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CHAPTER 2: TEMPORARY DUTY (TDY) AUTHORIZATIONS

A Defense Travel System (DTS) temporary duty (TDY) authorization is built by using information stored in
the system. Such information includes a traveler's personal profile, an organization's budget, and Depart-
ment of Defense (DoD) travel policies. An authorization captures all information regarding a traveler, TDY
locations, should-cost estimates, and other financial aspects of the trip on one document. This includes
any travel-related expenses that may be incurred prior to the first day of travel. This streamlines the travel,
approval, and reimbursement processes. This chapter covers the following topics:
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2.1Log Into DTS

The first step in creating an authorization in DTS is to access the DTS Home page by entering the follow-
ing URL in the browser: www.defensetravel.osd.mil.

1. Selectthe green LOGIN TO DTS button located near the center of the DTS Home page.

The DoD Privacy and Ethics Policy statement displays.

2. Read the policy and select Accept. Selecting Decline will return to the DTS Home page.

The Choose Signing Certificate screen opens if more than one certificate is available.

3. Choose the correct certificate and select OK.

Note: Based on middleware and local network security policy, login and signing procedures may vary.

The DTS User Welcome screen opens. This is the traveler’'s personal home page (Figure 2-1).

K Defense Travel System
A New Era of Government Travel p—
ogol
Official Travel W| Official Travel - Others V| Traveler Setup W Reports W Administrative T
My Signed Documents
Welcome Terry T Carson
Document Hame S LS Type
... DTMO- Status Date !
Organization: TRAINING
TCLASVEGASHVO90510_AD1 SIGHED 09/05/10  AUTH
Org Access:
Group Access:
Permission: i}
Message Center
Back to Top
Figure 2-1: DTS User Welcome Screen
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2.2 Using the DTS Menu Bar

The blue menu bar on the User Welcome screen displays only the features to which the DTS user has per-
mission. Table 2-1 briefly describes the drop-down lists that may display on the User Welcome screen,
depending upon permission level(s) and access.

MENU BAR
ITEM

Table 2-1: DTS Welcome Screen Menu Bar

DTS WELCOME SCREEN MENU BAR

DROP-DOWN LIST
ITEM

DESCRIPTION

Official Travel

Drop-down menu of options that allow travelers to create, edit,
print, remove, cancel, and amend their own travel documents.

Authorizations/Orders

Used to create a travel order in DTS.

Vouchers

Used to document expenses and request reimbursement in
DTS.

Local Vouchers

Used to request reimbursement for expenses spent while on
local travel within a 12-hour period.

Group Authorization/
Orders

Used to create a travel order for two or more people traveling on
the same itinerary.

Official Travel-
Others

Drop-down menu of options that allow the user to edit, print,
remove, cancel, and amend travel documents for another trav-
eler; and view vouchers with a Due U.S. balance. (Group access
to the traveler is necessary.)

Authorizations/Orders

Used to document expenses and request reimbursement for
another person.

Vouchers

Used to request reimbursement for another person for their
expenses spent while on local travel within a 12-hour period.

Local Vouchers

Used to request reimbursement for expenses spent while on
local travel within a 12 hour period for another person.

Group Authorizations/
Orders

Used to create a travel order for two or more other people travel-
ing on the same itinerary.

Traveler Setup

Drop-down menu of options to change document format, print
formats, view organization routing lists, view rates, update per-
sonal profile, delegate signature authority, and create travel
teams.

Form Preference

Ability to change the format of how travel documents print.
(Default is a plain text format).

Available
Routing Lists

Displays the routing lists that belong to the user/traveler's orga-
nization. Routing lists show the Routing Officials (ROs) assigned
to the list.
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Table 2-1: DTS Welcome Screen Menu Bar (continued)

DTS WELCOME SCREEN MENU BAR

MENU BAR DROP-DOWN LIST ITEM DESCRIPTION
ITEM

Allows the user/traveler to change the way the time stamps dis-
User Preferences play in the document (e.g., 24 hour clock or 12 hour clock) and
whether or not the traveler wants to receive e-mail notifications.

Displays information about the rates used to calculate entitle-

Rate Lookup ments in DTS.

Allows user/travelers to view and edit their personal profile.
Update Personal Profile Changes made automatically update the permanent profile.
Changes will not apply to existing documents.

Used to allow ROs to give their signature authority to another
Delegate Authority RO within their organization. In order to access this option, a
user must have permission level 2.

Used to create, modify, and delete teams (travelers who fre-
Travel Teams guently travel together) in group authorizations (see Chapter 3 of
this manual).

Reports An overview of the various report options available are listed in
Chapter 10 of the Defense Travel Administrator (DTA) Manual.

Administrative Drop-down menu that lists the functional areas that are available
based on the user’s permission levels.

Used by the Partner System Administrator (PSA) to maintain a
partner system’s data and interface with DTS. See Appendix F
of the DTA Manual for details about partner-system setup and
roles.

Partner System Setup

Used to access a portion of the Deployment Tool used by Ser-
vice and Agency reps to create the site name, root organization,
and the Lead DTA (LDTA). Permission level 7 is needed to
access this functionality.

Site Setup Admin

Used by the LDTA to access a portion of the Deployment Tool
used to create Organizational DTAs (ODTAS), suborganizations,
Site Setup Interview and the organization setup (i.e., routing lists, groups, lines of
accounting [LOASs]). Permission level 6 is needed to access this
functionality.

Used by the DTA to accept new personnel who have self-regis-
tered in their organizations. The DTA can assign permission lev
els, organization access, group access, as well as the routing list
for the user/traveler.

Self Registration Admin

Used by the DTA to manage the resources of an organization.
Modules available for maintenance include: Organization, Rout-
ing Lists, Groups, People, and LOAs. To access all of these
modules, the DTA needs permission levels 0,1,5,6 as well as
organization access.

DTA Maintenance Tool
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Table 2-1: DTS Welcome Screen Menu Bar (continued)

DTS WELCOME SCREEN MENU BAR

MENU BAR DROP-DOWN LIST ITEM DESCRIPTION
ITEM

Used to create and manage organization budgets. Permission
Budget level 1 is needed to view data and level 3 is needed to edit bud-
get data for organizations in the budget module.

Used by the RO to adjust, review, and approve travel docu-

Route and Review
ments.

Uses the DoD Table of Official Distances (DTOD) to calculate

Calculate Distance mileage distances to and from TDY locations.

Read Only Access (ROA) is used by Non-DTS Entry Agents
(NDEAS), clerks, auditors or CBA Specialists to review docu-
ments in view-only mode. This access is granted by an ROA
Administrator; it is not permission level driven.

ROA

Centrally Billed Accounts (CBA) is used by the CBA Specialists
in an organization to manage/reconcile CBA invoices against
charges to the organization's CBA. The CBA DTA gives the CBA
Specialist access to this module and activates the account.

CBA

Used by the Debt Management Monitor (DMM) to monitor col-
lections from travelers with DUE U.S. balances. Permission level
6 and DMM assignment in the user profile is necessary for
access to this menu item.

DMM

Used by the DMM to track the status of monies owed by travel-
DUE US Vouchers ers to the government. Permission level 6 is necessary to
access this function.
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2.3 Create an Authorization

Once logged in to DTS, the User Welcome screen opens. User/travelers only see their own documents
and personal information, unless they have group access. User/travelers who have group access may
view and edit other people's documents and information. They may create authorizations for other travel-
ers. See Section 2.4,

Follow the below steps to create a new authorization:

1. Mouse over Official Travel on the menu bar.

2. Select Authorizations/Orders from the drop-down list.

The Authorizations/Orders screen opens (Figure 2-2). It displays a list of existing authorizations. The
Authorizations/Orders screen is described in Section 2.4 in the paragraphs below Figure 2-8.

If no document has ever been created for this traveler in DTS, either by the traveler or by another user, the
information in the personal profile must be confirmed before proceeding. See Section 2.3.1.

Defense Travel System
S
Wiew Youchers View Local Vouchers View Group Authorizations
Below is a list of your existing authorizations/orders. Please select the function (edit, print, etc.) corresponding to the appropriate
autherization/forder.
= Create Mews Authorization/Order » Create Trip Template
Existing Authorizations/Orders
Sort by Sort by Sort by Remove |
— e — Wiew/Edit Print Amend
Document Name Status TA Mumber Trip Cancel
TCTOKYOCITYJR110110_AD 11401410 CREATED = edit » print > remave
TCLASVEGASHVOS0610_AD1 09/06/10 SIGHED > view [ edit | > print > trip cancel
TCSCRANTONPA112708 AN 11427708 OBLIG SUBMITTED OMWWSRE * view * print
TCSYRACUSENY102008_AD1 10020408 OBLIG SUBMITTED ONW5RS * view * print * trip cancel | * amend

Figure 2-2: Authorizations/Orders Screen
3. Select Create a New Authorization/Order.

The Trip Overview screen opens (Figure 2-3). This screen is the starting point for creating an authori-
zation. See Section 2.5 for instructions on completing the Trip Overview screen.
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Defense Travel System

AewtmaiCoemmenti!

Bocking Travel using the Defense Travel System reguires that you first provide information about your starting and ending locations{usually
your home or duty station) and your TDY Lecations for per diem purposes. You will be able to request bookings for transportation (e.g., air,
car, rail) and lodging after these initial steps are complete.

Flease Mote: A Red Star { * ) indicates a field is required.

| am leaving from - (Select from list or enter below):

Starting locations in profile:

*Starting Point: | * | 5earch| RESIDENCE
DUTY STATION
(mm/ dd/yyyy)
*Trip Type: |Select vl *Trip Purpose: Select w

Trip Description:

*| will be traveling to my TDY location by - (Select fram the list below)

Commercial
Air

Rail Rental Car Other Time:

® Select w

(Claim private vehicle transportation in expensze-mileage. Use of gavernment vehicle is non-reimbursable, show this in Expense-Non-
Mileage.)

My TDY location is - [Where | will be working):

Location Toals:

*Location 1: Use Location Tools at Right Search By:

*Arriving On: I:I Locatien |
(mmsdd/yyyy) State/Country - Location |

*Departing On: I:I Zip Code |
{mmy/dd/ yyyy) Tri e |

At this location | will need - (Select all that apply from the list below)
Rental Car Lodging

Will you be traveling to another TDY location?

Yes | Na

Figure 2-3: Trip Overview Screen
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2.3.1 Validate a Profile

If this is the first time that a document has been created for the traveler in DTS, either by the traveler or
by an NDEA, the Profile Validation screen opens (Figure 2-4). A pop-up window appears notifying the

user/traveler that profile information must be confirmed and all required fields completed.

Defense Travel System

Profile Informaticn must be updated before creating documents for the first time.
Please ensure yvour EFT information is accurate.

Inaccurate EFT informaticn may cause delays in payment of travel vouchers.
Please contact your DTA for assistance or complete the information below:

Please Mote: ARed Star (%) indicates a reguired fisid.

Ao atGoemment e

Address Line Z: | |

*City = |'.-.'arrenton |

*State / Country @ Lookup
Zip Code : 20186

*Home Phone : 1111111111

*E-Mail Address : |terry.carson@perﬂagon.mil |
Duty Station
* Address Line 1 : |12 Circle Drive |

Last Mame :

First Mame :

Middle Initial = | ] Flease review and confirm profile information before creating a doucment For the first time, Contact your DTA to update read-only information.
X : el

55Mz

Gender:
Mailing

*address Line 1 : |12 Forest Lawn |

Figure 2-4: Profile Validation Screen
Follow the below steps to validate the profile:

1. Select OK.

2. Confirm or update the information in the profile and complete the required fields (marked with

asterisks).

3. Select Update Personal Information.

A pop-up window displays the following message: Profile Information is being updated. Contact your

DTA to update read-only information.
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4. Select OK.

The Trip Overview screen opens (Figure 2-3). See Section 2.5 for instructions on completing the Trip
Overview screen.

2.3.2 Create an Authorization From a Trip Template

DTS allows travelers to use the data from an existing authorization as a template to create a new
authorization. This is helpful for travelers who frequently travel to the same destination.

Beginning on the Authorizations/Orders screen (Figure 2-2), follow the below steps to create a new
authorization from an existing one.

1. Select Create Trip Template.

The Trip Template List screen opens and authorizations that may be selected to copy as a template
are listed (Figure 2-5).

Defense Travel System
St ]

Below is a list of your existing documents from which to choose a template. Please enter the start date of your trip, then sel

template link beside the document you wish to use. Or click the return to autherization/orders link to Return to Authorizations / Orders

sCreen.

= Return to Authorizations / Orders

Mew Trip Start Date: l_c]'

(mn/ dd/

Existing Authorizations/Orders

Sort by ] ] } ) -
Document Hame Trip Type Trip Purpose Create Hew Trip
ECSANDIEGOCA101010_AD1 10410410 AS8-ROUTINE TOY / TAD COMFEREMCE ATTEMDAMCE

ECBOULDERCOO91910_AD1 0919410 AA-ROUTINE TDY /TAD TRAINING ATTENDANCE Copy Template
ECFTCARSOMCOO091210_AM 09412410 AA-ROUTIME TOY /TAD SITE VISIT

Figure 2-5: Trip Template List Screen
2. Complete the New Trip Start Date field with the beginning date for the new authorization.
-OR-
Select the calendar icon and choose the desired date.

3. Select Copy Template next to the authorization that needs to be copied.
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The Preview Trip screen opens (Figure 2-6). This screen is the first screen in the Review/Sign
process, the final steps in creating an authorization. All data from the template authorization have been
copied into the new authorization: the dates of the expenses are updated based on the new trip start
date.
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Figure 2-6: Preview Trip Screen

4. Scroll down the screen and review the data.
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5. (Optional) Select Edit to the left of any information that needs to be changed.

For example, if there is an expense on the template that does not apply to the new trip, this action will

open the Edit Expenses screen. This screen allows the expense to be changed.

See Section 2.6 to book transportation or other reservations if necessary.

See Section 2.10 for complete instructions on the Review/Sign process.

2.4 Create an Authorization for Another Traveler

Authorized users can create authorizations for other travelers in DTS and, with the appropriate approval,

for dependents.

2.4.1 Create an Authorization for a Military Member or a DoD Employee
Follow the below steps to create an authorization for a military member or a DoD civilian employee:

1. Mouse over Official Travel - Others on the menu bar (Figure 2-1).
2. Select Authorizations/Orders from the drop-down list.

The Traveler Lookup screen opens (Figure 2-7).

Defense Travel System

Use the search function below to find the traveler.

Search By Social Security Mumber

# Traveler 55H: Search

!

-0R-

Search By Traveler Hame

+ Last Name:

+ First Hame: Search
-0OR-

Search By TAMUM

+ TANR: Search

Use the search function below to find Documents by TAMUM for Cross
Organization Funding

Xorg Search By TAMUM

+ TANUR: Search

AlewEmotGoenmenti! S

Figure 2-7: Traveler Lookup Screen

DTS Release 1.7.10.2, Document Processing Manual, Version 1.3.32, Updated 11/3/10

Page 2-13

This document is controlled and maintained on the www.defensetravel.dod.mil Web site. Printed copies may be obsolete.

Please check revision currency on the Web prior to use.



Chapter 2: Temporary Duty (TDY) Authorizations

3. Enter the traveler's Social Security Number (SSN).
-OR-
Enter the Last Name. (The first name is optional.)
-OR-
Enter the Travel Authorization Number (TANUM). This is the six-digit number assigned by DTS
when the Authorizing Official (AO) approves the document.

Note: Use the Xorg Search By TANUM field to search for Cross-Organization Funding documents.

The Traveler Lookup screen refreshes and displays a list of travelers by name and the last four digits
of their SSNs.

4. Select the name of the traveler for whom the authorization is being created.

The Authorizations/Orders screen opens (Figure 2-8). This screen displays a list of the traveler’s
existing authorizations and orders.

Defense Travel System
S
View Youchers View Local Youchers View Group Authorizations
Below is a list of your existing authorizations/orders. Please select the function (edit, print, etc.) corresponding to the appropriate
autherization/forder.
» Create Hews Authorization/Order » Create Trip Template
Existing Authorizations/Orders
Sort by Sort by Sort by Remove |
—— e e View/Edit Print Amend
Document Hame Status TA Humber Trip Cancel
TCTOKYOCITYJP110110_AD 11431410 CREATED » edit » print > remave
TCLASVEGASNVOS0610_AD 09705410 SIGHED > view f edit | > print > krip cancel
TCSCRANTOMPA112708_ A1 11427708 OBLIG SUBMITTED OHWERE * visw » print
TCSYRACUSENY 102008 _AD 10020408 OBLIG SUBMITTED OMW5ERS * view * print * krip cancel | * amend

Figure 2-8: Authorizations/Orders Screen

Users may view any document type for this traveler by selecting the View Vouchers, View Local
Vouchers, or View Group Authorizations buttons.

See Section 2.3.2 for instructions on using the Create Trip Template feature.
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Chapter 2: Temporary Duty (TDY) Authorizations

The first four columns on the Authorizations/Orders screen allow the user to select the criteria by which
to sort the documents: Document Name, Departure Date, Status, or TA Number. The fifth through

the eighth contain links that allow the user to perform certain actions on a document: View/Edit, Print,
Remove/Trip Cancel, and Amend.

View/Edit. This link is used to change information in an authorization. This link will display as view/
edit after the authorization has been signed. The user must re-enter the PIN to edit a document. This
link will display as view once the document has been stamped APPROVED.

Print. This link opens a new, print-enabled screen that displays an overview of the itinerary, including
per diem rates and entitlements, The document also provides the should-cost estimate for the trip.

Remove/Trip Cancel. The remove link displays when an authorization is in CREATED status. After
selecting remove, the user will be prompted to confirm the removal of the document. The trip cancel
link displays when an authorization has been stamped SIGNED. Selecting this link will prompt Trip
Cancellation. See Chapter 10 of this manual.

Amend. This link is used to make changes after a document has been stamped APPROVED. A new
document is created that must route through the same process as the original.

2.4.2 Create an Authorization for a Dependent
A user with group access may use DTS to create an authorization for a dependent, if they have
received proper approval for this. A military or DoD civilian who has travel documents created in DTS

for one or more dependents is referred to as the sponsor for those dependents. There are two
standard trip types that may be selected for an authorization, with different rules for reimbursement.
Selection of either trip type triggers an Other Authorization during the Review/Sign process. DTS auto-
matically completes the remarks field. The two standard trip types are listed below.

 E1-ITA FAMILY TRANS ONLY. The sponsor will be reimbursed only for the transportation
expenses for this authorization.

e E2-ITAFAMILY FULL REIMB. The sponsor will be reimbursed for transportation and eligible
travel expenses for this authorization.

Other trip types that allow dependent travel are certain Special Circumstances Travel (SCT) trip types.
See Chapter 11 of this manual for guidance on SCT trip types that allow dependent travel.

Note: A separate authorization must be created for each dependent. To create an authorization for a
dependent of a military member or DoD civilian, first identify the individual to DTS by performing Steps
1 through 4 in Section 2.4.1. Then, resume the process from Step 3 in this section.

Beginning on the User Welcome screen (Figure 2-1), follow the below steps to create an authorization
for a dependent:

1. Mouse over Official Travel on the Menu bar.
2. Select Authorizations/Orders from the drop-down list.
The Authorizations/Orders screen opens (Figure 2-2).

3. Select Create New Authorization/Order.
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Chapter 2: Temporary Duty (TDY) Authorizations

The Trip Overview screen opens (Figure 2-3). For a complete description of the Trip Overview screen,
see Section 2.5.

4. Complete the Starting Point field by selecting RESIDENCE or DUTY STATION from the list in the
Starting Locations in Profile box.

5. Complete the Departing On field. Use the pop-up calendar if necessary.
6. Selectthe Trip Type drop-down list arrow and select E1-ITA FAMILY TRANS ONLY.

-OR-
Select E2-ITA FAMILY FULL REIMB (Figure 2-9).

Defense Travel System

AewErmatCoenmente!

Booking Travel using the Defense Travel System reguires that you first provide infermation about your starting and ending locations{usually
your heme or duty station) and your TOYV Locations for per diem purposes. You will be able to request bookings for transpertation (e.g., air,
car, rail) and lodging after these initial steps are complete.

Please Mote: A Red Star { * ) indicates a field is required.

| am leaving from - ([Select from list or enter below):

Starting locations in profile:

*Starting Point: |RES: Warrenton * VA || 5~3arch|
DUTY STATIOM
*Departing On:
*Trip Type: Select - *Trip Purpose: Select w

Selact

AA-ROUTINE TDY/TAD
AB-OPEM ALLOTMENT
AX-ARRANGEMENTS OMLY
B-PERM CHG STA
C-PERMISSIVE

D-HOUSE HUMTING
E-INVITATIONAL

Trip Description:

*| will be traveli - (Select from the list below)

@eTialay E1-ITA FAMILY TRANS ONLY .
A\ E2-ITA FAMILY FULL REIMB Rental Car Other Time:
SPECIAL CIRCUMSTAMNCES
®
(Claim private vehicle transportation in expense-mileage. Use of government vehicle is non-reimbursable, show this in Expense-Mon-
ilegpe |
Figure 2-9: Trip Overview Screen Section A Drop-Down List
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Chapter 2: Temporary Duty (TDY) Authorizations

A Special Approval Requirement Message displays (Figure 2-10).

Defense Travel System

Aot Gnemment

Bocking Travel using the Defense Travel System reguires that you first provide infermation about your starting and ending lecations{usually
bookings for transportation (e.g., air,

your home or duty stat
car, rail) and lodging after these initial steps are complete.

Pleaze Mote: A Red Star { * ) indicates a field is required.

| am leaving from - (Select from list or enter below):

Starting locations in profile:

Message from webpage

By DoD Regulations (JFTRJITR) this krip bype requires special approval authaority, Please contact your Commander/Supervisor ko determine the appropriate approval
e authority, If the approving authority is not in your current organization routing list, vou are encouraged to attach a copy of the approving authority's communication to

this authorization. You will not be permitted to change the trip bvpe once wou leave the itinerary screen. Would vou like to continue?

I o | [ Cancel

*| will be traveling to my TDY location by - (Select from the list below)

Commercial
Air

Rail Rental Car Other Time:

@

(Claim private vehicle transportation in expense-mileage. Use of government vehicle is non-reimbursable, show this in Expense-Non-

Nileage.)

Figure 2-10: Special Approval Requirement Message
7. Read the message. Follow the instructions regarding obtaining appropriate approval.
8. Select OK.

-OR-
Select Cancel to return to the Trip Overview screen.
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Chapter 2: Temporary Duty (TDY) Authorizations

Selecting OK refreshes the Trip Overview screen. The Dependent Search screen opens (Figure 2-11).
It names the traveler's dependents as they are listed in the traveler's profile.

Defense Travel System

S

All routing, accounting, and reimbursement is made to the sponsor. Please select a dependent from the list below or use the second section to create a new entry.
Mote that only one entry may be created outside of the permanent profile.

Choose a Dependent:

Select Dependent Hame Relaticnship DOE Passport D Exp. Date

Create Dependent:

Select Dependent Hame Relationship OB Passport D Exp. Date
Last: *
Create First: * Spouse ¥ =T [E=]M
Middle:
[ Save to Permanent Profile
Cancel | Select and Close |

Figure 2-11: Dependent Search Screen
9. Select the radio button for the dependent that will be listed on the authorization.
10. Choose Select and Close to populate the dependent’s name on the Trip Overview screen.
-OR-

Select Cancel to return to the Trip Overview screen with no dependent selected.

The Trip Overview screen refreshes. The Dependent Information fields are populated (Figure 2-12).
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Chapter 2: Temporary Duty (TDY) Authorizations

Defense Travel System

AlewretCoenmentie!

Booking Travel using the Defense Travel System reguires that you first provide infermation about your starting and ending lecations{usually
your heme or duty station) and your TDY Lecations for per diem purposes. You will be able to reguest bookings for transpertation (e.g., air,
car, rail) and lodging after these initial steps are complete.

Please Mote: A Red Star { * ) indicates a field is required.
| am leaving from - [Select from list or enter below):
Starting locations in profile:

*Starting Point: |RES: Warrenton *|VA szarch RESIDEMCE
DUTY STATION

*Departing On: =l

*Trip Type: E1-ITA FAMILY TRANS ONLY % *Trip Purpose:  |select v
Trip Description:

Dependent Name: Birth Date:

Figure 2-12: Trip Overview Screen With Dependent Information
11. Complete Sections B and C of the Trip Overview screen.
12. Complete the Travel section of the authorization. See Section 2.6.
13. Select the following tabs and complete the associated sections:

» Expenses. See Section 2.7. (Enter transportation expenses only, if the trip type is E1 — ITA
FAMILY TRANS ONLY. Enter all expenses for E2 — ITA FAMILY FULL REIMB.) Use the Substanti-
ating Records tab to submit the approval document for this trip type.

» Accounting Codes. See Section 2.8.

« Additional Options. See Section 2.9. Note: There are no scheduled partial payments (SPPs) for
this authorization type.

* Review/Sign. See Section 2.10.

Note: Although a dependent traveler may receive an advance on an authorization that has an E2 —
ITA FAMILY FULL REIMB trip type, SPPs are not allowed.
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Chapter 2: Temporary Duty (TDY) Authorizations

2.5 Prepare an ltinerary

DTS requires the starting and ending points and all TDY locations for the trip, in order to display the correct
per diem rates. After the user enters the required information, DTS displays the per diem rates. The user

may now submit requests for transportation and lodging.

The process begins on the Trip Overview screen (Figure 2-13).

Defense Travel System

HentmatGoenmentine S

em requires that you first provide information about your starting and ending locations(usually
er diem purposes. You wil be able to request bookings for transportation (e,

Defense Travel Syst

Boaking Travel using the
your home or d
car, rail} and lod

Please Mote: A Red Star { * ) indicates a field is required.

| am leaving from - (Select from list or enter below):

Starting locations in profile:

*Starting Point: * Search RESIDENCE

DUTY STATION
*Departing On: =

(mm/dd/yyyy)
*Trip Type: Salect w *Trip Purpose: Salact w

Trip Description:

*| will be traveling to my TDY location by - (Select from the list below)

Commercial
Air

Rail Rental Car Other Time:

® Setect ha
(Claim private vehicle transportation in expense-mileage. Use of government vehicle is non-reimbursable, show this in Expense-Mon-
Milsags.)
My TDY location is - (where | will be warking):

Location Tools:

*Location 1: Use Location Tools at Right Search By:

- Location
*arriving On: =
(mm.f Y State/Country - Location
*Departing On: = Zip Code
(mm/ County Lookup

At this location | will need - (Select all that apply fram the list below)
Rental Car Lodging

Will you be traveling to another TDY location?

Figure 2-13: Trip Overview — Initial Screen

The screen is separated into the following five sections:

Page 2-20

DTS Release 1.7.10.2, Document Processing Manual, Version 1.3.32, Updated 11/3/10

This document is controlled and maintained on the www.defensetravel.dod.mil Web site. Printed copies may be obsolete.

Please check revision currency on the Web prior to use.



Chapter 2: Temporary Duty (TDY) Authorizations

A. I am leaving from. The fields in this section require the starting point and date of the travel, the trip
type, and trip purpose. The traveler may enter a brief description of the trip.

B. I will be traveling to my TDY location by. The traveler identifies the mode of transportation for the trip
and the preferred departure time.

C. My TDY location is. The traveler identifies the location where they will be working. The traveler will also
enter the date of arrival at the location and the date of departure.

D. At this location | will need. The traveler will identify the types of reservations needed at the TDY loca-
tion: rental car, lodging, or both.

E. Will You Be Traveling to Another TDY Location? If the traveler selects Yes, DTS will default to the
tools that allow the addition of other TDY locations to the itinerary. If the traveler selects No, DTS will
proceed to the next part of the authorization. However, the traveler can add additional locations at a later
time.

2.5.1 Trip Overview Initial Screen - Sections A through C

Beginning in Section A, | am leaving from, the below steps will assist the traveler in completing the
fields on the Trip Overview screen:

1. Complete the Starting Point field by selecting RESIDENCE or DUTY STATION.

This selection populates the Starting Point field with the information stored in the traveler’s personal
profile. If the starting point is not the traveler’s residence or duty station type the city name into the
Starting Point field and select Search. A pop-up window opens to select the state or country code.
The code will populate in the text box next to the city name.

2. Complete the Departing On field. Use the calendar icon or type in the date.

3. Select the Trip Type drop-down list arrow and select the trip type.

Most travelers will select AA-Routine TDY/TAD. Many of the other trip types do not allow creation of a
voucher. Users selecting the Special Circumstances trip type should see Chapter 11 of this manual for

further guidance. See DTA Manual, Appendix K for a description of trip types.

4. Select the Trip Purpose drop-down list arrow and select the value that best describes the
purpose of this trip.

The Trip Purpose selection is used for post-trip data analysis.
5. (Optional) Complete the Trip Description field with details about the trip.

Note: The traveler can edit the locations in the Starting Locations in Profile and the Return Locations
in Profile box after advancing from the Trip Overview screen. After advancing beyond this screen,
select Additional Options on the navigation bar. The Residence address can be changed in My
Profile and Duty Station address can be changed in My Additional Information. This change will affect
future documents. It will not change the current document.

In Section B, | will be traveling to my TDY location by, the traveler will select the mode of transportation

for this trip. The options are commercial air, rail, rental car, and other transportation. Examples of other
transportation include a privately owned vehicle or a bus.
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Chapter 2: Temporary Duty (TDY) Authorizations

If the traveler wants to travel to the TDY location, keep the same car for the entire trip, and drive it back
to the ending point location, Rental Car must be selected each time it is presented on the Trip
Overview screen. Make the selection in Sections B and D, (Figure 2-13), under Trip Overview (Figure
2-29). If the traveler is traveling to multiple locations, Rental Car must be selected for each location.

6. Select the radio button for the transportation mode that will be used to travel from the starting
location to the TDY location.

7. Select the Time drop-down list arrow and select the preferred time of departure.
In Section C, My TDY location is, the traveler will identify one or more locations for this trip.
8. Identify Location 1.

The Location Tools box on the right side of the screen displays search criteria that the traveler can use
to search for the location. See Sections 2.5.1.1 through 2.5.1.5.

Before identifying Location 1, select one of the following buttons to search for the location in DTS:

e Location
»  State/Country — Location
« ZIP Code

» County Lookup

9. Complete the Arriving On field by using the calendar icon. Normally, this is the date that the
traveler arrives at the TDY location.

10. Complete the Departing On field by using the calendar icon. Normally, this is the date that the trav-
eler will leave the TDY location.
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Chapter 2: Temporary Duty (TDY) Authorizations

2.5.1.1 Location Tools: Location Button

The traveler may search for a location name to complete the Location 1 field by following the
below steps:

1. Select Location.

The Search Location screen opens (Figure 2-14).

| am leaving from - (Select from list or enter below):

Starting locations in profile:

RESIDENCE

*Starting Point: |RES: Warrenton |

(= Per diem Lookup - Microsoft Internet Explorer

ty/country, or location in the search box below to find a per diem location.

Enter the name of a city ¥
€r. You may change your search criteria or use one of the other search options.

Mote: Amatch may not be

fstate, county, county/stat

found for the information you ent:

Search Term: (TDY/TAD Location)

5earch Location

County Lookup

< >
My TDY location is - (Where | will be warking):
Location Tools:
*Location 1: Use Location Tools at Right Search By:
*arriving On: |pa/ = Location |
(mm State/Country - Location |
*Departing On: =R Zip Code |

Figure 2-14: Search Location Screen
2. Enter all or part of the location name in the Search Term field.
A wildcard character (*) may be added instead of the beginning of the location name to help find
locations that may have variant spellings (e.g., Ft. and Fort). For example, *Eustis will find Ft.
Eustis. The wildcard character may also be used in the middle of the name; San*tonio will find
San Antonio.

3. Select Search Location.
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The Search Location Results screen opens (Figure 2-15). The screen refreshes and displays an
alphabetized list of the locations that match the entry in the Search Term field.

Enter the name of a city
Mote: Amatch may not be

state, county, count
d for the information y

y/ceuntry, or lecation in the search box below to find a per diem lecation.

teria or use one of the other search optiens.

u may change your search ¢

Search Term: (TDY/TAD Location)

san antonio Search Location

Search Results:

"san antonio” produced 7 results. If the location you ty
specific area ( example: Manhattan ) and search again. If

example: Mew York City
till cannot find £

does not appear in this typing in a more
aticn, you may one of the other search

TOY Locat
. States Conus/ DOD Bases Seasonal Lodge MEIE
Select Location County
’ Country =~ Ocenus  Installation Dates Rate Rate
o) SAN ANTONIO COMEJOS COUNTY o c 01/01-12/31 70.00 | 46.00
(@) SAN ANTONIO PASCO COUNTY FL c 01/01-12/31 70.00 | 46.00
@) SAN ANTONIO 50CORRO COUNTY N c 01/01-12/31 70.00 | 46.00
(@) SAN ANTONIO BEXAR COUNTY T® c 01/01-12/31 17.00 | 66.00
SAN ANTONIO
BEXAR COUNTY X c 01/01-12/31 17.00 | 66,00
o (BEXAR}
SAN ANTONIO ~ ~ _ . - -
COMAL COUN C 01/01- 0.00 .00
(@) ComaL) OMAL COUNTY X 1/01-12/31 7 25
SAN ANTONIOD SAN BERNARDIND
cA c 01/01-12/31 93.00 | 56.00
o HEIGHTS COUNTY i

Add to the location, a "Specific Place” to further define the TDY location.
Specific Flace (Optional)
@ Select and Close
If the desired location is not listed, please use one of the search tools below by selecting the link.

ocation Teals:

Search by:

State/Country - Location |

Zip Code |

County Lookup |

Figure 2-15: Search Location Results Screen

4. Select the radio button next to the name of the correct location.
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Chapter 2: Temporary Duty (TDY) Authorizations
Note: If the location is not in this list, search again by revising the entry in the Search Term field,
or by using one of the other Search by criteria located at the bottom of the screen.

(Optional) The traveler may complete the Specific Place (Optional) field with the identifier for the
specific place (Figure 2-16).

® SAN ANTONIO BEXAR COUNTY @ c 01/01-12/31 117.00 | 66.00
SAN ANTONIO
O - BEXAR COUNTY T c 01/01-12/31 117.00 | 66.00
SAH ANTONIO
e} : omAL) COMAL COUNTY T C 01/01-12/31 70.00 | 46.00
(COM
SAN ANTONIO SAN BERMARDING
cA c 01/01-12/31 93.00 | 56.00
o HEIGHTS COUNTY ’

Add to the location, a "Specific Place” to further define the TDY lecation.
Specific Place (Optional) |Training Center
m Select and Close
If the desired location is not listed, please use one of the search tools below by selecting the link.

