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1.0 Purpose of Centrally Billed Account Reconciliation 
Tool 

1.1 The Centrally Billed Account (CBA) Reconciliation Tool is designed to 
support Transportation Offices that do not use the DTS CBA reconciliation 
tool.  

1.2 This documentation is intended to assist the reconciler in the use of the 
CBA reconciliation tool.  It is not intended to establish policy or procedures 
regarding CBA reconciliation. 

1.3 This documentation is intended for persons designated as a “User” in the 
tool.   Administrative functions are addressed in a separate document. 
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2.0 System Requirements  

2.1 The CBA Reconciliation Tool is a web-based application that functions 
optimally under the following:  

2.1.1 Internet Explorer 6.0 
2.1.2 Flash Player 9.0 

2.1.2.1 If you do not have Internet Explorer 6.0 or Flash Player 9.0, please 
see your systems administrator 
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3.0 Logging On – First Time Users 
3.1 To access the CBA Reconciliation tool, go to 

https://www.defensetravel.dod.mil/CBA on your web browser. 

 

3.2 You will be prompted to enter your username and password to log into the 
tool.   

3.2.1 If you are a first time user who has had your user name and 
password pre-loaded for you, enter your new user name and 
password.  You will be prompted to change your password before 
proceeding. 

3.2.2 If you are a first time user and have not had an account established 
for you, click the Register for an account link to create a user profile.  
First time users will see the following screen: 

 

 
 
 

For easier digestion, we will break this screen into two parts; individual information 
and organization information. 
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3.3 Fill in the individual’s name and contact information in the upper portion of 
this screen. 

 
3.3.1 Middle Name is optional 
3.3.2 Please enter your commercial phone number 
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3.4 Select the appropriate organization information using the drop down 

menus. 
 

 
 

3.4.1 Click the “Service” drop down menu to select your branch of service or 
agency. 

3.4.2 Click on “Major Command” to narrow down your major command.  If 
you don’t see your command, select “Other.” 

3.4.3 If your major command is further broken down into organizations, the 
drop down menu “Organization” will be activated.  Click on 
“Organization” to identify your organization.  If you don’t see your 
organization, select “Other.” 

 
 
 

 
 
 
 

About the “Other” Option:  Please use this option sparingly and fill in as much 
identifying information as possible in the text box.  When you select “Other,” 

your registration request is routed to your CBA administrator, who must research 
and identify your organizational structure before you can be given access to the 

tool. 

3.5 Press the Submit button once all of your profile information has been 
entered. 

3.6 If your profile information has been entered successfully, the tool will 
inform you that your information has been received.  
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3.7  The information will be sent to your organization’s CBA Administrator for 
approval.  Once you are approved, you will receive an e-mail with your 
user ID and a temporary password. 

3.8 You will be prompted to change your password upon your first log-on and 
thereafter, every 90 days. 

 
3.8.1 Passwords must meet the following requirements: 

3.8.1.1 Password must be at least eight characters long 
3.8.1.2 Password must contain one of each of the following: 

3.8.1.2.1 Uppercase Character 
3.8.1.2.2 Lowercase Character  
3.8.1.2.3 Numeric Character 
3.8.1.2.4 Special Character (!, @, #, etc.) 
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4.0 Logging On – Returning Users 
4.1.1 Returning users will see the following screen: 

 

4.2 Enter your username and password into the appropriate fields and press 
Submit.  

4.3 If you have forgotten your password and/or username, click the Forgot 
your password? link. 

4.3.1 You will be asked to enter your email address.  Be sure to enter the 
email address from your profile. 

4.3.2 Your password and username will be emailed to you. 
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5.0 Main Screen 
When you log into the system, you will see the following toolbar: 

 

Using this toolbar will allow you to access different functions in the program. 

5.1 New Invoice – Brings you to a screen that will allow you to enter a new 
invoice, load CTO transactions for a new invoice, and print reconciliation 
reports for validation. 

5.2 Edit/Select Invoice – Displays any credit card vendor (CCV) invoice 
loaded into the tool, and allows you to select any previously loaded invoice 
for editing, viewing, and printing.   

5.3 Discrepancies – Displays a list of all the discrepancy transactions loaded 
into the tool for a specific account/invoice.  You have the ability to edit, 
undo, find, preview, and print transactions. 

5.4 Reconciled – Displays a list of all the reconciled transactions loaded into 
the tool.  You can add, edit, undo changes, find, preview, and print 
transactions.  

5.5 PAC – Displays Previously Applied Credits (PAC) for viewing only.  
Previously applied credits cannot be edited. 

5.6 Logs – Displays transaction logs.  The logs keep a history of all the active 
disputes, resolved disputes, late fees, and advance credit transactions 
from each invoice.  It consists of account summaries and individual 
transactions. 

