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About This Guide



This Instructor Guide for Distance Learning Classes will enable you to instruct the participants on one specific topic using a live instructor web based training application. The significant features of this guide are as follows:

· It provides references to the slide numbers of the PowerPoint presentation prepared to accompany this unit.  Slides should be used as the content delivery method for this class.

· It provides approximate time duration for each section. However, the time duration may vary depending on the length of discussions and questions that participants might have on a particular section. 

· It provides suggestions on when to use the online highlighting tools.

· This material was designed to be delivered using web conferencing software. This guide does not provide detailed instructions on how to set up or manage any web conferencing software.  Instructors are expected to secure this information and skill set independent of this document.  

· For purposes of this manual, the following assumptions are made:
· VoiP (Voice over Internet Protocol) is being used 
· Chat and highlighting tools are available
· Instructor computers are properly configured
· Session is created prior to class start time
· A quiet/private delivery space is being used 
· The invitation to attend has been distributed or posted
· Support material is available to participants
· The instructor is familiar with the course material
· The instructor is experienced with the software
· Evaluation tools are available for distribution 
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	             2 Hours



· Review the script, and slides associated with this unit to ensure you are thoroughly familiar with the information to be delivered. Slide numbers are referenced throughout the guide to enable easy coordination of the script with the slides at an appropriate pace.  

· Secure a technical assistant or co-instructor for the session.  This person should monitor and respond to participant questions. 

· Conduct at least one live practice, with your co-instructor.

· Ensure you have appropriate teaching conditions and equipment:
· Quiet room with minimal background noise
· Newer model computer with high speed Internet access
· Headset with microphone
· Web camera (optional)
· Web conference software user name and password
· DTS soft certificate and password for EWTS*** access
· PowerPoint slides for this unit
· Website link(s) for this unit 
· Web conference URL; access instructions
· Help Desk telephone number(s) 
· Notepad and pen

· Check software and hardware:  
· Computer works properly with web conference software
· Software is configured and tested for audio and/or video
· Headset is plugged into the computer and works
· Volume control on the headset and computer are properly set
· Web camera is placed for best visual of instructor
· Participant to instructor chat room/communication mode is working
· Instructor chat room is available
· Highlighting tools open and work as expected
· Welcome slide includes class name
· Slides and script are the most current version
· Slides are properly attached to the session
· EWTS is up and running before class starts (if appropriate)











EXPLANATION OF HIGHLIGHT ICONS & SYMBOLS:
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Highlight Icon: Indicates to instructor and co-instructor specifically what needs to be highlighted on the each slide within the PowerPoint presentation supporting this class. Also includes directions on the color of highlight symbols to be applied.


Highlight Symbols:
Indicates to instructor and co-instructor which specific highlight symbol to apply to a portion of a presentation slide.  Symbols will usually be a stars, arrows, check marks, and/or boxes. Placement also indicates exactly when to apply the symbol within the text.

Complex Sequence Notes:
When highlights must be applied in a specific flow or complex pattern, each point will be indicated with a sequential number.





INSTRUCTOR ROLES:
	[image: Alert_Icon][image: Alert_Icon]
	
The co-instructor is typically responsible for the following:
· Accepting participants into the class 
· Guiding participants to technical assistance information
· Executing slide changes for the instructor
· Highlighting slides for the instructor
· Responding to participant questions
· Passing content question to the instructor or a SME during class
· As appropriate, collecting participant email addresses for distribution of supplemental information or responses to unique questions after class
· Ensuring any unanswered class questions are distributed to SMEs and responses are sent to participants in a timely manner
· Ensuring any requested supplemental information is distributed to participants in a timely manner 

The instructor is typically responsible for the following:
· Ensuring class starts and ends on time
· Ensuring slides and script associated are the most current version
· Ensuring slides are properly attached to the web conference
· Ensuring any web links are properly entered and working
· Ensuring the evaluation card is distributed at the close of class




Opening the Class
	[bookmark: _Toc208984063][bookmark: _Toc233794799]
Welcome                                                         15 Minutes pre-class start time



Display:  
	[image: ppt_icon]
	Slide1: Welcome to PLOT
 

	




NOTE TO INSTRUCTORS ONLY
	[image: Alert_Icon]
	
When this material is delivered via web conferencing software that depends on VOIP (Voice over Internet Protocol), it is important to do a sound check before starting the script.

Stop and ask participants if they can hear you clearly, pause and give participants time to respond, and then proceed with the class.




