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About This Guide



This Instructor Guide for Distance Learning Classes will enable you to train online class participants on the DTS Special Circumstance Travel (SCT) upgrade. 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)








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: _Toc293293784]
Welcome                                                 15 Minutes pre-class start time



Display:  
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	Slide1: Welcome to Special Circumstances Travel (SCT)


	





 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.




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 T-230 Special Circumstances Travel.





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

	




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




Ensure all participants have signed into the appropriate class:
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This class is a review of the DTS Special Circumstances Travel features and functions added to the software in 2009.

The content is most appropriate for travelers, travel clerks, Non-DTS Entry Agents or NDEAs and Defense Travel Administrators or DTAs. 

The session is approximately 45 long and it will move at a moderate pace.

There are two recommended pre-requisite classes that should be completed prior to attending this session.

Participants should have previously attended distance learning class T-101 Document Processing – Authorization and T-102 Document Processing – Vouchers or have equivalent DTS training or experience to gain the most from this material.





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.
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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.








Display:
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	Slide 5: Communicating In Class

	




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



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

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

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

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



Display:
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	Slide 6: Training Objectives 

	




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


Explain:
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SCT or Special Circumstances Travel functionality was added to DTS late in the summer of 2009.

This class should prepare travelers, Non-DTS Entry Agents, travel clerks and Defense Travel Administers to work with Special Circumstances Travel in DTS. 

Over the next 45 minutes or so I will introduce SCT in general terms, and provide definitions, descriptions, procedures, and background information on this topic.

Specifically I will define SCT, and explain how it differs from standard TDY travel. 

I will also review several SCT-specific aspects of a DTS authorization including:
· How to creation an SCT itinerary and
· How to use the SCT trip type tools

I will also review the numerous SCT trip types roughly grouped by DTS functional differences, and I will cover some of the differences in DTS functionality common to all SCT trip type
.



















THIS PAGE LEFT BLANK INTENTIONALLY





























	[bookmark: _Toc293293786]


Introduction to SCT
	
	      3 Minutes



Display:
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	Slide 7: Definitions

	




Highlight:
	[image: MCj04348290000[1]]
	· Stamp a star or check next to each row as it is reviewed.



Explain:
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As a starting point I want to introduce some of the definitions I will use today when describing SCT entitlements.

Please note that these definitions are only given at a very high level, and only as they apply to DTS.

To understand the full definitions you must review Appendix A of the Joint Federal Travel Regulations and the Joint Travel Regulations known as the JFTR/JTR.

To start, a uniformed member, or simply a “member”, is any person commissioned or enlisted in the U.S. Army, Navy, Air Force, Marine Corps, National Oceanic and Atmospheric Administration Corps or NOAA, or PHS the Public Health Service.

A civilian employee, or sometimes simply a “civilian”, is a person whose salary is currently being paid by the DoD.



CONTINUED ON THE NEXT PAGE
Continue slide 7:
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While a government employee is any non-DoD, federal employee whose travel is being paid for by DoD.

A sponsor is a military member or civilian employee with at least one dependent.

Under the right circumstances, dependents may include a spouse, a child, a sibling, or a parent. 

All these terms also include people with similar relationships, such as a step-child, or a person who serves “in loco parentis”.

An escort is a person who accompanies another person who is on official travel.

And finally, an attendant is a type of escort who is appointed by a competent medical authority to attend to a patient’s needs while that patient is on official travel.
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	Slide 8: What is SCT?
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Highlight:
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	1. Stamp a star or check on the first bullet as it is reviewed.
2. Draw a box around “Traveler Type” boxes.
3. Draw a box around “Travel Type” boxes.
4. Stamp stars or check on the SCT examples.
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The short answer to the question, “What is SCT?” is that it is:

Any type of temporary duty travel that falls outside the standard TDY categories; yet is specifically allowed by the Joint Federal Travel Regulations and the Joint Travel Regulations or the JFTR/JTR.

Standard TDY categories or traveler types include military members, DoD civilian employees, or other government employees whose travel is being paid for by the DoD.

These individuals must also be traveling to conduct official business, to participate in a training event, or to support a deployment.

Other types of travel, such as travel to receive medical care, travel in response to an emergency situation, or travel by a dependent of a military member or civilian employee, are all “special circumstances.”



