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CHAPTER 4:  ORGANIZATIONS

The Defense Travel System (DTS) uses a hierarchical structure of organizations. This organization 
structure serves as a path to guide electronic travel document routing, accounting and reporting. This 
chapter covers the following topics:

4.1 Organizations ............................................................................................................ 4-1
4.1.1 Main Organization..........................................................................................4-1
4.1.2 Sub-Organizations .........................................................................................4-1

4.2 Organization Structure............................................................................................... 4-2
4.3 Organization Naming Sequence................................................................................ 4-2

4.3.1 Sample Organization Naming Sequences .....................................................4-2
4.4 DTA Maintenance Tool and Organizations................................................................ 4-6

4.4.1 Search for Organizations ...............................................................................4-7
4.4.1.1 Copy an Existing Organization to a New Organization ...................... 4-7
4.4.1.2 Update Organizations....................................................................... 4-12
4.4.1.3 Delete Organizations........................................................................ 4-12
4.4.1.4 Reassign Personnel ......................................................................... 4-13

4.4.2 Create Organizations ...................................................................................4-13
4.4.3 View CBA List ..............................................................................................4-16
4.4.4 View Organization List .................................................................................4-18

4.1 Organizations 
The term “organization” refers to a DoD entity that has responsibility for travel document routing, budget 
maintenance, and reporting. That entity may be called an office, unit, site, etc - but to DTS, they are all 
organizations.

In DoD, organizations are arranged in a hierarchical manner. The same structure is present in DTS, where 
higher-level organizations have subordinate organizations. Unlike the DoD structure, in DTS, the name of 
an organization reveals its position within the hierarchy. 

The main organization name for a site is created based on the service or agency naming convention. See 
Appendix Q for more information about the organization naming sequence. 

4.1.1 Main Organization
The main organization refers to the highest-level organization to which you have been given access. 
This may or may not be the organization you are assigned to.

Most DTS organizations are subordinate to a higher-level organization, even if you do not have access 
to them.

4.1.2 Sub-Organizations
Main organizations have hierarchically subordinate organizations. In DTS, these are called sub-
organizations. If your organization has sub-organizations, you will automatically have access to them 
as well.

Sub-organization names are formed by adding characters to the main organization’s name. for 
example, the organization DFCWT509BW is a sub-organization of the organization DFCWT.

The administrative functions of a sub-organization include:
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1. Travel document routing and trip ticketing

2. Funds control 

3. Travel reporting 

4.2 Organization Structure
Organizations have as many sub-organizations as necessary to support appropriate use of:

• Routing lists
• Lines of accounting (LOAs) and budgets
• Travel reports
• Travel Management Company (TMC; formerly known as the COmmercial Travel Office (CTO; DTS still 

refers to the TMC as the CTO)
• Centrally Billed Accounts (CBAs)

4.3 Organization Naming Sequence 
DTS arranges organizations in a top-down organizational structure. Each organization’s DTS organization 
name is based on a Component-established naming sequence. A sub-organization name is simply the 
parent organization’s name with a suffix attached.

Each DoD component determines its own organizations’ names. 

The following paragraphs and tables illustrate the organization naming sequence.

Note: The organization naming structure for services and agencies in this manual are for training purposes 
only and are subject to change. Appendix Q provides the current version for each service and agency. 

4.3.1 Sample Organization Naming Sequences
An organization’s DTS name is composed of up to 20 letters and numbers. Letters and numbers add 
up to a organization’s name and identify sub-organization down to the lowest level in the hierarchy. 
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The organization naming sequence is shown in Figure 4-1. Notice the hierarchy in the organization 
structure. 

Figure 4-1: Sample Organization Naming Sequence for 18th Airborne Corp

The complete organization name is shown in Figure 4-2 for the 18th Airborne Corps. 

Figure 4-2: Sample Organization Name for 18th Airborne Corps
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Air Force. The names for organizations and sub-organizations under the Air Force may resemble 
Table 4-1. 

