.
Draw a box around the chat box text entry area.


    Explain:
	 (
1
)
	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. 

	
	
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.




	[bookmark: _Toc295118138] Training Objectives
	                    2 Minutes


   
          Display:
	
	Slide 6: Training Objectives 

	




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




          Explain:
	
	
Creating an authorization is the first step in a streamlined, paperless travel and reimbursement process. 

In this session you will learn to complete all the critical steps needed to create a pre-travel document.  

After completing this topic, you will be able to:
Create an authorization in DTS
Complete a TDY trip itinerary
Make travel reservations for air, rental car, and lodging
Enter estimated mileage and non-mileage expenses
Select lines of accounting when appropriate
Add or modify per diem entitlements
Validate your EFT information and
Sign a completed authorization so it will route for approval







	[bookmark: _Toc295118139]
Authorization Introduction
	
	        2 Minutes



  Display:
	
	Slide 7: DTS Authorization Process

	
 (
1
) (
2
) (
5
) (
4
) (
3
)


 Highlight:
	
	– 5. Draw a box around each text/graphic section as it is reviewed; remove each box before adding the next.


 Explain:
	 (
3
) (
5
) (
4
) (
2
) (
1
)
	DTS has eliminated many of the cumbersome steps previously needed in a paper-based system.  

In this simplified view, you can see that the Traveler, travel clerk, or NDEA first creates the authorization in DTS and stamps it SIGNED.

After the authorization is signed, it automatically goes to the CTO where reservations are made and held. 

Next, DTS automatically routes the authorization to the appropriate organizational reviewers and/or approvers.  

The reviewers must determine if the TDY is mission appropriate and confirm adequate funds are available before stamping it APPROVED.

When the document is approved, DTS notifies the traveler with an auto-generated email.

And finally, tickets are issued and travel advances secured approximately three business days before travel commences.



	[bookmark: _Toc168888451][bookmark: _Toc295118140]
Authorization Set-up & Itinerary 
	                    7 Minutes


         Display:
	
	Slide 8: DTS Home Page

	




          Highlight:
	
	Draw a box around “Official Travel”.



          Explain:
	
	
A DTS authorization can be created by the traveler, or by a designated individual. 

Throughout this class I will reference all actions as things a traveler needs to do in order to create an authorization.

Just keep in mind these same steps could be taken by a Travel Clerk or an NDEA.

To start a new DTS authorization, begin on your Home or Welcome screen.

Mouse over Official Travel on the upper left side of the navigation bar as your first step.






Display:
	
	Slide 9: Access Authorization Module

	
 (
2
) (
1
) 



 Highlight:
	
	Draw a box around the “Official Travel” drop down list.
Mark “Authorization/Orders” with a check or star.



Explain:
	 (
2
) (
1
)
	

When you mouse over Official Travel, the document type drop down appears with five options.
	
Select Authorizations/Orders.




      Display:
	
	Slide 10: Create New Authorization/Order

	
 (
2
) (
1
)



          Highlight:
	
	Draw a box around the bottom half of the screen.
Draw a box around the “Create New Authorization/Order” link



          Explain:
	 (
2
) (
1
)
	


When the Authorizations/Orders screen opens, all previously created authorizations appear at the bottom.

To create a new authorization, select the link on the left labeled: Create New Authorization/Order.

At this point, if you have not previously logged in to DTS, you are prompted to verify certain details of your personal profile.

Once you verify the information, the screen refreshes and opens on the Trip Overview screen.







Display:
	
	Slide 11: Create Itinerary: Enter Departure Information

	 (
3
) (
2
) (
1
)



Highlight:
	
	Draw a line under “Red Star”.
Draw a line under “Starting Point”, “State” and “Search”.
Draw a box around “Starting Location in Profile” box.



Explain:
	 (
3
) (
2
) (
1
)
	
The Trip Overview screen is where you build your TDY itinerary.

If starting point is your RESIDENCE or DUTY STATION, then begin by selecting one or the other from the box on the right.  

You can also manually enter a city name into open text box.

If you elect to manually enter the starting point, then you must use the Search button in the center of the screen to locate the appropriate state or country.



        





  Display:
	
	Slide 12: Create Itinerary: Departing Date & Trip Type

	
 (
2
) (
1
)



     Highlight:
	
	Draw a box around the “Departing On” date field and calendar.
Draw a line under the “Trip Type” menu.


   
          Explain:
	 (
2
) (
1
)
	


Still working in Section A, next select the calendar icon or type the departure date to choose the Departing On date. 
 
DTS also requires you to categorize your TDY by indicating a Trip Type. 
  
To do this, select the drop-down arrow and review the options.  
 











Display:
	
	Slide 13: Trip Type Options

	
 (
2
) (
1
) 



Highlight:
	
	Draw a box around all “Trip Type” options.
Draw a line under the “AA Routine TDY/TAD” option.


  
Explain:
	 (
2
) (
1
)
	


Here is a closer look at the Trip Types available in DTS. 
  
Your usual selection will be the first option which is AA-Routine TDY/TAD.   



   












       Display:
	
	Slide 14: Select Travel Mode & Time

	
 (
2
) (
1
) (
3
)



      Highlight:
	
	Draw a box around “Commercial Air”.
Draw a line under: “Rail”, Rental Car” and “Other”.
Draw a box around “Time”.



     Explain:
	
 (
3
) (
2
) (
1
)
	

Section B of the Trip Overview screen is where you select the mode of transportation; the default is Commercial Air.

Additional travel options are Rail, Rental Car, and Other. 

Selecting “Other” indicates that you do not need to make any transportation reservations in DTS.  

After selecting the mode of transportation, you must select your departure time. 

Although there is no red star, time is a required field.  


   




   Display:
	
	Slide 15: Search TDY Location

	
 (
2
) (
1
) (
3
)



   Highlight:
	
	Draw a line under “Location 1”.
Draw a box around the Location drop-down.
Draw a box around the four “Search by” tools.



   Explain: 
	 (
1
) (
2
) (
3
)
	


Section C is where you indicate your TDY location or destination.

You may type your TDY location into the open text field and select the location from the drop-down that appears.

-OR-

You may use the Location Tools on the right side of the page to search for your TDY location by city, base, zip code, or county.









        Display:
	
	Slide 16: Identify Outbound Travel

	
 (
1
) (
2
)



      Highlight:
	
	Draw a box around the “Location”, “Arriving” and “Departing” fields. 
Draw a box around the calendar inset. 



      Explain:
	 (
2
) (
1
)
	


At this point you are still in Section C of the itinerary; but now the Location 1 search results are visible.

The Arriving On field automatically populates the Departing On date you entered in Section A.

Next, use the calendar icon to select the Deparing On date which should be the date you plan to leave the TDY location.



 






Display:
	
	Slide 17: Identify Additional Reservations

	
 (
1
) (
2
)


   
Highlight:
	
	Draw a box around section “D”.
Draw a box around the “Yes” and “No” buttons in Section E.


  
  Explain:
	
 (
2
) (
1
)
	 

Continue to Section D and enter check marks if you need Rental Car and/or Lodging reservations.

By doing so you are telling DTS to search for those reservations automatically. 

In Section E select No if your TDY is for only one destination or Yes if the TDY involves multiple locations. 

Selecting Yes provides the option to add another location. 
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     Display: 
	
	Slide 18: Identify Return Travel

	
 (
5
) (
4
) (
2
) (
3
) (
1
)



      Highlight:
	
	Draw a box around “Section B”; remove the box.
Draw a box around “Section C”.
Draw a box around the “Time” function.
Draw a box around “Section E”; including the check box.
Draw a line under the “CTO Full Assistance” button.



