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CHAPTER 2: TEMPORARY DUTY (TDY) AUTHORIZATIONS

When you create a temporary duty (TDY) authorization in the Defense Travel System (DTS), the system
accesses database information that includes information from the traveler's personal profile, your
organization's budget, and Department of Defense (DoD) travel regulations.

An authorization also captures information regarding the traveler, TDY locations, should-cost estimates,
and other financial aspects of the trip, including travel-related expenses incurred prior to the first day of
travel. Automatically including this information streamlines the travel, approval, and reimbursement
processes.

This chapter covers the following topics. Unless otherwise indicated, they are all addressed from the point
of view of the traveler.

2.1 Log INto DTS ... e 2-3
22 Usingthe DTS Menu Bar . . ... ... e e 2-4
2. B PIOfile . 2-6
2.3.1 First Time User Validation. . . ....... ... ... . . . .. 2-7
2.3.2 Additional Profile and/or Government Travel Charge Card (GTCC) Validation. . . 2-7
2.4 Official Travel . . ... 2-9
2.4.1 Create an Authorization .. .......... . ... . . . i 2-9
2.4.1.1 One-Screen ltinerary Creation Process . ........................ 2-10
2.4.1.2 Two-Screen Itinerary Creation Process. . . ...............ov..... 2-12
2413 TripTemplate. . ... ... e 2-16
2.5 Official Travel - Others . . ... .. ... . . e 2-19
2.5.1 Travel Clerk/Non DTS Entry Agent (NDEA) . ........ ... ... .. ... 2-19
2.5.1.1 Create an Authorization for a Military Member or DoD Employee. . . . .. 2-19
2.5.1.2 Create an Authorization fora Dependent . ....................... 2-20
2.5.1.3 Renewal Agreement Travel (RAT). . ... .. .. 2-23
2.6 Travel. ... ..o 2-29
2.6. 1 AIrTravel. . ... 2-30
2.6.1.1 Select AirTravel .. ... ... e 2-31
2.6.1.2 Modify Search for Air Travel . .............. .. ... .. .. . ... 2-33
26.2Add Rail Travel . .. ... .. 2-35
2.6.2.1SelectRail Travel . ......... ... . . i 2-35
2.6.2.2 Modify Search for Rail Travel ................ ... ... ........... 2-35
26.3Add Rental Car . ... ... . 2-38
2.6.3.1SelectRental Car . ......... ... 2-39
2.6.3.2 Select Rental CarEnRoute (ER) . .. .......... ... ... ........... 2-40
2.6.3.3 Modify SearchforaRentalCar. .. ........... ... ... ........... 2-41
2.6.4Add LOdgiNg . . . . oot 2-43
2.6.4.18elect Lodging. . .. ... 2-44
2.6.4.1 Select Lodging. . . . .« oot 2-44
2.6.5 Cancel or Change a Reservation in the Reservation Summary Box ......... 2-47
2.6.6 Other Trans. (Other Ticketed Transportation). .. ........................ 2-49
2.6.7 Trip SUMMANY . . .o e 2-53
2.6.7.1 Payment Information. . .. ... ... ... 2-55
26.72Final Trip ltinerary . . . ... ... . . e 2-57
2.6.7.3 Email and Print the Trip Itinerary. . . .. ... .. ... .. . . . . . . ... 2-58
2.6.8 Full CTOAssistance Request. .. ....... ... ... ... .. . . ... . . ... 2-59
2.7 EXPENSES . .t 2-61
2.7.2 Mileage EXPenses. . . .. ... 2-64
2.7.2.1 Defense Table of Official Distances. .. .......................... 2-67
2.7.3 PerDiem Entitlements ... ... ... ... ... 2-67
2.7.3.1 Update Per Diem Entitlements —Lodging. . ... ................... 2-69
2.7.3.2 Update Per Diem Entitlements — Duty Conditions. . .. .............. 2-70
2.7.3.3 Update Per Diem Entitlements —Meals ......................... 2-73
2.7.3.4 Update Per Diem Entitlements - Other Per Diem Entitlements. . ... ... 2-75
2.7.3.6 Per Diem Entitlements - International Date Line (IDL) Travel . .. ... ... 2-79
2.7.4 Substantiating Records Imaging. . .. ... ... .. .. . . ... ... 2-81
2 7.4.1 Submit Substantiating Records by Fax.......................... 2-81
2.7.4.2 Submit Substantiating Records by Scanand Upload . . ............. 2-84

DTS Release 1.7.3.43, Document Processing Manual, Version 1.7.1 Updated 2/10/17 Page 2-1

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



Chapter 2: Temporary Duty (TDY) Authorizations

2.8 Accouniing Codes. . . . . . . ... ... 2-86
2.8.1 Select Multiple Accounting Codes. . . ... ... ... . i 2-87
2.8.2 Using FMS LOAs in an Authorization . . ........... .. ... ... .. ... ..... 2-88

2.9 Additional Options. . . . ... ... 2-89
291 Profile . . ... e 2-89
2.9.2 Scheduled Partial Payments (SPPs) . ....... .. .. .. .. . ... 2-98
2.9.3 NON-ATM AQVANCES . . . o oot et e e e 2-100

2.9.3.1 Change an Advance Amount. . ... ......... ... ... 2-101

210 ReVIEW/SIGN . . o o o e 2-101
2,101 Preview Trip . ..o 2-102
2.10.2 Other Authorizations . . .. ... ... .. 2-103
2.10.3 Pre-Audit Trip . . oo 2-106
2.10.4 Digital Signature . . ... ... . 2-107
2.10.5 Make an Adjustment to an Authorization. . . ........................... 2-111
2.10.6 Self-Approving Official. . . . .. ... . ... . 2-115
2.10.7 Confirm Ticketed Reservations. . . . ........ ... ... . .. 2-117

2.11 Partner System-Generated Documents . . ............... .. ... ... 2-117
2.11.2 Complete or Edit an Imported Authorization . ... ....................... 2-118

2.11.2.1 Edits Unique to Imported Authorizations . . .. ................... 2-122
2.11.2.2 Partner System Document Links. . . .......................... 2-123
211.3 Auto Approved Stamp . . .. ... e 2-124
2.11.4 Amendments to Imported Authorizations. . . .......................... 2-124
2.11.5 Cancellation of Imported Authorizations . ............................ 2-125
2.11.5.1 Automatic Cancellation of Authorizations ...................... 2-125
2.11.5.2 Manual Cancellation of Authorizations ........................ 2-125
2.11.5.3 Cancellations Initiated from Within DTS .. ..................... 2-125
2.11.6 DTS Import/Export (Partner System) Emails. . . ....................... 2-126

2.12 Create Authorizations for Permissive Travel. .. ........... .. ... .. ... .. ...... 2-126
2.12.1 Trip Overview Initial Screen . ......... ... .. . . . . ... 2-126
2.12.2 Trip Overview Screen Refreshed ... ....... ... .. .. .. ... ........... 2-128
2123 Preview Trip SCreen . . .. .. .. 2-128

Page 2-2 DTS Release 1.7.3.43, Document Processing Manual, Version 1.7.1 Updated 2/10/17

1S document 1s controlled and maintaned on the www.detensetravel.dod.mil website. Printed copies may be obsolete.

Please check revision currency on the web prior to use.



Chapter 2: Temporary Duty (TDY) Authorizations

21 LogIn to DTS

The first step in creating an authorization in DTS is to access the DTS Home page at
www.defensetravel.osd.mil.

1. Select the 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.

The Digital Signature Login window appears.

3. Enter your CAC PIN in the PIN field.

4. Select OK.

The User Welcome screen opens (Figure 2-1).

Logged In As: Eric T West Help for this screen
. Defense Travel System
Alensrmoitoemmenttioe A
Official Travel W |Official Travel - Others W Traveler Setir Administrative v
. My Signed Documents
Welcome Eric T West . " —
urren parture
Organization: DTMOCSD Pocument Name Status Date e
Org Access: EWNAVALBASECO091916 W01 SIGNED 12/07/16 WCH
Sroup Access:
Permission:
Reset Profile I
Message Center
Check here for messages.
What's New in DTS
Back to Top
Figure 2-1: User Welcome Screen
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2.2 Using the DTS Menu Bar

The blue menu bar on the User Welcome screen displays the modules you have permission to access.
Table 2-1 describes the modules that may display on the User Welcome screen, depending on your

permission levels, accesses, and assigned roles.

Table 2-1: User Welcome Screen Menu Bar

USER WELCOME SCREEN MENU BAR

MENU BAR DROP-DOWN LIST DESCRIPTION
ITEM ITEM
Official Travel Drop-down menu of options that allow you to create, view, edit, print, remove, cancel, and

amend your own travel documents.

Authorizations/Orders Creates travel documents.

Documents actual expenses and requests reimbursement of
Vouchers expenses and payment of travel allowance; created using
information contained in an authorization.

Requests reimbursement of expenses and payment of travel

Local Vouchers .
allowances while on local travel.

Group Authorization/ Creates authorizations for two or more people traveling on the
Orders same itinerary.
Official Travel- Drop-down menu of options that allow you to edit, print, remove, cancel, and amend travel
Others documents for other travelers. (Group access to the traveler is necessary.)
Authorizations/Orders Creates travel documents

Documents actual expenses and requests reimbursement of
Vouchers expenses and payment of travel allowance; created using
information contained in an authorization

Requests reimbursement of expenses and payment of travel

Local Vouchers .
allowances while on local travel.

Group Authorizations/ Creates authorizations for two or more people traveling on the
Orders same itinerary.

Displays options to change document format, change print formats, view organization routing
lists, view rates, update personal profile, and delegate signature authority.

Traveler Setup

Form Preferences Changes travel documents’ print format. (Default is a plain text

format).
Available Displays the routing lists that belong to your organization, and
Routing Lists show the Routing Officials assigned to them.

Allows Routing Officials to give their signature authority to
Delegate Authority another Routing Official in their organization. In order to access
this option, you must have permission level 2.
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Table 2-1: User Welcome Screen Menu Bar (continued)

USER WELCOME SCREEN MENU BAR

MENU BAR DROP-DOWN LIST ITEM DESCRIPTION
ITEM
Allows you to change the way the time stamps display in the
document (e.g., 24-hour clock or 12-hour clock). You may turn

User Preferences . A o
email notifications on or off. If you elect to leave the notification
off, you will not receive any email notifications from DTS.

Traveler Setup - - ]
Displays information about the rates used to calculate

Rate Lookup .
allowances in DTS.

Update Personal Profile VI?W'and edit your personal profile. Changes will not apply to
existing documents.

Reports Analyzes data and prepares reports pertaining to travel

Reports Scheduler documents that have been entered into the system.

Bl and Reporting Tool This modules houses advanced reports and report-building
tools.

Administrative Shows the functional areas that are available based on your permission levels.
Maintains partner system’s data and interface with DTS. You

Partner Svstem Setu must be a Partner System Administrator (PSA) to access this

y P functionality. See DTA Manual, Appendix F for details about
partner-system setup and roles.

Site Setup Admin Creates a site name, ropt organization, and Lead DTA (LDTA).
You must have permission level 7.

Creates Organizational DTAs (ODTAs), sub organizations, and
. . organization setup (i.e., routing lists, groups, and lines of

Site Setup Interview accounting [LOASs]). You must have permission level 6. Your
organization’s LDTA typically uses this function.

Allows any DTA to accept new personnel who have self-

Self Registration Admin registered in .thellr organizations, and assigns them permission
levels, organization access, group access, and a default routing
list.

DTA Maintenance Tool Manages your organization’s resources.

Creates and manages the organization’s budgets. You must

Budget have permission level 1 to view data and permission level 3 to
edit budgets.
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Table 2-1: User Welcome Screen Menu Bar (continued)

USER WELCOME SCREEN MENU BAR

MENU BAR DROP-DOWN LIST ITEM DESCRIPTION
ITEM

Routing Officials use this module to adjust, review, and approve

Route and Review
travel documents.

Administrative
The DoD Table of Official Distances (DTOD) is available to

Calculate Distance calculate mileage distances between official TDY locations.

Non-DTS Entry Agents (NDEASs), clerks, auditors and Centrally Billed Account (CBA)

ROA Specialists use the Read Only Access (ROA) to review documents in view-only mode.

CBA Specialists use the CBA module to reconcile credit card vendor invoices against charges
CBA R

made to the organization's CBA.
DMM Debt Management Monitors (DMMs), use this module to monitor collections from travelers

with DUE U.S. balances.

DUE US Vouchers Tracks any travel-related debts to the Government.

2.3 Profile

When you select Official Travel - Authorizations/Orders from the home page, you will be taken to the
Authorizations/Orders screen (Figure 2-2). When you select Create New Authorization/Order, the
Profile Validation screen appears (Figure 2-3).

% Defense Travel System

A New Era of Government Travel
Authorizations Vouchers

Local Vouchers Group Authorizations

Current Date: 02-08-2017

Below is a list of your existing authorizations / orders. Please select the function (Edit, Print. etc.) corresponding to the appropriate authorization / order.
An authorization that contains a past dated trip cannot be processed. Changes and or updates must be made afier a voucher has been created in order
to avoid document processing ermors and further processing suspensions due to limitations on the authorization

Create New Authorization / Order Create Trip Template

Existing Authorizations/Orders

Show 10 ~ entries

Document Name Departure Date » Status TA Number View ! Edit Print Remove / Trip Cancel Amend

No data available in table

Figure 2-2: Authorizations/Order Screen
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2.3.1 First Time User Validation

When you create a document for the first time, the Profile Validation screen opens first (Figure 2-3). A
pop-up window appears notifying you that you must review and confirm your profile information before
you can create the document.

Message from webpage x|

Please review and confirm profile information before creating a
. document for the first time. Contact your OTA to update
read-only information.

Figure 2-3: Profile Validation Screen
Follow the steps listed below to validate your profile:
1. Select OK on the pop-up
2. Confirm or update the profile information 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.

4. Select OK.

The Trip Overview screen opens. See Section 2.5 for instructions on completing the Trip Overview
screen.

2.3.2 Additional Profile and/or Government Travel Charge Card (GTCC)
Validation

If you have not used DTS in the last 60 days, or if your GTCC has expired or will expire in the next 30
days, DTS displays a pop-up when you attempt to create a document (Figure 2-4).

Profile has not been updated in last 60
days or GTCC is expired or will expire in
the next 30 days. Please review and
update profile information.

OK

Figure 2-4: Additional Profile and/or GTCC Validation Pop-up

Your profile appears (Figure 2-5). Review the information in it to ensure the data is current.
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Page 2-8

My Profile

Complete the Information below.

Expand Al

—Basic Pronle

Personal information

- First Name

Eric

~ Gender

®M OF

ssN
ittt it 7443

Mailing

- Aadress Line 1
456 Side Street

- ciy
Alexandria
Residence

Address Line 1
496 Side Street

city
Alexanana
Emeigency Conlact

“ Contact
Duty Clerk

Organization
PTMOTCP1501A0RR1IGA

Routing List
[

Advance Autnonization
CARD HOLDER

Present station
- Address Line 1
400 Maik Cenler Diive

- ity
Alexandria

< Phone Number
571999456

Mman Coae

Work Hours

£ ~

—EET and Credit Card Accounts

mi
T
- state
2 Q
state
vA Q

* state/Country
VA

(=8

“ Last Name
West

+ Email Address

eric wesLmii@mzil mil =

* Home Phone
7039997890

Address Line 2

* ZIp Code
22212

Address Line 2

Zip Code
22312

* Phone
7039997896

Printed Org
Self AO Approval
o

Mandatory Use of GOVCG
N

Address Line 2
J25

= Zip Code
22312

Fax Number

Ciearance

= Time Zone

EST (06) ~

Payment by Elcctronic Funds Transfer (EFT) is mandatory unlcss the traveler docs not have access to an account at a financial institution that can reccive EFT transmissions

Account Type

CHECKING

covec

Enter only one account with a routing number.

= Mandatory EFT Payment:
@ Yes © No

Account Number

9900099

A242424242424242

Contast your DTA for upaating Manaatory EFT Fayment option

GOVCC Account Number
4242424242424242

Checking Routing Number
251481627

saving Routing Number

Routing Number Expiration Date
251481627

0513536410002 01/31/2018

GOVee Expiration Date

01~ 2018~

Checking Account Number

9900099

Saving Account Number:

[ By checking this box | agree that | have reviewed My Profile information and made any necessary updates

(Note: Ackn

pdate Personal Information

vieagement of this message is required to save changes to the profile data)

Figure 2-5: Profile Screen

DTS Release 1.7.3.43, Document Processing Manual, Version 1.7.1 Updated 2/10/17

IS document 1s controlled and mamtained on the www.detensetravel.dod.mil website. Printed copies may be ODSOIEte.

Please check revision currency on the web prior to use.



Chapter 2: Temporary Duty (TDY) Authorizations

After reviewing your profile information, if you made any changes, check the box next to the statement:
By checking this box | agree that | have reviewed My Profile information and made any neces-
sary updates.

The Update Personal Information button becomes active. Select it.

A pop-up appears (Figure 2-6) to let you know that changes you made to your permanent profile will
not affect existing travel documents.

Changes to the Traveler's permanent
profile do NOT affect any existing travel
documents.

OK

Figure 2-6: Confirmation Pop-up

If you do not need to make any changes to your Profile, select Cancel.
2.4 Official Travel

After you update or confirm your profile information, DTS takes you to the My Itinerary screen (Figure 2-7).

g Defense Travel System Official Travel

A New Era of Government Travel

Current Date: 02-13-2017

Choose Your Trip Creation Method

If you're selecting one of the following trip types and your travel does not cross the International Date Line e CLICK HERE
to access the new itinerary system.
+ AA-ROUTINE TDY/TAD
+ AB-OPEN ALLOTMENT
- AX-ARRANGEMENTS ONLY
- B-PERM CHG STA
- C-PERMISSIVE
» D-HOUSE HUNTING
» E-INVITATIONAL
+ E1-ITA FAMILY TRANS ONLY
- E2-ITA FAMILY FULL REIMB

For all other opticns, CLICK HERE to continue to the legacy itinerary system

Figure 2-7: My ltinerary Screen

Choose your Trip Creation Method. If you select the CLICK HERE link on the top line, you will follow the
new (one-screen) itinerary creation process outlined in Section 2.4.1.1. If you select the CLICK HERE link

on the bottom line, you will follow the legacy (two-screen) itinerary creation process outlined in Section
2.4.1.2.
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2.4.1 Create an Authorization

Follow one of the two processes outlined below to create the authorization.

2.4.1.1 One-Screen ltinerary Creation Process

You may choose the one-screen itinerary creation process if your trip meets the criteria outlined
below:

« travel does not cross the International Date Line (IDL)
and you are performing one of the trip types listed below:

* AA-Routine TDY/TAD

* AB-Open Allotment

* AX-Arrangements Only

* B-Perm Chg Sta

* D-House Hunting

* E-INVITATIONAL

* E1-ITA FAMILY TRANS ONLY

* E2-ITA FMILY FULL REIMB
Access the itinerary creation screen by selecting the CLICK HERE link in the first line (Figure 2-
7).
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The My Itinerary screen open (Figure 2-8).

My TDY Locations*
Arriving Departing TDY Location Travelingby ~ TimeofDay  Rental Car
9 * Ar = || Moming ~ || No =~
Returning by~ Time of Day
Aar ~ | moming ~
My Trip Overview*
Leaving From Returning To Trip Duration
® My Residence ® My Residence
O My Duty Station O My Duty Station
o9 o9
Leaving Returning
My Trip Details
Type* Purpose*

AA-ROUTINE TDY/TAD -

Description

Conference/Event Name*
® Not attending a conference

-

Figure 2-8: My Itinerary Screen

2.4.1.1.1 Prepare Itinerary
The My ltinerary screen (Figure 2-8) is divided into three sections:

* My TDY Locations

Enter the arriving and departing date for each TDY location, and identify the correct TDY
location (e.g., if you are TDY to a military installation, choose the military installation, not
the city near the installation). For each TDY location, identify how you will travel, the time
of day you want to travel, and whether you will need a rental car. The most commonly
selected options show as a default, but you may change them.

* My Trip Overview

Enter the place you will be leaving from and returning to. The Leaving and Returning dates
will auto-populate after you complete the dates in the My TDY Locations fields. If you are
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leaving or arriving on different dates, you must insert the correct dates in these fields. The
Trip Duration field will auto-populate.

* My Trip Details

Choose the type and purpose of your TDY, and whether you will be attending a confer-
ence. The Description text box is optional.

After you complete the entries on this screen, select either Continue or Cancel. Selecting
continue will take you to the Travel module, where you can make your trip reservations (go
to Section 2.6); selecting cancel will return you to the Authorization/Order screen.

2.4.1.2 Two-Screen ltinerary Creation Process

You can choose the two-screen itinerary creation process on any trip. Note, however, that if you
will be crossing the International Date Line or are performing any trip type not covered by the one-
screen itinerary creation process (e.g., Special Circumstances Travel), you must select the
CLICK HERE link at the bottom of the My Itinerary box (Figure 2-7).
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This process begins on the Trip Overview screen (Figure 2-9).

Defense Travel System
S

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

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

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

Starting locations in profile:
= ; - RESIDENCE
. Search
Starting Point: | g DUTY STATION
*Departing On: | vI

{mmJ/ddf )

“TripType:  [select “Trip Purpose:  |Select

Trip Description:

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

Commercial . .
Air Rail Rental Car Other Time:
@] @] O ® select
{Claim private vehicle transportation in expense-mileage. Use of government vehicle is non-reimbursable, show this in Expense-Non-

Mileage.)

My TDY location is - (where | will be working):

Location Tools:
*Location 1: | Search By:
Location |
*Arriving On: | — | [F
State/Country - Location |
(mm/dd/ vy
*Departing On: | | vI Tip Code |
(mm/ddiyyyy) County Lookup |

At this location | will need
Rental Car

O

Will you be traveling to another TDY location?

Yes | Ne |

Figure 2-9: Trip Overview Screen

2.4.1.2.1 First Trip Overview Screen - Sections A through C

Beginning in Section A, | am leaving from, follow the steps listed below to complete the
fields on the Trip Overview screen:

1. Complete the Starting Point field by selecting RESIDENCE or DUTY STATION.
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This section populates with information stored in your personal profile. If the starting
location is not your residence or duty station, type the city name into the Starting Point
filed and select Search 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 the date.

