CHAPTER 12: ROA AND ROA ADMINISTRATION

Read-Only Access (ROA) is a feature that allow users to see information, but does not allow any changes
to be made. ROA Administration is used to assign roles and access to users. ROA is not regulated by per-
mission level or organization access.

This chapter covers the following topics:

12.1 ROA Roles and AdmINISIrAtioN ........cueeeievvieeiiiieeiiiieeeseiee s sreeesssbeeesssreeesssreeesssreneeeas 12-1
12.1.1 View INVOiCces USING ROA .........cco it 12-3
12.1.2 View Trip Data USing ROA ..ot 12-6

12.1.2.1 SaMPIE ROA SCIEENS ....c.veveeveerrestesieiieseestesteeseeseestesresreessessesseaseeses 12-13

12.2 ROA Administration and the DTA Maintenance ToOol .........ccocceeveieiciieeieciiee e, 12-18
12.2.1 Create a NEW ROA USEI ....uvieiiiiiciiiiiiie et sseetaviee e s esbevees e e s sesareeesee e 12-19
12.2.2 MOdiTy ROA USEI ACCESS......ccueiveeeieaiiaieseesieiisie st st sse e s 12-23
12.2.3 Delete @ USEI'S ROA .......c.ooeeiceiie ettt seet ettt e s et e e s eaeaessaeesssbensesnees 12-25

12.1 ROA Roles and Administration

There are three ROA roles in DTS; each role reflects a different level of use:

e User — This individual has access to Trip and Invoice data for the organization which they have access
to. May view authorizations, vouchers, local vouchers and Centrally Billed Account (CBA) invoices
that have been delivered by the CCV.

* ROA Administrator — This individual has access to an organization and any suborganizations. May
add, modify, and delete ROA users. The ROA Administrator grants ROA access to a user.

e System Administrator — This individual adds ROA Administrators to the ROA module access list and
grants them access to an organization and any suborganizations. May add, modify, or delete other Sys-
tem Administrators, ROA Administrators, and users.

ROA users may access the following two features through the ROA Module:

« Invoices — View charge card vendor (CCV) invoices (Section 1.2.1.1).
* Trips — View information on travel documents (Section 12.1.2).

ROA Administrators may access the ROA Administration feature through the DTA Maintenance Tool
located under the Administrative menu bar (Section 12.2).

The System Administrator role is currently held by the Defense Travel Management Office (DTMO).
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Chapter 12: ROA and ROA Administration

Users who have ROA access will see ROA on the menu bar of the Welcome screen (Figure 12-1). Users
can view trip data and invoices for their organizations. The default setting includes suborganizations, but
the ROA administrator can limit the user’s access to a single organization or suborganization.

Defense Travel System

A New Era of Government Travel

Official Travel W| Official Travel - Others W Traveler Setup ¥||Reports ¥ | Administrative " CEA DT

Documents Awaiting Your |Trip ! lick Here

My Signed Documents

Welcome HELEN D LDTADTMO
Organization:  HPMO
Org Access: (Al

Current Departure
Group Access: (Al Pocument Hame Status Date Type
Permission: 0,1,2,3,4,5,6,7,8,9 Ma documents found.
Message Center
Check here for messages,
Back to Tap

Figure 12-1: DTS Welcome Screen
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Chapter 12: ROA and ROA Administration

12.1.1 View Invoices Using ROA

Beginning on the User Welcome screen (Figure 12-1), follow the below steps to search for invoices to
review:

1.

Mouse over ROA in the menu bar and select Invoices.

The Read Only Access — Invoices Search screen opens (Figure 12-2).

Defense Travel System ¢ [iote: Tuesday, March 24, 2009 10:22:41 AM

Read Only Access - Invoices

4 User Mame: Helen D Carson
= Crganization: HRA-DTMO

Search
Search For: Organization | D AT777700 h
Traveler Last Name: (20 characters)
*CBA. Transaction Accourt #: | 4614260000000004 %
CCV Invoice #: (13 diggit=) Search
TANUM: (1B characters) :Ta::nsét::e
Ticket #: (up to 30 characters) R

Woucher # & characters)

A€ Invoice Date Range: From: |03/10/2008 |28 # ) 1ar (0372472009 | 28] # | (cick Calenciary

Report Type: | Invoice Surmmary »

Invaice Type (CBAKCCY): | Both »

6.

Figure 12-2: Read Only Access — Invoices Screen — Search

Complete the desired search criteria fields in the top section of the screen.
Click the calendar icon to limit search results by date range.

Click the Report Type drop-down list arrow and select the type of report:
* Invoice Summary

e Transaction Summary

e Transaction Detail

Click the Invoice Type (CBA/CCV) drop-down list arrow and select the type of invoice(s) to
include in the report.

Click Search.

The results format depends on the Report Type selected from the drop-down list.
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Chapter 12: ROA and ROA Administration

If the user selected Invoice Summary, the Invoice Summary displays (Figure 12-3).