      Explain:
	 (
3
) (
2
) (
1
)
	


When you select No, DTS refreshes with Section B now showing the TDY information, along with edit, delete, and add links.

In Section C enter return information including location, trip dates, and trip duration.

In Section D select the mode of transportation for the return trip and the time you want to depart that location.




CONTINUED NEXT PAGE



       
Continue slide 18:
	 (
5
) (
4
)
	


Check the box in Section E when you make reservations outside DTS. 

At the bottom of the screen, there is a button labeled CTO Full Assistance Request.

If you select it, a warning message appears saying this action will cause manual intervention by your Commercial Travel Office and that a fee may be assessed for this support.

Be sure you understand your organization’s local business rules about using the CTO Full Assistance Request before selecting this option.

If you use CTO Full Assistance, confirm the warning message to continue moving forward.






























   Display:
	  
	Slide 19: CTO Full Assistance Screen 

	
 (
2
) (
1
)


    
    Highlight:
	
	Draw a box around the warning message.
Draw a box around the “Send” button.


   
    Explain:
	 (
2
) (
1
)
	


When you confirm the CTO Assistance message, the screen refreshes and a new screen opens to reminder you that a fee will be incurred if you continue.   

Read the auto populated text messages in each box and add information as appropriate, but do not delete any default text.

To request CTO Assistance, select Send Comments to CTO, save your itinerary and  then log out of DTS.

When you receive reservation information and costs from the CTO you can then return to DTS and complete the authorization. 



 





     Display:
	
	Slide 20: Save and Proceed

	




     Highlight:
	
	Draw a box around the “Save and Proceed” button.




     Explain:
	

	

Your next step is to select Save and Proceed at the bottom of the Trip Overview screen.

The itinerary for this single destination TDY is now complete and DTS automatically moves to the reservation module.















	[bookmark: _Toc176781625][bookmark: _Toc295118141]
Air Reservations
	
	       10 Minutes



   Display:
	
	Slide 21: DoD Policy Regarding Use of DTS

	




   Highlight:
	
	No highlights are needed.



   Explain:
	

	
When you select Air as the mode of transportation, DTS searches for flights from the airport closest to the point of departure.

While DTS searches, an image appears on the screen like the one on the left of this slide.

As you have just seen, you can secure  travel reservations for commercial transportation and lodging outside DTS by contacting your CTO directly.

Per DoD policy as found in the JFTR/JTR all transportation reservations that can be made through the CTO must be made through the CTO. 

Which means the use of the CTO for TDY travel arrangements is mandatory. 

Since DTS automatically books reservations through the CTO, using DTS will keep you in compliance with DoD travel policy.
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  Display:
	
	Slide 22: Air Reservations: Screen Review

	
 (
3
) (
2
) (
1
) (
5
) (
4
)



Highlight:
	
	Draw a box around the navigation bar.
Draw a box around the itinerary information in red.
Draw a line under “Skip this flight”
Draw a box around the “Modify Search” tool.
Draw a box around the first flight option.



 Explain:
	
 (
2
) (
1
)
	
This is the air reservation results screen for the sample itinerary just completed.

To start, notice the navigation bar at top of the screen.

DTS moves automatically from one reservation type to another following the selections you made in the itinerary.  

At every step of the process you must either select a reservation or select the skip button.

The departure and arrival details you entered in the itinerary appear in red just below the navigation bar.




CONTINUED NEXT PAGE
   Continue slide 22:
	 (
5
) (
4
) (
3
)
	


Use Skip This Flight if you don’t need a flight for this segment of the flight.  

Next, notice the Modify Search feature on the left side of the screen.

If the initial DTS search results don’t meet your mission requirements, use this tool to change your itinerary and generate new flight options.

If you modify the search, all date changes must remain within the original trip date range identified on the Trip Overview screen.

If you select dates outside this range, DTS will display an error message. 

DTS returns up to 50 flights that display just below the five sorting tabs in the center of the screen.





























   

   Display:
	
	Slide 23: Air Reservations: Request Assistance

	




 Highlight:
	
	Draw a box around “Request Assistance in Booking Flights”.



  Explain:
	
	
Request Assistance in Booking Flights is available at the bottom of the
 air reservation results screens as shown in this inset.

If selected, a pre-populated message to the CTO appears, just like the CTO Full Assistance request option I reviewed earlier.

Again, you can add information to the pre-populated message, but the original text should not be altered.  

Requesting CTO Assistance may trigger a higher CTO touch fee. 

If you don’t know the terms of your organization’s CTO agreement, consult your local business rules before using this option.



   





Display: 
	
	Slide 24: Air Reservations: Sorting Options

	




   Highlight:
	[bookmark: OLE_LINK3][bookmark: OLE_LINK4]
	Stamp a star or check on each point in the blue box as reviewed.


   
      Explain:
	
	

Air reservations in DTS are sorted under 5 tabs according to DoD travel policy; the screen always opens on the left most tab with policy compliant options; but the results can be resorted.

You must select a flight from tab 1 or tab 2 if any are available because these flights are Government contracted and pre-approved for use.
 
Always select from the left most tab when possible.

Departure airports and flight times are driven by information from your itinerary screen.
 
If you select any flight from tab 3 or tab 4 you will be required to enter a justification to your Authorizing Official, regardless of the cost; because these flights may not be Government contracted.



   




       Display:
	
	Slide 25: Air Reservations: TAB 1 & TAB 2

	




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


     
       Explain:
	
	
Let’s look closer at the first two air reservation options.

The first tab is GSA Contracted w/ Limited Availability, the second is GSA Contracted Airfare, and as I just said,  you do not need to justify a flight from either tab because these flights are already approved for your use.
 
To make it easier, a definition appears when you mouse over any of the air reservation tabs in DTS.

The contracted flights under Tab 1 are sorted lowest to highest price by default.

Tab 1 seats are capacity controlled which means the estimated prices are only good on the seats shown.




CONTINUED NEXT PAGE
    Continue slide 25:
	
	


Because so few seats are offered at this pricing level, another ticket may not be available at the same price if you make a change .

When you select any reservation in DTS, that request is immediately sent to the CTO to be booked and held.

The reservation is ticketed 3 days before travel commences, provided  you sign the authorization and the AO approves it.

DTS only opens by default on Tab 2 GSA Contract Airfareafter all the seats under tab 1 are sold. 

The seats under Tab 2 are not capacity controlled, so the prices are good on all available seats. 

All the government contracted tickets under Tab 2, are fully refundable and can also be changed without a penalty. 

Regardless of which tab you use for reservation selection, you need to remember that DTS will cancel all reservations if you do not stamp them SIGNED within 24 hours of the time you make the reservation.

This prevents travelers from holding reservations for tentative travel.






















 Display:
	
	Slide 26: Air Reservations: Tabs 3 and 4

	




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



 Explain:
	
	


Other Gov’t Airfares are listed under tab 3 and fares offered to the general public are offered under tab 4 which is titled Other Airfare.

The definitions for each appear in DTS when you mouse over the tabs.

You can review and select flights under tabs 3 and 4 at any time.

DTS only opens by default on tab 3 when there are no reservations available under tabs 1 and 2.

Flights selected from either tab 3 or 4 require a written justification to your AO because non-stop flights available under tab 3 are non-government contract fares; while flights with changeovers include one or more segments that are non-government contracted fares. 




CONTINUED NEXT PAGE  
     Continue slide 26:
	
	

The tab 3 non-government contracted flights will typically be competitive in pricing, which is why they are called “me too” fares.

Despite the price break, DoD policy states that travelers should always select a GSA City Pair fare if one is available.

Tab 4 Other Airfare is a lot easier to understand simply because no flights here will ever ge GSA contracted City Pair fares. 

Any flight you select will require justification to your AO because these are general public offerings.