3. Select the Trip Type drop-down list arrow and select the trip type.
Reminder: If you are using any of the trip types listed below, and are not crossing the
international date line, you may use the one-step itinerary creation process instead.

* AA - Routine TDY/TAD

* AB - Open Allotment

* AX - Arrangements Only

* B - Perm Chg Sta

* D - House Hunting

E - INVITATIONAL

E1-ITA FAMILY TRANS ONLY
E2-ITA FAMILY FULL REIMB

4. Select the Trip Purpose drop-down list arrow and select the description for your trip.

In Section B, I will be traveling to my TDY location by, you will select the mode of
transportation for your trip.

If you want to drive a rental car to your TDY location, keep the same car for the entire trip,
and drive back to the ending point location, select Rental Car each time it is shown on the
Trip Overview screen.

5. Select the radio button for the transportation mode you will be using to travel to your
TDY location.

6. Select the Time drop-down arrow and select your preferred time of departure.
In Section C, My TDY location is, you will identify your TDY location.

7. ldentify Location 1 by typing the TDY location, zip code, or country name in the text
field. A drop down list of cities or counties will display after you type 2 or more charac-
ters. If you type a zip code, the name of the city will display.

2.4.1.2.2 First Trip Overview Screen - Sections D and E

Section D of the Trip Overview initial screen allows you to identify if you need a rental car
at your TDY location (Figure 2-9).

Section E displays the question, Will you be traveling to another TDY location?

If you have not yet entered all your TDY locations, select Yes to display options that will
allow you to add another location to your trip. If you have entered all your TDY locations,
select No.
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Chapter 2: Temporary Duty (TDY) Authorizations

2.4.1.2.3 Second Trip Overview Screen

When you select No in Section E, the Trip Overview screen refreshes to show updated
Sections C and D and new Sections E and F (Figure 2-10).

Defense Travel System

S

Booking Travel using the Defense Travel System requires that you first provide information about your starting and ending lecations{usually

your home or duty station) and your TDV Locations for per diem purposes. You will be able to request bookings for transportation (e.g., air,
«car, raily and lodging after these initial steps are complete.

Please Hote: A Red Star ([ * ) indicates a field is required.
| am leaving from - (Select from list or enter below): £

starting locations in profile:

*Starting Point: [RES: Quantico * I /A ﬂl

DUTY STATION
*Departing On: [ozr202m17
(mmJ/dd/yyyy)
*Trip Type: | CONGRESSIONAL TRAVEL *Trip Purpose:  |QTHER TRAVEL

Trip Description:

My TDY location is - (Where I will be working):
Add New Per Diem Location
Location Arriving On Departing On Edit Delete

Insert 1 WASHINGTON,DC 02720017 02/23M7 Edit Delete

I am returning to:(select from list or enter below): @:ﬂ

*Ending Point: IRES: Quantico R I,A— Search | Return locations in profile:

*Arriving On: [ozizziz017 -v| |DUTY STATION
(mmd ddsyyyy)

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

O =12 - 24 Hours - Mo Lodging O] Multi-Day

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

Commercial . .
Air Rail Rental Car Other Time:
® o) o) o) Setect
{Claim private vehicle transportation in Expense-Mileage. Use of government vehicle is non-reimbursable, show this in Expense-Non-
Mileage.)
Check this box if you have other ticketed transportation not listed above: O
*Conference/Event Name: | Mot applicable Search Conference/Event

CTO Full Assistance Request I Save and Proceed I

Figure 2-10: Trip Overview Screen Refreshed

Section C, | am returning to is where you will enter your return destination and date.
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Chapter 2: Temporary Duty (TDY) Authorizations

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

2. Complete the Arriving On field. You may use the calendar icon to populate the filed or
type the date.

Note: If you will cross 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 later 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.

Section D, | will be returning from my TDY by is where you identify the transportation
mode for the return trip.

4. Select the type of transportation you will use to travel from the TDY location to the
return location.

5. Select the Time drop-down list arrow and choose your time of departure.

Section E, Check this box if you have other ticketed transportation not listed above if you
purchased another type of ticket outside of DTS. If checked, DTS includes the Other
Transportation screen in the flow controller of reservations when creating the
authorization.

6. Check the box if you have another type of ticket for this trip.
Section F, Conference/Event Name indicates the conference, if any, that you will attend.

7. Select Not Applicable if you are not attending a conference
-OR-
Select Search Conference/Event if you are attending a conference.

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

After you complete the entries on these screens, select Save and Proceed to move on to the
Travel module, where you can make your trip reservations (see Section 2.6).

2.4.1.3 Trip Template

DTS allows you to use the data from an existing authorization as a template to create a new
authorization. This is helpful if you frequently travel to the same destination.
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Chapter 2: Temporary Duty (TDY) Authorizations

Beginning on the Authorizations/Orders screen (Figure 2-11), follow the steps shown below to
create a new authorization from an existing one.

5 Defense Travel System Official Travel
A New Era of Government Travel

Vouchers Local Youchers Group Authorizations

Current Date: 02-09-2017

Below is a list of your existing authorizations / orders. Please select the function (Edit, Print, etc.) correspending to the appropriate autherization / order.
An autherization that contains a past dated trip cannot be processed. Changes and or updates must be made after a voucher has been created in order to avoid document
processing errors and further processing suspensions due to limitations on the authorization.

Create New Authorization / Order Create Trip Template

Existing Authorizations/Orders

Show | 10 v entries

Document Name Departure Date  , Status TA Number View / Edit  Print Remove / Trip Cancel Amend
EWBOSTONMAD31317_AD1 03/13/17 CTO BOOKED View / Edit Print Trip Cancel
EWSANDIEGOCAD22717_AD1 0227117 CTO BOOKED View / Edit Print Trip Cancel
EWWASHINGTONDO22017_A01 02420117 CREATED Edit Print Remove

Showing 1 to 3 of 3 entries Previous n Next

Figure 2-11: Authorizations/Orders Screen

1. Select Create Trip Template.

The Trip Template List screen opens and lists authorizations you may select to copy as a
template (Figure 2-12).

Defense Travel System
A New Era of Government Travel

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

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

= Return to Authorizations /7 Orders

New Trip Start Date: I I

(mmJ/ dd/yyyy)

Existing Authorizations/Orders

%ﬂzent Name Trip Type Trip Purpose Create New Trip
EWBOSTONMADI1317_AD1 031317 AA-ROUTINE TDW/TAD SITE VISIT = Copy Template
EWSANDIEGOCADZZT1T_AD1 02/27/M17 AA-ROUTINE TDW/TAD SITE VISIT > Copy Template
EWWASHINGTONDOZ 2017 _A01 02720017 CONGRESSIONAL TRAVEL OTHER TRAVEL = Copy Template

Figure 2-12: Trip Template List Screen
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Chapter 2: Temporary Duty (TDY) Authorizations

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 you wish to copy.

The Preview Trip screen opens (Figure 2-13). DTS copied all data from the source document into
the new authorization. The dates of the expenses are based on your new trip start date.

“@=x;, Defense Travel System Itinerary  Travel  Expenses  Accounting  Additional Op tio
A New Era of Government Travel

Review the details for this trip below. To make sdits, click on the links at the Left to return to that section. If you have no changes procesd to
Other Authorizations.

DoD mandates split disbursement for transportation, lodging and rental car expenses. Click here for memeorandum

Roforence Information

Reference: T

Ducument Con

Commean < ta the Approving OFficial:

Air Commont
commen ts from the Travel agent: Rental car
Rail Com

t-Contractes Commeret: L OTT10eCTO) to arrange official travel Is mandatory. If the contracted CTO 1S Not used
= Brovide a statement in detail as to exactly why the CTO is not available or ctherwise

AA-ROUTINE TOYSTAD

SITC visT

Not Applicabie

E5T (95)

Quantico,va

10-Apr-17

Location 1 - BOSTON,MA  Time Zone: C5T (06)

Date cost
Eaie . Parking - TDV/TAD oar10017 $11.00
Eui 2. Gasulive-Renlal/Suvl. Car o4r10017 s42.00
e 5. Computer Intemet/win ree vastwis s5.50
Totat: ss8.50
Miloage:
No.  Expense Type pate From To cost
Egit 1. Put Auto-Terminal 04714717 s18.73
Totat: s18.72
Par Diem Fntitlements
Ledging MEIE: Start Dare Frct Date Tetal 1ades Tatal MaF
Euit o4s10017 oar1asiy 5500.00 s310.50
Allowed
Accounting Code: 18 LONFERENCE  Eaic Accounting Code: 16 CONFERENCE  Eait
LobeinG ss00.00 16 CONFERENCE Sub Totat:  50.00
s ss10.50
Calculated Trip Cost: s0.00
MILEAGE: s18.73
oTHER: s11.50
RENTAL Cag: sis2.59
IHANSPOR I sez.00
16 CONFFRENCF Sub Tatal:  51,078.37
Calcutatea 1np Costz s1,0r8.52
Documen t Total
ActuauEstimate Basetine Trip view worksneet
LopainG 5500.00 Calcutated Trip Cost: 50.00
e ss10.50
M EAGE: s1a.73
oTHER: S14.50
RENTAL Car: S152.59
TRANSPORT: s42.00
Calcutated Trip Costs s1,075.32

Advances and Scheduled Partial Payments Stmmans
Mo Acvances requested.

Trip Length does not allew Scheduled Partial Payments.

= s rreees s owmer |

Procecd to the following page:

Figure 2-13: Trip Overview Screen
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Chapter 2: Temporary Duty (TDY) Authorizations
Note: After creating the authorization from the trip template, you will need to make reservations
using the Reservations module.
4. Review all imported data to ensure it is correct. You may edit any information that needs to
be changed. If there is an expense on the template that will not apply to the new trip, you

may change or delete it.

5. Complete the authorization as you would any other authorization.
2.5 Official Travel - Others

If you have group access, you can create authorization for other travelers in DTS and, with the appropriate
approval, for dependents.

2.5.1 Travel Clerk/Non DTS Entry Agent (NDEA)

2.5.1.1 Create an Authorization for a Military Member or DoD
Employee

Follow the steps listed below to create an authorization for a military member or DoD civilian
employee:

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

The Traveler Lookup screen opens (Figure 2-14).

% Defense Travel System
A New Era of Government Travel

Current Date: 02-09-2017

Use the search function below to find the traveler.

Search By @ Traveler Name O TANUM OssN

| First Name | %

Search Results

Show| 10w entries

Traveler Name Organization §SN Authorizations Vouchers Local Vouchers Group Authorizations

No data available in table

Showing 0 to 0 of 0 entries Previous | Next

Figure 2-14: Traveler Lookup Screen

3. You have 3 options to search for a traveler or document:
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Chapter 2: Temporary Duty (TDY) Authorizations

* Traveler Name
* TANUM
+ SSN
Select the radio button next to the option you will using and enter the search criteria in the fields.

4. Select Search. Your search results appear at the bottom of the screen.

5. Select any Authorizations link next to the traveler you are creating the document for
(Figure 2-15). The traveler’s Authorization screen opens.

2, Defense Travel System
A New Era of Government Travel

Current Date: 02-09-2017

Use the search function below to find the traveler.

Search By @ Traveler Name O TANUM O ssN
[wost [First Name I Search

Search Results

Show 10 ~ |entries

Traveler Name Organization ssN Au izati n Local Vouchers Group Authorizations

wvest, Cnns A 1D£16D ITMO A (BAL Aumonzauons woucners Local vouchers

wvest, Eric 1. 1DL£1I6L MO - (346 Authonzauons woucners Local vouchers

vvest, Moty | 1D£16D ITMO s (344 Aumonzauons woucners Local vouchers

Showing 1 to 3 of 2 entries

Figure 2-15: Traveler Lookup Screen Results

Then complete the authorization as described in Section 2.4.

2.5.1.2 Create an Authorization for a Dependent

A military or DoD civilian who has one or more dependents is referred to as the sponsor. To create
an authorization for a dependent, you must have prior approval and be either the sponsor or have
group access to the sponsor. There are three trip types that you may select for a dependent, each
of which triggers different reimbursement rules. Selecting any of these trip types triggers an Other
Authorization during the Review/Sign process. DTS automatically completes the remarks field.
The trip types available to dependents are:

* E-INVITATIONAL. The sponsor receives travel and transportation reimbursment for
eligible persons who are not federal civilian employees

*  E1-ITA FAMILY TRANS ONLY. The sponsor will receive reimbursement only for the
transportation expenses for this type of authorization.

E2-ITA FAMILY FULL REIMB. The sponsor will receive reimbursement for transportation
and eligible travel expenses for this type of authorization.

Some Special Circumstances Travel (SCT) trip types also allow dependent travel. See Chapter
11 for guidance on those trip types.

Note: You must create a separate authorization for each dependent. To create an authorization
for the dependent of a military member or DoD civilian, you can follow either the one-screen or
two-screen itinerary creation options, though only the one-screen option is described below:

1. This is your starting point if you are not the sponsor: follow steps 1-4 in Section 2.5.1.1.
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Chapter 2: Temporary Duty (TDY) Authorizations

2. This is your starting point if you are the sponsor: Select Create New Authorization/

(o)

rder.

The My Iltinerary screen opens (Figure 2-8).

3. Fill out My TDY Locations and My Trip Overview as outlined in Section 2.4.1.1.1.

4. Select the type trip the dependent is taking in the My Trip Details section (Figure 2-16).

Le

Leaving On

AA-ROUTINE TDY/TAD

Returning On

Trip Duration

To Returning by

®
O
O

My

AB-OPEN ALLOTMENT
AX-ARRANGEMENTS ONLY
B-PERM CHG STA
C-PERMISSIVE

D-HOUSE HUNTING
E-INVITATIONAL

idence * Air -

( Station
Time of Day

Morning -

E1-ITAFAMILY TRANS ONLY
E2-ITA FAMILY FULL REIMB

AA-ROUTINE =

Description

Conference/Event
Name*

®

Mot attending a
conference

@] -

Cancel

Continue

Figure 2-16: My Trip Details Trip Types

A Special Approval Requirement message displays (Figure 2-17).

continue?

By DoD Regulations (JFTR/AJTR) this trip type requires special approval authority. Please
contact your Commander/Supervisor to determine the appropriate approval authority. IT the
approving authority is not in your current organization routing list, you are encouraged to
attach a copy of the approving authority's communication to this authorization. You will not
be permitted to change the trip type once you leave the itinerary screen. Would you like to

oK Cancel

Figure 2-17: Special Approval Requirement Message

5. Follow the instructions regarding obtaining appropriate approval.

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

7. Select Add Dependents (Figure 2-18).

My Trip Details

Type~ Purpose™ Dependents
E2-ITA FAMIL -~ OTHER TRAVI - Add Dependents

Description

Conference/Event
Name=™

=

Mot attending a
conference

o -

Figure 2-18: Add Dependents Link

The Add Dependents screens opens (Figure 2-19).

Add Dependents

All routing, accounting and reimbursement is made to the sponsor. Create a new dependent or select from the list below. (2]
Create New Dependent
Name™
Relationship DoB* Passport ID
Spouse -~
Passport Exp Date TSA KTN TSA Redress Number

Select An Existing Dependent

Select Name 4 Relationship DoB Passport ID KTN Redress Num Actions
(@) West, Amanda Child 06/15/2013 , i‘
R

Figure 2-19: Add Dependents Screen

8. Select an Existing Dependent or you may Create New Dependent.
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Chapter 2: Temporary Duty (TDY) Authorizations

After you select or create a dependent, you return to the My Itinerary screen, where a link shows
that you selected 1 Dependent. If you hover over the 1 Dependent Selected link, the depen-
dent’'s name and DOB appear.

My Trip Details

Type*

E2-ITAFAMILY FULL REIMB =«

Description

Conference/Event Name*
® Not atiending a conference

0

Purpose* Dependents

OTHER TRAVEL s 1 Dependent Selected X
Name DOB

West, Daniel D. | 1272011930

Figure 2-20: Dependent Selected

9. Complete the remainder of the My Itinerary screen and select Continue.

10. Complete the Travel section of the authorization. See Section 2.6.

11. The tabs listed below assist you in completing and signing the authorization.

» 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
Substantiating Records to attach the approval document for these trip types.

* Accounting Codes. See Section 2.8

 Additional Options. See Section 2.9 (Scheduled partial payments are not authorized for
these trip types)

» Review/Sign. See Section 2.10

Note: The traveler may receive an advance on an authorization that has an E2-ITA FAMILY
FULL REIMB trip type.

2.5.1.3 Renewal Agreement Travel (RAT)

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

Beginning in Section A of the Trip Overview screen (Figure 2-9), follow the steps below to
complete an authorization for RAT:

DTS Release 1.7.3.43, Document Processing Manual, Version 1.7.1 Updated 2/10/17 Page 2-23

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

Please check revision currency on the web prior to use.



Chapter 2: Temporary Duty (TDY) Authorizations

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. 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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Chapter 2: Temporary Duty (TDY) Authorizations

Note: You must be a DoD civilian employee and your duty station must reflect an overseas
location for F-6 RENEWAL AGREE LV to appear as a trip type.

Logeed In As:  Molly T West Screen 1Dz 1151.1 Close Window
Traveler Hame: Molly T West Document Type: Authorization Help for this screen

"% Defense Travel System

AflewEraof Govemmentiravel S

Booking Travel using the Defense Travel System requires that you first provide information about your starting and ending locations{usually

your heme or duty staticn) and your TDY Locations for per diem purposes. Wou will be able to reguest bookings for transportation (e.g., air,
car, rail} and lodging after these initial steps are complete.

Please Note: A Red Star ( * ) indicates a field is required.

My starting location is:

Starting locations in profile:

*Starting Point: [RES: Milan - [Ta ﬂl
*Airpork: -

DUTY STATION

Imxp - Milan Malpensa Apt

*Departing On: |02,r27,r 2017

(mmJddi )

*Trip Type: |Fe-RENEV/AL AGREE LW [~] *Trip Purpose: AVEL
Trip Description:
Renewal reement Trovel
Dependent Travel: (]
*1 will be traveling to my TDY location by - (Select from the list below)
Commercial . .
Air Rail Rental Car Other Time:
® o o o [fzroo P =]
(Claim private vehicle transportation in expense-mileage. Use of government vehicle is non-reimbursable, show this in Expense-Non-
Mileage.)

My designated location is:

*Location: [KEY BISCAYNE,FL SLD\: aicg Tools:
earch By:
Adrport: [s1 - niami intsrnational apt Location |
~arriving On: e State/Country - Location |
(mm /dd vy Zip Code
~Departing On: [e37107z017 o pe—
(mm /dd )

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

*Ending Point: [RES: Milan «[ra | | search | Return locations in profile:

“Adrport: | DUTY STATION

|M):P - Milan Malpensa Apt

*Arriving On: 03/ 1172017

(mmy ddy )
~Trip Duration: () 12 Hours or Less 3 =12 - 24 Hours - With Lodging
¢ =12 - 24 Hours - No Lodging @ Multi-Day

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

Commercial ; :

Air Rail Rental Car Other Time:

® o o o [oezcoam [&]
{Claim private vehicle transportation in Expense-Mileage. Use of government vehicle is non-reimbursable, show this in Expense-Non-
Mileage.)
At this location | will need

Rental Car
|
Check this box if you have other ticketed transportation not listed abowve: [
*Conference/Event Mame: [Mot Applicabls Mot Applicable Search Conference/Event |

CTO Full Assistance Request |

Save and Proceed |

Figure 2-21: Trip Overview Initial Screen
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Chapter 2: Temporary Duty (TDY) Authorizations

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 2-22). A dependent may only travel round-trip if the sponsoris
traveling on or has already completed the authorized RAT.

Message from webpage %

e All routing, account, and reimbursements are made to the sponsor
Dependents may travel unaccompanied but cannot perform round
trip under renew agreement authority unless the sponsor will
perform (or has already performed) authorized Renewal Agreement

Travel. Please select a family member

Figure 2-22: Dependent Information Message
6. Select OK to continue creating the authorization for a dependent.
The Dependent Search screen opens.
7. Select the radio button next to the dependent.
8. Choose Select and Close.
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 is labeled My Designated Location is for RAT authorizations.

10. Complete the Location field by typing in the first four letters of the location.
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After the location has been chosen, DTS completes the airport field with the code of the closest
airport (Figure 2-23).

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

® 0 0 0 [z en [v]

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

Rail Rental Car Other Time:

My designated location is:

*Location: [KEY BISCAYNE,FL SLocatr: " Tools:
earch By:

* k1 1 -

Arport: Imm - Miami International Apt Location |

*Arriving On: 192017 "| State/Country - Location |
(mm/dd/yyyy) Zip Code |

*Departing On:  [o3/31/2017 v| T |
(mm/dd/yyyy)

My alternate location is (optional):

| | Search |

Figure 2-23: Trip Overview Screen - Airport Field
11. Select the Airport drop-down list arrow to select a different airport if needed.

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

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

14. (Optional) Complete the location field under the My Alternate Location is (Optional) head-
ing 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.
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Note: You may type a different Ending Point city and type or select Search to choose 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 you 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 you will arrive at the designated
location. 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.

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 choose the preferred time of departure.

21. Check the box in Section F if you need a rental car at this TDY location.

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 Not Applicable to indicate that the trip is not for a conference.

24. Select Save and Proceed.

Note: You may select CTO Full Assistance to receive assistance in booking reservations instead

of using the DTS Travel module to choose reservations. An additional fee is charged for this

option.

25. Select OK to continue.

Message from webpage 5[

™%y F5-REMEWAL AGREE LV Confirmation: The combined GSA City-Pair
! ! fares for null is $1175.30 which indudes an added 15 percent for
— estimated taxes., Travel reimbursement is limited to this amount.
Do you want to continue with the current selections?

Figure 2-24: RAT GSA Contract Fare (City Pair) Confirmation Message
Note: If DTS cannot find a GSA contract fare flight, a pop-up message will display (Figure 2-24).

You must 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.
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Chapter 2: Temporary Duty (TDY) Authorizations

26. Select OK to continue.

The TSA Secure Flight Information screen opens.

27. Update the information if required.

28. (Optional) Place a check in the Save changes to permanent traveler information box to
save the information to your permanent profile and document profile. If not selected, the
TSA information will save for this document only.

29. Select Save TSA Information.

30. DTS processes the information that was submitted, system messages display briefly. DTS

accesses the Travel module and the reservation screen that matches the selection on the
Trip Overview screen.