Table 4-1: Sample Organization Names for the Air Force

SAMPLE ORG NAMES FOR THE AIR FORCE

UIC AIR FORCE ORG NAME DTS ORG OR SUBORG NAME

Site-0028 BW All DFCEJ

Bomb Wing All Special Staff DFCEJ028BWSS

EJ1CF8L1 0028 Comptroller SQ DFCEJ028BWSSCPTS

SUPT Group All Support Group DFCEJ028BWSG

EJ1CFDKQ 0028 Support GP DFCEJ028BWSGCC

EJ1CF1XN 0028 Services SQ DFCEJ028BWSGSVS

EJ1CFC2V 0028 Mission Support DFCEJ028BWSGMSS

EJ1CFDFH 0028 Civil Engineer DFCEJ028BWSGCES

EJ1CFDH3 0028 Security Forces DFCEJ028BWSGSFS

EJ1CFFPV 0028 Communications DFCEJ028BWSGCS

Army. The names for organizations and sub-organizations under the Army may resemble Table 4-2.

Table 4-2: Sample Organization Names for the Army

SAMPLE ORG NAMES FOR THE ARMY

UIC ARMY ORG NAME DTS ORG OR SUBORG NAME 

USA Forces Command DA760

AAAAA1 18th Airborne Corp DA76018A

AAAAA2 44th Medical Command DA76018A44M

AAAAA3 520th TAML DA76018A44M520
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Marine Corps. The names for organizations and sub-organizations under the Marine Corps may 
resemble Table 4-3.

Table 4-3: Sample Organization Names for the Marine Corps

SAMPLE ORG NAMES FOR THE MARINE CORPS

RUC OR PLT CODES MARINE CORPS ORG NAME DTS ORG NAME 

MCAS Beaufort, SC DM6154

026 MCAS Beaufort, SC DM6154026

HSAD HQ-Headquarters Squadron DM6154026HHS

MCCS Marine Corps Community Service DM6154026MCCS

SECM Provost Marshall Officer DM6154026PMO

S3AR Operations DM6154026S3

S4AD Logistics DM6154026S4

S6CM Computer Services DM6154026S6

COAD Special Staff DM6154026SS

SUPP Supply DM6154026SUP

Navy. The names for organizations and sub-organizations under the Navy may resemble Table 4-4.

Table 4-4: Sample Organization Names for the Navy

SAMPLE ORG NAMES FOR THE NAVY

UIC NAVY ORG NAME DTS ORG NAME 

00018 BUMED (Claimancy) DN18

00183 Portsmouth, NH (Echelon) DN1800183

00183 NBHC Oceana (Activity) DN180018332528

00183 X-Ray (Department) DN180018332528XRAY
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4.4 DTA Maintenance Tool and Organizations
You use the DTA Maintenance Tool to manage and maintain the resources of one or more organizations. 
Use the Organizations module to find, update, copy, delete, and create organizations. 

Open the DTA Maintenance Tool from the Administrative drop-down list on the DTS User Welcome 
screen. The DTA Maintenance Tool Home page opens. This is the starting point of the tool and displays the 
permissions you have. The drop-down list on the home page is called DTA Tools. It appears on every 
screen in the DTA Maintenance Tool, so you can access different screens without returning to the Home 
page. 

Select Organizations from the DTA Tools drop-down list (Figure 4-3). This module allows you to maintain, 
create, and view organizational data. 

Figure 4-3: DTA Maintenance Tool Home Page
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4.4.1 Search for Organizations
Before you can update an organization’s data or delete an organization, you must use the Search 
Organization(s) screen to find the organization. This screen automatically opens after you choose 
Organizations from the drop down list (Figure 4-4). Your main organization displays in the 
Organization Name drop-down list. You may perform any of the functions below: 

• Select Search Organization(s) to search for an existing organization or suborganization
• Select Create Organization(s) to create a new organization or suborganization
• Select View CBA List to view the list of CBAs
• Select View Organization List to view data for the organizations within the DTA’s access. 