Read Only Access - Invoices
Uszer Mame: Helen D Carson
Croganization: HRA-DTRO
Defense Travel System  FUn Dater Tuesday, March 24, 2009 10:31:14 AM
Invoice Summary
1-50f12 >
COV Invoice # 102285170854 Invoice Transactions: Quartity Amourt
Invoice Created: 0372452008 Total 2 (§121.00)
Invaice Period End: 03/24/2008 Matched: 2 ($121.00)
DTS Received: 0372452008 Unmatched o $0.00
DTS Reconciled: 05/03:2008 Dizputed. a $0.00
CBa Transaction
Accournt # 461426000000000A Suspenced a $0.00
CBA Prompt Pay Start: 03/27/2008 Invoice Status: Carried Cver
SOV Invoice 1022551708585 Invoice Transactions: Quartity Amount
Invoice Created: 037252008 Tatal a $0.00
Invoice Period End: 03/25/2008 Matched: a $0.00
DTS Received: 03/25/2008 Unmatched, a $0.00
DTS Reconciled: 044112008 Dispurted: o $0.00
CB& Transaction
Lecourt # 461426000000000A Suspencled. a $0.00
CBA Prompt Pay Start: 03/27/2008 Invoice Status;,  Archive Submitted
COY Invioice # 0016415000022 Invoice Transactions: CQuartity Amourt
Invoice Crested: 03272008 Tatal 3 $2,607.50
Invaice Period End: 03/26/2008 Matched: 3 $2,607.50
DTS Receivec: 0372702008 Unmatched: o $0.00
DTS Reconciled: 03272005 Dizputed. a $0.00
CBa Transaction
Accournt # 4614260000000004 Suspenced a $0.00
CBA Prompt Pey Start: 030272008 Invoice Status:  Archive Accepted
OV Invoice & 0016415000023 Invoice Transactions: Quantity Amount
Invoice Created: 0472872008 Tatal 2 $1,238.50
Invoice Period Enct 04/26:2005 hiatched. 2 $1,235.50
DTS Received: 04525/2008 Unmatched: a $0.00
DTS Reconciled: 042872008 Dispurted: o $0.00
B4 Transaction
Accourt g $61426000000000A Suspencled 0 $0.00
CBA Prompt Pay Start: 04/28/2008 Invoice Status;  Archive Submitted
CCY Invoice & 0016415000024 Inyoice Transactions: Cuantity Amount
Invoice Created: 05272008 Tatal 1 $1,575.00
Invaice Period End: 05/26/2008 Matched: 1 $1,575.00
DTS Received: 05/28i2008 Unimatched, a $0.00
DTS Reconciled: 05/25/2005 Disputed. a $0.00
cBA Transa:ﬂolj 461426000000000A Suspended: 1] $0.00
Account &
CBA Prompt Pay Start: 05/27/2008 Invoice Status:  Archive Submitted
1-50112 >

Figure 12-3: Read Only Access — Invoices Screen — Invoice Summary
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Chapter 12: ROA and ROA Administration

If the user clicks on the CCV Invoice# link, the CCV Invoice displays (Figure 12-4).

23 https:Hdtsproweb. defensetravel.osd.mil - CCY Invoice - Microsoft Internet Expl... E“E|§|

CCV Invoice

CB& Certral Account ¥ 4614260000000004 CCh
Irvvoice Period Start: 03272007 Imve
Ivoice Crestion Date: Q0272007 Tran
Type Ticket # CBAAJEZ:;&TDH Trans Date Traveler Mame Reference & SCC BCC
Cr 1036009657437 461426000000000A 033002007 74486127059817000010009 840 840
Cr 1036009657437 4614260000000004 03030/2007 7448612703951700001 0009 540 340

Dr 0377828575146 461426000000000A 033002007 SMITHY/SHELLA M 24792627090246300500390 840 840
Dr (127629634030 4614260000000004 04032007 CARSONERICT  24717057094580941594042 540 840
Dr 0377829634105 4614260000000004 n4nds2007 JACKSONIAY T 247926270952469011 55828 840 840
Dr  00M7039421296 4614260000000004 041 32007 WELLSLEZAD 247170571 04581042735904 540 840
Dr DOG7041444694 4614260000000004 04r24/2007 MARTINASADIE C 24717057115581153181230 540 840

Previous Balance $1,027 .40 Mew Balance

Claze ‘window

< >
@j Done é Q Inkernet

Figure 12-4: Read Only Access — Invoices Screen — CCV Invoice

If the user selected Transaction Summary, the Transaction Summary displays (Figure 12-5).

Read Only Access - Invoices

User Mame: Helen D Carson
Organization: HRA-DTMO
Defense Travel System  [UN Dater Tuesday, March 24, 2009 1005820 AM

Transaction Summary

Invoice # 0016415000024 [ Fshesh Summay | [ MewSearch | cBa Transaction Account #4614260000000004
1210t
Transaction e Debit Traweler Name: CARSON SHELLAD Approving Official KRIS A SNITEY
Clazsification:
TANUM: 0S0T33 Traveler S3hE KHH-KH. 1111 Original Invoice # 0016415000024
Tickst # 0057342544731 Prompt Pay Start: 05/27/2005 Woucher # SEFLIMA
Ticket Amt. $1,578.00 Days since P&, Start: 80P Date: 05/28/2008

1-1at1

Figure 12-5: Read Only Access — Invoices Screen — Transaction Summary
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Chapter 12: ROA and ROA Administration

If the user selected Transaction Detail, the Transaction

Detail displays (Figure 12-6).

Read Only Access - Invoices

Lizer Mame: HELEN D CARSON
Criganization: HRA-DTHMO
Fun Date: Tuesday, March 24, 2009 11:27:35 &AM

. 3
Defense Travel System

Transaction Detail

Invoice & 0016415000024

CB& Transaction Account #:4614260000000004

1-10f1

. DEBSEE™ 7 0008"5"5" 804
© AS0007 GEBRAABC

Inwoice Period Start: 0472712008
Invoice Period End: 0:5/26/2008
Prompt Pay Start: 0572712005
Days since PPA Start: 0
“oucher # BEFILLIMA
A0P Date: 05/28/2008

CB& Transaction A614760000000004
Account #

Reference ¥ 24717055122581227509398
Conversion Rate: §1.00

-~ 3EMZ"21 000007 600 47566 2D MA0007 B

Approving Official KRI3 & SMITHY
Traveler Name: CARSON SHELLAD
Traveler SSM; Xxx-xx 1111
TANUM: DS0T39
Ticket # 0067342544731
Ticket Amt: $1,578.00

Criginal Invoice & 0016415000024

Transsction Classification: Matched Debit

1-10f1

Figure 12-6: Read Only Access - Invoices Screen - Transaction Detall

12.1.2 View Trip Data Using ROA

The Trip feature of ROA allows trip documents (originals, adjustments, and amendments) and travel-
ers’ profiles to be viewed. Users can compare the information in a trip document with the information
in the traveler’s permanent profile. All ROA roles have access to Trip.

