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APPENDIX L: Reorganizing DTS Organizations
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L.1 Reorganization Overview
The DTA Maintenance Tool provides certain functionalities that are used during reorganization in DTS. 
Table L-1 briefly describes each function and its purpose in the reorganization process.

Table L-1: DTS Functionalities for Reorganizations

DTS FUNCTIONALITIES FOR REORGANIZATIONS

DTS FUNCTIONALITY PURPOSE IN REORGANIZATION

Copy Organizations

Copy an organization and save it to create a new 
organization with a new name. Includes the following 
options: 
 - Copy routing lists 
 - Copy groups and Global Group Membership Rules 
(GGMRs)

Mass Reassignment of Personnel
Transfer the personal profiles from one DTS organization 
into as many as five organizations.

Cascade Organization Data Changes to Personnel Copy data to sub-organizations and personnel.

Update Default Lines of Accounting (LOA)  Assign, change, or remove a default LOA to all of the 
personal profiles within an organization at the same time.

Global Routing List Maintenance Add or remove a common step in copied routing lists.

Copy LOAs Copy LOAs into a new organization.
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L.2 Reorganization Process
This process is an introduction on the reorganization capability in the DTA Maintenance Tool. Optional 
Step A may be used, and Optional Step B is recommended. Experienced users may prefer to use the 
steps in a sequence that is better suited to their organizations.

The DTA uses the DTA Maintenance Tool to perform the steps for the reorganization process as listed 
below: 

Step 1. Create or copy an organization structure and save it as a new organization

Optional Step A: Copy routing list(s)

Optional Step B: Copy groups and GGMRs

Step 2. Update GGMR (DTA Manual Section 6.3.6)

Step 3. Reassign personnel to new organization en masse

Step 4. Cascade organization data changes to sub-organizations and personnel

Step 5. Create LOAs (DTA Manual Section 8.3.8).

Step 6. Update default LOA

Step 7. Modify budget shell (DTA Manual Section 9.3.1.1)

Step 8. Delete structures of the former organization (DTA Manual Section 4.4.1.3)
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Note: DTAs must capture all necessary data for reporting purposes before performing Step 3: Reassign 
personnel. DTS reports are based on the traveler's organization at the time the authorization, voucher or 
local voucher was first created. After DTAs are reassigned and their group access changed, they may not 
be able to access the former organizations. It is possible to grant the DTA access to the former 
organization by using a second profile. Travel Assistance Center (TAC) personnel have access to the two-
profile process. Figure L-1 illustrates the reorganization process. 

Figure L-1: Eight Steps to DTS Reorganization

Step 1

-Create or copy an organization 
structure and save it as a new 
organization

Optional Step A

-Copy routing list(s) 

Optional Step B

-Copy groups, GGMRs, and 
personnel

Step 2

-Update GGMR(s)

Step 3

-Reassign personnel to 
multiple organizations

Step 4

-Cascade organization data 
changes from former organization 
to suborganizations and personnel

Step 5

-Create LOAs

Step 6

-Update default LOA

Step 7

-Modify budget shell

Step 8

-Delete Former Organization 
Structures

DTA Users Manual, 
Sec. 6.3.6

DTA Users Manual, Sec. 8.3.8

DTA Users Manual, Sec. 9.3.1.1 DTA Users Manual, Sec. 4.4.1.3

*The steps enclosed in the 
darkly shaded area must be 
repeated for each new 
organization.

L.2.1 Step 1. Copy an Organization and Save it as a New Organization
The DTA should be familiar with the current organization structure (within the DTA’s organization 
access) before copying an organization to save as a new organization.
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L.2.1.1 Determine Organization Structure 
To display the current organization structure, the DTA must include all sub-organizations when 
searching for the existing organization (DTA Manual, Section 4.4.1). 

Beginning on the DTA Maintenance Tool Home page, use the below steps to search for an 
organization and determine the organization structure:

1. Select the DTA Tools: drop-down list and select Organizations.

The Search Organization(s) screen opens (Figure L-2).