One final point to remember is that DTS never opens by default on Tab 4 when there are reservations available under tabs 1, 2 or 3.
































 Display:
	
	Slide 27: Air Reservations: Alt Airport Indicator

	
 (
1
) (
2
)


  Highlight:
	
	Draw a box around the red arrows and tab #5.
Draw a line under the “No Government Contract Airlines” note.


    Explain:
	 (
2
) (
1
)
	Tab 5 is AltGSA, which only offers reservation options when no government contracted flights are available.

If this situation occurs, DTS searches for alternate airports within 80 miles of the destination, 2 red arrows will then appear along with a message saying no government contracted fares exist in the market.

In this example, DTS opened on tab 3, which means tab 1 and tab 2 are blank with no government flights available.

The red arrows indicate the traveler should look at the tab 5 options before selecting a flight from tab 3 or tab 4.

DTS never prevents a traveler from selecting a non-contract fare; but non-contract fare selection will trigger a pop-up warning shat states the fare is non-contract.

The message will also show the price difference between the selected fare and the best priced, available government contract fare.
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Display:
	
	Slide 28: Air Reservations: Screen Details

	
 (
4
) (
3
) (
1
) (
2
) (
6
) (
5
)



Highlight:
	
	Draw a box around the “Reservation Summary” section.
Draw a line under the 5 reservation “tabs”; remove.
Draw a line under the “sorting radio buttons”; remove.
Draw a line under the “estimated ticket cost”.
Draw a box around the “View Only” seating chart button.
Draw a box around the “Select Flight” seating chart button.



Explain:
	 (
3
) (
2
) (
1
)
	

 Just below the trip details is a box titled Reservation Summary; as you select flights, the details display here for easy reference.

The five air reservation tabs appear next, and in this example DTS has opened to tab1 GSA Contract w/Limited Availability.

Below the reservation tabs are radio buttons that let you sort the default results in one of five ways.




CONTINUED NEXT PAGE
  Continue slide 28:
	 (
6
) (
4
) (
5
)
	


In this example you can see one flight, including the total estimated fare cost, arrival and departure times and much more.

Select “View Available Seat” to see a seating chart although not all airlines will provide a map displaying open seats.

When you are ready to choose your flight, use the Select Flight button. 



       


































Display:
	
	Slide 29: Air Reservations: View or Select Seat

	
 (
2
) (
3
) (
1
)



Highlight:
	
	Draw a line under “Seat Selection:”.
Draw a box around any “blue” seats. 
Draw a box around the “Done” button and seat number.



Explain:
	 (
3
) (
2
) (
1
)
	


Selecting a flight opens a seating chart, if the airline makes it available.

You can indicate your seat preference generically by selecting aisle, window, or no preference at the bottom of the screen or by selecting an open seat from the chart. 

Either way, the next step is to select Done. 

If your flight has connections, DTS automatically presents a new seating chart for the next leg of the outbound trip.
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   Display:
	
	Slide 30: Travel/Ticket Identification Information

	
 (
1
) (
4
) (
3
) (
5
) (
2
)



   Highlight:
	
	Draw a box around highlighted yellow text.
Draw a box around the required information within inset box.
Insert and arrow to point out the “Redress Number”.
Insert an arrow to point out the “Known Traveler Number”.
Draw a box around the “Save changes” check box and the “Save TSA Information” button.



  Explain:
	 (
2
) (
1
)
	
Completion of the first reservation opens the Travel/Ticket Identification Information screen.

First, there is a privacy notice advising you that Federal law mandates the capture of information for watch list screening. 

Collection of your Secure Flight Personal Data  or SFPD is required by the Transportation Security Administration or TSA and the Department of Homeland Security (DHS) Administration Secure Flight Program.

As you can see from the inset on this slide, you are required to provide:  
Last Name and First Name
Middle Name or Initial
Date of Birth and Gender



CONTINUED NEXT PAGE
    
     Continue slide 30:
	 (
5
) (
3
) (
4
)
	
Just below the required information section are two optional data fields for additional information. 

Redress Number, the first optional data field, is a unique number the DHS assigns to facilitate passenger clearance for those with previous travel security screening difficulties.

Known Traveler Number is the second optional data field.  

This is issued by DHS to those who participate in a voluntary program for expediting security screening.

The first time the Travel/Ticket Identification Information screen appears, the Redress and Known Traveler Number fields will be blank.

After you add information to either, you can save it to your permanent DTS profile by placing a check in the Save changes box. 

To complete the screen and continue, select Save TSA Information. 




     Instructor Information Only: 
	
	
The following is background information only. This material should not be added as script.

The following is verbatim from the TSA website; do not modify:

“The Transportation Security Administration of the U. S. Department
 of Homeland Security requires us to collect information from you for purposes of watch list screening, under the authority of 49 U.S.C. section 114, and the Intelligence Reform and Terrorism Prevention
 Act of 1004.”

“TSA may share information you provide with law enforcement or intelligence agencies or others under its published system of records notice. For more on TSA Privacy policies, or to view the system of records notice and privacy impact assessment, please see TSA’s website at www.tsa.gov.”




   
  

Display:
	
	Slide 31: Air Reservations: Completed

	
 (
1
) (
2
)


 
Highlight:
	
	Draw a box around trip details summary.
Draw a box around a “Select Flight” button.


   
Explain:
	 (
2
) (
1
)
	
When the air reservation screen reopens it displays return flight options.

The details for your outbound air reservations are in the Reservations Summary box at the top of the screen.

Select your return flight following the same steps you used to select your outbound flight.

After you finish requesting your return flight, DTS automatically searches for rental cars if the Rental Car box is checked on the itinerary. 

If the box is not checked, DTS moves to the lodging reservation module if that box is checked.

If you did not check rental car or lodging on the itinerary screen, DTS moves to the Trip Summary screen.


  
     Display:
	
	Slide 32: Rental Car Reservations Screen
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2
) (
1
) (
3
)


[bookmark: OLE_LINK5][bookmark: OLE_LINK6]
     Highlight:
	
	Draw a box around “Travel > Rental Car” in the navigation bar.
Insert an arrow to point out the “Skip This Car” button.
Insert an arrow to point out the “Gov” and “Non-Gov” tabs.



     Explain:
	 (
2
) (
3
) (
1
)
	

The navigation bar at the top of the screen shows you are still in Travel, on the rental car screen.

Skip This Car is available, in case you do not need to rent a vehicle at this location.

And although it’s not visible on this slide, the Request Assistance to Book a Rental Car option is available at the bottom of the screen.

Rental Car results are returned based on trip dates and destination and they are always sorted into two categories: Government Rates and Non- Government Rates.

You can not access Non-Government rates unless no Government rates are available.






   Display:
	
	Slide 33: Rental Car Default Parameters

	




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



   Explain:
	
	

Because DTS is designed to follow DoD policies, the Rental Car default results are always listed lowest price to highest price. 

And most important, the default vehicle size is always compact. 

Selection of any vehicle other than the lowest priced compact car always requires a written justification to your AO.















    Display:
	
	Slide 34: Rental Car: Modify Default Details
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1
) (
2
)



    Highlight:
	
	 Draw a box around rental “Insurance Statement” and the first rental car result listing.
Draw a box around the “Modify Search” area on the left.



     Explain:
	 (
2
) (
1
)
	

Vehicle results appear on the right under the yellow rental car insurance information section.

Looking at the whole screen, you can see there is a Modify Search tool on the left, similar to the one in the air reservation module. 

If the auto generated results do not meet your mission requirements, modify the search criteria located here to generate a new list. 

The Type drop down tool in the Modify Search area lets you search for different sized vehicles.