2.6 Travel

The Travel module in DTS allows you to make reservations for commercial transportation, rental car, or
lodging. After you complete and save your itinerary, DTS processes the information and automatically
displays only those screens that allow you to make the reservations indicated in your itinerary. You can
always visit additional itinerary screens, if you forgot to include a reservation type on your itinerary, or if you
plans change.
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Chapter 2: Temporary Duty (TDY) Authorizations

2.6.1 Air Travel

If you chose Commercial Air on the Trip Overview screen, DTS displays the Air Travel screen (Figure
2-25). If you did not select Commercial Air as your transportation choice, you can access the Air Travel
screen anytime by selecting Air on the dark blue navigation bar under the Travel module.

Logged In As:  Eric T West Document Name: EWRENONV121916_AD1 Screen [D: 1070.1 M
Traveler Name; Eric T West Document Type:  Authorization Help for this screen
% Defense Travel System Ih‘neranpenses Acounting  Additional Cptions — Review Sien
ANew Era of Government Travel
’m wdll { ) o0dg UTher 1T summary

Mocify Search Please select flights for IAD - Washington Dulles
International Apt to RNO - Reno Skip This Flight |
Please Note: A Red Star (%) departing on 12/19/2016
indicates a field is required.
RESERVATIONS SUMMARY:
* Departure Airpart (or city, state): AR 50.00
IAD - Washington Dulles Inten P o .
GSA Contractw/ GSA Contract | Other Govt | Other Airfare | AlGSA ‘

* Arrival Airpart (or city, state): Limited Availability Airfare Airfare

RNO - Reno
* rrival or Departure: Sort By: O Departure Time O Arrival Time O Elapsed Time O Price @ Default

Departure .v
s . §261.60 Total Estimated Airfare (Including Taxes and Fees) GSA Contract w/Limited
Availabilit
/1972016 = vatabiy
11:00 AW . Class: SCAIAD Fare Rules View Available Seats I Select Flight

. . 06:15 AM Depart |AD - Washington Dulles Mon 19-Dec-16  Flying Time:
Show Altemate Airports: ] W Interrational Apt 5h 53min
United | 0%:08 AM Arrive LAX - Los Angeles Lay-over
_ Airlines International Apt Time:
m 39 Equipment 739 3h 7rmin
” 12:15 PM Depart LAX - Los Anpeles Mon 19-Dec-16  Flying Time:
ﬂ International Apt 1h 38min
United | 01:33 PM Arrive RNO - Reno
Airlines Operated by SKYWEST

5663 EQUPmENtCRI | po' iTED BXPRESS

If travel agent assistance is required, click on the button "Request Assistance in Booking
Flight", NOTE: Additional travel agent handling fees may apply. AirResults

Request Assistance in Booking Flights

Figure 2-25:; Air Travel Screen
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Chapter 2: Temporary Duty (TDY) Authorizations

2.6.1.1 Select Air Travel

Flights are organized according to the type of fares under the fare tabs, as follows:

* GSA Contract w/ Limited Availability. These flights further discounted GSA city pair fare
for Federal government employees on official business. This fare is fully refundable and
changeable. There are limited seats available in this tab.

* GSA Contract Airfare. These flights are discounted for Federal government employees
on official business. The fare is applicable to the last seat available; fully refundable and
changeable.

« Other Gov’t Airfare. This tab displays non-contract Government fares or discounted
Government fares. Airlines offer competitive fares which may include combined city pair
fares in non-city pair markets. Selecting this type of fare, will require justification and
approval by your Authorizing Official.

« Other Airfare. These fares are available to the general public, but may have advance
purchase requirements and cancellation fees. Selecting this type of fare will require
justification and approval by your Authorizing Official.

+ AItGSA. In cases where there are no Government-contract flights, DTS will search for an
alternate airport within an 80-mile radius of the departing airport or 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 any portion of your trip, select Skip This Flight, located above the fare locator
tabs.

DoD policy requires the use of GSA Contract Fares whenever they are available, unless an
exception applies. If you select a flight that is not a GSA Contract Fare, and GSA Contract Fare
flights are available, the Government Contract Fare Not Selected message displays.

This message informs you 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.

You may view available flights by selecting one of the Sort By radio buttons shown 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 steps listed below to reserve a flight:
1. Chose the Select Flight button for the preferred flight.
The Seat Selector window opens. The flight information displays near the top of the window.
2. Select the blue seat icon to select an available seat.
-OR-

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

Note: If you choose a flight that has more than one leg, you will need to select preferred seat
assignments for all legs.
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Chapter 2: Temporary Duty (TDY) Authorizations

3. Select Done.

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

You must complete the TSA Secure Flight Information screen once per document when
reservations are requested. This information is used for your Secure Flight Personal Data (SFPD)
and will be transmitted to the TSA for watch list screening.

The TSA Secure Flight Information screen displays after your initial reservation has been selected
or after comments have been sent to the Travel Management Company (TMC; formerly known as
the Commercial Travel Office (CTO); DTS still refers to the CTO instead of the TMC) when using
the CTO assistance feature. The fields are populated with information from your profile.

When creating an authorization for a dependent, you will enter this information for the dependent
traveler.

Note: TSA PreCheck program offers expedited security screening for military members and DoD
civilians at participating airports. TSA Precheck allows participants to keep their shoes, belt and
light jackets on, leave laptops and 3-1-1 compliant liquids in their carry-on bags. In order to use
dedicated TSA PreCheck security lanes, you must enter your DoD ID number in the Known
Traveler Number text box when making official travel or leisure airline reservations.

Table 2-2 provide definitions for the TSA Secure Flight Information screen fields.

Table 2-2: TSA Secure Flight Information Field Definitions

TSA SECURE FLIGHT INFORMATION FIELD DEFINITIONS

FIELD DEFINITION

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

First Name Your first name as it appears on state- or Government-issued identification used for
airport security.

Middle Name Your middle name 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 state- or Government-issued
identification used for airport security.

DOB Your date of birth.

(MM/DD/YYY)

Gender Your gender.

Redress Number Unique number the Department of Homeland Security assigns to individuals to

prevent watch list name misidentification for those who have experienced previous
travel screening difficulties. This field is optional.

Known Traveler This is the 10-digit DoD ID number located on the back of your Common Access Card
Number (CAC). This is mandatory for the TSA PreCheck program.
Page 2-32 DTS Release 1.7.3.43, Document Processing Manual, Version 1.7.1 Updated 2/10/17

hiS document 1S controlled and maintained on the www.defensetravel.dod.mil website. Printed copies may be obsolete.
Please check revision currency on the web prior to use.
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4. Enter or update the information.

5. (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.

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

7. Your return flight search opens. You will select your return flight as you did your outgoing
flight (see steps 1 and 2).

Note: If you cannot find a flight that meet your mission requirements, the Request Assistance in
Booking Flight button is available to assist in obtaining a flight that will. 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 TMC. Additional fees may be added whether requesting assistance through DTS or calling
the TMC.

The screen displays:

* A green box that contains the Reservations Summary flight information.

»  Cancel Flight. Link that can be used to remove the flight reservation;

. Change. Link that can be selected to return to the Air Travel screen and search for a
different flight;

» Fare and flight options for the return trip.

DTS displays the screen for the next type of reservation to be made.

2.6.1.2 Modify Search for Air Travel
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Chapter 2: Temporary Duty (TDY) Authorizations

The Modify Search section is shown on the left side of the screen allows you to modify the search
(Figure 2-26). The options shown below explain how to change the search criteria. After entering
all the requirements, select Search to display the new results.

Defense Travel System Itineralﬁxp ansas Accounting  Additional
A New Era of Government Travel
| RETURN TO LIST Lail tental Car o 3 Other Transpor
Madify Search Please select flights for RNO - Reno to IAD -
Washington Dulles International Apt
Please Note: A Red Star (%) departing on 12/22/2016

indicates a field is reguired.
RESERWATIONS SUMMARY:

* Departure Airport (or city, statel: fos EEEILER

[RNO - Reno 1AD to RMO : 12719716 06:15 AM Arrive: 01:53 PM

P - . . [ GSA Contractws | Gsacontract | OtherGowt | Other sirfare |
Arrival Airport (or city, state): Lirnd Availability Airfare Airfare I I

IIAD - Washington Dulles Inten

- . G54 awarded fare is $476.00
Arrival or Departure:

IDeparturE Sort By: () Departure Time () Arrival Time () Elapsed Time () Pri
|'12"'22-"2'3"1 6 " 5498.60 Total Estimated Airfare (Including Taxes and Fees) Governmsg
I'I]B:SD AR - Class: YCALAD Fare Rules View Available Seats
Show Alternate Airports:
po ] W 09:28 AM Depart RMO - Reno Thu 22-De
10:50 AM Arrive 5F0 - San Francisco
Search I ned O ted by SKYWEST
OLE Aidrflines & perate y y
5899 Equipment CRJ DEA UNITED EXPRESS
W’ 12:05 PM Depart SFO - San Francisco Thu 22-De
08:10 PM Arrive 1AD - Washington Dulles
United International Apt
Airlines

Figure 2-26: Modify Air Travel Screen
*An asterisk indicates a required field.
To change the departure airport:

Complete the *Departure Airport field with the airport code or city and state, if it is different than
your original departure city.

To change the arrival airport:

Complete the *Arrival Airport field with the airport code or city and state, if it is different than your
original arrival city.

Select the *Arrival or Departure drop-down list and select the one that the change will affect.
Complete the Date field with the new arrival or departure date. Use the calendar tool if necessary.
Select the Time drop-down list arrow to select your preferred time of arrival or departure.

Check the Show Alternate Airports, to broaden the search to include other airports associated
with your TDY location.
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Chapter 2: Temporary Duty (TDY) Authorizations

2.6.2 Add Rail Travel

If you choose Rail on the Trip Overview screen, DTS displays the Rail screen (Figure 2-27). If you did
not choose Rail as your transportation, you can access the Rail Travel screen anytime by selecting
Rail on the dark blue navigation bar under the Travel module.

rv% Defense Travel System Itineralprenses Accounting  Additional Op tions Revisws Sign
A New Era of Government Travel

air _MEERW” Rental Car Ladging Other Transportation surmmary
Modify Search Please select trains for WOODBRIDGE, VA
to NEW YORK CITY, NY
Please Mote: A Red Star (™) departing on 11/09/2015

indicates a field is reguired.
RESERVATIONS SUMMARY:

= fon:
Departure Station: RAIL:

|\-‘.-'O'DDBRJ DGE, WA

* Arrival Station: Sort By: () Arrival Time (®) Departure Time
[NEW rORK CITY, N

Use this screen to request your AMTRAK rail travel.

* Time:
Iﬂ»é:SD Add e 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 all tickets coupons have been used
* Arrival or Departure: for official and/or all unused tickets or coupons are properly accounted for on the travel
reimbursement voucher.
| Departure ~
;
* Arrival or Departure Date:
11/09/2015 == Mon 09-Nov- | Travel Time:
—I 07:30 AM WOODBRIDGE, VA 15 4h 35 min
A RAT A
0086 12:05 PM HEW TORK CITY, NV (Pennsylvania Mon 0%-HNowv-
Mon 09-How- Travel Time:
--.-7' D8:45 AM WOODBRIDGE, VA 15 4 h 59 min
o AT
01:44 PM NEW TORK CITY, NV (Pennsylvania Mon 09-Nowv-
0174 -
Station) 15

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

Figure 2-27: Rail Travel Screen

You will normally make your arrangements for rail travel through the TMC. Unlike the other
reservations, DTS will not book rail travel. When requesting rail, you should be aware that live rail
schedules are not available in DTS. What is returned is a static list of train schedules. You should
make applicable remarks for your choice of rail reservations in the comments field prior to submitting
the request.

2.6.2.1 Select Rail Travel

You may select the order in which the trains display by selecting one of the Sort By radio buttons
as shown below:

* Arrival Time
*  Departure Time

Beginning on the Rail Travel screen (Figure 2-27), follow the steps listed below to book rail travel:

1. Choose Select Train for the preferred train.
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The Rail Travel Detail screen opens (Figure 2-28). The following details display 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. A drop-down list that allows you to select an aisle or window seat.

»  Comments field. Text box in which you may enter information or questions for the TMC. 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: MANHATTAN,NY
Traveling To: QUANTICO,VA

Train Selected

Amtrak Train Number: 0095
Depart: NYP - NEW YORK CITY, NY (Pennsylvania Station) At 10:35 AM On 12-Nov-15
Arrive: WDE - WOODERIDGE, VA At 03:04 PM On 12-Nov-15

Enter the following details:

Seat preference: e ™

If necessary, add comments to the CTO:

CTO, please assist traveler with the rail regquest from NYP - A
NEW YOREK CITY, NY (Pennsylvania Staticn) at 10:35BM on 12-
Nov-15 to WDB - WOODBRIDGE, VA at 03:04FM on 12-Nov-15 v

Find a Different Train | Save Selected Train

Figure 2-28: Rail Travel Detail Screen

2. 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
selection or modify the search.

3. (Optional) You may add to the existing comments to the TMC, you should not delete any
of the existing text.

4. Select Save Selected Train.
If these are the first reservations to be requested for the document, the TSA Screen displays.
5. Update any information.

6. Select Save TSA Information.
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The Rail Travel screen refreshes (Figure 2-29). The screen displays:

» A green box that contains all Reservation Summary information

* Cancel Train. Select this link to remove the train reservation request

* Change. Select this link to remove the reservation request and return to the Rail Travel
screen to select a different departure train.

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

DTS now displays the screen for the next type of reservation to be made. The Reservations
Summary has updated with the return rail information.

RETURN TO LIST

Search

’ﬁ Defense Travel System

A New Era of Government Travel

Rental Car @ Other Transportation

Itineranpenses Accounting  Additional Options  Review Sign

summary

Modify Search Select Lodging for MANHATTAN Skip This Hofel
from 11/09/2015 through 11/12/2015
Please Note: A Red Star (%) RESERVATIONS SUMMARY:
indicates a field is reguired.
RAIL:

* Check-in Date: Confirmation Pending Departure: Mon 11/09/2015 07:30 AM Cancel Train Change
Mioezots WOODBRIDGE, VA to NEW YORK CITY, NY (Pennsylvania Station)

11709/2015 Confirmation Pending Departure: Thu 11/12/2015 10:35 AM Cancel Train Change
N NEW "ORK CITY, NY (Pennsylvania Station) to WOODBRIDGE, VA

Check-Out Date:
11/12/2015 v| LODGING:  $0.00
Select By: i o . . .
Dol |  Preferred | Gowt Safety | Other Published |

| T Location ~ Lodging Lodging Compliant Lodging Rates

* City / TDV Location:

MANHATTAN WY Sort By: () Distance (® Rate Range () Hotel Mame

* Distance: Lodging Per Diem Rate Allowed is $306.00 in MANHATTAMN,NY

10 i

Miles * NEXT 10

5195.00 - $274.00 Rate Range Additional Hotel Information Select Hotel

Phone: 212/581- FEMA Approx. Distance:
= Holiday Inn New York 8100 Approved 2 Miles
City-Midtown-57th 5t. Fax: 212/581-
Holiclag Inr | 440 West 57th 5t 7739
Mew ork NY, 10019 Toll Free:

800/231-0405

5206.00 - $394.00 Rate Range Additional Hotel Information Select Hotel

Phone: 212/410-  FEMA rox. Distance:
Courtyard New York &777 Approved ?F:-":l‘iles
- Manhattan/Upper East Fan: 212/423- '
cotrivan: BERE 123.6 !
——— 310 E\?Stkgﬁnd 1551 28 Toll Free:
ew Tork N, £00/321:2211

Figure 2-29: Lodging Screen - Showing Complete Rail Reservations

2.6.2.2 Modify Search for Rail Travel

The Modify Search section is shown on the left side of the screen allows you to modify the search
(Figure 2-27). 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:
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Complete the *Departure Station field with the city, if it is different from your original departure

city.

To change the arrival station:

Complete the *Arrival Station field with the city, if it different from your original arrival city.

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 calendar tool if necessary.

2.6.3 Add Rental Car

If you chose Rental Car on the Trip Overview screen, DTS displays the Rental Car screen (Figure 2-
30). DTS displays rental car company locations at the arrival airport and other locations. The rental

cars are organized by:

Government Rates
Non-Government Rates

Defense Travel System

A New Era of Government Travel

=

RETURN TO LIST

Modify Search

Please Note: A Red Star (*)
indicates a field is reguired.

* Pick-Up Date:

[1271572018 =i
* Pick-Up Time:

[ozooem  [~]

* Drop-Off Date:

[1zi22/2016 E=1

*

Drop-Off Time:
|os:30 AN -
One-Way Rental:

O

* Pickup Airport (or city, state):

IRNO - Reng, NV (USA)

* Type:
Compact

Search I

Itineralﬁxpenses Accounting  Additional Options  Review!Sign

Rail Rental Car Lodging

Air Other Transportation summary

Select Rental Car for
RNO - Reno, NV (USA)
from 12/19/2016 through 12/22/2016
RESERVATIONS SUMMARY:
AlR:  5760.20

Skip This Car |

I1AD to RNO : 12/19/16 06:15 AM Arrive: 01:53 PM Cancel Flight
RNO to IAD : 12/22/16 (/9:28 AM Arrive: 08:10 PM Cancel Flight

RENTAL CAR:  50.00

[ Government Rates | Hon-Government Rates |

Rental rates shown do not include the Government Administrative Supplemental fee
of 5 per day.

Cars rented under the Government's Car Rental Agreement include unlimited mileage
{except for one way rentals) and collision and liability insurance coverage in the
United States and its territories and possessions. Mot all wvendors provide insurance
coverage for specialty wehicles (e.g., vans, sport utility vehicles). In the event of an
accident with one 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 States or its territories and possessions regardless of the
wvendor from whom the rental car is rented. Travelers are reimbursed for mandatory
rental car insurance coverage required in foreign countries,

(ER) En Route: O
5107.51 [Estimated Total Cost Including Taxes & Fees] Select Car
BUDGET Daily Rate: $19.00 Extra Hour: 520.00

IN TERMINAL
Compact Car

Extra Day: $19.00
Unlimited Miles/Kilometers

Air Conditioning
Automatic
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Figure 2-30: Rental Car Screen
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If rental cars appear under Government Rates, you will not be able to select the Non-Government
Rates tab.

Rental cars are sorted from the least expensive to the most expensive.

2.6.3.1 Select Rental Car

Beginning on the Rental Car screen (Figure 2-30), follow the steps listed below to reserve a rental
car:

1. Results display based on the destination.

2. Choose Select Car next to the preferred rental car.

% Defense Travel System Itineranpenses Accounting  Additional Options  Rewiew/Sign
A New Era of Government Travel
m i Rental Car M Other Transportation

summary

- Select Lodging for MANHATTAN - -
Modify Search kip This Hote
2 from 11/09/2015 through 11/12/2015 =i : !

Please Note: A Red Star (%) RESERVATIONS SUMMARY:

indicates a field is required.

RAIL:
[opeckmoate: WOODBRIDGE, VA to NEW YORK CITY, NY (Penmsytvania Station) o Chenee
- a : ennsylvania Toly!
11/09/2015 Confirmation Pending Departure: Thu 11/12/2015 10:35 AM Cancel Train Change
NEW TORK CITY, NY (Pennsylvania Station) to WOODBRIDGE, VA
* Check-Out Date:
11/12/2015 vI LODGING: 5$0.00
Select By: i . . . i
| Dol | Preferred | Govt Safery | Other Published |
ITD‘r’ Location e Lodging Lodging Compliant Lodging Rates
* City / TDY Location:
MANHATTAN IW Sort By: () Distance (@) Rate Range () Hotel Name
* Distance: Lodging Per Diem Rate Allowed is $3306.00 in MANHATTAN,NY
10 i
Mites + NEXT 10
Search 5195.00 - $274.00 Rate Range Additional Hotel Information Select Hotel
Phomne: Z12/581- FEMA Approx. Distance:
o= Haoliday Inn MNew York 8100 Approved 2 Miles
City-Midtown-37th 5t. Fax: Z12/581-
Hertictagg lors | 4490 West 57th St 7739
Mews ork N, 10019 Toll Free:
800/231-0405
5206.00 - $394.00 Rate Range Additional Hotel Information Select Hotel
. 7410- i .
Courtyard New York Er_;??e. 2127410 ;\E';foved ?\D‘zrig Distance:
_— Manhattan/Upper East . . )
colranD: [T 1Fg-‘3<-621 2/423-
S| 410 Eastsznd st .
E— New rork N, 10128 Tﬁ lﬂl Firei '3_'“11

Figure 2-31: Reservations Summary - Rental Car Booked

The screen refreshes and the rental car shows in the Reservations Summary green box (Figure
2-31).
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Chapter 2: Temporary Duty (TDY) Authorizations

2.6.3.2 Select Rental Car En Route (ER)

If you will use a rental car as transportation to and from a TDY location, you have two options to
indicate your preference in DTS.

1. You can select Rental Car located in Section D on the Trip Overview screen as your mode
of transportation(Figure 2-32).
-OR-
You can select En Route (ER) on the Rental Car screen(Figure 2-32).

After you have identified your option, follow the steps in section 2.6.3.1 to reserve your rental car.

% Defense Travel System

A New Era of Government Travel

Review/Sign

M}cpenses Accounting Additional Op tions

[ rerurn ro st |

Modify Search

Please Note: A Red Star (™)
indicates a field is required.

* Pick-Up Date:

PPantal car it g

Other Transportation

Summanry

Select Rental Car for
RNO - Reno, NV (USA)
from 12/19/2016 through 12/22/2016

RESERVATIONS SUMMARY:

Skip This Car I

5i57351E = AlR:  5760.20
—I:' = IAD to RMO : 12/19/16 06:15 AM Arrive: 01:53 PM Cancel Flight
* pick-Up Time: RNO to IAD 1 12/22/16 09:28 AM Arrive: 08:10 PM Cancel Flight
02:00 PM RENTAL CAR: $0.00
* Drop-Off Date: p » .
Government Rates Hon-Government Rates
[zizz/2018 = I |

Drop-Off Time:
|03:30 AdA -

Rental rates shown do not include the Government Administrative Supplemental fee
of $5 per day.