5.7 Reports – Displays a list of the reports that are available to be previewed 
or printed within the CBA Reconciliation Tool. 

5.8 Export – Displays the Export Invoice Builder that will help you export a 
new invoice statement.  

5.9 Exit – Allows you to exit the tool. 

5.10 Help – Loads the Centrally-Billed Account (CBA) Reconciliation Tool 
Instructions. 
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6.0 Adding Accounts 
6.1 To add an account within the CBA Reconciliation Tool, click Edit/Select 

Invoice from the main toolbar. 

6.1.1 If you need to edit or delete an existing account, please contact your 
CBA Administrator for assistance. 

6.2 The tool will display the credit card accounts for your organization that are 
currently loaded into the tool.   

 

 
 

6.3 Click the Add CC button. 
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6.4 You will be asked to enter the Transaction Credit Card number and the 

Central Credit Card account number.  Once you have entered the two 
account numbers, click Add Account. 

 
 

 
 

6.5 The tool will return to the display of credit card accounts for your 
organization.  The new account is now listed.   
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7.0 Creating New Invoices 
7.1 The New Invoice Builder walks you through the process of creating a new 

CCV invoice and loading the associated CTO files.  Start by clicking on 
the New Invoice link from the main toolbar. 

7.2 Click the Next link. 

 

7.3 A display showing all the credit card accounts for your organization will 
appear. 

 

 
 
 

 

7.4 Select the appropriate account for the invoice being loaded and click 
Select Invoice Statement Account. 
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7.5 To enter a new invoice’s information, click Add Invoice. 

 

7.6 Enter the necessary information from the Credit Card Vendor (CCV) 
invoice statement into the appropriate fields (for the location of the 
information on a sample invoice, see Attachment 1).   

7.6.1 Click on the calendar icons to select the “Invoice Date” and “Receive 
Date” 

7.6.2 Use your tab key to move from field to field.  This will allow the system 
to calculate the total due as you go. 
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7.6.3 Note: The Amount Due will populate automatically after entering all of 
the invoice information. 

7.6.4 Note: All fields must be filled.  If Purchases, Credits, or Prompt Pay 
Charges are zero, enter 0.00. 

7.7 Click Add/Edit Invoice once all of new invoice information has been 
entered correctly.  The system will prompt you to upload the files provided 
by the CTO.  These files are: 

7.7.1 GTS.TXT – Billing and Line of Accounting Data 
7.7.2 DISC.TXT – Discrepancies (items the CTO could not reconcile to their 

database) 
7.7.3 PAC.TXT – A list of previously applied credits (only applicable if TMO 

accepts Advance Credits) 
7.7.4 ITIN.TXT – Itinerary data of reconciled transactions 

7.8 Uploading CTO Billing files (for users with Flash Player 9.0 – all other 
users see “Uploading CTO Billing files for users without Flash Player 
9.0”) 
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7.9 Locate the new invoice files by clicking Browse for Files.   

 

 

7.10 Once you have found the appropriate files, highlight the files and click on 
the Open button to capture the files 
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7.11 Click the Upload button to import the files into the reconciliation tool. 

 

 

7.12 When the upload is complete, the top of the screen will indicate if the files 
were imported successfully into the tool’s database.  

 

7.13 Click any of the main toolbar’s tabs to continue. 
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7.14 Uploading CTO Billing files (for users without Flash Player 9.0 – all 
other users see “Uploading CTO Billing files for users with Flash 
Player 9.0”) 

 

 

7.15 If you do not have Flash Player 9.0 or higher, you will see the following 
screen.   

   

7.16 Place the CTO diskette in your A drive and click on the first Browse 
button. 
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7.17 Once you have found the appropriate file, highlight the file and click on the 
Open button to capture the file 

 

 

 

7.18 Repeat the process until all four CTO billing files are uploaded, then click 
the Upload Files button to capture the files. 
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7.19 Once the files are uploaded, you will see the following screen. 

 

7.20 Click the Parse Uploaded Files button to import the files into the 
reconciliation tool. 

7.21 When the upload is complete, the top of the screen will indicate if the files 
were imported successfully into the tool’s database.  

 

Click any of the main toolbar’s tabs to continue.
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8.0 Processing Discrepancy Transactions  

8.1 Discrepancies are transactions on the current CBA invoice that did not 
match a record in the CTO’s back office system.  These items must be 
resolved or disputed before the CBA reconciliation can be completed. 