Display:
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	Slide 9: Entitlements: Standard TDY vs. SCT

	




Highlight:
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	· Stamp a star or check on bullets as indicated below.



Explain:
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DTS was designed to allow travelers to claim reimbursement for standard TDY allowances and entitlements.

Through DTS, travelers may currently receive reimbursement for:
· Transportation and lodging expenses,
· Non-mileage and mileage expenses, and
· Meals and incidental expenses

Although DoD travel regulations allow travelers to claim standard entitlements for some SCT trip types, other SCT trip types have restricted or altered entitlements.

For example, altered TDY payments could mean: 
· Receiving no reimbursement for transportation expenses
· Receiving limited transportation reimbursement, or receiving
· No payment of per diem entitlements at all, and in some cases
· Receiving altered entitlement calculations
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Creating a SCT Itinerary in DTS
	
	3 Minutes


Display:
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	Slide 10: SCT Itinerary Creation

	




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


Explain:
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The first place where you will encounter SCT within DTS is on the Trip Overview screen where Special Circumstances has been added to the Trip Type drop down list.

When you select Special Circumstances from the Trip Type drop-down, a secondary selection drop-down list displays.

This secondary list contains specific trip types that you are eligible to use based on your DTS personal profile.

For example, if your profile identifies you as a military traveler, SCT trip types that only apply to civilians do not display.

Picking any Special Circumstances Travel trip type displays an informational pop-up screen that explains the eligibility requirements and entitlement limitations for the selected trip type.

Each SCT trip type has its own rules of eligibility and entitlements; and these rules can be complex.

In order to ensure travelers use them correctly, all documents that include an SCT trip type may be electronically routed to an individual identified by the organization to review the trip. 
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	Slide 11: SCT Trip Type Drop-Down Option
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Highlight:
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	1. Inset an arrow to point out the “Trip Type” tool.
2. Draw a box around “Special Circumstances”.
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This is a screen shot of the Trip Type drop-down list on the Trip Overview screen.

When you select the Trip Type drop down arrow, Special Circumstances appears at the bottom of the list.

Selecting the SCT trip type will cause the screen to refresh and then display a Secondary Selection drop-down list.
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	Slide 12: Secondary Selection Drop-Down

	
 (
3
) (
2
) (
1
)



Highlight:
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	1. Insert and arrow to point out the “Secondary Selection” tool.
2. Draw a box around the “Secondary Selection” tool.
3. Draw a box around “Secondary Selection Trip Type” list.
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When you select the drop down arrow associated with the Secondary Selection tool, a new list of Trip Types opens.

As I mentioned before, not every Special Circumstances Travel trip type will appear on this list. 

You will only see the trip types that could potentially apply to you, based on your DTS personal profile.

After selecting a trip type from the SCT secondary list, a pop-up informational screen appears explaining the rules which apply to that specific SCT trip type.






Display:
	[image: ppt_icon]
	Slide 13: Informational Screen
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Highlight:
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	1. Insert a star or check on each bullet as it is mentioned.
2. Draw a box around the “Cancel” button.
3. Draw a box around the “OK” button.
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Each informational screen details:
· a description of the type of travel selected,
· the regulations that apply to this type of travel,
· the type of traveler who is eligible to select it,
· the traveler’s entitlements while on the trip, and
· other pertinent information.

Read through the information carefully to make sure you have selected the correct trip type.

As you will see later, you do not want to choose the incorrect trip type; if you decide the selection is NOT correct, or if you just are not sure, select Cancel and return to the Trip Overview screen without confirming the trip type and start over.

If the information does describe the type of trip you intend to prepare, select OK and the screen will refresh and the Trip Overview will open.





Display:
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	Slide 14: Creating a Standard TDY Trip
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Highlight:
	[image: MCj04348290000[1]]
	1. Draw a box around the standard Trip Type options within the list; count 1-2 and remove.
2. Underline the “Special Circumstances” option. 
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Before discussing the remainder of the itinerary creation process, I would like to discuss what happens when different trip types are selected.

This graphic shows all the different trip types available in the drop-down list from the Trip Overview screen.  

Note that Special Circumstances is the last available trip type.

What this means is that the majority of trip types you select will allow creation of a standard DTS authorization.