    Display:
	
	Slide 35: Rental Car: Select Car or Request Assistance
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2
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1
)



    Highlight:
	
	Draw a box around the first rental car cost and vendor logo.
Draw a box around the second rental car details section.
Draw a box around the first “Select Car” button.



     Explain:
	 (
3
) (
2
) (
1
)
	


Each vehicle listing includes an estimated total cost, including taxes.

Pick-up point information is displayed along with, daily rate, vehicle features, and cost for extra hours, days and mileage.

To confirm a vehicle, click Select Car to the right of your rental car preference.

 DTS automatically begins the lodging search, if you selected lodging on the itinerary.

If you did not select lodging, DTS moves to the Trip Summary screen.  









	[bookmark: _Toc295118142]Lodging Reservations
	
	                 5 Minutes


    
 Display:
	
	Slide 36: Base Quarters

	



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


 Explain:
	
	

Military members are required to use government quarters, if available, when TDY to a DoD installation.

Military personnel should secure a non-availability number before using DTS to book off-base lodging. 

If a non-availability number is provided, enter it on the Pre-Audit screen where the AO can see it during review, otherwise the AO may limit your reimbursement to the cost of the military lodging.

Base quarters must be reserved directly with the facility but the cost must be entered on the DTS Per Diem Entitlements screen.

In contrast, an AO cannot require civilians to stay in base quarters; therefore civilians should make lodging reservations in DTS, unless voluntarily staying in base quarters. 

There are exceptions to these rules for both military and civilian travelers so it is important to refer to the JFTR and JTR. 


   INSTRUCTOR INFORMATION ONLY SLIDE 37:
	
	
The following information is from the DTS Document Processing Manual. This material should not be added to the class script. It is provided for the instructor in the event a question is asked about this point:

If government quarters are not available, military members must obtain a non-availability number before requesting commercial lodging reservations and enter it in one of the following DTS screens:

Preview Trip: 
Enter the number into the Comments to the Approving Official field.

Other Authorizations (Section 2.10.2):
Select Add Additional Authorizations For This Trip.
Check the check box for Other.
Select Add at the bottom of the screen.
Enter the number and explanation in the Remarks field.

Note: When crossing the International Date Line (IDL) eastward, a traveler may have two per diem locations, and thus two hotel reservations, for the same calendar date.


























Display:
	
	Slide 37: Lodging Reservations: Options and Info
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2
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1
)



Highlight:
	
	Draw a line under both sorting tabs  
Draw a line under the “Lodging Per Diem Rate”.


 
Explain:
	 (
3
) (
1
) (
2
)
	The navigation bar shows you are still in Travel, but DTS moved from Rental Car to Lodging.

Results are sorted under two tabs: Government Safety Compliant Lodging and Other Published Rates.

You can not access Lodging within the Other Published Rates if there are any results under the Government Safety Compliant Lodging tab.

DoD policy limits the amount you may be reimbursed for lodging at a particular location based on the Per Diem entitlement rate. 

Selecting a room with a pre-tax nightly rate that is above per diem requires a written justification to the AO.

The Modify Search tool box on the left lets you change the default search criteria in order to find additional lodging options.




   Display:
	
	Slide 38: Lodging Reservations: Select Hotel
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2
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3
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1
)


 
    Highlight:
	
	Draw a line under “Rate Range”; count 1-2 and remove.
Draw a line under “Additional Hotel Information”; count 1-2 remove.
Draw a line under the “Select Hotel” button.
Draw a box around the second line of the second hotel listing.



    Explain:
	 (
2
) (
3
) (
4
) (
1
)
	
When the Lodging module opens you will see a list of hotels that have available rooms at or under the market Per Diem rate.

The first line of each hotel listing includes the rate range, a link for additional hotel information and the selection button.

You must provide a written justification for any room rate that exceeds the local per diem.

The Additional Information link gives you access to the hotel policies, amenities, and other general site information.

Use Select Hotel to choose any hotel on the list.

The second line of each listing includes the hotel logo, address, telephone number and a statement of FEMA approval and a FedRoom Participantion note if applicable.
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Display:
	
	Slide 39: Lodging Reservations: Room Selection
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Highlight:
	
	Draw a box around the hotel information; count 1-2 and remove.
Draw a box around the list of 3 rooms.
Insert arrows to point out “Daily Rate” and “Taxes”; and remove.
Insert arrows to point out room types; and remove.
Draw a line under “Select Room”.
Draw a line under “Request Assistance in Booking….”.
Draw a line under “Return To Hotel Listing”.
Draw a box around the “Modify Search” box.


   
Explain:
	 (
1
) (
2
)
	

When you select a hotel, the screen displays detailed information about the facility, cancellation policies and links to their website. 

The bottom half of the screen displays rooms available for the itinerary dates you selected.  

Before selecting a room, be sure the pre-tax rate is at or below market per diem unless you are willing to pay the difference.



CONTINUED NEXT PAGE
     Continue slide 39:
	 (
5
) (
8
) (
7
) (
6
) (
4
) (
3
)
	

Speaking of tax, look at the inset on the slide and you can see the tax rates are displayed beside the daily rate.  

This is important because you must include the tax in your estimate of expenses, as it is not included in the per diem rate.

At this point you have several options.

Use Select Room to make your lodging reservation.

Or you may use Request Assistance In Booking Lodging to send an email to your CTO, who will complete your reservations.

You can use the Return to Hotel Listing button to go back to the original search results.

Or you could use the Modify Search tool to change your selection criteria and generate a new list of hotels.
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Trip Summary
	
	5 Minutes



   Display:
	
	Slide 40: Reservations: Trip Summary
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1
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)



   Highlight:
	
	Draw a box around “Summary” in the navigation bar.
Draw a box around both “Summary” tabs.
Draw a box around “Email” and “Print” links.



  Explain:
	 (
3
) (
1
) (
2
)
	

Selecting a room prompts DTS to move from the Lodging screen to the Trip Summary screen. 

Information on this screen is organized under two tabs: Payment Information which opens by default and Final Trip Itinerary.

Notice also, there are two links in the upper right corner of this screen. 

You can use the first link to e-mail a copy of your itinerary; and you can use the second link to print it.



    


      Display:
	
	Slide 41: Trip Summary: Select Air Options
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2
) (
1
)


       
       Highlight:
	

	Insert a check mark next to the “Add”, “View”, “Cancel”, and “Change”. 
Draw a box around “Type”.


      
      Explain:
	 (
2
) (
1
)
	The first section of the Payment Information screen is a detailed summary of your airline reservations.

You should review all of this information carefully to ensure your TDY itinerary and reservations are correct.

If something is wrong, use the links in the upper right corner to: 
Add a new flight
View your flight details 
Cancel a flight or simply
Change some aspect of any flight on the itinerary

Select the method of payment using the Type dropdown arrow.

Options are either CBA for centrally-billed account or IBA for individually-billed account. 

Always follow your local business rules when making this selection.


  

    Display:
	
	Slide 42: Trip Summary: Select Rental Car Options
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2
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)


       
    Highlight:
	
	Draw a line under “Estimated” cost and “Daily rental rate”.
Mark “View Rental Car Details” link.
Draw a box around “Type”.


      
    Explain:
	 (
1
) (
3
) (
2
)
	
Scrolling down the Trip summary screen, the Rental Car reservation details are next.

The Rental Car Payment Summary area displays your rental car details in a layout similar to the Air Reservation Payment Summary.

The estimated total costs, including taxes and fees along with the daily rate are visible first in the blue line.

To the right is the View Rental Car Details link.

Again, use the Type drop down to select the appropriate method of payment.








    Display:
	
	Slide 43: Trip Summary: Select Lodging Options
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1
)



    Highlight:
	
	Draw a box around “Type”.
Draw a box around “Save and Continue”.