8.2 To view an invoice’s discrepancy transactions, click Discrepancies from 
the main toolbar.  

8.3 A chart entitled Discrepancy Transaction Detail displays all of the 
discrepancy transactions for the invoice. 

 

8.3.1 The chart may be sorted by clicking any of the column titles.  To sort 
the transactions in reverse order, click the column title twice.  

8.4 To make any changes to an individual discrepancy transaction, click the 
Ticket Number or Passenger Name that appears in link format. 

8.5 A new window will be generated containing the details of the transaction, 
as well as a toolbar containing the following options: 

 

 
8.5.1 Edit – Allows you to change the detailed information of a transaction.  

Click in the appropriate boxes and enter the correct information. 
8.5.2 Reconcile – Reconciles a discrepancy transaction and moves the 

transaction to the Reconciled list. 
8.5.3 Late Fee – Marks a transaction as a Late Fee.  A copy of the 

transaction will be sent to the Late Fee transaction log.  Late fees will 
be displayed in brown text. 
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8.5.4 Dispute – Allows you to mark a transaction as disputed.  Once 
disputed, the transaction status will change to CCV and will be 
displayed in blue. Once you click Dispute from the toolbar, you will be 
prompted to:  

8.5.4.1 Enter the Reference Number from the credit card vendor’s 
statement (if CTO does not pre-populate this field) 

8.5.4.2 Enter the posting date. 
8.5.4.3 Enter the dispute amount. 

8.5.4.3.1 Unlike reconciled transactions, discrepancy transactions 
CANNOT be partially disputed.  

8.5.4.3.2 Once a dispute has been filed, the transaction will remain under 
Discrepancies with its status changed to CCV.   

8.5.4.4 Select the dispute reason from a drop-down list. 
8.5.4.5 Add any explanatory remarks you may have.  Any remarks you 

enter will be printed on the CCV dispute notification form. 
8.5.4.6 Once you have entered the necessary information, click OK to 

submit the dispute.   
8.5.4.7 The information of the dispute will be printed on the Credit Card 

Vendor (CCV) Dispute and Remark forms.  A copy of the 
transaction will be put into the Active Dispute log. 

8.5.5 Delete – Allows you to delete a transaction from the CTO transaction 
totals.  Deleted discrepancies will be displayed in red text with a 
strikethrough.   

8.5.5.1 Note: deleting a record only removes it from the CTO totals.  The 
CCV totals (the amount the credit card vendor expects to be paid) 
remains the same. 

8.5.6 Undo – Allows you to undo any of the changes made to the 
transaction. 

8.5.7 Preview – Displays a detailed report for an individual transaction.  
8.5.8 Print – Prints a copy of the discrepancy transaction detail chart.  
8.5.9 Previous – Allows you to bring up the previous transaction from the 

list. 
8.5.10 Next – Allows you to bring up the next transaction from the list. 
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9.0 Processing Reconciled Transactions 
9.1 Reconciled transactions are transactions on the current CBA invoice that 

matched in the CTO’s back office system or have been deleted .  

9.2 To view reconciled transactions loaded from the CTO’s CBA file, click 
Reconciled from the main toolbar. 

9.3 A chart entitled Reconciled Transaction Detail displays all of the 
reconciled transactions from the invoice.  The records are color coded to 
indicate the status of the item. 

9.3.1 Black text indicates a reconciled transaction that has not been 
changed by the TMO. 

9.3.2 Green text indicates a newly added item (manually added by TMO). 

9.3.3 Blue text indicates a record that has been modified. 

9.3.4 Red with a Strike-Through indicates an item that has been deleted 
from the CTO’s reconciliation file. 
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9.4 If you would like to add a new reconciled transaction, click Add New 
Record.   

 

9.4.1 Enter the necessary information into the transaction detail window that 
appears.  Once you click Add/Edit, the passenger and accounting 
information will be added to the list and will be given the status of 
ADDED. 

 

9.5 To make any changes to an individual discrepancy transaction, click the 
Ticket Number or Passenger Name that appears in link format. 
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9.6 A new window will be generated containing the details of the transaction, 
as well as a toolbar containing the following options: 

 

 
9.6.1 Edit – Allows you to change the detailed information of a transaction.  

Click in the appropriate boxes and enter the correct information. 
9.6.2 Dispute – Allows you to mark a transaction as disputed.  Once you 

click Dispute from the toolbar, you will be prompted to:  
9.6.2.1 Enter the Reference Number from the credit card vendor’s 

statement. 
9.6.2.2 Enter the posting date. 
9.6.2.3 Enter the dispute amount. 