Location Tools:

Search by:

State/Country - Location |

Zip Code |

County Lookup |

Figure 2-16: Add a Specific Place Field

If the traveler chooses to identify the place within the TDY location (e.g., Data Center), that infor-
mation will display in the Location 1 field on the Trip Overview screen (Figure 2-17).
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*| will be traveling to my TDY location by - (Select from the list below)

Commercial i i
i Rail Rental Car Other Time:
Alr
® (@)} © (@] 0B:00 AW %
(Claim private vehicle transportation in expense-mileage. Use of government vehicle is non-reimbursable, show this in Expense-Hon-

Mileage.)
My TDY location is - (Where | will be working):

Location Tools:
*Location 1: Training Center@SAN ANTOMIO, TX Search By:

Location
-

*arriving an: |
State/Country - Location |

(mmsdd/yyyy)

*Departing On: = Zip Code

(mmsdd/yyyy)

County Lookup

At this location | will need - (Select all that apply from the list belaw)

Rental Car Lodging
O O

Will you be traveling to another TDY location?

Figure 2-17: Trip Overview Screen - Location Selected, Specific Place Identified

5. Choose Select and Close at the bottom of the screen (Figure 2-16).
-OR-
Select Cancel to return to the Trip Overview screen with no selection.
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Chapter 2: Temporary Duty (TDY) Authorizations

The Trip Overview screen refreshes. Location 1 is identified (Figure 2-17 or Figure 2-18).

* will be traveling to my TDY location by - (Select from the list below)

Commercial . .
. Rail Rental Car Other Time:
Air
® O O O 08:00 AW |w
(Claim private vehicle transportation in expense-mileage. Use of government vehicle is non-reimbursable, show this in Expense-Non-
Mileags. )
My TDY location is - (Where | will be warking):
Location Tools:
*Lacation 1: SAN ANTOMIO [BEX;‘.\\R)JTX Search By:
*arriving On: =l Lz=iEer |
State/Country - Location |
*Departing On: =l Zip Code |
(mm/dd/yyyy) County Lookup |

At this location | will need - (Select all that apply from the list below)
Rental Car Lodging

O O

Will you be traveling to another TDY location?

Figure 2-18: Trip Overview Screen — Location Selected, Specific Place Not Identified

2.5.1.2 Location Tools: State/Country - Location Button

Follow the below steps to complete the Location 1 field by using the State/Country Location
button:

1. Select State/Country — Location.

The Find a TDY/TAD Location screen opens (Figure 2-19). The radio button to show United
States locations is selected by default. This means that the State/Country drop-down list will only
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include U.S. locations. If searching for a foreign location, or to see a list of all U.S. and foreign
locations, select the appropriate radio button.

{= Defense Travel System-Welcome to DTS - Microsoft Internet Explorer
Logeed In As: Terry T Carson Screen ID: 1023.1
Traveler Name: Terry T Carson Document Type: Authorization

Starting lecations in profile:
RESIDEMCE

DUTY STATIOM

*

*Starting Point: |RES: Warrenton VA | 5earch|

Defense Travel System

Shbihaa

Select one of the options shown below. After selecting one of the options, the scresn will be refreshed, and an additional selection list will be

Select State / Country of Location
Show:

® United States (including US Territeries) O Forsign (O Al

~ ]

County Lookup |

Page 2-28

Figure 2-19: Find a TDY/TAD Location Screen - State/Country
2. Select the State / Country drop-down list arrow and select a state or country. Enter the
first letter of the state or country and the list will scroll to the first entry that begins with that
letter.

The screen refreshes. It displays an alphabetized list of the locations in the selected state or
country in Section B (Figure 2-20).
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Chapter 2: Temporary Duty (TDY) Authorizations

Defense Travel System

AewErmetGoemment e

Select one of the options shown below. After selecting one of the options, the screen will be refreshed, and an additional selection list will be
provided.

Select State / Country of Location

Shaw:
® United States (including US Territories) O Foreien O A
State / Country: TEXAR w

Select a location from the list below.

Select Location

TOY Location(s):

Select Location County Statef Conus/ DOD Bases Seasonal Lodge M&IE
* Country | Oconus | Installation Dates Rate Rate

O ABBOTT HILL COUNTY TX C 170112431 70.00 46,00
O ABELL CARSON COUNTY T C 01/01-12/31 70.00 46.00
O ABERMATHY HALE COUNTY T C 0170112431 70.00 456.00
O ABILENE TAYLOR COUNTY X C 01/01-12/31 70.00 46.00

ABILEME MAVAL & MC

O RES CTR TAYLOR COUNTY TH C Dietails 0170112431 70.00 46,00
O ABRAM HIDALGO COUNTY ™ C 01/01-12/31 £9.00 56.00

Figure 2-20: Find a TDY/TAD Location Screen - State/Country Location Search Results

3. Select the radio button next to the name of the TDY location.
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Chapter 2: Temporary Duty (TDY) Authorizations

2.5.1.3 Location Tools: ZIP Code Button

Follow the below steps to complete the Location 1 field by using the ZIP Code button:
1. Select ZIP Code.

The Find a TDY Location screen opens (Figure 2-21).

Ttarting locabons in profle:

i

*Starting Peint: |RES: Warrenton

VA | S-earch|

DUTY STATION
*Departing On:

ﬂ; Defense Travel System-Welcome to DTS - Microsoft Internet Explorer

Logged In As: Terry T Carson Screen ID: 1550.1 Cl ow

Traveler Hame: Terry T Carson Document Type: Authorization

Defense Travel System

AewtmatGoemmentie! S

Enter a 5-digit zip code, and select the "Search” button. All locations that match the entered zip code will be displayed, and you wil be able to
select the desired location.

Enter Zip Code

5 Digit Zip Code I:I Search

County Lookup

At this location | will need - [select all that apply from the list below)

Figure 2-21: Find a TDY/TAD Location Screen - ZIP Code
2. Complete the 5-Digit ZIP Code field.
3. Select Search.

The screen refreshes and displays an alphabetized list of the locations associated with the ZIP
code (Figure 2-22).

Page 2-30 DTS Release 1.7.10.2, Document Processing Manual, Version 1.3.32, Updated 11/3/10

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



Chapter 2: Temporary Duty (TDY) Authorizations

Defense Travel System
Sl |

Enter a 5-digit zip code, and select the "Search” button. Alllocations that match the entered zip code will be displayed, and you will be abls to
select the desired location.

Enter Zip Code

5 Digit Zip Code | 78297 Search

Select a location from the list below.

Select Location

TOY Location(s):
. State/ Conus/ DOD Base/ Seasonal Lodge M&IE
Select Locati County
glec ocation ounty Country | Oconus | Installation Dates Rate Rate
SAN ANTOMIO
(O] BEXAR COUNTY TH C ¢1/01-12/31 117.00 66.00

(BEXAR)

Add to the location, a "Specific Place” to further define the TDY location.

Specific Place (Opticnal)

m Select and Close

Figure 2-22: Find a TDY/TAD Location Screen - ZIP Code Search Results Screen
4. Select the radio button next to the name of the correct location.

Note: If the location is not in this list, search again by selecting one of the other Search by
buttons located at the bottom of the screen.

5. Choose Select and Close at the bottom of the screen.

-OR-
Select Cancel to return to the Trip Overview screen with no selection.
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2.5.1.4 Location Tools: County Lookup Button
Follow the below steps to complete the Location 1 field by using the County Lookup button:

1. Select County Lookup.

The Find a TDY/TAD Location screen opens (Figure 2-23).

STAT LTS IO atanis 1 protne:

*

*Starting Point: |RES: Warrenton WA | Search|

DUTY STATION
*Departing On: [09/12/2010 [

(mm/Sdd/vyyy)

Logged In As: Terry T Carson Screen ID: 1551.1

Traveler Mame: Terry T Carson Document Type: Authorization

Defense Travel System

AewtreiCoenmenti!

Select from the list of States. After selecting a State, select from the list of Counties for that State. After selecting a County, the
corresponding Locations will be displayed.

Select State / County of Location

State | -- Select -- v| County vl

X |
— L AT 1] 1 —
At this location | will need - (Select all that apply from the list below)
Rental Car Ledging
O O
Figure 2-23: Find a TDY/TAD Location Screen - County
2. Select the State drop-down list arrow and select the state of the location.
3. Select the County drop-down list arrow and select the county of the location.
The screen refreshes with a list of locations. The first selection is the county name. The locations
within the county display alphabetically (Figure 2-24).
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Defense Travel System

AewtretCoemmentir!

Select from the list of States. After selecting a State, select from the list of Counties for that State. After selecting a County, the
corresponding Locations will be displayed.

Select State / County of Location

State |TEXAS b County | BEXAR COUNTY -

Select a location from the list below.

Select Location

T Location(s):

oo lomn cmy S o podme el
© ADKINS BEXAR COUNTY T C 14011243 117.00 66.00
O ALAMD HEIGHTS BEXAR COUNTY T C 0170112431 117.00 66.00
O ATASCOSA BEXAR COUNTY TX C /0112431 117.00 66.00
) BALCOMES HEIGHTS BEXAR COUNTY T C 01/01-12/31 117.00 66.00

Figure 2-24: Find a TDY/TAD Location Screen - County Search Results Screen
4. Select the radio button next to the name of the correct location.
5. Choose Select and Close at the bottom of the screen.

-OR-
Select Cancel to return to the Trip Overview screen with no selection.
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2.5.1.5 Details for a DoD Base or Installation

DTS can provide the meals and quarters information for an installation during this process. When
the search results include a military installation, a Details link may display in the DoD Base /
Installation column (Figure 2-25).

O BROOKS AFB BEXAR COUNTY Tx C Details 0170112431 117.00 66.00
([ CASTLE HILLS BEXAR COUNTY T c 01/01-12/31 117.00 66.00
O CHIMNAGROVE BEXAR COUNTY T c 0170112434 117.00 66.00
(] CONVERSE BEXAR COUNTY TX C 01/01-12/31 117.00 66.00
O EARLE BEXAR COUNTY Tx C 01/01-12/31 117.00 66.00
(] ELMEMDORF BEXAR COUNTY TX C 01/01-12/31 117.00 66.00
O FAIR QAKS (BEXAR) BEXAR COUNTY TH C 01/01-12/31 117.00 66.00
FAIR OAKS RAMCH

(] T BEXAR COUNTY TX C 01/01-12/31 117.00 66.00
O FIRM CASES BEXAR COUNTY Tx C 01/01-12/31 117.00 66.00
(] FT. SAM HOUSTON BEXAR COUNTY TX C Details 01/01-12/31 117.00 66.00

SR EopecT BEYAD C O LRE — Il O4,04 .43 /24 147 00 LECD

Page 2-34

Figure 2-25: Find a TDY/TAD Location Search Results Screen — Details Link

Follow the below steps to view details about the meals and quarters for a military installation:
1. Select Details in the DoD Base / Installation column.

The details for meals and quarters display (Figure 2-26).
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Defense Travel System

Sha——

Meals Avail for: FT. SAM HOUSTON, TEXAS Location: FT. SAM HOUSTON, TEXAS
Dates Dates

Effective 03-May-99 Effective 01-Jan-93
Expiraticn 31-Dec-49 Expiraticn 31-Dec-49

Enlisted Personnel Meal Quarters Available

Breakfast
Naonday Tuesday
Thursday Friday Saturday
Sunday Heliday

Lunch
Maonday Tuesday Wednesday
Thursday Friday taturday
Sunday Hetiday

Dinner
Monday Tuesday Wednesday
Thursday Friday Saturday
Sunday Haotiday

Officer Meals

Breakfast
Manday Tuesday Wednesday
Thursday Friday Saturday
Sunday Heliday

Lunch
Manday Tuesday Wednesday
Thursday Friday taturday
Sunday Hetiday

Dinner
Monday Tuesday Wednesday
Thursday Friday Saturday
Sunday Haotiday

Figure 2-26: Meals and Quarters Details Screen
2. Select Close.

The Search Results screen displays (Figure 2-25).
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Chapter 2: Temporary Duty (TDY) Authorizations

2.5.2 Trip Overview Initial Screen - Sections D and E

Section D of the Trip Overview initial screen allows the traveler to specify the need for a rental car and
lodging at the TDY location (Figure 2-13). Follow the below steps:

1. Check the Rental Car box if a rental car is needed at the TDY location.
2. Check the Lodging box if commercial lodging is needed at the TDY location.

Section E of Trip Overview screen (Figure 2-13) displays the question, Will you be traveling to another
TDY location?

3. Select Yes to add another location to this trip.
The screen refreshes each time Yes is selected and allows the traveler to identify another location,

arrival date, and departure date in Section C. Insert, Edit and Delete links now display in Section C
(Figure 2-27).

My TDY location is - (where | will be warking):
Location Arriving On Departing On Edit Delete
nsert 1 FT. SAM HOUSTON,TX 0912410 0941810 Edit Delete
Location Toals:
*Location 2@ Use Location Tools at Right Search By:
- Locati |
*arriving On:  |09/18/2010 = ocation
y State/Country - Location |
*Departing On: = Zip Code |
(mm/dd/yyyy) County Lookup |

Figure 2-27: Trip Overview Screen - Add Another TDY Location

4. Complete the fields for Location 2 in the same way as Location 1 was done, if adding a destination
after Location 1 (Figure 2-28).
-OR-
Choose Insert to add another TDY location before Location 1. The traveler will be prompted for the
location and dates.
-OR-
Choose Edit or Delete to edit or remove the TDY location.
-OR-
Choose No if there are no more locations to add to this trip.
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My TDY location is - (where | will be warking):
Location Arriving On Departing On Edit Delete
nsert 1 FT. SAK HOUSTON, TX 0912410 09418410 Edit Delete
Insert 2 SAH ANTONIO,TX ao/18410 09/25/10 Edit Delete
Location Tools:
*Location 3: Use Location Tools at Right Search By:
- Locati |
*arriving On: [+ eanen
State/Country - Location |
*Departing On: [+ Zip Code |
(mm/ddfyyyy) County Lookup |

Figure 2-28: Trip Overview Screen - Add TDY Location 2

2.5.3 Trip Overview Screen Refreshed

After the traveler selects No in Section E, the Trip Overview screen refreshes with new Sections C and
D (Figure 2-29). These sections now display fields where return travel information can be entered. The
traveler may continue to add TDY locations by selecting the Add New Per Diem Location link in
Section B.
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My TDY location is - (Where | will be working):

Add Mew Per Diem Location

Location Arriving On Departing On Edit Delete

nsert 1 SAN ANTONIO,TX 09412110 09418710 Edit Celete

| am returning to: (Select from list or enter below):

*Ending Point: e Search Return locations in profile:

RESIDEMCE

*Returning On:
DUTY STATION

*Trip Duration: (O 12 Hours or Less () =12 - 24 Hours - With Lodging

() =12 - 24 Hours - Mo Lodging (&) Multi-Day

| will be returning from my TDY by - (Select from the list below)

Commercial

. Rail Rental Car Other Time:
Air
@ O O O Select A
(Claim private vehicle transportation in Expense-Mileage. Use of government vehicle is non-reimbursable, show this in Expense-Hon-

Mileage.)

Check this box if you have other ticked transportation not listed above: [

CTO Full Assistance Request ‘ Save and Proceed

Figure 2-29: Trip Overview Screen — Refreshed With Return Information Fields
Section C, | am returning to is where the return destination and date is entered.
1. Complete the Ending Point field by selecting RESIDENCE or DUTY STATION.
If the ending point is a location other than the residence or duty station, type the name of the city in the

Ending Point field and select Search. A pop-up window opens so that the state or country code can
be searched and selected. The code will populate in the text box next to the city name.

2. Complete the Arriving On field. Use the calendar icon to populate the field.

Note: If crossing the International Date Line (IDL) from east to west on the return trip (e.g., leaving
Tokyo, Japan on Tuesday and arriving on Monday in San Diego, California), the Departing On date for
the last leg of the flight will be earlier than the Arriving On date of the Ending Point. DTS will flag this as
an error. Change the Arriving On date to equal the Departing On date, and make a note in the Trip
Comments box of the Trip Preview screen to indicate the actual Arriving On date.

3. Select the Trip Duration radio button that identifies the length and needs of the trip. DTS defaults
to Multi-Day if the trip exceeds one day. The traveler may select another radio button if necessary.
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Chapter 2: Temporary Duty (TDY) Authorizations
Section D, | will be returning from my TDY by is where the traveler identifies the transportation mode
for the return trip.

4. Select the radio button for the type of transportation that will be used to travel from the TDY
location to the return location.

5. Select the Time drop-down list arrow and select the preferred time of departure.

Section E, Check this box if you have other ticketed transportation not listed above identifies if there is

another type of ticket purchased for this trip, such as a bus or boat ticket. If checked, DTS includes the

Other Transportation screen in the flow controller of reservations when creating the authorization.

6. Check the box if there will be another type of ticket purchased for this trip.

7. Select CTO Full Assistance Request to receive assistance in booking reservations instead of
using the DTS Travel section to select the reservations. An additional fee is charged for this
option.

-OR-
Select Save and Proceed.

If the traveler’s profile does not contain a valid Government Travel Charge Card (GTCC) number or if
the card has expired, a pop-up message will display.

If the traveler’s profile contains a GTCC that will expire within 30 days, a pop-up message will display
and an e-mail is sent to the traveler and DTA.

8. Select Yes to update the GTCC account information.
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The My Account Information Screen opens (Figure 2-30).

Defense Travel System

AewErmetCoemmentrere

EFT and Credit Card Accounts

Payment by Electrenic Funds Transfer (EFT) is mandatory unless the traveler dess not have

access to an account at a financial institution that can receive EFT transmissions.

If the following account information is incorrect please click on the link below to update your
account infermation from your permanant traveler profile. » Refresh Account Data

Account Type Account Humber Routing Humber Expiration Date

CHECKING MMM M0 114000653

Enter only one account with a routing number.

Mandatory EFT Payment: @ fes O Mo

GOVCC Account Mumber: | |

GOVCC Expiration Date
(mm/dd i yyyy):

Checking Routing Mumber: |114C-C-:-553

Checking Account Humber: |1C-1 010101310101

|
|
Saving Routing Mumber: | |
|

Saving Account Mumber: |

|:| save changes to permanent travelsr information

Update Personal Infarmation | Ng Tickets

Page 2-40

Figure 2-30: My Account Information Screen
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9. Make the necessary update(s).

10. Check the Save changes to permanent traveler information box to save changes for use in all
future documents. Leave the box unchecked to apply the changes to this document only.

11. Select Update Personal Information.

Note: A clerk or NDEA cannot manually enter updated account information in the document and will
only have the Continue button available.

After completing the Trip Overview screens, DTS saves the information and creates a document name
for the trip. The document name appears on the top of the screen (Figure 2-31). After exiting the
authorization, the user may return to the document from the Authorizations/Orders document list
screen (Figure 2-2).

Logged In As: Terry T Carson Document Name: TCEOULDERCOO92610_AD Screen 1D: 1070.1 Close Window
Traveler Mame: Terry T Carson Document Type: Authorization Help for this screen
% Defense Travel System Itineralwﬁxpenses Accounting  Additional Options  Review/Sign
A New Era of Government Travel
| RETURN TO LIST W’ Rail Rental Car Lodging Other Transportation surmmary

Figure 2-31: Document Name

For instructions on using the DTS Travel feature or the CTO Full Assistance Request button, see the
following sections of this manual:

» Air Travel Section 2.6.1

* Rail. Section 2.6.2

* Rental Car. Section 2.6.3

» Lodging. Section 2.6.4

e Other Trans. (Other Ticketed Transportation). Section 2.6.6
e CTO Full Assistance Request. Section 2.6.8
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2.5.4 Trip Overview Screen for Renewal Agreement Travel

DTS allows civilian employees to receive reimbursement for travel expenses while on Renewal Agree-
ment Travel (RAT) between outside continental United States (OCONUS) tours of duty. The employee
may receive reimbursement for transportation expenses when accompanying dependents or, with
certain restrictions, for unaccompanied dependent travel.

Beginning in Section A of the Trip Overview screen (Figure 2-13), follow the below steps to complete
an authorization for RAT:

1. Complete the Starting Point field by selecting RESIDENCE or DUTY STATION.

2. Complete the Departing On field. Use the calendar icon to select the date.

3. Select the Trip Type drop-down list arrow and select F-6 RENEWAL AGREE LV.

The Trip Overview screen refreshes. The section names, fields, and functionality differ from those on a
standard DTS authorization (Figure 2-32). In Section A, DTS has completed the Trip Purpose and Trip
Description fields with uneditable text. The screen identifies the airport(s) associated with the starting
point location if this information is available. A box is displayed that may be used to indicate that the

authorization is for the civilian employee’s dependent. The employee is referred to as the sponsor in
cases of dependent travel.
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Defense Travel System

AenEmolGoenmentier! S

Booking Travel using the Defense Travel System requires that you first provide information about your starting and ending locations(usually
your home or duty station) and your TDY Locations for per diem purposes. You will be able to request bookings for transportation (e.g., air,
car, rail) and lodging after these initial steps are complete.

Please Mate: A Red Star { * | indicates a field is required.

My starting location is:

Starting locations in profile:
RESIDENCE

DUTY STATION

“Afrport: |FRA- Frankfurt, Germany
(mmrddr e

*Trip Type: F6-RENEWAL AGREE LV v *Trip Purpose:

Trip Description:

Dependent Travel: O

* will be traveling to my TDY location by - (Select from the list below)
Commercial
Air

® o o o

(Claim privats vehicle transportation in sxpenss-mileage. Use of government vehicle is non-reimbursable, show this in Expense-ton-
Miezpe.)

Rail Rental Car Other Time:

My designated location is:

*Location: Use Location Tools at Right Location Tools:
Search By:

*Afrport:
P ‘ b’ Location

*Arriving On:  |09/15/2010 ] State/Country - Location
(mm/dd/yyyy) Zip Code

“Departing On: County Lookup
(mm/dd/yyyy)

My alternate location is (opticnal):

——

| am returning to: (Select from list or enter below):

. RESIDENCE
=Airport: ‘ vl
DUTY STATION

(mm/dd/yyyy)
*Trip Duration: (3 12 Hours or Less ) *12 - 24 Hours - With Lodging

) =12 - 24 Hours - No Lodging @ Multi-Day
1 will be returning from my TDY by - (Select from the list below)

Commercial . .
. Rail Rental Car QOther Time:
Air
@ O @] 9] >

(Claim private vehicle transportation in Expense-Misage. Use of government vehicle is nen-reimbursable, show this in Expense-Non-

Mileage.)

At this location | will need - (Select all that apply from the list helow)
Rental Car Lodging

[m] O

Check this box if you have other ticketed transportation not listed above: [

CTO Full Assistance Request ‘ Save and Proceed

Figure 2-32: Trip Overview Initial Screen — RAT
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4. Select the Airport drop-down list arrow to select a different airport.

5. Skip to Step 9 if the authorization is for the civilian employee.
-OR-
Check the Dependent Travel box if the authorization is for the employee’s dependent.

A message displays with information about reimbursements and the restriction on round-trip travel for
the dependent (Figure 2-33). A dependent may only travel round-trip if the sponsor is traveling on or
has already completed the authorized RAT.

Please Mote: A Red Star { * ) indicates a field is reguired.

My starting location is:

Starting locations in profile:
*Starting Point: |Frankfurt *|FRG Search RESIDENCE

DUTY STATION
*Airport: FRA - Frankfurt, Germany hd

*Departing On:  |09/15/2010 l Y|

Message from webpage

 ,  allrouting, account, and reimbursements are made to the sponsor. Dependents may travel unaccompanied but cannot perfarm round trip under renew agreement
\-‘4-/ authority unless the sponsor will perform {or has already performed) authorized Renewal Agreement Travel, Please seleck a Family member,

[ ok | [ Cancel

Dependent Travel:

Figure 2-33: Dependent Information Message

6. Select OK to continue creating the authorization for a dependent.
-OR-
Select Cancel to return to the Trip Overview screen. If this occurs, DTS will clear the Dependent
Travel box.

The Dependent Search screen opens (Figure 2-34). This screen lists the dependents as they are
named in the traveler’s profile.
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Defense Travel System

AewtrmetCoemmentter!

Al routing, accounting, and reimbursement is made to the sponsor. Please select a dependent from the list below or use the second section to create a
new entry. Hote that only one entry may be created outside of the permanent profile.

Choose a Dependent:

Select Dependent Name Relationship DOB Fassport ID Exp. Date
(e Carson, Jennifer D Spouse 11/09/69 Mot Provided Mot Provided
& Carson, Jaylah Child 04/05/91 8934737 03/18/15

Create Dependent:
Select Dependent Hame Relationship DOB Passport ID Exp. Date

Last: I *
Create | First: I = ISpouse jl + ' I '
Middle: I

r 5ave to Permanent Profile

m Select and Close |

Figure 2-34: Dependent Search Screen

7. Select the radio button for the dependent to be nhamed on the authorization.
If the dependent’s name is not listed, complete the fields in the Create Dependent section. To add the
dependent to the sponsor’s profile, check the Save to Permanent Profile box. Select Create. The
screen refreshes. Select the dependent using the appropriate radio button.
8. Choose Select and Close.

-OR-

Select Cancel to return to the Trip Overview screen with no dependent selected.

Note: If the RAT authorization is for a dependent that is over the age of 18, a message will display to
inform the user that RAT may not be warranted for dependents over the age of 18. Select OK.

The Trip Overview screen refreshes. The Dependent Information displays on the screen.

9. Select the mode of transportation and the preferred departure time in Section B.

Section C is labeled My Designated Location is for RAT authorizations.

10. Complete the Location field by using the search tools in the box.

After the location has been selected, DTS completes the airport field with the code of the closest

airport (Figure 2-35).
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My designated location is:

*Lacation: SAN DIEGO,CA Location Tools:
Search By:
AT .
Afrport: SAN - San Diego, CA (USA) (IntL Apt) ¥ Ap— |
*arriving On: = State/Country - Location |
i Zip Code |
*Departing On: [+ |

County Lookup

(mm.Sdd yyyy)
My alternate location is (optional):
Search

Figure 2-35: Trip Overview Screen — Airport Field Completed

11. Select the Airport drop-down list arrow to select a different airport if appropriate.

12. Complete the Arriving On field with the date of arrival at the designated location. Use the
calendar icon.

13. Complete the Departing On field with the date of departure from the designated location. Use the
calendar icon.

14. (Optional) Complete the location field under the My Alternate Location is (Optional) heading by
entering the city name and selecting Search to select the state or country.

Travel to an alternate location is allowed; however, the reimbursement is limited to the cost of travel to
the designated location.

Section D is labeled | am returning to.

15. Complete the Ending Point field by selecting RESIDENCE or DUTY STATION.

Note: The traveler may enter a different Ending Point city and select Search to select the state or
country. If the Ending Point is different from the Starting Point, DTS will trigger a preaudit flag during
the Review/Sign process. This flag informs the traveler that travel for Renewal Agreement Leave taken
in conjunction with a Permanent Change of Station (PCS) must be claimed on the PCS voucher, and
per diem will not be paid on a voucher created from this authorization.

16. Select the Airport drop-down list arrow to select a different airport if appropriate.

17. Complete the Arriving On field with the date when the traveler will arrive at the designated loca-
tion. Use the calendar icon.

18. Select the Trip Duration radio button that identifies the length and needs of the trip. DTS defaults
to Multi-Day if the trip exceeds one day. A different radio button may be selected if necessary.
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Chapter 2: Temporary Duty (TDY) Authorizations
19. Select the | will be returning from my TDY by radio button in Section E that identifies the mode
of transportation to be used for the return leg of the trip.
20. Select the Time drop-down list arrow and select the preferred time of departure.

21. Check the box(es) in Section F to indicate the need for a rental car, lodging, or both as appropri-
ate.

22. Check the box in Section G if there will be another type of ticket purchased for this trip.This will
cause DTS to include the Other Transportation screen when creating the authorization.

23. Select CTO Full Assistance to receive assistance in booking reservations instead of using the
DTS Travel section to select the reservations. An additional fee is charged for this option.

_OR_
Select Save and Proceed.

If CTO Full Assistance Request was selected then proceed to Step #26.
If Save and Proceed was selected, DTS may display a confirmation message that provides the GSA

contract fare (City Pair) information for the flight and informs the traveler that travel reimbursement is
limited to that amount (Figure 2-36).

Message from webpage

RAT Travel Confirmation: The combined GSA City-Pair Fares For SAN DIEGO,CA is $394., 10 which includes an added 15 percent for estimated taxes, Trawvel reimbursement
H_‘:/ is limited to this amount. Mo GSA City-Pair Fare was found For , . Selection of this Alternate Location is allowed. Travel reimbursement is limited to the combined GSA
City-Pair Fares For SAN DIEGO, CA which is $394.10. Do you want o continue wikth the current selections?

[ Ok ] [ Caneel ]

Figure 2-36: RAT GSA Contract Fare (City Pair) Confirmation Message
24. Select OK to continue
-OR-
Select Cancel to return to the Trip Overview screen.

Note: If DTS cannot find a GSA contract fare flight, a message displays that information.

It requires the traveler to select the lowest unrestricted coach fare, and states that the AO will limit the
reimbursement for all other travel modes to the amount of the lowest unrestricted coach fare.

25. Select OK to continue.
-OR-
Select Cancel to return to the Trip Overview screen.
If OK was selected, the TSA Secure Flight Information screen opens (Figure 2-37).
26. Enter or update data.
27. (Optional) Place a check in the Save changes to permanent traveler information box to save

information to the permanent profile and document profile. If not selected, TSA information will
save for the document profile only.
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28. Select Save TSA Information.
While DTS processes the information that was submitted, system messages displays briefly. DTS

accesses the component of the Travel feature that matches the selection in Section B on the Trip
Overview screen.

29. Complete the Travel section of the authorization in accordance with the travel type. See Section
2.6 for instructions on using the Travel feature.

30. Select the tabs to complete the following sections of the authorization:

» Expenses. For employees only, during authorized travel days, and when the departure and return
locations are the same. See Section 2.7.

 Accounting Codes. See Section 2.8.

» Additional Options. See Section 2.9. Note: SPPs are not allowed for RAT.

* Review/Sign. See Section 2.10.

2.6 Travel

Travelers may use the Travel feature or the CTO Full Assistance Request button to make travel reserva-
tions.

The Travel feature in DTS allows travelers to select their own reservations for commercial transportation,
rental car, or lodging. DTS accesses this module automatically after the user selects Save and Proceed on
the Trip Overview screen (Figure 2-29). While DTS processes the information that was submitted, DTS

accesses the component of the Travel feature that matches the selection in Section B of the Trip Overview.

All travelers must complete the Transportation Security Administration (TSA) Secure Flight Information
screen once per document when reservations are requested (Figure 2-37). This information is used for the
traveler's Secure Flight Personal Data (SFPD) and will be transmitted by TSA for watch-list screening.

The TSA Secure Flight Information screen displays after initial reservations have been selected or after
comments have been sent to the CTO when using the CTO assistance feature. The fields are populated
with information from the traveler's profile when available. See Section 2.9.1.

When creating an authorization for a dependent, the user enters the TSA information for the dependent
traveler. See Table 2-2 for definitions of the fields used on the TSA Secure Flight Information screen.
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Logged In As:  Terry T Carson Document Name: TCDENVERCOUNWTOO1109_AD Screen [0t Close Window

Traveler Mame: Terry T Carson Document Type: Authorization

Defense Travel System

S

TSA Secure Flight Information

The Transpertation Security Administration of the U.S. Department of Homeland
Security requires us to colect information from you for purposes of watch list
screening, under the authority of 49 U.5.C. section 114, and the Inteligence
Referm and Terrorism Prevention Act of 2004. Providing this informaticn is

you may be subj
transport or authorization to enter a
with law enforcement or inteligence agenci
em of records notice. For more on T5A Pri
em of records notice and the privacy impact

Web site at www.tsa.gov.

voluntary; how: to additional

screening or deni erile area. T5A may

share infermatien you provi

Please enter the infermation below to EXACTLY match the state or government
issued identification card/document the traveler wil be using at airport security.

When entering last name, do not include suffixes (e.g., Jr.).

* Last Mame: ICarsan
* First Mame: I_s—rr'_.-

l_— [T Mo Middie
Hame
|:-9;'12;'19&:-

* Gender: [T el
Redress Number: I
Known Traveler Humber: I

[ save changes to permanent traveler information

Save T5A Information I

Figure 2-37: TSA Secure Flight Information Screen
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Table 2-2: TSA Secure Flight Information Field Definitions

TSA SECURE FLIGHT INFORMATION FIELD DEFINITIONS

FIELD DEFINITION

Last Name Traveler's last name exactly as it appears on the state- or Government-issued identification
used for airport security. Do not include suffixes (e.g., Jr.).

First Name Traveler's first name exactly as it appears on the state- or Government-issued identification
used for airport security.

Middle Name Traveler's middle name exactly as it appears on state- or Government-issued identification
used for airport security.

No Middle Name Box that must be checked if there is no middle name on the state- or Government-issued
identification used for airport security.

DOB (MM/DD/YYYY) Traveler's date of birth.
Gender Traveler's gender.
Redress Number Unique number that the Department of Homeland Security (DHS) assigns to a passenger

to promote resolution with previous watch list. This field is optional.

Known Traveler Number | Assigned passenger number DHS uses to facilitate passenger clearance. This field is
optional.
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Note: If a CTO fee is not included with the airfare, the traveler must include the CTO fee by using the Other
Transportation screen in the Travel feature. Select CTO Fee from the drop- down list on the Other Trans-
portation screen (Figure 2-38). Enter the ticket number, beginning with 890, in the ticket number field.

Legged In As:  ERIC T CARSON Document Hame: ECCOLORADOSPRO42009_AD Screen [D: 1094.1
Traveler Mame: ERIC T CARSON Document Type: Authorization AUSSEE
% Defense Travel Syslem It1nerarww£xpenses Accounting Additional Options  Review /5igry
A New Era of Government Travel
RETURN TO LIST Air Rail Rental Car Lodging Other Transportation Summary

Use this screen to enter Other Ticketed Transportation information. Overall Starting Point

Leave From: RES: MAMASSAS,VA Edit
it disbursement for transportation, lodging and rental car Lz=rzn 20-Apr-09
for memorandum

Location 1: COLORADO SPRINGS,CO
ADD Ticket Information Leave From:  RES: MAMASSAS, VA Edit
TCY/TAD Loc:  COLORADO SPRIMNGS,CO

Enter or select the required data. Arrive:
Leave:
Please Mote: ARed Star (* ) indicates a field is required. Carrier/ Edi
Flight: (UA) 923
Type: IC'C Fee (Indiv Bil) j Conf/PHR:
Description: IC'C Fee (Indiv Bill) Depart: (UsA)
Ticket No: IE?C- ”””””
Ticket Value: 0.00 Arrive SA)
0.00 Carrier/ Edi
Flight:
chat value,
kst ) Conf/PNR: | 123456
Departure Date 3:05FM - 20-Apr-09
Depart: DEN-Denver, CO (USA)
(Denver Intl. Apt)
3:45PM, - 20-Apr-09
Arrive: CO5-Colerado Springs, CO
(USA)

Figure 2-38: Other Transportation Screen

Warning: The authorization MUST BE SIGNED within 24 hours of booking reservations in DTS. If the
authorization is not signed within 24 hours, all reservations will be cancelled automatically. A pop-up
reminder is displayed when exiting the DTS Travel feature (Figure 2-39).