     Explain:
	 (
2
) (
1
)
	
The Lodging reservation summary is next, with similar information and options.

Use the Type drop down arrow to choose the appropriate method of payment.  

After reviewing all the details, scroll to the bottom and select Save and Continue.














Display:
	
	Slide 44: Final Trip Itinerary: Conformation Numbers
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  Highlight:
	
	Draw a line under “Final Trip Summary” tab.
Draw a box around inset with “DTS Document Name”.
Draw a box around “Hotel Confirmation Number”.


    
Explain:
	 (
3
) (
2
) (
1
)
	


When the screen refreshes, the Final Trip Itinerary opens. 

The final trip itinerary is available to print now but because reservation information is not finalized until 3 business days prior to departure, it is better to wait before printing.

The DTS/CTO confirmation number appears in the upper right corner.

Use this number it if you need to speak with the CTO about your reservations during your TDY. 










   Display:
	
	Slide 45: Signature Required Warning
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   Highlight:
	
	Draw a box around the pop-up warning message.
2-.4 Insert checks to mark the four text boxes in sequence.


   
   Explain:
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4
) (
3
) (
2
) (
1
)
	
Next, select the Expenses module from the navigation bar.

When you do a warning pop up appears; please do not ignore this warning!

DTS will cancel all travel reservations on this document if you do not stamp it SIGNED within 24 hours. 

YOU must apply the SIGNED stamp, within 24 hours to ensure that you do not lose your reservations.

Reservations will be confirmed when the AO stamps the document APPROVED. 

If you fail to sign the document or if the AO fails to approve it, the CTO will not ticket the flight. 
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Estimating Expenses 
	
	    5 Minutes



Display:
	
	Slide 46: Non-Mileage Expenses Screen
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2
) (
1
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Highlight:
	
	Draw a box around “Expenses” and 4 options under it.
Draw a box around the “Expense Type” dropdown tool.



 Explain:
	 (
2
) (
1
)
	

After you select Expenses from the main navigation bar;  the sub-navigation bar displays four new options. 

DTS opens by default on the Non-Mileage Expenses screen where you start entering information to build the “should cost” trip estimate.

This estimate gives the AO critical information to determine if sufficient funds are available to cover the cost of your travel. 

Select Expense Type drop-down under Non-Mileage Expense #1. 



    
        

         Display:
	
	Slide 47: Expenses: Non-Mileage Expenses Drop-Down
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        Highlight:
	
	Draw a box around one item from the expense list.  
Draw a box around the “Cost” label and box.
Enter a check mark near the calendar icon.
Draw a box around “Method of Reimbursement”.


       
        Explain:
	 (
4
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3
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2
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1
)
	


When the expense option list opens, select one item.

On the right side of the screen, enter the estimated cost.

Select the date you expect to incur the expense.

Finish by selecting a Method of Reimbursement.

 Although it is not evident on this slide, only 5 expenses can be entered on this screen.

After entering up to 5 non-mileage expenses, scroll to the bottom of the screen and select “Save Expenses”. 





Display:
	
	Slide 48: Adding More Mileage Expenses
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Highlight:
	
	Draw a box around “Expense Summary”.
Draw a box around “Add Expense”.
Draw a box around the “Save” button.
Draw a box around “Expenses > Mileage”.



 Explain:
	 (
1
) (
2
) (
3
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4
)
	


After DTS refreshes, the expenses on the previous screen display on the right, with edit or delete options.

Use the left side of this screen to add additional expenses.

Select Save Expenses at the bottom of the screen after each new entry. 

When you are finished, you need to add mileage expenses.

Select milage from the sub-navigation bar to continue.







          Display:
	
	Slide 49: Expenses: Enter Mileage
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          Highlight:
	
	Insert an arrow to point out “Expense Type”.
Insert an arrow to point out “Date”.
Insert an arrow to point out “Method of Reimbursement”.
Draw a line under the mileage computation.
Draw a box around “Per Diem Entitlements”.


         Explain:
	 (
6
) (
2
) (
3
) (
4
) (
5
) (
1
)
	Use the Mileage Expenses module to calculate reimbursement for miles to be driven, based on mode of transportation.  

To enter the estimated expense for driving your car to the airport, select Pvt Auto-Terminal from the Expense #1 Type drop down.

Select the date you anticipate incurring the expense, the method of reimbursement is always Personal.

Enter the number of  miles from your home to the departure airport.

Clicking anywhere outside the Miles field prompts DTS to compute the mileage cost.

Scroll to the bottom of the screen and select Save Expenses; which is not visible on this slide.

Next select Per Diem Entitlements.
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	           7 Minutes



Display:
	
	Slide 50: Per Diem Entitlements Screen
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Highlight:
	
	Draw a box around “Ldg Cost” and “Ldg Allowed” columns.
Draw a line under last day “Lodging” costs of zero.
Draw lines under first and last day “M&IE” amounts.
Draw a box around one “Edit” link and the “Edit All” link.



Explain:
	 (
4
) (
3
) (
2
) (
1
)
	Use the Per Diem Entitlements module to enter daily TDY entitlements such as lodging, meals and incidental expenses, and special duty conditions.

The Lodging Cost column auto-populates based on your selected reservations; while Lodging Allowed reflects what you will be reimbursed. 

DTS sets the lodging cost at zero for the last day.

M&IE entitlements display as 75% of the daily rate on the first and last day; per DoD policy.

You can edit these items by selecting Edit to change a single day or by selecting the Edit All link at the bottom of the screen. 



        
         Display:
	
	Slide 51: Per Diem Details: Adjust Date Range
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1
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         Highlight:
	
	Draw a line under “Per Diem Entitlements Detail” title.
Draw a box around both “Values Apply” fields.



         
          Explain:
	 (
2
) (
1
)
	


When you select any Edit link, the Per Diem Entitlements Detail screen opens.

The TDY location displays first, followed by two Values Apply Through fields.

These fields let you identify the first and last days to which the edit you are making will apply.

In this example, the traveler needs to show that one meal is being provided for a single day, so the dates in this example do not need to be changed. 




Display:
	
	Slide 52: Per Diem Details: Adjust Lodging
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1
) (
2
)



Highlight:
	
	Draw a box around “Per Diem Rates” in the title bar.
Draw a box around “Lodging” and the lodging text box.



Explain:
	 (
1
) (
2
)
	


Another important section of the Per Diem Entitlements Details screen is the section dealing with Per Diem Rates.

If you do not use the Lodging module to make hotel reservations, this section auto-populates with the maximum lodging rate for your travel location.  

You must replace the default rate with the actual cost. 

If you do edit the lodging amount be sure to save the changes.



    




           


         Display:
	
	Slide 53: Per Diem Details: Claiming Actual Lodging

	
 (
1
) (
3
) (
2
) (
4
)


        
        Highlight:
	
	Draw a line under “Other Per Diem Entitlements”>
Draw a box around “Actual Lodging “.
Draw a box around “Save These Entitlements”.
Draw a line under “Leave”.


        Explain:
	 (
2
) (
3
) (
4
) (
1
)
	
If you are involuntarily staying in lodging priced over the local per diem rate, after changing the lodging cost, scroll down the screen to the Other Per Diem Entitlements section. 
  
Select the Actual Lodging radio button and then select Save These Entitlements at the bottom of the screen. 

If you voluntarily elect to stay at a hotel over per diem, you cannot claim Actual Lodging; but you must claim Actual Lodging to receive reimbursement for lodging above the per diem rate. 
  
Saving your actions causes changes you make to appear on the Per Diem Entitlements Summary screen. 
  
As you can see, there are several other actions that can be managed from this section. 
  
For instance to zero out your per diem entitlements when you take leave during a TDY, navigate to this screen; select the Leave radio button and then select Save These Entitlements.  