9.6.2.3.1 Reconciled transactions may be disputed totally or partially.   
9.6.2.3.1.1 For partial disputes, the disputed amount will be 

subtracted from the ticket amount.  A new transaction will 
be created with the partial dispute amount and placed in 
the Discrepancies file.  The transaction will be updated 
with the new ticket amount and will stay in the reconciled 
transaction file.  It will be marked with a status of 
CHANGE. 

9.6.2.3.1.2 A total dispute will remove the transaction from the 
Reconciled file and place it in the Discrepancies file.  

9.6.2.4 Select the dispute reason from a drop-down list. 
9.6.2.5 Add any remarks.   
9.6.2.6 Once you have entered the necessary information, click OK to 

submit the dispute.   
9.6.2.7 The information of the dispute will be printed on the Credit Card 

Vendor (CCV) Dispute and Remark forms.  A copy of the 
transaction will be put into the Active Dispute log. 

9.6.3 Delete – Allows you to delete a transaction. 
9.6.4 Undo – Allows you to undo any of the changes made to the 

transaction. 
9.6.5 Preview – Displays a detailed report for an individual transaction. 
9.6.6 Print – Prints a copy of the reconciled transaction detail chart.  
9.6.7 Previous – Allows you to bring up the previous transaction from the 

list. 
9.6.8 Next – Allows you to bring up the next transaction from the list. 
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10.0 Viewing Previously Applied Credit (PAC) Transactions 
10.1 Previously Applied Credits (PAC) are credits that were taken on a 

previous CBA invoice, but did not post until the current invoice.   

10.2 To view a list of all previously applied credit (PAC) transactions loaded 
from the CTO files, click PAC from the main toolbar.  

10.3 A chart entitled Previously Applied Credit Transaction Detail displays all of 
the PAC transactions from the invoice. 

 

10.4 To view a PAC transaction in a new window, click on the Passenger 
Name that appears in link format.  The transactions will be in “read-only” 
format, which prohibits you from changing any information on the 
transactions.   

10.5 A new window will be generated containing the details of the transaction, 
as well as a toolbar containing the following options: 

 

 
10.5.1 Preview – Displays a detailed report for an individual transaction. 
10.5.2 Print – Prints a copy of the PAC transaction detail chart.  
10.5.3 Previous – Allows you to bring up the previous transaction from the 

list. 
10.5.4 Next – Allows you to bring up the next transaction from the list. 
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11.0 Transaction Logs 
11.1 The transaction log keeps a history of all Active Disputes, Resolved 

Disputes, Late Fees, and Advance Credit transactions for each invoice.  It 
consists of Account Summaries and Transactions. 

11.2 To access the transaction log, click Logs from the main toolbar. 

11.3 Another toolbar will appear below the main toolbar with the following 
options: 

 

 
11.3.1 Active Dispute – Displays all of the active dispute transactions from 

an invoice statement. 
11.3.2 Resolve Dispute – Displays all of the resolved dispute transactions 

from an invoice statement. 
11.3.3 Late Fee – Displays all of the late fee transactions. 
11.3.4 Advance Credit – Displays all of the advance credit transactions. 

11.4 On each log type, Account Summaries will display a summarization of all 
such transactions associated with a credit card invoice.  It will contain the 
total dispute/late fee amount and the total count of transactions on that 
invoice. 
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12.0 Reports 
12.1 Using the CBA Reconciliation Tool gives you the opportunity to view and 

print available reports. 

12.2 Note: The tool defaults to portrait mode for printing.  Reports that need to 
be printed in landscape mode will be followed by the word “Landscape” in 
the selection list.  To print in landscape mode, select File, select Page 
Setup, click on Landscape and click “OK.” 

12.3 At any time you have the opportunity to print and/or preview any report 
from the CBA Reconciliation Tool.  This can be done by using the print 
and preview functions from your web browser. 

12.4 To access any available reports, click Reports from the main toolbar.  

12.5 At the top of the Reports list is a 1034 Dispute/Info link that allows you to 
complete a 1034 Public Voucher and Dispute form (to see a blank 
example, see Attachment 2).  Any information entered will transfer 
automatically onto the form.  The empty fields are located under the 
following tabs: 

12.5.1 Designated Paying Office (under tab 1034 DPO) – Enter the DPO 
contact information for inclusion in the 1034 Public Voucher form. 

 

12.5.2 Credit Card Vendor (under tab 1034 CCV) – Enter the credit card 
vendor’s company name and address information for inclusion in the 
1034 Public Voucher form. 
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12.5.3 Account Manager (under tab 1034 Account Manager) – Enter the 
account manager information for inclusion in the 1034 Public Voucher 
form. 

 

12.5.4 Certifying Office (under tab 1034 Certifying Office) – Enter the 
Certifying Office address and contact information for inclusion in the 
1034 Public Voucher form.  