Windows Internet Explorer X

1 E ‘our confirmed travel reservations will be cancelled in 24 hours if wour autharization remains unsigned.
L

Figure 2-39: 24 Hour Reservation Cancellation Warning Message
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2.6.1 Add Air Travel

If the traveler indicated on the Trip Overview screen that they will travel by commercial air, DTS will
display the Air Travel screen in the Travel module. This happens after Save and Proceed is selected
on the Trip Overview screen. This feature can also be accessed by selecting Travel on the navigation
bar and then selecting Air. The Modify Search feature may be used to specify and change certain res-
ervation details; however, travel may only be booked within the authorized dates. If an attempt is made
to search for a reservation on a date outside the authorized range, DTS will display a message that the
date must be within the authorized range.

Note: See Section 2.9.1 to select a preferred airport to be used for the Travel module.

2.6.1.1 Modify Search for Air Travel

The Modify Search section on the left side of the screen allows the traveler to modify their search
criteria (Figure 2-40). The below options explain how to change the search criteria. After entering
all criteria, select Search to display the new results.

@ Defense Travel System Itine|'a|w”Expenses Accounting  AdditionalOptions  RewiewsSien
A New Era of Government Travel
[ reTurn O LIsT | AW Rail  Rentalcar  Lodging  Other Transportation  Summary

Modify Search Please select flights for IAD - Washington Dulles
International Apt to TPA - Tampa International Skip This Flight |
Please Note: & Red Star (%) indicates Apt
a field is required. departing on 08/16/2009

RESERVATIONS SUMMARY:
* Departure Arport (or ci

- AlR:  50.00

|I£D - Washington Dulles Intern
* Arrival Airport (or city, statel: | GiAContractw/ | GSAContract | Other Govt | Other Airfare | AmGsA |
— = - Limited Availability Airfars Ajrfare
I PA - Tampa Internaticnal Apt
* Arrival or Departure: Sort By: { Departure Time ' ArrivalTime ¢ Elapsed Time ¢ Price % Default
IBspar:Lrs j

5228.60 Total Estimated Airfare {Including Taxes and Fees) GSA Contract w/Limited
08/16/2009 =g Availability

Class: HCAIAD Fare Rules View Available Seats Select Flight
Show Mternate Airports: Il 08:20 AM Depart |AD - Washington Dules Sun 16-Aug-09 Flving Time:
(,” Internaticnal Apt 2h 11min

) 10:31 AM Arrive TPA - Tampa International Non-Stop Flight
sgarch | United | .
Apt
99

Egquipment 32%

$239.20 Total Estimated Airfare (Including Taxes and Fees) GSA Contract wiLimited

Availability
Class: HCAIAD Fare Rules View Available Seats Select Flight
07:53 AM Depart 1AD - Washington Dules Sun 16-Aug-09 Flying Time:
(ll International Apt 1h 5¥min
X 08:50 AM Arrive ORD - Chicage O'Hare Lay-owver
United N . & i
International Apt Time:
977 .
Equipment 752 emin
Figure 2-40: Air Travel Screen - Modify Search
*An asterisk indicates a required field.
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To change the departure airport:

Complete the *Departure Airport field with an airport code or city that is different from the depar-
ture airport currently identified.

To change the arrival airport:

Complete the *Arrival Airport field with an airport code or city that is different from the arrival
airport currently identified.

To change the date of arrival or departure:

Select the *Arrival or Departure drop-down list arrow and select the value by which to set the
itinerary, that is, flights that arrive at a certain date and time or flights that depart at a certain date
and time.

Complete the Date field with the desired arrival or departure date. Use the pop-up calendar if nec-
essary.

Select the Time drop-down list arrow and select the preferred time of arrival or departure.

To broaden the search to include flights from and to other airports associated with the TDY loca-
tion:

Check the Show Alternate Airports box.

2.6.1.2 Select Air Travel

The flights are organized according to the type of fares under the fare tabs, as follows
(Figure 2-40):

* GSA Contract w/ Limited Availability. These flights are offered at a Government-con-
tracted price, but there is a limited number of seats available at the lower Government
price.

* GSA Contract Airfare. These flights also have a Government-contracted price, but there
is not a limit to the number of seats that the Government can purchase at this price. These
rates are higher than Government Contract w/ Limited Availability flights.

* Other Gov't Airfare. This tab displays non-contract Government fares or discounted Gov-
ernment fares. In markets that do not have Government-contracted prices, DTS will also
try to combine two separate Government fares flights. Adding a connecting flight in an
airport that has a Government fare at the starting location airport and with the TDY
location airport may be less expensive. For example, a flight from Washington, DC to
Santa Fe, New Mexico may have no Government priced fares available; however, if seats
are available, adding a connection in Chicago will result in a lower fare than a non-contract
flight.

» Other Airfare. These fares are available to the general public and may have advance
purchase requirements and cancellation fees. Selection of this type of fare will require the
traveler to justify the selection during pre-audit.

* AItGSA. In cases where there are no Government-contract flights, DTS will search for an
alternate airport within an 80-mile radius of the TDY destination to locate Government-
contract flights. Results will display under this tab.

To see a more detailed description of each type of fare, mouse over the tab headings. If a flight is
not needed for this portion of the trip, select Skip This Flight, located above the fare tabs.
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Page 2-54

DoD policy requires the use of GSA Contract Fares whenever they are available. If a flight is
selected that is not a GSA Contract Fare, and GSA Contract Fare flights are available, the Gov-
ernment Contract Fare Not Selected message displays. This message informs the traveler that
the selection must be justified during preaudit. Select OK to keep the flight selection or select
Cancel to return to the Air Travel screen.

The traveler may select how to view available flights by selecting one of the Sort By radio buttons
as listed below:

» Departure Time

* Arrival Time

» Elapsed Time (Total of travel time and layover time)

* Price

» Default (Lists non-stop flights first, in order of least to greatest elapsed time offset from
requested departure time. All other flights are then sorted by elapsed time, offset from
requested departure time.)

Follow the below steps to reserve a flight:
1. (Optional) Select Fare Rules.

A pop-up window displays rules and exceptions associated with the fare (Figure 2-41).
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ot -
S NOT REELY EO
ANMENT CONT
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ENDENT

WITH ID.

ID OF UNIFC

TH ID.

TRLVEL BY COST-REIMBURSARLE

4]
Pone [ [ [ [ [ [[@ meemet

STIS.BT TOG

Class: YCAIAD

L 100%

Fare Rules

Screen 1D 1070.1

Accounting  Additional Options  Rewiew/Sign

Vashington Dulles
enver Intl Apt
/2009

Skip This Flight

fther Govt |  Other Airfare

| anGsa |
rfare

e OO Elapsed Time  Price ™ Defaut

g Taxes and Fees) Government Contract

View Available Seats Select Flight
ngten Dules Fri 31-Jul-09 Flying Time:
3h 37min
r Intl Apt Hon-5top Flight

12 Taxes and Fees) Government Contract

View Available Seats

Select Flight

ISFy 1832 AM Depart LA - Washinofop Dijles

Elving Time:

Fri3i-1l-09

Figure 2-41: Fare Rules Window

2. Close the window.

3. (Optional) Select View Available Seats to see the seats that are available.
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The view-only Aircraft Seating window will open if the selected airline provides a seat map (Figure

Logged In As:  ERIC T CARSON Document Name: ECDENVERDENVEQDT3109_AD Screen ID: 1503.1
Traveler Mame: ERIC T CARSON Document Type: Authorization

Defense Travel System

SR

Flight: U& 51 1AD -> DEN 07/31/2009 11:30

L W1 Dy W | ST R

; BBB BBB ; . available

a BBH BBB 9 Q unay ailable

- selected

Ul UeU & smone
T
L L Jopmwl | |

" e Lee £ blocked

i @y eed = . exit rove

|\l g e

2 U.U R s puglkhead

Houdy @eJy .

2 UUU UOU 2 L astey

FCH U | 1| Dy 0 | O = "P/]\ lzwatory

FLaL S | W1 D W | W70

s OUU OOg 1 B stars

LI [ 1 O R

7oQUg gy @ handicap

Cancel |

Figure 2-42: Aircraft Seating Window

This screen illustrates the seating for the type of aircraft and displays seat availability. This is a
view-only window, the traveler cannot choose a seat from this window.

4. Select Cancel.

The window closes and the Air Travel screen displays.

5. Select the Select Flight button for the preferred flight.

Note: If the traveler’s profile contains invalid GTCC data, a pop-up message will display when the
Select Flight or Request Assistance in Booking Flight button is selected. DTS will not allow

selection of flights or show seat maps. The Skip function may be used to proceed.

The Seat Selector window will open if there is a seat map available for this flight (Figure 2-43).
The flight information displays near the top of the window.

Page 2-56 DTS Release 1.7.10.2, Document Processing Manual, Version 1.3.32, Updated 11/3/10

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



Chapter 2: Temporary Duty (TDY) Authorizations

AE CDEF G

B g
LR W W WS ]
[sleippwlwlelw] el
(Sl wlwelw] v
L i
LI i
L i
L Qoo
[sleippwlwlelw] el
(Sl wlwelw] v
L i
LI i
L i
L Qoo
[sleippwlwlelw] el
(Sl wlwelw] v
L i
L LI
(USRS W]

@ g Ui
LR T S W ]
2 Uy ugsiug
LA IURRwIN] (W
“ Uy ugsiug
S Ug U@
LAY ISRRwIN] (W
Uy U
Uy ugU
LA ISRRuIN] (W
00Uy U@
SOOI I
g Ui
A SR e

AE CDEF G

(88888
U uuugy

7 Uy uusug
LI

Flight: UA 675 ORD -> DEM 07/31/2009 08:03
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If a specific seat can not be selected, please choose which type of seat you prefer:

Seat Selection: I:“-i8|8 'l Seat Number: I B°“6|

Advance seat selections are not guaranteed and are subject to change by the airline(s).

Figure 2-43: Seat Selector Window

6. (Optional) Select the blue seat icon that represents the preferred available seat.

-OR-

Select the Seat Selection drop-down list arrow and select a seat location.

Note: If the selected airline flight has more than one leg, the Seat Selector will display again so a

seat can be selected on the subsequent flight segments.

7. Select Done.

If air reservations are the first reservation to be requested, the TSA Secure Flight Information

screen displays (Figure 2-37).

8. Enter or update data.
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9. (Optional) Check the Save changes to permanent traveler information box to save
information to the permanent profile and document profile. If not selected, TSA information
will save for the document profile only.

10. Select Save TSA Information.
The screen displays a series of messages while DTS processes the information.

The Air Travel screen refreshes (Figure 2-44). The traveler’'s departure flight is booked and a
search for a return flight may now be entered. If no flight is necessary for this portion of the trip,
select Skip this Flight. DTS will continue to the next reservation selected in the Trip Overview.

Note: If the traveler cannot find a flight that meets the mission requirements, the Request Assis-
tance in Booking Flight button is available to assist in obtaining a flight that will meet mission
needs. Information may be added to the system-generated comment, but the system-generated
text should not be removed. To expedite the handling of the reservations, it is important to use
this button rather than calling the CTO. Additional handling fees may be added whether request-
ing through DTS or calling the CTO.
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Logged In As:  ERIC T CARSOH Document Mame: ECDENVERDENVEDT3109_AD Screen ID: 1070.1
Traveler Mame: ERIC T CARSON Document Type: Authorization S
% Defense Travel System Itinera|prenses Accounting  Additional Options  ReviewsSign
A New Era of Government Travel
ABW Rail  RentalCar  Lodging  Other Transportation  Summary

Modify Search Please select flights for DEN - Denver Intl Apt
to IAD - Washington Dulles International Apt 5kip This Flight
Please Mote: A Red Star (*) indicates departing on 0B/14/2009

a field is required.
RESERVATIONS SUMMARY:

. . . AlR: §534.20
Departure Airport (or city, statel:

IDEH - Denver Intl Apt 1AD to DEM @ 07/31/09 06:00 AM Arrive: (9:27 AM Cancel Flight Change

« Arrival Airport (or city, state): | GSA Contract w/ | GSAContract | Other Gevt | Other Airfare | AtGSA ‘
_ - Limited Awailability Ajrfare Airfare
II;‘-E - Washington Dules Intern
G5A awarded fare is 5453.00
* Arrival or Departurs:
IBc—par:LrE j Sort By: & Departure Time 0 Arrival Time © Elapsed Time  price ¥ Default

$523.60 Total Estimated Airfare (Including Taxes and Fees) Government Contract

Class: YCAIAD Fare Rules View Available Seats Setect Flight
(ﬂ 07:30 PM Depart DEN - Denver Intl Apt Thu 13-Aug-09 Flying Time:
12:47 AM Arrive 1AD - Washington Dulss 3h 17min
United International Apt <1 day Meon-Stop Flight

0 Equipment 752

$534.20 Total Estimated Airfare (Including Taxes and Fees) Government Contract

Class: YCAIAD Fare Rules View Available Seats Setect Flight
06:00 AM Depart DEN - Denver Intl Apt Frit14-Aug-09 | Flying Time:
(ﬂ 09:18 AM Arrive ORD - Chicago O'Hare 2h 18min
United | International Apt Lag-.'-over
332 Equipment 319 1|;n4r;:in

11:01 AM Depart ORD - Chicage O'Hare Fri 14-Aug-09 Flying Time:

(ll International Apt 1h 54min

01:53 PM Arrive |AD - Washington Dules

Figure 2-44: Air Travel Screen — Select Return Flight
The screen now displays the following:
e A green box that contains the Reservations Summary flight information.;
e Cancel Flight. Link that can be used to remove the flight reservation;
e Change. Link that can be selected to return to the Air Travel screen and search for a differ-
ent flight;
e Fare and flight options for the return trip.
11. Select a return flight and seat using the same steps as above.

DTS now displays the screen for the next type of reservation to be made (Figure 2-45).

No matter which screen displays at this point, DTS has booked the flight reservation and displays
it in the Reservation Summary box.
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Logged In As: ERIC T CARSON Document Mame: ECHOUSTOMCOUNOTZ209_AD Screen 1Dz 1096.1
Traveler Mame: ERIC T CARSON Document Type: Authorization
% Defense Travel System Itinerarﬁxpenses Accounting  Additional Options  ReviewsSign
A New Era of Government Travel

Air Rail JCEIIEIReETD r  Other Transportation  Surmary

Modify Search Select Rental Car for
TYR - Tyler, TX (United States) Skip This Car |
Pleass Mote: ARed Star (%) from 07/22/2009 through 08/27/2009

indicates a field is reguired.
RESERWATIONS SUMMARY:

—_— .
Pick-Up Date: AIR: 51,561.70

|-:-:r'f22;‘2-:—:@ E=1N
I1AD to TYR : OF 22709 06:45 AM Arrive: 10:30 AWM Cancel Flight  Change
* Pick-Up Time: TYR to |AD : 0B/27/09 05:20 AM Arrive: 04:10 PM Cancel Flight Change

I 11:00 AW - l RENTAL CAR: $0.00
* Drop-Off Date:

|-:-sf2}'f2-:v:@ =g

* Drop-0ff Time: Rental rates shown do notinclude the Government Administrative Supplemental fee of
55 per day.

| Government Rates | Non-Government Ratss |

Cars rented under the Government's Car Rental Agresment include unlimited mileage

One-Way Rental: [l (except for one way rentals) and collision and liability insurance coverage in the United
States and its territories and possessions. Mot al vendors provide insurance coverage for
* Pickup Airpart (or city, state): specialty vehicles (e.g., vans, sport utility vehicles). In the event of an accident with one
TYR - Tyler, TX (Unite of these vehicles, a claim is filed directly with the Government by the rental company.
Travelers are not reimbursed for rental car insurance coverage purchased in the United
* Type: States or its territories and possessions regardless of the vendor from whom the rental

car is rented. Travelsrs are reimbursed for mandatory rental car insurance coverage

I Compact vl
required in foreign countries.

search | (ER) En Route: —
51,178.66  [Estimated Total Cost Including Taxes & Fees]
HERTZ Monthly Rate: Extra Hour: 520.01
IH TERMIMAL S800.49 Extra Day: 526.68
ffigdE | Compact Car Unlimited Miles/ Kilometers

Air Conditioning

Figure 2-45: Reservations Summary — Return Flight Booked
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2.6.2 Add Rail Travel

Chapter 2: Temporary Duty (TDY) Authorizations

If rail was requested on the Trip Overview screen, DTS will display the Rail Travel screen. The screen
displays trains for the stations associated with the location selected (Figure 2-46). If any of the trains

displayed meet travel needs, see Section 2.6.2.2 for instructions on booking a reservation. If different
train options are needed or if DTS did not return any trains, see Section 2.6.2.1 for instructions on how
to modify the search to return different results.

Logged In As:  ERIC T CARSON
Traveler Mame: ERIC T CARSON

% Defense Travel System

A New Era of Government Travel

| RETURN TO LIST |

Modify Search
Please Mote: ARed Star (%)
indicates a field is required.

* Departure Station:

I'.':ASHIHS_CH_. [ife

Document Name: ECHOUSTOMCOUNOT2209_AD
Document Type: Authorization

Itinera|wﬁxpenses Accounting  Additional Options  Review/Sign

Air W Rental Car

Screen I1D: 1057.1

Please select trains for WASHINGTOM, DC

to ALEXANDRIA, VA
arriving on 08/06/2009
RESERVATIONS SUMMARY:
AIR: §1,561.70

IAD to TYR @ 07/22/09 06:45 AM Arrive: 1

Summary

Skip This Train |

* Arrival Station: TVR to |AD : 08/27/09 (05:20 AM Arrive: 0d: 10 PM

REWTAL CAR: 5$0.00

[ALexanDRIA, VA

Reservation Skipped - HOUSTOM COUNTY, TX Dates: 07/22/09 - Remove
08/27/09
Sort By: 0 Arrival Time Departure Time
* Arrival or Departure:
Arrival j Use this screen to request your AMTRAK rail travel.
If the trip itinerary is canceled or changed after tickets or transportation requests are issued

to the traveler, the travele e for their value until all tickets coupons h een used for
official and/or all unused tickets or coupons are properly accounted for on the travel

reimbursement voucher.

* Arrival or Departure Date:

Thu 06-Aug- | Travel Time:
07:30 AM WASHINGTON, BC
-”’ e 09 Oh 17 min
A RAT AR
0087 | 07:47 AM ALEXANDRIA, VA hu U;g"‘\"'g'
Select Train
R, Thu 06-Aug- | Travel Time:
=gl | 19:55 AM WASHINGTON, DC . )
09 O h 17 min

Thu 06-Aug-

0089 | 10:17 AM Al FWANDEIA VA

Figure 2-46: Rail Travel Screen — Select Departure Train

Many DTS travelers make their own arrangements for rail travel. Unlike air, lodging, and car
reservations, rail travel WILL NOT book automatically. When requesting rail, travelers should be aware
that live rail schedules are not available in DTS. Instead, what is returned in the search results is a
static list of train schedules. The traveler should make sure that all applicable remarks for rail travel are
filled in the comments field prior to submitting the request.
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Chapter 2: Temporary Duty (TDY) Authorizations

2.6.2.1 Modify Search for Rail Travel

The Modify Search section on the left side of the screen enables the traveler to modify the search
(Figure 2-46). The following options explain how to change the search criteria. After entering all
the requirements, select Search to display the new results.

*An asterisk indicates a required field.

To change the departure station:

Complete the *Departure Station field with a city that is different from the departure city currently
identified.

To change the arrival station:

Complete the *Arrival Station field with a city that is different from the arrival city currently identi-
fied.

To change the date of arrival or departure:

Select the *Arrival or Departure drop-down list arrow and select the leg of the trip for which the
travel date will change.

Complete the Date field with the new arrival or departure date. Use the pop-up calendar if neces-
sary.

If travel by train is not preferred for this leg of the trip, select Skip this Train, located near the top
right side of the screen.

2.6.2.2 Select Rail Travel

The traveler may select the order in which the trains display by selecting one of the Sort By radio
buttons as listed below:

e Arrival Time
* Departure Time

Beginning on the Rail Travel screen (Figure 2-46), follow the below steps to book rail travel:

1. Modify the search, if necessary.

2. Choose Select Train for the preferred train.

Note: If the traveler’s profile contains invalid GTCC data, a pop-up message will display when the
Select Train or Request Assistance in Booking Train button is selected. DTS will not allow

selection of trains. The Skip function may be used to proceed.

The Rail Travel Detail screen opens (Figure 2-47). The following details displays about the
selected train:

» Departing From and Traveling To. The origin and destination for this travel.

* Train Selected. Information about the train. The trains are listed by company, train
number, and departure and arrival date and time.

» Seat Preference. Drop-down list from which to select an aisle or window seat.
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Chapter 2: Temporary Duty (TDY) Authorizations

» Comments field. Text box in which information or questions for the CTO may be entered.
By default, the text indicates the selected train departure and arrival times and stations.

Use this screen to find a different train or to save the selected train.

NOTE: Selecting this option will require manual intervention by your Commercial
Travel Office, and may result in a higher transaction fee to the Government.
Departing From: WASHINGTON, DC

Traveling Ta: CHARLOTTSVILLE, V&

Train Selected

Amtrak Train Number: 0067
Depart: WAS - WASHINGTON, DC AL 07:30 AM On 06-Aug-09
Arrive: ALX - ALEXAMNDRIA, VA AL 07:47 AM On 06-Aug-09

Enter the following details:

Seat Preference: Mo Preference j

If necessary, add comments to the CTO:

CIC, please assist tr with t
L, ICH, DC at

ALEXANDRIA, VA at 07:4

he rail request from WAS —ﬂ
0% to RLX -
)8 taking Amtrak on ;I

Find a Different Train Save Selected Train

Figure 2-47: Rail Travel Detail Screen

3. Select the Seat Preference drop-down list arrow and select Aisle or Window.
-OR-
Select Find a Different Train to return to the Rail Travel screen and make another selec-
tion or modify the search.

4. (Optional) Add to the existing comments to the CTO, but do not delete any of the existing
text.

5. Select Save Selected Train.

If rail reservations are the first reservation to be requested, the TSA Screen displays (Figure 2-
37).

6. Enter or update data.
7. Select Save TSA Information.
The Rail Travel screen refreshes (Figure 2-48). The screen now displays the following:

» A green box that contains all Reservation Summary information
e Cancel Train. Select this link to remove the train reservation request

DTS Release 1.7.10.2, Document Processing Manual, Version 1.3.32, Updated 11/3/10 Page 2-63

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



Chapter 2: Temporary Duty (TDY) Authorizations

» Change. Select this link to remove the reservation request and return to the Rail Travel
screen to select a different departure train (Figure 2-46)
* Return train options

Logged In As:  ERIC T CARSOH Screen ID: 1067.1

Traveler Name: ERIC T CARSON

'@ Defense Travel System

A New Era of Government Travel

Document Mame: ECCHARLOTTESVOR0600_AD

Document Type:

Authorization

| RETURN TO LIST

Itineranpenses Accounting  Additional Options  Review/Sign

Lodging

Other Transportation summary

Modify Search

Please Note: ARed Star ()
indicates a field is required.

* Departure Station:

IC HARLOTTESVILLE, VA

Please select trains for CHARLOTTESVILLE, VA
to MANASSAS, VA
departing on 08/21/2009

Skip This Train |

RESERVATIONS SUMMARY:
RAIL:

Confirmation Pending Departure: Thu 08/06/2009 07:22 PM Cancel Train Change
* Arrival Station: MAMASSAS, VA to CHARLOTTESVILLE, WA
I"‘"*"N*“SS"Q-‘ VA sort By:  Arrival Time & Departure Time
Use this screen to request your AMTRAK rail travel.
* Arrival or Departure: If the trip itinerary is canceled or changed after tickets or transportation requests are issued
to the traveler, the traveler is liable for their value until al ticket been used for

official and/or all unused tic
reimbursement voucher.

kets or coupons are propetly accounted for an the travel

Ceparturs j

* Arrival or Departure Date:

07:20 AM CHARLOTTESVILLE, VA Fri21-Aug-08  Travel Time:
il 1 h 26 min
SEEVED | 0020 | DB:d6 AMMANASSAS, VA Fri21-Aug-09
02:47 PM CHARLOTTESVILLE, VA Fri21-Aug-09  Travel Time:
ahalalales 1 h 48 min
04:35 PM MANASSAS, VA Fri 21-Aug-09

(050

If travel agent assistance is reguired, click on the button "Reguest Assistance in Booking Rail”.
NOTE: Additional travel agent handling fees may apply.

Request Assistance in Booking Rail

Figure 2-48: Rail Travel Screen — Select Return Train

8. Select the return trip using the same steps used to select the original reservations.

If a train cannot be found, select Request Assistance in Booking Train button at the bottom of
the screen.

DTS now displays the screen for the next type of reservation to be made. The Reservations
Summary has updated with the return rail information.
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Chapter 2: Temporary Duty (TDY) Authorizations

2.6.3 Add Rental Car

If the traveler indicated on the Trip Overview screen that a rental car is needed, DTS will display the
Rental Car screen. The traveler can also access this feature by selecting Travel on the navigation bar
and then choosing Rental Car. The screen displays rental car companies located at the arrival airport
(Figure 2-49). The results are listed from least to greatest total estimated cost for a compact car.

Logged In As: ERIC T CARSON Document Name: ECDALLASCOUNTO Screen Dz 1096.1
Traveler Mame: ERIC T CARSOM Document Type: Authorization 1 =
% Defense Travel System Itineranpenses Accounting  Additional Options  RewiewsSign
A New Era of Government Travel

| RETURN TO LIST

Modify Search Select Rental Car for
DAL - Dallas/Fort Worth Love Field, TX (United
Skip This Car
Piease Note: ARed Star i*) States)

indic:

field is required. from 09/06/2009 through 09/18/2009

* Pick-Up Date: RESERVATIONS SUMMARY:

AlR: §719.10
* Pick-Up Time: IAD to DAL : 09/06/09 09:30 AM Arrive:

03:30 PM - DAL to IAD : 09/18/09 O

RENTAL CAR:  50.00

Cancel Flight  Change
Cancel Flight  Change

* Drop-Off Date:

Government Rates I Hon-Government Rates

* Drop-Off Time:

05:30 AM hd Rental rates shown do not include the Government Administrative Supplemental fee of
55 per day.
One-Way Rental: -

unlimited mileage

rage in the United
* Pickup Airport {or city, state): &

DAL - Dallas/Fort Wor

ype:

Compact -
Search

d in the United
or from whom b

ntal
€ coverage

in foreign countries.

(ER) En Route: Il

$322.88 [Estimated Total Cost Including Taxes & Fees]

ENTERPRISE Weekly Rate: 585.00
= IN TERMINAL/SHUTTLE TO CAR
ETIE | Compact Car Air Conditioning

Automatic

$414.50 [Estimated Total Cost Including Taxes & Fees]

DOLLAR ¢ Rate: Extra Hour:
IN TERMINAL/SHUTTLE TO CAR ) Extra Da
e | Compact Car Unlimi
Air Conditioning
Automatic

$477.82 [Estimated Total Cost Including Taxes & Fees]

HERTZ s
IN TERMINAL/SHUTTLE TO CAR | 515
filgds  Compact Car

¢ Rate:

Air Conditioning
Automatic

§481.33  [Estimated Total Cost Including Taxes & Fees]

ALAMO Weekly Rate: 5159.00  Extra Hour: 58.67

OFF TERMINAL, SHUTTLETO y: 526
m CAR Air Conditioning

Compact Car Automatic

Figure 2-49: Rental Car Screen
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Chapter 2: Temporary Duty (TDY) Authorizations

If any of the displayed cars meet travel needs, see Section 2.6.3.2 for instructions on booking a reser-
vation. If different rental car options are needed, or if DTS did not return any rental cars, see Section
2.6.3.1 for instructions on how to modify the search to return different results.

2.6.3.1 Modify Search for a Rental Car

The Modify Search section on the left side of the screen allows the traveler to modify the search
(Figure 2-49). The following options explain how to change the search criteria. After entering all
the requirements, select Search to display the new results.

*An asterisk indicates a required field.

To change the pick-up date:

Complete the *Pick-Up Date field with a date that is different from the pick-up date currently iden-
tified.

To change the pick-up time:
Select the *Pick-Up Time drop-down list arrow and select a time to pick up the car.
To change the drop-off date:

Complete the *Drop-Off Date field with a date that is different from the drop-off date currently
identified.

To change the drop-off time:

Select the *Drop-Off Time drop-down list arrow and select a time to drop off the car.
To specify a drop-off location that is different from the pick-up location:

1. Select One Way Rental.

The screen refreshes; the Drop-Off (Airport) field now displays.

2. Enter the drop-off location.

To pick up the rental car at an airport other than the arrival airport:

Complete the Pick-up (Airport) field with the airport code or city name.

To select a vehicle other than a compact car:

Select the Select a Class of Car drop-down list arrow and choose the vehicle type.
If it is not necessary to rent a car for this portion of the trip, select Skip This Car located near the

top right side of the screen. DTS will then display the screen for the next type of reservation
needed, based on the selections in the Trip Overview.
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Chapter 2: Temporary Duty (TDY) Authorizations

2.6.3.2 Select a Rental Car

The rental car rates are organized under the rate tabs, as follows:

« Government Rates
 Non-Government Rates

Different types of rates may be viewed by selecting the rate tabs. If using the rental car as trans-
portation to and from a TDY location, check the (ER) En Route box.

Beginning on the Rental Car screen (Figure 2-49), follow the below steps to book a rental car:
1. Modify the search, if necessary. Results display based on the destination.
2. Choose Select Car next to the preferred rental car.

If rental car reservations are the first to be requested, the TSA Secure Flight Information screen
will display (Figure 2-37).

3. Enter or update data.

4. (Optional) Check the Save changes to permanent traveler information box to save
information to the permanent profile and document profile. If not selected, TSA information
will save for the document profile only.

5. Select Save TSA Information.

Note: If a rental car cannot be found, select Request Assistance in Booking Rental Car at the
bottom of the screen (Figure 2-49). The CTO Comments window opens (Figure 2-50). Do not
delete any of the text in the comments box. Additional comments may be added if necessary.
Select Send Comments to CTO, or select Cancel CTO Assistance to return to the Rental Car
screen. To expedite the reservation process, use this button rather than call the CTO. Additional
handling fees may be added whether requesting through DTS or by calling the CTO.
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Chapter 2: Temporary Duty (TDY) Authorizations

Logged In As:  ERIC T CARSOM Document Name: ECDALLASCOUNTOG
Traveler Hame: ERIC T CARSON Document Type: Authorization

Screen ID: 1603.1

Defense Travel System
S |

Ho Rental Car Selected

MOTE: Selecting this opticn will require manual intervention by vour Commercial Travel Office and may resultin a higher
transaction fee to the Government.

If necessary, add additional comments to the CTO:
CTIC, please assist traveler with: Compact Car for DALLAS COUNTY, TX from 09/06/2009 ;I
to 0%

Cancel CTO Assistance | 5end Comments to CTO |

Figure 2-50: CTO Comments Window

DTS now displays the screen for the next type of reservation to be made. The rental car informa-
tion displays in the Reservation Summary box at the top of the screen (Figure 2-51).

Logged In As:  ERIC T CARSON Document Name: ECDALLASCOUNTOS0609_AD1 screen ID: 1051.1
Traveler Mame: ERIC T CARSON Document Type: Authorization
% Defense Travel System Itinera|prenses Accounting  Additional Options  ReviewsSign
A New Era of Government Travel

| RETURN TO LIST

Modify Search Select Lodging for DALLAS COUNTY Skip This Hotel |
from 09/06/2009 through 09/18/2009

ease Note: A -
Please Note: ARed Star (%) RESERVATIONS SUMMARY:
indicates a field is required.

AIR: 5719.10

* Check-in Date: I1AD to DAL : 09/06/09 09:30 AM Arrive: 12:00
DAL to |AD : 09/18/09 06:00 AM Arrive; 02:0;

Cancel Fight Change
Cancel Flight  Change

RENTAL CAR: 5322.38

ENTERPRISE DAL - Dallas/Fort Waorth Love Field, TX (United States) Cancel Car Change
Piclkup: 09/06/09

Drop-off: 09/18/09

Select B
LODGING:  50.00
TOY Location j
Figure 2-51: Reservations Summary - Rental Car Booked
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Chapter 2: Temporary Duty (TDY) Authorizations

2.6.4 Add Lodging

If lodging was requested on the Trip Overview screen, DTS will display hotel names on the Lodging
screen. This feature can also be accessed by selecting Travel on the navigation bar and then select-
ing Lodging. The screen displays hotels based on the search criteria identified (Figure 2-52). If DTS
returns more than 10 hotels, the remainder may be viewed in increments of 10 by selecting >Next 10.
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Chapter 2: Temporary Duty (TDY) Authorizations

% Defense Travel System ItineraWExpenses Accounting  Additional Options — Review/Sign

A New Era of Government Travel
-ar ‘m Other Transportation  Summary

RETURN TO LIST

Modify Search Select Lodging for AURORA Skip This Hotel |
from 04/05/2010 through 04/10/2010
Please Note: ARed Star )
indicates a field is required.