Figure L-2: Search Organization(s) Screen

2. Select the Organization Name drop-down list arrow and choose the correct 
organization. 

3. Check the Include Sub-Organizations box.

4. Select Search.

 The Organization(s) (Search Results) screen opens (Figure L-3).
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Figure L-3: Organization(s) (Search Results) Screen

Note: For large scale reorganizations, the DTA can request a list of the organization structure 
and organization data by submitting a ticket to the TAC.
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L.2.1.2 Copy an Organization and Save it as a New Organization
A name must be identified for the new organization being created before the former 
organization can be copied. Starting on the DTA Maintenance Tool Home page, use the below 
steps to copy an organization and save it as a new organization:

1. Select the DTA Tools drop-down list arrow and select Organizations.

The Search Organizations screen opens (Figure L-2).

2. Select the Organization Name drop-down list arrow and choose the organization to 
copy. To see a list that includes all sub-organizations owned by the selected organization, 
check the Include Sub-Organizations box.

3. Select Search. 

The Organization(s) (Search Results) screen opens (Figure L-3). A list of organizations 
displays.

4. Select Copy next to the name of the organization to be copied. 
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The Organization screen opens (Figure L-4). The three sections of organization data 
(Organization Hierarchy, Commercial Travel Office (CTO) Information, and Organization 
Information) are displayed in the view mode. This information will be copied and saved into the 
new organization.    

Figure L-4: Organization Screen
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5. Complete the DTS Organization Code field with the new organization naming sequence.

6. Complete the DTS Organization Description field with the common unit name of the new 
organization.

7. Check the Copy Options box(es) to include other parts of the administrative organization 
structure, if necessary.  (See Optional Steps A and B for more information.)

8. Select Copy Organization.  
-OR- 
Select Cancel to return to the Search Results screen without copying the organization.

L.2.1.3 Optional Step A: Copy Routing List(s) 
If Copy ALL Routing List and Routing List Details from (organization name) was checked 
on the Copy Organization screen, all routing lists and details (document type, document 
status, signature name, level, and process name) within those lists are copied (Figure L-5). 
The information will be saved to the new organization.

If this box is unchecked, the original organization default routing list name is created for the 
new organization. This is used as the default routing list name for all newly assigned 
personnel to the new organization.

Note: If the individual routing list details require changes, use the Update Routing List feature 
to add or remove individual details in a single routing list (DTA Manual, Section 5.6.2). If the 
changes involve more than one routing list, consider using Global Routing List Maintenance to 
add or remove a common step or replace one Routing Official (RO) with another (DTA 
Manual, Section 5.7). 

L.2.1.4 Optional Step B: Copy Group(s) and GGMR(s)
If Copy ALL Groups and Global Group Membership Rules from (organization name) was 
checked on the Copy Organization screen, the group structure and GGMR are copied to the 
new organization. It is not possible to select individual structures if this box is checked.

Users with organization access will have their access updated to the new organization when 
this option is selected. The below information is carried over when selected:

• Access to a higher-level organization (if applicable)
• Permissions
• Group access
• Default routing list in the profile
• User-specific data
• General traveler data

Note: Profile validation will trigger for each traveler when their next document is created.

Note: It is recommended that Optional Step B be used in most cases. If the personnel will 
eventually be reassigned, this can occur after Step 3, Copy Organization using Mass 
Reassignment. If not used, all the groups associated to the new organization must be created. 
Also, the GGMR(s) for the organization must be manually re-entered. For more information, 
see the following sections of the DTA Manual:

• Section 6.3.3 to add new groups
• Section 6.3.6.2 to add GGMRs 
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Note: The new organization GGMR must be updated manually in DTA Maintenance Tool if 
any new rules are required for the group created in the new organization. Remove the rule 
referencing the former organization group name. 

L.2.2 Step 2. Update GGMR
Optional Step B establishes the new organization(s) group structure. This includes new group name(s) 
and GGMR(s) for the new organization(s). The group names in the former organization have been 
copied and saved in the new organization if Optional Step B was used. The new organization 
GGMR(s) for the new group(s) created in the new organization must be manually updated using the 
DTA Maintenance Tool.

L.2.2.1 Determine Existing Group Structure
The DTA needs to confirm the group structure of the existing organization by requesting a list 
of groups. The DTA should perform a group search of the existing organization and its sub-
organizations. (DTA Manual, Section 6.3.1). The list of groups displays (Figure L-5). 

Figure L-5: Group(s) Search Results Screen
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Note: For large reorganizations, the DTA can request a list of groups and GGMR via a TAC 
ticket.