The exception occurs when you select Special Circumstances.
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	Slide 15: Creating a SCT Trip
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Highlight:
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	1. Draw a box around “Special Circumstances” in Trip Type list.
2. Draw a box around “Secondary Selection” Trip Type list.
3. Draw a box around “Information Screen” box.
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This slide illustrates the flow that occurs when you select Special Circumstances Travel from the Trip Type list. 

When the SCT option is clicked, a Secondary Selection menu opens; select the exact trip type from the options presented.

The Secondary Selection drop-down always displays two categories of trip types: 
· Special Circumstances Travel trip types and 
· Information Only trip types

After you select any of the SCT trip types from the Secondary Selection drop-down list, DTS will next display an informational screen explaining the eligibility requirements that pertain to the specific trip type.

After reading the eligibility requirements on the informational screen, you will select OK in order to accept the SCT trip type and continue building the itinerary.
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	Slide 16: “Information Only” Trip Types
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Highlight:
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	1. Draw a box around the “Information Only” trip type list.
2. Draw a box around the “Informational Screen” box.
3. Draw a box around the “Trip Type” drop-down list.
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	I mentioned on the previous slide that there are two categories of trips in the Secondary Selection drop down list: Special Circumstances Travel trip types and Information Only trip types.

This graphic illustrates a list of Information Only trip types that may appear within the Secondary Selection box. 

Any time you select an Information Only trip type from this list, DTS will display an Informational Screen.

Then, if you select Cancel from the Informational screen, DTS cancels the entire authorization and you will be returned to the Authorizations/Orders screen.

If you select OK on the informational screen, DTS returns you to the Trip Overview screen with no Trip Type selected.

Essentially, you are starting over because these trips are created using one of the standard TDY trip types, most commonly Invitational (Trip Type E), although some trip types are built using Routine TDY/TAD (Trip Type AA) or Permissive (Trip Type C).
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	Slide 17: SCT Trip Type Selected
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	1. Draw a box around “Trip Type”.
2. Draw a box around “Trip Purpose”.
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In most cases, after returning to the Trip Overview page, the Trip Type selection area displays in the following ways:

First, the Special Circumstances Travel trip type you selected, is “grayed out”; and a grayed out SCT trip type cannot be changed. 

If you select the wrong trip type, you have no choice at this point except to exit the Trip Overview screen and start over.

Next you will notice that the Trip Purpose selection tool usually displays “Other Travel”; although certain SCT trip type selections will prompt the display of additional options. 

You can, but should not, change the Trip Purpose that DTS auto-populates based on your SCT trip type selection.

And as I mentioned previously, if you selected an Information Only trip type, no Trip Type or Trip Purpose will be populated when you return to this screen.
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SCT Trip Type Descriptions
	
	          3 Minutes
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	Slide 18: SCT Trip Types: Patient Travel
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	· Stamp a star or check on each bullet as it is reviewed.


Explain:
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Now that I have reviewed the basic SCT functionality I want to introduce the available Special Circumstances Travel trip types.

The following slides are an attempt to categorize the SCT trip types; but please be aware that some trip types fall into multiple categories, so the results are not perfect.

What I am going to review are some very basic descriptions; you should refer to the official travel regulations or each trip type’s informational screen for a full explanation of availability and entitlements.

This slide shows trip types that apply to travel by patients.

Medical – Military Member TDY is used by patients who are military members.

Medical – Civilian Employee OCONUS is used by patients who are civilian employees stationed overseas.



CONTINUED ON NEXT PAGE
Continue slide 18:
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Medical – Family Member Military CONUS and Medical –These designations are used by patients who are dependents of military members stationed in the U.S. and overseas, respectively.

Medical Family Member Civilian OCONUS is used by patients who are dependents of civilian employees stationed overseas.

Medical Convalescent Leave is used by patients who are military members leaving a hostile fire zone.

Medical Expenses For Special Needs is used by patients who are civilian employees incurring extra costs due to a disability or special need.

TDRL Disabled Physical Exam is used by patients who are military members on the temporary disabled retirement list, and who are traveling for routine physical exams.
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	Slide 19: SCT Trip Types: Escort / Attendant Travel
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	· Stamp a star or check on each bullet as it is reviewed.