Display:
	
	Slide 54:  Per Diem Summary: Actual Lodging
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1
)


 
Highlight:
	
	Draw a line under the “Per Diem Entitlements” title bar.
Draw a box around the adjusted lodging amounts.


 
Explain:
	 (
2
) (
1
)
	

Selecting Save These Entitlements on the Per Diem Entitlements Details screen re-opens the Per Diem Entitlements summary screen. 
  
As you can see, the Lodging Allowed and Lodging cost for this one day are now the same. 
    
AOs can authorize actual lodging expenses; but you should never incur such an expense without prior approval. 
  



    







  Display:
	
	Slide 55: Per Diem Details: Duty Conditions 
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2
)


          
 Highlight:
	
	Draw a line under the “Duty Conditions” title bar.
2.-3. Draw boxes around the various duty condition options.


         
 Explain:
	 (
3
) (
2
) (
1
)
	


Going back to the Per Diem Entitlements Details screen again, I want to point out a few other resources that you may need while building your authorization. 

The first is Duty Conditions, which appears right after the Per Diem Rates section.

Checking a duty condition informs the AO about your TDY; and adjusts your entitlements.

If you check a duty condition don’t forget to select Save These Entitlements.

If you fail to select save, the information will not be reflected on your Per Diem Entitlements summary screen. 








Display:
	
	Slide 56: Per Diem Details: Meal Provided
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Highlight:
	
	Draw a line under the “Meals” title bar.
Draw a box around the list of meal codes.
Draw a box around the meal options and “Cost” box.



Explain:
	 (
2
) (
1
) (
3
)
	
When meals are provided during any part of your TDY, you must indicate this on your authorization.

Start by using the Date Range tool that I reviewed earlier to indicate the day or days on which you will receive meals.

Then scroll to the Meals section, and select the appropriate meal code radio button.

This activates the meal option check boxes.

Check the box beside every meal that needs to be added.

Then scroll to the bottom of the screen and select Save These Entitlements. 



  




     Display:
	
	Slide 57: Per Diem Summary: Meals Provided
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     Highlight:
	
	Draw a line under the “Per Diem Rate” for the third day.
 Draw a line under “Meal” on the same day.
Draw a box around the “L” column and the “X” on the same day.



      Explain:
	 (
3
) (
1
) (
2
)
	
Selecting Save These Entitlements re-opens the summary screen.

If you look on the right side of this slide, you will see that adding a provided meal reduced the meals allowance, and added a Meal code.

It also added an “X” under the “L” column, which tells the AO that this traveler is having lunch provided on the third day of their TDY.









 




	[bookmark: _Toc295118146]
 Substantiating Records
	
	           1 Minutes



Display:
	
	Slide 58: Expenses: Substantiating Records

	




Highlight:
	
	Draw a line under “Substantiating Records” in the navigation bar.



Explain:
	
	


The next option in the navigation bar is Substantiating Records.

Local Business Rules dictate if and when substantiating records should be attached to an authorization. 

Typically, you do not need to attach receipts and documentation until you complete the voucher, so this module is reviewed during distance learning class T-102 Document Processing: Vouchers.
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         Display:
	
	Slide 59: Accounting Codes and Trip Totals
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1
) (
2
)



     Highlight:
	
	Draw a line under “Accounting Codes”.
Draw a line under “Trip Totals”.



     Explain:
	 (
2
) (
1
)
	


Next on the navigation bar is Accounting.

When traveling on official DoD business, you must have a Line of Accounting or LOA  that identifies the source of travel funding.

A default LOA will populate in this field.  

In most cases you should not make changes to an LOA unless your AO specifically directs you  to do so.

The second accounting tab is Trip Totals; no action is required on this screen.
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   Display:
	
	Slide 60: Additional Options
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   Highlight:
	
	Place a line under “Additional Options”.
Place a line under “Profile”.
Draw an arrow from “Partial Payments” to inset example.
Draw arrow from “Advances” to inset example.


  
   Explain:
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4
) (
3
) (
2
) (
1
)
	

From Accounting, move to Additional Options; and the Profile screen opens by default. 

If your trip exceeds 45 days you can schedule partial payments so both you and the travel card vendor receive settlements throughout the trip.

If you do not have a Government Travel Charge Card, you may request a non-ATM advance.  

Non-ATM advances are normally sent electronically to your bank account 3 business days before your TDY.



[bookmark: OLE_LINK1][bookmark: OLE_LINK2]  


 Display:
	
	Slide 61: Validate EFT Information

	
 (
2
) (
1
) 



   Highlight:
	
	Insert an arrow to point out the EFT information.
Insert an arrow to point out the GTCC information.


  
   Explain:
	 (
2
) (
1
)
	


You must always ensure that your Electronic Funds Transfer and Government Travel Charge Card information is correct to prevent a delay in payment.
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Display:
	
	Slide 62: Review/Sign: Preview
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2
) (
1
)


         
Highlight:
	
	Insert stars to high light the 2 bullet points in the blue box.
Draw boxes around “Review/Sign” in the navigation bar.
Draw a box around “Preview” in the sub-navigation bar.


         
 Explain:
	 (
2
) (
1
)
	


The authorization will not start routing to the AO for approval until you stamp it SIGNED.

To complete the authorization, select Review/Sign in the navigation bar.

This action opens the Preview screen. 













  Display:
	
	Slide 63: Review/Sign: Preview

	



   
  Highlight:
	
	Stamp a star or check to the left of each bullet point as it is reviewed. 


   
  Explain:
	
	
Use the Preview Trip screen to check trip information before signing the authorization. 

Use the “Comments to the Approving Official” text box to add information pertinent to AO approval.  

Use the editing links on the Preview Trip screen to fix any mistakes in your:
Overall Starting Point
Overall End Point
Expenses
Per Diem Entitlements
Accounting Summary
Document Totals and any
Advances and Partial Payments Summary 

When you are sure everything is accurate, select Save and Proceed To Other Auths at the bottom of the screen.



  
   
Display:
	
	Slide 64: Other Authorizations 
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Highlight:
	
	Draw a box around the DTS generated “Meals Provided” link.
Insert an arrow to point out “Add Additional Authorization For This Trip” link.


   
Explain:
	 (
1
) (
2
)
	
DTS automatically creates Other Authorization statements when you enter information that may need to be printed on your authorization.  

The example on this slide includes a statement about Meals Provided, and as you can see, the traveler has already entered the appropriate text.

 You must enter text for each Other Auth statement before DTS will move forward. 

Conditions that may require statements on your travel orders include, but are not limited to: taking leave, claiming actual lodging expenses, and manually adding an expense.
 
You can also add Other Auths manually to your document by selecting the link: Add Additional Authorizations For This Trip.








Display:
	
	Slide 65: Review/Sign: Pre-Audit
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Highlight:
	
	Draw a box around “Pre-audit”.
2.-4. Stamp a check on each bullet point as it is reviewed.



Explain:
	 (
1
) (
4
) (
2
) (
3
)
	


Your next point of review is Pre-Audit. 

DTS automatically generates pre-audit flags when an authorization includes:

Any items that are in conflict with DoD TDY travel policy or 
Any expenses that exceed DoD-established cost thresholds, and

DTS also automatically generates Advisory notices when a selection may require further review. 

For example: an Advisory will  trigger if you select Leave on the Per Diem Entitlements Details screen.









Display:
	
	Slide 66: Pre-Audit: Flags and Justifications
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Highlight:
	
	Draw a line under “6 Items have been Flagged…….”
Draw a box around the “Actual Expense” text box.
Draw a box around the “Add GOVCC” text box.