 

12.5.5 Dispute Form (under tab Dispute Form) – Enter the information for 
the CCV dispute form for inclusion in the 1034 Public Voucher form. 
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12.6 The following reports are available for viewing.  Reports that need to be 
printed in landscape format are so noted.  

 
 
 

12.6.1 Detailed Current Bill – Displays a detailed listing of the current bill.  
The report will reflect all changes made to the transactions. 

12.6.2 Detailed Current Bill – Added and Deleted (Part 2) – Shows all 
transactions that were ADDED or DELETED from the current bill. 

12.6.3 Detailed Current Bill – Final Summary (Part 3) – A summary of 
transactions reconciled for payment to the credit card vendor. 

12.6.4 CTO Reconciliation Worksheet – A balancing report of what has 
been loaded versus what has been entered from the CCV invoice. 

12.6.5 Dispute Notification – A report of disputed transactions that are being 
sent to the credit card company.  These are transactions that were 
billed on the invoice statement but could not be identified.  

12.6.6 Discrepancy – A listing of all discrepancy transactions. 
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12.6.7 Advance Credits – Reflects credits that have been reported to the 
CTO but have not completed the credit card vendor cycle. 

12.6.8 Current Bill – (sorted by passenger name) – A detailed current bill 
sorted by passenger name.  The report reflects all changes made to 
the transactions. 

12.6.9 Missing Information (Short) – A list of transactions missing APPN, 
SSN, or Travel Order Number. 

12.6.10 Previously-Applied Credit (PAC) – A list of transactions that were 
advanced credits on a previous reconciliation that have now completed 
the cycle to the CCV.  These transactions are flagged as previously 
applied credits to avoid taking the credit twice. 

12.6.11 Credit Card Vendor – Dispute Form – This form is used to dispute 
any transactions to the CCV. 

12.6.12 Credit Card Vendor Remarks – Used as a supplement to the CCV 
Dispute Form, this form is where you make remarks to the credit card 
vendor regarding your disputed transaction. 

12.6.13 1034 Public Voucher Form – Government form authorizing payment 
amount to the credit card vendor. 
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13.0 Exporting an Invoice Statement 
13.1 The Export Invoice Builder enables you to export an invoice statement 

quickly and easily.  To access the export function, click Export from the 
main toolbar. 

13.2 The welcome screen for the Export Invoice Builder explains how the 
application assists you in exporting reconciliation files.  Press the Next 
button to proceed and press Next again. 

 

 

13.3 Confirm that the invoice statement you plan to export is correct.  Once you 
have checked the information, click the Export button to export the invoice 
statement.  Please be patient as the exporting process may take a few 
minutes.  If you chose to email the transaction files, they will be sent 
automatically at this time. 
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13.4 When the export is complete, the top of the screen will indicate if your file 
export was successful.   

 

13.5 To download the file, click on CBAReconToolOutput.zip.   
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13.6 You will see the following screen: 

 

13.6.1 Click on “Save”  

13.7 Select the folder on your PC that you want to save the file in and click 
save. 
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13.8 You have now saved your DFAS files in a .zip format.  The file name is 
CBAReconToolOutput.zip 

13.8.1 To Unzip your files: 
13.8.1.1 Right click on the Zip file. 
13.8.1.2 Select the option “Extract All…” 
13.8.1.3 Follow the steps on the Windows Extract Wizard 

13.8.2 To send the files to DFAS, either copy the extracted files to a diskette 
or, if your office’s rules allow, send the files to DFAS as an 
attachments to an e-mail. 
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14.0 Working with Prior Invoices 

14.1 Because the tool archives all invoices, you have the opportunity to work 
with, view, and/or print from any invoice previously entered into the tool. 

14.2 Click on the Edit/Select Invoice button from the main toolbar to begin 
your edits.   

14.3 Highlight the appropriate invoice account from the list shown by clicking on 
it.  Press Select Invoice Statement Account after you have highlighted 
the account.  

 

14.4 You will see the following screen 
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14.5 Select the appropriate invoice from the drop-down list shown.   

 

14.6 Press Submit.   

 

 

14.7 Once you click on  Submit, that account will be loaded into the tool for  
you to work with. 
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15.0 Attachments 
 
 
 
 
 

(this page intentionally left blank) 
 
 
 
 

 39



Attachment 1 

 

Invoice Number 

Invoice Date 

Purchases 

Credits 

Prompt Pay 
Charges 

 
To return to Create/Load a New Invoice, click here. 
To return to Edit a Current Invoice, click here. 
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Attachment 2 

 

To return to Reports, click here. 
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