L.2.2.2 Update GGMR for the New Organization
It is important to review the new organization’s GGMR to ensure that the appropriate group 
name(s) and Group Organization Owner Name(s) are used. This does not always happen 
when the organization is copied (DTA Manual, Section 6.3.6.2). 

L.2.3 Step 3. Reassign Personnel To Multiple Organizations
Reassignment of personnel allows a DTA to reassign a large number of personnel from an 
organization to other organizations. Based on organization access, the DTA may select up to five 
organizations to which personnel may be reassigned.

Beginning on the DTA Maintenance Tool Home page, use the below steps for a mass reassignment of 
personnel:

1. Select the DTA Tools drop-down list arrow and select Organizations. 

The Search Organizations screen opens (Figure L-2).

2. Select the Organization Name drop-down list arrow and choose the organization from which 
personnel will be reassigned. 

3. Select Search. 

The Organization(s) (Search Results) screen opens (Figure L-3). 

4. Select Reassign Personnel. 

The Search Organization(s) screen displays the organizations that may be selected as destination 
organizations (Figure L-6). 

Figure L-6: Search Organization(s) Screen: Destination Organizations 
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No more than five organizations may be selected from the left column to be identified as destination 
organizations in the right column. If travelers are to be reassigned from the current organization to 
more than five organizations, the process maybe repeated as necessary.

5. Select an organization from the left column.

6. Select Add >> to display the selected organization in the right column. Select << Remove to 
delete organizations from the right column. Steps 3 and 4 may be repeated for up to five 
destination organizations.

7. Select Save And Continue.

The Reassign People screen opens. 

The organization(s) selected on the Select Organization(s) screen are the column headers for the 
boxes used to select an organization for each person. The current organization of assignment is 
selected. It may be necessary to scroll through multiple screens for an organization that contains a 
large number of travelers.

8. Select the organization for reassignment for each name on the screen. The links at the bottom of 
each column can be used to select or deselect all travelers.

9. Select Save and Refresh Page. 

The below occurs in DTS during reassignment:

• LOA. The default LOA is removed from the user’s personal profiles when personnel are 
reassigned. 

• Permission levels. The user’s permission levels remain.
• User data. Both general traveler data and user-specific data remain.
• GGMRs. Travelers who are added to an organization with a GGMR will be members of the 

group using the new organization’s GGMR. They will be removed from the former 
organization’s GGMR.

• Routing lists. If a user reassigns personnel without copying the routing lists, the personnel will 
be associated with the new organization’s default routing list. The default routing list can be 
changed to any other routing list associated with the new organization.

Note: Profile validation will trigger the next time each traveler enters DTS.

Steps 1 through 3 should be repeated for each new organization before proceeding to Step 4.

L.2.4 Step 4. Cascade Organization Data Changes From Former 
Organization to Sub-organizations and Personnel

The organization information in a user’s personal profile (e.g., duty address) is not updated during 
reassignment. The DTA can use the Cascade Update options to update data in personal profiles and 
sub-organizations. This applies to the organization information only. This feature does not apply to the 
organization hierarchy or to the CTO information.
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L.2.4.1 Cascade Organization Data With Updates
When data is updated for an organization, the same data can be updated for all personnel in 
the organization and for all sub-organizations at the same time. To accomplish this mass 
update, the user must check one of the Update Option boxes at the bottom of the Update 
Organization screen (Figure L-7). Only organizational data that is changed or updated will 
cascade.

Beginning on the DTA Maintenance Tool Home page, use the below steps to update 
organization data:

1. Select the DTA Tools drop-down list arrow and select Organizations.

The Search Organizations screen opens (Figure L-2).

2. Select the Organization Name drop-down list arrow and select the organization from 
which the data will cascade down to the other organizations. 

3. Select Search.

The Organization(s) (Search Results) screen opens (Figure L-3). 

4. Select Update next to the name of the organization to be updated.

The Update Organization screen opens (Figure L-7). 



Figure L-7: Update Organization Screen
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5. Update fields with organizational data that will be copied to all sub-organizations.
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6. Check the Save these changes to ALL Personnel under (organization name) box to 
save the changes to profiles of personnel assigned to the named organization. 
-OR- 
Check the Save these changes to ALL Sub Organizations of (including personnel) 
(organization name) box to save the changes to all the sub-organizations. This will also 
save the changes to the profiles of the personnel assigned to the named organization’s 
sub-organizations. 
-OR- 
Check both boxes to save changes to all the organizations and sub-organizations and to 
all the profiles of all personnel assigned.