RESERVATIONS SUMMARY:

AlR:  52,780.89

* Checkein Date: GIG to DEN : 04/04/10 03:20 PM Arrive: 04/05/10 12:00 AM Cancel Flight  Change
DEM to GIG : 04/10/10 12:36 PM Arrive: 04/11/10 09:30 AM CancelFlight  Change
04705/2010 =

LODGING:  50.00

* Check-Out Date:

0471042010 =g ) N
‘Govt Safety Compliant Lodging | Other Published Rates

Select By:

I OY Location j Sort By: " Distance ™ Rate Range 0 Hotel Hame

* City / TDY Location:
IALIRDRA ICO

* Distance:

|1-C- Miles $42.74 - 574.99 Rate Range Additional Hotel Information Select Hotel
Phone: 303/333- | FEMA Approx. Distance:
search | Crossland 2545 Approved 5 Miles

DenveriCherry Creek Fax: 303/333-

ﬁ 4850 Leetsdale Dr 2544

Glendale CO, 80246 Toll Free:
800/398-7829

$50.00 - 569.00 Rate Range Additional Hotel Information Select Hotel

Lodging Per Diem Rate Allowed is 5158.00 in AURORA ,CO

» Hext 10

Ramada Inn Denver Phone: 303/433- | FEMA A,Epr\:;_};.(_ Distance:
RARADS 2601 Tuni st 6677 Approved | 10 Miles
L 2
Fa: 303/455-
Denver CO, 80211
enver CO, 1530

$54.45 - 595.00 Rate Range Additional Hotel Information Setect Hotel

La Quinta Inn & Suites Phone: 303/799- | FEMA Approx. Distance:
Denver Englewood 4555 Approved 10 Miles
ﬁ Tech Ctr Fax: 3053/792-
9% East Arapahoe Rd 3377
Greenwood Vilage CO, Tal Free:
80112 800/753-3757

554,99 - 534.99 Rate Range Additional Hotel Information Select Hotel

Phone: 303/388- | FedRooms Approx. Distance:

8100 Partici t | 5 Miles
Comfort Inn & Suites i articipan e
4885 Quebec 5t Fax: 303/333- FERA
c §
Rraky) b red
Denver €O, 80216 _ Approve:
oll Free:

800/228-5150

Figure 2-52: Lodging Screen
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Chapter 2: Temporary Duty (TDY) Authorizations

DTS allows travelers to make hotel reservations. However, military members on TDY at a military
installation are required to use Government quarters, if quarters are available. Members must contact
the lodging facility outside of DTS to make the arrangements. Members will then enter the lodging cost
on the Per Diem Entitlements screen located in the Additional Options module.

If Government quarters are not available, military members must obtain a non-availability number
before requesting commercial lodging reservations and enter it in one of the following DTS screens:

* Preview Trip: Enter the number into the Comments to the Approving Official field.
e Other Authorizations (See Section 2.10.2):

1. Select Add Additional Authorizations For This Trip.
2. Check the box for Other.

3. Select Add at the bottom of the screen.

4. Enter the number and explanation in the Remarks field.

Note: When crossing the International Date Line (IDL) eastward, a traveler may have two per diem
locations, and thus two hotel reservations, for the same calendar date.

2.6.4.1 Modify Search for Lodging

The Modify Search section on the left side of the screen enables the search criteria to be modified
to return different lodging results. The following options and table explain how to change the
search criteria. After entering all the criteria, select Search to display the new results.

*An asterisk indicates a required field.

To change the check-in date:

Complete the *Check-In Date field with a date that is different from the check-in date currently
identified. Use the calendar icon if necessary.

To change the check-out date:

Complete the *Check-Out Date field with a date that is different from the check-out date currently
identified. Use the calendar icon if necessary.

To select the location, airport, city, or ZIP code for a hotel, or limit the results by the hotel name:
Choose the Select By drop-down list arrow and select the preferred value. The selection in this

field determines the fields that will display below it. Table 2-3 describes the screen fields that may
display, depending upon which was selected.
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Chapter 2: Temporary Duty (TDY) Authorizations

Table 2-3: Fields to Modify Lodging Search

FIELDS TO MODIFY LODGING SEARCH

SELECT THIS COMPLETE ENTER THIS INFORMATION
OPTION THIS FIELD
TDY Location *City / TDY Location Preferred name of the city or TDY location to book a hotel room.
Hotel Name *Hotel Name Name of a hotel or chain for DTS to return.
Airport Location *Airport Code Code for the preferred airport at the location to book a hotel room.
*State Postal abbreviation of the preferred state to book a hotel room.
City Location *Country Name of the preferred country to book a hotel room.
ZIP Code *ZIP Code ZIP code of the preferred location to book a hotel room.

Maximum number of miles from the location, airport, city, or ZIP

. o
Any Option Distance code to book a hotel room.

TDY Location,
Hotel Name, or * City Name of the preferred city to book a hotel room.
City Location

2.6.4.2 Select Lodging

The hotels are organized under rate tabs, as follows (Figure 2-52):

* Govt Safety Compliant Lodging
*  Other Published Rates

The order in which the hotels display may be chosen by selecting one of the Sort By radio
buttons as listed below:

» Distance
* Rate Range
* Hotel Name

The Lodging screen displays the amount allowed for lodging for the selected location.The below
items for each hotel also display:

e Address

* Telephone and fax numbers

* Participation in the FedRooms program
» Distance from location

» Additional Hotel Information link

Before selecting lodging, the traveler may want to read more information about the hotel. Select
Additional Hotel Information to open a window that displays links to hotel policies, amenities,
and other information (Figure 2-53). Select any link to view details. Close the window when fin-
ished.
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Chapter 2: Temporary Duty (TDY) Authorizations

QUALITY INN AND SUITES DENVER DEN

6890 TOWER ROAD

NVER CO 80249

CANCEL POLICY

—CANCEL POLICY MAY WVARY BY
DAY OF WEEEK AND SEARSON.

THE MOST ACCURATE CANCEL
POLICY IS ADVISED DURING
BOOKING PROCESS. IN CASE OF
A NO-SHOW THE CREDIT

CARD WILL BE CHARGED ONE
NIGHT STAY. QUR SYSTEM
ACENOWLEDGEES ALL PROPERLY
CANCELED RESERVATIONS

BY RETURNING A CANCELLATION
NUMBER. DO NOT ASSUME

YOUR RESERVATION IS CANCELED
IF YOU HAVE NOT

RECEIVED & CANCELLATION
NUMBER IN YOUR PNE OR
BOQEKING FILE. IF Y0OU DO NOT

EEROERTITE A TR WNOTT. T AT T O _l_'I
3

dl |

Figure 2-53: Additional Hotel Information Window
Once a hotel is selected, search results display by room/rate in the below order:
* FedRooms
» Government rates
* Remaining rates (alphabetically)
Beginning on the Lodging screen, follow the below steps to book a hotel in DTS:
1. Modify the search, if necessary.
2. (Optional) Select Additional Hotel Information for a hotel.
A pop-up window displays information about the hotel.
3. Close the Additional Hotel Information window.

4. Choose Select Hotel for the preferred hotel.

The Lodging screen refreshes (Figure 2-54). It displays the room types and the rates for the
selected hotel.
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%DefenseTraveISystem \ﬁnel‘arWMxpenses Accounting  Additional Options  Review/Sign
A New Era of Government Travel
]

Search By: Select Lodging for AURORA e
from 04/05/2010 through 04/10/2010

RESERVATIONS SUMMARY:

Check-in Date:

AIR:  52,780.89
GIG to DEN : 04/04/10 08:20 PM Arrive: 04/05/10 12:00 AM Cancel Fught ~ Change
DEN to GIG : 04/10/10 12:36 PM Arrive: 04/11/10 09:30 AW Cancel Fught ~ Change

LODGING:  $0.00

Select By:

7OV Location Lodging Per Diem Rate Alowed is S158.
City:

[AURORA Accommedations Selected

State :
co

in ALURORA,CO

Quality Inn & Suites Denver International Airport
6850 Tower Ra
Denver CO, 80249

Country :

Distance :

10 Miles
Return to Hotet Listing

ional Hotel Information

For property check in/check out times, view ‘Additional Hotel Information’ or the property
wisbsite.

ations not received according to the hotel policy may result in financial obiigations such as
ation penalties. For the hotel cancelation palicy, view ‘Additional Hotel Information’ or the
property website.

State/Local rates may not apply to Federal Government Travelers

FedRooms Rates

FEDROOMS
1 KING BED /HANDICAPPED ROOM 569.00/night
/FREE HIGH-SPEED WIRELESS

§
§

FEDROOMS

1 KING BED /NO SMOKING /HANDICAPPED
ROOM.

/FREE HIGH-SPEED WIRELESS

569.00/night

i
g

FEDROOMS
1 KING BED /EFFICIENCY $69.00/night
/FREE HIGH-SPEED WIRELESS/SMOKING ROOM

§
§

FEDROOMS
1 KING BED /NO SMOKING 569.00/night
/FREE HIGH-SPEED WIRELESS

i
g

FEDROOMS
2 QUEEN BEDS/NO SMOKING $69.00/night
/FREE HIGH-SPEED WIRELESS

§
§

FEDROOMS

2 QUEEN BEDS/FREE HIGH-SPEED WIRELESS
/SMOKING ROOM/COFFEE MAKER IN
ROOM/HBO

569.00/night

i
g

‘Government Rates

GOVERNMENT/MILITARY RATE
1 KING BED /HANDICAPPED ROOM 569.00/night
/FREE HIGH-SPEED WIRELESS

i
g

GOVERNMENT/MILITARY RATE

1 KING BED /NO SMOKING /HANDICAPPED
ROOM

/FREE HIGH-SPEED WIRELESS

$69.00/night

§
§

GOVERNMENT/MILITARY RATE
1 KING BED /EFFICIENCY 569.00/night
/FREE HIGH-SPEED WIRELESS/SMOKING ROOM

i
g

GOVERNMENT/MILITARY RATE
1 KING BED /NO SMOKING $69.00/night
/FREE HIGH-SPEED WIRELESS

§
§

GOVERNMENT/MILITARY RATE
2 QUEEN BEDS/NO SMOKING 569.00/night
/FREE HIGH-SPEED WIRELESS

i
g

GOVERNMENT/MILITARY RATE

2 QUEEN BEDS/FREE HIGH-SPEED WIRELESS _
JSMOKING RODM/COFFEE MAKER IN SEe B b Seect oo
RODM/HEO

BEST AVAILABLE RATES
BEST AVAILABLE
1 KING BED /HANDICAPPED ROOM 569.99/night Sclect Room

/FREE HIGH-SPEED WIRELESS

Figure 2-54: Lodging Screen — Accommodations Selected
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Chapter 2: Temporary Duty (TDY) Authorizations

5. Choose Select Room to book the room.

If hotel reservations are the first reservations for the current authorization, the TSA Secure Flight
Information screen will display (Figure 2-37).

6. Enter or update data.
7. (Optional) Check the Save changes to permanent traveler information box to save
information to the permanent profile and document profile. If not selected, TSA information

will save for the document profile only.

8. Select Save TSA Information.

Note: If the traveler's profile does not contain a GTCC number, a pop-up message will display
informing the traveler that a credit card number is required to book the hotel reservation (Figure 2-
53). A personal credit card number can be entered by selecting OK, then Save after the number
has been added.

Windows Internet Explorer x|
Py A credit card number is required to book the hotel reservation,
- ] If waou wank ko enter your credit card number in DTS, dlick QK.

-0R-
If you do nok want ko enter your credit card number in DTS, click Cancel to return to the Lodging screen. You must contact the hotel directhy if you wank to reserve the
hotel room. The hatel contact information is provided on the Lodging screen,

oK I Cancel |

Figure 2-55: Credit Card Number Required Pop-up Message

DTS now displays the screen for the next type of reservation to be made. If all reservations have
been completed that were indicated on the Trip Overview screen, the Trip Summary screen will
display.

Note: If the traveler cannot find a hotel that meets their needs, scroll to the bottom of the screen
and select Request Assistance in Booking Hotel Room. Further details may be added to the
system-generated comment, however do not delete any text. To expedite the handling of the res-
ervations, it is important to use this button rather than calling the CTO. Additional handling fees
may be added whether requested through DTS or by telephone.
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2.6.5 Cancel or Change a Reservation in the Reservation
Summary Box

Reservations may be cancelled or changed at any time during the process. Beginning in the green
Reservations Summary box (Figure 2-54), follow the below steps to cancel a reservation:

1. Select Cancel for the reservation that needs to be changed.

A pop-up window asks: Are you sure you want to cancel?

2. Choose OK to proceed with the cancellation. The cancelled reservation no longer displays in the
Reservation Summary box.
-OR-
Choose Cancel to return to the same screen without cancelling the reservation.

To change a reservation, begin in the Reservations Summary box, and follow the below steps:

1. Select Change for the reservation that needs to be changed.

DTS displays a Reservation Change Confirmation prompt (Figure 2-56).

Windows Internet x|

“_?/ Are you sure you want to change: DOLLAR - [DEMYER,CO], 10/02/2009 11:00 AM - 10/22/2009 07:30 PM?

oK I Cancel |

Figure 2-56: Rental Car Change Confirmation - First
2. Select OK to proceed with the change.
-OR-
Select Cancel to return to the Trip Summary without changing the reservation.

Depending on the reservation being changed, the screen displays the corresponding screen. Use the
Modify Search area to find alternate reservations (Figure 2-57).
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Logged In As:  ERIC T CARSOM Document Mame: ECDEMVERCOMO00Z09_AD1 Screen ID: 1096.1
Traveler Hame: ERIC T CARSON Document Type: Authorization .
% Defense Travel System Itinera|ﬂxp enses  Accounting  Additional Options  Rewview/Sign
A New Era of Government Travel
air  Rail MTINENEEY Lodging  Other Transportation

RESERVATIONS SUMMARY:
W R AlR: 5928.40

IAD to DEN : 10/02/09 07:05 AM Arrive; 12:00 AW

=a3s Mote: 4 - &
Please Note: ARed Star (") DEM to 1AD : 10/22/0 PM Arrive: 10/23/09 09:25 AM

indicates a field is required.

RENTAL CAR: $5629.32

* Pick-Up Date:

tes) Pickup: 10/02/09 Drop-off:

Heep Original

ration

* Pick-Up Time: LODGING:  50.00

|11::-:-A~. -]

* Drop-Off Date:

* Drop-0ff Time:

m Please use the Modify Search area to find alternate rental
— cars.
One-Way Rental: Il

* Pickup Airport (or city, state):

DEM - Denver Intl Apt,

If travel agent ance is reguired, click on the butten "Reguest Assistance in Booking Rental
*Type: Car”. NOTE: Additional travel agent handling fees may apply.
IE::}nar"_.- VI

Request Assistance in Booking Rental Car

Search |

Figure 2-57: Rental Car Screen — Modify Search
If the modified search does not return acceptable results, select Keep Original Reservation to
prevent the cancellation or change. See the Modify Search subsection of the appropriate reservation
section in this chapter for instructions on how to use the Modify Search area.

If selecting a reservation that is different than the original reservation, a message will display to confirm
that the reservation is about to be changed (Figure 2-58).
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Windows Internet Explorer x|

9, Youare about to change vour rental car reservation below:
2
s

Original: DOLLAR DEM - Derver Inkl Apk, CO {United States) Pickup: 02-0ct-09 Drop-off 22-0ck-09
Current: ENTERPRISE IN TERMIMALSHUTTLE TO CAR Pickup: 02-Oct-09 Drop-off 22-Oct-09

DTS will nowe cancel vour original reservation and replace it with wour current selection.

Choose OK to continue with this change, Choose Cancel to keep your current reservation,

Caneel |

Figure 2-58: Rental Car Change Confirmation - Second

3. Select OK to delete the original reservation and add the new reservation.
-OR-
Select Cancel to keep the original reservation.

2.6.6 Other Trans. (Other Ticketed Transportation)

Travelers may enter details and cost information about other ticketed transportation that they may
have on this trip by using the Other Transportation screen (Figure 2-59). This is for arrangements that
have been made outside of DTS, which need to be recorded on the authorization and on the voucher.
For example, ticket information can be added if the trip has been completed and an additional ticket
was purchased as a result of a change in itinerary. If Section E was checked on the Trip Overview
screen, DTS will include this screen during the reservations process. This screen may also be
accessed by selecting Other Transportation on the subnavigation bar.

If the box in Section E was checked on the Trip Overview screen, DTS will include the Other Trans.

screen during the reservations process. This screen may also be accessed by selecting Other Trans-
portation on the subnavigation bar.
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Logged In As: Document Name: ECDENVERCO1( Screen [D: 1094.1
Traveler Name: ERIC 25 Document Type: Authorization
% Defense Travel System It|nerarWMxpenses Accounting  Additional Options  Review/Sign
A New Era of Government Travel
RETURN TO LIST Air Rail Rental Car Lodging Other Transportation Summary

Use this screen to enter Other Ticketed Transportation information. Overall Starting Point
Leave From: RES: MANASSAS, VA Edit
t disbursement for transportation, lodging and rental car Leave: 02-Oct-09

Click here for memorandum

Location 1: DENVER,CO
ADD Ticket Information Leave From:  RES: MAMASSAS,VA Edit
TDY/TAD Loc:  DENVER,CO

Enter or select the required data. Arrive:
Leave:
Please Note: ARed Star (*)indicates a field is required. Carrierf Adrtines Edit
Flight: [WN) 886
Type:

=l Conf/PNR: | 123456

Description: Depart:
Ticket No: See Attached Ticket 3
Ticket Value: 0.00 Arrve:
0.00 C.a.;r.i;‘.r ) uthwe
Flight: (WHN) 2494

tickst valus)

Conf/PHR: 123456
Ceparture Date

Depart:
Arrive:
' RentalCar:  ENTERPRISE Edit
CBALabel: Jo— DEM - Denver Intl &pt, CO
parss (United States
CBA Account: CBA Accounts
# LBAfecounts Confirmation: =ABCD1234578-
Pick-Up: 02-Oct-09 11
If necessary, add comments to the travel agent: Drop-0ff: 22-Oct-08 7:30

Overall Ending Point

= Leave From:  DENVER,CO Edit
Return Loc: RES: MAHASSAS, VA
Arrive: 23-Oct-09
Carrier/ Southwe Edi
Flight: (WY 3073
Save Conf/PHR: 123456
8
Depart: DEN-

(Den

uth
(W) 1410
Conf/PHR: 123456
AM - 23-0ct-09
-Chicage, IL {
Y ApE)

Depart:

Arrive:

Proceed to the folowing page:

Figure 2-59: Other Transportation Screen

Note: The Click here for memorandum link opens a memo addressed to DoD members. The memo
outlines provisions that require use of split disbursement for DoD civilians and military personnel. The
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Chapter 2: Temporary Duty (TDY) Authorizations
memo reminds travelers to use split disbursement for transportation, lodging, and rental car expenses.
It also reminds AOs that all claims must be reviewed to ensure policy compliance.
Note: A Customer Identification Code (CIC) will be issued once the authorization has been approved.
Follow the below steps to add ticketed transportation information to an authorization:
1. Select Travel from the navigation bar.
2. Select Other Transportation from the subnavigation bar.
The Other Trans. screen opens (Figure 2-59).
3. Select the Type drop-down list and select the type of travel with appropriate billing category.
The Description field completes automatically.
4. Complete the Ticket No. field if the ticket number is known.
5. Complete the Ticket Value field.
6. Complete the Cost field if the actual cost differs from the ticket value.

7. Complete the CBA Label field and the CBA Account field by selecting the CBA Accounts link, if
the travel will be centrally billed.

A pop-up window displays the CBAs available for selection.
8. Select a CBA number.
-OR-

Select Cancel.

If a CBA number is selected, it will display in the CBA Account field. This action also populates the
CBA Label field. The Other Trans. screen opens whether a CBA number or Cancel was selected.

9. Complete the Departure Date field. Use the calendar icon, if necessary.
10. Complete the Issue Date, if known.

11. Complete the Ticket Date field, if not already complete.

12. Complete the text field to provide comments to the CTO if necessary.

13. Select view expense details to view the reimbursement method or calculate the U.S. dollar
amount for expenses paid in foreign currency.
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Chapter 2: Temporary Duty (TDY) Authorizations

The Expense Detail screen opens (Figure 2-60). If Comm Air (Central Bill) or Comm Rail (Central Bill)
on the Other Transportation screen was selected, the Method of Reimbursement cannot be changed

on this screen.

Defense Travel System

Aewtrmettoemnentter S

Use this screen to edit the expense details.

Dol mandates split disbursement for transpertation, lodging and rental car

expenses. Click here for memorandum

Cost Options

Expense Typs: Ship Fare (Indiv Bill)
Expense Cost: 0.00

Reimbursable: 7

Expense Category:

Method of Reimbursement: I:’:C'-.-"CC-I ndividual

Fareign Currency Calculator

Foreign Currency: IC-.C-C-

Exchange Rate: 0.00 (Fareign Units/US )

Reverse Exchange Rate

If the expense cost doesn't appear to be correct, then try using the following

exchangs rate:

{US S/Foreign Units)

Figure 2-60: Expense Details Screen

14. Make the appropriate changes.

15. Perform the following to calculate the dollar amount of any expenses that will be paid in foreign

currency:

a. Complete the Foreign Currency field with the amount of foreign currency.
b. Complete the Exchange Rate field with the amount of foreign units per U.S. dollar.
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The screen refreshes (Figure 2-61). The Expense Cost field displays the cost in U.S. dollars.

Defense Travel System

Aewtrmeitoemmentie! S

Use this screen to edit the expense details.

Dol mandates split disbursement for transportation, lodging and rental car
expenses. Click here for memorandum

Cost Options

Expense Type: Ship Fare {Indiv Bil)
Expense Cost: 28.94
Reimbursable: =

Expense Category:

Method of Reimbursement: I:';C'-.-"CC-I ndividual

Foreign Currency Calculator

Foreign Currency: I&E.C-C-
Exchange Rate: I.?54524 (Foreign Units/US 5)

Reverse Exchange Rate
t doesn't appear to be correct, then try using the following

exchange rate:

1.3080034113 (U 5/Foreign Units)

Figure 2-61: Expense Details Screen — Foreign Currency Calculated
16. Select Return to close the window.
The Other Trans. screen opens.
17. Update the Ticket Cost field with the U.S. dollar amount.
18. Select Save.
The screen refreshes and shows the saved ticket information.
19. Select Create a New Ticketed Transportation Entry if there is additional ticketed transportation to
add to this authorization.

-OR-
Select Summary in the navigation bar to advance to the Trip Summary.
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2.6.7 Trip Summary

After completing the reservation process, the Trip Summary screen opens (Figure 2-62). This screen
organizes the summary information under two tabs, as listed below:

» Payment Information. This screen provides the costs for each of the reservations on this itiner-
ary. It includes editable fields in which certain changes can be made and other information added.
In addition, the TDY location can be changed by selecting Change TDY Location at the bottom
left corner of the screen.

» Final Trip Itinerary. This screen has no editable fields, but provides the final itinerary for review.

At ticketing, the Trip Summary screen will be updated with details such as ticket number, fare break-
down, and class of service.
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Logeed In As:  ERIC T CARSON Document Hame: ECDENVERCO100209_AD screen ID: 1200.1

N Document Type: Authorization

Traveter Mame: ERICT

rﬁ Defense Travel System Itineranpenses Accounting  Additional Options  Review/Sign
A New Era of Government Travel

Email this Itinerary Print this Itinerary

Payment Infor mation | Final Trip Itinerary

Air Travel Payment Summary: Add New Flight

$928.40 Total Cost (Including Taxes & Fees)

Cancel Change

4 Depart: 07:05 AM |AD-washington, DC (USA) (Dules Apt)
Arrive: 07:55 AM MDW-Chicago, IL (US4} (Midway Apt)

Southwest Frequent Flyer #: Fri 10/02/200% SEAT:
2z6 I--Fteaae Select-- j
—ﬁ-— Depart: 09:00 AM MDW-Chicaga, IL (USA) iMidway Apt)
sommesT .
Arrive: 10:35 AM  DEM-Denver, CO (USA) (Denver Intl Apt)
Southwest Fri 10/02/2009 SEAT:

Freguent Flyer #:
I--Ftease Select-- j

2454
Cancel Change

—ﬁ-. Depart: 08:00 PM DEN-Denver, CO (US4} (Denver Int'l. Apt)
Arrive: 11:13 PM MODW-Chicage, [L (USA) (Midway Apt) R
Southwest Frequent Flyer #: = Special Requests Thu 10/22/2009 SEAT:

I--Ftease Select-- j

3073

—®-  Depart: 06:40 AM MDW-Chicago, IL (USA) (Midway Apt)
oo
Arrive: 09:25 AM | AD-Washington, DC (USA) (Dulles Apt)

Southwest Frequent Flysr 2 =+ Special Requests Fri 10/23/2009 SEAT:
1410 I --Please Select-- j

*Type: (Required) | Comm &ir (Indiv Bil) = Method of Reimbursement: | GOWVCC

Rental Car Payment Summary: Add Mew Rental Car

5661.95 Estimated Total Cost (Including Taxes & Fees) Weekly Rate: $119.00 View Rental Car Details
ENTERPRISE
DEN - Denver Intl Apt, CO (United States o Pick-up Date: | Drop-off Date:

SRR Frequent Renfer % ¥ pecial REqUESIs b 40s02/2000 | Thu 10/22/2000 S20C2 |Chanes
|

Type: [covec= Method of Reimbursement: covee

{Required)

Lodging Payment Summary:

Reservation Skipped:  DEMVER, CO Dates: 10/02/09 - 10/23/09

Rail Payment Summary: Add Hew Rail

Other Ticketed Transportation:

Change TDY Location Save and Continue

Figure 2-62: Trip Summary Screen — Payment Information

Note: A traveler can use the tabs on the subnavigation bar to add a reservation that was not indicated
on the Trip Overview screen. This can be done at any time during the process.
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2.6.7.1 Payment Information

The text and objects that display on this screen depend upon the reservations in the authoriza-
tion. The italicized items in the following lists identify links, drop-down lists, and other items on
which a traveler may perform an action.

The Air Travel Payment Summary displays the following:

» Add New Flight. Link that may be used to access the Air Travel screen and add another
flight to the trip

* Total airfare cost

» View Flight Details. Link that opens a window that shows details about the flights on this
itinerary. Allows changes to some of the same details that can be changed in the Payment
Information section e.g., seat selection changes and access to the Special Requests
screen

» Cancel. Link that may be used to initiate cancellation of the flight reservation

* Change. Link that may be used to begin a search for a different flight

» Airline name and flight number

» Departure and arrival times

» Field in which frequent flyer numbers may be entered

» Special Requests. Link that may be used to open a window in which special meal
requests and certain accessibility and baggage requests can be entered

» Departure and return dates

»  Seat number (if selected)

» Type. Drop-down list from which to select the method of reimbursement for the flights

+ CBA Label

* CBA Account (last four digits)

The Rental Car Payment Summary displays the following:

* Add New Rental Car. Link that may be used to access the Rental Car screen and add
another rental car for the trip

» Estimated rental car cost

» Daily rate

* View Rental Car Details. Link that opens a window that shows details about the rental car
for this itinerary. Allows changes to some of the same details that can be changed in the
Payment Information section and access to the Special Requests screen

* Rental car company name

» Field in which loyalty program numbers may be entered for the rental car company

» Special Requests. Link that may be used to open a window in which special equipment
requests and smoking preferences, as well as other information can be entered.

» Pick-up date and time

»  Drop-off date and time

» Cancel. Link that may be used to initiate cancellation of the rental car reservation

» Change. Link that may be used to begin a search for a different rental car

» Type. Drop-down list from which to select the method of reimbursement for the rental car

The Lodging Payment Summary displays the following:
* Add New Lodging. Link that may be used to access the Lodging screen and add another
hotel for the TDY trip

» Estimated lodging cost
* Rate per night
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* View Lodging Details. Link that opens a window that provides information about the
hotel. Allows changes to some of the same details that can be changed in the Payment
Information section, e.g., room selection changes, view additional hotel information, and
access the Special Requests screen

* Hotel name

» Field in which loyalty program numbers may be entered for the hotel brand

» Special Requests. Link that may be used to open a window in which special accommo-
dation requests and smoking preferences, as well as other information can be entered

* Check-in date

* Check-out date

« Cancel. Link that may be used to initiate cancellation of the lodging reservation

* Change. Link that may be used to begin a search for different lodging

* Type. Drop-down list from which to select the method of reimbursement for the lodging

To see details for a reservation, select View <reservation type> Details on the right side of the
screen in the corresponding row that contains the reservation cost information (Figure 2-62). A
screen opens and details for the selected reservation display (Figure 2-63). The links and objects
on this screen may be used to make certain changes such as Frequent Flyer number and
payment type. The Special Requests screens may be accessed through the link on each type of
View <Reservation Type> Details screen.

Logged In As:  ERIC T CARSON Document Name: ECDENVERCO100209_AD1 5creen 1Dz 1204.1
Traveler Mame: ERIC T CARSON Document Type: Authorization =
@ Defense Travel System Itine|'a|ﬁxpenses Aocounting  Additional Options  ReviewsSign
A New Era of Government Travel

RETURN TO LIST Air  Rail RentalCar  Lodging  Other Transportation NP

Rental Car Details: Add Wew Rental Car
5661.95 Estimated Total Cost (Including Taxes & Fees) Cancel Change
ENTERPRISE Frequent Renter: I
DEN - D - Intl Apt, CO (United Save to profile:
Pick-up: enver IntlApL COUMEED 1 4t 11:00 AR On Fri 02-0ct-09 save to profile: P
States
DEM - Denver Intl Apt, CO (United Payment Type: -
Drop-off: At 07:30 PM On Thu 22-0ct-09 . GOVCC
rope States i ¢ (*Required) I ’ j
Method
Class: Eccnomy Car, Automatic, Air Conditioning Method of

Reimbursement:
Rate Weekly 5119.00, Extra Day 523.92, Extra Hour 57.98, Unlimited
Information: | miles/ ters, Estimated Total Cost 5661.95

Rental rate shown does not include the Government Administrative
Supplemental Fee of 55 per day.

Confirmation

Number: ABCD1234678- CTO Motes (Read Only):
=l
* Special Reguests
E
Return Te Payment Information | Save Car Details |
Figure 2-63: View Rental Car Details Screen
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Chapter 2: Temporary Duty (TDY) Authorizations

If changes were made on this screen, select the button at the bottom of the screen that will save
the changed details. If there are no changes, select Return to Payment Information. The
Payment Information section of the Trip Summary Screen opens (Figure 2-62).

The screen displays headings for other reservations (e.g., Rail Payment Summary and Other
Transportation), even if they are not included in the authorization. Each heading includes a link
that may be used to add the reservation. DTS opens the Rail or Other Trans. screen to initiate the
reservation process as described in the corresponding section of this manual.

After reviewing each summary, scroll to the bottom of the screen and select Save and Continue.
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Chapter 2: Temporary Duty (TDY) Authorizations

2.6.7.2 Final Trip Itinerary

The Final Trip Itinerary opens after Save and Continue is selected (Figure 2-64). The Final Trip
Itinerary tab may also be selected to view this screen.

Togged In A5:  CRIC T CATGUN Document Name: CCUEMVERG U1 00200 AT

Traveler Name: ERIC T CARSON Decument Type: Authorization

% Defense Travel System Iﬁnel'alnypenses Accounting  Additional Options  Review/Sign

A New Era of Government Travel
Other T

| RETURN TO LIST

Screen 10: 1200.1

Print this Itinerary

Email this Itinerary

Payment Information | Final Trip Itinerary

DTS5 Document Hame ECDENVERCO100209_A01
DT5 / CTO Confirmation: 0BAWVHNX
{Please Reference this number when contacting the CTO.)

DTS Detailed Travel ltinerary for ERIC T CARSON

Travel / TDY Information:
AA-ROUTIME TOY /TAD

SITE VISIT

Trip Description:

Location - 1 DENVER,CO Time Zone:
From:

02-Oct-09
Air:
Southwest - Flight: 886

Dropoff Location:

DEM - Denver Infl Apt,
CO (Uni tes

22-0Oct-09
Air:
Southwest - Flight: 3073

Fick-Up: 10/02/09
Time: 11:00

Drop-off: 10/22/09
AM Time: 07:30 PM

07:05 AM |AD-Washington, OC (USA) Depart: Elapsed Travel Time: Seat: Ajr Confirmation: 123456
(Dulles Apt) Fri 02-Oct-09 1h 50min
07:55 AM MDW-Chicage, IL (USA) Arrive: Lay-over Time:
(Midway Apt) Fri 02-0ct-09 1h Smin

Southwest - Flight: 2494
09:00 AM MDW-Chicageo, IL (USA) Depart: Elapsed Travel Time: Seat: Air Confirmation: 123456

¢ Apt) Fri 02-Oct-09 2h 33min Frequent
10:35 AM DEN-Denver, CO (USA} Arrive: Special Res
(Denver Intl. Apt) Fri 02-Oct-09
Car:
ENTERFPRISE

Class:

Econcmy Car

3.92, Extra Hour 57.98, Unlimited

ted Total Cost 5661.95

08:00 P DEM-Denver, CO (USA) Depart: Elapsed Travel Time: Seal: Ajr Confirmation: 123456
(Denver Intl. Apt) Thu 22-0ct-09 2h 13min Frequent
11:15 PM MDW-Chicago, IL (USA) Arrive: Lay-over Time: Special
I say Apt) Thu 22-0ct-09 7h 23min
Southwest - Flight: 1410
06:40 AM MDW-Chicago, IL (USA) Depart: Elapsed Travel Time: Seat: Air Confirmation: 123456
(Midway Apt) Fri 23-0ct-09 1h 45min
09:25 AM |AD-Washington, DC (USA]  Arrive:
(Dulles Apt) Fri 23-Oct-09

Car Confirmation: ABCD1234678-

Proceed to the following page:

Figure 2-64: Trip Summary Screen - Final Trip Itinerary
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Chapter 2: Temporary Duty (TDY) Authorizations

Review the information on this screen carefully. It contains the DTS document name and the DTS
/ CTO Confirmation Number.

2.6.7.3 E-mail and Print the Trip Itinerary

In the top right corner of the Trip Summary screens there are two links that may be used to e-mail
the itinerary and print the itinerary. To print the itinerary, select Print this Itinerary, then follow the
instructions in the browser pop-up window.

Follow the below steps to e-mail the itinerary:

1. Select E-mail this Itinerary.

The E-mail Itinerary Details window opens (Figure 2-65).

=l
Please add/change recipients {one recipient per line] and add comments (optional).
Ter eric.carson@dtmo.pentagon.mil ;I
=
c =
[
Comments: =]
=
Cancel | 5end Email
-
4 | »

Figure 2-65: E-mail Itinerary Details Window
The To: field defaults to the e-mail address in the traveler's personal profile.
2. (Optional) Update the information in the To: field.

One or more e-mail addresses may be added below the default or the default may be replaced
with a different e-mail address.

3. (Optional) Enter an additional e-mail address for DTS to send the itinerary in the CC: field.
4. (Optional) Complete the Comments field with any comments for the e-mail recipients.
5. Select Send E-mail.

DTS sends the itinerary and comments to all valid e-mail addresses entered.
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2.6.8 Full CTO Assistance Request

Travelers may use the Full CTO Assistance Request button to request assistance with the entire itiner-
ary instead of selecting reservations by using the Travel feature.

After selecting the Full CTO Assistance Request from the Trip Overview screen (Figure 2-29), a pop-
up message informs the traveler that this option requires manual intervention from the CTO and an
additional fee will be charged (Figure 2-66).

Windows Internet Explorer x|

?/ Selecting this option will require manual intervention by vour Commercial Travel Office. & fee of up to $21.59 will be assessed ta this travel order.