  
Explain:
	
 (
1
) (
2
) (
3
)
	

This is the top half of a pre-audit screen, and this traveler has triggered 6 pre-audit flags. 

You must enter brief, accurate, and complete explanations into all open text boxes. 

The AO uses these justifications to decide whether to reimburse you for your requested expenditures.  

DTS will not allow you to sign your authorization until you justify all audit flags.

A final note; audit flags don’t deny a reimbursement, they simply mean you must explain the request to the AO.





Display:
	
	Slide 67: Pre-Audit: Air Reservations

	
 (
1
) (
2
) (
3
)



  Highlight:
	
	Insert an arrow to point out the “Reason Code” link.
Draw a box around the sample “Reason Code Description”. 
Draw a box around the open text box.



  Explain:
	
 (
3
) (
2
) (
1
)
	
DoD travel policy mandates selection of Government Contracted Air Carriers when available.

If you select a non-government flight, the audit screen will look different as evident from this slide.

First you must select a link  to open a list of standard justifications.

Select the justification that best explains why you are using a Non-Government fare. 

You must also enter a written justification. 

And you must take both actions to move forward.



    
    



Display:
	
	Slide 68: Pre-Audit: Advisory Notices

	
 (
1
) (
2
)



Highlight:
	
	Draw a box around the #5 “Advisory Notice”.
Draw a box around “Save and Proceed to Digital Signature”.



Explain:
	 (
2
) (
1
)
	


Advisory Notices appear at the bottom of the Pre-Audit screen and they do not require justification.  

They are caution flags that indicate the document may require additional review.  

They appear when certain conditions apply such as requesting an ATM advance without listing an ATM fee.

To confirm your pre-audit justifications, scroll down and select Save And Proceed To Digital Signature.  








	[bookmark: _Toc295118150]
  Digital Signature
	
	5 Minutes



    Display:
	
	Slide 69: Review/Sign: Digital Signature

	
 (
2
) (
3
) (
4
) (
1
)


 
     Highlight:
	
	Insert an arrow to point out “Stamp”.
Insert an arrow to point out “Routing List”.
Draw a box around “Additional Remarks”.
Draw a box around the “Submit Completed Document” button.


 
     Explain:
	 (
4
) (
3
) (
2
) (
1
)
	
Use the Digital Signature screen to  apply the SIGNED stamp.  

This stamp initiates the electronic routing process and SIGNED is the only stamp available to you as a traveler.

Check the Routing List dropdown to ensure the document is headed to the right people for review and approval. 

Use the Additional Remarks box to enter notes about the document that need to be retained officially. 

Anything entered here will appear at the bottom of this screen.

And finally, select Submit Completed Document to apply the SIGNED stamp.



       
Display:
	
	Slide 70: Digital Signature Login

	




Highlight:
	
	Draw a box around the popup message.




Explain:
	
	


When you select Submit DTS displays a “Processing signature” banner.  

Because DTS automatically matches the certificate you used when logging into DTS, the CAC PIN is not required when signing the document.




  Display:
	
	Slide 71: Signed Authorization

	




  Highlight:
	
	Draw a box around the completed document in the queue. 




  Explain:
	
	
When the screen refreshes, the Authorizations/Orders home screen displays.

The document you just signed now appears in the list at the bottom of the screen.

Select Close Window in the upper right corner to return to the DTS Home/Welcome screen. 

 And to completely exit DTS, select Log Out in the upper right corner of
 the screen.










	[bookmark: _Toc168888542][bookmark: _Toc176781645][bookmark: _Toc295118151]
Summary – Closing – Questions
	
	    1 Minute


Display:
	
	Slide 72: Summary 

	



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


 Explain:
	
	
To wrap everything up, let’s go over the key points covered in the class today.

First, a DTS Authorization can be completed by either the traveler or an NDEA.

Begin by building the itinerary, indicating all destinations and dates of travel. 

Next, select your transportation and lodging reservations.

Enter all pre-travel estimated expenses so the AO can judge if funds are available to cover your TDY.

Check your local business rules to see if you need to change the default line of accounting. 

Per Diem Entitlements deal with your meals, leave, lodging costs and other daily variances that you must add and edit before completing the authorization.

DTS monitors TDY policy; variances to TDY policy require you to enter text on the Other Authorization screen and justifications on the Pre-Audit screen.

And last but most important, you must stamp the document SIGNED to send it for approval.

If you fail to sign the document, you can not travel!

Taking the time to learn to use DTS properly, is the first step in receiving faster approval to travel and faster reimbursement. 


   Display:
	
	Slide 73: Class Closing Lobby

	



 
    Highlight:
	
	No highlights are needed.



    Explain:	
	
	
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 evaluations provided.

When the closing lobby opens you will have access to:
Class slides with notes for download and local use
Links to DTMO website and TraX
Class related resource links we think you will find valuable

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 several topics
FAQs or Frequently Asked Questions on a wide range of topics.




Display:
	
	  Slide 74:  Thank You


	



 
Highlight:
	
	No highlights are needed.



Explain:
	
	
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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RENTAL CAR DEFAULT PARAMETERS

DTS follows DoD policy for TDY travel:

Always sorted lowest to highest prices

Lowest priced vehicle is always first

Compact is always the default size



Based on these defaults:

AO approval never needed for selection of first car 

AO approval always needed for any car except the first 

AO approval always needed for any car except lowest priced

35





Defense Travel Management Office

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

 Because DTS is designed to follow DoD policies, the Rental Car default results are always listed lowest price to highest price as available on your requested dates. The first car listed will therefore always be the lowest priced car. And the default vehicle size will always be compact. 

 

Because of the built in policy, selection of the first car listed never requires a written justification to the AO because DTS and the AO know it is the lowest priced vehicle available. But, selection of any vehicle other than the first or lowest priced compact car always requires a written justification to your AO.
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Defense Travel Management Office

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

Vehicle results always appear on the right under the yellow rental car insurance information section. Looking at the whole screen, you can see there is a Modify Search tool on the left, similar to the one in the air reservation module. 

 

Any time the auto generated results do not meet your mission requirements, use any of the search criteria located here to generate a new list of vehicles. The Type dropdown in the Modify Search area lets you search for different sizes of vehicles. 
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LODGING RESERVATIONS: SELECT HOTEL





Defense Travel Management Office

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

When the Lodging module opens you will see a list of 10 government approved hotels starting right under the Per Diem rate. The first line of each hotel listing includes the rate range, a link for additional information on the hotel and the actual selection button.  

Before selecting any room, be sure the pre-tax rate range is at or below per diem, unless you are personally willing to pay the difference.  If you are willing to pay the difference, or if the only room that meets your mission requirement is more than the local per diem rate, you can document this in the Per Diem Entitlements module.



Because the AO must approve your reservation request, you are required to provide a written justification for any room rate that exceeds the local per diem. The Additional Information link gives you access to the hotel policies, amenities, and other general site information. Use the “Select Hotel” button to access the available rooms and rate details for any hotel on the list.

 

The second line of each listing should include the hotel logo, address, and telephone number. This is also where you can immediately see if the hotel is FEMA Approved and if the hotel is a FedRoom Participant. 
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LODGING RESERVATIONS: 
ROOM SELECTION

41









Defense Travel Management Office

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

 Once you select a hotel, the screen refreshes and detailed information about the facility, including cancellation policies and links to their website appear at the top of the screen. The bottom half of the screen displays an assortment of rooms available for the itinerary dates you selected.  Looking at the inset on the slide, you can see that taxes are always displayed beside the daily rate.  This is important because the tax amount should be a part of your estimated expenses, as it is not included in the per diem rate. Government Rates are often the first option, although a word of caution is in order because Government Rate does not always mean “under per diem”.  