Beginning on the Welcome screen, follow the below steps to search for trips to review:

1. Mouse over ROA in the menu bar and select Trips.

The Traveler Lookup screen opens (Figure 12-7). This

screen is used to search for the traveler whose

document is to be viewed. The user may search for a traveler using the following criteria:

Organization. The search by organization is a broad search option. This option will display all

travelers in an organization that has documents available.

is optional, but recommended when searching

Traveler SSN. This option provides a limited search and will only display the name and SSN.
Traveler Name. This search will also return a limited selection. This option will display all
travelers who have the last name that was entered in the Last Name field. The First Name field

for a traveler with a common last name. If the

full spelling of the traveler’s last name is unknown, entering the first few letters of the name
will yield results of all travelers who match the entry. When the list is displayed, the user can

select the traveler from the Search Results list
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DTS Release 1.7.1.9, DTA Manual, Version 4.4.22, Updated 3/27/09

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

Please check revision currency on tl

he Web prior to use.




Chapter 12: ROA and ROA Administration

e Travel Authorization Number (TANUM). The search by TANUM option will display the SSN
and name of traveler associated with the document.

Defense Travel System

A New Era of Government Travel _

Use the search function below to find the traveler wou wish to select.

Search By Organization

+ Qrganization: (Mone) w

-0R -

Search By Social Security Mumber

+ Traveler S5M:

-0R -

Search By Traveler Name

# Laszt Mame: | |

+ First Mame: | |

-0R -

Search By TAMUM

1 TANLM: |

Figure 12-7: Traveler Lookup Screen

2. Click the Organization drop-down list arrow and select the traveler’s organization.
g)ﬁ_plete the Traveler SSN field with the traveler’s SSN.
-Ccz)lr?r;plete the Last Name field. (The First Name field is optional.)
-C?)il-plete the TANUM field.

3. Click Search next to the field that was completed.
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Chapter 12: ROA and ROA Administration

The Traveler Lookup screen refreshes with the search results displayed on the right side (Figure 12-8).
It displays the names of any travelers who match the criteria that the user entered.

Defense Travel System

Search By Crganization

AenEmetfoennentter S

Use the search function below to find the trawveler you wish to select,

+ Qrganization: [Mone)

-0R -

Search By Social Security Mumber

# Traweler 35k:

-0R -

Search By Traveler Mame

# Last Mame: |c:arson

# Firzt Mame: |

-0R -

Search By TANUM

1 TANUM: |

Search Results for Search Criteria, Select one of

the following:

Hame S5H Select
search

Carson, Eric HEARIIT = select

Search

Figure 12-8: Traveler Lookup Screen — Search Results

4. Click select to the right of the traveler’s name and SSN.
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Chapter 12: ROA and ROA Administration

The screen refreshes (Figure 12-9). The selected traveler’s name and partially masked SSN display at
the bottom of the screen, along with four buttons at the bottom of the page to identify the type of docu-

ment the user wants to view.

Defense Travel System

Search By Crganization

AewtrasiCoemmentie!

Use the search function below to find the traveler you wish to select.

Search Results for Search Criteria. Select one of
the following:

Hame S5H Select

+ Organization: [Mane)

w Search

-0OR-

Search By Social Security Mumber

Carsan, Eric HHRHHZET » select

1 Trawveler 550

search

-0R-

Search By Traweler Mame

I Lazt Mame: |ca rEon

I First Mame: |

| Search

-0R-

Search By TAMUM

1 TAMUM:

Eelow is the traveler you selected.

Traweler Mame: Carson, Eric

Traweler S5M: HHEERZST

Authorizations fOrders |

Wouchers |

Figure 12-9: Traveler Lookup Screen - Traveler Selected

5. Select the type of document to view.
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The Document List screen opens (Figure 12-10). The buttons near the top of the screen allows the user
to view other document types for the traveler. By default, the documents are sorted by Document
Name. The user may click a column header to sort by Status or TA Number.

Defense Travel System

AewEmettoemmentier S

View Youchers View Local Vouchers View Group Authorizations

Below iz a list of your existing autharizations forders, Pleaze select the function (edit, print, etc.) corresponding to the appropriate
authorizationfarder.

» Return To ROA Traveler Lookup

Existing AuthorizationsfOrders

Sort by Sort by Sort by

Document Hame Status TA Humber View Print

ECGULFEREEZEF 121505 _A01 1215408 POS ACK RECEINVED OMZMLE »wiew | print
ECATLAMTAGA 102703 _401-01 10427408 ARCHIVE SUBMITTED OMZMPE »wiew o print
ECETRACUSEN 101908 _A01 10419408 CAMCELLED »wiew | print
ECSAMDIEGOCA101308_A01-01 10/13408 POS ACK RECEIVED OMZMDZ »wiew o print
ECKAMSASCITYM 100603 _401-01 10406403 P& PROCESS 1GNCRE OMZMPT »wiew | print
ECSAHMFRAMCISC100608_A01 10406 /08 POS ACK RECEIVED OMZLRH =wiew  »print

Figure 12-10: Authorizations / Orders Screen - Document List
6. Click print to print a hard copy of the desired document.
-OR-
Click view to see the document on the screen.