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

One-Way Rental: O iexcept for one way rentals) and collision and Liability insurance coverage in the
United States and its territories and possessions. Mot all venders provide insurance
* Pickup Airport (or city, state): coverage for specialty vehicles (e.g., vans, sport utility wehicles). In the event of an

accident with one of these wvehicles, a claim is filed directly with the Government by
the rental company. Travelsrs are not reimbursed for rental car insurance coverage
purchased in the United States or its territories and possessions regardiess of the

IRNO - Reno, NV {USA)

* Type: wendor from whom the rental car is rented. Travelers are reimbursed for mandatory
Compact rental car insurance coverage required in foreign countries.
Search I (ER) En Route: |
$107.51 [Estimated Total Cost Including Taxes & Fees] m
BUDGET Daily Rate: $19.00 Extra Hour: 520.00

1N TERMINAL
Compact Car

Extra Day: $19.00
Unlimited Miles/Kilometers

Air Conditioning
Automatic

Figure 2-32: Trip Overview Screen - Rental Car Selected

Note: If you wish to rent a vehicle and return it to a different location, you will select the One-Way
Rental box on the left side of the Rental Car screen. You will need to identify the:

*  *Pickup airport (or city, state)
»  Drop Off Airport (or city, state)
+  *Type

Select Search, and the results will populate on the search screen.
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Chapter 2: Temporary Duty (TDY) Authorizations

2.6.3.3 Modify Search for a Rental Car

If none of the displayed cars meet your needs, you can modify your search to return different
results.

The Modify Search section on the left side of the screen allows you to modify your search (Figure
2-33), the following options explain how to change the search criteria. after entering all the
requirements, select Search to display the new results.

Defense Travel System Itinerarﬁxp enses  Accounting  Additional Options  Rewview/Sign
A New Era of Government Travel
| RETURN TO LIST Adr Rail Lod Other Transportation

RESERWATIONS SUMMARY:

Modify Search AlR:  5760.20
1AD-Washington Dulles Internaticnal Apt to RNO-Reno @ 12719716 06:15 AM Arrive:
Please Mote: A Red Star (%) 01:53 PM
indicates a field is reguired. RMO-Reno to |1AD-Washington Dulles International Apk @ 12722716 09:28 AM Arrive:
05:10 PM

* Pick-Up Date:

|12,a19_,f1016 m vI RENTAL CAR: $0.00

* Pick-Up Time: LODGING:  $0.00

|03:30m -

* Drop-Off Date:

|12822.a'2016 E ZvI
=

Drop-Off Time:
|_h20 Em ”T' Please use the Modify Search area to find rental cars.

One-Way Rentalz [

* Pickup Airport (or city, state):
If travel agent assistance is required, click on the button "Request Assistance in Booking

RNO-Reno o -
Rental Car'. NOTE: Additional travel agent handling fees may apply.
* Type:
Compact I Request Assistance in Booking Rental Car

| Search I

Figure 2-33: Modify Rental Car Search Screen
*An asterisk indicates a required field.
To change the pick-up date:
Complete the *Pick-Up Date field with a different date.
To change the pick-up time:
Select the *Pick-Up Time drop-down list arrow and select a different time.
To change the drop-off date:
Complete the *Drop-Off Date field with a different date.
To change the drop-off time:

Select the *Drop-Off Time drop-down list arrow and select a different time.
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Chapter 2: Temporary Duty (TDY) Authorizations

Note: If no rental car is found to meet your needs, select Request Assistance in booking
Rental Car at the bottom screen (Figure 2-33). The CTO Comments window opens (Figure 2-34).
Do not delete any text in the comments box, but you can add additional comments. 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 TMC. Additional handling
fees may be added whether requesting assistance through DTS or by calling the TMC.

No Rental Car Selected
NOTE: Selecting this option will require manual intervention by your Commercial Travel Office and may result in a higher

transaction fee to the Government.

If necessary, add additional comments to the CTO:
CT0, please @3sist traveler with: compact car for RENO, NV from 12/19/2016 to
12/22/201¢6

Cancel CTO Assistance Send Comments to CTO

Figure 2-34: CTO Comments - Rental Car Screen
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Chapter 2: Temporary Duty (TDY) Authorizations

2.6.4 Add Lodging

Based on the TDY location you entered on the Trip Overview screen, DTS displays appropriate
lodging recommendations following JTR requirements. A key paragraph is JTR, par. 1265, which
governs the DoD Integrated Lodging Program Pilot (ILPP).

You can find more information about the ILPP in the DoD Integrated Lodging Program Pilot Guide.

You access the Lodging module by selecting Travel on the navigation bar, and choose Lodging.

Logped In As;  Eric T West Document Name: EWNEWPORTNEWSD3Z116_AD1  Screen ID: 1051.1 M
Traveler Name: Eric T West Document Type: Authorization Help for this screen
% Defense Travel System Iﬁneralprenses Accounting  Additional Options — Review/ Sign
A New Era of Government Travel
Adr 11 AT - a s ar Trancnnrtatinm CUM 3R
" RETURN TO LIST | Al Rail  Rer M Other Transportation  Summary

; Select Lodging for NEWPORT NEWS
Modify Search : :
: are from 03/21/2016 through Decline Commercial DoD Preferred
Please Note: 4 Red Star (*) 03/30/2016

indicates a field is required,
RESERVATIONS SUMMARY:

* - .
Checkin Date: RENTAL CAR: $379.32

03/21/2016
BUDGET IAD - Washington Dulles International Ap Pickup: 03/21/16 Cancel Car

* Check-Out Date: Drop-off: 03/30/16
03/30/2016

LODGING:  $0.00
Select By:
TO' Locatien
* City / TOV Location: i Govt Govt Commercial Commercial Fire Commercial i
NEWPORT NEWS, V Dol | Privatized | Dol Preferred Safety Act Compliant {Other Published Rates

Search Sort By: @ Distance () Rate Range ) Hotel Name

Lodging Rate Allowed is 580.00 in NEWPORT NEWS,VA

580.00 - 5999.00 Rate Range Additional Hotel Information Select Hotel

Bhone: 757/947-  DaD Approx, Distance:
Comfort Suites Newport 1333 Preferred | 4 Miles
News Airport Fax: 757/947- Lodging
12570 Jefferson Ave 1330 FEMA
Newpart News WA, 23602 | Toll Free: Approved
800/517-4000

Figure 2-35: Lodging Screen
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Chapter 2: Temporary Duty (TDY) Authorizations

2.6.4.1 Select Lodging

The hotels are organized by lodging type, in JTR preference order, as follows (Figure 2-35):

* Govt DoD Lodging. These facilities are owned or leased by the DoD, are normally located
on an installation, and are run by DoD personnel. Some may be located off installation
grounds and operated by a non-DOD entity. This is the preferred (and often, mandatory)
lodging type if you are TDY to a military installation.

* Govt Privatized Lodging. These facilities are commercial lodging that used to be
Government-owned and -operated, but now are owned by a commercial lodging company.
This is the preferred lodging type if you are TDY to a military installation that does not
have Govt DoD Lodging.

+ Commercial DoD Preferred Lodging. These facilities have signed agreements with DoD to
meet strict safety, security, and adequacy standards, and offer rooms below DoD per diem
limits. This is the preferred lodging type if you are TDY to an ILPP location, but not to a
military installation.

+ Commercial Fire Safety Act Compliant. These facilities meet all Federal Emergency
Management Agency (FEMA) requirements. They do not have a signed agreement with
the Government, so they are not guaranteed to offer the same safety and security
standards or match the pricing of a Commercial DoD Preferred Lodging facility. This is the
preferred lodging type if you are TDY to a location that is neither an ILPP site nor a military
location.

« Commercial Other Published Rates. These facilities do not meet the criteria for any of the
above options. They are acceptable for use if no other facilities are available.

You may view the hotels by selecting the Sort By radio buttons as shown below:

« Distance
+ Rate Range
* Hotel Name

* DoD Govt and Govt Privatized facilities default to sorted by rate range. Commercial DoD
Preferred facilities default to sorted by distance.

The Lodging screen displays the amount allowed for lodging for the selected location, and shows
the following items for the hotel:

* Address

» Telephone and fax numbers

+ Participation in the FedRooms program
» Distance from location

* Additional Hotel Information link

Before selecting lodging, you may wish to read more information about the hotel. Select
Additional Hotel Information to open a window that displays links to hotel policies, amenities,
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Chapter 2: Temporary Duty (TDY) Authorizations

and other information (Figure 2-36). Select any link to view details. Close the window when
finished.

COMFORT SUITES NEWPORT NEWS ATR PHF
12570 JEFFERSON AVE

WPORT NEWS VA 23602 SUITES

CANCEL POLICY

CANCEL POLICY MAY WARY BY DAY
OF WEEEK AND SEASCON. THE MOST
ACCURATE CANCEL POLICY IS
ADVISED DUERING BOOEING
PROCESS. IN

CASE OF A NC-SHOW THE CREDIT
CARED WILL BE CHARGED ONE NIGHT
STAY. OUR SYSTEM ACENCOWLEDGES
ALL PROPERLY CANCELED

RESERVATIONS BY RETURNING A
CANCELLATION NUMEBER. DO NOT
ASSUME

YOUR RESERVATION IS CANCELED
IF ¥0U HAVE NOT RECEIVED A
CANCELLATION NUMBER IN YOUR
FNE OFR BOOEKING FILE. IF ¥OU DO
NOT

RECEIVE A CANCELLATION NUMBER,
PLEASE CATLL THE CHOICE GDS

DEFPOSIT POLICY

A DEPOSIT FOR HOTELS WITHIN
THE UNITED STATES MUST REACH
THE

HOTEL 5 DAYS PRICE TC THE
AREIVAL DATE. A DEPOSIT FOR
ALL

Figure 2-36: Additional Hotel Information Window
Once a hotel is selected, search results display by room/rate in this order:

*+ FedRooms

*  Government rates

* Remaining rates (alphabetically)

*  *DoD Gov, DoD Privatized, and Commercial DoD Preferred Lodging only display
Government rates.

If you are TDY to an installation, and DoD lodging is available, DTS functionality and lodging
reimbursement limits depend on whether (a) the installation is a pilot location or a non-pilot
location, (b) whether or not the lodging facility is connected to DTS, and (c) whether you are a
military member or civilian employee.
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Chapter 2: Temporary Duty (TDY) Authorizations

2.6.4.2 Modify Search for Lodging

Unless you are TDY to an ILP pilot location, the Modify Search section on the left side of the
screen allows you to modify the search criteria to obtain different lodging results(Figure 2-37). The
options shown below and table explain how to change the search criteria. After entering all the cri-

teria, select Search to display the new results.

% Detense Iravel aystem
A New Era of Government Travel

[ nervan ro usr |

Madify Search

Please Note: A Red Star (*)

RESERVATIONS SUMMARY:
indicates a field is reguired.

AlR:  5546.20

* Check-in Date:

Other Transportation

Select Lodging for TAMPA
from 11/23/2015 through 11/25/2015

DCA-Washington Ronald Reagan Mational Ap to TPA-Tampa

Search

$52.06 - $36.52 Rate Range

Red Roof Inn Tampa
Busch

Ea' 2307 East Busch Blvd
EboF 1-275 At Busch Blvd Exit
Ths 50

Tampa FL, 33612

$53.10 - 569.00

)

Rate Range

Quality Inn Busch
Gardens

Itinera|WExpenses Accounting  Additional Options  Review/Sign

Summary

Keep Original
Reservation

,7, - Intemational Apt : 11/23/15 11:30 AM Arrive: 01:56 PM

11/23/2015 TPA-Tampa International Apt to DCA-Washington Ronald Reagan
National Ap : 11/25/15 08:45 AM Arrive: 10:52 AM

* Check-Out Date:

11/25/2015 vI LODGING: $192.00

Select By: Embassy Suites Tampa Air, TAMPA, FL Dates: 11/23/15 - 11/25/15

|TD‘r' Location ﬂ i ) L ) i
Dol | Preferred | Govt Safety | Other Published |

* City 4 TDT Location: Lodging Lodging Compliant Lodging Rates

TAMPA FL

* Distance: Sort By: (O pistance (@) Rate Range () Hotel Name

10 Miles

Lodging Per Diem Rate Allowed is $96.00 in TAMPA,FL

Additional Hotel Information

Phone: 813/932-  FEMA
0073 Approved
Fax: 813/933-

568

Toll Free:

800/733-T663

Additional Hotel Information Select Hotel

Phone: 813/386- | FEMA

1000 Approved

Fax: &13/386-

= NEXT 10

Select Hotel

Approx. Distance:
7 Miles

Approx. Distance:
8 Miles

Figure 2-37: Lodging Screen - Modify Search

To change the check-in date:

Complete the *Check-In Date field with a different date.

To change the check-out date:

Complete the *Check-Out Date field with a different date.

To change how the hotel search is conducted:

Select the drop down list to choose one of the search parameters:

Page 2-46

DTS Release 1.7.3.43, Document Processing Manual, Version 1.7.1 Updated 2/10/17

hiS document 1S controlled and maintained on the www.defensetravel.dod.mil website. Printed copies may be obsolete.
Please check revision currency on the web prior to use.



Chapter 2: Temporary Duty (TDY) Authorizations

« TDY Location

* Hotel Name

» Airport Location
+ City Location

+ Zip Code

To change the location of the lodging search:
Complete the *City/TDY Location text box with the name of city and state.
To change the distance that lodging is searched:

Complete the *distance text box with the number of miles the search will look for lodging.

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 2-38), follow these steps to cancel a reservation:

RESERWATIOMNS SUMMARY @
AlR:  S7F39.20

DC A-Washington Ronald Reagan Mational Ap to SPS5-Wichita Falls Cancel Flight Change
Sheppard AFE @ 0622515 05:50 AM Arrinve: 10:22 AM
SPS-Wichita Falls Sheppard AFE to DCA-Washington Ronald Reagan Cancel Flight Chanege

National Ap : 06726515 05:33 AM Arrinve: 11:07 AM
REMTAL CAR: S306.73

HERTZ 5P5 - Wichita Falls Sheppard AFB, TX {(US Pickup: 06 /22/15 Cancel Car Change
Drop-off: 6/26515

LODGING: S$268.00

La Quinta nn Wichita Fa, WICHITA FALLS, TX Dates: 6/227515 - Cancel Hotel Change
Q6 26415

Figure 2-38: Reservations Summary
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 steps shown below:

1. Select Change for the reservation that needs to be changed.
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Chapter 2: Temporary Duty (TDY) Authorizations

DTS displays a Reservation Change Confirmation prompt (Figure 2-39).

Are you sure you want to change: BUDGET - [DCA - Washington Ronald
Reagan Mational], 07/20/2015 09:00 AM - 07232015 06:00 PM?

oK Cancel

Figure 2-39: 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 2-40).

% Defense Travel System It'ineralprenses Accounting  Additional Options  Review/ Sign
A New Era of Government Travel

Air  Rail JGEIENeEN" Lodging  Other Trans
[rerumwrousr | :

ortation  Sumi

RESERVATIOMS SUMMARY:

Modify Search RENTAL CAR: $183.58
BUDGET DCA - Washington Ronald Reagan National Pickup: 07/20/15 Drop-off: Keep Original
Please Mote: ARed Star (%) 07/23/15 Reservation
indicates a field is required. LODGING:  $512.85

Best Western PLUS Park |, SARATOGA SPRINGS, N Dates: 07/20/15 -
07/23/15

* Pick-Up Date:
07202015

* Pick-Up Time:
08:30 AM v

* Drop-Off Date:
07/23/2015

] Please use the Modify Search area to find alternate rental
* Drop-Off Time: cars
05:30PM Y )

One-Way Rental:

* Pickup Airport {or city, state):
Wimchi If travel agent assistance is required, click on the button "Request Assistance in Bocking Rental Car.
DCA - Washington Ronald |
£ WOTE: Additional travel agent handling fees may apply.

* Type:
Compact ¥ Request Assistance in Booking Rental Car

Search |

Figure 2-40: Rental Car Screen — Modify Search

If the modified search does not return acceptable results, you may choose to retain your original
reservation by selecting Keep Original Reservation.
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Chapter 2: Temporary Duty (TDY) Authorizations

If you select a reservation that is different than the original reservation, a confirmation message
displays letting you know that the reservation is about to be changed (Figure 2-41).

You are about to change your rental car reservation below:

Criginal: BUDGET DCA - Washington Ronald Reagan Mational Pickup: 20-
Jul-15 Drop-off 23-Jul-15

Current: BUDGET null Pickup: 20-Jul-15 Drop-off 23-Jul-15

OTSs will now cancel your original reservation and replace it with your current
selection.

Choose OK to continue with this change. Chooss Cancel to kesp your current
reservation.

oK Cancel

Figure 2-41: Rental Car Change Confirmation

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)

You can enter details and cost information about ticketed transportation that you purchased for this trip
on the Other Transportation screen (Figure 2-42). Use it to add arrangements that you made outside of
DTS to your authorization or voucher. For example, you can add ticket information on a voucher to
show that you purchased an additional ticket as a result of a change in itinerary. If you checked Section
E on the Trip Overview screen, DTS will include this screen during the reservations process. You can
also access this screen by selecting Other Transportation on the subnavigation bar.

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

screen during the reservations process. You can also access this screen by selecting Other
Transportation on the subnavigation bar.
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Chapter 2: Temporary Duty (TDY) Authorizations

Togged In A5 N T West Document Hame: EWSHEPPARDAF BUG 22 1520, SCTEET 107 T093. 1 TI0%E Winaow
Traveler Name: Eric T West Document Type: Authorization Help for this screen
% Defense Travel System Itineranpenses Accounting  Additional Options  Review/Sign
A New Era of Government Travel
— Air ar Lodging Other Transportation
o
Owverall Starting Point
Use this screen to enter Other Ticketed Transpertation information. Leave From: Quantico, VA Edit
oD mandates split disbursement for transportation, ledging and rental car SELE ZelrielE
expenses. Click here for memorandum Location 1: SHEPPARD AFB,TX
Leawve From: Quantico, VA Edit
TOV/TAD Loc: SHEPPARD AFE,TX
ADD Ticket Information Arrive: 22-Jun-15
Leave: 26-Jun-15
i Carrier/Flight: American Airlines Edit
Enter or select the required data. (AA) 1035
Conf/PMNR: 123456
Please Mote: A Red Star (* ) indicates a field is reguired. Depart: 22-Jun-15 05:504M
* Tunes — - DCA-Washington Ronald
Type: Select hd Reagan Naticnal &p
* o — Arrive: 22-Jun-15 08:07AM
Descriptien: DFW-Dallas/Fort Worth
* Ticket No: See Attached Ticket 3 Intl Apt
feket o ached ieee Carrier/Flight: American Airlines Edit
_ (AA) 3459
* I . 4
Ticket Value: 0.00 Conf/PNR: 123456
Cost: 0.00 Depart: 22-Jun-15 09:304M
(I different from DFW-Dallas/Fort Worth
ticket value) Intl Apt
Arrive: 22-Jun-15 10:2240M
* Departure Date 06/22/2015 = SPS-Wichita Falls
(mm dddyyyy): Sheppard AFB
Issue Date Rental Car: HERTZ Edit
(mm/ ddyyyy): Airport: SPS - Wichita Falls
- Sheppard AFB, TX (US
* Ticket Date !
(mm ddyyyy): 06/17/2015 ' Confirmation: ABCD1234678-
Pickup: 22-Jun-15 11:004M
CBA Label: Dropoff: 26-Jun-15 05:004M
CBA Account: » CBA Accounts Lodging: La Quinta Inn Wichita Fa Edit
Confirmation: 12345678
Check-In: 22-Jun-15 11:59FPM
If necessary, add comments to the travel agent: Check-Cut: 26-Jun-15 09:004M
Overall Ending Point
Leawve From: SHEPPARD AFE,TX Edit
P Return Loc: Quantico,VA
- Arrive: 26-Jun-15
Carrier/Flight: American Airlines Edit
(AA) 3051
Conf/PMNR: 123456
- . _ Depart: 26-Jun-15 05:334M
AETILE I S =2 SPS-Wichita Falls
Sheppard AFB
Arrive: 26-Jun-15 0611940
DFW-Dallas/Fort Worth
Intl Apt
Carrier/Flight: American Airlines Edit
(A4) 1200
Conf/PMNR: 123456
Depart: 26-Jun-15 O7:05AM
DFW-Dallas/Fort Worth
Intl Apt
Arrive: 26-Jun-15 11:074M
DCA-Washington Ronald
Reagan Mational Ap
Proceed to the following page: Expense - Non-Mileage v ‘Continue
Figure 2-42: Other Transportation Screen
Page 2-50 DTS Release 1.7.3.43, Document Processing Manual, Version 1.7.1 Updated 2/10/17

hiS document 1S controlled and maintained on the www.defensetravel.dod.mil website. Printed copies may be obsolete.
Please check revision currency on the web prior to use.



Chapter 2: Temporary Duty (TDY) Authorizations

Note: The Click here for memorandum link opens a memo addressed to DoD members. The memo
implements mandatory split disbursement for military members, and encourages split disbursement for
DoD civilian employees.Note: A Customer Identification Code (CIC) will be issued once the
authorization has been approved.

Follow these 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 2-42).

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

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 TMC 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.

If you choose Comm Air (Central Bill), Comm Rail (Central Bill) or CTO Fee (Central Bill) on the Other
Transportation screen, the Method of Reimbursement cannot be changed on this screen.
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Chapter 2: Temporary Duty (TDY) Authorizations

The Expense Detail screen opens (Figure 2-43).

Use this screen to edit the expense details.

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

Cest Options

Expense Type:

Expense Cost: 0.00
Reimbursable:

Expense Category: v

Method of Reimbursement:
Foreign Currency Calculator
Foresign Currency: 0.00

Exchange Rate: 0.00 (Forsign Units/US 5)

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

{US 5/Foreign Units)

Figure 2-43: Expense Details Screen
14. Make the appropriate changes.
15. 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.

16. Select Return to close the window.

The Other Trans. screen opens.
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Chapter 2: Temporary Duty (TDY) Authorizations

The screen refreshes (Figure 2-44). The Expense Cost field displays the cost in U.S. dollars.

ADD Ticket Information

Enter or select the required data.