Welcome participants:
	[image: discussion_icon1]
	
Hello, my name is (insert name), and I will be your instructor today

Also on the line today is (insert name), who will be monitoring the chat box and dealing with technical details.

Welcome to T-215, Personal Leave with Official Travel  or PLOT
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	Slide 2: Topic, Target Audience, Pre-Requisites

	




   Highlight:
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	· Stamp a star on each bullet as it is reviewed.



Ensure all participants have signed into the appropriate class:
	[image: ][image: ][image: ][image: ][image: ][image: ][image: discussion_icon1]
	

This class is T-215 PLOT and the content will cover the basics of how to combine official and personal travel when using DTS. 
  
The content is most appropriate for travelers, individuals who make travel arrangements and/or anyone who reviews and approves travel documents for travelers using DTS. 
  
The session is approximately 60 minutes long. 
  
Before attending this class, all participants should have previously attended distance learning class T-101 Document Processing Authorizations or equivalent DTS training or have some hands on experience with DTS.  
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	Slide 3: Technical Issues?

	



   
   Highlight:
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	· Stamp a star or check on each point as it is reviewed.




Explain:
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This class is provided by the Defense Travel Management Office and delivered with the DOD approved Defense Connect Online software.

 If you experience poor audio, slow changing screens, or connection issues, please take corrective action on your own. 

 First, exit the class, and close all other software browsers open on your computer; then re-enter class. 

 If the problem continues, contact your local IT support team and ask for help configuring your computer to work with DCO.

 Or call the DISA/DCO Help Desk; their number always appears in the corner of the classroom screen.
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Slide 4:  Attendance Credit

	




 Highlight:
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· Draw a box around “Guest” and login name area. 




 Explain: 
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To receive proof of attendance for this or any other DTMO distance learning class; always select the GUEST option on the login screen and enter your full name and Service or Agency initials.

Attendance is manually credited to eligible participants 1-2 weeks after class.

Print your certificate by going to the My Completed tab in TraX.

Class login information must match training registration information or credit cannot be awarded.

If you did not provide complete information at entry today, please do so now by using the chat box.
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	Slide 5: Communicating In Class

	
 (
2
) (
1
)


   
    Highlight:
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	· Draw a box around the icon with the raised hand.
· Draw a box around the chat box text entry area.



    Explain:
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For those who are new to our program, participant microphones are turned off during class, so please do not select your microphone icon.

There are however two options for communicating with our team today. 

First, everyone has a “raise the hand” icon, in the lower left corner of the screen. 

Please go there now, and send me a message of your choice, then look at the attendance box to confirm your action.

	[image: Alert_Icon]
	
INSTRUCTOR NOTE: Pause to give participants time to act, then insert a brief personal comment thanking them for their actions before returning to the script.  Remove all icons before advancing. 
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You can also ask questions at any point by using the chat pod.

(Insert co-instructor first name) and I will make every effort to quickly respond to your questions.

When this is not possible, we will email the response after class.
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Objectives & Definitions                                                    3 Minutes
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	Slide 6: Training Objectives 


	[image: ]



Highlight:
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	·  Stamp a star or check on each bullet as it is reviewed.



Explain:  
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By the end of this lesson you should understand and be familiar with:

The legal basis behind taking personal leave with official travel which is commonly referred to as PLOT,

Some of the most important terms used when discussing PLOT,

How to incorporate PLOT into an authorization, including how your transportation entitlements are affected, and finally

How to identify on your voucher that you have used PLOT.
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	Slide 7: Legal Basis
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	·  Stamp a star or check on each bullet as it is reviewed.



Explain:  
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According to the Joint Federal Travel Regulations / Joint Travel Regulations, as a government traveler, with your authorizing official’s (AO’s) approval, you may combine leave and/or personal travel with your official travel.

There are, of course, rules you must follow when you do so:

You must not use government-contracted air fares or use your government travel charge card (GTCC) to pay for leisure travel.

You must use the CTO to arrange all official travel.

You must not claim reimbursement for any extra transportation or extra per diem costs created by your leisure travel.
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 Key Terms & Definitions
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	Slide 8: Official vs. Unofficial Days


	




Highlight:
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	·  Stamp a star or check on each bullet as it is reviewed.



Explain:
	[image: ][image: ][image: ][image: discussion_icon1]
	
Before I can begin to discuss PLOT, I must define a few key terms. 

