
DTS Release 1.7.3.30-1, DTA Manual, Version 4.8.5 Updated 4/7/16 Page 9-1

This document is controlled and maintained on the www.defensetravel.dod.mil website. Printed copies may be obsolete.
Please check revision currency on the web prior to use.

CHAPTER 9:  BUDGET MODULE

Budgets track travel spending in DTS; however, the DTS Budget module is not an official accounting 
system, and it does not link to your official accounting system. This chapter covers the following topics: 
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9.2.1.5 Delete or Inactivate a Budget................................................................................. 9-6

9.2.2 Create Budget ........................................................................................................................ 9-8
9.2.3 View Journal......................................................................................................................... 9-12
9.2.4 Mass Update Budget Items.................................................................................................. 9-14

9.3 Manual Transactions ..................................................................................................................... 9-17

9.1 Budget Module
The DTS Budget module tracks and manages travel funds in DTS. After creating a budget, you must 
manually add budget targets to it. DTS automatically adjusts the travel funds available in the budget as 
obligation and reimbursement requests are approved.

The DTS Budget module does not link to your official accounting system. Its accuracy depends on you 
entering accurate spending limits and periodically reconciling available funds against your official 
accounting system.

You should think of the Budget module as a bookkeeping tool that monitors the use of your travel funds. Its 
purpose is to ensure that unfunded travel does not take place.

9.1.1 Budget Module Access
You create and maintain travel budgets in the DTS Budget module.

Beginning on the DTS User Welcome screen, mouse over Administrative on the menu bar and select 
Budget from the drop-down list (Figure 9-1) to access the Budget module.

You must have organization access and permission level 1 to access the budget module, and 
permission level 3 to edit the budget module.
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Figure 9-1: DTS User Welcome Screen
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The Welcome to the DTS Budget Administration Tool screen opens (Figure 9-2). This screen describes the 
features and capabilities of the Budget tool. 

Figure 9-2: Welcome to the DTS Budget Administration Tool Screen

9.2 Budget Maintenance
You use this feature to create, maintain, inactivate, delete, and track budgets. Select Budget 
Maintenance from the navigation bar. The Budget Maintenance Function screen displays (Figure 9-3). 
You can read the overview of the functions that are accessible from the subnavigation bar.



Figure 9-3: Budget Maintenance Function Screen
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9.2.1 Show Budgets

Before you can perform any type of maintenance on a budget, you must first find it.

Beginning on the Budget Maintenance screen, follow the steps below to search for your budget: 

1. Select Show Budgets (Figure 9-3) from the subnavigation bar. 

The Show Budgets screen opens (Figure 9-4). 

Figure 9-4: Show Budgets Screen

2. Enter the search criteria and execute the search. The Show Budgets Results screen opens (Figure 
9-5). DTS displays all budgets that match the search criteria you entered.

9.2.1.1 Edit Budgets
From the Show Budgets Results screen (Figure 9-5), use the Edit link that displays in the 
first column of all active budgets to open a budget for editing. Inactivated budgets do not have 
an Edit link.



Figure 9-5: Show Budgets Results Screen
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9.2.1.2 Funding Targets Adjustments
You must enter budget targets (spending limits) before the LOA can fund travel. Typically, you 
should enter the budget targets immediately after you create the budget. You must update the 
budget whenever the amount in the DTS budget differs from the amount available in your 
official accounting system.

Note: You can only edit funds for current or future quarters; you cannot edit funds for past 
quarters. 

9.2.1.3 Shared
If you have subordinate organizations that rely on your organization for travel funds, you need 
to share the budget with them. You can share budgets that are not currently shared, but once 
a budget is shared, it cannot be unshared.

9.2.1.4 LOA Accounting Code Elements
You can change the accounting code elements in your budget, but when you do, DTS creates 
an entirely new budget, which requires you to change to the budget name (label). If you prefer 
to change the elements without creating a new budget, you must use Mass Update. This 
option is covered later in this chapter.  

9.2.1.5 Delete or Inactivate a Budget
From the search results screen, you can also render your budget unusable when you no 
longer need it. There are two methods to make the budget unusable.



Figure 9-6: Budget Maintenance Screen
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Delete Budget - You can only delete a budget before you add funds to it. After you add funds, 
you can only inactivate it. Deletion is primarily used to remove a budget that was created 
incorrectly or inadvertently. If you delete a budget, it will never be available for use.

Inactivate Budget - When you inactivate a budget, the system prevents any further funding 
action against it. Once you inactivate a budget, you can never reactivate it.