[0]4 | Caniel I

Figure 2-66: Manual Intervention Message

1. Select OK.
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Chapter 2: Temporary Duty (TDY) Authorizations

2. Add or modify text in the Comments fields, if necessary (Figure 2-67).

Document Name: ECCOLORADOSPROB1609_AD' screen 1D
Document Type: Authorization

Defense Travel System

AtewEratGoemmentire S

Selecting this option will require manual intervention by your Commercial Travel Office. A fee of up to 521.59 will be assessed to
this travel order.

s screen contains pre-populated infermation from the traveler's itinerary. You can now add or madify comments to help the CTO
nd the reservation needs of the traveler.

RES: MAMASSAS, VA - COLORADO SPRINGS, CO departing 08/16/2009 at 06:30AM

CTO Comments - Air

If

vy, add additional commen

1 gir reservations: from RES: MANASSAZS, VA to A
at 06:30AM

CTC, please assist travel
COLCRADC SPRINGS, CO

COLORADO SPRINGS, CO - RES: MAMNASSAS, VA departing 08/22/2009 at 07:30AM

CTO Comments - Air

If necessary, add additional comments to the CTO:

CTC, please assist traveler th air reserwvations: from COLORADC SPRINGS, CC to RES: ﬂ

MANASSAS, VR 08/22/200%9 at

COLORADO SPRINGS, CO 08/16/2009 - 08/22/2009

CTO Comments - Car

If necessary, add additional comments to t

, blease assist travel compact car for COLORADC d

SPRINGS, CO from 08/16&/2009 to

[
COLORADO SPRINGS, CO 08/16/2009 - 08/22/2009
CTO Comments - Hotel
Please provide in the box below any additional information the CTO may need, such as hotel name or zip code:
please assist traveler with lodging reservations: COLCRRDC SPRINGS, CO from d
08/22/2008
=
Cancel CTO Assistance | Send Comments to CTO

Figure 2-67: Full CTO Assistance Request Comment Windows

3. Select Send Comments to CTO. Selecting Cancel CTO Assistance will return the traveler to the
Itinerary>Trip Overview screen.
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If Send Comments to CTO was selected, the TSA Secure Flight Information screen will display.

4. Enter or update data.

5. (Optional) Check the Save changes to permanent traveler information box to save information
to the document and the user/traveler profile. If not selected, this information will save in the

document only.

6. Select Save TSA Information.
2.7 Expenses

The Expenses module in DTS allows travelers to record mileage and non-mileage expenses, as well as
edit per diem entitlements. Before travel, expenses are estimated and entered by date to get an accurate
“should cost” estimate for the trip. After travel, expenses are updated with the actual costs if changes are
needed.
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Chapter 2: Temporary Duty (TDY) Authorizations

2.7.1 Non-Mileage Expenses

Non-mileage expenses may be selected from a list or entered manually on the screen. To access the
Non-Mileage Expenses screen in DTS, select Expenses on the navigation bar. The Non-Mileage

Expense screen opens (Figure 2-68).

Logged In As:  ERIC T CARSON Screen [D: 1037.1

Traveler Name: ERIC T CARSON

Document Mame: ECBUCKLEYAFECOB0709_AD1
Document Type: Authorization

% Defense Travel System

A New Era of Government Travel

Crerumnro usr |

Non-Mileage JVNERRE

Per Diem Entitlements

riptign in
re a reimbursable expen:
ravel Charge Card (IBA).

Leave: 07-Aug-0% Return: 21-Aug-0%
Mon-Mileage Expense #1
Select E\psnss_'_.‘ps:l j

-OR-|

Itinerary Trave@(muming Additional Options  Review/Sign

Substantiating Records

cannot find t
o the travel document.
are charged to your Individual Government

5/ currency

€ appropriate

calculator

Non-Mileage Expense #2

Select E\psnse_yps:l j

-OR-|

s/ currency

[

calculator

Non-Mileage Expense #3

Select E'(pense"_epe:l j

-oR-|

s/ currency

[

calculator

Non-Mileage Expense #4

Select E'(pense_ype:l j

-or-|

s/ currency

=l

calculator

Non-Mileage Expense #3

Select E'(pense_ype:l j

-oR-|

s / currency

=

calculator

Reimbursement:

=

Figure 2-68: Non-Mileage Expenses Screen

Follow the below steps to enter non-mileage expenses:
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1.

Select the Select Expense Type drop-down list arrow and select the type of expense. If the
expense type is not listed, enter the type in the -OR- field below the drop-down list.

The Method of Reimbursement field populates automatically, based on the selected Expense Type.
Changes can be made, if necessary.

2.

3.

Complete the Cost field with the amount of the expense.

Complete the Date field with the date on which the expense was or will be incurred. Use the
calendar icon if necessary.

(Optional) Select view expense details/currency calculator (Figure 2-68) to view cost options or
to convert a foreign currency into a U.S. dollar amount (Figure 2-69).

Defense Travel System

HeEmettoennentier S

Use this screen to edit the expense details.

Dol mandates split disbursement for transportation, lodging and rental car
expenses. Click here for memorandum

Cost Options

Expense Type: LALMDRY S DRY CLEAMING
Expense Cost: 22.11

Reimbursable: ~

Expense Category: OTHER ||

Method of Reimbursement: IFerzonal

Fareign Currency Calculator

Foreign Currency: |34.56

Exchange Rate: 1.563 {Foreign Units/US S)

Reverse Exchange Rate
If the expense cost doesn't appear to be correct, then try using the following
exchange rate:

0.63979526585 (U5 S/Faoreign Units)

Figure 2-69: Expense Details and Currency Calculator Screen

a. Complete the Foreign Currency field with the amount of the foreign money spent in its units.
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b. Complete the Exchange Rate field with the official exchange rate for the date on which the
currency was spent.
The screen refreshes. The amount displayed in the Reverse Exchange Rate box shows that 1 foreign
unit is equal to .6397952655 U.S. dollars. DTS multiplies the amount of foreign money by the rate to fill
the Expense Cost field.
c. Select Save to enter the calculated amount into the Non-Mileage Expenses screen Cost field.
-OR-
Select Return to return to the Non-Mileage Expenses screen.

5. Repeat Steps 2 through 4 until all expenses are entered.

Note: Up to five expenses may be entered on the initial expenses screen before saving. Additional
expenses can be entered and saved one at a time.

6. Select Save Expenses. Changes will not be saved unless this button is selected.
7. Enter additional expenses one at a time.

8. Select Save Expense.
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2.7.2 Mileage Expenses

The Mileage Expenses screen allows travelers to enter expenses incurred for the use of different
modes of transportation and the mileage used for the trip. DTS uses the mileage that is entered and
the current rate of reimbursement to calculate mileage expenses. Use the steps listed below to enter

mileage expenses in DTS:

1. Select Expenses from the navigation bar.

2. Select Mileage from the subnavigation bar.

The Mileage Expenses screen opens (Figure 2-70). The Mileage Expense types are described in

Table 2-4.

Logged In As: ERIC T CARSON
Traveler Name: ERIC T CARSON

Mileage Expense #1

% Defense Travel System Itinerary TraveMccounting Additional Options Review/Sign
A New Era of Government Travel
Non-Mileage Per Diem Entitlements  Substantiating Records

Use this screen to enter mileage expenses for your trip. Click on the "Save Expenses” button to save these expenses.

Leave: 07-Aug-09 Return: 21-Aug-09%

Document Name: ECBUCKLEYAFBCOBOTO9_AD1 Screen 1D: 1034.1

Document Type: Authorization

Expense Type:

Mileage Expense #2

Expense Type:

ﬂ Date
Method of Rsir’bl.rsér’sn:: I Please Select -- j
Miles I ¥ Rate = Cost 5
= Date: [og/21/2009 [
(mm./ d )
Method of Reimbursement: I Flease Select -- ﬂ
Miles I # Rate = Caos 5
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Figure 2-70: Mileage Expenses Screen
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Table 2-4: Mileage Expense Types

MILEAGE EXPENSE TYPES

EXPENSE TYPE

DESCRIPTION

POC Use — Dedicated
Gov Veh

A privately owned conveyance (POC) is used for traveler's convenience instead of an
available Government vehicle dedicated for the traveler's use, such as a com-
mander’s car.*

POC Use — Gov Vehicle
Avalil

A POC is used for traveler's convenience instead of an available Government vehicle.
Example: A fleet of vehicles has been procured for the traveler's use and one of the
vehicles is available, but the traveler uses a POC.*

Private Plane

A private plane is used for TDY travel.

Pvt Auto-In/Around

A privately owned vehicle is used for official business while at the TDY location.

Pvt Auto-TDY/TAD

A POC is used for travel from the traveler’s duty station or residence to and from the
TDY location. When selected, miles cannot be entered. Instead, use of the Defense
Table of Official Distances (DTOD) is mandatory.

Pvt Auto-Terminal

A POC is used for travel from the traveler’'s duty station or residence to and from the
airport.

Pvt Motorcycle-In/Around

A privately owned motorcycle is used for official business while at the TDY location.

Pvt Motorcycle-TDY/TAD

A privately owned motorcycle is used for travel from the traveler’s duty station or resi-
dence to and from the TDY location. When selected, miles cannot be entered.
Instead, use of the DTOD is mandatory.

Pvt Motorcycle-Terminal

A privately owned motorcycle is used for travel from the traveler’s duty station or resi-
dence to and from the airport.

*No POC reimbursement is allowed if an available Government vehicle was used by other travelers to complete the
TDY mission and space was available for the traveler, but the traveler chose to use a POC for personal conve-

nience.

3. Select the Expense Type drop-down list and select the type of expense.

4. Enter the Date of the expense. Use the calendar icon if necessary.

5. The Method of Reimbursement field populates automatically, based on the selected Expense
Type. The only Method of Reimbursement available in Mileage Expenses is Personal.

6. Enter the number of miles in the Miles field.

a. |If Pvt Auto-TDY/TAD or Pvt Motorcycle-TDY/TAD was selected in the Expense Type drop-
down list, mileage cannot be entered. Select DoD Table of Distances to calculate mileage
and receive an estimated cost for the expense.

b. Check the Create a separate expense for return trip mileage box, if appropriate (Figure 2-

71).
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@ Defense Travel System Itinerary Trave@ﬁmounting Additional Options  Review/Sign
A New Era of Government Travel
m Non-Mileage INEEFEP Per Diem Entitlements

Use this screen to enter mileages expenses for your trip. Click on the "Save Expenses” button to save these expenses.
Leave: 16-Jun-10 Return: 2&6-Jun-10

Mileage Expense #1

* Expense Type: [pyt Auto-TOV/TAD d *Date: [oa/28/2010 =~

(mm/dd/yyyy)

* Method of Reimbursement: IFsrsanal j

Miles required to be obtained from Defense Table of Distances
Dol Table of Distances
From: 20190 Reston, VA

o: 23507 Morfolk, VA

* Miles |202.0 x Rate 0.5 = Cost 5  101.00

Create separate mileage expense for return trip misags: =

Figure 2-71: TDY/TAD Mileage Expense Screen

7. Select Save Expenses.

8. Select OK to the message stating that a Constructive Travel Cost-Comparison Worksheet may
need to be completed (Figure 2-72).

Windows Internet Explorer x|

v You have selected a transportation mode that may require a Constructive Travel Cost-Comparison Worksheet to be completed and included wikh the document via Fax or
\_‘/ scanning. The Worksheet is located at htkp: v, defensetravel.dod. milfcnstyl) or within DTS under ReviewSign=Pre-Audit,

Do you wish to continue?

Ok | Cancel I

Figure 2-72: Pop-up Requiring Constructive Travel Cost-Comparison Worksheet
Repeat Steps 2 through 6 for the next mileage expense if necessary
9. Enter additional expenses one at a time.

10. Select Save Expense.
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2.7.2.1 Defense Table of Official Distances

Use of the DTOD is required when driving to a TDY location outside the local travel limits. It is not
used for local travel or for any form of personal travel. Follow the below steps to calculate mileage

by using the DTOD:

1. Selectthe DoD Table of Distances link below the Method of Reimbursement field (Figure
2-71).

The DoD Table of Official Distances (DTOD) screen opens (Figure 2-73).
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Logged In As:  ERIC T CARSON Document Mame: ECBUCKLEYAFBCOBOTO0_AD Screen ID: 1020.1
Traveler Mame: ERIC T CARSON Document Type: Authorization
% DEfEI'ISE Travel sySIem Itinerary TraveMccounting Additional Options  Review/Sign
A New Era of Government Travel
RETURN TO LIST Non-Mileage Per Diem Entitlements  Substantiating Records

Use DTOD to calculate mileage when traveling te a location using a persenally
icle (POV). Enter (or search for) a starting and ending location
untry and/or county) to calculate the miles for this mileage
se the Oconus check box to indicate Oconus/Conus.

Traveling From:

Please Note: ARed Star ( * ) indicates a field is required.

Oconus: —

City: I

State/C Erye c
stateslouniry: I = Lookup State and Country Codes

County: I

Search |
Traveling To:
Oconus: —

City: I

State/Country: I » Lookup State and Country Codes

County: I
Search |
Use this section to calculate the mileage for the locations entered above. The

"“Traveling From™ and "Traveling To" information (above) is reguired for the
calculation to work properly.

Calculate Total:

Calculate Mileage | Total Miles: 0

Cancel | 5ave Total and Continue |

Figure 2-73: DoD Table of Official Distances (DTOD) Screen
2. Check the OCONUS box if the city that will be entered in the Traveling From section is in a
location that is not a U.S. state or territory. (DTOD will only find a foreign location if this box
is checked.)
3. Complete the City field with the name of the city that is the starting point from which the
mileage will be calculated.
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4. Complete the State/Country field and County field (optional). Select the Lookup State
and Country Codes link if help is needed.

5. Select Search to view a list of locations associated with the city entered in the Traveling
From section.

6. Choose Select next to the correct location.

7. Use the above steps to complete the Traveling To section.
8. Select Calculate Mileage.

9. Select Save Total and Continue.

The Mileage Expenses screen opens (Figure 2-71). The cost is calculated in the box on the right
side of the screen.

10. Select Save Expenses to save the mileage expense.

2.7.3 Per Diem Entitlements

The Per Diem Entitlements screen permits a traveler to edit a document by changing per diem entitle-
ments for lodging, duty conditions, meals, and leave.

To access the Per Diem Entitlements feature, select Expenses from the navigation bar. Select Per Diem
Entitlements from the subnavigation bar. The Per Diem Entitlements screen opens (Figure 2-74). This
screen shows the amount to be reimbursed for each date and location of travel. The information on the
screen results from the TDY location selected on the Trip Overview screen and accommodations
selected in the Lodging screen. See Table 2-5 for Per Diem Entitlements definitions.
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Note: The GSA State Tax Exemption Listing link allows a traveler to access and print a tax-exempt
form for the location where travel will occur.

% Defense Travel System Itinerary Tl'avewmcnunting additional Options  ReviewsSign
A New Era of Government Travel
Non-Mileage  Mileage MTTENEIMIAACGEHEY Substantiating Records

Following is a list of per diem alowances for lodging and meals fincidentals for each day of your trip. The "edit” link allows you to changs the
infermation (e.g., d onditiens, meals provided, etc.) for a specific date or date range. The "reset” link changes the per diem infermation
to the default rates for that date and location.

G5A State Tax Exemption Listing

Date Location Edit Reset Ldg Cost Ldg Mlowed | M&IE Alowed | Per Diem Rate | Code (B | L | D | Qtrs
5147.00 553.2
09/12/10 | S&M DIEGO,CA = Edit * Peset S147.00 4 53.15 147 7 71 NOME
’ - Personal Personal
5147.00 571.00
09713710 | SAM DIEGO,CA » Edit » Reset S147.00 147 7 71 MNOME
- Personal Personal
o a e . 5147.00 571.00 .
09/14/10 | SA&M DIEGO,CA = Edit » Peset S147.00 147/ 71 HOME
- Persanal Persanal
5147.00 571.00
09/15/10 | SAM DIEGO,CA » Edit > Reset S147.00 147 7/ 71 MOME
- Personal Personal
ey . 5147.00 571.00 .
09/16/10 | S&N DIEGO,CA = Edit * Peset S147.00 147 7 71 NOME
- Personal Personal
5147.00 571.00
09717710 | SAM DIEGO,CA » Edit » Reset S147.00 147 7 71 MNOME
- Personal Personal
R . o 50.00 $53.25 i
09/18/10 | SAM DIEGO,CA = Edit » Peset 50,00 147/ 71 HOME
- Personal Personal
Reset All | Edit Al

Figure 2-74: Per Diem Entitlements Screen
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Chapter 2: Temporary Duty (TDY) Authorizations

Table 2-5: Per Diem Entitlements Definitions

PER DIEM ENTITLEMENTS DEFINITIONS

PER DIEM ENTITLE- DEFINITION
MENT
Lodging Cost Amount charged by the selected hotel for nightly lodging. This amount can be changed if
the traveler is using Government quarters or claiming actual lodging costs.
Lodging Allowed Maximum per diem allowed for the selected TDY location for nightly lodging.
M&IE Amount allowed for meals and incidental expenses for the TDY location selected. Travel-

ers receive 75% of the M&IE per diem for the first and last days of TDY travel.

Code Code that displays if duty conditions or if meals provided have been selected for the trav-
eler. Other causes include a traveler taking leave or receiving an OCONUS incidental
expense rate.

B,L,D Letter(s) that displays if breakfast, lunch, or dinner is to be eaten at the military dining
facility or will otherwise be provided to the traveler.

Qtrs Abbreviation that displays if quarters exist at the military destination selected. Lodging
cost for military installations defaults to $0 per night. The lodging cost entry must be
updated to match the cost of quarters per night. (Reservations for quarters must be made
outside of DTS.)

2.7.3.1 Update Per Diem Entitlements — Lodging

Follow the below steps to update per diem entitlements for lodging:

1. Select Expenses from the navigation bar.

The Non-Mileage Expenses screen opens by default.

2. Select Per Diem Entitlements from the subnavigation bar.

The Per Diem Entitlements screen opens (Figure 2-74).

3. Select Edit next to the date to be changed.
-OR-
Select Edit All to edit per diem entitlements on all TDY dates at the same time.
Warning: Only use the Edit All function when Meals Available (for a military site) and
other edits have not already been made. This feature resets any Meals Available that have
been selected to Full Meals and clears all other edits.

The Edit All button enables the user to edit the per diem rate for a specific date or date range.

The Per Diem Entitlements Details screen opens (Figure 2-75). Fields displayed here may be
used to update the per diem entitlements for the trip.
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Chapter 2: Temporary Duty (TDY) Authorizations

Non-Mileage  Mileage AN ORTNEGeY Substantiating Records

‘fou may apply changes on this screen toa
the distribution to travelers t
link to distribute appropriately to travelers.  GSAState Tax Exemption Listing
Location: COLORADOD SPRINGS,CO

Valuss Apply From Date: O7 /2772009

Values Apply Through:

Per Diem Rates

Costs are total for all travelers. You may change your lodging costs below. Use the "View Expense Details / Currency Calculator” link for
wpense details such as payment methed, reimburseabls, etc.

DEfEI'ISE Travel SFStem Itinerary TraveMccouming Additional Options Review/Sign

A New Era of Government Travel

certain date or range of dates by moedifyin
istribution method selection list t

the "Values Apply Through" date. If reguired to change
change the distribution method. Then, select the "distribute cost”

Er

Per Diem Rate: I;; f 44
Lodging: gIEE.DD = view expense details / currency calculator
M & IE: gl—'—'.CC = view expense details / currency calculator
Figure 2-75: Per Diem Entitlements Detail Screen - Lodging Section
4. Complete the Values Apply Through field if changes are for multiple days in a row.
5. Update the Lodging field if the cost differs from the amount shown.
6. (Optional) Select view expense details/ currency calculator to view expense options or
to convert a foreign currency into a U.S. dollar amount and select Save.
7. Select Save These Entitlements.

2.7.3.2 Update Per Diem Entitlements — Duty Conditions
Follow the below steps to update per diem entitlements for duty conditions:

1.

Select Per Diem Entitlements from the subnavigation bar.

The Per Diem Entitlements screen opens.

2.

Select Edit next to the date to be changed.
-OR-
Select Edit All to edit per diem entitlements on all TDY dates at the same time.

The Per Diem Entitlements Details screen opens. It displays fields that may be edited to update

per

3.
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diem entitlements for duty conditions.

Enter the date in Values Apply Through if changes are for multiple days in a row.
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Chapter 2: Temporary Duty (TDY) Authorizations

4. Select the Duty Conditions that apply to the TDY travel (Figure 2-76).

Duty Conditions

Check all of the following that apply:

[T Fisld Conditions
[T adverse Effect
[T Inactive Cuty Training (Local Commuting Area)
[T permissive TDV

(| Hospital Stay

|- Quarters Available

- Group Travel

- Essential Unit Messing

[T Aboard U.5. Vessel

r Authorized Trip Home

s/ Commercial Quarters

=
=z
=]
-]
]

Annual Training (Quarters and Meals Available)
Annual Training (Quarters Available/Meals Hot Available)

Annual Training (Commercial Quarters)

]

tive Duty Training (Quarters and Meals Availabls)

X

tive Duty Training (Quarters Available/Meals Mot Available)

-

i

tive Duty Training (Commercial Quarters)

-

Inactive Duty Training Mon-Local Commuting Area (Quarters and Meals Available)

Inactive Duty Training Mon-Local Commuting Area{Quarters Available/Meals Mot Available)

s TN TN TS LS TS TS B TS |

Inactive Duty Training Men-Local Commuting Area (Commercial Quarters)

Figure 2-76: Per Diem Entitlements Details Screen - Duty Conditions Section

5. Select Save These Entitlements.

If Annual Training, Active Duty Training, or Inactive Training duty conditions is selected, the
traveler must still select the lodging and meals conditions that apply. The screen does not refresh

and populate the values. See Table 2-6 for definitions of the duty conditions.
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Chapter 2: Temporary Duty (TDY) Authorizations

Table 2-6: Per Diem Entitlements for Duty Conditions

PER DIEM ENTITLEMENTS FOR DUTY CONDITIONS

DUTY CONDITION DESCRIPTION DTS FUNCTIONALITY CODE
Traveler is serving with troops on maneuvers,
Field Conditions f!eld exz_arms_es, or similar operatlons; receives Sets the lodging and M&IE FDLC
field rations; and is quartered in accommodations | to $0.
associated with field exercises.
Adverse E_ffects/ Traveler is authorized or ordered to evacuate the Sets the Ioo_lglng and M&IE
Commercial Quar- PDS to full per diem. ADEF
ters '
!nactlve Duty Train- No per diem is payable to a member commuting Sets lodging and M&IE to
ing (Local Commut- . S INDT
. daily to Annual Training (AT). $0.
ing Area)
Travel is issued in the DoD’s interest but volun-
Permissive TDY te}ry (perm|SS|ye) in nature. The traveler is flna}n- Sets lodging and M&IE to PTDY
cially responsible for all travel and transportation $0.
expenses.
. Per diem is not allowed while an employee is Sets lodging and M&IE to
Hospital Stay confined to a hospital or medical facility. $0. HOSP
Sets lodging to $55 and
M&IE to full per diem. User
Quarters Available Qovernment lodging is available at the military shoqlq set mfe.al rate.bagtlsd ORTS
installation on dining facility availability
which is typically set at Gov-
ernment Meal Rate (GMR).
Sevgral individuals travgllng together; typically all Sets lodging to $0 and M&IE
Group Travel lodging and transportation expense items are ) . GRPT
. is set to the full per diem.
provided.
Annual Training .
(Quarters and Meals Per diem is payable for AT. Sets Iodglng and M&IE to TRN
- full per diem.
Available)
Government lodging and use of Government S_ets lodging field to full per
. . . . - . diem and sets M&IE to $3
Essential Unit Mess- | meals is essential for training and readiness. The
. . : o . . per day except on travel EUM
ing traveler is paid the incidental portion of the daily . .
M&IE rate days (continental United
' States [CONUS] travel only).
Traveler is not paid per diem while aboard a U.S. Checked box displays
Aboard U.S. Vessel vessel screen alert. Select OK. VSSL
o ’ Lodging and M&IE sets to
$0.
Sets lodging to $0 except for
. . . . the return travel day. Sets
Authorized Trip The authorization allows the employee a trip M&IE to $0 except for 75% HOME
Home home every 3 weeks. !
for the first and last travel
days to and from home.
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Chapter 2: Temporary Duty (TDY) Authorizations

Table 2-6: Per Diem Entitlements for Duty Conditions (continued)

PER DIEM ENTITLEMENTS FOR DUTY CONDITIONS

DUTY CONDITION DESCRIPTION DTS FUNCTIONALITY CODE
Annual Training .
(Quarters Available- ?u?lts é?%?g;g and MEIE to ATQP
Meals Not Available) P ’
Annual Training .
(Commercial Quar- ﬁﬁlts é?%?g:ﬁ and M&IE to ATCQ
ters) P ’
Active Duty Training .
(Quarters and Meals fSl,Jclelts é?%?g:ﬁ and MEIE to ADTQ
Available) P :
?53;‘;3:%\2;‘;;}'& Sets lodging and M&IE to ATOP
Meals Not Available) These duty conditions are provided for import/ full per diem.
val export (I/E) partner systems. Other users can
. . select the duty condition and select the lodging
Active DUtY Training cost and meals manually. Automatic adjustment Sets lodging and M&IE to
(Commercial Quar- . . - ADT
ters) of lodging and M&IE is only made for I/E partner full per diem.
system documents. For all manual selections,
Inactive Duty Train- lodging and_ M&IE are set to full per c_iiem and
ing Non-Local Com- must be adjusted by the user accordingly. Note: _
muting Area See Appendix F of the DTA Manual for details Sets lodging and M&IE to IDQM
(Quarters and Meals | Pertaining to M&IE for I/E Partner Systems. full per diem.
Available)
Inactive Duty Train-
::gt:\rl]on/;\l;ggal com- Sets lodging and M&IE to IDTO
9 . full per diem.
(Quarters Available-
Meals Not Available)
Inactive Duty Train-
ing Non-Local Com- .
. Sets lodging and M&IE to
muting Are_a full per diem. IDTN
(Commercial Quar-
ters)
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Chapter 2: Temporary Duty (TDY) Authorizations

2.7.3.3 Update Per Diem Entitlements — Meals
Follow the below steps to update per diem entitlements for meals:

1. Select Per Diem Entitlements on the subnavigation bar.
The Per Diem Entitlements screen opens.
2. Select Edit next to the date to be changed.

-OR-

Select Edit All to edit per diem entitlements on all TDY dates at the same time.

The Per Diem Entitlements screen refreshes. It displays fields that may be used to update the per
diem entitlements for the trip.

3. Enter the end date in the Values Apply Through field, if changes are for multiple days in
a row (Figure 2-75).

4. Select the appropriate meal code radio button from the list on the left side of the screen
(Figure 2-77).

Meals

If you would like to make changes to meals, select the appropriate meal code and applicable meal(s) for this date or date range:
& Fulpate [T Breakfast

€ Hected T Lunch

© Available [ Dinner

C provided cost: |0.00

© Decasional

& Special Rate

Figure 2-77: Per Diem Entitlements Screen - Meals Section
The Available and Provided meal codes reduce per diem entitlements. The Available meal code
will only compute when the TDY location is a military installation. See Table 2-7 for definitions of
the Per Diem Entitlement Selections for Meals.

5. Check the meal box(es) in the list on the right side of the screen, if applicable.

6. Select Save These Entitlements.
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Chapter 2: Temporary Duty (TDY) Authorizations

Table 2-7: Per Diem Entitlements Selections for Meals

PER DIEM ENTITLEMENTS SELECTIONS FOR MEALS

MEAL PER DEFINITION
DIEM

ENTITLEMENTS

Full Rate The traveler is authorized commercial meal rate.

Elected The traveler voluntarily uses Government dining facilities (mess hall). This does not affect
M&IE computations. (Use when completing a voucher from authorization.)

Available DTS automatically checks the meals and quarters availability information associated with the
selected TDY location to determine if meals are available. The traveler's M&IE allowance is
reduced according to established meal deduction amounts. Check the Breakfast, Lunch and
Dinner boxes to specify which meals are available.

Provided The traveler's M&IE allowance is reduced according to established meal deduction amounts.
Check the Breakfast, Lunch and Dinner boxes to specify the provided meals.

Occasional Authorized at the discretion of the AO, occasional meals can be approved for trips that last
less than 12 hours. Enter the total amount in the Cost field.

Special Rate The AO may select Special Rate to set a special per diem rate. For example, Camp Roberts,
California is a location where a special rate applies because of the lodging and dining facility
contract at the installation.

Cost The AO may use the Cost field to set a per diem rate when Occasional or Special Rate meal
code is selected.

2.7.3.4 Update Per Diem Entitlements - Other Per Diem Entitlements
Follow the below steps to update Other Per Diem Entitlements:
1. Select Per Diem Entitlements on the subnavigation bar.
The Per Diem Entitlements screen opens (Figure 2-74).
2. Select Edit next to the date to be changed.

-OR-

Select Edit All to edit per diem entitlements for all TDY dates at the same time.
The Per Diem Entitlements screen refreshes (Figure 2-75) and displays fields that may be used to
update the per diem entitlements for the trip. The Other Per Diem Entitlements section is in the
lower part of the screen (Figure 2-78). This screen allows a traveler to change the per diem reim-
bursement by selecting a radio button.
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Chapter 2: Temporary Duty (TDY) Authorizations

Other Per Diem Entitlements

If wou need to claim actuals for lodging, take leave, designate OCOMNUS incidental amount, or indicate In Place, you may check the appropriate
box. Only one option may be applied to a specified date or the date range used for the "Walues Apply Through' Date.

®

Ho Other Per Diem Entitlements

Leave
Check here if you are taking leawve for the above date or date range.

Sick Leave - Ho Per Diem
Check here if you are taking Sick Leawve without Per Diem for the above date or date range.

Sick Leave - Per Diem
Check here if you are taking Sick Leawe with Per Diem for the abowve date or date range.

Duty Day{s)}{Ho Per Diem)
Check here if you need to use Duty Dayi(Mo Per Diem) for the above date or date range,

Hon-Duty Dayi{s)
Check here if you need to use Mon-Duty Day for the above date or date range.

Authorized Delay
Check here if you need to use Authorized Delay for the above date or date range.

Actual Lodging
Check here if you need to use Actual Lodging for the above date or date range,

OCOHUS Incidental Amount - (Used to reduce the daily incidental rate to the minimum. )
Check here if your 40 determines the minimum default incidental rate applies for the above date or date range, instead
of the applicable lacality rate included in the daily amount for Meals and Incidentals,

In Place - (Used toincrease the M&IE amount to 100% on first or last day of travel)
Check here if you are beginning or ending your travel at a TDY location vice your permanent duty station,

Cancel These Entitlement Changes and Return | Sawe These Entitlements |
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Figure 2-78: Per Diem Entitlements Screen -Other Per Diem Entitlements Section

Note: The Per Diem Entitlements screen shown in Figure 2-78 is for a civilian employee. Military

members will not be able to choose Sick Leave in the Other Per Diem Entitlements.

3.

Enter the ending date in the Values Apply Through field if changes are for multiple days

in a row.

In the Other Per Diem Requirements section select the appropriate radio button for the

per diem date(s) as it applies.

Select Save These Entitlements.
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Chapter 2: Temporary Duty (TDY) Authorizations

See Table 2-8 for descriptions of the radio buttons.

Table 2-8: Per Diem Entitlement Selections for Other Per Diem Entitlements

PER DIEM ENTITLEMENT SELECTIONS FOR OTHER PER DIEM ENTITLEMENTS

OTHER PER DIEM
ENTITLEMENTS

DEFINITION

No Other Per Diem

This radio button is selected by default. If the traveler is not claiming any of

Entitlements the other per diem entitlements, then this radio button remains selected and
no entitlements are affected.
Leave Select if leave will be taken while on TDY. Military personnel use Annual

leave. Government employees choose either Annual or Other. Government
employees may enter the number of hours they wish to take. Note: The per
diem entitlements will be zeroed out for the selected date range unless a civil-
ian traveler is taking fewer than 8 hours leave.

Sick Leave - No Per
Diem

This option only displays for civilian Government employees. Select if the
employee is sick and is not authorized per diem.

Sick Leave - Per Diem

This option only displays for civilian Government employees. Select if the
employee is sick and is authorized full per diem.

Duty Day(s) (No Per
Diem)

This option only used only for military personnel. Select if the AO does not
approve the excess travel time as official (trip is extended beyond official
travel date) but leave should not be charged because the traveler returned on
a duty day. No per diem reimbursement is allowed and the day is not charged
as leave.

Non-Duty Day(s)

This option is only used for civilian Government employees. Select if the AO
does not approve the excess travel time as official, but leave should not be
charged because the traveler returned on a non-duty day. No per diem reim-
bursement is allowed and the day is not charged as leave. Example: The trav-
eler completes mission requirements on Friday and is supposed to return on
Saturday, but instead stays until Sunday. 75% reimbursement for travel
applies to Saturday and no per diem is paid on Sunday and no leave is taken.

Authorized Delay

Select for a particular date if the AO approves additional travel time as official
because the traveler is unavoidably delayed. Full reimbursement is allowed
for per diem entitlements.

Actual Lodging

Select if the lodging cost exceeds per diem lodging allowed. This selection
requests that the actual lodging costs be reimbursed instead of the per diem
lodging rate. After selecting Actual Lodging, the traveler must enter the
amount of the actual lodging costs in the Lodging field in the Per Diem Rates
section on this screen for each affected date and must justify the Actual Lodg-
ing flag on the Pre-Audit screen.

OCONUS Incidental
Amount

Select if the AO determines that the minimum incidental amount ($3.50 rate)
is allowed rather than the Local Incidental Rate for the destination. This OCO-
NUS Incidental Amount should only be used when travel is outside the conti-
nental United States. This selection can be used in combination with the In
Place per diem entitlement.
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Table 2-8: Per Diem Entitlement Selections for Other Per Diem Entitlements (continued)

PER DIEM ENTITLEMENT SELECTIONS FOR OTHER PER DIEM ENTITLEMENTS

OTHER PER DIEM DEFINITION
ENTITLEMENTS
In Place Select to allow the traveler to start or end an authorization or voucher in con-

junction with another authorization or voucher that has an adjacent date. If
used for the first or last day of the authorization with no other duty conditions,
it computes and pays full per diem and lodging for the per diem location. This
selection triggers an Other Authorization during the Review/Sign process.
When this Other Authorization triggers, the user must enter comments, such
as a TANUM, to associate the document with the other document.This selec-
tion can be used in combination with the OCONUS Incidental Amount per
diem entitlement.