The first two terms are official and unofficial status.

As a traveler, you are in an official status on days you are on duty at the TDY location and you are on allowable travel days. 

You are in an unofficial status for all other days that you are away from your permanent duty station.

The types of unofficial status include:

Annual leave – this is by far the most common type of unofficial status. It is the status I will be using in all examples today.




CONTINUED NEXT PAGE
Continue slide 8:
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DTS will correctly indicate your entitlements while you are on leave, but DTS cannot be used to gain leave approval.

All leave requests must be processed outside DTS.

Non-duty day – This second type of unofficial status applies to civilians only, and is used to indicate the civilian’s scheduled days off (e.g., weekend days), when those days are not integral to the TDY.

Duty day – This unofficial status designation applies to military members only and generally requires the issuance of a pass by the member’s chain of command.
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	Slide 9: Allowable Travel Days
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	·  Stamp stars on each bullet point as soon as the slide appears.



Explain: 
	[image: ][image: ][image: ][image: ][image: discussion_icon1]
	
The next term you need to understand is allowable travel days.

This term is used to determine the number of travel days that a traveler is in an official status.

Transportation mode determines the number of allowable travel days.

When flying commercial air, a traveler is entitled to one day when flying within the continental United States or within a single area outside the continental United States (e.g., Europe).

When driving a POC, a rental car, or a government vehicle, a traveler is entitled to one day for each 400 miles of driving distance if the AO has approved the trip as advantageous to the government.

But, if the AO approves the trip as convenient for the traveler, then the allowance is one day.

For all other modes of transportation, travelers are entitled to scheduled departure and arrival times as printed on the ticket.  
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	Slide 10: PLOT vs. LICWO


	




Highlight:
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	·  Stamp a star or check on each bullet as it is reviewed.



Explain:  
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Before moving on, I’d like to quickly introduce the concept of “leisure in conjunction with official travel” or LICWO, and review how it differs from PLOT.

PLOT is a term used to describe travel that combines official and unofficial days on a single TDY trip.

PLOT does not necessarily involve any additional travel arrangements.

For example, if you go TDY to Boston, and stay in Boston while on leave, you do not need additional travel arrangements.

LICWO is a type of PLOT that does involve extra travel arrangements because leave and TDY occur at different locations. 





CONTINUED NEXT PAGE

Continue slide 10:
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For example, let’s say you go TDY to Dallas then take leave in Chicago before heading home.

In this situation, DoD is obligated to pay for a round trip between your PDS and Dallas, but you need to fly from your PDS to Dallas to Chicago then home again.

Processing LICWO in DTS is a very complex matter. 

In fact, not all CTOs are allowed to process LICWO arrangements; so check your local business rules or ask your CTO before requesting assistance with LICWO travel.

In this lesson, I will show you how to create one authorization using PLOT without LICWO, which is quite simple. 

And I will explain, in the simplest manner possible, how to build an authorization which includes PLOT with LICWO.
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 Authorization with PLOT
	
	14 Minutes
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	Slide 11: PLOT: Itinerary Dates


	




Highlight:
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	·  Stamp a star or check on each bullet as it is reviewed.



Explain:  
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The first authorization I am going to build will include PLOT without LICWO.

To keep things simple, I will only reference the example as PLOT.

My first step is to create the itinerary, and enter my overall trip dates and TDY location dates.

Today, I am creating an itinerary for a TDY to Boston for the dates of March 1 to 15; and I am taking leave in Boston March 16 to 30.

Since I will be taking my leave in Boston, my overall trip dates and TDY location dates will be the same, so I need to enter the following:

· Date departing PDS – 01 March
· Date arriving in Boston – 01 March
· Date departing from Boston – 30 March, and
· Date arriving home – 30 March
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	[image: ppt_icon]
	Slide 12: PLOT: Create Itinerary (To of Page)
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Highlight:
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	1.  Draw a box around “Departing On” date; Section A.
2.  Draw a box around “Arriving On” date; Section C.
3.  Draw a box around “Departing On” date; Section C.
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This screen shot shows the first itinerary creation screen in DTS.

As you can see, I have entered:

My overall trip departure date as 01 March,

My arrival date in Boston as 01 March, and

My departure date from Boston as 30 March.

At this point I also should enter a comment to the AO in the Trip Description area explaining the situation. 