If adjustments have been made to the document, the Adjustments screen opens (Figure 12-11).
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Defense Travel System
S ]

Adjustments have been made to this document. Select one of the document versions listed below. Only the current wersion (marked by =) may
be further adjusted or routed, All other document wersions are only "WIEW",

Print All Print Current and Approved Yersions Print Document History
Wiew [Edit Print Twpe Lewel Date Time Adjustor
= wigw » print ADJUSTMENT 3 10402408 1246 HELEM O CARSON
= wign > print AMERDMENT 2 10402705 1152 Eric T Carson
> Wi » print ORIGIMAL 1 1001705 1551 Eric T Carson

Return to Document List |

Figure 12-11: Adjustments Screen

7. Click print to print a hard copy of the desired document. The user may also click one of the but-
tons above the document list to print all versions, current and approved versions and/or document
history.

-OR-
Click view to see the document on the screen.
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The Preview Trip screen opens when the view link is clicked (Figure 12-12). Use the navigation bar
and the subnavigation bar at the top of the screen to view any of the major sections of the document.

@ DEfEI‘ISE Travel SYStem Itinerary  Travel Expenses Accounting Additional Options gEusSIsraEl
A New Era of Government Travel
RETURN TO LIST AIEETY Other Auths.  Pre-Audit Digital Signature

Print Document

Rewiew the details for this trip below, When you have finished proceed to Other Authorizations.

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

Reference Information

Reference:

Document Comments

Comments to the Approving Official: Mone

Comments from the Travel Agent: Mone

The use of a Gowernment-Contracted Commercial Travel Office (CTO) to arrange official travel is mandatary, If the contracted CTO is not
uzed to make official trawvel arrangements, the traveler must provide a statement in detail as to exactly why the CTO s not available or
otherwise not being used,

Other Trip Information

Trip Type: A4-ROUTIMNE TOY S TAD
Trip Purpose: COMFEREMCE ATTERDAMCE

Trip Dezcription:
Overall $tarting Point Time Zone: EST (06)

Itinerary: Leave From: RES: STAFFCRD, WA
gt Leave: 13-0ct-08

Location 1 - SAN DIEGO,CA Time Zone: PST (09)

Itinerary: Leave From: RES: STAFFORD, WA
iew TOfTAD Location: SAM DIEGO,CA
Arrive: 13-0ct-08
Leave: 17-0ct-08

Figure 12-12: Preview Trip Screen
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12.1.2.1 Sample ROA Sc

This section shows some of the main screens that a user with ROA access may view.

reens

Chapter 12: ROA and ROA Administration

The Trip Overview screen displays an overview of the trip on the left side of the screen and a
summary of reservations on the right (Figure 12-13). Click View in the far right column of the
Trip Summary to display a screen that shows details of the selected item.

%3 Defense Travel System

A New Era of Government Travel

RETURN TO LIST

after these initial steps are complete,

Overall Starting Point Information

RES: STAFFORD , Wi
Owerall Start Date:
13-0ct-08

Qverall Ending Point Information

RES: STAFFORD , Wi
Overall End Date:
17-0ct-08

Other Trip Information

Trip Type:
AA4-ROUTIME TDY/TAD

Trip Purpose:
COMFEREMCE ATTEMDANCE

Trip Duration:

Comments for Travel Order:

Mravel Expenses Accounting Additional Options Review/Sign

Per Diem Locations

Booking Travel using the Defense Trawel System requires that you first prowide
information about your starting and ending locations (usually your home or
duty station) and your TDWFTAD Locations for per diem purposes, You will be
able to reguest bookings for transportation (g.g., air, car, rail) and lodging

12 Hours or Less =12 - 24 Hours - With Lodging
=12 - 24 Hours - Mo Lodging Multi-Day
Authorization Mumber: ONZMDZ
Authorization Date: 10/01,/2008
[mm.fddyyyy)
Trip Mumber: 1

Proceed to the following page:

Overall $tarting Point

Leave From:

Leave:

RES: STAFFORD VA
13-0ct-08

Location 1: SAH DIEGO,CA

Leave From:
TDY/TAD Loc:

RES: STAFFORD VA
SAN DIEGO,CA

Wiew

Wigw

Wiew

Wigw

Wiew

Wiem

Wigw

Arrive: 13-0ct-08
Leave: 17-0ct-08
Carrier f United Airlines Inc.
Flight: Ua)jen
ConfPMA: 1234h6
1027 - 13-0ct-08
Depart: DCA-Wazhington, DC (UISA)
(Mational Apt)
1126 - 13-0ct-08
Artive: ORD-Chicaga, IL (USA)
{CO'Hare Apt)
Carrierf United Airlines Inc.
Flight: [UA] 469
Conf/PhR: 123456
1206 - 13-0Oct-08
Depart: ORD-Chicago, IL (USA)
(C'Hare Apt)
1420 - 13-0ct-08
Arrive: SAN-5an Diego, CA (LSA)
{Int'l Apt)
Lodging: Harborwiew Inn & Suites
Confirmation: 12345675
Check-In; 13-0ct-08
Check-Out: 17-0ct-08
Overall Ending Point
Leave From: SAH DIEGO,CA
Return Lac! RES: STAFFORD, VA
Arrive: A7-0ct-08
Carrierf United Airlines Inc.
Flight: (Ua] 442
Conf/PhR: 123456
1037 - 17-0ct-08
Depart: SAN-%an Diego, CA (USA)
{Intl. Apt)
1630 - 17-0ct-08
Arrive: ORD-Chicagao, IL (USA)
[O'Hare Apt)
Carrierf United Airlines Inc.,
Flight: (LA 622
Cont/PMR 123456
1705 - 17-0ct-08
Depart: ORD-Chicaga, IL (USA)
[O'Hare Apt)
1958 - 17-0ct-08
Arrive: DCA-washington, DC (LUSA)
(Mational Apt)
Trawel - Air v

Figure 12-13: Trip Overview Screen
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The Travel Summary screen provides information about flights and other reservations such as
lodging and rental car (Figure 12-14).