Note: Data elements not changed will not update in the profiles.

L.2.4.2 Cascade Organization Data With No Updates
If the data for the top-level organization does not change, but information must cascade to 
update data for personnel and sub-organizations, the DTA can use the cascade function in the 
following way:

• Delete the data in the cascading fields
• Use the function again to update the data properly

For example, if the office address at the top-level organization does not change, but the 
information needs to be updated in the sub-organizations, the DTA can accomplish this by 
using the below steps:

1. Delete the office address in the top-level organization.

2. Check the Save these changes to ALL Sub Organizations of (organization) box.

3. Select Save Changes. 

This process deletes the address data from the lower-level organizations.

4. Re-enter the office address in the top-level organization.

5. Check the Save these changes to ALL Sub Organizations of (organization) box.

6. Select Save Changes. 

This process populates the unchanged data from the top-level organization to all of the lower-
level organizations.

L.2.5 Step 5. Create LOAs
This section explains how to create and update LOAs in travelers’ profiles during reorganization.
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L.2.5.1 Determine Current LOA Structure
Search existing LOAs to display the current LOAs for the organization (DTA Manual, Section 
8.3.2). Beginning on the Search Lines of Accounting screen, use the below steps to view the 
current LOA structure:

1. Select the Organization Name drop-down list arrow and select the existing organization 
name.

2. Check the Include suborganizations box.

The Lines of Accounting (Search Results) screen opens (Figure L-8). 

Figure L-8: Lines of Accounting Search Results Screen

3. Select Update to view details of each LOA.

Note: For large-scale reorganizations, the DTA can request a list of Lines of Accounting by 
submitting a TAC ticket.

L.2.5.2 Copy Existing LOAs 
Beginning on the Line of Accounting (Search Results) screen, use the below steps to copy 
existing LOAs to the new organization: 

1. Select Copy for desired LOA(s) (DTA Manual, Section 8.3.6).

The Copy Line of Accounting screen opens (Figure L-9).

2. Select the Organization Name drop-down list arrow and select the organization to which 
the LOA will be copied.
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3. Update all necessary portions of the newly copied LOA. 

Figure L-9: Copy Line of Accounting Screen

4. Select Save Copied Line of Accounting.
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If a new LOA is needed for the new organization, see the DTA Manual, Section 8.3.8.

L.2.6 Step 6. Update Default LOA
Use the Update Default LOA(s) link to assign, remove, or change a default LOA on all personal 
profiles within an organization at one time. This link is useful for updating the profiles after a 
reorganization.

Before updating a default LOA, the DTA must ensure that the new default LOA has been created in 
DTS.

Beginning on the DTA Maintenance Tool Home page, use the below steps to assign a default LOA to 
all users in an organization: 

1. Select Lines of Accounting from the drop-down list.

2. Select Update Default LOA(s) on the subnavigation bar.

The Default LOA Update screen opens (Figure L-10). See Table L-2 for a description of the Default 
LOA Update screen. 

Figure L-10: Default LOA Update

 

Table L-2: Default LOA Update Screen Descriptions

DEFAULT LOA UPDATE SCREEN DESCRIPTIONS

FIELD NAME DESCRIPTION

Organization Name Drop-down list of organizations. The organizations available are limited to organiza-
tions in the user’s hierarchical setup. 

Existing Default LOA 
Label Drop-down list of existing LOAs currently assigned as default LOAs. 

New Default LOA Label Drop-down list of LOAs that exist in the organization. The organizations available are 
limited to organizations in the user’s hierarchical setup.

Include All Existing 
Default LOA(s) 

Check box, that when checked, displays all travelers in the organization. DTS will dis-
play all travelers with any default LOA. Leaving the check box clear will display only 
those travelers with the default LOA entered in the Existing Default LOA Label field.

3. Select the Organization Name drop-down list and choose the organization to which the default 
LOA will be assigned.
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4. Select the Existing Default LOA Label drop-down list and select the default LOA that currently 
populates the personnel profiles for the selected organization. 

Note: The first item in the Existing Default LOA Label drop-down list is a blank line that can be used 
to search for travelers who have no default LOA in their profiles.