2.7.3.5 Using Leave While on TDY

Although a traveler may be authorized to take leave while on TDY, DTS does not support reserva-
tions for leisure travel. Personal charge cards are not supported as forms of payment for travel
reservations. Any travel reservations made in DTS should be for the official portion of the travel
only, as all costs entered into DTS will be reimbursable or non-reimbursable (CBA or Govern-
ment-provided) based on the expense and method of reimbursement.

The site should establish local procedures with the CTO to accomplish off-line booking and
payment for leisure travel, especially when official travel is charged to a CBA. The local proce-
dures should focus on determining the reimbursable amount, manually entering the appropriate
expenses in DTS, and attaching documentation.

If the traveler takes leave at the beginning, end, or in the middle of the TDY, no expenses or per
diem for lodging or M&IE will be paid for the leave day(s). The traveler is responsible for their own
expenses on the date(s) selected as leave, and will see an advisory notice on the Pre-Audit Trip
screen when signing the authorization.

Use local business rules to accomplish off-line booking and payment for leisure travel. The local
rules should explain how to determine the reimbursable amount, how to enter the appropriate
expenses in DTS, and how to attach documentation.

Section 2.7.3.4 explains how to select leave dates on an authorization. Table 2-8 explains when
to select Leave, Non-Duty Day, or Duty Day.
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2.7.3.6 Per Diem Entitlements - International Date Line (IDL) Travel

The International Date Line (IDL) is an imaginary line along the 180th meridian. It is the point at
which each calendar day begins. When travel involves crossing the IDL, DTS uses the actual
elapsed travel time to compute per diem entitlements instead of calendar days. If travel involves
crossing the IDL, make sure that the correct time zone for the duty station is selected in the
traveler profile. Crossing the date line is noted in the Location column of the Per Diem Entitle-
ments screen (Figure 2-79). Table 2-9 explains how DTS treats per diem entitlements for IDL
travel.

Table 2-9: Per Diem Entitlements for IDL Travel

PER DIEM ENTITLEMENTS FOR IDL TRAVEL

IF THEN
Traveling Example Itinerary DTS
Calculates only one
travel day for per diem
Seattle to Tokyo entitlement.
Adds one day.
Westward Labels the location for
(IDL-W) Leave Seattle at 9 am on the added itinerary day

Monday. Shows travel for Monday as In Transit*.

Arrive Tokyo 2 pm on and Tuesday.

Tuesday. Does not pay per diem
for the In Transit loca-
tion.

Subtracts one day. Adds an extra 75% to

Tokyo to Seattle M&IE on the travel day.

Eastward Leave Tokyo at 3 pm on jgogfu?g't\i/rilet'me before
(IDL-E) Friday. P :
Arrlve Seattle at 7.am on May show two hotel reser- Pays per diem for both
Friday. ;
vations for the same day. hotels.
* In Transit displays on the Per Diem Entitlements screen as the location for the dates that fall between the start
date and the TDY arrival date.
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% Defense Travel System Itinerary Tl'aveanunting Additional Options  Rewiew/Sign
A New Era of Government Travel

Mon-Mileage UICEEERF Per Diem Entitlements SEERIEHEEERNE

Following is a list of per diem allowances for lodging and meals fincidentals for each day of your trip. The "edit” link allows you to changs the
infermation (e. y conditiens, meals provided, stc.) for a specific date or date range. The "reset” link changes the per diem infermaticn
to the default rates for that date and location.

G54 State Tax Exempticn Listing

Cate Location Edit Reset Ldg Cost Ldg Mlowed | MZIE Alowed | Per Diem Rate | Code |B L D Qtrs
5236.00 5160.50
O7/11710 | TOKYO CITY,JPN = Edit » Reset 5236.00 2367214 HOME
- Persanal Persanal
T CITY,JPN- .00 0.00
07/12/10 OKYO CITY, JPN-1DL » Edit leset $236.00 S 2367214 HOME
w - Persanal Personal
5236.00 521400
0713010 | TOKYD CITY,JPN + Edit * Reset 5236.00 2367214 MOME
- Personal Personal
5236.00 5214.00
07/14/10 | TOKYO CITY,JPH = Edit * Reset $236.00 2367214 HONE
- Personal Personal
5236.00 521400
07715710 | TOKYO CITY,JPN = Edit » Reset 5236.00 2367214 HOME
- Persanal Persanal
5236.00 5214.00
07/16/10 | TOKYO CITY,JPN » Edit > Reset $236.00 2367214 HOME
- Personal Personal
TOKYD CITY,JPN-1DL S0.00 5374.50
07 17110 : » Edit leset 50.00 23612 DN
i E-IDLE = Personal Personal : 14 MOnE
Reset Al | Edit Al |
Figure 2-79: Per Diem Entitlements Screen (IDL Travel)
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2.7.4 Substantiating Records Imaging

Receipts and documentation of approval for first class travel are examples of substantiating records
that support reimbursement requests for certain expenses. DTS allows travelers to attach images of
these records to the travel document so that they can receive proper reimbursement.

Travelers attach the documents to the trip record by using either the fax method or the scan and
upload method. Although the Substantiating Records Imaging function is available for authorizations,
receipts will not be available until after the travel is complete.

The below fax and scan procedures are used in authorizations and vouchers for storing images of sub-
stantiating records.

2.7.4.1 Submit Substantiating Records by Fax

To fax substantiating records into DTS, follow the below steps:
1. Gather all supporting documents (as required by local policy).

2. Prepare small-paper receipts for faxing by taping them to an 8 1/2- by 11-inch sheet of
paper and making a photocopy.

Do not place small-paper receipts in a fax machine. Fax the photocopy, not the original small-
paper receipts.

3. Select Expenses from the navigation bar.
4. Select Substantiating Records from the subnavigation bar.

The Substantiating Records screen opens (Figure 2-80).
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Logeed In As:  ERIC T CARSON Document Mame: ECTOKYOCITYJPO73109_AD screen 1D 1148.1
Traveler Hame: ERIC T CARSON Document Type: Authorization £
% Defense Travel sysmm Itinerary  Tra ve@ccounling Additional Options Review/Sign
A New Era of Government Travel
RETURN TO LIST Non-Mileage  Mileage

Per Diem Entitlements Substantiating Records ‘

ter the fax
.." and after
or change notes on an existing receipt, under the "Notes"
,» then click the "Save Motes” button.

nned file click "Upload”. Click v
t the field you would like to change, edit the text

ART

= Print Fax Cover Sheet

‘You must have the free Adobe Acrobat Reader program installed on your computer to view receipts. Download the Adobe
Acrobat Reader program.

» Upload Scanned Receipts Browse... Upload

Currently there are no Receipts on file for this Voucher.

Date CTW Notes

Refresh |

Views Remove

Figure 2-80: Substantiating Records Screen

5. Select Print Fax Cover Sheet.

The DTS Receipts Cover Page opens (Figure 2-81). The fax cover sheet displays a bar code that

is unique to the document. It identifies the document in the DTS database to which the substanti-
ating records are associated.
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DTS Receipts Cover Page Page 1 of 1

@M% Defense Travel System
e

o A New Era of Govemment Travel

DTS Receipts Cover Page

Please fax this cover page, together with your receipts to DTS,
Warning: Make sure you physically mask out your 88N on any faxed documents!

» If you are dialing from the National Capital Region, please use the number at the bottom of this form
if this is a local call, This will reduce the cost of this service,

s If you are in the United States, please use 1-888-815-4157. wll free

e I you are dialing from outside of the United States then use the numbers listed above (with the
appropriate international prefix.) Your long distance telephone company may charge vou for this
call

Receipts may take up to five minutes to appear on the document

ECTOKYOCITYJPOT3109_A01

Note: Bar code must be present above

Notes

Local National Capital Region number - 703-421-6939 or 703-421-3506

https://discdewebgov.defensetravel.osd. mil receiptimaging /servlet/ GenPrintCoverServlet?...  7/21/2009

Figure 2-81: Sample DTS Receipts Cover Page (Fax Cover Sheet)
The Print dialog box opens over the DTS Receipts Cover page.
6. Select Print.

7. (Optional) Write or type comments in the Notes box of the printed DTS Receipts Cover
Page to identify the documents that are attached and will be loaded via the current fax.

8. Use a fax machine to send a facsimile of the cover sheet and the substantiating records.
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The DTS Receipts fax number is 1-888-815-4157. This is a live fax number and is NOT to be
used for training purposes.

Note: There is a processing time of about five minutes while DTS receives, converts, and loads
the faxed pages into the document identified by the bar code. The traveler may continue to
complete the document in DTS during the processing time.

9. Select Refresh.

Receipts display in the Notes field in the lower part of the Substantiating Records screen, and
show the date and time that the receipt was added. This is an editable field and it is recom-
mended that a brief description of the receipts be entered, as shown in Figure 2-82.

five minu
click "Bror

Logged In As: ERIC T CARSOM Document Name: ECTOKYOCITYJPO73109_AD Screen ID: 1148.1
Traveler Name: ERIC T CARSON Document Type: Authorization = £
@ Defense Travel syStem Itinerary TraveMccwnting Additional Options  Review/Sign
A New Era of Government Travel
RETURN TO LIST Non-Mileage Mileage Per Diem Entitlements Substantiating Records ‘
Below is a list of your receipts. To fax in y

AR

ck "Refresh” to
file click "Upload™. Click "v
the field you would like to change, &

ts that you hav
or change notes on an existing
ck the "Save Notes” button.

You must have the free Adobe Acrobat Reader program installed on your computer to view receipts. Download the Adobe
Acrobat Reade

» Print Fax Cover Sheet

» Upload Scanned Receipts Erowse... Upload

Existing Receipts

Date CTW Hotes View Remove
21-Jul-2009 - Ingis:ra:ion Confirmation Nissing sremove
21-Jul-2009 r I;‘-jrln-.-ai:‘= Missing >remove

Refresh Save Motes

Figure 2-82: Substantiating Records Screen - Refreshed

10. Revise the information in the Notes field to rename the faxed receipts.

11. Select Save Notes.

12. Select View to see an image of the records contained in the fax.

13. Select Remove to remove the desired image from the current document.
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2.7.4.2 Submit Substantiating Records by Scan and Upload

DTS accepts and stores uploaded images of scanned documents. Acceptable file types
include.bmp,.qgif, .jpg, .pdf, .png, and .tif. The maximum file size is 2MB per file. Multiple files can
be uploaded, but each file must be uploaded individually.

Note: Certain Microsoft products are not compatible with DTS because the images that they
produce are compressed. DTS security requirements do not allow compressed images.

To use the scan and upload method to load records into DTS, follow the below steps:
1. Gather all supporting documents (as required by local policy).

2. Scan the documents individually and save to a computer hard drive. Label each document
with a descriptive name.

3. Select Expenses from the navigation bar.

4. Select Substantiating Records from the subnavigation bar.
The Substantiating Records screen opens.

5. Select Browse.

The Choose File Window opens (Figure 2-83).

21|
Laak in: I@Flec:eipts j & £k E5-

- Air Invoice, pdf

ky Computer

Iﬁ;
-
File name: I j Open |
Files of type: J &0 Files ) =l Cancel /|
4
Figure 2-83: Choose File Window
6. Select the file to be uploaded.
7. Select Open.
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The screen refreshes, displaying the path to the selected file (Figure 2-84).

Logged In As:  ERIC T CARSOH Document Mame: ECTOKYOCITYJPOT3100_AD Screen ID: 1148.1
Traveler Hame: ERIC T CARSON Document Type: Authorization < S
% Defense Travel sySlem Itinerary TraveMccwnling Additional Options Review/Sign
A New Era of Government Travel
RETURN TO LIST Non-Mileage Mileage Per Diem Entitlements Substantiating Records

To fax in your receipts click "Print Fax Cowver 5
trans on is comple! ck "Refresh” t
selecting the scanned file click "Upload”. Click ™
column select

, and follow the instructions on the cover sheet. Then five minutes aft.
To upload receipts that you ha

er the fax

5 " and after
ts. To add or change notes on an existing receipt, under the "Notes”
the "Save Notes" button.

the field you would like to change, edit the text, t

AR

» Print Fax Cover Sheet

‘fou must have the free Adobe Acrobat Reader program installed on your computer to view receipts. Download the Adobe
Acrobat Reader program.

+ Upload Scanned Receipts |C:\Documents and Settings\ecarson\My Documents\S — Browse... Upload

Currently there are no Receipts on file for this Voucher.

Date CTW Hotes

Refresh |

Views Remove

Figure 2-84: Receipts Screen
8. Select Upload.

The screen refreshes (Figure 2-85). The Notes field in the lower part of the screen displays the

date and time that the receipt was added. This is an editable field and it is recommended that a
brief description of the receipts be entered.

Page 2-120 DTS Release 1.7.10.2, Document Processing Manual, Version 1.3.32, Updated 11/3/10

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



Chapter 2: Temporary Duty (TDY) Authorizations

Logged In As:  ERIC T CARSOH Document Name: ECTOKYOCITYJPO73109_AD Tcreen 10 1148.1
Traveler Mame: ERIC T CARSON Document Type: Authorization
% Defense Tra\rel Syslem Itinerary TraveMccwnting Additional Options  Review/Sign
A New Era of Government Travel
RETURN TO LIST Non-Mileage Mileage Per Diem Entitlements Substantiating Records ‘

click "Print Fax C
ck "Refresh” to s
file click "Upload™. Click
ect the field you would like to change, edit the te

, and follow the instructions on the cover sheet. Then

s that you ha
€ or change notes on an existing
t, then click the "Save Motes" button.

Below is a list of your receipts. Te fax in your recei
five min fax t sl
click "Brow

‘You must have the free Adobe Acrobat Reader program installed on your computer to view receipts. Download the Adobe
Acrobat Reader program.

AR

» Print Fax Cover Sheet

» Upload Scanned Receipts Browse... Upload

Existing Receipts

Date cTW Hotes View Remove

21-Jul-2009 — Added 07/21/09 at 16:01:18 Missing Fremove

Refresh Save Motes

Figure 2-85: Receipts Screen

9. Revise the information in the Notes field to rename the uploaded file with a description of
the receipts it contains.

10. Select Save Notes.
11. Select View to review receipts.

12. Select Remove to remove a receipt from the current document.
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2.8 Accounting Codes

A person traveling on official DoD business must have an accounting code that identifies the source of
funds for travel and may be required to provide this information when creating an authorization.

Note: Selection of a line of accounting (LOA) is not allowed for authorizations with a C-Permissive trip
type.

The Accounting Codes screen allows trip expenses to be charged to one or more LOAs. If the LOA is set
up in DTS, it will be available for selection in one of the following three drop-down lists:

» Accounting Label: Accounting codes or LOAs that belong to the organization. If a Default accounting
code has been set up for the traveler, it auto-populates in the field

» Shared LOA: Accounting codes shared from a higher organization

e Cross Org LOA: Accounting codes shared from another DTS organization

No Other Accounts Available. Displays when no LOAs have been set up in DTS for the drop-down list.

Follow the below steps to select an accounting code for an authorization:

1. Select Accounting from the navigation bar.
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The Accounting Codes screen opens by default (Figure 2-86).

Logged In As:  ERIC T CARSOH Document Mame: ECBUCKLEYAFECOBOTO0_AD Screen ID: 1067.1
Traveler Mame: ERIC T CARSON Document Type: Authorization
% DEfEI'ISE Travel syStem Itinerary  Travel ExpenseMddﬂional Options  Review/Sign
A New Era of Government Travel
RETURN TO LIST Accounting Codes Trip Totals

Select the appropriate accounting code for this trip. If there are multiple

accounting codes that are required for this trip, please select all that 09 CONFERENCE

apply. Category Actual
COM. CARR.-I = 51,047.20
_ - o » Find Accounting e
Start Date:  O7-Aug-0¥ LODGING : 52,086.00
ar a Aug-ud Label 3
M&IE : S7T10.50 5710.50
End Date: 21-Aug-09
MILEAGE = 5391.60 5391.60
Accounti
o8 [setect-- | From TDZDTMOCSD OTHER : 50.00 50.00
Shared LOA: I---Ssls:'. to Add--- j 09 CONFERENCE £4.735.30 54.235.30
Sub Total: e e
Cross
[;3\22 ore I---Ssls:'. to Add--- |
Calculated Trip 5423530 54,235.30

Selected Accounting Code(s) Cost:

To remove an acceunting code that does not apply to this trip, select the
remove link corresponding to the accounting label to be removed.
Please make sure the LOA's assigned have costs allocated to it

Accounting Label Organization VLI Remove
& g Acctg Code

0% CONFERENCE TOZOTMOCSD v » rEMove

Figure 2-86: Accounting Codes Screen
2. Choose the Accounting Label, Shared LOA, or Cross Org LOA drop-down list arrow and select
the LOA. The LOA will load in the bottom left hand corner of the screen.
-OR-
Choose Find Accounting Label to open a screen to enter the name of the LOA and search for it.

Note: A FMS prefix on the LOA label indicates that the LOA is used for Foreign Military Sales (FMS)
travel.

3. Select the Change Organization link if it is necessary to use the LOA from another suborganiza-
tion under the current organization.

If Find Accounting Label was selected, the Find Accounting Label screen opens and displays a list of
LOAs.

4. Choose select next to the correct LOA to add to the document.
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2.8.1 Select Multiple Accounting Codes

Follow the below steps to apply multiple accounting codes to an authorization:

1. Use the Select Accounting Label drop-down list arrow and select all LOAs that apply.
2. Select the How To Allocate drop-down list arrow and select a method.

3. Select Allocate Expenses.

The Allocate Expenses screen opens.

4. Allocate the expenses.

5. Select Save Allocations.

2.8.2 Using FMS LOAs in an Authorization

The Government uses the term Foreign Military Sales (FMS) as an identifier when selling defense
items and services to a foreign country or international organization. When a travel document is
created for such a purpose, DTS uses the prefix FMS in the LOA label.

DTS processes an authorization with an FMS LOA similar to the way that it processes other authoriza-
tions. However, the accounting and disbursing functions for FMS LOAs cause the following changes:

» The traveler and the AO receive pop-up messages reminding them that FMS LOAs are processed
differently and require extra processing time for payments.
» The traveler receives an e-mail reminder about the delay when the document is approved.

A document may use FMS LOAs along with other LOAs. A delay in payment to the traveler may result
when using an FMS LOA because their use requires approval from an additional Defense Finance
Accounting Services (DFAS) system.

The FMS prefix makes FMS LOAs easy to identify. They are selected from the LOA drop-down lists
the same way as other LOAs in DTS (Figure 2-87).
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Logged In As: ERIC T CARSON Document Nams: ECBUCKLEYAFBCOB070%_AD 5creen ID: 1067.1
Traveler Hame: ERIC T CARSON Document Type: Authorization = L =
% De{ense Travel SYStem Itinerary  Travel ExpenseMdditional Options Review /Sign
A New Era of Government Travel
RETURN T0 LIST Trip Totals

Select the appropriate accounting code for this trip. If there are multiple X

e - . P . ool ehes Mo Accounting
accounting codes that are required for this trip, please select al that X .
apply Infermation Available.

End Cate: 21-Aug-09

Accounting = .
Label: - j From TOZDTMOCSD
---Select

Shared LOA: |09 COMFERENCE 'l
vl

09 CROSSOVER
09 CSD

09 DIFF

/09 FMS TRAINING
Selected Acc|0% LOCAL

Cross Org
LOA:

{9 PERDIEM
e 09 TRAVELTEAM1 L e celect from
here a.l £no 3 10 CROSSOVER he trip, please select from the
above list of la 05D

Proceed to the following page: IFrs-.-ie'w- j m

Figure 2-87: Accounting Codes Screen (LOA Selection List)

When an AO approves an authorization that includes an FMS LOA, DTS sends the traveler an e-mail
explaining that payment may be delayed for a document that includes disbursements (Figure 2-88).

DATE: MM/DD/YY
FROM: Defense Travel System
TO: Traveler(@orcanization. ore.mil

CC: DTA(@organization. org.mil
Subject: Possible Delay m Payment

Name of traveler:
Name of travel document:
Travel Authorization Number (TANUM):

Organization:

Your AUTH <doc name> mdicates travel being performed on Foreign Military Sales (FMS) funds.
Disbursement of FMS funds requires prior approval from the Defense Integrated Financial System (DIFS),
DFAS-ADY/DE and requires additional processing time. Processmg/payment of yvour subsequent non-
ATM Advance, SPP, and/or voucher from authonzation may take up to 7 business days.

Contact your Finance Defense Travel Adnunistrator (FDTA) if you do not receive payment within this
time.

Please do notrespond to this email.
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2.9 Additional Options

The Additional Options feature of DTS allows travelers to update personal profiles and request SPPs and
advances.

2.9.1 Profile

The Profile section of Additional Options allows the traveler to update user/traveler profile data using
the links displayed near the top of each of the Profile screens. NDEAs are also able to update profile
data for user/travelers in the groups to which they have group access.

Note: Travelers may view and edit their personal profile from their DTS User Welcome screen by
selecting Traveler Setup > Update Personal Profile. Changes made using the Traveler Setup
feature will not update existing documents.

Different elements of the profile data are displayed on five different screens to be reviewed and
updated. Use the links on each screen to open the next Profile screen.

My Profile Screen. This allows the traveler to view and edit name, address, and other general infor-
mation. The PCS Info button is not currently used (Figure 2-89).

Note: The ZIP Code Directory will verify the accuracy of associated State and ZIP Code fields.
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Logged In As:  Terry T Carson Document Name: TCDALLASCOUNTOB2809 AD Screen [D: 1110.1
Traveler Mame: Terry T Carson Document Type: Authorization
'ﬁ Defense Travel System Itinerary ~ Travel  Expenses
A New Era of Government Travel
* My Preferences  * My Additional Information  * My Account Information  » My TSA Information
Complete the information below.
* Last Mame: ICarson
* First Name: I_erry
e -
* Gender: " CF
55M: HOOOKA08
Mailing
* Address Line 1: |121 Semper Fi Blvd
* Address Line 2: I
* City: I'-'.'arrenton
*itate: I‘,'A— Lookup |
* Zip Code: IF
* Home Phone: |1111111111
* Email Address: It:arsen'@dtmc.pentagcn.mil
Residence
Address Line 1: |121 Semper Fi Blvd
Address Line : I
City: I'.-.'arrentcn
State: I‘,'A— Lookup |
7ip Code: lr
Emergency Contact
* Emergency Contact: IDuty Clerk
* Emergency Fhone: |1111111111
[ save changss to permanent traveler information
Dependents | PCS Info
Update Personal Information |
Proceed to the following page: I Preview

[

Figure 2-89: My Profile Screen
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Review and update the information in the below text fields:

* Name

e Mailing and Residence Addresses
*  Phone Numbers

 Emergency Contact

Note: The Dependents and PCS Info buttons are not currently in use.

My Preferences Screen. This section is divided into six areas: Air Travel Preferences, Miles to
Airport, Lodging Preferences, Rental Car Preferences, Passport Information, and Miscellaneous
(Figure 2-90). The Miscellaneous section contains a button to access rewards programs.

Note: If a preferred terminal is selected, DTS will use this as the default airport when creating reserva-
tions. If a preferred terminal is not selected, DTS will use the closest airport to the starting location on
the Trip Overview screen. If preferred airline, lodging, or rental car companies are selected, DTS will
only search the availability of those brands.
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(=

&Dnhnuhml&wlnm ey Trawd  Eipemem Ax
e 0 ot Gowerenaer Trpmsl

searss Fregess
Loute Baricnk Inferaitiss
Frecsests e tmengrage  [Tiroes I costmn |

Figure 2-90: My Preferences Screen

Review and update the information in the below sections:
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» Air Travel Preferences

* Lodging Preferences

* Rental Car Preferences

» Passport Information

* Miscellaneous

» Rewards Programs (frequent flyer, rental car, and hotel accounts)

My Additional Information Screen. This section is divided into three areas that deal with service or

agency information and duty station information. There are also fields in which the names of AOs on
the routing list can be updated (Figure 2-91).
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Document Name: 1COALLASCOUNTOBZB09_A0T Tcreen 1Dz 11121

Traveler Name: Ter| son Document Type: Authorization

% Defense Travel System Itinerary ~ Travel — Experses

A New Era of Government Travel

| RETURN TO LIST

* My Profile > My Preferences > My Account Information  » My TSA Information

Compiste the information beiow.

Last Name: Carson
First Name: Terry
SSN: XXAKKA108

€ civian € officer & Entisted

ME-05
*Tech Status: Ho
*Service / Agency:  [DHRA Lookup
* Unit: [12345
Organization: DTMO-TRAINING
Printed Org:
* Routing List: TRAINING
“self AD Approval Mo

= sgvance

Authorization:

CARD HOLDER

* M v Use
“ancatoryUseof

Line 1: a0t neain sereet

* Agdress Line 2: [

IE;LI--‘.N’\[D

22314

* Phone Number: |111-111-1111

Fax Number:

Mail C:

|
|
Clearance: [
No.ofworkHowrs:  [o8 |
“Time Zone: [esT0m =]
Authorizing Official

Name

Voucher:

Authorization:

Additional #1:

Additional £2:

I save changss to permanent traveler information

Update Personal Information |

Procesd to the folowing page: Preview = m

Figure 2-91: My Additional Information Screen
Review and update the below items:
» *Title/Rank, Service/Agency, Unit
* *Qrganization, *Routing List, Duty Station Address
» *Self AO Approval, *Advance Authorized, *Mandatory use of GTCC (GOVCC)
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*Contact the DTA to update these fields.

Note: DTAs cannot update Self AO Approval, Advance Authorized, and Mandatory use of GTCC
(GOVCCQ) in their own profiles.

My TSA Information. This link opens the TSA Secure Flight Information screen. It is used to provide
the traveler's SFPD to the TSA for watch-list screening. DTS uses the information provided in the per-
manent profile to pre-populate fields in the document when reservations are requested (Figure 2-92).

See Table 2-2 for descriptions of the fields.

Document Name: TCDALLASCOUNTO32809_AD Screen ID:

Document Type: A

Logged In As:  Terry T Carson

Traveler Mame: Terry T Carson Authorization

| RETURN TO LIST |

@ Defense Travel System

A New Era of Government Travel

= My Profile = My Additional Information  * My Preferences  » My Account Information

Itinerary ~ Travel Expenses  Accounting

Partial Payments

or others under its
the privacy impact

personal data.

* Last Mame:

* First Name:

Middle Name:

* DOB: (MMSdd/ YY)
* Gender:

Redress Mumber:

TSA Secure Flight Information

The Transportation Security Administration of the U.5. Department of Homeland Security requires us to colect information from you for
5 reening, under the authol
Act of 2004. Providing this infermation is

Cransport or aut herization

Please enter the information below to EXACTLY match the state or government issued identification card/document the traveler will be

using at airpert security. When entering last name, do not include suffixes (e

Update Information: This infarmation wil be saved to traveler's

Known Traveler Mumber:

Changes to the traveler identification information wil HOT be updated for previously booked reservations for this trip. If your TSAsecure
flight identification information needs to y

tien 114, and the Inteligence Rsf:)rr’ and Terroris Frs-.-en:ion

, if it is not provi you may be subject to additional s ning or denied
may share information you provide with law enforcement or inteligence agencies
For more on TSA Privacy policies, or to view the syst:
leb site at www.tsa.gov.

untar
er a sterile area

em of records notice and

E., dr.).

Current Information: This is the information currently used for
this trip.

I
I— First Hame:
——

[T No Midde Name

I DOEB:

@ 4 OCF Gender:

—

I Known Travel Humber:

Last Mame:

Middle Mame:

Redress Number:

be changed for previcusly bocked reservations, please contact your CTO directly.
Update Personal Information |
Praceed to the following page: IFrc—'-isw j m
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Figure 2-92: My Account Information Screen
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Chapter 2: Temporary Duty (TDY) Authorizations

Review and update the information in the below text fields:

e Last Name

e First Name

* Middle Name/No Middle Name
- DOB

e Gender

 Redress Number

 Known Traveler Number

My Account Information Screen. This section is used to update financial information, such as setting

a default LOA, and editing GTCC (or GOVCC) and electronic funds transfer (EFT) information (Figure
2-93).
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Chapter 2: Temporary Duty (TDY) Authorizations

| RETURN TO LIST

» My Profile > My Preferences > My Additional Information > My TSA Information

Complete the infarmation below

Logged In As: T T Carson Document Name: TCDALLASCOUNTOB2809_AD1 Screen ID: 11131
Traveter Mame: Terry T Carson Document Type: Authorization
% Defense Travel System Itinerary ~ Travel  Expenses  Accounting Review/ Sign
A New Era of Government Travel

Last Mame: Carson
First Hame: Terry
55Nz HAXXA08

Accounting Information

Default Accounting Code Label: Lookup

EFT and Credit Card Accounts

Payment by Electronic Funds Transfer (EFT) is mandatery un
to an account at a financial institution that can re:

If the folowing acceunt infermation is incerrect please click en the link below to update your
account infermation from your permanant traveler profile.  Refresh Account Data

Account Type Account Humber Routing Humber Expiraticn Date
CHECKING 1010101010101 114300653
GOVCC 4614229999999993 0543536440002 02/29/2012

Enter only ane account with a reuting number.

Mandatery EFT Payment: ™ oves O ong

GOVCC Account Mumber: |4614229999999993

GOWVCC Expiration Date

Checking Routing Number: 114300653

Checking Account Mumber: |1C-1 010101010101

Saving Routing Mumber: I

Saving Account Number: I
™ save changes to permanent traveler information

Update Personal Information |

Proceed to the following page: Preview

Continue

Figure 2-93: My Account Information Screen
Review and update the below information:
» Default Accounting Code Label

* Credit Card Account Data
e EFT Account Data
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Chapter 2: Temporary Duty (TDY) Authorizations

(Optional) Select the Lookup button to select a Default Accounting Code Label. This LOA auto-pop-
ulates on the Accounting Codes screen for payment of expenses on trip documents (Figure 2-94).

IComplete the information betow Select Accounting Code —I
Last Name: CARSON

[First Name: ERIC

55N XOOOKX2363

|accounting Information

06*2740°2100*

[Default Accounting Code Label:

EFT and Credit Card Accounts

yment by Electronic Funds Transfer (EFT) is mandatory u
to an account at a financial institution that can

i7 the folowing account information is incorrect please click on the link below to update yc

5ccount information from your permanant traveler profile. » Refre ount Data

Account Type Account Number Routing Humber Expiration Da

4247424247424247 938917044 05/31/2018 I _'LI
4 3

CHECKING 00033216540 114000653 ‘DD"E | ’—,—’—,—‘ !_, |® T s -

Figure 2-94: Default Accounting Code Label
If reservations are made and the document is signed without supplying credit card data, a prompt will
display stating that hotel and or special rental car arrangements cannot be guaranteed. In this case, if
the traveler does not have a GTCC, a personal credit card may be used.
Note: EFT data on the My Account Information screen is mandatory. If the radio button is Yes with no
EFT account data, the document cannot be signed, and the traveler will be returned to this screen. The
No radio button is only an option if the traveler does not have access to an account at a financial insti-
tution that can receive EFTSs.
Follow the below steps to update personal profile data:
1. Select Additional Options from the navigation bar.
The Profile screen opens by default.

2. Select the correct link for the screen to be updated.

3. Enter or update data.
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Chapter 2: Temporary Duty (TDY) Authorizations

4. Check the Save changes to permanent traveler information box to save changes for use in all
future documents. Leave the box unchecked to apply the changes to this document only (Figure 2-
95).

EFT and Credit Card Accounts

by Electronic Funds Transfer (EFT) is mandatory unless the traveler does not have
ss to an account at a financial institution that can receive EFT transmissions.

If the following account information is incorrect please click on the link below to update your

account infermation from your permanant traveler profile. » Refresh Account Data
Account Type Account Number Routing Mumber Expiration Date
GOVCC 4247474742474742 938917044 05/31/2018
CHECKING 00033216540 114000653

Enter only one account with a routing number.

Mandatory EFT Payment: @ ves g

GOVCC Account Number: |4242424242424242

GOVCC Expiration Date

Checking Routing Number: |114C-C-C-22E

Checking Account Humber: Iu..-..--:-;?ESSé

Saving Routing Number: I

saving Account Mumbser: I

V' save changes to permanent traveler information

Update Personal Information |

Figure 2-95: Save Changes for Only This Document or Permanently Screen

5. Select Update Personal Information.

2.9.2 Scheduled Partial Payments (SPPs)

When a trip exceeds 45 days, DTS allows a traveler to receive partial reimbursement before the trip is
complete. When SPPs are set up on an authorization, the traveler receives payment every 30 days for
estimated expenses.

Follow the below steps to set up SPPs:

1. Select Additional Options from the navigation bar.

The My Profile screen opens (Figure 2-89).

2. Select Partial Payments from the subnavigation bar.

The Scheduled Partial Payments screen opens (Figure 2-96). The Schedule Partial Payments button
will only be available if the length of the trip exceeds 45 days.
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3. Select Schedule Partial Payments.

Chapter 2: Temporary Duty (TDY) Authorizations

Logeed In As:  ERIC T CARSON

Traveler Name: ERIC T CARSON
% Defense Travel System
A New Era of Government Travel

Crervmnrousr

Below is a list of scheduled partial pay
payments for these expenses, click ™

nts for this tra

edule Partial Pa

for t
partial reimbursement for travel e
scheduled, travel e
completed and approved.

Document Name: ECSAMANTONIOTO72909_AD
Decument Type:

55 will be reimbursed aft

Schedule Partial Payments

Screen [D: 10531

Authorization

Itinerary Travel Expenses Accounting GENGISIIEIREENEYT Review /Sign

Profile Partial Payments

Advances

vel document. If there are none, or you weuld like the system to schedule partial
ymenks".

P
er the travel voucher for the trip has been

Proceed to the following page: I Preview

Figure 2-96: Schedule Partial Payments Screen

The SPP screen opens (Figure 2-97). DTS automatically calculates the payment amount(s), based on
the estimated trip expenses and trip itinerary dates. Payment dates are automatically scheduled begin-
ning 30 days from the trip start date, and every 30 days thereafter. The traveler cannot change SPP

amounts or payment dates.
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Chapter 2: Temporary Duty (TDY) Authorizations

Logged In As: ERIC T CARSON Document Name: ECSAHANTONIOTOT2909_AD

Traveler Name: ERIC T CARSON Document Type: Authorization

Following is the list of scheduled partial payments for this travel document.

Mote: When an asterisk (*) appears in the Release Date field, this indicates that

crossover considerations at the accounting system.