% Defense Travel System Itineralﬁxpenses Accounting  Additional Options  Rewiew/Sign
A New Era of Government Travel
o)

Email thiz Itinerary  Print this [tinerary

Final Trip Itinerary |

DTS document Hame ECSANDIEGOCAT01308_A01-01
DTS Detailed Travel Rinerary for Eric T Carson DTS FCTO Confirmation: 0V2FQ4
{Please Reference this number when contacting the CT0.}
Trawel £ TOT Information:
Trip Type: AA4-ROUTINE TOY FTAD
Trip Purpose: COMFEREMCE ATTERDANCE
Trip Description:

Location - 1 3AH DIEGO,CA Time Zone: PST (09)

Leawve From: RES: STAFFORD, WA
Arrive: 13-0ct-08
Leave: 17-0ct-08
13-Oct-08
Air:
United - Flight: 611
10:27 AM DCa-washington, DC Depart: Elapsed Trawvel Time: Seat: Air Confirmation: 123456
(USA) (Mational Apt) Mon 13-Oct-08 1h 59min 17F Frequent Flyer:
11:28 AM ORD-Chicago, IL (USA) Artive: Lay-ower Time: Special Requests:
(C'Hare Apt) Mon 13-Oct-08 40min

United - Flight: 469

12:08 PM ORD-Chicago, 1L (USA) Depart: Elapsed Trawvel Time: Seat: Air Confirmation: 123456
(C'Hare dpt) Mon 13-Oct-08 4h 14min 17F Frequent Flyer:
02:20 PM 54M-5an Disgo, CA (US4) Artive: Special Requests:
(I, Apt) Mon 13-0ct-08

13-Oct-08

Lodging:

Harborview Inn & Suites
532 West Grape Phone Number: Check In: Check Qut:  Hotel Confirmation: 12345678-
SAk DIEGD CA 92101 6195233-7799 10F13008 101708  Room Type Code: H1QPR2
United States Fax Mumber: Frequent Guest:
Phone: 619,/233-7799 Special Request:
Fax:
Room: Hotel Policies:

Abd 4R CORPORATE RATE.  Cancellations not received according to hotel policy may resuit in
1 QUEEM BED' NONSMOKING  financial obligations such as cancellation penalties, For the hotel
FREE HIGH SPEED WIRELESS  cancellation policy, wisw "Additional Hotel Information” ar the property

IMTERMET ACCESS webzite,
17-Oct-08
Air:
United - Flight: 442
10:37 AM 34M-5an Disgo, Ch (USA) Depart: Elapsed Trawvel Time: Seat: Air Confirmation: 123456
{Int', Apt) Fri 17-0ct-08 3h 53min 17F Frequent Flyer:
04:30 PM ORD-Chicago, 1L (USA) Arrive: Lay-ower Time: Special Requests:
(C'Hare Apt) Fri 17-0ct-08 35min
United - Flight: 622
03:09 PM ORD-Chicago, IL (Us4) Depart: Elapzed Travel Time: Seat; Air Confirmation: 123436
(O'Hare Apt) Fri 17-Qct-08 Th 33min 17F Frequent Flyer:
07:38 PM DCA-Washington, DC Arrive: Special Requests:
(UsA) (National Apt) Fri 17-Qct-08
Proceed to the following page: Expense - Mon-Milzage L4

Figure 12-14: Travel Summary Screen
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The Non-Mileage Expenses Screen shows a summary of the trip expenses on the right side of
the screen (Figure 12-15).

% Defense Travel SFStem Itinerary TraveMr_munling Additional Options  Review/Sign
A Mew Era of Government Travel
RETURN TO LIST Non-Mileage SR Per Diem Entitlements Substantiating Records

Expense Type Date Cost ER
Uze thiz screen to view non-mileage expenses for your trawvel document,
Tolls ihighway bridge 10713408 %3.50 st
Leave: 13-0ct-03 Return: 20-Oct-08 stel
GOWCC ATH SERWICE 10714508 52,00 .
*Expense Type: Wi
FEE i
- OR- Parking - Terminal 10/17/08 53500 Wiew
. Total Expenses: 540,50
Cost: 4
* Date:
(mmdd Ay

" wethod of Reimbursement:

» wiew expense details J currency calculator

Proceed to the following page: Expense - Mileage w Continue

Figure 12-15: Non-Mileage Expenses Screen

In ROA, the Profile screen for the document enables the user to compare the traveler’s per-
sonal data contained in the document with the personal information contained in the traveler’s
personal profile (Figure 12-16). Click Compare Profile at the bottom of the screen to see the
two profiles side-by-side.
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% DEfEIISE Travel SYStem Itinerary Travel Expenses Accounting FNGGIHAGLEIRHAGLEF Review/Sign
A New Era of Government Travel
RETURN TO LIST m Partial Payments Advances
» My Preferences .
» My Additional Information Permanent P rOf] l_e
= My Aocount Information
Read only access compare, Read only access compare,
Last Mame: Carson Last Mame: Carzon
First Mame: Eric First Mame: Eric
tiddle Mame: T tiddle Mame: T
Gender: Male Gender: hale
SEM: QU7 SEM: QRREZIT
HMailing HMailing
Adddress Line 1: 1273 Willaw Street Adddress Line 1: 123 Willowy Street
dddress Line 2: Adddress Line 2:
City: Stafford City: Stafford
State: W State: Wy
Zip Code: 22312 Zip Code: 22312
Home Phane: 1111111111 Home Phane: 111111111
Email address: eric carson@site com Email address: eric.carson/@site com
Emergency Contact Emergency Contact
Emergency Contact: Duty Clerk Emergency Contact: Duty Clerk
Emergency Phone: 1111111111 Emergency Phone: 1111111111
Dependents PCE Info |
Compare Prafile |
Proceed to the following page: Previem w Continue