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

* Type: Comm Air (Indiv Bill) hd
*  Description: Comm Alr {Indine Bill)
* Ticket Mo: See Attached Ticket 3
* Ticket Valus: 250.00
Cost: 250.00

{If different from
ticket value)

T mmtadimny:  oer22r2015 | (IR
:ﬁl‘f‘l?}‘?ﬂ:ajfi",",",'l: v
. :rlll;:r}?ﬁ’tdg ?"f’f",",'l. 081772015 v
CBA Label
CBA Account: = CBA Acoounts
If necessary, add comments to the travel agent

Continue without Saving I Sawve I

Figure 2-44: Expense Details Screen — Foreign Currency Calculated
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 continue to Trip Summary.

2.6.7 Trip Summary
After completing the reservation process, the Trip Summary screen opens (Figure 2-45). This screen

organizes the summary information under two tabs:

* Payment Information. This screen provides the costs for each of the reservations on this
itinerary. 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.
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»  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

breakdown, and class of service.

% Defense Travel System Iﬁnel'argﬂMxpenses Accounting  Additional Optons  Rewisws Sign
A New Era of Government Travel

ir 3 Other Tr. - g
[

Emil this Itinerary  Print this Itinerary

Payment Information | Final Trip Itinerary

Air Travel Payment Summary:
£739.20 Total Cost (Including Taxes & Fees) View Flight Details

Cancel Change

A?A Depart: 05:50 AM DCA-Washingten Renald Reagan Naticnal Ap
Arrive: 08:07 AM  DFW-Dallas/Fort Werth Intl Apt

American  Freguent Flysr 5= » Special Requests Mon 06/22/2015 SEAT: 17F
Airlines - 5 -
1038 Please Select
A e e e SE o o et e 2t
reuent Fl Tichita etk Sheppar » Special Requests Mon 06/22/2015 SEAT: 17F

AAn_'iel!"'lcan Frequent Flyer #:
irtines 3 5 - v
3450 Please Select

Cancel Change

A‘..A Depart: 05:33 AM SPS-Wichita Falls Sheppard AFB

Arrive: 06:19 AM  DFW-Dallas/Fort Waerth Intl Apt
American | Fraquent Elyer 81 altasrrort Workh Intt 2p » Special Requests | Fri 06/26/2015 SEAT: 17F
M?'rg?fs --Please Select-- ¥
A?A Depart: 07:0% AM DFW-Dallas/Fort Worth Intl Apt
Arrive: 11:07 AM  DCA-Washington R Ld Ry Nati LA
American F|-rerc'|vuint Flyer £: ashington Hena eagan Mationat 2p = Special Requests Fri 06/26/2015 SEAT: 17F
Aldrlines ] - - ¥
1200 Please Select:
*Type: (Required) | Comm Air {Indiv Bill) v Methed of Reimbursement: | GOVCC
Rental Car Payment Summary: A Rental Car
£336.05 Estimated Total Cost (Including Taxes & Fees) Daily Rate: $59.00 View Rental Car Details
HERTZ

5P5 - Wichita Falls Sheppard AFE, TX (US
Freguent Renter #: . .
Hertz. --Please Select-- ¥ » Spedial Requests Mon 06/22/2015 | Fri06/26/2015
Freguent Flyer #:
--Please Select-- ¥

Pick-up Date: Drop-off Date: Cancel |Change

:?Rrize:ired} GOWCC v Method of Reimbursement: GOVCE

Lodging Payment Summary:
5268.00 Estimated Total Cost (Excluding Taxes & Fees) Rate: $67.00 / Might View Lodging Details
La Quinta Inn Wichita Fa Freguent Gusst #:
--Please Select-- ¥
wQUINTA | Frequent Flyer #:
--Please Select-- ¥

Check In: Chec H Cancel | =
Men 06/22/2015 | Fri 06/26/2015 |ancel |Chanee

:;;F"fdire @ [cevec~ Method of Reimbursement: GOVCC

Rail Payment Summary:

Other Ticketed Transportation: Add New Ticketed Transportation

Change TDW Location Save and Continue

Proceed to the following page: Expense - Mon-Mileage v m

Figure 2-45: Trip Summary Screen — Payment Information

Note: You 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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Chapter 2: Temporary Duty (TDY) Authorizations

2.6.7.1 Payment Information

The text and objects that display on this screen depend upon the reservations in the
authorization. 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:

3

Add New Flight. Link is used to access the Air Travel screen and add another flight to the
trip

Total airfare cost

View Flight Details. Link 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 is used to initiate cancellation of the flight reservation

Change. Link is used to begin a search for a different flight

Airline name and flight number

Departure and arrival times

Field where loyalty program number for the airline may be entered

Special Requests. Link opens 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 select the method of reimbursement for the flights

CBA Label

CBA Account (last four digits)

The Rental Car Payment Summary displays:

3

Add New Rental Car. Link is 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 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 where loyalty program numbers may be entered for the rental car company
Special Requests. Link opens 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 is used to initiate cancellation of the rental car reservation

Change. Link is used to begin a search for a different rental car

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

The Lodging Payment Summary displays:

3

Add New Lodging. Link opens the Lodging screen so you may 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 where loyalty program numbers may be entered for the hotel brand

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

*  Check-in date

»  Check-out date

* Cancel. Link is used to initiate cancellation of the lodging reservation

* Change. Link is 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 2-45). A
screen opens and details for the selected reservation display (Figure 2-46). 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.

% Defense Travel System Itinera|wapenses Accounting  Additional Options  Review/Sign
e A New Era of Government Travel
Adr d ar odging  Other Transportation _STTEERD
RETURN TO LIST

Rental Car Details: Add New Rental Car

$336.05 Estimated Total Cost (Including Taxes & Fees) Cancel Change

Hertz, HERTZ Frequent Renter: --Please Select-- ¥

Pick-up: _Els_l:{stij;'n’ichita Falls Sheppard AFE, 2t 11:00 AM On Mon 22-Jun-15 Save to profile: |

S SPS - Wichita Falls Sheppard AFB X T Payment Type: COEe

Drop-off: TX (LS ' AL 05:00 AM On Fri 26-Jun-15 {*Required) GOVCC v

R - I I Method of

Class: Full Size Car, Automatic, Air Conditioning Reimbursement:

Rate Daily 559.00, Extra Hour 59.83, Unlimited miles/kilometers, Estimated

Information: | Total Cost 5336.05
Rental rate shown does not include the Government Administrative
Supplemental Fee of 55 per day.

Confirmation

Number: ABCD1234678- CTO Notes (Read Only):

Return Te Payment Infermation | Save Car Details |

Figure 2-46: View Rental Car Details Screen

If you make changes on this screen, select Save <Reservation Name> Details. If there are no
changes, select Return to Payment Information. The Payment Information section of the Trip
Summary Screen opens (Figure 2-45).
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Chapter 2: Temporary Duty (TDY) Authorizations

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.

2.6.7.2 Final Trip Itinerary

The Final Trip ltinerary opens after Save and Continue is selected (Figure 2-47). The Final Trip
Itinerary tab may also be selected to view this screen.

@ Defense Travel System Itineralwxpenses Accounting  Additional Options  Rewiew/Sign
A New Era of Government Travel

RETURN TO LIST

Email this Itinerary  Print this |tinerary

Payment Information | Final Trip Itinerary "|

DTS Document Name EWSHEPPARDAFB0&2215_A02Z
DTS Detailed Travel Itinerary for Eric T West DTS / CTO Confirmation: OFV7LE

(Please Reference this number when contacting the CTO.)
Travel / TD Information:

Trip Type: AA-ROUTINE TD'V/ TAD
Trip Purpose: TRAINING ATTENDANCE

Trip Description:

Location - 1 SHEPPARD AFB,TX Time Zone: CST (07)
Leave From: SHEPPARD AFB,TX
: 22-Jun-15

26-Jun-15
22-Jun-15
Air:
American Airlines - Flight: 1035
05:50 AM DCA-Washingten Renald Depart: Elapsed Travel Time: Seat: Air Confirmation: 123456
Reagan National Ap Mon 22-Jun-15  3h 17min 17F Frequent Flysr:
08:07 AM DFW-Dallas/Fort Worth Intl  Arrive: Lay-over Time: Special Requests:
Apt Mon 22-Jun-15 1h 23min
American Airlines - Flight: 3459
09:30 AM DFW-Dallas/Fort Worth Intl ~ Depart: Elapsed Travel Time: Seat: Air Confirmation: 123456
A Mon 22-Jun-15 52min 17F Frequent Flyer
10:22 AM SPS-Wichita Falls Sheppard Arrive: Special Requests:
AFB Mon 22-Jun-15
Car:
HERTZ
SPS - Wichita Falls Sheppard AFB, TX  Pick-Up: 06/22/15  Drop-off: 06/26/15 lass: Car Confirmation: ABCD1234678-
us Time: 11:00 AM Time: 05:00 AM Full Size Car  Frequent Renter:
Frequent Flyer:
special Request: Cruise Control, Non-
Smoking Car
Dropoff Location: Daily 559.00, Extra Hour 59.83, Unlimited miles/kilometers,
5P5 - Wichita Falls Sheppard AFB, TX  Estimated Total Cost 5336.05
{us
22-Jun-15
Lodging:
La Quinta Inn Wichita Fa
1128 Central Fwy North Phone Number: Check In: Check Out: Heotel Confirmation: 12345678~
WICHITA FALLS TX 76306 940/322-6971 06/22/15 06/26/15  Room Type Code: AOLA1Y
2626 Fax Number: 940/723-2573 Frequent Gues
United States Frequent Fl
Phone: 940/322-6971 Special Request: Non-Smoking
Fax: 940/723-2573
Toll Free: 800/531-5900
Room: Hotel Policies:
IS FEDERAL GOVERNMENT RATE OR  Cancellations not received according to hotel policy may result in
KING PILLOWTOP financial obligations such as cancellation penalties. For the hotel

BED/MICRO/FRIDGE / HONSMOKING cancellation pelicy, view "Additional Hetel Infermation” or the property
ULTRA FAST FREE INTERNET/FREE ‘website.

BREAKFAST/HDTY
26-Jun-15
Air:
American Airlines - Flight: 3051
05:33 AM SP5-Wichita Falls Sheppard Depart: Elapsed Travel Time: Seat: Air Confirmation: 123456
A Fri 26-Jun-15 A6min 17F Frequent Flyer:
06:19 AM DFW-Dallas/Fort Worth Intl ~ Arrive: Lay-over Time: Special Requests:
Apt Fri 26-Jun-15 46min
American Airlines - Flight: 1200
07:05 AM DFW-Dallas/Fort Worth Intl ~ Depart: Elapsed Travel Time: Seat: Air Confirmation: 123456
A Fri 26-Jun-15 3h 2min 17F Frequent Flyer:
11:07 AM DCA-Washington Renald Arrive: Special Requests:
Reagan Mational Ap Fri 26-Jun-15

Proceed to the following page: Expense - Non-Mileage ¥ m

Figure 2-47: Trip Summary Screen - Final Trip Itinerary
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Chapter 2: Temporary Duty (TDY) Authorizations

Review the information on this screen carefully. The DTS document name and the DTS/CTO
Confirmation Number are found on this page in the upper right corner.

2.6.7.3 Email and Print the Trip Itinerary

In the top right corner of the Trip Summary screens there are two links that may be used to email
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 steps listed below to email the itinerary:

1. Select Email this Itinerary.

The Email Itinerary Details window opens (Figure 2-48).

Please add/change recipients (one recipient per line) and add comments (optional).
To: eric west.mil@ mail.mil
2
]
Comments:
4
Cancel | Send Email

Figure 2-48: Email Itinerary Details Window
The To: field defaults to the email address in your personal profile.
2. (Optional) Update the information in the To: field.

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

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

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

You may use the Full CTO Assistance Request button to request assistance with the entire itinerary
instead of selecting reservations by using the Travel module.

After selecting the Full CTO Assistance Request from the Trip Overview screen (Figure 2-10), a pop-
up message informs you that this option requires manual intervention from the TMC and an additional
fee will be charged (Figure 2-49).

Selecting this option will require manual interventon by your Commercial
Trawvel Office. A fes of up to $21.59 will be assessed to this travel order.

oK Cancel

Figure 2-49: Manual Intervention Message

1. Select OK.
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2. Add or modify text in the Comments fields, if necessary (Figure 2-50).

Defense Travel System

S |
Selecting this opticn will require manual intervention by your Commercial Travel Office. A fee of up to 521.5% will be assessed to this
travel order.

This screen contains pre-populated information from the traveler’s itinerary. Vou can now add or modify comments to help the CTO understand
the reservation needs of the traveler.

RES: Quantico, VA - CAMP PENDLETOM USMC, CA departing 06/29/2015 at 09:004M

CTO Comments - Air

If necessary, add additicnal comments to the CTO:

CTO, please assist traveler with air reservaticns: from RES: Quantico, VA to CAMP PEMDLETOM USMC, CA
D6/292015 at 09:00AM

CAMP PENDLETOM USMC, CA - RES: Quantico, VA departing 07/09/2015 at 09:00AM

CTO Comments - Air

If necessary, add additional comments to the CTO:
CTO, please assist traveler with air reservations: frem CAMP PENDLETON USMC,_ CA toc RES: Quantico, VA
07/0%/2015 at 09:00AM

CAMP PENDLETON USMC, CA 06/29/2015 - 07/09/2015

CTO Comments - Car

If necessary, add additional comments to the CTO:
CTO, please assist traveler with rental car reservations: compact car for CAMP PENDLETON USMC. CA from
06/29/2015 to 07/0%2015

CAMP PENDLETON USMC, CA 06/29/2015 - 07/09/2015

CTO Comments - Hotel

Flease provide in the box below any additional informaticn the CTO may need, such as hotel name or zip code:
CTO please assist traveler with booking a lodging reservation for CAMP PENDLETON USMC, CA from 06/29/2015 to
07/09/2015

Cancel CTO Assistance I Send Comments to CTO

Figure 2-50: Full CTO Assistance Request Comment Windows

3. Select Send Comments to CTO. Selecting Cancel CTO Assistance will return you 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 allows you to record mileage and non-mileage expenses, and edit per diem

entitlements. Before travel, expenses are estimated and entered by date to get an accurate “should cost”
estimate for the trip.
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2.7.1 Non-Mileage Expenses

You may select non-mileage expenses from a list or enter them 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 2-51).

% Defense Travel System Itinerary Travwmnunﬁng_ Additional Options  ReviewsSign
A New Era of Government Travel
(EREYEEEEY Mileage  Per Diem Entitlements Substantiating Records

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 expenses to the travel document.

Reminder: CTO Fees are a reimbursable expense to the traveler when the transportation costs are charged to your Indnidual Government Travel
Charge Card (IBA}.

Leave: 22-Jun-15 Return: 26-Jun-15
Men-Mileage Expense #1
* Select Expense Type: -

_OR-

* Method of Reimbursement: | GOVCC-Individual v
Non-Mileage Expense #2
* Select Expense Typs: i * Cest: 5
—oR-
* Date: [06/22/2015 |E=d
fmm/ads vy
* Method of Reimbursement: | GOVCC-Individual v
Non-Mileage Expense #3
* Select Expense Type: - * Cost: §

_OR-

* Date: |06/22/2015 ==

(mm s dd/yyyy)

* Methed of Reimbursement: | GOVCC-Individual v

Mon-Mileage Expense #4

* Select Expense Type: -

-OR-

* Date: =
* Methed of Reimbursement: GOVC C-Individual v
MNon-Mileage Expense #3
* Select Expense Type: - * Cost: 5
oR-
* Date:
* Methed of Reimbursement: GOVCC-Individual v

Proceed to the following page: Expense - Mileage - m

Figure 2-51: Non-Mileage Expenses Screen

*If you attempt to claim Hotel Sales Tax or Hotel Room Tax when you are TDY to a state which
exempts taxes when paying with your Government Travel Charge Card, you will receive a pop-up
warning. You should print the tax exempt form and take it with you when you go TDY.

Follow the steps shown below to enter non-mileage expenses:

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.

2. (Optional) The Method of Reimbursement field populates automatically. Complete the Cost field
with the amount of the expense.

3. Complete the Date field with the date on which the expense was or will be incurred. Use the
calendar icon if necessary.
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4. (Optional) Select view expense details/currency calculator (Figure 2-52) to view cost options or
to convert a foreign currency into a U.S. dollar amount.

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: Gaseline-Rentals/ Govt. Car

(=]

.0

(=1

Expense Cost:
Reimbursable:
Expense Category: OTHER *

Method of Reimbursement: GOVCC-Individual
Foreign Currency Calculator
Foreign Currency: 0.00

Exchange Rate: 0.00 (Fersign Units/US 5)

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

{US 5/ Foreign Units)

Figure 2-52: Expense Details and Currency Calculator Screen

a. Complete the Foreign Currency field with the amount of the foreign money spent in its units.

b. Complete the Exchange Rate field with the official exchange rate for the date on which the
currency was spent.

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 you to enter expenses incurred for the use of different modes of
transportation and the mileage for the trip. DTS uses the mileage you enter 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 2-53). The Mileage Expense types are described in
Table 2-3.

@ Defense Travel System Itinerary Traveﬂmo:ounﬁng Additional Options  Review/Sign
A New Era of Government Travel
Mon-Mil [AIEEEEY” Per Diem Entitlements  Substantiating ds
RETURN TO LIST
Use this screen to enter mileage expenses for your trip. Click on the “Save Expenses” butten to save these expenses.
Leave: 22-Jun-15  Return: 26-Jun-15
Mileage Expense #1
* Expense Type: v *Date: |06/26/2015
(mm/dd/yyyy)
* Method of Reimbursement: | --Please Select-- hd
* Miles x Rate = Cost 5
Mileage Expense #2
* Expense Type: v *Date: [06/26/2015 E=
(mm/dd/yyyy)
* Methed of Reimbursement: | --Please Select-- hd
* Miles * Rate = Cost §
Save Expenses I
Proceed to the fellowing page: Per Diem Entitlements A m
Figure 2-53: Mileage Expenses Screen
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Chapter 2: Temporary Duty (TDY) Authorizations

Table 2-3: Mileage Expense Types

MILEAGE EXPENSE TYPES

EXPENSE TYPE

DESCRIPTION

POC Use — Dedicated
Gov Veh

A privately owned conveyance (POC) is used for your convenience instead of an
available Government vehicle dedicated for your use, such as a commander’s car.*

POC Use — Gov Vehicle
Avail

A POC is used for your convenience instead of an available Government vehicle.
Example: A fleet of vehicles has been procured for your use and one of the vehicles is
available, but you use 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 your 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 your 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 your duty station or residence 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 your duty station or residence to
and from the airport.

*No POC reimbursement is allowed if a Government vehicle was used by other travelers to complete the TDY
mission and space was available for you, but you chose to use a POC for personal convenience.

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.

6. Enter the number of miles in the Miles field.

a. If you choose Pvt Auto-TDY/TAD or Pvt Motorcycle-TDY/TAD 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-

54).
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Page 2-66

% Defense Travel System Itinerary  Tra veﬂmmounﬁng Additional Options  Revisw/Sign
A New Era of Government Travel

Mon-#i mileage Per Diem Entitlements

Use this screen to enter mileage expenses for your trip. Click on the "Save Expenses” button to save these expenses.
Leave: 20-Dec-16 Return: 23-Dec-16
Mileage Expense #1

* Expense Type: [Pvt Auto-TDY/TAD *Date: [1272372016 -ﬁ'|
{mmsdd vy
* Method of Reimbursement: | Personal

Miles required to be cbtained from Defense Table of Distances DoD
Table of Distances

From: 22135 Quantico, VA, Stafford

To: 23453 Virginia Beach, VA, Virginia Beach
* Miles  [176 x Rate 0.54 = Cost 5 95.04
Create separate mileage expense for return trip mileage: |:|

Mileage Expense #2

* Expense Type: | *Date: [12/23/2016 =N
{mmsdd vy
* Method of Reimbursement:  |--Please Select--
* Miles I x Rate = Cost S

Save Expenses I
Proceed to the following page: |Per Diem Entitlements -

Figure 2-54: Pvt Auto TDY/TAD - Return Trip Mileage

7. Select Save Expenses.

8. Select OK to the message stating that a Constructive Travel Cost-Comparison Worksheet may

need to be completed (Figure 2-55).

You have selected a transportaticn mode that may reguire a2 Constructed
Travel Cost-Comparison Worksheet to be completad and included with the
document via fax or scanning. The Worksheet is located at http:/f

wewwe distravelcenter.dod. milfcnstivlf or within DTS under Review/Sign>FPre-
Audit.

Do you wish to continue?

oK Cancel

Figure 2-55: 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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Chapter 2: Temporary Duty (TDY) Authorizations

2.7.2.1 Defense Table of Official Distances

You must use the DTOD when driving to a TDY location outside the local travel limits. Do not use
it for local travel or for any form of personal travel. Select the DoD Table of Distances link below
the Method of Reimbursement field (Figure 2-54).

The DoD Table of Official Distances (DTOD) screen opens (Figure 2-56).

g\‘ Defense Travel System
A New Era of Government Travel

Current Date: 12-13-201
DoD Table of Official Distances (DTOD)

Use DTOD to calculate mileage when traveling to a location using a personally owned vehicle (POV). Enter the Zip Code or City, State/Country for the “Traveling From" and "Traveling To"
locations to calculate the miles for the entered mileage expense

Enter City, and 2 character State/Country code to search within North America (e.g. Atlanta, GA)
Enter City, and 3 character State/Country code to search outside North America (e g Paris. FRA)
Enter City ONLY to search World Wide (e.g. Paris)

Traveling From: Traveling To: Calculate Total:

N o b Y From :

To:

Quantice, VA

‘Calkulate Distance

Figure 2-56: DoD Table of Official Distances (DTOD) Screen
6. Follow the on-screen instructions to calculate your official mileage.

The Mileage Expenses screen opens (Figure 2-53). The cost is calculated in the box on the right
side of the screen.

2.7.3 Per Diem Entitlements

The Per Diem Entitlements screen permits a traveler to edit a document by changing per diem
entitlements for lodging, duty conditions, meals, and leave.

To access the Per Diem Entitlements module, select Expenses from the navigation bar. Select Per Diem
Entitlements from the subnavigation bar. The Per Diem Entitlements screen opens (Figure 2-57). 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 2-4 for Per Diem Entitlements definitions.

If you are traveling to a state or US Territory that exempts hotel tax when you pay with your

Government Travel Charge Card, a pop-up will appear when you open the Per Diem Entitlements
screen. Select Ok to close the pop-up.
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Note: The GSA State Tax Exemption Listing link allows you to access and print a tax-exempt form for
the location where you will be TDY.