Explain:
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The next group of trip types is used by escorts and attendants, or those traveling to accompany patients traveling for medical reasons.

Escort-Attendant Full TDY is used by most escorts and attendants.

Escort-Attendant Employee Return is used by escorts and attendants accompanying civilian employees who are returning from a TDY due to illness or injury.

Family Member, Ill Military Sponsor and Family Member, Ill Civilian Sponsor are used by escorts and attendants who are dependents of military members and civilian employees, respectively, when they are traveling with their sponsor.

Family Member Civilian, Ill Military Sponsor is used by escorts or attendants who are both civilian employees and dependents of military members, when they are traveling to visit their sponsor.

Medical Family Attendant Over 100 Miles is used by attendants who are dependents of military members, when they are traveling with their sponsor more than 100 miles to receive medical treatment.
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	Slide 20: SCT Trip Types: Emergency Travel
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	· Stamp a star or check on each bullet as it is reviewed.



Explain:
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The next group of trip types is used for travel during emergency situations.

Emergency Leave is used for most travel for personal emergencies of military members and their dependents.

Emergency While TDY is used when emergencies happen to military members or civilian employees who are already TDY.

Emergency Visit Travel (EVT) is used by civilian employees and their dependents stationed overseas when traveling out of country due to personal emergencies.

Family Visit Travel (FVT) is used by civilian employees stationed overseas to visit family members who were evacuated to another country.
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	Slide 21: SCT Trip Types: Military Travel
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	· Stamp a star or check on each bullet as it is reviewed.



Explain:
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These trip types are normally used by military members.

U.N. Peacekeeping TDY is used when traveling to support United Nations peacekeeping operations.

Recall From Leave is used when a member is unexpectedly recalled to their duty site from a leave location.

Ship Relocated When Away is used when returning to a vessel that moved during the member’s authorized absence.

Disciplinary Action is used when the member is ordered to travel for disciplinary reasons.

Amateur Sports Competition is used by members training for, attending, or participating in amateur sporting events.
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	Slide 22: SCT Trip Types: Dependent Travel
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	· Stamp a star or check on each bullet as it is reviewed.



Explain:
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And of course, some trip types are only used by civilian employees.

Pre-Employment, Per Diem Only; Pre-Employment, Transportation Only; and Pre-Employment, Full TDY are used when the employee is traveling for a job interview with a DoD agency, when that agency has elected to pay the interviewee’s per diem costs, transportation costs, or both.

Labor Organization Representative is used when the employee is traveling as a representative of a labor organization.

Travel At No Expense is used when orders are required, but the government is not reimbursing the individual for any travel expenses.
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	Slide 23: SCT Trip Types: Student Travel
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	· Stamp a star or check on each bullet as it is reviewed.



Explain:
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The trip types in this group are used primarily by students.

Cadet-Midshipmen is used exclusively by personnel attending service academies and performing TDY travel.

Student of Military, U.S. School and Student of Civilian, U.S. School are used by dependents of military and civilian members who are stationed OCONUS, when they are traveling to or from a school in the continental United States.

Student, Special DoDEA Evaluation is used by students of Department of Defense Educational Activity schools who are traveling to obtain a medical examination.

Student, DoDEA Academic C & C is used by students of DoDEA schools who are traveling for academic competitions or events.
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And finally, here are a few trip types that are harder to categorize.

Non-Federal Honor Award is used for travel to accept an award or recognition that is not sponsored by the government.
Witness Travel is used by those traveling to participate in a trial as a witness to a crime.
Congressional Travel is used when accompanying members of Congress or congressional staff.
Rest & Recuperation and Special Rest & Recuperation are used for leave or vacation travel from specially designated locations.
FEML - Funded Environmental and Morale is used for leave or vacation travel from specially designated locations.

Again, the list on this slide and the previous six slides provide only a brief description of the SCT trip types; each is only a quick excerpt.

A full explanation of availability and entitlements can be found in the travel regulations and on the appropriate informational screens. 
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There are many different ways to classify SCT trip types; this slide is just one way to attempt to clarify which travelers are eligible to select certain trip types.

Only military members are able to use trip types listed inside the green circle on the left; while only civilian employees can use those inside the blue circle on the right.

Both military members and civilian employees are able to use the trip types that exist where the two circles overlap.