Figure 12-16: My Profile Screen — Compare Profile

In addition, the user may use the links at the top of the left side of the screen to compare the
traveler’s preferences, additional information, and account information in the document with
the information contained in the traveler’s personal profile. For example, if they have already
clicked Compare Profile, the permanent profile information will display. If not, Click Com-
pare Profile to view this information. Click My Account Information near the top of the
screen to see this information side-by-side. The screen displays the account information from
the document and the information from the traveler’s permanent profile (Figure 12-17).
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%ﬁ Defense Travel System Itinerary Travel Expenses Accounting GENGIRGREIRELISLILYF Review/Sign
A New Era of Government Travel
RETURN TO LIST W profile 4 Partial Payments Advances

= My Profile .
» by Preferences Permanent Profile

» My ddditional Information

Read only access compare, Read only access compare,
Lazt Mame: Carson Last Mame: Carson
First Mame: Eric First Mame: Eric
SEM: QIIRGLTT SEM: QRADEZTT
Accounting Information Accounting Information
Accounting Code: 05 DEFAULT Accounting Code:
Authorized dmt: 1] Adutharized dmt: a
Authorization Period: Autharization Period:
EFT and Credit Card Accounts EFT and Credit Card Accounts
Account Routing Expiration Account Routing Expiration
A nt Humb A nt Humb
Type ceou umber Humber Date Type ceou umber Humber Date
CHECKING 1010101010101 114000653 CHECKIMNG 1010101010104 114000653
GOWCC A242424200000000 938917044 30-Mow-12 GOWCC A242424242424242 0543536440002 31-Mhay-12

Compare Profile

Proceed to the following page: Frewiew v

Figure 12-17: My Account Information Screen — Compare Account Information
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12.2 ROA Administration and the DTA Maintenance Tool

Administrators responsible for maintaining access to ROA at their site will use the DTA Maintenance Tool.
Beginning on the DTS Welcome screen (Figure 12-18), follow the below steps to access the ROA Admin-
istration feature in the DTA Maintenance Tool:

: Defense Travel System
A New Era of Government Travel L
ogoff
Official Travel ¥ Official Travel - Others W Traveler Setup ¥ | Reports T- ROA Y cBA DMM k d
Partner System Setup
Document site Setup Admin | -=-> click Here

Welcome HELEN D LDTADTMO

Organization:  HPMO My Signec
0rg Access: (&l
Group Access: (all) Pocument i3

Permission: o,1,2,3,4,5,6,7,8,9

Site Setup Interview

Self Registration Admin

Budget ! Departure Type

Date
Route & Review

Payment Module Admin

Calculate Distance
Help Desk Utilities »>

Message Center Development Utilities »>

Check here for meszages.

Back to Top

Figure 12-18: DTS Welcome Screen

1. Mouse over Administrative on the menu bar and select DTA Maintenance Tool.

The DTA Maintenance Home page opens (Figure 12-19).

User Heme: HELEN LDTADTMO
Crganizetion Access: (Al)

Group Atcess: - (Al

Permizsion 0,1,2,3,4,5,6,7,8,9
Frun Date: March 23, 2008 - 13:27 EDT

Defense Travel System

A New Era of Government Travel

DT Home |

Screen [0 7000
Help for this Sereen | Logout

DTA Maintenance

DTA Tools:

DT Maintenance Home

<< Select an option from the DTA Tools dropdown.

Th

Home:

Organizations

me to the DTA Maintenance Tool
| provides autharized DTAs with the ability to create and modify organizations, routing lists, groups, people, and lines of

Lines of Aocounting ing (LOAS). Please select an option from the DTA Teals drapdown menu above

ccession Travel
15 Administration
aintenance Tool Permissions:

« ou have the proper permissions to edit organizations

= You have the proper permissions to edit routing lists

& ou have the praper permissions to edit groups

« You have the proper permissions to edit people

o You have the praper permissions to edit lines of accounting (LOAS)
 You have the proper permissions to edit permissions

* You have the proper permissions to access MIS

& ou have the proper permissions to access ROA,

Figure 12-19: DTA Maintenance Tool Home Page

2. Click the DTA Tools drop-down list arrow and select ROA Administration.
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The Search Existing ROA User screen opens by default (Figure 12-20).

i HELEN LDTADTMO nir 1A
Defense Travel System ey SZERHMAS UM S - s

A New Era of Government Travel m=sen 0,1,2,3,4,5,6,7,8,9 ¥
B Do e 73, 008 - 13 37 BT DTA Maintenance

Search Existing foa User | Create Mew Roa User

Search Existing Roa User * Reguired
88N *
QR
Last Marme; ©
Fuasd Narre

Figure 12-20: Search Existing ROA User Screen

12.2.1 Create a New ROA User

To create a new ROA user means to add ROA to an existing DTS user’s access. Follow the steps in
Section 12.3 to access the DTA Maintenance Tool. The Search Existing ROA User screen opens by
default (Figure 12-20). The two links in the dark blue bar enable the user to search for an existing ROA
user and create a new ROA user. Use the following steps to create a new ROA user:

1. Click Create New ROA User.

The Search New ROA User screen opens (Figure 12-21).

e HELEN LOTADTIG ¥

“@=X. Defense Travel System yidlgyy Lo DIA b | ol i Soreen | L

ot A New Era of Government Travel Parg 01,2.3,4,5,5,1,5.8 2
Frun Dol MARCR 22, 2005 « 199 EDT DTA Maintenance

Search Existing Roa User | Cresie New Ros User

Search Mew Roa User " Required

SEN "
oR
Last Mame- ™ | carsann

First MNami

Search |

Figure 12-21: Search New ROA User Screen
2. Complete the SSN field with the SSN of the DTS user to whom ROA should be granted.
-OR-
Complete the Last Name field with the last name of the DTS user to whom ROA should be
granted.