Scheduled Partial Payments

Fr Traveler Start Date | End Date Status Release Date
KHHHKI383 | OFSZ9/09 08/27109 SCHEDULED 08/28/09
H0000(2363 | 0B/28/09 09/26/09 SCHEDULED 09/27/09

Proceed to the following page:

normal 30 day pericd. This is because one or more of the Lines of Accounting associated t

screen [0z 1053.1

heduled Partial Payment wil be d
o the payment are being held

Calculated

55,116.50

55,130.00

Cancel Scheduled Partial Payments | View Details

% Defense Tra‘fdsysu!m Itinerary Travel Expenses Accounting gEtGHSGLEIReLIalGLYF Review /Sign
A New Era of Government Travel

Advances

Profile Partial Payments

Amount Paid To Be Paid

55,116.50

55,130.00

I Preview

Figure 2-97: Scheduled Partial Payments Screen

If the expense amounts change during the trip and the traveler records expense adjustments, DTS will
automatically recalculate the amounts for the SPPs that have not been submitted for payment.

If an amendment shortens the length of the trip, DTS will delete any SPPs that have been scheduled
but have not been paid. If the trip is extended on the authorization, DTS will recalculate the payment

amounts and the schedule based on the date changes.
Follow the below steps to view the details of an SPP:

1. Select View Details.
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Chapter 2: Temporary Duty (TDY) Authorizations

The View Scheduled Partial Payments Details screen opens (Figure 2-98). Expenses are shown by
category, date ranges, LOA used, amount paid, and amount to be paid.

Logged In As: ERIC T CARSON Document Mame: ECSANANTONIOTO72909_AD1 Screen [0 1054.1

Traveler Mame: ERIC T CARSON Document Type: Authorization
% Defense Travel SYSlem Itinerary Travel Expenses Accounting JENGGHRLLEIRealOLYF Review/Sign
A New Era of Government Travel
Profile Partial Payments Advances

duled partial payment from the drop-down list to view

:ianal;; 5. 09 TRAVELTEAM1
Category Actual
Scheduled Partial Payment: SPP #1: 07/29/09 - 08427709 j LODGING : 57,605.00
MEIE : 53,537.00
Scheduled Partial Payment Details OTHER : 50.00
Scheduled Partial Payment: SPP #1: 07/29/09 - 0B/27/09 09
TRAVELTEAM1 511,142.00 511,142.00
Alocated By: Expense Category Sub Total:
Traveler: LS Skl k]
Fizcal vear: 09 Total Allocation: $11,142.00 $11,142.00

Start Date:

End Date:

Release Date:

Current 5tatus: SCHEDULED
Calculated: 55,116.50
Amount Paid: 50.00

To Be Paid: 55,116.50

Proceed to the following page: IFrs-.isw j m

Figure 2-98: Scheduled Partial Payments Details Screen
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Chapter 2: Temporary Duty (TDY) Authorizations

2. Select the Scheduled Partial Payment drop-down list arrow and select the SPP to be viewed (Fig-
ure 2-99).

Logeed In As:  ERIC T CARSON Screen Dz 1054.1

Traveler Name: ERIC T CARSON

% Defense Travel System

A New Era of Government Travel

Document Name: ECSAMANTONIOTO72909_ADN
Document Type: Authorization

Itinerary  Travel Expenses Accounting it liiabeiEIR Wl Review/Sign

RETURN TO LIST Profile Partial Payments Advances
e he scheduled partial payment from the drop-down list to view
a 09 TRAVELTEAM1
Category Alowed
LODGING = 57,60
MEIE = 53,537.0
OTHER : 50.00 50.00
Scheduled Partial Payment: SPR £1: 07/29/09 - 08/27/09 09
TRAVELTEAM1 511,142.00 511,142.00
Alocated By: Expense Category Sub Total:
Travelsr: HAHKHHIIBT
Fiscal vear: 09 Total Allocation: 511,142.00 511,142.00
Start Date: 07/28/0%
End Date: 08/27/09
Release Date: 08/28/09
Current Status: SCHEDULED
Calculated: 55,116.50
Amount Paid: 50.00
To Be Paid: 55,116.50

Proceed to the following page:

B o |

|F| eview

Figure 2-99: Scheduled Partial Payment Drop-Down List
The screen refreshes to display the details of the selected SPP.

3. Select the Proceed to the following page drop-down list arrow (at the bottom of the screen) and
select Partial Payments.

4. Select Continue.

The Scheduled Partial Payments screen opens.

To cancel SPPs that have been scheduled but have not yet been paid or submitted for payment, select
Cancel Scheduled Partial Payments. A SPP cannot be cancelled if it has already been paid or sub-

mitted.

When acknowledgement of the payment is received from the Global Exchange (GEX) Disbursing, DTS
displays an updated status on the SPP screen as PAID.

Note: When DTS calculates SPPs, it deducts any advances that the traveler may have taken from the
total amount allowed to the traveler. The total amount of the SPPs and advances may not exceed the
total cost of the trip. This helps to prevent a traveler from owing debt to the Government.
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Chapter 2: Temporary Duty (TDY) Authorizations

2.9.3 Non-ATM Advances

A non-ATM advance is a payment that a traveler receives before trip departure. Non-ATM advances
are typically limited to travelers who do not have GTCCs. The two categories of advances are as
follows:

 ADVANCE AUTH - Up to 80 percent of should-cost
* FULL ADVANCE - Up to 100 percent of should-cost.

The AO must approve the request in the authorization before advance disbursement. For expenses
that will be incurred prior to the departure date, the AO may authorize the non-ATM advance to be paid
immediately.

Follow the below steps to request a non-ATM advance:

1. Select Additional Options from the navigation bar.

The My Profile screen opens.

2. Select Advances from the subnavigation bar.

The Advances screen opens.

3. Select from the Accounting Label, the Shared LOA, or the Cross Org LOA drop-down list the

LOA that is associated with the non-ATM advance. Only the LOA(S) selected on the Accounting
Codes screen is available for selection.
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Chapter 2: Temporary Duty (TDY) Authorizations

The maximum amount of the advance authorized displays in the Advances Summary box on the right
side of the screen (Figure 2-100).

Logged In As:  HELEHW D LOTADTMO Document Mame: EHDALLASTX080609_AD1 Screen ID: 1016.1
Traveler Hame: Eric AHPMO1 Document Type: Authorization
% Defense Travel sySlem Itinerary  Travel Expenses Accounting SEGGIELUEIREGIELEY Review /Sign
A New Era of Government Travel
RETURN TO LIST Profile Partial Payments

t the accounting Labels(s) that are associated to 07 TRAVEL

{s) for this trip. Traveler 55i: OOXATET
Start Date: 06-Aug-09 » Max Advance Detail Date: 22-Ju-08
End Date: 28-Aug-09 Type: EFT
Accounting Label: - Select to Add -- j Advance Rei 53,774.38
Shared LOA: Mo Dther Accounts Available Organization: HFMO
Cross Org LOA: Mo Other Accounts Available

Selected Hon-ATM Accounting Label

Accounting Label Wiew/Edit Remove

09 TRAVEL » view » edit » remave

Proceed to the following page: I Preview j m

Figure 2-100: Advance Screen - Amount Displayed

Note: A delay in payment to the traveler may result when using FMS LOAs as additional approval is
required outside of DTS for their use.

4. If the Advance Requested amount is acceptable, proceed to Step 6.

-OR-
Select edit in the View/Edit column if a lower amount is preferred.
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Chapter 2: Temporary Duty (TDY) Authorizations

The Edit Advance screen opens (Figure 2-101).

Togged In As:  HELEN D [DTADTRD

Traveler Mame: Eric A HPMO1

% Defense Travel System

A New Era of Government Travel

Crervmnousr

Document Name: ENDALLAS
Doecument Type:

Oslal9_AlM

Authorization

Profile Partial Payments

Mon-ATM Advances. Update the information below for the Non-ATM Advance 07 TRAVEL

payment from this accounting label

Traveler 55M:
Hon-ATHM Advance Accounting Label: 07 TRAVEL Date:
: . y Type:
Please Mote: A Red Star (*) indicates a required field.
Advance Requested:
Cate: =~
Organization:
Type: EFT -
Amaunt: |3=77‘1-3E (Max: § 3,774.38 )
=l
Remarks:
E

B e |

screen 10: 10761

Itinerary Travel Expenses Accounting GEXGISLUEIR IO Review /Sign

Advances,

edit
KHHHKOTIT

22-Jul-09

EFT

$3,774.38

HPMO

Proceed to the following pags: I Preview

Figure 2-101: Edit Advance Screen

5. Update the Amount field with the amount requested. Request must not exceed maximum allowed.

6. Select Save.

The Advances Summary refreshes. The requested amount is displayed.
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Chapter 2: Temporary Duty (TDY) Authorizations

2.9.3.1 Change an Advance Amount

After the authorization has been created, a situation may arise in which the expenses change
from the original advance request. For example, a trip may be extended or shortened. The
process for changing the advance amount depends upon whether or not the document has been
approved. If the authorization has not been approved, the traveler may change the advance
amount in DTS. If the authorization has been approved, the advance amount cannot be changed
in DTS. The process for each case follows.

If the authorization has not been approved, follow the below steps:

1. Loginto DTS and make the changes. For example, change itinerary to return a week
later.

2. Select the remove link to the right of the selected Advance LOA (Figure 2-100).

3. Select the Accounting Label drop-down list arrow and select the same LOA that was
removed.

The screen refreshes. It displays the new advance amount.

If the authorization has been approved, follow the below steps:

1. Loginto DTS and create an amendment.

2. Make the changes to expenses. For example, change itinerary to return a week later.

3. Request the increased advance amount outside of DTS, according to local business rules.
If the expense amount decreases after the advance amount has been approved, DTS will create

a DUE U.S. condition for the overpaid amount. This will occur if the amount of the advance paid to
the traveler exceeds the amount claimed on the traveler’'s voucher.

2.10 Review/Sign

The Review/Sign feature initiates the routing process for a document. Users can take certain actions such
as previewing and editing trip information and justifying any items that DTS flags before signing and
routing the document. The traveler will receive an e-mail notification when the AO approves the authoriza-
tion.
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Chapter 2: Temporary Duty (TDY) Authorizations

2.10.1 Preview Trip

The Preview Trip screen allows the traveler to confirm and edit the data on an authorization (Figure 2-
102). This screen may be used to provide comments to an AO.

TRENTIT T

T uren Fare;

Document Type: A

Minerary  Travel Expenses  Accounting  Additional C IIMM
A New Era of Governmant Travel L ¥ . i

[ e s | MW Other auths.  Pre-Audit Digital Signature

Print Document

e T mahot #21ES, CBCK 6N ENe BNk AT The leTt £o return B tAN séction. If you have no chasges proceed 5

Do mangates spit aisbursement for transportation, iodging and rentel Car expenses. Cock here for memorandum

Reterenee information

Referenc e I

Document Comments

Comments to the Approving Officiak

Comments from Ue Travel Agent: tigne

Trip Furpose

Trip Destription:
Overall Slarting Point Time Tone: EST (04}

Itinerary: Leave From: RES: MARATIAS VA

Eai Leave: Oreag-0s

Lecatian 1 - BUCKLEY AFB,CO Time Tone: MST (58]

Itinerary: Leave From
Edit TOY I TAD Locatie
Arrtvei
Leave:

Owerall End Poimt Time Zane: E57 (041

Itinerary: Leave From

=4 Return Lecaticn:

ar Trave:

Eat B

Figure 2-102: Preview Trip Screen
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Chapter 2: Temporary Duty (TDY) Authorizations

Note: The Click here for memorandum link opens a message that outlines the mandatory use of split
disbursement for military personnel. This is a reminder that travelers must use split disbursement for
transportation, lodging, and rental car expenses. AOs are reminded that all claims must be reviewed to
ensure policy compliance.

Follow the below steps to complete this screen and continue the process:

1. Select Review/Sign from the navigation bar.

The Preview Trip screen opens (Figure 2-102).

2. Complete the Reference field, if necessary. This field is for the entry of data that will allow admin-
istrators to track spending by audit case number, Budget Category Codes, legal case number, war
fighting missions, and similar information.

3. Complete the Comments to the Approving Official text box, if needed.

The Comments from the Travel Agent field displays comments that the CTO has entered for the
traveler.

4, Confirm all data.

5. Select Save And Proceed To Other Auths.

2.10.2 Other Authorizations

The DTS Other Authorizations feature is used to display and print remarks on travel documents
(Figure 2-103). When the traveler selects an item that may need further explanation to be considered
for approval (e.g., leave in conjunction with TDY, rental car other than compact, meals provided) DTS
will automatically flag it as an Other Authorization. DTS also allows travelers to add Other Authoriza-
tions manually.
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Chapter 2: Temporary Duty (TDY) Authorizations

Follow the below steps to add other authorizations to a document:

Logged In As:  ERIC T CARSON
Traveler Name: ERIC T CARSON

Crervmnrousr

The following are the
"Remarks” boxes pro

» Add Additional Authorizati

m Defense Travel System

A New Era of Government Travel

tional authorizations that were selected based on the trip details. Enter commen

Document Mame: ECBUCKLEYAFBCOB0709_AD Screen [D: 1040.1

Document Type: Authorization

Itinerary Travel

Preview ITIGINP Pre-Audit

Expenses

ons For This Trip

Other Authorizations

Accounting  Additional Options

Review /Sign

Digital Signature

Other Authorization Remarks Remaove
MON COMPACT CAR
1 AUTHORIZED FOR ENTERPR =] » remove
f07/09 TO 08 =l
Save And Proceed To Pre-Audits
Proceed to the folowing page: IFrs-ﬂ-J.:l: =l

ks to your Approving Officialin the

Figure 2-103: Other Authorizations Screen

1. Complete the Remarks field for the Other Authorizations listed.

2. Select Add Additional

Authorizations For This Trip.
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Chapter 2: Temporary Duty (TDY) Authorizations

The Other Authorizations Available list opens (Figure 2-104).

Logged In As: ERIC T CARSON Document Name: ECBUCKLEYAFBCOBOTOG9_AD Screen ID: 1025.1
Traveler Mame: ERIC T CARSON Document Type: Authorizatioen
% Defense Travel SYStem Itinerary Travel Expenses Accounting Additional Options SRR
A New Era of Government Travel
RETURN TO LIST Preview SIS EANGENP Pre-Audit Digital Signature

Following is a master list of Other Authorizations you can add to your travel authorization.

Other Authorizations Available

Select Other Authorizations

[T ABOARD LS. VESSEL
ADVERSE EFFECTS/COMMERCIAL QUARTERS
ANNUAL LEAVE OR NON-DUTY DAYS
ANNUAL TRAINING

ATM Advance Authorized

CTO FULL ASSISTAMCE REQUEST

o(fao|ja(g|o|a

CUSTOMER ID CODE (Patriot Express)

E-INVITATIOMAL (selection not alowed, reguires E-INVITATIONAL
trip)

9

ESSENTIAL UNIT MESSING

.

EXCESS BAGGAGE
- EXTRAAIR OR RAIL FARE

F6-RENEWAL AGREE LV SUPPORTING DOCUMENTS
(selection not allowed, reguires F&-REMEWAL AGREE LV trip)

|l FIELD COMDITIONS

-

Fiscal Year Funds

|l GOVT-OWNED VEHICLE AVAILABLE

Figure 2-104: Other Authorizations Available Screen
3. Check the appropriate boxes to select the other authorizations.
4. Select Add.
The Other Authorizations screen refreshes displaying the selected items.
5. Complete the Remarks field for the other authorizations listed.
6. Select Remove to remove any of the other authorizations.

Note: Some other authorizations cannot be removed manually. They can only be removed when the
triggering condition is no longer present.

7. Select Save and Proceed to Pre-Audits.

-OR-
Select Pre-Audit from the subnavigation bar.

Page 2-148 DTS Release 1.7.10.2, Document Processing Manual, Version 1.3.32, Updated 11/3/10

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



Chapter 2: Temporary Duty (TDY) Authorizations

Note: Entries in the Remarks field of any other authorizations will be printed on all forms.

2.10.3 Pre-Audit Trip

The Pre-Audit Trip screen displays any item that DTS has flagged in the document (Figure 2-105).
DTS requires the traveler to justify certain items. Examples of such items include expenses that
exceed DoD or service thresholds, or have had the method of reimbursement changed. A flagged item
does not stop one from traveling, requesting a certain expense, or obtaining lodging that is not within
the per diem rate. Appropriate comments must be entered for the item(s) that have a Justification to
Approving Official text box.

Other flagged items are merely advisory and require no action. An example of an advisory notice is an
alert that the information in the traveler’s profile differs from that which is entered on the document.

DTS automatically preaudits a document when the traveler signs it. The preaudit of a document can

also be done at any time during creation. Comments for each item requiring justification must be
entered before the authorization will route for approval.
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Chapter 2: Temporary Duty (TDY) Authorizations

rﬁ Defense Travel System Itinerary ~ Travel  Expenses  Accounting  Additional OpﬁonW
A New Era of Government Travel

| RETURN TO LIST

Below are any items that were "flagged” for this trip. You must provide comments in the "Justification to Approving Official text field for
flagged items. When you are finished, or if there are no flagged items, click "Proceed To Digital Signature.”

DoD mandates split disbursement for transportation, ledging and rental car expenses. Click here for memorandum

Travel Works

4 ltems have been Flagged in this Travel Document

1. Reason Flagged Iltem Description * Justification to Approving Official =Help=

+ MON-CONTRACT FARE + Air Fare selected is not a G5A Reason Cod
City Pair, G5A City Pair w/Capacity
Limits although cne was available at
time of selection:

A4 1339

ORD-Chicaga, IL (USA) (O'Hare Apt)
09/11/2010 - 08:10 PM

SAN-San Diego, CA (USA) (Intl. Apt)
0971142010 - 10:15 FM

G5AFare: 5256.40

Fare Selected: 50.00

Fare Price Difference: 5 -256.4

2. Reason Flagged Item Description * Justification to Approving Official zHelp:

+ HOM-CONTRACT FARE + Air Fare selected is not a G5A Reason Codes
City Pair, G3A City Pair w/Capacity
Limits although one was availabls at
time of selection:

A4 - 3705

DCA-Washington, DC (USA) (Mational
Apt}

097112010 - 06:15 PM
ORD-Chicago, IL (USA) (O'Hare Apt)
09/11/2010 - 07:20 PM

G5AFare: 5256.40

Fare Selected: S217.40

Fare Price Difference: 5 -39.0

3. Reascn Flagged ltem Description # Justification to Approving Official =Help>
+ POSSIBLE EXCESSIVE + THIS EXPEMSE EXCEEDS THE
EXPEMSE STAMDARD THRESHOLD AMOUNT -=

Excess Baggage = 75.0

The following are provided for advisory purposes only

4. Advisory Advisory Description zHelp=
+ MO ACCT CODE ASSIGNED + NO LINE OF ACCOUNTING (LOA) HAS BEEM SELECTED ON THIS DOCUMENT. THIS DOCUMENT

CAMMOT BE APPROVED UNTIL AT LEAST OME LOA HAS BEEN SELECTED AMD ALL EXPEMSES HAVE
BEEM ALLOCATED TO AW LOA.

Save And Proceed To Digital Signature |

Figure 2-105: Pre-Audit Trip Screen
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Chapter 2: Temporary Duty (TDY) Authorizations

Note: The Help link above each flagged item opens an explanation of the selected flag.
Follow the below steps to complete this screen and continue the process:

1. Complete the Justification to Approving Official text boxes. If the Reason Codes link does not
display above the text box, skip Steps 2 through 4. Resume at Step 5.

Note: Select Help for this screen to see a table of preaudit codes used in the Reason Flagged
column. This table explains why an item was flagged.

2. Select Reason Codes if the link is available.

Note: The following actions will cause the Reason Codes link to appear above the Justification to
Approving Official text box:

» Selecting a non-GSA contract fare flight on the Air Travel screen.
* Selecting E-Invitational as the Trip Type on the Trip Overview screen.
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Chapter 2: Temporary Duty (TDY) Authorizations

The Reason Codes screen opens (Figure 2-106).

Logged In As: ERIC T CARSON Doecument Mame: ECSANDIEGOCADT3109_AD1
Traveler Mame: ERIC T CARSOM Document Type: Authorization
Defense Travel System
Al G
This is a list of Pre-Audit reason codes that apply to NOM-GOVERNMENT FARE.
Pre-Audit Reason Codes For NON-GOVERNMENT FARE
Select Reason Code & Description
C1 - Does not mest mission reguirements
Scheduled contract fare flights are not available in time to mest mission
requirements or use of contract service would require the traveler to incur
unnecessary avernight ledging costs, which would increase the total cost of
the trip.

- Space on scheduled flights (including a confirmed pet space (see note)) is not
available in time to accomplish the purpose of travel, or use of contract service
would require the traveler to incur unnecessary overnight lodging costs that
would increase the cost of the trip. *Mote: When pet shipment is the
determining factor for non-use of the lower cost G5A Airling City Pairs fares,
the traveler and not the Government is respensible for costs exceeding the
most economical travel routing.

C2 - Dutside noermal werking hours
The contractors flight dule is incon t with explicit policies of

r individual Federal department and agencies where applicable to scheduls travel

during normal working hours.

le is incon th explicit policies of
individual federal departments and agen during nermal
working hours.

I C3 - Lower nen-centract fare available to the general public

r C4 - Seat not available on contract air carrier

I Ch - Used contract fare for portion of trip, but not entire trip.

r €6 - Lower Nen-contract fare on contract carrier
C7 - Traveler refused contract fare because:

{a) Airport Specified

- (b} Carrier specified
{c) Routing specified
(d) Time specified
(€) Personal reasons.

[} C8 - No cost ticket (e.g. Frequent Flyer).

- C9 - Foreign Military Service (FMS)

C10 - Rail service available an ffe

u is available and that servi ost effective and cansi

ements.
Return | Save

Screen [0t 1108.1

Authority Scurce Reference

DTR, Appendix H

00T A

JTR, Chapter C2002A,
JFTR, Chapter U3145A-4a

DTR, Appendix H

007 A

JTR, Chapter C2002A,
JFTR, Chapter U3145A-4a

DTR, Appendix H
DTR, Appendix H

DTR, Appendix H

DTR, Appendix H

DTR, Appendix H

DTR, Appendix H
DTR, Appendix H

ter 5
ter

ter U3145A-4a

Figure 2-106: Reasons Codes Screen

3. Check the Select box for the appropriate choice(s).

4. Select Save.

The Pre-Audit Trip screen refreshes with the reason displaying above the Justification to Approving

Official text box.

5. Complete the Justification to the Approving Official text boxes.
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Chapter 2: Temporary Duty (TDY) Authorizations

6. Select Save And Proceed To Digital Signature.

Note: Pre-Audit Justifications will not print if Govt + Form is selected in Form Preferences. To ensure

Pre-Audit Justifications are printed, beginning on the DTS Welcome screen, follow the below steps to

change form preferences to the default forms.

1. Selectthe Traveler Setup drop-down list and select Form Preferences.

2. Select the Default radio button for the type of travel document desired before printing. Additionally,
check the boxes next to the other item/attachments desired to be printed on the authorization or

voucher.

3. Select Save Form Defaults at bottom of the page to retain this setting.

2.10.4 Digital Signature

The final step in creating an authorization is to digitally sign the document. This begins the routing
process. Follow the below steps to apply a digital signature to an authorization:

1. Select Digital Signature from the subnavigation bar.
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Chapter 2: Temporary Duty (TDY) Authorizations

The Digital Signature screen opens (Figure 2-107).

Logged In As:  ERIC T CARSON Decument Name: ECSANDIEGOCADT3109_AD1 Screen [D: 1059.1
Traveler Mame: ERIC T CARSOM Document Type: Authorization
‘% Defense Travel 5yslem Itinerary Travel Expenses Accounting Additional Options SEEHENIEN]
A New Era of Government Travel
RETURN TO LIST Preview Other Auths. Pre-Audit Digital Signature

Click below to stamp and submit this trip autherization for routing and approval. By submitting you are legally signing this document.

Document Action
Submit this
SIGNED Vl
document as:
Routing List: csD -
Additional ;I
Remarks: transpertation related

[
authorized by your AD.
Submit Completed Document

Pending Routing Actions

Awaiting Status Change To By Level

SIGHED ERIC T CARSON 0
Document History

Status Date Time Name Remarks

CREATED 07721409 10:39PM EDT | ERIC T CARSONM

Reasons for Audit Failures

Proceed to the following page: I Preview vl m

Figure 2-107: Digital Signature Screen

2. (Optional) Select the Routing List drop-down list arrow and select a routing list, if the document
requires a routing list that is different from the one selected.

A message displays to inform the traveler that the document must be stamped SIGNED to initiate the
new routing list.

3. Select OK.
4. Select the Submit this document as drop-down list arrow and select SIGNED.
5. Complete the Additional Remarks field (optional).

The remarks entered will be maintained in the Document History section of the screen. They serve as
a record for the creation or change made to the document.

Note: If at any point in the document history the authorization failed a DTS audit, the reason for failure
may be viewed by selecting the View Reasons for Audit Failures link.
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Chapter 2: Temporary Duty (TDY) Authorizations

6. Select Submit Completed Document.

If the traveler has made a hotel or rental car reservation, and the traveler’s profile contains no valid
GTCC (or the traveler has not previously entered personal credit card information), DTS displays the
below pop-up message (Figure 2-108):

Your travel document does notinclude either an individual Government travel charge card or a valid personal charge card. In order
to guarantee hotel and/or special rental car arrangements, you can elect te provide a perscnal charge card number that will be
passed to the CTO by DTS to allow hotel and/or special rental car arrangements to be guraranteed. Do you wish to provide this
information?

Mumber :

Expires @

Enter Charge Card Data | Sign Without Charge Card |

Figure 2-108: Initial Prompt for Personal Charge Card Data

If Sign Without Charge Card is selected, the below pop-up message displays stating that hotel and
special rental car arrangements may not be guaranteed. The traveler may enter charge card data or
continue signing the document without credit card information (Figure 2-109).

Your hotel and/or special rental car arrangements may not be guaranteed. You may need to contact the CTO directly, which may
resultin a higher travel agent fee. If yvou do not have either a Government travel charge card or a personal charge card, you will
have to contact the CTO directly to arrange for a payment method to guarantee your hotel and/or special rental car arrangements.
Do you wish to continue and signing process without providing personal charge card infomation?

Mumber @
Expires :
Enter Charge Card Data | Continue Signing |
Figure 2-109: Sign Without Personal Charge Card Data
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Chapter 2: Temporary Duty (TDY) Authorizations

If Enter Charge Card Data is selected, the window refreshes. It displays text boxes in which to enter
the personal credit card number and expiration date (Figure 2-110).

Your travel document does notinclude either an individual Government travel charge card or a valid persenal charge card. In order
to guarantee hotel andfor special rental car arrangements, you can elect to provide a personal charge card number that will be
passed to the CTO by DTS to allew hotel and/or special rental car arrangements to be guraranteed. Do you wish to provide this
information?

Number : I
Expires : I '

save Charge Card Data | Discard Charge Card Data |

Figure 2-110: Enter Personal Charge Card Data
7. Complete the Number field with the personal credit card number.

8. Complete the Expires field with the credit card expiration date (MM/DD/YY) or use the calendar
icon.

9. Select Save Charge Card Data.

If Discard Charge Card Data is selected, any credit card data entered will be deleted from the docu-
ment.

Once saved, the following message will display:

If this travel is cancelled, you must cancel the travel arrangements with the CTO in
sufficient time to ensure no cancellation fee is charged to your personal credit card.

The following changes will occur once Save Charge Card Data is selected:

» The personal credit card information will be included in the Passenger Name Record (PNR) to the
CTO to indicate this as a form of payment and guarantee of arrangements

» The method of reimbursement for hotel and rental car will indicate Personal

» The last four digits of the personal credit card will be display in the Lodging and Car Rental
screens of the authorization and voucher. These credit card data fields are viewable only for the
traveler. The traveler may update the credit card data at any time.
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Chapter 2: Temporary Duty (TDY) Authorizations

The Choose Signing Certificate screen opens if more than one certificate is available (Figure 2-111).

You have more than one certificate. Please select the cormect certificate,

~ Certificate List:

| Diescripkion
|cn=Carsnna.Chr|s.A.QUDIJEID?Z';lé,uu=u5A,w=PKl.au=DuD, o=U.5. Government,c=U5
ler=Carsonc.Enic, T.9000007223, ou=U5A, 0u=FKl, cu=DoD,0=10.5, Governmenk,c=1135

Cerbficate Detalls:

Subject: lcn= Carzon, Chriz 2. Q000026721 , cu=050, 0u=PKI,ou=DoD,0=01.5, Government,c=
lssuer: [cn-DCID JTC CA-Z1,0u=PKLou=D00 0=U.5, Government,c=US
Serial No: [IEAC
Valid From: [2010-01-05 15:22:32
Yald To: [2013-01-05 15:22:32
Fingerprint! [01A7CI9F4DB6426D 1 FOFCDOCASEBDIEESLIZATAD

About DEsign oK Canced
| o |

Figure 2-111: Choose Signing Certificate

10. Choose the correct certificate and select OK.

The document is now signed. The Authorizations/Orders screen opens, displaying the list of existing
authorizations.

2.10.5 Make an Adjustment to an Authorization

When something in the trip is added, deleted, or changed, the authorization may need to be changed
to reflect this. This change will be in the form of an adjustment or an amendment, depending upon the
document status when the change was made.

Any change made to the document before the SIGNED stamp has been applied is simply an edit to the
document, and no routing occurs. Until the document is stamped SIGNED, the CTO cannot validate
reservations, nor will an RO be alerted to review or approve it.

An adjustment refers to a change made before the AO applies the APPROVED stamp to the docu-
ment. An amendment refers to a change made after the AO applies the APPROVED stamp to the doc-
ument.

Beginning on the DTS Welcome screen, follow the below steps to make an adjustment to an authoriza-
tion:

1. Mouse over Official Travel (or Official Travel Others if the adjustment is for another traveler).

2. Select Authorizations/Orders from the drop-down list.
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Chapter 2: Temporary Duty (TDY) Authorizations

The Authorizations/Orders screen opens. It displays a list of existing authorizations (Figure 2-112).

Togeged In As:  Kim T Carson Screen 10: T00T.1
Traveler Mame: Kim T Carson Document Type: Authorization

Defense Travel System

S

View TDY Vouchers View Local Youchers View Group Authorizations

Below is a list of your existing TDV authorizations/orders. Pleas t the function (edit, print, etc.) corresponding to the appropriate TDY
authorization/arder.
» _Create New TDY Authorization/Order + Create Trip Template
Existing TDY Authorizations/Orders
Sort by Sort by Sort by Remoave /
—— — e View/Edit = Print Amend
Document Hame Status TA Humber Trip Cancel
KCTOKYOTOJPHOT3109_AD 07/31/09 CREATED > edit » print > rEmove

KCARLINGTONCOO7 2209 _AD1 07/28/09 SIGNED it | > print | > trip cancel
KCPARISFRADTZZ0G_AD CREATED » edit » print > remove
KCORLANDOFL102908_AM 10/29/08 POS5 ACK RECEIVED OHNW4ID > view » print

Figure 2-112: Authorizations/Orders Screen
The edit link displays if the document is not yet SIGNED.
The view/edit link displays if the document is SIGNED and/or previous adjustments have been made.

3. Select view/edit for the document that needs to be adjusted.
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Chapter 2: Temporary Duty (TDY) Authorizations

The Adjustments screen opens (Figure 2-113).

Logeed In As:  Kim T Carson Document Name: KCARLINGTONCOO72E09_ADM Screen [D: 1003.1

Traveler Mame: Kim T Carson Document Type: Authorization

Defense Travel System

AlenBeiGaemmentier! S

Adjustments
be further adju

ve been made to this document. Select one of the document versions listed below. Only the current version (marked by *) may
d or routed. Al other document versions are only "VIEW™.

Print All Print Current and Approved Versions Print Document History
View/Edit Print Type Level Date Time Adjustor
» print ADJUSTMENT 2 07f21/09 2302 Kim T Carson
» print ORIGINAL 1 07 /20409 1304 Kim T Carson
Return to Document List |

Figure 2-113: Adjustments Screen
The view/edit link opens the most recent document.
The view link(s) opens a previously adjusted version of the document.

The buttons above the list of adjustments create a printable, text-only formatted document in a new
browser window. The buttons are described below.

Print All. Lists all of the adjusted documents (starting with the most recent).

Print Current and Approved Versions. Lists the most recent version of the document and any other
versions approved by the AO. If the current document is the same as the approved version, then only
the approved version displays. If the document has not been approved, the most recent version of the
document displays.

Print Document History. Lists the Document History table that displays on the authorization's Digital
Signature screen, for each version of the document.

4. Select view/edit.
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The View-Only window opens (Figure 2-114).

Logged In As: Kim T Carson Document Name: KCARLINGTOMNCOOT2E09_AD1 Screen 10: 1008.1
Traveler Name: Kim T Carson Document Type: Authorization

Defense Travel System

Aewtrmetcoenmentire S

Click OK to open this travel decument. If you uncheck VIEW-0OMLY, you will be prompted for signature
to go into adjustment for the document.

Open Document VIEW-OMLY: |7

OK | Cancel |

Figure 2-114: View-Only Window
5. Clear the check from the Open Document VIEW-ONLY box.
6. Select OK.
The Choose Signing Certificate screen opens if more than one certificate is available.

7. Choose the correct certificate and select OK.
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The Preview Trip screen opens with a message informing the traveler that if any changes are made to
reservations or to the method of reimbursement, the SIGNED stamp must be applied for those

changes to take effect (Figure 2-115).

Togged In As:  Fam T Carson Document Hame: RCARLTNG TONC 007 2000 _A01 SCreen 10: 106045
Traveler Name: Kim T Carson Document Type: Authorization

P rreview 4 Other Auths, Pre-Audit

DOther Authorizations.

DoD mandates split disbursement for transportation, lodging and rental car expenses. Click here for memorandum

Windows Internet Explorer

Reference:

@ Defense Travel System [tinerary ~ Travel Expenses  Accounting  Additional OpﬁonM
A New Era of Government Travel

Print Document

Review the details for this trip below. To make edits, click on the links at the left to return to that section. If you have no changes proceed to

Xl

Reference Informi 1 Any changes or additions in reservations or method of reimbursements (MOR) must be stamped SIGMED to kransmit o the CTO
LY

Document Comments

Comments to the Approving Official:

Figure 2-115: Preview Trip Screen with Warning Message

The Print Document button near the top of the screen opens a text-only version of the document in a

separate window.

8. Select OK to acknowledge the reminder.

9. Select any of the edit links to edit details about the associated expenses and reservations.

10. Select the appropriate tab(s) on the navigation bar and the subnavigation bar to open the

screens and make changes.

11. Select Pre-Audit from the subnavigation bar.
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The Pre-Audit Trip screen opens (Figure 2-116). Enter justification for any items flagged by the
changes.