Figure 4-4: Search Organization(s) Screen

To search for an organization follow the steps below:

1. Your main organization name appears by default in the Organization Name text field. If you wish 
to view sub-organizations in your organization, check the Include Sub-Organizations box. 

2. Select Search. 

4.4.1.1 Copy an Existing Organization to a New Organization
Use the Copy feature to copy certain data from one organization and save that information to 
another. You can copy: 

• TMC Information
• Organization Information
• Routing lists
• Groups, including Global Group Membership Rules (GGMRs) and personnel

You will generally use the Copy feature when you need to reorganize existing organizations. 

To copy an organization, follow these steps: 

1. Select Organizations from the drop-down list.
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The Search Organization(s) screen opens (Figure 4-4).

2. Type the organization name in the Organization Name text field. 

3. Select Search. 

The Organization(s) (Search Results) screen opens (Figure 4-5). 

Figure 4-5: Organization(s) (Search Results) Screen

4. Select Copy next to the name of the organization to copy.

The Copy Organization screen opens (Figure 4-6). All three sections of organization data 
display and are copied into the new organization. The sections are listed below:

• Organization Hierarchy
• TMC Information
• Organization Information
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Figure 4-6: Copy Organization Screen

 

The Copy Organization screen fields are described in Table 4-5.   
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Table 4-5: Copy Organization Screen Description 

COPY ORGANIZATION SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION

Site Name The geographic location that hosts one or more main organizations.

Organization Name The organization’s unique name.

Organization Description The functional name of the organization that the traveler uses to select the organization 
during self-registration.

DTA ID The ID that routes to the e-mail address of the site POC who receives the reject notifi-
cations from the Global Exchange (GEX) and the Defense Accounting and Disbursing 
Systems (DADS) transactions. The DTA ID is established at implementation. A DTS 
database administrator enters it into the DTS database. The ID will be used as a POC 
for users who need to be detached from the organization. 

GDS The Global Distribution System (GDS) refers to the reservation system that the TMC 
uses. The pseudo-city code (PCC) ensures that the designated TMC receives the Pas-
senger Name Records (PNRs). The data entered in the GDS field determines the 
options available in the PCC and the Ticket PCC fields. If the value of the GDS is set to 
CTO Disabled, then the PCC, Ticket PCC, and Profile fields will not be available for 
selection. 

PCC The city in the GDS within which the TMC processes PNRs received from DTS. Com-
pleting the PCC field ensures that an organization's reservation requests will route to 
the correct TMC. 

Ticket PCC The city in the GDS within which the TMC issues tickets. DTS returns all APPROVED 
authorizations to the TMC for ticketing. Completing the Ticket PCC field ensures that 
the TMC will be able to issue tickets on approved trips. The Ticket PCC may or may not 
be the same as the PCC, depending on how the TMC is structured within the GDS. 

Company Code The TMC-maintained company code is a profile within the GDS. It stores policies spe-
cific to the organization. When the company code is entered, DTS retrieves the organi-
zation profile stored within the GDS and merges it with the traveler profile. Check with 
the Service or Agency Representative for naming conventions for DTS. 

Service / Agency by which 
the traveler is employed The service or DoD agency where the traveler is employed.

Address1 The first line of the office address.

Address 2 The second line of the office address.

Office City The city in which the office address is located.

Office State / Country The state or country in which the office is located. 

Office Zip /Postal Code The ZIP code or postal code of the office address. 

Mail Code The office address mail station code.

Office Phone Number The office phone telephone number.

Office Fax Number The office fax number.

Number of Miles to Closest 
Airport The number of miles from the office to the nearest airport.

Time Zone The organization’s time zone (such as Eastern Standard Time [EST] and Central Stan-
dard Time [CST]).