‘% Defense Travel System Itinerary Travel@@@”mounting Additional Options ~ Review/Sian
A New Era of Government Travel

Non-Mileage M Per Diem Entitlamants
reueno st |

Following is a list of per diem allowances for lodging and meals/incidentals for each day of your trip. The "edit” link allows you to change the
infermatien (e.g., duty cenditions, meals provided, etc.) for a specific date or date range. The "reset” link changes the per diem information to the
default rates for that date and location.

GSA State Tax Exemption Listing
Date Location Edit Reset Ldg Cost Ldg Allowed | M&IE Allowed = PerDiem Rate | Code | B|L D | Qtrs
340.00 534,50
06/22/15| SHEPPARD AFB,TX | » Edit | » Reset 567.00 GOVCC- Persn 83 /48 qmes AVAIL
- grsonal
Individual
) §33.00
06/23/15 SHEPPARD AFB,TX  » Edit | » Reset 567.00 GOVCC- . 83 /46 MESS M M AVAL
- Personal
Individual
0.0 53300
06/24/15  SHEPPARD AFE,TX » Edit » Reset 567.00 GOvCC- . B3/ 46 MESS | M M AVAIL
Indivi Personal
ndividual
AL $33.00
06/25/15 SHEPPARD AFB,TX » Edit | » Reset 567.00 GOVCC- . 83 /45 MESS M M AVAL
- - Persenal
Individual
3000 534,50
06/26/15| SHEPPARD AFB,TX | » Edit | »Reset 50,00 GOVCC- N 83 /46 MESS (M| M AVAIL
Indvidual | FErOme!

Reset All
Proceed to the following page: Accounting Codes v m

Figure 2-57: Per Diem Entitlements Screen
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Table 2-4: Per Diem Entitlements Definitions

PER DIEM ENTITLEMENTS DEFINITIONS

PER DIEM DEFINITION
ENTITLEMENT
Lodging Cost Amount charged by the selected hotel for nightly lodging. This amount can be changed if

you use Government quarters or claim actual lodging costs.
*If you choose DoD Lodging, the cost is shown here automatically, if you made
reservations outside DTS you will need to manually change the 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.
Travelers 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 you.
Other causes include you taking leave or receiving an OCONUS incidental expense rate.

B,L,D Display if breakfast, lunch, or dinner is to be eaten at the military dining facility or will
otherwise be provided to you.

Qtrs Abbreviation that displays if quarters exist at the military destination selected. Lodging
cost for military installations defaults to the location per diem allowed per night.

2.7.3.1 Update Per Diem Entitlements — Lodging

Follow these 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 2-57).

3. Select Edit next to the date to be changed.

The Per Diem Entitlement Detail screen opens (Figure 2-58). These fields may be used to update
per diem entitlements for your trip.

DTS Release 1.7.3.43, Document Processing Manual, Version 1.7.1 Updated 2/10/17 Page 2-69

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



Chapter 2: Temporary Duty (TDY) Authorizations

% Defense Travel System Itinerary  Tra veﬂmﬂmnunﬁ ng AdditionalOptions  Review/Sign
A New Era of Government Travel

Mon-Mileage  Mileage JEETEMEMBRBNEMENS” Substantiating Records
RETURN TO LIST - = -

‘fou may apply changes on this screen to a certain date or range of dates by medifying the "Values Apply Through” date. If required to change the
distribution to travelers, use the distribution methed selection list to change the distribution methed. Then, select the "distribute cost” link to
distribute appropriately to travelers.  GSA State Tax Exemption Listing

Locaticn: SHEPPARD AFB,TX

Values Apply From Date: 064222015

Values Apply Through: 06/22/2015 v
Per Diem Rates

Costs are total for all travelers. You may change your ledging costs below. Use the "View Expense Details / Currency Calculator link for expense
details such as payment methed, reimburseable, etc.

Per Diem Rate: 83/ 46
Lodging: 5|67.00 » vigw expense details £ currency calculator
ME IE: 5(34.50 » vigw expense details £ currency calculator

Figure 2-58: Per Diem Entitlement 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 these 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.

The Per Diem Entitlement Detail screen opens. These fields may be edited to update per diem
entitlements for duty conditions.

3. Complete the Values Apply Through field 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 (Figure 2-59).

Duty Conditions
Check all of the following that apply:

Field Conditions
Adverse Effects/ Commercial Quarters
Inactive Duty Traiming (Local Commuting Area)
Permissive TOV
Hospital Stay
= Quarters Available
Group Travel
Essential Unit Messing
Aboard 1.5, Vessel
Authorized Trip Home

Select one of the following:

Hone

Annual Training (Quarters and Meals Available)

Annual Training (Quarters Available/Meals Not Available)

Annual Training (Commercial Quarters)

Active Duty Training (Quarters and Meals Available)

Active Duty Training (Quarters Available/Meals Not Available)

Active Duty Training (Commercial Quarters)

Inactive Duty Training Non-Lecal Commuting Area (Quarters and Meals Available)

Inactive Duty Training Non-Local Commuting Area{Quarters Available/Meals Not Available)

Inactive Duty Training Nen-Local Commuting Area (Commercial Quarters)

Figure 2-59: Per Diem Entitlement Detail Screen - Duty Conditions Section

5. Select Save These Entitlements.

If you choose Annual Training, Active Duty Training, or Inactive Training duty conditions, you must
select the lodging and meals conditions that apply. This screen does not refresh and populate the

values. See Table 2-5 for definitions of the duty conditions.
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Chapter 2: Temporary Duty (TDY) Authorizations

Table 2-5: Per Diem Entitlements for Duty Conditions

PER DIEM ENTITLEMENTS FOR DUTY CONDITIONS

DUTY CONDITION DESCRIPTION DTS FUNCTIONALITY CODE
You are serving with troops on maneuvers, field
Field Conditions exercises, or similar operatllons; receives ﬂeld Sets the lodging and M&IE FDLC
rations; and are quartered in accommodations to $0.
associated with field exercises.
Adverse E.ﬁeCtS/ You are authorized or ordered to evacuate the Sets the Ioleng and M&IE
Commercial to full per diem. ADEF
PDS.
Quarters
Inaf:tllve Duty No per diem is payable to a member commuting Sets lodging and M&IE to
Training (Local daily to Annual Training (AT) $0 INDT
Commuting Area) y 9 ' '
Travel is authorized in the DoD'’s interest but
Permissive TDY voluntary in nature. You are financially ' Sets lodging and M&IE to PTDY
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 the locality
rate and M&IE to full per
Government lodging is available at the milita diem. You should set meal
Quarters Available . . ging ry rate based on dining facility QRTS
installation . S )
availability which is typically
set at Government 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 meals is essential for training and readiness. The
. . . - . . per day except on travel EUM
Messing traveler is paid the incidental portion of the daily ) .
M&IE rate days (continental United
’ States [CONUS] travel only).
You are not paid per diem while aboard a U.S. Checked box displays
Aboard U.S. Vessel vessel screen alert. Select OK. VSSL
e ’ Lodging and M&IE sets to
$0.
Sets lodging to $0 except for
. . o o the return travel day. Sets
T e o e S ™ | MIE S0 mosptior 75t | HOME
ploy P ry ’ for the first and last travel
days to and from home.
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Table 2-5: Per Diem Entitlements for Duty Conditions (continued)

PER DIEM ENTITLEMENTS FOR DUTY CONDITIONS

DUTY CONDITION DESCRIPTION DTS FUNCTIONALITY CODE
Annual Training .
(Quarters Available- fsu‘flts('a‘;ddﬁ’g:g andM&IEto | \rop
Meals Not Available) P '
Annual Training .
(Commercial z?lts é?c:‘?g:g and M&IE to ATCQ
Quarters) P ’
Active Duty Training .
(Quarters and Meals Sets Iodglng and M&IE to ADTQ
. full per diem.
Available)
Active Duty Trglnlng Sets lodging and M&IE to
(Quarters Available- " . . ? ATQP
. These duty conditions are provided for import/ full per diem.
Meals Not Available)
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 . . ; ADT
of lodging and M&IE is only made for I/E partner full per diem.
Quarters) ;
system documents. For all manual selections,
Inactive Duty lodging anq M&IE are set to full per Qiem and .
Training Non-Local must be adjgsted by the user accordingly. N.ote. odai VIE
Commuting Area See Appendix F of the DTA Manual for details ?Tlts 0%9'“9 and M&IE to IDQM
(Quarters and Meals pertaining to M&IE for I/E Partner Systems. ull per diem.
Available)
Inactive Duty
Training Non-Local .
Commuting Area fSuelzlts éor%?g:g and M&IE to IDTQ
(Quarters Available- P ’
Meals Not Available)
Inactive Duty
Training Non-Local .
Commuting Area Sets Iodglng and M&IE to IDTN
X full per diem.
(Commercial
Quarters)
2.7.3.3 Update Per Diem Entitlements — Meals
Follow these 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.
The Per Diem Entitlement Detail screen opens.
3. Complete the Values Apply Through field if changes are for multiple days in a row
(Figure 2-58).
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Chapter 2: Temporary Duty (TDY) Authorizations

4. Select the appropriate meal code radio button from the list on the left side of the screen
(Figure 2-60).

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:

* Full Rate Breakfast

Lunch

Elected Dinner
-3

Myvailable Cost:  2|0.00

Provided

Occasional

Special Rate

Figure 2-60: Per Diem Entitlement Detail Screen - Meals Section
The Available and Provided meal codes reduce per diem entitlements. The Available meal code
will only be available when the TDY location is a military installation. See Table 2-6 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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Table 2-6: Per Diem Entitlements Selections for Meals

PER DIEM ENTITLEMENTS SELECTIONS FOR MEALS

MEAL PER
DIEM
ENTITLEMENTS

DEFINITION

Full Rate

You are authorized commercial meal rate.

Elected

You will voluntarily use 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. Your 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

Your 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 Special Rate is selected for unique travel situations. The two most common situations
are when the Service Secretary authorizes:

A flat per diem rate for travelers assigned to a Contingency Operation for more than
180 days. You receive 55% of the applicable locality per diem rate.

A lower per diem rate under Joint Federal Travel Regulations, par. U4177. The
document authorizing the lower per diem rate must be attached to the DTS
authorization.

Note: If applying the OCONUS incidental rate of $3.50, select the OCONUS Incidental
Amount box under “Other Per Diem Entitlements” and select all meals provided. Do not use
the Special Rate option to indicate an OCONUS incidental rate.

Cost

The Cost field is used 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 these steps to update Other Per Diem Entitlements:

1. Select Per Diem Entitlements on the subnavigation bar.

The Per Diem Entitlements screen opens (Figure 2-57).

2. Select Edit next to the date to be changed.

The Per Diem Entitlement Detail screen opens (Figure 2-58) 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 2-61). This screen allows you to change the per diem
reimbursement by selecting a radio button.
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Other Per Diem Entitlements

If you need to claim actual lodging in excess of per diem, take leave, designate OCONUS incidental amount, indicate non-per diem duty days or
indicate In Place, you may check the apprepriate box. In-place and OCONUS incidental reduction selections can be made in combination with each
other; for the other selections only one option may be applied.

4 Mo Other Per Diem Entitlements

Leave
Check here if you are taking leave for the above date or date range.

Sick Leave - No Per Diem
Check here if you are taking Sick Leave without Per Diem for the above date or date range.

Sick Leave - Per Diem
Check here if you are taking Sick Leave with Per Diem for the above date or date range.

Dty Day(s){No Per Diem)
Check here if you need to use Duty Day(Ne Per Diem) for the above date or date range.

Mon-Duty Day(s)
Check here if you need to use Non-Duty Day for the above date or date range.

Authorized Delay
Check here if you need to use Autherized Delay for the above date or date range.

Actual Lodging
Check here if you need to use Actual Ledging for the above date or date range.

OCONUS Incidental Amount - {Used to reduce the daily incidental rate to the minimum.)
Check here if your AD determines the minimum default incidental rate applies for the above date or date range, instead of
the applicable locality rate included in the daily ameunt for Meals and Incidentals.

In Place - {Used to increase 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 TD' lecation vice your permanent duty station.

Cancel These Entitlement Changes and Return Save These Entitlements

Figure 2-61: Per Diem Entitlement Detail Screen -Other Per Diem Entitlements Section

Note: The Per Diem Entitlement Detail screen shown in Figure 2-61 is for a civilian employee.
Military members will not be able to choose Sick Leave in the Other Per Diem Entitlements.

3. Complete the Values Apply Through field if changes are for multiple days in a row.

4. In the Other Per Diem Requirements section select the appropriate radio button for the
per diem date(s) as it applies.

5. Select Save These Entitlements.
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See Table 2-7 for descriptions of the radio buttons.

Table 2-7: Per Diem Entitlement Selections for Other Per Diem Entitlements

PER DIEM ENTITLEMENT SELECTIONS FOR OTHER PER DIEM ENTITLEMENTS

OTHER PER DIEM DEFINITION
ENTITLEMENTS
No Other Per Diem This radio button is selected by default. If you are not claiming any of the
Entitlements 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 DoD
civilian employee is taking fewer than 8 hours leave.

Sick Leave - No Per
Diem

This option only displays for DoD civilian employees. Select if the employee is
sick and not authorized per diem.

Sick Leave - Per Diem

This option only displays for DoD civilian 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 you 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 DoD civilian employees. Select if the AO does not
approve the excess travel time as official, but leave should not be charged
because you returned on a non-duty day. No per diem reimbursement is
allowed and the day is not charged as leave. Example: You complete mission
requirements on Friday and are supposed to return on Saturday, but instead
stay 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 you are 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, you will 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 Lodging 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
OCONUS Incidental Amount should only be used when travel is outside the
continental United States. This selection can be used in combination with the
In Place per diem entitlement.
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Table 2-7: 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 you to start or end an authorization or voucher in conjunction

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
selection can be used in combination with the OCONUS Incidental Amount
per diem entitlement.

2.7.3.5 Using Leave While on TDY

Although you may be authorized to take leave while on TDY, DTS does not support reservations
for leisure travel. You should only make travel reservations in DTS for the official portion of the
travel. All costs entered into DTS will be reimbursable or non-reimbursable (CBA or Government-
provided) based on the expense and method of reimbursement.

The organization should establish local procedures with the TMC to allow off-line booking and
payment for leisure travel, especially when official travel is charged to a CBA. The local
procedures should focus on determining the reimbursable amount, manually entering the
appropriate expenses in DTS, and attaching documentation.

If you take 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 your leave day(s). You are responsible for your own expenses on
those days. An advisory notice will display 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 calculating the reimbursable amount, entering appropriate expenses in DTS,
and attaching documentation.
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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 roughly along the 180th meridian. It is the
place where each calendar day begins. If travel involves crossing the IDL, make sure that the
correct time zone for the duty station is selected in your profile. Crossing the date line is noted in
the Location column of the Per Diem Entitlements screen (Figure 2-62). Table 2-8 explains how
DTS treats per diem entitlements for IDL travel.

Table 2-8: Per Diem Entitlements for IDL Travel

PER DIEM ENTITLEMENTS FOR IDL TRAVEL

THEN
Traveling Example Itinerary DTS
Calculates 75% for
Seattle to Tokyo Adds one day. M&IE on the first
calendar day and full
Westward M&IE for the second
(IDL-W) Leave Seattle at 9 am. Shows travel for first and calendar day.
Arrive Tokyo 2 pm on next | second consecutive
calendar day. calendar days. Labels the location for
the added itinerary day
as In Transit*.
Subtracts one day.
Tokyo to Seattle _ . Calculates 75% for
Shows arrival time before M&IE on the travel day.
Eastward Leave Tokyo at 3 pm, departure time.
(IDL-E) .
Arrive Seattle at 7 am on
same calendar day. May shqw two hotel .
reservations for the same Pays per diem for both
day. hotels.
* In Transit displays on the Per Diem Entitlements screen as the location for the dates that fall between the overall
start date and the TDY arrival date.
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% Defense Travel System Itinerary ~ Tra veﬂmﬂmuunﬁ ng Additional Options  Review/Sign
A New Era of Government Travel

m stantiating Records

Mon-Milea

Following is a list of per diem allowances for lodging and meals/incidentals for each day of your trip. The "edit” link allows you to change the
information (e.g., duty conditions, meals provided, etc.) for a specific date or date range. The "reset” link changes the per diem informatien to the
default rates for that date and location.

(G54 State Tax Fxemption Listing

Date Lecation Edit Reset Ldg Cost Ldg Allowed | M&IE Allowed | Per DiemRate | Code B | L|D | Qfrs
) ] 55500
07315 | VAP T Bt | peset | 586,00 GOVCC- Sl 92/9% | QRS AVAL
Individual
el 332.85
07714/15 | MISAWA AB,JPN » Edit  Reset 586.00 GOVCC- PEI‘.H;nal 91/ 9% MESS M M M AVAIL
Individual
555.00 §32.85
07/15/15 | MISAWA AB, JPN » Edit » Reset 355.00 GOVCC- Pem;nal 91 /9 MESS M (M |M AVAIL
Individual
il $32.85
07716415  MISAWA AB,JPN » Edit » Reset 355.00 GOVCC- Pel‘];l'lal 9219 MESS M M M AVAIL
Individual
MISAWA AB, JPN-IDL 20.00 §72.00
07717715 E. mn » Edit » Reset 50.00 GOVCC- Pel':n;nal 92/9% MESS (MM M AVAIL
Individual
Reset All |
Proceed to the following page: Accounting Codes ¥ m
Figure 2-62: 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 expenses. You are required to attach images of these records
to the travel document so that you can receive proper approval and reimbursement.

You can attach 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.

2.7.4.1 Submit Substantiating Records by Fax

To fax substantiating records for attaching to your travel document, follow these steps:
1. Gather all supporting documents (as required by local policy).

2. Select Expenses from the navigation bar.

3. Select Substantiating Records from the subnavigation bar.

The Substantiating Records screen opens (Figure 2-63).

% Defense Travel System Itinerary Tl'aveMocuunﬁng Additional Options  Review/ Sign
A New Era of Government Travel

Mon-mil Substantiating Records
Creranro ot | el

Per Diem Entitlements

To fax in your receipts click "Print Fax Cover Sheet', and follow the instructions on the cover sheet. Then five minutes after the fax transmission is
complete click "Refresh” to see receipts in the list. To upload receipts that you have scanned, click "Browse.." and after selecting the scanned file
click "Upload”. Click "view" to view the receipts. To add or change notes on an existing receipt, under the "Notes" column select the field you would
like to change, edit the text, then click the "Save Notes' button.

[Vou must have the free Adobe Acrobat Reader program installed on your computer to view receipts. Download the Adobe Acrobat
Reader program.

r&‘. Gat 1
Adobe

» Print Fax Cover Sheet
» Upload Scanned Receipts | Choose File | No file chosen Upload |

Currently there are no Receipts on file for this Voucher.

Date CTW Motes View Remove

Refresh |
Proceed to the following page: Accounting Codes r m

Figure 2-63: Substantiating Records Screen

4. Select Print Fax Cover Sheet.
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The DTS Receipts Cover Page opens (Figure 2-64). The fax cover sheet displays a bar code that
is unique to the document. It identifies the document in the DTS database that the substantiating
records are associated with.

E’% Defense Travel System
ANew B o Covemment e
DTS Receipts Cover Page

Please fax this cover page, together with your receipts to DTS.
Warning: Make sure you physically mask out your SSN on any faxed
documents!

« [fyou 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.

« Ifyou are in the United States, please use 1-888-815-41 57: toll free.

« [fyou are dialing from cutside of the United States then use the numbers
listed above (with the appropriate international prefix.) Your long distance
telephone company may charge you for this call.

Receipts may take up to five minutes to appear on the document.

EWMISAWAABJPNO71315_A01

Note: Bar code must be present above.

Notes

Local National Capital Region number - 703-421-6939 or 703-421-3506

Figure 2-64: Sample DTS Receipts Cover Page (Fax Cover Sheet)
The Print dialog box opens over the DTS Receipts Cover page.
5. Select Print.

6. (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.

7. Use a fax machine to send a facsimile of the cover sheet and the substantiating records.

The DTS Receipts fax number is shown on the cover page. This is a live fax number and is NOT
to be used for training purposes.
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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.

8. Select Refresh.

Records 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
recommended that a brief description of the receipts be entered, as shown in Figure 2-65.

% Defense Travel System Itinerary Traveﬂmﬂmounﬁ ng AdditionalOptions  Review/Sign
A New Era of Government Travel

Substantiating Record
ubstantiating Recor s‘

Mon-mileage Per Diem Entitlements

To fax in your receipts click "Print Fax Cover Sheet”, and follew the instructions en the cover sheet. Then five minutes after the fax transmission is
complete click "Refresh” to see receipts in the list. To upload receipts that you have scanned, click "Browse.." and after selecting the scanned file
click "Uplead®. Click "view" to view the receipts. To add or change notes on an existing receipt, under the "Notes' column select the field you would
like to change, edit the text, then click the "Save Notes" button.

fou must have the free Adobe Acrobat Reader program installed on your computer to view receipts. Downlead the Adobe Acrobat
Reader program.

'\‘ Gat 1
Adube

» Print Fax Cover Sheet

» Upload Scanned Receipts | Choose File | No file chosen Upload |
Existing Receipts
Date cTw Motes View Remove
11-Jun-2015 Parking Receipt » View » Remove
Refresh Save Notes

Proceed to the following page: Accounting Codes T m

Figure 2-65: Substantiating Records Screen - Refreshed

9. Revise the information in the Notes field to rename the faxed receipts.
10. Select Save Notes.
11. Select View to see an image of the records contained in the fax.

12. 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,.gif,.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 steps shown below:
1. Gather all supporting documents (as required by local policy).

2. Scan the documents individually and save to your computer. 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 2-66).