This is not required, but it is a good idea.
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	Slide 13: PLOT: Create Itinerary, Page 2


	




Highlight:
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	·  Draw a box around the “Arriving On” date; Section C.



Explain:  
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On the second screen of the itinerary creation process, DTS asks me to identify the date I will be returning; which is 30 March.

I have now entered my trip dates to reflect:

· Departing my PDS and arriving in Boston on 01 March

· Departing Boston and arriving home on 30 March
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	Slide 14: PLOT: Official Flight Reservations


	




Highlight:
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	·  Stamp a star or check on each bullet as it is reviewed.



Explain:  
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Next, I have to make the reservations for my official air travel.

Since the government is already paying for a round trip flight to Boston, I am able to use the default search criteria, as if I were not taking any leave.

It doesn’t matter at all if I will be taking my leave before, during, or after my TDY.
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 Rental Cars & Lodging with PLOT
	
	12 Minutes
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	Slide 15: PLOT: Rental Car & Lodging Reservations


	




Highlight:
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	·  Stamp a star or check on each bullet as it is reviewed.



Explain:
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In some instances, the DoD Financial Management Regulation, or DoDFMR, allows a traveler to charge rental cars and lodging on PLOT days to a GTCC, although service or agency rules may differ. 

Therefore all travelers should know their local business rules.
 
Remember, even if you are allowed to use your GTCC to pay for rental cars and hotels on unofficial days, you will only be reimbursed for charges made while conducting official business.
 
When making reservations for official days, the usual reservations rules apply. 

That is, both rental car reservations and lodging reservations should be made through the CTO.



CONTINUED NEXT PAGE

Continue slide 15:
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When making rental car reservations, one special rule must be observe; and the rule is that you may only obligate funds to pay for the rental on your official days.

In other words, in DTS you may only reserve rental cars for your official days. 

If you require a rental car for any unofficial days, you must contact the CTO or rental car agency outside DTS to make those arrangements.

Making lodging reservations is much simpler because you may reserve a hotel through DTS for the entirety of your stay. 

That’s because DTS will calculate the correct hotel reimbursement when you enter your leave dates; which I’ll cover later in this lesson.
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	Slide 16: PLOT: Modified Rental Car Search
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Highlight:
	[image: MCj04348290000[1]]
	1.  Draw a box around the “Pick-Up Date” box and calendar.
2.  Draw a box around the “Drop-Off Date” box and calendar.
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Remember, I must only reserve my rental car through DTS for my official days.

Therefore, when searching for my rental car, I must modify my search so that DTS only requests a reservation for 01 March to 15 March, which are my only official TDY days.

If I required the use of a rental car while on leave from 16 March through 29 March, I would contact the CTO or rental car company directly to extend my reservation dates. 

And I must also inform them that this is a personal rental period, not an official rental period.

This is important since standard government-contracted insurance coverage will not cover me while I am in an unofficial status.

As I said before, in certain circumstances, the DoDFMR allows you to pay for your unofficial days with a GTCC, but of course, you will not be reimbursed for those days when you file your voucher.
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	Slide 17: PLOT: Modified Lodging Search
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Highlight:
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	1.  Draw a box around the “Modify Search” default days.
2.  Draw a box around the “Rental Car” days.
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On the other hand, when searching for a hotel, I do not need to modify the default search results which are visible on the left side of the screen.

I can validate the dates by comparing them to my rental car dates as seen in the green summary section at the top of the screen.

And that is really all there is to selecting reservations in an authorization including PLOT without LICWO.

After making all my reservations, the steps for completing the authorization are the same regardless of whether the trip includes LICWO or not. 
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	Slide 18: QUESTIONS


	




TRAINER NOTE:
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It is important to stop at this point to see if participants have any significant questions regarding PLOT without LIWCO.

In order to give participants time to formulate their questions, this brief break includes an optional poll.

If questions are asked, the instructor must monitor the total time available to complete the class in order not to exceed the total allocated class time.




Explain:
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Before I move on I would like to stop to see if there are any questions regarding what I have reviewed to this point.

If you have questions, please enter them into the chat box now.

And while I wait I am pushing out a simple poll to test your new knowledge of PLOT.




CONTINUED NEXT PAGE


Participant Poll:
	
	
Select one question; create the poll before class starts for distribution at this point.

1. True or False: It’s OK to reserve a rental car in DTS for official and personal TDY days.
CORRECT RESPONSE: FALSE

2. True or False: It’s OK to use DTS to book a hotel room for the official and personal TDY days 
CORRECT RESPONSE: TRUE

As soon as the results are evident, confirm the correct response and congratulate the group for paying attention.