Organization E-mail 
Address

The organization’s e-mail address. E-mail address will also receive e-mail notification 
for all new self-registrations for their organization.

Number of Work Hours/Day The number of hours in an organization’s typical workday (standard is 8).

Present Duty Station Name The duty station name for the organization.

Emergency Contact Name The organization’s emergency contact name (i.e. Staff Duty Officer, Quarterdeck).
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5. Complete the Organization Code text box with the new organization name.

6. Complete the Organization Description field with the common unit name of the new 
organization. This is the name that the traveler uses to select the organization during self-
registration.

7. Check the appropriate Copy Options box(es). 

• Check the Copy All Routing List and Routing List Details from (organization name) 
box to copy all routing list details to the new organization. If you do not use this option, the 
current organization’s default routing list name is duplicated in the new organization. All 
personnel assigned to the new organization will automatically use this as their default 
routing list. 

• Check the Copy ALL Groups and Global Group Membership Rules from 
(organization name) box to copy groups, GGMRs, and personnel to the new 
organization. If you check this box, all three structures are copied to the new organization. 
These elements are not separable. The list below will transfer with personnel when you 
select this option: 

• Existing organization permissions. 

• Existing organization access and group access. Access to the existing 
organization is updated to the new organization. Other higher or lower accesses 
are copied as is.

• Existing default routing list. 

Of course, you can choose to reassign personnel after Copy Organization is complete. If you 
choose to use this option, you will need to perform the actions below: 

• Reassign all personnel individually.

• Create and populate all the groups associated to the organization. 

• Re-enter all GGMR(s) for the organization. (See Appendix L for complete 
procedures for reorganization.)

8. Select Copy Organization. 

COPY ORGANIZATION SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION

Emergency Contact Phone 
Number The organization’s emergency contact telephone number.

Unit ID The organization’s UIC, RUC, or passcode.

E-mail Notification The Yes and No radio buttons that enable and disable e-mail notification for the entire 
organization.

Auto Approve

Indicator that is used to create a condition under which CTO amendments do not 
require AO approval.
-When set to Y, the cost change must be no more than $250 or five percent of the cost 
on the most recently approved version of the document, which ever is less.
-When set to N, the cost must be less than or equal to the amount on the most recently 
approved version of the document.

Table 4-5: Copy Organization Screen Description (continued)
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4.4.1.2 Update Organizations 
To update an organization, you must first search for it. When the Organization(s) (Search 
Results) screen opens (Figure 4-5), locate the name of the organization. Follow the steps 
below: 

1. Select Update.

The Update Organization screen opens. 

This screen has four sections, as listed below: 

• Organization Hierarchy
• Self Registration Data
• TMC Information
• Organization Information

2. Complete the fields that you need to update. 

3. Check the appropriate Update Options boxes.

4. Select Save Changes. 

4.4.1.3 Delete Organizations
If you no longer need an organization in DTS, the process to delete it is straightforward.: You 
must complete the actions below before you delete the organization.

• Delete all routing lists associated with the selected organization, except the default routing 
list 

• Delete all groups associated with the selected organization 
• Inactivate all LOAs associated with the selected organization
• Inactivate all budget items
• Delete or transfer all personnel associated with the selected organization

After completing these actions, the Organization(s) (Search Results) screen opens (Figure 4-
5). Follow the steps below to delete the organization:

1. Select Delete.
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2. The Delete Organization screen opens (Figure 4-7). 

Figure 4-7: Delete Organization Screen

3. Select Delete Organization. 

The Domain Error message displays if all elements were not deleted (Figure 4-8). You must 
make all corrections before DTS will allow you to delete the organization. 

Figure 4-8: Domain Error Message

4.4.1.4 Reassign Personnel
You may use the Reassign Personnel feature to reassign personnel from one organization to 
another if you have access to both organizations.