3. (Optional) If the Last Name field was used, complete the First Name field with the first name of
the DTS user to whom ROA should be granted.

4. Click Search.
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The New ROA User (Search Results) screen opens (Figure 12-22). It displays the names of DTS users
who match the search criteria.

User l\_lame HELEM LDTADTMO Screen ID: 1284 1
Defense Travel System S e Y Dlatons | Heh forhis Scresn | Lot
A New Era of Government Travel :i;\ml‘)s;:nb.ﬂg; ;H 225?5:655',5% Zh eg. gm DTA Maintenance
DTA Tools: Search Exisfing Roa User | Create New Roa User
New ROA User (Search Results)
SN
Last Mame: carsona
First Marre
Name g:E%ONA, SEN: 0002316 Organization: PTFTCARSON
Name aéEESr\?NA SEN: XR02336 Organization: PTFTCARSON
Name: EQESONA, SEN: XR(X2326 Organization: PTFTCARSON4ID
1-30f3
Figure 12-22: New ROA User (Search Results) Screen
5. Click Create next to the name of the person to whom ROA should be granted.
The Create ROA User (User Only) screen opens (Figure 12-23).
TR I
Defense Travel System plyrraliiiin: CRAMG | bR it | Lot
A New Era of Gavernmant Travel e ul:u‘n :zJ-:réb‘:rlA :m DTA Maintenance

DTA Tools: Search Existing Hon User | Craate Now Hon User

Create Roa User (User Only) * Required

Common Data

SN W335
First Name:  ERIC
Middle Initial: T
Last Namo:  CARSOMA
DOrganizstion Name:  PTFTCARSONAID
UsarAccass: | Lser ~

Orgenization Access;
{inchudes sub-orgs)

Buliect Orgariizisans

Save User || Cancel

Figure 12-23: Create ROA User (User Only) Screen
6. Click the User Access drop-down list arrow and select the type of access for the new ROA user.

7. Click Select Organizations.
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The Edit ROA User Organization Access screen opens (Figure 12-24).

Use arme: HELEN LDTADTHIO Soreen 12961
Defense Travel System g:g:’;‘ﬁg‘s’iﬂf?jﬁ) (A DIA Home | Helo for this Screen | Logout
A New Era of Government Travel Fermission 0,1, 2, 3,4, 5, 6, 7,6, 8 -

Fun Date: Match 23, 2008 - 14:41 EDT DTA Malnrenance

DTA Tools: Search Existing Roa User | Create New Roa User

Edit ROA User Organization Access

Avalable Organization Selected Grganization

Add =

== Remaove

Selection of an Organization autematically includes Sub-O1 e Sub-0 created at @
Iater date will be autematically granted. Ifyou assign an Organization fiam the list of #vailable Qrganizations on the lef, al
Sub-Organizations will be implicitly granted to the user. Sub-Organizations selected on the right side will be removed when
Organization selections are saved if the parent Organization was also selected.

Save And Continue

Figure 12-24:; Edit ROA User Organization Access Screen
8. Click the name of an organization to which the user will receive access (left side of the screen).

9. Click Add >>.

The name of the organization displays on the right side of the screen as a selected organization (Figure
12-25). Granting ROA access to a user for an organization also gives the user access to all suborgani-
zations that are associated with the organization.

User Harme: HELEN LDTADTMO Sereen IDx 12961
Defense Travel System T DA Home | Help forthis Sereen | Locout
A New Era of Government Travel Permission: 0,1,2,%,4,5,6,7,8,9 DTA Maintenance

Fun Date: March 23, 2008 - 14:41 EDT

DTA Tools: Search Existing Roa User | Create New Roa User

Edit ROA User Organization Access

Available Organization Selected Organization

DFEXANGNDT1 9P ~ DTMO
DFATTS
D65
DhZWD
DMZMDZRG

DM2MDBRG
DM2MDBRG
DM2MDBRGTBHN
DM2MDIRG

oM Ad ==
DN1100011N4 [C==Remove |
DNNAVYIINROS

DNNAVHIINROSFF

DTHMOCSD
DTHMOCSDOPS
DTMOCSDTRAINING
DTHMOHRA
DTMOHRATNG 3
DTMOHRAINTEG ¥l
Selection of an O includes Sub-0) , new Sub-0 created at a
later date will be autoratically granted. If you assign an Organization from the list of available Organizations on the left, all
Sub-Organizations will be implicitly granted to the user. Sub-Organizations selected on the right side will be removed when
QOrganization selections are saved if the parent Organization was also selected,

Save And Continde

Figure 12-25: Edit ROA User Organization Access Screen — Organization Selected

10. Repeat Steps 9 and 10 for each organization that needs to be added.
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11. If it is necessary to remove an organization from an ROA user’s access, select the organization
name from the list in the Selected Organization column on the right side of the screen, then click
Remove.

12. Click Save and Continue.

The Create ROA User screen opens with the organization name(s) displayed (Figure 12-26). Organiza-
tions may be added or removed by clicking Select Organizations and repeating the above process.