Continue slide 18:
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Select one question; create the poll before class starts for distribution at this point.

1. True or False: It’s OK to reserve a rental car in DTS for official and personal TDY days.
CORRECT RESPONSE: FALSE

2. True or False: It’s OK to use DTS to book a hotel room for the official and personal days 
CORRECT RESPONSE: TRUE

As soon as the results are evident, confirm the correct response and congratulate the group for paying attention.
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 LICWO 
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	Slide 19: LICWO: Itinerary Dates
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Highlight:
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	1.  Stamp a star or check on each bullet as it is reviewed.
2.  Draw a box around both “TDY #1” lines.
3.  Draw a box around both “TDY #2” lines.



Explain:  
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Next I will briefly discuss creating an authorization that includes PLOT with LICWO.  

This process is much more complicated, it requires the assistance of your CTO, and it may not be supported by your organization at all.

For this reason, you must check your local business rules to see whether the CTO is allowed to assist the LICWO travel arrangements before you start the process.

When creating an authorization in DTS that includes PLOT with LICWO, which I will only reference as LICWO, the first step is to create my itinerary as if my leave location is an actual TDY location. 
 
Obviously, I’ll have to identify my leave dates in the system later.



CONTINUED NEXT PAGE

Continue slide 19:
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In this example, I am going to take leave in Dallas, TX from 01-15 March.

Then I’m going TDY to Chicago, IL from 16-30 March, meaning that I need to create a 2-location TDY trip.

My overall trip dates, including leave, are 01-30 March.

My first TDY location is Dallas, TX and I will be there on leave from 01-15 March.

Note that since my official travel day to Chicago is 16 March, I’ll enter that date in my itinerary as my departure date from Dallas.

And my second TDY location is Chicago, IL, where I will be on official TDY duty from 16-30 March; including travel days.
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	Slide 20: LICWO: Create Itinerary (Top -Page 1)
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Highlight:
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	1.  Draw a box around “Departure Date”; Section A.
2.  Draw a box around “Arriving On” and “Departing On” dates; Section C.
3.  Draw a box around the “Trip Description” box.
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This slide shows the top half of the first DTS itinerary creation screen.

As you can see, I have entered:
My overall trip departure date as 01 March,

My arrival date in Dallas as 01 March, and my departure date from Dallas as 16 March.

Notice that although my leave ends on 15 March, my official travel day to Chicago is 16 March, so I have entered that date in the Departing on block.

I have also entered a comment to the AO in the Trip Description area explaining the situation.

Entering an explanation to the AO is not required, but it’s always wise to let my AO know what I intend to do on a trip.
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	Slide 21: LICWO: Create Itinerary, Page 1 (Bottom)
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	1.  Draw a box around “Rental Car” and “Lodging” check boxes.
2.  Draw a box around the “Yes” button.
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This slide shows the bottom half of the same screen.

Since I will be on leave in Dallas, I must not make rental car reservations in DTS, because doing so would obligate official funds for an unofficial expenditure. 

Since this is not allowed, I left that checkbox empty.

On the other hand, as I explained earlier, I can use DTS to reserve my hotel in Dallas, since I will tell the system that I will be on leave on those days. 

Doing so will allow  DTS to zero out my lodging reimbursement while I am on leave, so no funds will be incorrectly obligated.

Now, since I must enter my second location, I will click Yes as if I were traveling to another TDY location.
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	Slide 22: LICWO: Create Itinerary, Page 1 (Refresh)
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Highlight:
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	1. Draw a box around “Section C”
2. Draw a box around “Arriving On” and “Departing On” dates.
3. Draw a box around the check boxes in Section D.
4. Draw a box around “No”.
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This screen shot shows the bottom half of the first itinerary creation page after it has refreshed.

Notice that my visit to Dallas on 01-16 March has been saved in Section C.

Next I  entered the following information for my TDY to Chicago:
· My arrival date is 16 March, and
· My departure date is 30 March.

Next, since this is my official TDY stop, I can use DTS to book both my rental car and lodging, so I have checked both boxes.

And finally, after making sure I entered all my information correctly, I will finish creating my itinerary by selecting “No”; indicating I have no more TDY locations to identify on this itinerary.
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In Section B on Page 2 of the itinerary creation page, my locations and dates have been summed up as:

· Dallas, TX—arriving 01 Mar, departing 16 Mar
· Chicago, IL—arriving 16 Mar, departing 30 Mar

This is correct, so I can proceed without editing this information further. 