4.4.2 Create Organizations 
Use the command's organization naming convention; TMC information; organization address, contact, 
and other information to create DTS organizations. These steps will assist when creating an 
organization. 

1. Select Organizations from the DTA Tools drop-down list.
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The Search Organization(s) screen opens.

2. Select Create Organization(s).

The Create Organization screen opens (Figure 4-9).

Figure 4-9: Create Organization Screen 

The name of your main organization appears in the Organizational Code text field. You cannot 
change it because you may only create new organizations as sub-organizations of your main 
organization. 

The Create Organization screen is similar to the Update Organization screen. It contains the same four 
parts: Organization Hierarchy, Self Registration Data, Commercial Travel Office (CTO) Information, 
and Organization Information. 
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3. Enter the remainder of the new organization’s name in the Organization Code field.

4. Select the DTA ID drop-down list arrow and select the appropriate value from the list.

5. Enter the name of the default routing list in the Default Routing List Name field.

6. Select the desired Site Name from the drop-down list.

7. Enter a description of the new organization in the Organization Description field.

8. Enter the e-mail address for the organization in the Organization E-mail address field.

9. Select the On or Off radio button to enable or disable e-mail notification.

10. Select the GDS drop-down list arrow and select the appropriate value, if the organization will use 
the Travel module. 

The default value of the GDS field is CTO Disabled, and the other related fields are only available 
when a value other than CTO Disabled is selected from the GDS field. All GDS information can be 
obtained from the Transportation Officer or local TMC.

11. Select the appropriate value from the PCC drop-down list.

12. Select the appropriate value from the Ticket PCC drop-down list.

13. Enter the appropriate value in the Company Code field.

14. Complete the Organization Information section.

15. Select Save Organization.

The Organization(s) (Search Results) screen displays the newly created organization.
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4.4.3 View CBA List
The View CBA List shows you the CBA information associated to your organizations. You must have 
permission levels 1 and 5 to request CBA Reports for organizations you have access to.

Follow the steps below to run a CBA Report: 

1. Select Organizations from the DTA Tools drop-down list. 

The Search Organization(s) screen opens. 

2. Select View CBA List.

The View CBA List screen opens (Figure 4-10). 

Figure 4-10: View CBA List Screen

3. Your main organization name appears by default in the Organization Name text. 
Check the Include Sub-Organizations box to include sub-organizations in the search results.

4. Select Run Report.
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You are prompted to download the report. You may download the report to your computer or view it in 
a separate window as an Excel spreadsheet (Figure 4-11).

Figure 4-11: File Download Message Box

5. Select Open to display the report on the screen. 
-OR- 
Select Save to download the file to a hard drive. 
-OR- 
Select Cancel to cancel the action and return to the previous screen.

The CBA Report shows the following CBA information: 

• Transaction Account Number
• CBA Label
• Account Expiration Date
• Central Account Number
• Account Status
• Organization Default Flag
• CBA Number 
• Responsible CBA Specialist

All CBAs assigned to the organization appear in the report. 

If you do not have CBA information for your organizations, a message displays indicating No Data 
Found. 
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4.4.4 View Organization List
The Organization List displays the profile information for any selected organizations and sub-
organizations.

Follow the steps below to view the Organization List:

1. Your main organization name appears by default in the Organization Name text field.

The Search Organization(s) screen opens. 

2. Select View Organization List.

The View Organization List screen opens (Figure 4-12). 

Figure 4-12: View Organization List

3. Your main organization name appears by default in the Organization Name text field.

4. Check the Include Sub-Organizations box to include sub-organizations in the search results. 

5. Select Run Report. 

You will be prompted to download the report. You may download this report to your computer or 
viewed it in a separate window as an Excel spreadsheet. 

6. Select Open to display the report on the screen. 
-OR- 
Select Save to download the file to the hard drive. 
-OR- 
Select Cancel to cancel the action and return to the previous screen.
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