" HELEN LDTADTMO SR

% Defense Travel System T e 0 DIA b | e s s Sereen | Lmad

A New Era of Government Travel 0,1,2,3, 8,5, 5, 1,15, =
st Warch 3, 2009 - 1450 LDT DTA Maintenance

DTA Tools: Search Fxisting Roa User | Cromle New Roa User

Create Roa User (ser Oniy) " Regquied
Commaon Data

EEN:  XO000328
First Name:  ERIC
Middhe Initial: T
Lazt Name:  CARSOMNA
Organization Name:  PTFTCARSOMAID
UserAccess: | User ~
Organizalion Acciss

(inchudes sub-orgs)

‘Salet! (rganizations
Sarviz Usiser Cancel

Figure 12-26: Create ROA User (User Only) Screen — Organization Name Displayed
13. Click Save User.
-OR-
Click Cancel to exit the screen without granting access to a new ROA user.

The New ROA User (Search Results) screen opens (Figure 12-22).
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12.2.2 Modify ROA User Access

The type of access for an ROA user and the organizations to which a user has access can be modified
at any time.

1. Access the ROA Administration feature by following the steps in Section 12.2.
The Search Existing ROA User screen opens by default (Figure 12-20).

2. Complete the SSN field with the SSN of the ROA user whose access needs to be updated.
-OR-
Complete the Last Name field with the last name of the ROA user whose access needs to be
updated (Figure 12-27).

gt HELEN L DTADTMO 128
- Defense Travel System Toun Acoai A1 ULA e | el or s Sz | Lmad
B3 ANowEra of Government Travel : 0,1,2,,4,5,5,1,5,8 DTA Maintenance

L MARC 23, 00« 14055 EDT

DTA Tools: Search Existing Roa User | Creale New Roa User

Search Existing Roa User " Required

s8N *
OoR
Last Mame: ™ corson

First Narm halien

Sowen |

Figure 12-27: Search Existing ROA User — User Last Name
3. (Optional) If the Last Name field was used, complete the First Name field with the first name of
the ROA user whose access needs to be updated.
4. Click Search.

The Existing ROA User (Search Results) screen opens (Figure 12-28).

User Niame. HELEN LDTADTHO Soreen b 12800
Defense Travel System g;g:g'i‘f;:_ﬂf?:ﬁ] (Al DIAHome | Helo for this Soreen | Logout
A New Era of Government Travel Permission: 0,1,2,3,4,5,6,7,8,9 i
Fun Date: Mateh 23, 2008 - 14:58 EDT DTA Malnrenance
DTA Tools: Search Existing Roa User | Create New Roa User
Existing ROA User (Search Results)
SSN:
Last Name: carson
First Marne: helen
CARSON SSN; 00000378 Organization: TDZDTMOCSD
A e
1 Toft

Figure 12-28: Existing ROA User (Search Results) Screen

5. Click Update next to the name of the user whose access needs to be modified.
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The Update ROA User (User Only) screen opens (Figure 12-29).

User hame: HELEN LDTADTMO Sereen D 12914

DefEnSe Travel Syslem grgamermUn AW(E:F) (AN DIAHoms | Help for this Screen | Logout
roup Access: -

A New Era of Government Travel Permission: 0,1,2,3,4,5,6

DTA Maintenance

,4,5,6,7,8,9
Fun Dale: March 23, 2009 - 1502 EDT

DTA Teols: inistration Search Existing Roa User | Create New Roa User

Update ROA User (User Only) * Data Required
Common Data

SBh: X0002378
First Name:  HELEN
hiddle Initial
Last Name:  CARSON
Organization Mame:  TDZDTMOCSD
Usger Access: User W

Organization Access: ,
(includes gub-orys)
Select Organizalions
Save Changes

Figure 12-29: Update ROA User (User Only) Screen

6. If necessary, click the User Access drop-down list arrow and select the type of access to change
the access for the ROA user.

7. Forinstructions on changing an ROA user’s organization access, see Section 12.3.1, beginning
with Step 8.

8. Click Save Changes.
-OR-
Click Cancel to exit the screen without changing the user’s ROA access.

The Existing ROA User (Search Results) screen opens.
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12.2.3 Delete a User’s ROA

Deleting a user's access to ROA or ROA Administration does not remove the individual from DTS. It
only removes the access to ROA. To begin removing a user’s access, follow the below steps:

1. Follow Steps 1 through 4 in Section 12.2.2.
The Existing ROA User (Search Results) screen opens (Figure 12-28).
2. Click Remove next to the name of the user whose access needs to be deleted.

The Delete ROA User screen opens (Figure 12-30).

e 12028
DTAHome | Hedp tor this Soreen | Lodout
DTA Maintenance

armee. HELEM LUTADTME

%5, Defense Travel System Lol L]
A Now Era of Government Travel P 0,1,2,%4,56,7,89
= March 23, 2009 - 15.05 EDT

DTA Tools: Seorch Cxisting Roa User | Create New Roa User

ROL Aamiistration W

Delete Roa User

SSN:  XeeQana
First Mamie  HELEN
el Intical
Last Mame:  CARSON
Ceganization Name TOZDTMOGCSD
Organiziton Ascreis , IO
(includes sub-orgs)

Figure 12-30: Delete ROA User Screen

3. Click Delete.
-OR-
Click Cancel to cancel the removal and keep this user’s ROA intact.

The Existing ROA User (Search Results) screen opens (Figure 12-31). The user’s name is no longer

listed if Delete was clicked on the previous screen.

Hare HELEN LDTADTMO 12901
Defense Travel System Ncase StAG L5 DIAMGTE | bl forthig Eresn | Loaot
A Mew Era of Govemnment Travel f “U';‘;‘J;r;‘b‘;r;:m DTA Maintenance
DTA Tools: ‘Search Existing Hon Usar. | Craate New Hoa User

Existing ROA User (Search Results)

BEN

Last Narmm. carson

First Mame: helen

Mo matchas faund far spaciad snarch critena
Figure 12-31: Existing ROA User (Search Results) Screen
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