I
G(\ )v ITU - Computer - stantonl (Vprometheusthomes) (H:) - - I‘_{_]JI Search stantonl (Yipromethew,.. ﬂ
Organize *  New folder g= - m E@J
3 Documents ﬂ Name “ Date modified Type |Size | *
47 Music e ol
&) Picures . CACI Documents 1/26/20128:43AM  File folder
E Videos . Camera Pictures 2/23/2015 9:45 AM File folder
. Frame Maker Training 12/21/20119:42 AM  File folder
[/ Computer . iedient 8/13/2012 =38 AM File folder
)y OSDisk (C:) . laptop 8/30/20113:29PM  File folder
 PersistenDatabisk () | Log In Information 12152011 %:37AM  Fie folder
SystemDisposableDisk (F:
HGs 5 P ) . NSPS 319/0128:38AM il folder
[#'* stantonl (\|prometheusihomes)
15 DTMO Shared Drive P , OBJECTIVES - G5 416/2015 12:57PM  File folder
52 Scanned Docs (5:) . Qutiook 113/20156:35AM  Fille folder
[#5® ExchangePST (X:) . Personal 6/1/2015 6:55 AM File folder
N . TRAINING REQUEST (PERSCNAL) 3/21/2012 7:52 AM File folder
S Netnork W)\ DoDraveler_TravelPelces S5_vLO[.doc  3/32003 1247PM  MicosoftWord$7-.. 19,248 KE
i1 & 1 EXCEPTIONS TO EWTS ORGANIZATIONS PU...  1/8/2009 10:00 AM Microsoft Excel Wor.., 13KB ﬂ
Fle name: | x| [anFies |
Open |v Cancel |
Al|
Figure 2-66: 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 2-67).

% Defense Travel System Itinerary Trave@o:ounting Additional Options ~ Review Sign
A New Era of Government Travel
Non-Mil

To fax in your receipts click "Print Fax Cover Sheet”, and follow the instructicns en the cover sheet. Then five minutes after the fax transmission
is complete click "Refresh” to see receipts in the list. To upload receipts that you have scanned, click "Browse.." and after selecting the scanned

file click "Uplead"”. Click "view" to view the receipts. Te add or change notes on an existing receipt, under the "Notes" column select the field you
would like to change, edit the text, then click the "Save Notes" button.

h“ fou must have the free Adobe Acrobat Reader program installed on your computer to view receipts. Download the Adobe
Adabe Get “Acrobat Reader program.

» Print Fax Cover Sheet

+ Upload Scanned Receipts |D:\Users‘derae.stanton\Desktop\How to Conn Browse... Upload

Currently there are no Receipts on file for this Voucher.

Date W Notes View Remove

Refresh |

Proceed to the following page: |Aocount1ng Codes W

Figure 2-67: Receipts Screen

8. Select Upload.

The screen refreshes (Figure 2-68). 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 records be entered.

To fax in your receipts click "Print Fax Cover Sheet’, and follow the instructions on the cover sheet. Then five minutes after the fax transmission is
complete click *Refresh” to see receipts in the list. To upload receipts that you have scanned, click "Browse..” and after selecting the scanned file
click "Upload”. Click "view” to viev: the receipts. To add or change notes on an existing receipt, under the "Notes” column select the field you would
like to change, edit the text, then click the "Save Notes™ button.

You must have the free Adobe Acrobat Reader program installed on your computer to view receipts. Download the Adobe Acrob:
Reader program.

ART

» Print Fax Cover Sheet

» Upload Scanned Receipts| Choose File | No file chosen Upload

Existing Receipts

Date cTw Notes View Remove

11-Jun-2015 Parking Receipt »View | »Remove

1-Jun-2015 Completion Certificate »View | »Remowe
Refresh | Save Notes |

Proceed to the following page: Accounting Codes v m

Figure 2-68: Receipts Screen

9. Revise the information in the Notes field to rename the uploaded file with a description of
the receipts it contains.

DTS Release 1.7.3.43, Document Processing Manual, Version 1.7.1 Updated 2/10/17 Page 2-85

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



Chapter 2: Temporary Duty (TDY) Authorizations

10. Select Save Notes.
11. Select View to review receipts.

12. Select Remove to remove a receipt from the current document.
2.8 Accounting Codes

If you are traveling on official DoD business you must have an accounting code that identifies the source of
funds for travel. You may be required to provide the correct accounting label when creating an
authorization.

Note: If you are creating a C-Permissive authorization, you will not be able to select a Line of Accounting
(LOA).

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: These accounting codes or LOAs belong to your organization. If a Default
accounting code has been set up for the organization, it will auto-populate in the field

» Shared LOA: These accounting codes are shared from a higher organization in your own hierarchy

» Cross Org LOA: These accounting codes are shared from a DTS organization outside your hierarchy

No Other Accounts Available. This will display when no LOAs have been set up in DTS for the
organization.

Follow the steps shown below to select an accounting label for an authorization:

1. Select Accounting from the navigation bar.
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The Accounting Codes screen opens by default (Figure 2-69).

@ Defense Travel System Itinerary  Travel Expensewddiﬁonal Options  Review/Sign
A New Era of Government Travel

Accounting Codes Trip Totals
RETURN TO LIST
Select the appropriate accounting code for this trip. If there are multiple accounting 13 DEFAULT
codes that are required for this trip, please select all that apply.
Categery Allowed Actual
COM. CARR.-1 5739.20 5739.20
(- -Jun- d Acco g Label
Start Dat: 21-Jun-15 » Fin unting Label LODGING 5240.00 5268.00
End Date: 26-Jun-15 MEIE 5168.00 5168.00
Accounting Labsl: | —Gelect— v From TDZDDQPT VILECEE e i
OTHER 520.00 520.00
Shared LOA: ---Select to Add--- r RENTAL CAR 5336.05 5336.05
Cross Org LOA: - Mo Other Accounts Available - TRANSPORT 355.00 355.00
13 DEFAULT Sub
Selected Accounting Code(s) ook §1,566.88 §1,594.88
To remove an accounting code that does not apply to this trip, select the
remove link cerrespending to the accounting label to be removed. Please make sure Calculated Trip 51.566.88 1.504.88
the LOA's assigned have costs allecated to it. Cost: L e

. - View/Edit
Accounting Label Organization Acctg Code Remove
15 DEFAULT TOZDDOQPFT = vigw/ edif » [emove

Proceed to the following page: Preview v m

Figure 2-69: 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
suborganization 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.

2.8.1 Select Multiple Accounting Codes

Follow the steps shown below 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.
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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
authorizations. However, the accounting and disbursing functions for FMS LOAs cause the following
changes:

*  You and the AO receive pop-up messages reminding them that FMS LOAs are processed
differently and require extra processing time for payments.
*  You receive an email reminder about the delay when the document is approved.

A document may use FMS LOAs along with other LOAs. A delay in payment to you 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 2-70).

%B Defense Travel System Itinerary  Trawvel ExpenseMddiﬁonal Options  Review/Sign
A New Era of Government Travel
Accounting Codes Trip Totals
RETURN TO LIST
Select the appropriate accounting code for this trip. If there are multiple accounting 15 155PAWAR
codes that are required for this trip, please select all that apply.
Category Allowed Actual
COM. CARR.-1 5739.20 5739.20
e _Jun- d Acco el
Start Date: 22-Jun-15 = Find Accounting Label LODGING 5240.00 5268.00
End Date: 26-Jun-15 MEIE 5168.00 5168.00
Accounting Label: | ---Select-— v From TDZDDQPT LEECEE 38.63 38.63
---Select--- OTHER 520.00 520.00
Shared LOA: 15 DEFALLT RENTAL CAR $336.05 5336.05
Cross Org LOA: : TRAMNSPORT 565.00 555.00
15 Joint
16 Training 15 135PAWAR Sub
Selected Accountitg ey | Tl 51,566.88 51,594.88
To remove an accounting code that does not apply to this trip, select the
remove link correspending to the accounting label te be removed. Please make sure Calculated Trip <1.566.88 <1.594.88
the LOA's assigned have costs allocated to it. Cost: ’ - ’ -
Accounting Label Organization Avcift‘; o Remove
15 155PAWAR TDZDDQPT > view/ edit = remove
Procesd to the following page: Preview v m

Figure 2-70: Accounting Codes Screen (Accounting Label Selection List)
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When an AO approves an authorization that includes an FMS LOA, DTS sends you an email
explaining that payment may be delayed for a document that includes disbursements.

2.9 Additional Options
The Additional Options module allows you to update personal profiles, request SPPs and advances.

2.9.1 Profile

The Profile section of Additional Options allows you to update your profile data using the links
displayed near the top of each of the Profile screens. NDEAs are also able to update profile data for /
travelers in the groups that they have group access.

Note: You may view and edit your personal profile from the User Welcome screen by selecting
Traveler Setup > Update Personal Profile. Changes made using the Traveler Setup option will not
update existing documents.

Different elements of the profile data are displayed on five different screens that can be reviewed and
updated. Use the links on each screen to open the next Profile screen.

My Profile Screen. This allows you to view and edit name, address, and other general information.
The PCS Info button is not currently used (Figure 2-71).

Note: The Zip Code Directory will verify the accuracy of associated State and Zip Code fields.
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Review/ Sign

‘% Defense Travel System Itinerary  Travel

A New Era of Government Travel

» My Preferences  » My Additional Information  » My Account Information  » My TSA Information

Complete the information below.

* Last Name: West

* First Mame: Eric

Ml T

* Gender: O F

SEM: HEE-EE.T346
Mailing

* Address Line 1: 121 Semper Fi Blwd
Address Line 2:

* City: Quantico

* State: VA Lookup |

* Zip Code: 12314

* Home Phone: 555-111-3433

* Email Address: eric.west.mil@mail.mil
Residence

Address Line 1: 121 Semper Fi Blvd

Address Line 2:

City: Quantico
State: WA Lockup |
Zip Code: 22314

Emergency Contact

* Emergency Contact: Duty Clerk

* Emergency Phone: 555-504-1020

Save changes to permanent traveler information

Dependents PC5 Info
Update Personal Informaticn
Proceed to the following page: Preview v
Figure 2-71: My Profile Screen
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You may review and update the information in the following text fields:

«  Name

* 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 2-72). The Miscellaneous section contains a button to access rewards programs.

Note: If you enter a preferred terminal, DTS will use this as the default airport when creating

reservations. If there is no preferred terminal, DTS will use the closest airport to the starting location on
the Trip Overview screen.
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T

= My Brofile My Additional Information  * My Account Information = My TSA Information

Complete the infarmatien below.

Last Name: wiest
First Name: Eric
55M: HEE-EE-TI46

Air Travel Preferences

Terminal: [oca-washington, DC (USA) (National Ap: | Lookup

Preferred Seating:

Special Meals:

Disabilities:

[ Mest and Assist

special Needs: I

Miles to Airport

From rome I

From Office: 5

Lodging Preferences

Preferred Lodging:

Ecttoja Hotels
Biltmore Hotels

Accessibility: [ pear
O wmestchair

Special Needs: I

Rental Car Preferences

Continental Car Rental
Preferred Rental Car:

Eurcpcar

Special Needs: I

Passport Information

Official Passpart (Ne |
Feel:

(Name must be exactly as it appears on Passport)
First Name: Eric

Middle Name: T
Last Name: [west

city: T

State s Country: [ _ Lookw
Exp Date T

(mm/ads s

Passport Birtnday -

Passport Sirthd [G571571898

Regular Passport I
(Tourist):

(Name must be exactly as it appears on Passport)

First Name:

Middle Name: I

Last Name: [

ciny: I

State / Country: — ] Lookup

Exp Date I
(mm/ddyyyyz

Fassport Birthday I
(mm/ddyyyy)z

Miscellaneous

Smoking: O vES @ No
Personst Remaric: |
S——
Travel Agency

marke

[ save changes to permanent traveler information

Rewards Programs

T

Proceed to the following page: Freview: Continue

Figure 2-72: My Preferences Screen
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You may review and update the information in the following sections:

» 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 fields where the names of AOs on the
routing list can be updated (Figure 2-73).
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ltinerary  Trawel Expenses PileslalWpialpt=0 2~ clclitional Op tions Rewview Sign

“% Defense Travel System

A New Era of Government Travel

RETURN TO LIST

= My Profile

= My Preferences

= My Account Information

= My TSA Information

Complete the information below.

Last Mame:
First Hame:
S5M:

* Title/Rank:
* Tech Status:
* Service f Agency:
™ Uhnit:
Duty Station

Present Station:
Organization:
Printed Org:

* Routing List:

* Self AD Approval:

*

* mandatory Use of
GOVCC:

* Address Line 1:
Address Line 2:

* City:

* State / Country:
* Zip Code:

* Phone Humber:
Fax Number:

Mail Code:
Clearance:

Mo. of Work Hours:

* Time Zone:

Advance Authorization:

West
Eric

HEE-HE-T346

Civilian Officer

ME-05

Mo
DHRA

123123

TOZDDOPT

TRAINING

Mo

ADWVANCE AUTH
M

4400 Mark Center Blvd

Alexandria

WA Lockup |
22350

571-371-2002

-

EST (06) ¥

Enlisted

Loockup |

Partial Payments

Save changes to permanent traveler information

Update Personal Information I

Proceed to the following page: Preview -

Figure 2-73: My Additional Information Screen
You can review and update the following items:
+ *Title/Rank, Service/Agency, Unit
* *Organization, *Routing List, Duty Station Address
+ *Self AO Approval, *Advance Authorized, *Mandatory use of GTCC (GOVCC)
*Contact the DTA to update these fields.

Note: DTAs cannot update Self AO Approval, Advance Authorized, and Mandatory use of GTCC
(GOVCC) in their own profiles.
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My TSA Information Screen. This link opens the TSA Secure Flight Information screen. It is used to
provide your SFPD to the TSA for watch-list screening. DTS uses the information provided in the
permanent profile to pre-populate fields in the document when reservations are requested (Figure 2-
74). See Table 2-2 for descriptions of the fields.

@DEEHSB Travel System tinerary ~ Travel —Expenses  Accounting Reviaw/ Sign

A New Era of Government Travel

Ceerumiousr |

» My Profile = My Additional Information = My Preferences  » My Account Information

TSA Secure Flight Information

The Transportation Security Administration of the U.S. Department of Homeland Security requires us to collect information from you for
purposes of watch list screening, under the authority of 49 1.5.C. section 114, and the Intelligence Reform and Terrorism Prevention Act of
2004, Providing this infermation is veluntary; however, if it is not provided, you may be subject to additienal screening or denied transport or
authorization to enter a sterile area. T5A may share information you provide with law enforcement or intelligence agencies or others under
its published system of records notice. For more on TSA Privacy policies, or to view the system of records notice and the privacy impact
assessment, please see ToA's Web site at www.tsa.gov.

Please enter the information below to EXACTLY match the state or government issued identification card/ document the traveler will be using
at airport security. When entering last name, do not include suffixes (e.g., Jr.).

Update Information: This infermation will be saved to traveler's persenal  Current Infermation: This is the infermation currently used for this

data. trip.

* Last Name: West Last Name: WEST
* First Name: Eric First Name: ERIC
Middle Name: T Middle Name: T

Check if no Middle Name

* DOB: (MM/dd/TTY) 05/15/1998 DOB: 05/15/1998

* Gender: oy OF Gender: M

Redress Number: Redress Number:
Known Traveler Number: Knovin Travel Number:

Changes to the traveler identification infermation will NOT be updated for previeusly booked reservations for this trip. If your TSA secure flight
identification infermation needs to be changed for previcusly booked reservatiens, please contact your CTO directly.

Update Persenal Informaticn |
Proceed to the following page: Preview A

Figure 2-74: TSA Secure Flight Information Screen
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You may review and update the information in the following text fields:

* Last Name

* First Name

* Middle Name/No Middle Name
- DOB

* Gender

* Redress Number

*  Known Traveler Number

My Account Information Screen. This section is to update financial information, such as setting a
default LOA, and editing GTCC (or GOVCC) and electronic funds transfer (EFT) information (Figure 2-
75).
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‘%DEfEHSETra\fel System Itinerary  Travel Expenses  Accounting

A New Era of Government Travel

[ reruan o usr |

Review! Sign

» My Profile  » My Preferences  » My

itional Information  » My TSA Information

Complete the information below

Last Hame: West

First Hame: Eric

S5M: BEE-££-T346
CSA/TTR: No

Accounting Information

Default Accounting Code Label: Lookup |

EFT and Credit Card Accounts

Payment by Electronic Funds Transfer (EFT) is mandatory unless the traveler does not have access to
an account at a financial institution that can receive EFT transmissions.

If the fellowing account information is incorrect please click en the link below to update your account

infermation frem your permanant traveler profile. » Refresh Account Data
Account Type Account Number Routing Mumber Expiration Date
CHECKING 123435 114000695
GOVCC 4247434742424242 938917044 03/31/2020

Enter only one account with a routing number.

Mandatory EFT Payment: ® e Mo
GOVCC Account Mumber: A2474242474724742
GOVCC Expiration Dake 03/31/2020

(mm/ dd/yywy):

Checking Routing Number: 114000695

Checking Account Number: 123435
Saving Routing Number:

Saving Account Number:

Save changes te permanent traveler informaticn

Update Persenal Information

Proceed to the following page: Preview v

Figure 2-75: My Account Information Screen
You may review and update the following information:
»  Default Accounting Code Label
+  Credit Card Account Data
* EFT Account Data

Note: The CSA/TTR feature is currently not in use.
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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, you will be returned to this screen. The No radio
button is only an option if you do not have access to an account at a financial institution that can
receive EFTs.

To save any edited information that was made in this module, place a check in 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.

Select Update Personal Information.

2.9.2 Scheduled Partial Payments (SPPs)

When a trip exceeds 45 days, DTS allows you to receive partial reimbursement before the trip is
complete. When SPPs are set up on an authorization, you will receive payment every 30 days for
estimated expenses.

Follow these steps to set up SPPs:

1. Select Additional Options from the navigation bar.

The My Profile screen opens (Figure 2-71).

2. Select Partial Payments from the subnavigation bar.

The Scheduled Partial Payments screen opens (Figure 2-76). The Schedule Partial Payments button
will only be available if the length of the trip exceeds 45 days.

3. Select Schedule Partial Payments.

% Defense Travel System Itinerary  Travel Expenses  Accounting

A New Era of Government Travel

Additional Options JESEIREITES T

Profile Partial Payments Advances
RETURN TO LIST

Fellowing is the list of scheduled partial payments for this travel document.
Note: When an asterisk (*) appears in the Release Date field, this indicates that the Scheduled Partial Payment will be delayed beyond the normal

30 day pericd. This is because one or more of the Lines of Accounting associated to the payment are being held due to fiscal year crossover
considerations at the accounting system.

Scheduled Partial Payments

FrY Traveler Start Date End Date Status Release Date Calculated Amount Paid To Be Paid
15 _;?;;,45 06729715 O7/28715 SCHEDULED * 58,235.75 50.00 58,235.75
15 ‘7‘:‘;‘;46 07 /29715 0B/27715 SCHEDULED o 56,029.70 50.00 56,029.70
Cancel 5cheduled Partial Payments | View Details
Proceed to the following page: Prewview v m

Figure 2-76: Schedule Partial Payments Screen
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DTS calculates the payment amounts, based on the estimated trip expenses and trip itinerary dates.
Payment dates are automatically scheduled beginning 30 days from the trip start date, and every 30
days thereafter. You cannot change SPP amounts or payment dates.

If your expenses change during the trip and you record expense adjustments, DTS will recalculate the
amounts for the SPPs that have not been submitted for payment.

If you submit an amendment that shortens the of the trip, DTS will delete any SPPs that have been
scheduled but not paid. If your trip is extended on the authorization, DTS will recalculate your payment
amounts and the schedule based on the date changes.

Follow these steps to view the details of an SPP:
1. Select View Details.

The View Scheduled Partial Payments Details screen opens (Figure 2-77). Expenses are shown by
category, date ranges, LOA used, amount paid, and amount to be paid.

% Defense Travel System Itinerary  Travel Expenses  Accounting SNSMGE Review/Sign
A New Era of Government Travel
Profila Partial Payments Advances
RETURN TO LIST
Select the scheduled partial payment from the drop-down list to view additional 15 DEFAULT
details.
Category Allowed Actual
LODGING 58,059.38 58,059.38
Scheduled Partial Payment: SPP #1: 06729415 - 07 /28/15 v MEIE $4.508.50 $4.508.50
OTHER 5105.00 5105.00
Scheduled Partial Payment Details RENTAL CAR 52,093.10 52,093.10
TRANSPORT 5152.00 5152.00
Scheduled Partial Payment: SPP #1: 06/29/15 - 07/28/15
Allocated By: Expense Category }E’tglE_F"ULT Sub §14,917.98  514,917.98
Traveler: BEE-HETI46
Fiscal Vear: 15
Total Allecation: 514,917.98 514,917.98
Start Date: 06/29/15
End Date: 07728715

Release Date:

Current Status: SCHEDULED
Calculated: 58,212.05
Amount Paid: 50.00

To Be Paid: 58,212.06

Proceed to the following page: Preview v m

Figure 2-77: Scheduled Partial Payments Details Screen
2. Select the Scheduled Partial Payment drop-down list arrow and select the SPP to be viewed.

The screen refreshes to display the details of the selected SPP.
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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 are scheduled but have not been paid or submitted for payment, select Cancel
Scheduled Partial Payments. A SPP cannot be cancelled if it has already been paid or submitted.

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 you may have taken from the total
amount allowed to you. The total amount of the SPPs and advances may not exceed the total cost of
the trip. This helps to prevent you from incurring a debt to the Government.

2.9.3 Non-ATM Advances

A non-ATM advance is a payment that you receive before trip departure. Non-ATM advances are
typically only given to you if you do not have a GTCC. 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 these 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.

The maximum amount of the advance authorized displays in the Advances Summary box on the right
side of the screen.

Note: A delay in payment to you 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.

The Edit Advance screen opens.
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Update the Amount field with the amount requested. Request must not exceed maximum allowed.
5. Select Save.

The Advances Summary refreshes. The requested amount is displayed.

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, you 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 steps shown below:

1. Login to 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.

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 steps shown below:

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
you exceeds the amount claimed on your voucher.

2.10 Review/Sign

The Review/Sign feature initiates the routing process for a document. You can take certain actions such as
previewing and editing trip information and justifying any items that DTS flags before signing and routing
the document. You will receive an email notification when the AO approves the authorization.
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2.10.1 Preview Trip

The Preview Trip screen allows you to confirm and edit the data on an authorization (Figure 2-78). This
screen may be used to provide comments to an AO.