5. Select the New Default LOA Label drop-down list and select the new default LOA label to be 
used in the organization (Figure L-11). 

Figure L-11: Default LOA Update Screen

 

6. Check the Include All Users box to display all travelers in the organization no matter what they 
have as their existing default LOA.  
-OR- 
Leave the box blank to display only those travelers with the default LOA specified in the Existing 
Default LOA Label field.

7. Select Search.
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The Default LOA Update Person (Search Results) screen opens (Figure L-12). The search results 
display an alphabetical list of travelers in the organization. The Select to Include in Update boxes are 
all selected to be assigned to the selected default LOA.

Figure L-12:  Default LOA Update Person Search Results Screen

8. Select Submit to display the new LOA assigned to the travelers.
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The Default LOA Update Person Search Results screen opens with the Existing Default LOA Label 
populated with the new Default LOA Label for each of the selected personnel (Figure L-13). 

Figure L-13:  Default LOA Update Person Search Results Screen

9. Deselect any travelers who should not be assigned the new default LOA.

10. Select Submit to assign the New Default LOA Label to all selected travelers.

Repeat the process for an organization that has different groups of personnel that will use different 
LOAs. 
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L.2.7 Step 7. Modify Budget Shell
As each LOA is copied or created, a corresponding budget shell is created. The DTA should ensure 
that targets are entered for each new budget shell (DTA Manual, Section 9.3.1.1).

L.2.8 Step 8. Delete Former Organization Structures
This section explains the way in which to delete the structures of the former organization.

L.2.8.1 Delete the Administrative Structure of the Former 
Organization 
After all new organization administrative structures have been copied or created; the former 
structures should be deleted. If the former organization will be used by some personnel, the 
deleting procedure is modified. Administrative structures still in use (e.g., organizations, 
routing lists, groups, GGMR) should not be deleted. They should be updated.

Use the below steps to delete the former organization’s administrative structure:

1. Ensure that all personnel are reassigned or detached from the former organization. 

Note: For more information on these topics, see Section L.2.3 Step 5. Reassign Personnel to 
Multiple Organizations. See DTA Manual, Section 7.3.3 to detach a person from an 
organization.

2. Delete LOAs. (DTA Manual, Section 8.3.3.)

3. Remove groups and GGMRs. Complete the below steps:

a) Remove all personnel from the group (DTA Manual, Section 6.3.5.2). If the original 
GGMRs were setup properly, the group membership lists should be empty of all 
members added automatically.  

b) Remove each GGMR. Remove each entry individually (DTA Manual, Section 6.3.2).

4. Delete the budget items individually (DTA Manual, Section 9.3.1.2).

5. Delete each routing list individually.

Note: Do not delete the former routing list until all existing documents have processed. Once 
the routing list is deleted, any documents still routing must be adjusted to reflect the new 
routing list.

Note: There is no feature to facilitate deleting all the routing lists in an organization or its sub-
organizations.

6. Delete organizations one at a time (DTA Manual, Section 4.4.1.3).
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L.2.8.2 Modifications for Reorganizations Involving Cross-
Organization Activity
A case may arise in which a DTA is conducting a reorganization that is pulling an outside 
organization into their organization access. This may occur when the organization is assuming 
responsibility for an existing organization that is external to the organization. The procedure is 
similar except for personnel reassignment.

The DTA for the former organization must detach the personnel from the former organization. 
The DTA for the new organization will receive the personnel into the new organization. The 
DTA for the former organization must delete the former organization structure.

L.3 Travel Documents That Are In Process During the Reorganization
After the traveler is reassigned, all new documents will process in the new organization structure. 
Documents that are in process at the time of the traveler’s reassignment will process consistent with the 
former organization routing list and LOA in the document. Routing will be accomplished with the former 
organization routing list based on the SSN of each Routing Official, regardless of the Routing Official’s new 
organization of assignment.

Once a document is created, the organization of assignment is embedded in the document for consistency 
and to enforce organization control of accounting and reporting. This cannot be changed. The routing list in 
the traveler's profile is displayed based on the current organization of assignment. If it is changed after 
reassignment to a new organization, routing will stop. The only way to reverse the change is to reassign 
the traveler to the former organization and select the correct routing list.

Do not delete the former organization routing lists until all documents have completed routing and they are 
no longer needed. Once deleted, any documents that use them will not route.
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