Trip types above the horizontal line are available only to individual travelers, while trip types below the line allow for dependent travel.

And once again, as I said earlier, this is a short and very simple explanation of only one way to classify SCT trip types.  

As an introduction this class cannot possibly do justice to all that SCT has to offer.
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The items listed on this slide are trip types for which all current DTS functionality may be used.

As you can see, about half of the trip types are available only to military members, while 4 others can only be used by civilian employees.

There are no special limitations on transportation or per diem for these trip types, so DTS functionality will generally appear as if you were creating a standard TDY authorization.

Certain specialized functionality such as the Designated or Alternate Location or the Dependent Travel screens will be available if a trip type is selected that requires them.

Most of these unique functionalities will be described in more detail with the upcoming slides.





Display:
	[image: ppt_icon]
	Slide 27: TDY to Academy

	
 (
2
) (
1
)



Highlight:
	[image: MCj04348290000[1]]
	1. Draw a box around “Duty Conditions” title.
2. Draw a box around “Cadet-Midshipmen” option.



Explain:
	 (
2
) (
1
)[image: discussion_icon1]
	
This is an excerpt from the middle of the Per Diem Entitlements Details screen.

To access this screen, select Expenses > Per Diem Entitlements, and select any single day Edit link. 

When the screen opens, scroll down until you locate the Duty Conditions section.

The duty condition, “TDY to Academy” is only available on this screen if the selected Special Circumstances Travel trip type “Cadet-Midshipmen” has been selected.

And that specific duty condition only appears on documents created for people whose DTS profile identifies them as academy cadets or midshipmen.
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This slide lists the trip types that are considered “Information Only” SCT trip types. 

You can see that many of these information only trip types involve travel for medical reasons.

And as I mentioned, authorizations for trips using information only trip types will actually be created by selecting a non-SCT trip type such as:
· Permissive (Trip Type C), 
· Invitational (Trip Type E), or 
· Routine TDY/TAD (Trip Type AA), or by 
· amending an active authorization
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Another group of SCT trip types restrict or modify the traveler’s right to receive reimbursement for transportation costs and/or per diem.

As this slide shows, most of these modifications involve both disallowing per diem such as lodging, meals and incidentals and restricting the means of transportation or the amount of reimbursement available to the traveler.

The actual transportation restriction varies between trip types, though most often appears as a restriction on the type of allowable transportation or the amount of authorized reimbursement.

As you would expect, each trip type’s informational screen will explain exactly what restrictions apply.
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This slide shows messages that may appear on certain screens if you attempt to select an entitlement that is not authorized for a specific trip type.

Reading from the top down :
The first message appears on the Per Diem Entitlements screen if you selected a trip type that does not allow payment of per diem.

The second message appears on the Air Travel screen if you selected a trip type that does not allow reimbursement for air travel. I should point out that if a Special Circumstances Travel trip type does not allow transportation, you will not be able to select any type of travel on the Trip Overview screen and Other will be the only option available

The third and fourth messages appear on the Mileage and Non-Mileage Expenses screens if you selected a trip type that does not allow reimbursement for those types of expenses.
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If you are creating an authorization for a trip type that does not allow reimbursement for lodging, you will still be able to make lodging reservations through DTS.

However the Per Diem rate that is reimbursable will be listed as zero dollars.

Since any room that you select will cost more than zero dollars, you will always receive a pop-up message that the room you are about to reserve is over per diem.

You will receive a pre-audit flag reminding you that you will not be reimbursed for lodging before you sign the document.
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Another important point to keep in mind is that even if non-mileage and mileage expenses are allowed with a selected Special Circumstances Travel trip type, most secondary trip type options have expenses that are disallowed.

The example on this slide shows all the non-mileage expense items that you may be allowed to claim when creating an EMERGENCY LEAVE trip type.

As you can see, the drop-down list for this special circumstances travel trip type contains fewer items than it does when you are creating a standard TDY authorization.
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Certain Special Circumstances Travel trip types will include the option for dependents of military members and civilian employees to travel using DTS, and in some cases independently of their sponsor.
	
Some of the trip types listed on this slide will apply to dependents of military members, others to dependents of civilian employees, and still others to dependents of all DoD personnel.
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Dependents that perform Special Circumstances travel require their own approved authorization. 