Since an inactivated budget cannot fund travel, be sure that all funding processes (e.g., 
vouchers, amendments) against that budget have been completed before you inactivate it.

9.2.2 Create Budget
When you create a new budget in DTS, whether you want to make the budget shareable or 
unshareable is an important decision.

Shared Budgets. When you decide to share your budget with sub-organizations, travel for all lower-
level organizations may be funded against that budget. You must have permission level 6 to initiate the 
option to share the budget.

Beginning on the Budget Maintenance screen, follow the steps below to create a budget:

1. Select Create Budget from the subnavigation bar.

The Select Format screen opens (Figure 9-7).

Figure 9-7: Select Format Map Screen

2. Select the Format Map drop-down list and choose the correct format map for your organization.

3. If there is no existing LOA to copy, select OK. You will skip steps 4-9 and continue with step 10.
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If you will use an existing or similar LOA to create the budget, select Copy an Existing LOA to this 
budget.

The Select LOA to Copy screen opens (Figure 9-8). This screen allows you to select the criteria to 
search for the LOA.

Figure 9-8: Select a LOA to Copy Screen

4. Select the Format Map drop-down arrow and select the format map of the existing LOA.

5. Select the Fiscal Year drop-down arrow and choose the fiscal year for the budget and LOA.

6. The Organization name populates with your highest-level organization. You may use the magnify-
ing glass to search for one of its sub-organizations instead.

7. Select Search.

The Accounting Codes screen will appear if any LOAs were found.

8. Select Copy to left of the desired LOA Label.

The Select Budget Type screen opens (Figure 9-9).

9. Edit the fields on the screen as necessary. Select a Budget Label, place a check in the Shareable 
box if the budget will be available to subordinate organizations, and choose the correct Budget 
Type.

10. Select Save

.The Create Budget screen displays (Figure 9-10).



Figure 9-9: Select Budget Type Screen
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11. Complete the Budget Label field.

12. Complete the quarterly field with the funding amount in the Amount Budgeted For Each Quarter 
section.
-OR-
Complete the Total field with the amount in the Amount Budgeted for This Fiscal Year. The 
Total field will calculate automatically after the fields are populated.

13. You may choose the magnifying glass icon to search for an existing LOA and copy its data 
elements into this budget, if so desired.

14. Enter the appropriate LOA elements in the account fields.

15. Select Save.



Figure 9-10: Create Budget Screen
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9.2.3 View Journal
The View Journal section of the Budget Tool provides recent transactions posted against the budget. 
You can specify the number of transactions you want to display.

Beginning on the Welcome to the DTS Budget Administration Tool screen, follow the below steps to 
view a journal in DTS:

1. Select Budget Maintenance from the navigation bar.

2. Select View Journal from the sub navigation bar.

The Select Budget Journal screen opens (Figure 9-11). 

Figure 9-11: Select Budget Journal

3. Select the Fiscal Year drop-down arrow and choose the fiscal year you want to review.

4. Complete the Organization field. The name of your highest-level organization appears by default. 
If you need to search for one of its sub-organizations, select the magnifying glass icon.

5. Select the Budget Label drop-down arrow and choose the budget name.

6. Select the Number of Transactions Returned drop-drop arrow and choose the number of 
transactions you want to view.
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7. Select View Transactions.

The View Budget Transactions screen opens. This screen displays the most recent transaction that 
affected the selected budget and include the information below (Table 9-1).

Table 9-1: View Budget Journal Transaction Screen Description

VIEW BUDGET JOURNAL TRANSACTION SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION

Transaction Date Date the journal transaction was recorded

Name Last and First name of the traveler

Trans Type Defines a funding action that affected the budget. The following values 
may populate:

CREATE ADJUST
MANUAL
ROLLOVER
SPP REJECT
AUTH
COLLECITON
CANCEL
ROLLBACK
GAUTH
LVCH
SAUTH
AMEND
VCH
SPP SUBMIT

SDN Standard Document Number

TANUM Travel Authorization Number

Transaction Control Number Voucher number returned for FMS disbursements

Document Name Automatic name assigned by DTS when the document is constructed

Departure Date Date the traveler will leave (left) for TDY

Location/Destination TDY location

Organization The traveler’s assigned DTS organization

LOA Label User defined name that identifies a LOA

LOA Format map elements defining the LOA

Per Diem Total per diem expenses

Transportation Total transportation expenses

Other Total other expenses

Total Obligation Cumulative Per Diem, Transportation, and Other expenses

Running Balance Balance available for funding
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9.2.4 Mass Update Budget Items
You can select one or more budget items to perform a mass data element update. The budget items 
must be from the same fiscal year.