In Section C, I am asked to identify the date I will be returning to my PDS, and I have entered 30 March.

Finally, to finish creating my itinerary, I need to click Save and Proceed at the bottom of the screen.
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Remember what I said earlier—“Processing LICWO in DTS is a very complex matter.” 

The primary rule to remember when creating flight reservations is that you must follow the established procedures as outlined in your local business rules.

And more important, remember some CTOs have contracts that do not allow them process LICWO flights. 

Even if your CTO can assist you with LICWO flights, you may not book any unofficial flights in the reservation module, which means that most, or in some cases all, of your flights will be booked outside DTS.




CONTINUED NEXT PAGE
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Another consideration is that unofficial flights will replace at least one leg of your official flight.

For example, if you fly to a leave location and then go to your TDY location instead of going directly to your TDY location.

I should also point out that since most of your flights will be booked outside the reservations module, you will not receive reimbursement for your official flight costs unless you find another way to enter those costs into DTS.

The CTO will have to inform you, outside of DTS, of the full cost of each official flight for reimbursement purposes.

You will then have to manually enter your official costs through the Other Transportation tab.
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In order to enter the cost of your official flights into DTS, first navigate to the Travel > Other Transportation screen.

In the left column, you will find the ADD Ticket Information functionality.

Use the functionality on this page to enter the cost of the official flights as returned by the CTO.

Do not enter any personal costs incurred by the LICWO travel, such as extra fees charged by the CTO or additional airport fees.

This will allow you to be reimbursed for the cost of your official flights, even if you have to arrange all flights outside DTS; which is highly likely.
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Any rental car reservations I make for the LICWO portion of my trip must be done outside DTS, and must not appear in DTS at all.

The reason for this is that the DoDFMR does not allow me to charge rental car expenses to my GTCC if my official and unofficial days will be taken at different locations. I am also not allowed to obligate official funds for unofficial charges.

Therefore, just as I reviewed while talking about PLOT, when making rental car reservations in DTS, I have to modify my search criteria to only make reservations for my official days.

Since I demonstrated the rental car modification procedures when discussing PLOT, I will not do so again now.

It is easier to make lodging reservations, as DTS will correctly zero out my lodging entitlement when I enter my leave dates, which I will do on the next slide.

And I can’t stress enough that you will only be reimbursed for official travel-related expenses; that said I’ll move on to show you how to enter leave dates.

	[bookmark: _Toc233794804]
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From here forward, the steps for completing an authorization are the same for all PLOT trips, whether LICWO was used or not, although a trip with LICWO is what I’m using as the example today.

This screen shot shows my Per Diem Entitlements page before I update my leave status.  

You can see that all my trip dates, including both the official portion of my TDY and my leave dates are listed on the left.

Unfortunately, I am currently getting Lodging and M&IE for all days, including the days I will be on leave.

Since this is not correct, I need to input my leave dates into DTS.

 I will begin that procedure by selecting the edit link next to the date my leave will begin (01 Mar in this example).

This opens the Per Diem Entitlements Details screen.
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In the first section of the Per Diem Entitlements Details screen, I will select the Values apply through date that identifies the last date I will be on leave which is 15 Mar.

Next, at the bottom of the page in the Other Per Diem Entitlements section, I will select the radio button next to Leave.

Note that if you are a civilian traveler, you will also have to enter the number of hours of leave to be taken; and if you take fewer than 8 hours leave you will receive full per diem for that day.

 Military members will not be able to change the number of hours taken.

Note that if the “Non-Duty Day” or “Duty Day” designation applied to my unofficial days, I would have selected that radio button instead.

When I click Save These Entitlements, the Per Diem Entitlements screen displays the updates I have just completed.
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You can see that the code for annual leave, which is ALVE, now appears for all dates from 01 to 15 Mar.

Because I told DTS when I will be on leave, the system has also zeroed out my Lodging and M&IE entitlements.

And DTS has switched my official travel day to 16 Mar.

This is correct, so everyone will be happy and I will be reimbursed appropriately.
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I’m almost done with the authorization, but there are still a few little details that must be addressed.

First, I would be well advised, though it’s not mandatory, to enter comments to the AO on the Trip Summary page within the Review/Sign module, to explain the details of my LICWO travel, and the fact that I have been in contact with the CTO.