Since dependents cannot create authorizations using DTS, someone else will need to create those documents for them.

When creating an itinerary, if a trip type is selected that allows for dependent travel—as shown in this example—a Dependent Travel box will appear in Section A of the Trip Overview screen.

Place a check in the box if this authorization is for a dependent.

When a check is placed in the Dependent Travel box, a pop-up will appear to explain that all authorized reimbursements for this trip will be paid to the sponsor, not to the dependent. 

Select “OK” to acknowledge the pop-up.  This action causes the dependent search screen to open.
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The Dependent Search screen allows selection of a dependent that is already in the sponsor’s profile or it allows creation of a dependent if the sponsor has not yet created one.

Dependents that have been saved to the sponsor’s profile will appear in a list at the top of this screen.

To create an authorization for a dependent already in the sponsor’s profile, select the radio button to the left of their name and choose the Select and Close button.

If the traveling dependent has not been entered into the sponsor’s profile, the individual creating the authorization will need to enter all applicable information for the dependent.

To save the dependent information for future use, place a check in the Save to Permanent Profile box.

When you select Create, the screen will refresh, and the dependent’s name will appear in the list at the top of the page.
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Once the dependent for which the authorization is being created is selected, that individual’s name and birth date will appear on the Trip Overview screen.

The rest of the itinerary is built as usual.
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Finally, a few Special Circumstances Travel trip types include a designated location; for instance, the traveler’s home of record or a particular rest and recuperation or R&R leave location.

The normal assumption is that the traveler will be traveling to this specific location.

The traveler may however choose to travel to an alternate location, and may use city pair flights to do so, though the reimbursement for the round-trip airfare is capped at the cost of a round-trip city pair flight to and from the designated location.

If city pair flights are not available, the reimbursement is capped at the round-trip cost of the least expensive, unrestricted, economy/coach airfare to and from the designated location.
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When selecting a trip type that includes a designated location, the traveler must identify the airport at the starting point in Section A of the Trip Overview screen which is not shown on this slide.

The traveler must identify the airports at the designated location in Section C, and at the ending point in Section D.

The traveler also has the option of selecting an alternate location to which they will travel.

Before moving on to search for actual flights, a pop-up informs the traveler of the reimbursement limitation on this trip.

When the traveler acknowledges the pop-up, DTS launches a search for flights to and from the designated or alternate airport, as appropriate.
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That about does it for the discussion about SCT trip types, but there are a few other aspects of DTS that are unique to SCT.

First, DTS normally creates an Other Auth whenever a traveler selects a Special Circumstances Travel trip type. 

The Other Auth comment contains two parts:
· a generic, non-editable comment block, and
· an editable area where the traveler can provide further explanation, if necessary

Once saved, the Other Auth becomes view-only, meaning no further changes are possible.

Also, because the rules governing Special Circumstances Travel are so complex, organizations may include a specialist on the routing list to ensure any travel document containing Special Circumstances has been prepared properly.
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This screen shot is from the Other Auths screen, which you can access by going to Review/Sign > Other Auths.

Whenever you select a SCT trip type, a screen like this one will normally display an Other Auth.  

Just be aware however that there are some trip types that will not be displayed in Other Auths.

You can see the large block of non-editable text that describes the trip and entitlements that may be authorized.

Below that is an editable text block where you can enter further comments as appropriate.

This editable box will become non-editable when you select Save These Entitlements at the bottom of the screen which is not shown on this slide.
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There is one other item I need to mention in connection with SCT.

The DTS feature known as conditional routing allows documents to be routed to specific people if certain conditions exist, such as a particular travel mode, or as in this case, Special Circumstances Travel.

When creating the Special Circumstances Travel conditional routing element, the DTA may select any of the Special Circumstances trip types and then route those trips to a particular individual. 

Other trip types can be routed to individuals as dictated by the organization’s local business rules. 
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During this class I explained how DTS accommodates “non-standard” trip types; collectively known as SCT trip types.

I discussed how to create an itinerary when building the authorization for a SCT trip.

I then introduced and briefly described the SCT trip types available for selection.

And finally, I talked about the DTS functionality you will encounter when using different SCT trip types, as well as the functionality that is common to all SCT trip types.