Logged In As:  Kim T Carson Document Mame: KCARLINGTOMCOO72809_AD1 screen ID: 1043.1

Traveler Mame: Kim T Carson Document Type: Authorization

"% Defense Travel System Itinerary  Travel  Expenses  Accounting  Additional OpﬁnﬂM
A New Era of Government Travel

Other Auths. Pre-Audit Digital ¢

Below are any items that were “flagged” for this trip. You must provide comments in the “Justification to Approving Official’ text field for
flagged items. When you are finished, or if there are no flagged items, click "Proceed To Digital Signature.”

Dol mandates split disbursement for transportation, lodging and rental car expenses. Click here for memorandum

Constructed Travel Worksheet

3 Items have been Flagged in this Travel Document

1. Reason Flagged Item Description * Justification to Approving Official <Help=
+ POSSIBLE EXCESSIVE + THIS EXPENSE EXCEEDS THE Government Eroperty =
EXPEMSE STAMDARD THRESHOLD AMOUNT -»=
Excess Baggage = 75.0

[ -

The following are provided for advisory purposes only

2. Advisory Advisory Description =Help>
+ FOREIGH TRAVEL + FOREIGN TRAVEL DOC. SEE DEFENSE TRAVEL ADMINISTRATOR(DTA) PERSONNEL FOR
SPECIAL PROCESSING REQUIREMENTS.
3. Advisory Advisory Description =Help:
# PERSOMAL INFO HAS # PERSOMAL PROFILE INFORMATION HAS CHAMGED FROM WHAT |5 IN THE PERMAMENT
CHANGED PROFILE. PLEASE ENSURE ALL INFORMATION IS CORRECT. -- POSITION, CIVILIAM/MILITARY,

APPROVING NAME 1, APPROVING TITLE 1, APPROVING NAME 2, APPROVING TITLE 2,
APPROVING NAME 3, APPROVING TITLE 3, APPROVING NAME 4, APPROVING TITLE 4

| Save And Proceed To Digital Signature I

Figure 2-116: Pre-Audit Trip Screen
12. Select Save And Proceed to Digital Signhature.
The Digital Signature screen opens.
13. Select the Submit this document as drop-down list and select SIGNED.
14. Complete the Additional Remarks field, if necessary.
15. Select Submit Completed Document.
The Choose Signing Certificate screen opens if more than one certificate is available.
16. Choose the correct certificate and select OK.

The Authorizations/Orders screen opens. Make sure the status of the document is SIGNED.
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2.10.6 Self-Approving Official

Travelers who have been designated as Self-Approving Officials (Self-AOs) can approve their own
authorizations, unless the authorizations have non-ATM advances or SPPs. Like other AOs, Self-AOs
apply the APPROVED stamp when the authorization reaches the final step in the routing list. Self-AOs
cannot approve their own vouchers.

Beginning on the DTS Welcome screen, Self-AOs follow the below steps to approve their authoriza-
tions:

1. Select the Click Here link in the Documents Awaiting Your Approval box.

2. Select review to the left of the name of the authorization to be approved.

The Preview Trip screen opens.

3. Review the trip information.

4. Select Proceed to Other Auths.

5. Review the other authorizations information.

6. Select Save and Proceed to Pre-Audit.

The Pre-Audit Trip screen opens.

7. Select Proceed to Digital Signature.

The Digital Signature screen opens.

8. Select the Submit this document as drop-down list arrow and select APPROVED.
9. Select Submit Completed Document.

The Choose Signing Certificate screen opens if more than one certificate is available.
10. Choose the correct certificate and select OK.

The Stamp Process screen opens (Figure 2-117). See Chapter 6 of this manual for details regarding the
Route and Review process.

| have reviewed the planned trip and have deemed the trip necessary in the interest of the Government and therefore authorize the
obligation of funds.

Cancel | Save and Continue |

Figure 2-117: Stamp Process Screen

11. Select Save and Continue.
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The Fund Authorization screen opens (Figure 2-118).

Fund Authorization

Authorization KCARLINGTONCO072809_A01 funded against:
Acc Label: 09 FMS TRAINING (DTMO-TRAINING) Budget: 09 FMS TRAINING (DTHMO-TRAINING) [Previous Budget: 398,683.00 Amount: 2,193.00

Available: 396,490.00]

Ok |

Figure 2-118: Fund Authorization Screen
12. Select Continue.

The Stamping Results screen opens (Figure 2-119).

Document Mame: KCARLINGTONCOO72809_AD
Document Type: AUTH
SEMz JOOOK4106
Desired Stamping Action: APPROVED

Actual Stamping Status: PASS - Document was stamped APPROVED
Close |

Figure 2-119: Stamping Results Screen
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2.10.7 Confirm Ticketed Reservations

Travelers should always confirm their airline tickets prior to departing for the airport. The below options
are available to confirm ticketing of air reservations:

» PNR Locator. The PNR Locator is a six-digit alpha-numeric designator that can be used to access
the PNR from a Web site provided by the reservation system or CTO. The PNR Locator can be
obtained from the CTO itinerary, CTO invoice (if available), or the DTS document. (See the Trip
Description Comments box on the Itinerary screen.)

* Review the ticketed invoice provided by the CTO. This is not a standard process. If available,
the ticketed invoice provides the actual cost of the tickets and the account to which the tickets
were charged. The invoice also includes seat assignments. The CTO may e-mail the invoice at
time of ticketing, e.g., 72 hours prior to departure.

The itinerary, seat assignments and e-ticket receipt can be obtained by entering the PNR Locator in
any of the Web sites listed below:

e Sabre - http://www.virtuallythere.com
*  Worldspan - http://www.mytripandmore.com
* Apollo - http://www.viewtrip.com

Contact the CTO if help is needed to determine which reservation system is used.

Note: Travelers should print the information and bring it with them to the airport.

2.11 Partner System-Generated Documents

A partner system is a non-DTS system that creates travel authorizations; but may not have electronic res-
ervations, accounting, voucher creation, or payment capabilities. The system does not use DTS, but has
partnered with DTS to electronically exchange data files. DTS accepts the partner system's data and then
builds a complete document that includes reservations, accounting, and voucher creation and payment.

A third-party system is a partner system that supplies the authority to travel and the funding to reimburse
the costs incurred while performing travel that is not normally within the traveler’'s organization.

The partner system exports the travel information and the traveler's information to DTS in the form of an
XML file. DTS imports the information and uses it to create an authorization shell. DTS sends an e-mail to
the traveler and DTA notifying them of the authority to travel and of the upcoming travel dates. The traveler
then logs in to DTS, completes or edits the authorization, and submits it for approval.

If the partner system makes modifications to the travel information provided to DTS, another e-mail is sent
to notify the traveler that modifications have been made or need to be made to the imported travel authori-
zation. Those modifications will display when the authorization is edited.

Section 2.11.2 provides the traveler with the steps to complete or edit the imported authorization.
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2.11.1 Partner Setting to Allow Traveler Edits
The editing (or adjusting) of an imported authorization depends on the preset value of the Allow Data
Modification setting in the Partner System setup information (See Partner Settings).

Note: This is different from the Allow Systematic LOA Modification setting, which is for updates to
LOAs, Standard Document Numbers (SDNs), and the allocation method.

If the partner setting for Allow Data Modification is set to No, then the partner system's changes to the
authorization do not overwrite the current travel authorization.

The traveler receives an e-mail stating the recommended changes that should be made to the docu-
ment. The traveler then goes into the document to make the changes manually.

Note: If the traveler has not yet accessed the imported travel authorization and changes are sent, then
the data will overwrite the current travel document.

If the partner setting for Allow Data Modification is set to Yes, then the partner system's changes to the
authorization overwrite the current travel authorization. The traveler receives an e-mail stating that
changes were made to the document. If the traveler has already signed the authorization, they will
receive an e-mail that identifies the changes that should be made to the authorization. The traveler
then accesses the document to make the changes manually.

2.11.2 Complete or Edit an Imported Authorization

Beginning on the User Welcome screen, follow the below steps to complete (edit or adjust) an
imported travel authorization:

1. Mouse over Official Travel from the menu bar.

2. Select Authorizations/Orders from the drop-down list.
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The Authorizations/Orders screen opens. A list of the traveler’s existing authorizations display (Figure

2-120).

Defense Travel System

authorization/order.

» _Create New Authorization/Order

Existing Authorizations/Orders

Sort by
Document Hame

PCHASSANDIEG OO0 01 08_ADZ-O

10/20/08
PCCAMPLEJEUNEO92208_AD1 09/22/08

PCJACKSONVILLO9Z 108_AD1

09/ 21 /08

PCHASSANDIEG OO 0+ 08_ADM -01

01/01/08

AlewrmetCoemmentie!

View Vouchers

Below is a list of your existing authorizations forders. Please select the function (edit, print, etc.) correspoending to the appropriate

» _Create Trip Template

Sort by
Status

PAY PROCESS IGNORE

SIGHED

OBLIG SUBMITTED

AUTO APPROVED

SIGNED

PAY LINK

View Local Youchers View Group Authorizations

Sort by
TA Humber

Remowve /
. Amend
Trip Cancel

View/Edit | Print

ONWOXL sview s print

= view/edit |» print | = trip cancel

OHWOTH » Wigw » print

» print | » remove

ONWOYY = i

Figure 2-120: Authorizations/Orders Screen

3. Select edit to the right of the document name to be edited (refer to the document name indicated

in the e-mail if received).
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If the partner system has included a comment to the traveler, the General Comments Acknowledge-

ment screen opens (Figure 2-121). If no comment was added, the Preview Trip screen opens (Figure
2-122).

. 2

Defense Travel System
S

IMPORTED DOCUMENT  PARTRER SETTIMGS — COMMENTS

Before continuing with the processing of this document, you must acknowledge that you have read and understand the comments provided
on this screen,

If you select "Adgree," you will be allowed to continue document processing,

If you select "Dizagree," you will be returned to your document list, and a notice will be sent to TTS9.

Comments

Students TOY to Lackland AFE but billeted on Kelly AFB must use the Lackland AFB TMO service, If an official situation arizes and one or two
rides are necessary wia Taxi to perform official duties related to the TD', it is permissible, but anything owver three reguires special
authorization prior to taking place. Member must provide non-availability statement, The cost comparison may warrant a rental vehicle or
AETC/DOPASFMAT talking directly to TMO at Lackland AFE. Ensure you request rental approval prior to the action (Taxi/Rental) taking place

| have read and understand the comments above.

hgree | Dizagree |

Figure 2-121: General Comments Acknowledgement Screen

4. The traveler selects Agree to indicate that the comments added by the partner system have been
read and understood. Selecting Disagree returns to the document list.

Note: Once the traveler has selected Agree to this comment, this screen does not appear again.
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The Preview Trip screen opens (Figure 2-122).

%Defense'rra\fel gYStem Itinerary Travel Expenses Accounting Additional Options

A New Era of Govemment Travel

IMPORTED DOCUMENT  PARTRER SETTIMGE  COMMENTS

Review/Sign

MW Other Auths.  Pre-Audit Digital Signature

Print Document

Rewiew the details for this trip below, To make edits, click on the links at the left to return to that section, If you have no changes proceed to
Other Authorizations.

Dol mandates split disbursement for transportation, lodging and rental car expenses, Click here for memorandum

Reference Information

Reference:

Document Comments

These comments were entered in the 'Trip Comments' section of the xmil file ﬂ
Comments to the Approving Official: SDM = SDM B9

SDM = MEZEE408RT 24799 LI
Comments from the Travel Agent: Mone

The use of a Government-Contracted Commercial Trawvel Office (CTO) to arrange official travel iz mandatory, If the contracted CTO is not
used to make official travel arrangements, the traveler must provide a statement in detail as to exactly why the CTO is not awailable or
otherwize not being used,

Other Trip Information

Dependent: Jodie Skywalker  Birthday: 0372275
Trip Type: Ab-ROUTIME TOY S TAD

Trip Purpose: SITE WISIT

Trip Description: SITE WISIT

Overall $tarting Point Time Zone: EST (06)

Itinerary: Leawve From: WASHIMNGTOMN, D

Edit Leawve: 07-Apr-06

Location 1 - DENVER,CO Time Zone: MST (03)

Itinerary: Leave From: WASHINGTORN, DC

Figure 2-122: Preview Trip Screen on Imported Authorization

If the partner system has sent a modification file for the authorization, the following message displays
at the top of the Preview Trip screen (Figure 2-123):
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A modification transaction from <name of Partner System> has been received and needs your atten-
tion. Click Here to view.

% Defense Travel syﬂem Itinerary Travel Expenses Accounting Additional Options SEIERENE]
A New Era of Government Travel
AW Other Auths.  Pre-Audit Digital Signature

IMPORTED DOCUMENT  PARTHER SETTINGS

Print Document

A medification transaction from DTMOA has been received and needs your attention. Click Here to view

Review the details for this trip below. To make edits, click on the links at the left to return to that section. If you have no changes proceed to
Other Authorizations.

DoD mandates split disbursement for transportation, ladging and rental car expenses. Click here for memorandum

Reference Information

Reference:

Figure 2-123: Partner System Modification Message
Note: If the partner setting for Allow Data Modification or Allow Systematic LOA Modification is set to
Yes and the traveler has not yet signed the document, then the partner system's changes to data or
LOA(s) in the document update automatically when DTS imports the data file.

5. Select the Click Here link to view the requested modifications.

Page 2-170 DTS Release 1.7.10.2, Document Processing Manual, Version 1.3.32, Updated 11/3/10

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



Chapter 2: Temporary Duty (TDY) Authorizations

The Modification Comparison screen opens (Figure 2-124).

Modification Comparison
Level Field Label Action
Document PARTMER_SWSTEM_CODE MODIFIED
TRACKIMG_MUMEER. MODIFIED
TRAMSACT [ON_SEQUEMCE MODIFIED
TRIP_EMD_DHTE MODIFIED
Document - Funding ACCOUMT _LABEL MODIFIED
EMD_CATE MODIFIED
Itinerary TOv_START_DATE MODIFIED
TOv_EMD_DATE MODIFIED
TOv_LOCATION_CITY MODIFIED
ACCEPT | REJECT |

Current Yalue

MRS

JomilMTGO4116

1z0

0672505

05 TTSLOA

06/25/05

0672505

0672505

PHILADELPHIA

Hew Value

MROWS

JomilMNTGO4118

122

063005

05 TTSLOA

0630405

06/25/05

063005

PHILADELPHIA

Figure 2-124: Modification Comparison Screen

6. Review the modifications recommended by the partner system and select Accept.

Choosing Reject returns user to the Preview Trip screen. (The traveler can print the screen if neces-

sary to make the changes.)

Note: DTS will apply LOA modifications will be applied to the amended document and reallocate
expenses on the document accordingly, whether Accept or Reject is chosen. The traveler will receive
an e-mail if any itinerary changes must be made manually. If no itinerary changes are needed, the
traveler will sign the authorization after accepting the LOA modification.
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For data modifications, the Adjustments screen opens (Figure 2-125).

Defense Travel System

B et Coen v AR

IMPORTED DOCUMERT  PARTRER SETTIMGS  COMMENTS

Adjustments have been made to this document, Select one of the document versions listed below, Cnly the current wersion imarked by **) may
be further adjusted or routed, All other document wersions are only "WIEW",

Print All Print Current and Approved Versions Print Document History
Wiew FEit Print Type Lewel Date Time Adjustor
» wiem fedit » print ADJUSTMENT z 09703705 1447 Fozzie Bear =
= wigt = print O%GINAL 1 0940905 1444 SYSTEM ADNWAMCED

Return to Document List |

Figure 2-125: Adjustments Screen
7. Select view/edit on the Adjustments screen.

The traveler manually makes the requested changes. See Section 2.11.2.1.

2.11.2.1 Edits Unique to Imported Authorizations

Only a basic itinerary and a should-cost estimate display on a partner system-generated travel
document. The traveler must use DTS to search and select air, hotel, and rental car. See Section
2.6 for instructions how to do this.

The traveler may only search for a rental car if authorized to do so. If the traveler is not authorized
a rental car, a pop-up window will inform the traveler of this if they select the Search Rental Car
Availability button (Figure 2-126).

Microsoft Internet Explorer x|

& Rental Car Mot Authorized For Date Range specified, Selection Denied

(8]%

Figure 2-126: Rental Car Not Authorized Window

The partner system can disable the registration fee expense item for some or all travel orders. In
this case, the Non-Mileage Expenses screen displays the following statement: Registration Fees
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are disabled for this order writing authority (Figure 2-127). The Registration Fees expense does

not display on the Expense Type drop-down list.

’% Defense Travel System

A New Era of Government Travel

Itinerary TraveMccouming Additional Options Review/Sign

Non-Mileage Mileage

Per Diem Entitlements Substantiating Records

IMPORTED DOCUMERT — PARTRER SETTIMGS — COMMENTS

Use this screen to enter non-mileage expenses for your travel document, Select an expense type, or, if you cannot find the appropriate
expense type, enter a description in the box provided, Select "Save Expenses" to save the expenszes to the travel document,
Reminder: CTO Fees are a reimbursable expense to the traveler when the transportation costs are charged to your Individual Government

Travel Charge Card (1BA).
Registration Fees are disabled for thiz order writing authority

Leave: 28-Oct-05 Return: 25-Mow-05

Hon-Mileage Expense #1

*Select Expensze Type: I j * Cost: SI
'°R'| *Date: |10,r28;2005

{mmSdd Ao

* Method of Reimbursement: I-- Please Select --

Figure 2-127: Non-Mileage Expenses Screen

The partner system can activate the Disable LOA Edits feature which prevents the traveler or
NDEA from making any edits to the LOA displayed on the Accounting Codes screen in the
document (Figure 2-128). This setting also disables edits to allocation methods.

If the Allow Systematic LOA Modification feature is set to Yes, the partner system can modify the
LOA(s) and allocation methods, even if the Disable LOA Edits feature is activated.

”@ Defense Travel System

A New Era of Government Travel

Accounting Codes

Trip Totals

IMPORTED DOCUMERT — PARTRER SETTIMGES  COMMENTS

Expenses allocated by Date
Below are accounting codes selected for this trip,

Start Date: 25-0ct-08

LODGIMG
End Date: 25-ploy-05 MEIE :
Accounting Label: - Mo Other dccounts, Available - From DHRAA OTHER :

04 SOMHO1PDBAD Sub
Total:

Selected Accounting Code(s)

Calculated Trip Cost:

View/Edit
A nting Label 0 izati
ccounting Label rganization Accte Code
04 DMRASL DR = wiew
04 SOMMO1PDEAD DirRbd = wienw

Itinerary  Travel Expensedditional{)ptions Review/Sign

04 SOMHO1PDBAD 25-0ct-05 to 25-Hov-05

$1,593.00
369,60
50,00

$1,962.60

$1,962.60

Figure 2-128: Accounting Codes Screen
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Page 2-174

Beginning on the Accounting Codes screen, follow the below steps to view the details of the LOA
on a travel document:

1. Select view in the View/Edit Accounting Code column.
2. Review the details that display.

3. Select Close.

2.11.2.2 Partner System Document Links

The appearance of screens within an imported travel document differ from a document created in
DTS. Imported travel documents display three links under the navigation bar in every screen of
the document:

* Imported Document

* Partner Settings
»  Comments

These links are discussed in this section.
Beginning on any screen in the document, follow the below steps to view the links.
Imported Document

The Imported Document link is used to display the trip information from the original file that was
used to generate the imported travel authorization.

1. Select Imported Document.
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The Imported Document Information screen opens for review (Figure 2-129).

2} Imported Document Information - Micr

Document Information

Document Element Value

Partner System MRS

Partner Sub-System

File Mame JAIMTGOA1 148 _1_20050909 142122, <ml
Import Date 0970972005

Tracking Mumber JonilNTG04114

Tracking Sequence 121 %
Trip Type A4-ROUTINE TDY S TAD

Trip Purpose SITE WISIT

Wariations duthorized ES

Estimated Cost $3391.00

Funding Categories for Document:
Duty Conditions for Document:

05701705 - 06/25/05 FLDC

CLOSE |

Figure 2-129: Imported Document Information Window
2. Select CLOSE.
Partner Settings
The Partner Settings link is used to open a screen that displays the partner system settings as
they were at the time the travel document was created. These settings are preset and are deter-
mined by the service or agency. They remain static throughout the document’s life cycle; they
remain in place for the document even if the partner system settings are changed. Options avail-
able to the traveler for each travel document depend on the preset values in the Partner Setup.

Beginning on any screen in the document, follow the below steps to view its partner settings:

1. Select Partner Settings.
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The Partner Settings screen opens for review (Figure 2-130).

Partner Settings

Field Description Value
Partner Syst DTMOA
Partner Sub-5

Auto Approval T
Obligation Upon Receipt hs
Bypass Budget Edits T

DTS5 Organization Hame DTMO-TRAINING
Third Party M
Create Traveler T
Bypass DTA Approval T
Overwrite Traveler ¥
Alow Changes to Non-Duty |,

Days

Bypass Reject Processing T

Accounting System Max o
Reject -
Disable LOA Edits T
Back-To-Back Orders T

Disallow Changes to
Reimbur sem Nethod

Disallow Registration Fee | M

Hard Stop Rental Car N

ion Method
the 3rd Party

N v
Authorization
Mlow Data Medification T
Notice of Usel
Notice of User Y
Acknowledgement
Insert Dynamic Routing N

CLOSE

Figure 2-130: Partner Settings Screen
2. Select CLOSE.
Comments
The Comments link is used to open a screen that displays general comments and instructions for
the traveler. This is the same information presented before the Preview Trip screen opens when a
travel edits the document. The Comments link will not display if there were no comments from the

partner system.

Beginning on any screen in the document, follow the below steps to view travel document com-
ments:

1. Select Comments.
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The General Comments to the Traveler/NDEA window opens for review (Figure 2-131).

<} General Comments to the Traveler/NDEA - Microsof. .. E|@|g|

Please Read the Comments Below

|
Students TO to Lackland AFE but billeted on Kelly 4FE must use the

Lackland &FE ThO serwice, |f an official situation arizes and ane or two

rides are necessary wia Taxi to perform official duties related to the TDY, it

is permizsible, but anything ower three reguires special authorization prior

to taking place. Member must provide non-availability statement. The cost
comparison may warrant a rental wehicle or AETC/DOPASFMAT talking

directly to TMO at Lackland 4FE. Enzure you request rental approwal prior
to the action (Taxi/Rental) taking place ‘

Figure 2-131: General Comments to the Traveler/NDEA Window

2. Select CLOSE.

2.11.3 AUTO APPROVED Stamp

The AUTO APPROVED stamp is a DTS system-generated stamp used to automatically approve an
imported authorization once it is signed. The partner system must set the Auto-Approval setting to Yes
for this functionality to be enabled.

e DTS will NOT assign the AUTO APPROVED stamp if any of the below conditions exist:

e Audit flags for travel arrangements or expenses

e Traveler or NDEA selects a non-GSA contract fare flight

* Imported record is identified with a period of Inactive Duty Training or Inactive Duty
Training Travel in the per diem duty conditions

e Document is not generated from an imported file

e Action is an amendment and the AUTO APPROVED status stamp has not been applied to
any earlier version of the authorization

 Amendment was systemically created immediately after DTS applied the APPROVED
stamp in support of the Obligation Upon Receipt

When the AUTO APPROVED stamp cannot be applied because it was not enabled or because certain
conditions exist, DTS sends the document through the assigned routing list for review and it is
stamped with the manual APPROVAL stamp.

The same actions occur when DTS applies the AUTO APPROVED stamp as when an AO applies the
APPROVED stamp. They are as follows:

e A TANUM is applied to the authorization

e The GEX accounting system is notified of the need to obligate funds

e The CTO receives a follow-on communication that authorizes the purchase of the commercial
airline tickets.

» If Bypass Budget Edits is set to Yes in the partner system settings, DTS ignores whether sufficient
funds exist in the budget and stamps the document with the AUTO APPROVED stamp.
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2.11.4 Amendments to Imported Authorizations

If the traveler needs to modify an approved imported authorization, they must create an amendment.
An amendment is created after a document is approved. An adjustment refers to a document that is
modified before approval.

The steps to create an amendment for an imported authorization are the same the steps as for a
regular authorization in DTS.

2.11.5 Cancellation of Imported Authorizations

When DTS receives and accepts a cancellation import file from the partner system, DTS determines if
the authorization meets the criteria for an automatic or manual cancellation. DTS notifies the partner
system of that determination in an export file.

Below are the criteria and procedures for automatic and manual cancellations.

2.11.5.1 Automatic Cancellation of Authorizations

When a cancellation notice is received from a partner system, DTS automatically cancels the
imported authorization when the below conditions apply:

e The cancellation is received before the trip start date
* No non-ATM advances have been paid or submitted for payment.
e Commercial reservations have not been ticketed (before the TAW date)

The below actions occur when DTS automatically cancels an imported authorization:

e The CANCELLED stamp is applied to the document

e Allreservations are cancelled

* Required financial transactions are transmitted

« DTS sends an e-mail to the traveler or NDEA with notification that the authorization has
been cancelled and that no action is required

Note: If an expense has been incurred on the cancelled authorization, the traveler must file a local
voucher.

Note: If the document has not been accessed by the traveler or NDEA and no financial transac-
tions have been transmitted (i.e., Obligation Upon Receipt), DTS will also delete the travel autho-
rization. If a traveler profile was created during the processing of the initial import data file, DTS
will retain the data and allow the traveler to complete self-registration.
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2.11.5.2 Manual Cancellation of Authorizations

The imported authorization must be cancelled manually when DTS receives a cancellation notice
from a partner system after any of the below conditions have occurred:

e Trip start date
» TAW date
» Payment or submission for payment of any non-ATM advances

The following actions occur in DTS when any of the above conditions are met:

» DTS sends an e-mail notification to the traveler or NDEA that the trip is cancelled and that
additional actions are required.

» The traveler or NDEA follows the appropriate DTS cancellation procedures. See Chapter
10 of this manual.

* The trip cancel link will appear in the Remove/Trip Cancel column on the traveler’s
Authorizations/Orders screen.

2.11.5.3 Cancellations Initiated from Within DTS

Occasionally it is necessary for a traveler to initiate the cancellation of an authorization imported
from a partner system.

If the User Can Cancel Authorizations partner setting is set to Yes the trip cancel link displays
in the Remove/Trip Cancel column on the traveler's Authorizations/Orders screen. The CAN-
CELLED stamp displays in the traveler's Submit this Document as: drop-down list (Figure 2-
132). This option allows the traveler to select the stamp and cancel the document.

% DEfEI'ISB Travel SYStem Itinerary Travel Expenses Accounting Additional Options JtEREITRIY
= A New Era of Government Travel
Preview Other Auths.  Pre-Audit Digital Signature

Click below to stamp and submit this trip authorization for routing and approwal, By submitting wou are legally signing thiz document,

Document Action

* Submit this ISIGNED vl

document as:

CAMCELLED

Routing List: f
Additional ;I The estimated
Remarks: transportation related

expenszes and actual
reimbursement may be

LI reduced if travel is
completed using a different
transportation mode than
authorized by your A0,

Figure 2-132: Traveler Stamp with CANCELLED Option Screen

Note: Yes is the default setting. If set to No, DTS will not allow a traveler to cancel a document
generated by the import process. In this case, the partner system must transmit the cancellation
to DTS via an import file.
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When a cancellation is generated within DTS for an authorization that was created by an import
file from a partner system, DTS includes a data element within the export file format that identifies
the record as being generated as a cancellation.

Note: If the document contains a CTO fee or a submitted advance or SPP, the CANCELLED
stamp will be unavailable on the Digital Signature screen. Instructions will display at the bottom of
the screen stating that the user must amend the authorization to remove all expenses except for
the following:

e CTO fee

*  Submitted advances or SPPs
»  Other unavoidable expenses

2.11.6 DTS Import/Export (Partner System) E-mails

DTS generates several different e-mails when certain transactions occur between DTS and its partner
systems. The traveler receives e-mails when new travel orders have been prepared or modified. The
DTA receives an e-mail when a new traveler’s profile requires review and update in order to travel.
The DTS generated e-mails can be found in Appendix E.

2.12 Create Authorizations for Permissive Travel

DTS provides the ability to arrange travel for Permissive TDY. Users who select the trip type C-Permissive
are not authorized reimbursement for their travel.

2.12.1 Trip Overview Initial Screen

Beginning in Section A, | am leaving from, follow the below steps to complete the fields on the Trip
Overview screen:

1. Complete the Starting Point field by selecting RESIDENCE or DUTY STATION.

Selecting either one populates the Starting Point field with the information stored in the traveler's
profile. If the starting point is other than the traveler's residence or duty station type the city

name into the Starting Point field and select Search. A pop-up window opens to select the state or
country code. The code will populate in the text box next to the city name.

2. Complete the Departing On field. Use the calendar icon or type in the date.

3. Select the Trip Type drop-down list arrow and select trip type C-Permissive.

A pop-up message informs the traveler that if in a duty status, a TDY travel authorization must be
issued. If in a leave or other non-duty status, a travel authorization is not required (Figure 2-133).

Windows Internet Explorer x|

E If the employee is in a duty status, a TD travel authorization must be issued, IF the emplovee is in a leave or other non-duty status, a travel authorization must not be
. issued,

Figure 2-133: Pop-Up for C-Permissive Trip Type
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4. Select OK.
5. Select the Trip Purpose drop-down list arrow and choose a trip purpose.
6. (Optional) Complete the Trip Description field with details about the trip.

In Section B, | will be traveling to my TDY location by, will default to Other. This selection cannot be
changed to indicate another mode of transportation (Figure 2-134).

| will be traveling to my TDY location by - (Select from the list below)

Commercial i i
X Rail Rental Car Other Time:
Air
& & o [ ISeIect 'I
(Claim Private Vehicle Transportation in Expense-Mileage. Use of Government Vehicle is non-reimbursable, show this in Expense-Mon-Mileage. )

Figure 2-134: Trip Overview Transportation Mode Other
7. Select the Time drop-down list arrow and choose the estimated time of departure.
In Section C, My TDY location is, the traveler will identify one or more locations for this trip.
8. ldentify Location 1.
The Location Tools box on the right side of the screen displays search criteria that the traveler can use

to search for the location. See Sections 2.5.1.1 through 2.5.1.5 for guidance on using these tools.
Before identifying Location 1, select one of the following buttons to search for the location in DTS:

e Location
e  State/Country - Location
e ZIP Code

e County Lookup

9. Complete the Arriving On field using the calendar icon. This is usually the date that the traveler
will arrive at their destination.

10. Complete the Departing On using the calendar icon. This is usually the date that the traveler will
leave their destination.

Section D, At this location | will need, is not active for C-Permissive travel and is grayed out.
11. Select Yes to add another location to this trip. (See Section 2.5.2 for guidance).

-OR-
Select No if there are no more locations to add to this trip.
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2.12.2 Trip Overview Screen Refreshed

After selecting No, the Trip Overview screen refreshes with new Sections C and D. These sections
now display fields in which to enter the return travel information. The traveler may continue to add TDY
locations by selecting the Add New Per Diem Location in Section B.

Section C, | am returning to is where the return destination and date are entered.

1. Complete the Ending Point field by selecting RESIDENCE or DUTY STATION.

If the ending point is a location other than the residence or duty station, type the name of the city in the

Ending Point field and select Search. A pop-up window opens from which to select the state or
country code. The code will populate in the text box next to the city name.

2. Complete the Arriving On field. Use the calendar icon to populate the field.

3. Select the Trip Duration radio button that identifies the length and needs of the trip. DTS defaults
to Multi-Day if the trip exceeds one day. The traveler may select another radio button if necessary.

Section D, | will be returning from my TDY by, defaults to Other. This selection cannot be changed to
indicate another method mode of transportation (Figure 2-134).

4. Select the Time drop-down list arrow and choose the estimated time of departure

Section E, Check this box if you have other ticketed transportation not listed above, is not active for C-
Permissive travel and is grayed out.

5. Select Save and Proceed.
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2.12.3 Trip Preview Screen

After selecting Save and Proceed on the Trip Overview screen, the Preview Trip screen will open.
This is where the traveler will complete the authorization. Comments will display in the Comments to

the Approving Official field.

Note: Selection of an LOA is not allowed for documents with a C-Permissive trip type (Figure 2-135).

Accounting Summary

Actual/Estimate Allowed
Accounting Code: 00 PERMTRAVEL Edit Accounting Code: 00 PERMTRAVEL Edit
LODGING: (0 PERMTRAVEL Sub Total:  50.00
M&IE:
Calculated Trip Cost: 50.00
00 PERMTRAVEL 5ub Total:  50.00
Calculated Trip Cost: 50.00
Document Totals
Actual/Estimate Baseline Trip View
LODGING: Calculated Trip Cost:
MEIE: 50,00
Calculated Trip Cost: 50.00

Advances and Scheduled Partial Payments Summary
Mo Advances requested.
Trip Length does not allow Scheduled Partial Payments.

Save And Proceed To Other Auths

Proceed to the folowing pags: Other Authorizations - m

Figure 2-135: Trip Preview Accounting Summary/Document Totals

1. Select Save and Proceed to Other Auths.
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An Other Authorization will appear informing the traveler that attendance is in the DoD's best interest,
but reimbursement is not authorized and that the traveler may choose not to perform the travel (Figure
2-136).

Logged In As:  Kim A Carson Document Name: KCFRAMKFURTAMOTZ509_AD1 Screen [0 10401 i
Traveler Mame: Kim T Carson Document Type: Authorization £ L
@ Defense Travel System Itinerary ~ Travel Expenses  Accounting  Additional OpﬁunM
A New Era of Government Travel
[ RETURN TO LIST | Preview Other Auths., Pra-Audit Digital Signature

The following are the tional autherizations that were selected based on the trip details. Enter comments to your Approving Official in the
"Remarks” boxes provided.

» Add Additional Authorizations For This Trip

Other Authorizations
Other Authorization Remarks Remove

a) Attendance is in the DOD's interest, but travel is at no expens
rnment and no per diem or other reimburs:
. b) Travelis at € yE quest and no
Mon-Govt Funded Permissive | accounting information the travel authorization, and
TOY ¢} The employes may choose not te perform the travel without

penalty.
-
-

Save and Proceed to Pre-Audits
Proceed to the folowing page: I Pre-Audit j m

Figure 2-136: Non-Govt Funded Permissive TDY Other Authorization
2. Add any remarks if necessary.
3. Select Save and Proceed to Pre-Audits.
4. Review any Pre-Audits that may exist and select Save and Proceed to Digital Signhature.
5. Complete the authorization by digitally signing it. See Section 2.10.4, Steps 2 through 6.
Note: DTS provides the ability to process a voucher for this trip type. The voucher may be used to

report the duty status of the traveler and/or serve as an indicator for any leave that should be charged
when the number of authorized days was exceeded.

2.13 Accession Travel

Travel from the traveler's home of record or a Military Entrance Processing Station (MEPS) to a basic
training organization is referred to as Accession Travel. Accession Travel is generally one-way and com-
pleted within 12 hours or less.
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