When the CTO finishes making the travel reservations, they will be in touch; and although exactly how they get in touch may vary, some things will always happen:

· DTS will display only the official travel

· I will pay any extra cost to obtain the LICWO tickets directly to the CTO and 

· If the TDY is cancelled and my LICWO flight is non-refundable, I will not be reimbursed for the cost of that flight.
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And so, we move on to the voucher portion of the class, which will be very short.

As always, when you create your voucher, it will reflect the same information as you entered in your authorization.

If your leave plans change, you must change your voucher to indicate the correct leave days before submitting it to the AO for approval.

You must also be very careful to make sure that any days that are not official TDY days or approved travel days are carried in a non-per diem status such as: leave, duty day, or non-duty day.
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	In order for your AO to approve the voucher, you must ensure that you have only requested reimbursement for expenses incurred while you were on official duty.

When it comes to transportation costs, you are only reimbursed for costs that were authorized to get you to and from the TDY location.

Any other transportation costs, such as travel to/from a leave location, are your responsibility and you should not claim them or mention them on the voucher.

Remember to attach all required receipts to your voucher: that is, all lodging receipts and any receipts for expenses $75 and over.

Most transportation and hotel expenses will be expensive enough to require a receipt; just remember entering reservations in DTS does not eliminate the need to provide a receipt.

Your CTO should provide you with a paper receipt for your official air travel or make one available electronically when they ticket the trip. 

If they do not, you can always get one directly from the airline when you check in for your flight.

And finally, if you used a POC you will only be reimbursed for mileage accrued during your official travel.
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To wrap things up, let’s look at a few of the key points from the class starting with the fact that there is a legal basis for PLOT and it is authorized in both the JFTR and the JTR.

When dealing with PLOT you must understand which days can be counted as official vs. unofficial.

The days you are on duty while TDY and any authorized travel days are considered official days for which you can be reimbursed.

All other days associated with your trip are defined as unofficial days.

PLOT involves taking leave in conjunction with a TDY and LICWO involves extra transportation arrangements made to support any non-official portion of a PLOT trip.

It is not appropriate to use DTS to make rental car reservations for any personal TDY days; but you can use DTS to make lodging reservations that include personal days.

And finally, LICWO can be complicated and some CTOs have contract that do not permit the processing of reservations with LICWO flights.
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This concludes our class, which means the closing lobby is about to open.
Audio broadcasting stops.
Chat box remains available for questions.
Lobby stays open for an hour.
We monitor the chat for 15 minutes; or until all questions are answered.

Your feedback is an important part of our continuous improvement plan.

Please help us by completing the evaluations provided.

When the closing lobby opens you will have access to:
Class slides with notes for download and local use
Links to the DTMO website and TraX
Links to class related resources

In addition to these live instructor classes, you can also use TraX to find:
WBTs or Web Based Training modules for on demand learning
On demand demonstration videos on various topics
FAQs or Frequently Asked Questions on a wide range of topics.
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Display:
	[image: ppt_icon]
	Slide 35: Thank You 

	




Highlight:
	[image: MCj04348290000[1]]
	·  No highlights needed.



Explain:
	[image: discussion_icon1]
	
We appreciate your attendance today and we hope the class material is helpful. 

A three month schedule of upcoming distance learning classes can be found on the website in the Training Resources Center. 
  
Thank you and have a great day! 
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This class is covers the basics of how to combine official and personal travel in DTS.

 

This class is intended for travelers or anyone who makes travel arrangements and/or anyone who reviews and approves travel documents for travelers in DTS.

 

The session is approximately 60 minutes long.

 

The training pre-requisite for participation in this session is:

T-101 Document Processing Authorizations 

OR

Equivalent DTS training or experience 
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According to the Joint Federal Travel Regulation / Joint Travel Regulation, as a government traveler, with your authorizing official’s (AO’s) approval, you may combine leave and/or personal travel with your official travel.

 

There are, of course, rules you must follow when you do so:

 

You must not use government-contracted air fares or use your government travel charge card (GTCC) to pay for leisure travel.

 

You must use the CTO to arrange all official travel.

 

You must not claim reimbursement for any extra transportation or extra per diem costs created by your leisure travel.
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o
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
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o
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o

Overall trip end date (arriving PDS): 30 March
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

CTO will return cost of official travel for reimbursement



May have to enter official travel cost on Other Trans. tab
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From here forward, the steps for completing an authorization are the same for all PLOT trips, whether LICWO was used or not, although a trip with LICWO is what I’m using as the example today.