Hopefully this information will be helpful to you if you are ever required to create an authorization for a SCT trip.
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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. 
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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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Go to the 
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T-230 CLASS OVERVIEW

Topic:

Special Circumstances Travel

Target Audience:  

Travelers, Travel Clerks, NDEAs and DTAs

Time:

Approximately 45 minutes 

Pre-Requisites:

T-101 Document Processing - Authorizations

T-102 Document Processing – Vouchers

OR 

Equivalent DTS Training or Experience
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Topic:  

        Special Circumstances Travel


Target Audience:  	

       Travelers, Travel Clerks, NDEAs and DTAs



Time:   

       Approximately 45 minutes 


Pre-Requisites: 		

	  T-101 Document Processing - Authorizations

	  T-102 Document Processing – Vouchers
OR 

	  Equivalent DTS Training or Experience
		 	





Defense Travel Management Office

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

This class is a review of the DTS Special Circumstances Travel features and functions added to DTS in 2009.

 

The class today is intended primarily for travelers, travel clerks, Non-DTS Entry Agents (NDEAs), and Defense Travel Administrators (DTAs).

 

The session is approximately 45 minutes long.

 

The recommended training pre-requisites for this course are the DTMO sponsored Distance Learning courses:

 

T-101 Document Processing Authorizations and 

 

T-102 Document Processing Vouchers, or  Equivalent DTS training or experience
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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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Training Objectives

• Introduction to SCT

• SCT Itinerary Creation

• SCT Trip Type Descriptions

• SCT Trip Types by DTS Functionality

• SCT-Specific DTS Functionality
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Definitions

Uniformed member

A person commissioned or enlisted in the U. S. Army, 

Navy, Air Force, Marine Corps, NOAA, or PHS

Civilian employee

A person whose salary is currently being paid by the

DoD

Government employee

A non-DoD federal employee whose travel is being 

paid by DoD

Sponsor

A military member or civilian employee with at least 

one dependent

Dependent

Given the right conditions, a spouse, child, sibling, or 

parent of a military member or civilian employee.  

Could include a person with a similar relationship

Escort

A  person who accompanies a member while on 

official travel

Attendant

An escort appointed by competent medical authority to 

assist a patient who is on official travel.
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		Uniformed member		A person commissioned or enlisted in the U. S. Army, Navy, Air Force, Marine Corps, NOAA, or PHS

		Civilian employee		A person whose salary is currently being paid by the DoD 

		Government employee		A non-DoD federal employee whose travel is being paid by DoD

		Sponsor		A military member or civilian employee with at least one dependent

		Dependent		Given the right conditions, a spouse, child, sibling, or parent of a military member or civilian employee.  Could include a person with a similar relationship

		Escort		A  person who accompanies a member while on official travel

		Attendant		An escort appointed by competent medical authority to assist a patient who is on official travel.
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What is SCT?

• Uncommon travel types allowed by JFTR/JTR

• Standard TDY means:

• Examples of SCT

– Patient travel 

– Emergency travel

– Dependent travel

Traveler Type: Travel Type:

Military Member

Civilian Employee

Government Employee

Business

Training

Deployment
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The short answer to the question, “What is SCT?” is that it is:

 

Any type of temporary duty travel that falls outside the standard TDY categories; yet is specifically allowed by the Joint Federal Travel Regulations and the Joint Travel Regulations or the JFTR/JTR.

 

Standard TDY categories include military members, DoD civilian employees, or other government employees whose travel is being paid for by the DoD who are traveling to conduct official business, to participate in a training event, or to support a deployment.

 

Other types of travel, such as travel to receive medical care, travel in response to an emergency situation, or travel by a dependent of a military member or civilian employee, are all “special circumstances.”
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Entitlements: Standard TDY vs SCT

• Standard TDY reimbursement or payments:

– Transportation and lodging expenses

– Mileage and non-mileage expenses

– Meals and incidental expenses

• SCT trip types may allow:

– Standard TDY entitlement rules

– Restricted or no transportation entitlement

– Modified or no per diem entitlement

– Altered entitlement calculations
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SCT Itinerary Creation