You cannot use the Mass Update feature for shared budgets; you must update them individually.

Beginning on the Welcome to the DTS Budget Administration Tool screen, follow the below steps to 
perform a mass update for budget items:

1. Select Budget Maintenance on the navigation bar

2. Select Mass Update Budgets on the subnavigation bar.

The Mass Update Budgets - Search screen opens (Figure 9-12).

Figure 9-12: Mass Update Budgets - Search Screen

 

3. Select the Format Map drop-down arrow to select the format map of all the budgets you want to 
update.

4. Select the Fiscal Year drop-down arrow to select the fiscal year.

5. Select Used or Unused radio buttons identify which type of active but currently unshared budgets 
you want to include in your search.
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An used budget is one that not had a document approved against it. If a budget item is used, you 
cannot make changes to the LOA, unless you insert wildcard characters in the data elements.

6. Complete the Organization field. The name of your highest-level organization will appear by 
default. If you need to search for any of its organizations, select the magnifying glass icon. 

7. Select Show Budgets for Selected Organization(s).

The Mass Update Budget - Search Results screen opens (Figure 9-13).

Figure 9-13: Mass Update Budgets - Search Results

8. Check the boxes in the Select All/Deselect All column to identify the budgets you want to include in 
the update.

9. Select Update Selected Budget(s) button.

The Mass Update Budgets - Update Values screen opens (Figure 9-14). You use that screen to identify 
the data elements to update.

10. To update a LOA data element, place a check next to it in the Update? column. DTS will not 
change unchecked data elements.

11. Identify the values you want to change in the Old Value column.

12. Enter the new values in the New Value column.



Figure 9-14: Mass Update Budgets - Update Vlaues Screen (partial)
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The value you enter in the new value column overwrites the value shown in the Old Value column for 
all LOAs with a checkmark in the Update? column. If you enter no value in the New Value column, a 
blank value is entered.

13. To complete the update, select Update at the bottom of the screen.

A pop-up informs you that if the new budget is not an exact match with the associated LOA used in an 
existing document, the document will not be approved (Figure 9-15).

14. Confirm the pop-up by selecting OK.

Note: You can print the screen to make sure you have an exact match when you update the 
associated LOA (see Chapter 8 of this manual).



Figure 9-15: Mass Update Pop-up Message
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The Mass Update Budgets Summary screen opens.

The Mass Update Budgets Summary screen displays the Budget(s) that were updated as a results of 
the changes you made on the Mass Update Budgets - Update Values Screen.

9.3 Manual Transactions
If you have the Manually Entered Transaction flag is set to Yes in your DTS profile, you will also see the 
Manual Transaction tab.

Manual Transactions allow you to place an adjustment transaction into your budget to offset travel 
document actions that could not be posted to the budget. You can insert transactions into any budget that 
you have access to. If you insert a transaction for a prior quarter in the current fiscal year, DTS will roll the 
transaction to the current quarter to modify the available balance in the current quarter.

You are able to insert paid disbursements, obligation adjustments, and disbursement adjustments.

Beginning on the Welcome to the DTS Budget Tool screen, follow the steps below to insert a manual entry 
into a budget:

1. Select Manual Transaction from the navigation bar. 
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The Manual Transaction Function screen opens (Figure 9-16). 

Figure 9-16: Manual Transaction Function Screen

2. Select Manual Entry from the subnavigation bar.

The Select LOA for Manual Transaction screen opens (Figure 9-17).  

Figure 9-17: Select LOA for Manual Transaction Screen
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3. Select the Fiscal Year drop-down arrow and choose the FY of the LOA the transaction affects.

4. Complete the Organization field. The name of your highest-level organization appears by default. If 
you need to search for any of its sub-organizations, select the magnifying glass icon.

5. Select the LOA or Shared LOA label drop-down arrow and choose the LOA label the transaction 
affects.

6. Select OK.

The Manual Entry Transaction screen opens. 

7. Complete the TANUM field with the Travel Authorization Number (TANUM). 

8. Complete the Total Obligation Adjustment Amount field with the amount of the manual transaction.

9. Complete the Remarks field with justification for the manual transaction. 

10. Select SAVE.

The Manual Transaction Complete screen opens, indicating the system has saved the transaction. 