 

This screen shot shows my Per Diem Entitlements page before I update my leave status.  

 

You can see that all my trip dates, including both the official portion of my TDY and my leave dates are listed on the left.

 

Unfortunately, I am currently getting Lodging and M&IE for all days, including the days I will be on leave.

 

Since this is not correct, I need to input my leave dates into DTS.

 

 I will begin that procedure by selecting the edit link next to the date my leave will begin (01 Mar in this example).

 

This opens the Per Diem Entitlements Details screen.
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
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o

DTS only displays official travel

o

Traveler pays CTO for LICWO tickets/costs

o

If TDY cancelled, and LICWO flight non-

refundable; traveler is not reimbursed.
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PLOT & LICWO: Finalize Authorization

Traveler makes comments to AO

CTO finishes reservations

CTO notifies traveler 



At this point:

DTS only displays official travel

Traveler pays CTO for LICWO tickets/costs
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I’m almost done with the authorization, but there are still a few little details that must be addressed. First, I would be well advised, though it’s not mandatory, to enter comments to the AO on the Trip Summary page within the Review/Sign module, to explain the details of my LICWO travel, and the fact that I have been in contact with the CTO.

 

When the CTO finishes making the travel reservations, they will be in touch; and although exactly how they get in touch may vary, some things will always happen:

 DTS will display only the official travel
I will pay any extra cost to obtain the LICWO tickets directly to the CTO and 
If the TDY is cancelled and my LICWO flight is non-refundable, I will not be reimbursed for the cost of that flight.
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Authorization indicated planned PLOT

o

Update voucher as necessary

o

Ensure days beyond TDY and authorized

travel days are in non per diem status
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o

Only official cost indicated in voucher



Ensures correct reimbursement 

(or CBA reconciliation)

o

Electronically attach CTO-provided 

itinerary / receipt

o

If POC was used, only mileage 

for official travel is reimbursed
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o

PLOT  has a legal basis - JFTR/JTR

o

Official vs. Unofficial days

o

PLOT vs. LICWO

o

Rental car vs. lodging  reservations

o

LICWO in DTS is complex

o

Some CTOs can not assist with LICWO


Microsoft_Office_PowerPoint_Slide32.sldx
Summary

PLOT  has a legal basis - JFTR/JTR



Official vs. Unofficial days



PLOT vs. LICWO



Rental car vs. lodging  reservations
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To wrap things up, let’s look at a few of the key points from the class starting with the fact that there is a legal basis for PLOT and it is authorized in both the JFTR and the JTR. When dealing with PLOT you must understand which days  can be counted as official vs. unofficial. The days you are on duty while TDY and any authorized travel days are considered official days for which you can be reimbursed. All other days associated with your trip are defined as unofficial days.

 

PLOT involves taking leave in conjunction with a TDY and LICWO involves extra transportation arrangements made to support any non-official portion of a PLOT trip. It is not appropriate to use DTS to make rental car reservations for any personal TDY days; but you can use DTS to make lodging reservations that include personal days.

 

And finally, LICWO can be complicated and some CTOs have contract that do not permit the processing of reservations with LICWO flights.
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Lobby set-up:

o

Instructor audio turned off

o

Questions answered for 15 minutes

o

Lobby stays open 60 minutes

Please help us evaluate:

o

Complete 3 polls in the lobby

o

Fill out ICE card when it opens

Use the lobby resources:

o

Download class slides

o

Use links to DTMO website & TRAX

CLASS CLOSING LOBBY
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Lobby set-up:

	Instructor audio turned off

	Questions answered for 15 minutes

	Lobby stays open 60 minutes



Please help us evaluate:

  Complete 3 polls in the lobby

  Fill out ICE card when it opens



Use the lobby resources:

	Download class slides

	Use links to DTMO website & TRAX

CLASS CLOSING LOBBY
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2 Guastions ansuered for 15 minutes
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THANK YOU FOR ATTENDING 

DISTANCE LEARNING

For a three month schedule of 

DTMO distance learning classes

Go to the 

DTMO Website > Training Resources Center
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THANK YOU FOR ATTENDING DISTANCE LEARNING

For a three month schedule of 

DTMO distance learning classes

Go to the 

DTMO Website > Training Resources Center
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