• Select: Special Circumstances Trip Type 

• DTS Displays: Secondary Selection List

– Specific SCT trip types

– List varies based on traveler’s profile

• Select: Trip Type from Secondary List

• DTS Displays: Eligibility Requirements

– New informational screen opens

– Unique for each trip type
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SCT Trip Type Drop-Down Option
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Secondary Selection Drop-Down


Microsoft_Office_PowerPoint_Slide12.sldx
12

Secondary Selection Drop-Down













Defense Travel Management Office

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

image3.png

Logged Ins:  Terry T Carson

Document Name: TCUNK190209

Screen ID: 1151.1 Close Window

Traveter Names Terry T Carson Oocunent Type: Authorizstion Helpfor his screen
Defense Travel System

ANew Era of Government Travel

ESCORT-ATTEND EMP RETURN
FAM MEM CIV ILL MIL SPON
CONGRESSIONAL TRAVEL
ESCORT-ATTEND FULL TDY
[MEDIC FAM ATTND OVR100MI
FAM VISIT TRAVEL (FVT)

PRE EMPLOYMENT FULL TDY
PRE EMPLOY PERDIEM ONLY
PRE EMPLOY TRANS ONLY

" | am leavingLABOR ORG REPRESENTATIVE
NON-FEDERAL HONOR AWARD
“starting Polyymess TRAvEL

EMERGENCY WHILE TDY
TRAVEL AT NO EXPENSE
IMEDIC EXP FORSPEC NEEDS.
FAM MEM ILL CIV SPONSOR
IMEDIC FAM MEM CIV OCONUS.

Booking Travelusing
‘your home or duty stq
car, rail) and lodging

“Departing

“Trip Type:

[provide information about your starting and ending locations (usually
es. You wilbe able to request bookings for transportation (e.g., a,

findicates a field is required.

) B StartngLocations n prot
] e RESIDENCE
DUTY STATION
“Trip Purpose: [ OTHER TRAVEL v

“Secondary |Select

selection:

Trip Description:







image1.jpeg









a Secondary Selection Drop-Down






image31.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

13

Information Pop-up
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Description
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Eligibility
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Other Information


Microsoft_Office_PowerPoint_Slide13.sldx
13

Information Pop-up
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Each informational screen details:

a description of the type of travel selected,

the regulations that apply to this type of travel,

the type of traveler who is eligible to select it,

the traveler’s entitlements while on the trip, and

other pertinent information.

 

Read through the information carefully  to make sure you have selected the correct trip type.

 

As you will see later, you do not want to choose the incorrect trip type; if you decide the selection is NOT correct, or if you just are not sure, select Cancel and return to the Trip Overview screen without confirming the trip type and start over.

 

If the information does describe the type of trip you intend to prepare, select OK and the screen will refresh and the Trip Overview will open.
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Eligibility Requirements for ESCORT-ATTEND FULL TDY.

Authority: JFTR, par. U7250 (escort/attendant of member traveling in connection with physical examination or ilness); JFTR, pars. U7550-7555.
(travelof escorts and attendants of member's dependents); JFTR, par. US951 (an escort accompanying the remains of a deceased member); JTR,
par. C5880 (escort(s) for empioyee remains; JTR, par. C7100 (escort for uniformed service member’s dependents); JTR, par. C7105 (attendant
for uniformed service member’s dependents); JTR, par. C7110 (attendant /escort for a uniformed service member, on the TDRL, required to
submit to periodic physical examinations); JTR, par. C7115 (attendant/escort for a uniformed service member patient); and JTR, par. C7530
(attendant/escort for an enpioyee patient)

Alowance: Certain members, employess, or dependents incapable of traveling alone require an attendant or escort. An attendant /escort may.
be a member, U.S. Government civiian employee, or any other person. Amember as an attendant/escort is authorized TDY travel and.
transportation alowances. A U.S. Government civiian employee is authorized the travel and transpor tation alowances in the JTR. Any other
person designated to travel as an attendant/escort is authorized the same travet and transportation alowances as a civitan employee. Non:
concurrent attendant travel may be authorized when the need for an attendant arises during treatment or there is a need for an attendant
only during a portion of the patients travel.

Approval Authority: An attendant may be appointed by the medical authority and an escort may be appointed by the commander/AD. For
definitions of an escort and attendant, please refer to JFTR/JTR, Appendi Al
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