 

If the hotel participates in the FedRooms program, all their rooms that qualify for that rate will be displayed together.  At this point you have several options. You can use any Select Room button to make your lodging reservation. You can use the Request Assistance In Booking Lodging button, to send an email to your CTO who will complete your reservations. You can use the Return to Hotel Listing button and go back to the original search results. Or you could use the Modify Search tool to change your selection criteria and generate a new list of hotels. As the traveler in this example, you are going to select a room.
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Defense Travel Management Office

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

 Selection of a room prompts DTS to move from Travel >Lodging to Travel > Summary as you can see in the navigation bar. Information on this screen is organized under two tabs: Payment Information which opens by default and Final Trip Itinerary. Notice also, there are two links in the upper right corner of this screen. You can use the first link to e-mail a copy of your itinerary to multiple people. And you can use the second link to print a copy of your itinerary.
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Defense Travel Management Office

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

The first section of the Payment Information screen is a detailed summary of your airline reservations. While I am not going to discuss each item today, as a best practice, you should always review this information carefully to ensure your TDY itinerary and reservations are correct.

 

If something is wrong, use the links in the upper right corner to: 

Add a new flight

View your flight details 

Cancel a flight or simply

Change some aspect of any flight on the itinerary

 

You can select the method of payment by selecting the Type dropdown arrow and choosing either CBA for centrally-billed account or IBA for individually-billed account as your method of payment. Always follow your local business rules when making this selection; and if you are not certain ask your AO for guidance.



43



image3.jpeg

Air Travel Payment Summary:

$611.30 Total Cost (Including Taxes & Fees)

A

Delta
621

A

Delta
1543

s
Airways
)

Depart: 06:10 A DCA-Washington, DC (USA) (National Apt)
Arrive: 07:52 AN CVG-Cincinnati, OH (USA)
Frequent Fiyer = + Special equests

Please Seect- W)

Depart: 09:00 AM CVG-Cincinnati, OH (UsA)
Arrive: 10:21 A LAS-Las Vegas, NV (USA) (McCarran Intl.
f : » special Requests
requent Fyer =t
Please Seect- (W)

g
Arrive: 07:02 AM +1 day DCA-Washington, DC (USA)
(National Apt)

ot

» special Requests

Add New Fight
View Fight Detals

Cancel Changel

Hon05/25/2009 | SEAT: 17F

Hon05/25/2009 | SEAT: 17F

Cancel  Changel

Thu0S/28/2009  SEAT: 17F

v Reuired) PSSO ———_







image1.jpeg









u TRIP SUMMARY: SELECT AIR OPTIONS






image62.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

TRIP SUMMARY:

SELECT RENTAL CAR PAYMENT OPTION

44


Microsoft_Office_PowerPoint_Slide41.sldx
TRIP SUMMARY:
SELECT RENTAL CAR PAYMENT OPTION



44





Defense Travel Management Office

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

 Scrolling down the Trip summary screen, the Rental Car reservation details are next. The Rental Car Payment Summary area displays your rental car details in a layout similar to the Air Reservation Payment Summary. The estimated total costs, including taxes and fees along with the daily rate are visible first in the blue line. And to the right is the View Rental Car Details link. Once again, you can use the Type drop down to select the appropriate Type or method of payment. If you are not sure, always ask your AO.
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Defense Travel Management Office

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

The Lodging reservation summary is next, with similar information and options. Select the Type drop down arrow to choose the appropriate method of payment.  After reviewing these details, scroll to the bottom and select the Save and Continue button.
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Defense Travel Management Office

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

  When the screen refreshes, the Final Trip Itinerary opens as you can see from the tab in the upper left corner. This is the final trip itinerary for your TDY which is available to print immediately. However, since reservation information is not finalized until 3 business days prior to departure, it is better to wait and print after this information is available. The DTS/CTO confirmation number appears in the upper right corner, this is important because you should have it if you require a reservation change during your TDY. 
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Defense Travel Management Office

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

Next, select the Expenses module from the navigation bar. As soon as you do a warning pop up appears; please do not ignore this warning! DTS is programmed to cancel all travel reservations associated with documents that are not stamped SIGNED within 24 hours of the time the document is started. YOU must apply the SIGNED stamp, within 24 hours to ensure that you do not lose your reservations.

 

Reservations will not be confirmed until the AO stamps the document APPROVED. If you fail to sign the document or if the AO fails to approve the document, you could end up on travel day with no tickets!
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Defense Travel Management Office

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

After you select Expenses from the main navigation;  the sub-navigation bar refreshes with four options.  Moving left to right, DTS opens by default on the Non-Mileage Expenses screen where you enter information to build the “should cost” trip estimates.  This estimate gives the AO critical information to determine if sufficient funds are available to cover the cost of your travel.  Next, select the Expense Type drop-down option under Non-Mileage Expense #1. 
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Defense Travel Management Office

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

When the expense option list opens, select one item. Next, on the right side of the screen, enter the estimated cost. Use the calendar icon to select the date on which you expect to incur the expense. Finish by selecting a Method of Reimbursement.  Although it is not evident on this slide, only 5 expenses can be entered on this screen. So whether you have 1 or 5 non-mileage expense to enter, your next step is to scroll to the bottom of the screen and select “Save Expenses”. 
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Defense Travel Management Office

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

After DTS refreshes, the expenses on the previous screen are summarized on the right, and each has edit or delete options. Use the left side of this screen to add additional expenses. Be sure to select the Save Expenses button at the bottom of the screen after each new entry. The next TDY estimated expenses you need to add deal with mileage which is accessed in the sub-navigation bar.
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Defense Travel Management Office

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

 The Mileage Expenses module is used to calculate reimbursement for miles to be driven, based on mode of transportation and distance.  To enter the estimated expense for driving your car to the airport, select Pvt Auto-Terminal from the Expense #1 Type drop down. Use the calendar to select the date when you anticipate incurring the expense followed by the method of payment. Next, enter the miles from your home to the departure airport. Click anywhere outside the Miles field and DTS will compute the mileage cost.

 

To finish, scroll to the bottom of the screen and select Save Expenses; which is not visible on this slide. Next select Per Diem Entitlements.
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• Respond to Pre-Audit prompts

• SIGN the doc to send it for approval 
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Defense Travel Management Office

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

After you select your outbound flight, provide a seat preference and add your SFPD, the air reservation screen reopens with return flight options. And the details for your completed outbound air reservations are visible in the Reservations Summary box at the top of the screen. Use the Select Flight button again to complete your returning air reservations, following the same steps.

 

As soon as you complete reservations for the final flight on your itinerary, DTS automatically searches for rental cars if the “Rental Car” box is checked on the itinerary.  If the box is not checked, DTS moves to the lodging reservation module if that box is checked. If you did not check rental car or lodging on the itinerary screen, DTS moves from air reservation to the Trip Summary screen.
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Defense Travel Management Office

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

 The navigation bar at the top of the screen validates you are still in Travel, but you have moved from air to rental car. The trip details are again posted in red and the Reservation Summary includes completed reservations. The Skip This Car button is available, in case you do not need to rent a vehicle at any location on your itinerary. And although it’s not visible on this slide, the “Request Assistance to Book a Rental Car” option is available at the bottom of the screen.

 

Rental Car results are returned based on trip dates and destination and they are always sorted by Government Rates and Non- Government Rates. Non-Government rates cannot be accessed unless there are no Government rates available.
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RENTAL CAR DEFAULT PARAMETERS

• DTS follows DoD policy for TDY travel:

– Always sorted lowest to highest prices

– Lowest priced vehicle is always first

– Compact is always the default size

• Based on these defaults:

– AO approval never needed for selection of first car 

– AO approval always needed for any car except the first 

– AO approval always needed for any car except lowest priced
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