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I. Introduction and Overview 
 

Administrative Remarks 
Overview Of DTS System 
DTS User Roles 
Logical Flow Process – Resources 
Authorization Demonstration 

  

OnSite Travel Training Services 
Introduction to Defense Travel Administration  

Course Agenda 

II. Part 1 – DTA Maintenance Tool 
 
Organizations 

Introduction To DTS Organizations And Nam-
ing Sequences 
Create A Sub-Organization And Default Rout-
ing List 
Practical Exercise  – Organizations 

 
People   

Review/Create User Profiles 
Maintain Users: Update, Reassign, Detach, 
Delete, Receive 
Practical Exercise  – People 

 
Self-Registration   

Self-Registration Admin 
Permission Levels, Access 

 
 

 
Practical Exercise  – Self Registration 
 
Routing List   

Update And Create Routing Lists For An Or-
ganization 
Update Default Routing Lists 
Practical Exercise  – Routing Lists 

 
Groups 

Group Structure 
Create/Name Groups 
Add Global Group Membership 
Individually Assign Travelers To Groups 
Practical Exercise  – Groups 

Lines of Accounting  
Add, Copy, Share, Rollover LOAs 
Practical Exercise  – Lines Of Accounting 
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III. Part 2 – Document Processing 
 
Authorizations 

Create A New Authorization/Order 
Creating Itinerary Including Reservations 
Expenses 
Per Diem Entitlements (Meals Provided, Ac-
tual Lodging, Government Lodging) 
Substantiating Records 
Accounting 
Additional Options, Partial Payments 
Review/Sign 

 
Adjustments/Amendments 

Adjust a Document 
Amend a Document 
 

Route and Review 
Overview 
Review Documents 
Pre-Audit 

 
 

Other Authorizations 
Adjustments 
Digital Signature 
Printing Authorization/Orders 

 
Vouchers   

Create A Voucher From Authorization 
Update Itinerary 
Update Expenses, Per Diem Entitlements 

 
Substantiating Records 

 
Local Vouchers 

Create A Local Voucher 
Expenses 
Mileage 
Additional Options 

 

IV. Part 3 – Enhancing Your Organizations 
Travel Program 

 
Cancellation Procedures 

Questions To Ask 
Traveler/Clerk/NDEA Procedures 
AO Responsibilities 

 
Reports  

Report Overview 
Reports Demonstration 
 

Communicating With the CTO 
What Is The CTO 
Common CTO Terms 
Terminology Crosswalk 

 

 
 
 
 

Obtaining The DTS/CTO Confirmation  
Number 
Quality Check Process 
CTO Ticketed 
Ways To Help The CTO 
What The CTO Will See 
Types Of Airfares Displayed In DTS 

 
Troubleshooting 

DTS Resources 
Help Desk Overview 
Passport and Travel Explorer (TraX) 
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V. Final Course Review 
 
VI. Course Evaluation 

Defense Travel Administration Course Agenda (continued) 