="

A New Era of Government Travel

Reviews the details for
ettt

FIAn manaanes SpITE alshirsement for

Refercnce:
Document Comments
comments

o the Approvine oTffictal:

Comments from the Travel Agent:

Other Trip Information

the s

Trip Purpose:

types
TRAINING
Trip Descriptions

€ cntarence s Fuent Mer appncante

Moot

Overall Starting Point Time Zone: CST
Iinerary Lemue rrome
e

Leave:

1

Confirmation:

Restrictions:

Mame:

Lodeing
ESi

ot
Check-in:
Check-Out:

Rh b il

Owverau Ena Point Time Zone: EST (08

Lesue From

Per Diem Entitiements
Lodging Moic:

oGr2e.s1

ss.o5a.3
54.500.5

s105.00
RENTAL €ap:

s2.093.1
TRANSPORT: 5152.00

15 DEFAULT Sub Total: S1a.s7.

trn o S1ama
Document Totals

ActualEstimate

FrerS sa.508
oTiiER: s105.0
TRAMSPORT s1s2.0
Calcutates Trip Cost: 514,91

Mo aduances requested.

Scheduled Partial Payrments:

Traveler Start Date Enda Dats
T34

e

osr2zos15
o7r2os15

o7rzas
osr27s1

Ehis £p belowr. To make ot

FrARSPArTATIon, InAEINg AN rental car e pences

The use of & Government-Contracted Commercial Travel OFfice(CTO) £ arrange official travel is mandaton. If the contracted CTO is not wsed to
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ileage:
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so.00

Start Date

15 DEFAULT

Advances and Scheduled Partial Payments Summary

Travel

Itinerary

Expenses  Accounting

Print Document

<lick on the links at the Left to return o that section. If vou have no changes Broceed to Other

061
Quanocs.
29 Jun 15

A twme sones ee g

CAMP PEHDLETON USMC,CA
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31-Aug-15
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Arp,

25-Jun- 15 09:00.Am
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covec

ABCD123487S
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Figure 2-78: Preview Trip Screen
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Note: The Secretary of Defense memorandum, “Track Four Initiative Decisions” (14 March 2011),
mandates that DoD travel requests include the statement “Alternate means, such as Secure Video
Teleconference (SVTC) or other web based communications, are not sufficiently able to accomplish
travel objectives.”

The Click here for memorandum link opens a message that implements mandatory split
disbursement for military members, and encourages split disbursement for DoD civilian employees.
Follow the steps shown below to complete this screen and continue the process:

1. Select Review/Sign from the navigation bar.

The Preview Trip screen opens (Figure 2-78).

2. Complete the Reference field, if necessary. This field is for the entry of data that will allow
administrators 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 TMC has entered for you.

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 2-79). When you select 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 you to add Other Authorizations
manually.

Entries in the Remarks field of any Other Authorizations will be printed on all forms.

DTS Release 1.7.3.43, Document Processing Manual, Version 1.7.1 Updated 2/10/17 Page 2-103

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



Chapter 2: Temporary Duty (TDY) Authorizations

Follow the steps shown below to add other authorizations to a document:

%DEfﬁnse“ﬂVﬂ System Itinerary ~ Travel ~ Expenses  Accounting AddiﬁonalOpﬁonM

ANew Era of Government Travel
o LT Other Auths 4
RETURN TO LIST

The following are the additional authorizations 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 Autherizations for this trip do not exist. Select the link for "Add Additional Authorizations For This Trip” to add other autherizations that may apply

to this trip.
Procead to the following page: Pre- Audit A\ m

Figure 2-79: 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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The Other Authorizations Available list opens (Figure 2-80).

Following s a master list of Other Authorizations you can add to your travel authorization.

Other Authorizations Available
Select Other Authorizations

ALTERNATE/DESIGNATED LOCATION
ATM Advance Authorized
E-INVITATIONAL (selection not allowed, requires E-INVITATIONAL trip)
EXCESS BAGGAGE
EXTRA AIR OR RAIL FARE
F6-RENEWAL AGREE LV SUPPORTING DOCUMENTS
Fiscal Year Funds
GOVT-OWNED VEHICLE AVAILABLE
MANUALLY ENTERED EXPENSE(S)
NON COMPACT CAR AUTHORIZED
NON-CONTRACT AIR FARE

Nen-ATM Advance Authorized

Nen led Permissive TDY (selection not allowed, requires
permissive trip)
QOFFICIAL CTO NOT USED

OTHER {See remarks below)

OTHER PRIVATEL-OWNED VEHICLE

PER DIEM LOCATION FOOTHOTES
PERSONAL DEVIATION-ITINERARY/TRANS MODE
PERSTEMPO CODE A {Operation)
PERSTEMPO CODE B (Exercise)
PERSTEMPO CODE C (Unit Tmg)
PERSTEMPO CODE D (Mission Support TDY)
PERSTEMPO CODE E {Individual Trng)
PERSTEMPO CODE F (Home Station Tmg)
PERSTEMPO CODE G (Duty in Garrison)
PERSTEMPO CODE H (Hosp in area of PDS)
PERSTEMPO CODE | (Disciplinary Event)
PERSTEMPO CODE J (Inactive Duty Tg)
PERSTEMPO CODE K {Muster Duty)
PERSTEMPO CODE L {Funeral Honors Duty)
PERSTEMPO CODE Z {Unkngvm)

POV USE NOT ADVANTAGEOUS TO GOVERNMENT
RAT TRAVEL 15 FOR A DEPENDENT
RENEWAL AGREEMENT TRAVEL

TRAVEL |5 FOR A FAMILT MEMBER

TRAVEL |5 FOR A FAMILY MEMBER (TRANS)

VARIATIONS AUTHORIZED

Proceed to the following page: Preview v m

Figure 2-80: 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.
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Chapter 2: Temporary Duty (TDY) Authorizations

Note: Some other authorizations cannot be removed manually. The other authorization 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.

2.10.3 Pre-Audit Trip

The Pre-Audit Trip screen displays any item that DTS has flagged in the document (Figure 2-81). DTS
requires you 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 your profile differs from that which is entered on the document.

DTS automatically preaudits a document when you sign 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.

% Defense Travel System Itinerary  Travel Expenses  Accounting  Additional OpﬁonM
A New Era of Government Travel

Preview Other Auths. Pre-Audit
RETURN TO LIST
Help for this screen

Below are any items that were "flagged” for this trip. Yeu 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 Te Digital Signature.”

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

Constructed Travel Worksheet

1 Items have been Flagged in this Travel Document

1. Reason Flagged Item Description * Justification to Approving Official =Help=
+ LODGING NOT USED +1 NAS BRUNSWICK,ME: Mo lodging Reason C

reservations exist from 09/07/2015 (L2} - Mission reguirements
to 0971772015,

Save And Proceed To Digital Signaturs |

Proceed to the following page: Digital Signature v m

Figure 2-81: Pre-Audit Trip Screen

Note: The Help link above each flagged item opens an explanation of the selected flag.
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Follow the steps shown below 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:

»  “C”reason codes will appear if a non-GSA contract fare flight is chosen on the Air Travel screen

*  “R”reason codes will appear if a military member does not use government quarters when TDY to
a military installation.

+ “L” reason codes will appear if a member does not participate in the Integrated Lodging Program.

Check the Select box for the appropriate choice(s).

3. Select Save.

The Pre-Audit Trip screen refreshes with the reason displaying above the Justification to Approving
Official text box.

4. Complete the Justification to the Approving Official text boxes.

5. 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 User Welcome screen, follow the steps shown

below to change form preferences to the default forms.

1. Select the 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 these steps to apply a digital signature to an authorization:

1. Select Digital Signature from the subnavigation bar.
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The Digital Signature screen opens (Figure 2-82).

%ﬁ Defense Travel System Itnerary Travel Expenses  Accounfing  Additional op ﬁonw
A New Era of Government Travel

Preview Other Auths, Pre-Audit Digital Signature
RETURN TO LIST

Click below to stamp and submit this trip authorization for routing and approval. By submitting you are legally signing this document.

Document Action
* Submit this decument as: | SIGNED v
Routing List: TRAINING v

Additicnal Remarks:
The estimated transportation related expenses
and actual reimbursement may be reduced if
travel is completed using a different
transportation mede than authorized by your AD.

Submit Completed Document

Pending Routing Actions

Awaiting Status Change To By Level

SIGNED Eric T West L

Document History

Status Date Time Name Remarks
CREATED 06/11/15 1247 Eric T West

» View Reasons for Audit Failures

Proceed to the following page: Preview v m

Figure 2-82: 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 you 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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6. Select Submit Completed Document.

If you made airline reservations or made a request for CTO Assistance, the Cancellation Warning
screen opens (Figure 2-83). The warning notifies you that if the document is not APPROVED or tickets
issued at least 72 hours prior to departure, airline reservations will be cancelled. Airline reservations
booked within 72 hours of scheduled flight departure time must be approved and ticketed within 24
hours to avoid cancellation.

Defense Travel System

AtewEractGoemmentia! S

If this document is not APPROVED or tickets issued at least 72 hours prier to departure, your airline reservations will be cancelled.

* Airline reservations bocked within 72 hours of scheduled flight departure time must be approved and ticketed within 24 hours to aveid
cancellation.

OK |

Figure 2-83: Cancellation Warning Screen

7. Select OK.

If you made a hotel or rental car reservation, and your profile contains no valid GTCC (or you have not
previously entered personal credit card information), DTS will display a warning message (Figure 2-
84).

Your travel document does not include either an indiviidual Government travel charge card or a valid personal charge card. In order to guarantee hotel
and/or special rental car arrangemnts, you can elect to r provide a personal charge card number that will be passed to the CTO by DTS to allow hotel
andfor special rental car arrangements to ge guaranteed. Do you wish to provide this information?

Number:
Expires:
Enter Charge Card Data | Sign Without Charge Card |
Figure 2-84: Initial Prompt for Personal Charge Card Data
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If you select Sign Without Charge Card, DTS displays the message shown below. It states that hotel

and special rental car arrangements may not be guaranteed. You may enter charge card data or
continue signing the document without credit card information (Figure 2-85).

Your travel document does not include either an indiviidual Government travel charge card or a valid personal charge card. In order to guarantee hotel
and/or special rental car arrangemnts, you can elect to r provide a personal charge card number that will be passed to the CTO by DTS to allow hotel
and/or special rental car arrangements to ge guaranteed. Do you wish to provide this information?

Humber:

m

Enter Charge Card Data | Sign Without Charge Card |

Figure 2-85: Sign Without Personal Charge Card Data

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 2-86).

Your travel document does not include 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 to provide a personal charge card number that will be
passed to the CTO by DTS to allow hotel andior special rental car arrangements to be guaranteed. Do you wish to provide this
information?

Save Charge Card Data Discard Charge Card Data

Figure 2-86: Enter Personal Charge Card Data

8. Complete the Number field with the personal credit card number.

9. Complete the Expires field with the credit card expiration date (MM/DD/YY) or use the calendar

icon.
10. Select Save Charge Card Data.

If Discard Charge Card Data is selected, any credit card data entered will be deleted from the
document.

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.
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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
TMC 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 you.
You may update the credit card data at any time.

11. Complete the PIN field.

12. Select OK.

2.10.5 Make an Adjustment to an Authorization

The authorization may need to be changed when something in the trip is added, deleted, or changed.
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 TMC cannot validate
reservations, nor will a Routing Official be alerted to review or approve it.

An adjustment refers to a change made before the AO applies the APPROVED stamp to the
document. An amendment refers to a change made after the AO applies the APPROVED stamp to the
document.

Beginning on the User Welcome screen, follow the steps listed below to make an adjustment to an
authorization:

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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The Authorizations/Orders screen opens. It displays a list of existing authorizations (Figure 2-87).

Logged In As:  Eric T West Screen 1D: 1001.1 Close Window
Traveler Name: Eric T West Document Type: Authorization Help for this screen

% Defense Travel System

ANew Era of Government Travel
Authorizations Vouchers Local Youchers Group Authorizations

Current Date: 12-13-2016

Authorizations / Orders

Below is 2 list of your exisfing authorizations / orders. Please select the function (Edit, Print, etc.) corresponding to the appropriate authorization / order.
An authorization that contains a past dated trip cannot be processed. Changes and or updates must be made after a voucher has been created in order to avoid document
processing errors and further processing suspensions due to limitations on the authorization.

Create New Authorization / Order Create Trip Template

Existing Authorizations/Orders

Show 10 v | entries

Document Name Departure Date  , Status TA Number View/Edit Print  Remove/Trip Cancel  Amend
EWVIRGINIABEA122016_A01 1212016 CREATED Edit Print Remove
Showing 1to 1of 1 entries Previous ' Next

Show Inactive Documents: []

Figure 2-87: Authorizations/Orders Screen
The edit link displays if the document is not yet SIGNED.
The viewledit link displays if the document is SIGNED and/or previous adjustments have been made.

3. Select viewl/edit for the document that needs to be adjusted.
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The Adjustments screen opens (Figure 2-88).

Chapter 2: Temporary Duty (TDY) Authorizations

Defense Travel System

further adjusted or routed. All other document versions are only "VIEW".

Print All
Views/ Edit Print Type Level
= view/ edit » print ADJUSTMENT 2
» Miew - print ORIGINAL 1

HentmotGenmentier

Adjustments have been made to this document. Select one of th: decument versions listed below. Only the current version (marked by ™) may be

Print Current and Approved Versions

Return to Document List |

Print Document History

Date Time Adjustor
06/11/15 1548 Eric T West
06/11/15 1247 Eric T West

Figure 2-88: Adjustments Screen

The viewl/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 2-89).

Click OK to open this travel document. If you uncheck VIEW-0NLY, you will be prompted for signature to
go into adjustment for the document.

Open Document VIEW-0OMLY: L4

0K I Cancel |

Figure 2-89: View-Only Window
5. Clear the check from the Open Document VIEW-ONLY box.
6. Select OK.
7. Complete the PIN field.
8. Select OK.
The Preview Trip screen opens with a message informing you 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 2-90).

Any changes or additions in reservations or method of reimbursements (MOR)
must be stamped SIGHNED to transmit to the CTO

oK

Figure 2-90: 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.

9. Select OK to acknowledge the reminder.
10. Select any of the edit links to edit details about the associated expenses and reservations.

11. Select the appropriate tab(s) on the navigation bar and the subnavigation bar to open the
screens and make changes.

12. Select Pre-Audit from the subnavigation bar.

The Pre-Audit Trip screen opens. Enter justification for any items flagged by the changes.
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Select Save And Proceed to Digital Signature.

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.

If you have made airline reservations or made a request for CTO Assistance, the Cancellation Warning
screen opens (Figure 2-90). The warning notifies you that if the document is not APPROVED or tickets
issued at least 72 hours prior to departure, airline reservations will be cancelled. Airline reservations
booked within 72 hours of scheduled flight departure time must be approved and ticketed within 24
hours to avoid cancellation.

16. Select OK.

17. Complete the PIN field.

18. Select OK.

The Authorizations/Orders screen opens. Make sure the status of the document is SIGNED.

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 User Welcome screen, Self-AOs follow the steps listed below to approve their
authorizations:

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 any Other Authorizations information.

6. Select the Continue button at the bottom of the screen. Normally you will be going to the Pre-
Audit screen.

The Pre-Audit Trip screen opens.
7. Select Save and Proceed to Digital Signature.
The Digital Signature screen opens.
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8. Select the Submit this document as drop-down list arrow and select APPROVED.
9. Select Submit Completed Document.

10. Complete the PIN field.

11. Select OK.

The Stamp Process screen opens (Figure 2-91). See Chapter 6 of this manual for details regarding the
Route and Review process.

I 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 2-91: Stamp Process Screen
12. Select Save and Continue.

The Fund Authorization screen opens (Figure 2-92).

Fund Authorization

Authorization EWNHASBRUNSWICO90715_A01 funded against:
Acc Label: 15 TRAINING (TDZDDOQPT) Budget: 15 DEFAULT (TDZDDQPT) [Previous Budget: 544,705.40 Amount: 1,891.84 Available: 542,813.56]

Ok |

Figure 2-92: Fund Authorization Screen

13. Select OK.
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The Stamping Result screen opens (Figure 2-93).

Document Name: EWNASBRUNSWICO90715_AM
Document Type: AUTH
SEM: H#H-24-7346
Desired Stamping Action: CTO BOOKED
Actual Stamping Status: PASS - Document was stamped CTO BOOKED

Close |

Figure 2-93: Stamping Results Screen

14. Select Close.

2.10.7 Confirm Ticketed Reservations

You should always confirm their airline tickets prior to departing for the airport. The following 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 TMC. 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 ltinerary 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 TMC may email 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:

+ Sabre - http://www.virtuallythere.com
*  Worldspan - http://www.mytripandmore.com
* Apollo - http://www.viewtrip.com

Contact the TMC 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
reservations, 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 your organization.
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The partner system exports the travel information and your information to DTS. DTS imports the
information and uses it to create an authorization shell. DTS sends an email to you and DTA notifying you
of the authority to travel and of the upcoming travel dates. You will log in to DTS, complete or edit the
authorization, and then submit it for approval.

If the partner system makes modifications to the travel information provided to DTS, another email is sent
to notify you that modifications have been made or need to be made to the imported travel authorization.
Those modifications will display when the authorization is edited.

Section 2.11.2 provides you with the steps to complete or edit the imported authorization.Partner Setting to
Allow Traveler Edits

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.

You will receive an email stating the recommended changes that should be made to the document.
You will open the document to make the changes manually.

Note: If you have 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. You will receive an email stating that changes
were made to the document. If you have already signed the authorization, you will receive an email
that identifies the changes that should be made to the authorization. You will open the document to
make the changes manually.

2.11.2 Complete or Edit an Imported Authorization

Beginning on the User Welcome screen, follow the steps listed below 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.
The Authorizations/Orders screen opens. A list of your existing authorizations displays.

3. Select edit to the right of the document name to be edited (refer to the document name indicated
in the email if received).
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If the partner system has included a comment to you, the General Comments Acknowledgement
screen opens (Figure 2-94). If no comment was added, the Preview Trip screen opens.

% Defense Travel System
A New Era of Government Travel

| MPORTED DOCUMENT  PARTHER SETTINGS — COMMENTS

Bafore continuing with the processing of this dacument, vou must acknowledse that vou hawe read and undarstand the comments provided
on this screen.

If wou select "Agres." vol will be alowed to continue documenrt processing.

If you select "Disagree,” you wil be returned bo your document list, and a notics will be sent to TT53.

Comments

Stucents TDY to Lackland AFB but bileted on Kelly AFB must use the Lackland AFB TWO service. I an official situation arises and one ar two
rides ars necessary wia Taxi to perform official doties related to the TDY, it is permissible, but anything over three requires special
authorization prior to taking place. Mamber must provide non-availabiity statement, The cost comparizon may warrant & rertal vehiclke or
AETCIDOPAFMAT talking directly to TWMO at Lackland AFE, Ensure you request rental approwal prior to the action (TaxifRental) taking place

I hawe read and understand the comments abowe.

hsree | Disagree

Figure 2-94: General Comments Acknowledgement Screen

4. You will select 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 you have concurred with the comment, the screen will not appear again.
The Preview Trip screen opens.

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 2-95).
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A modification transaction from <name of Partner System> has been received and needs your
attention. Click Here to view.

Iﬁ: Defense Travel System Itinerary Travel Expenses Accounting Additional Options Jls=I=raRSTh]

A New Era of Government Travel

RETURN TO LIST MY Other Auths. Pre-Audit Digital Signature
MPORTED DOCUMENT  PARTNER SETTINGS
Print Document
A modification transaction from DTMOA has been received and needs your attention. Click Here to view

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

Reference Information

Reference:

Figure 2-95: Partner System Modification Message

Note: If the partner setting for Allow Data Modification or Allow Systematic LOA Modification is set to
Yes and you have not signed the document, the partner system's changes to data or LOA(s) in the
document will update automatically when DTS imports the data file.

5. Select the Click Here link to view the requested modifications.
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The Modification Comparison screen opens (Figure 2-96).

Chapter 2: Temporary Duty (TDY) Authorizations

Level Ficld Label

Document PARTHER_SYSTEM_CODE

TRACKING_MNUMBER

TRAMSACTION_SECQIENCE

TRIP_END_DATE

[rocument - Funding ACCOUNT_LASEL
END_DATE

Itinerary TDY_START_DATE
TOv_END_DATE

TDY_LOCATION_CITY

Maodification Comparison

Action

MODIFIED

MODIFIED

MODIFIED

MODIFIED

MODIFIED

MODIFIED

MODIFIED

MODIFIED

MODIFIED

Currsnt Value

MRONWS

JomMINTGO4T16

120

06 25705

05 TTSLOA

06 F25/05

06 25/05

06725705

PHILADELPHI &

ACCEPT | REJECT |

Hew Value

HROAS

JOmINTGDET 16

122

06 /30405

05 TTSLOA

06 /30405

0526705

06,/30/05

PHILADELPHIA

Figure 2-96: Modification Comparison Screen

6. Review the modifications recommended by the partner system and select Accept.

Choosing Reject returns user to the Preview Trip screen. (You can print the screen if necessary 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. You will receive an email
if any itinerary changes must be made manually. If no itinerary changes are needed, you will sign the

authorization after accepting the LOA modification.

For data modifications, the Adjustments screen opens.

7. Select view/edit on the Adjustments screen.

Make the requested changes. See Section 2.11.2.1.
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Chapter 2: Temporary Duty (TDY) Authorizations

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. You must use DTS to search and select air, hotel, and rental car. See Figure for
instructions how to do this.

You may only search for a rental car if authorized to do so. If you are not authorized a rental car, a

pop-up window will inform you of this if you attempt to use the Search Rental Car Availability
button (Figure 2-97).

Rental Car Mot Authorized For Date Range specified. Selection Denied

Figure 2-97: 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
are disabled for this order writing authority (Figure 2-98). The Registration Fees expense does not
display on the Expense Type drop-down list.

W Uetense Iravel oystem Itinerary  Travel Mf«:comﬁng Additional Options  Review/Sign
A New Era of Government Travel
P Hon-iileage JENIETE

Per Diem Entitlements  Substantiating Records

MPORTED DOCUMENT  PARTRERSETTINGS  COMMENTS

Use this screen to enter non-miease experass 17 wour Erasel document, Select an experse tuoe, oF, 7 wol cannat find the aooropriate
gxpense tyoe, enter adescriobion i the box provided, Select "ieve Experses" o save the expanses to the travel documert,

Reminder: CTOFees are a reimbursablz experse 10 the traveler when the transportation oozts are charged Do wodr Indhidudl Government
Trawel Charge Card (1BA).

RegiCration Fees are disabled for this order writing authority

Leave: 28-Cict-05  Return: 25-Mow-05

Hon-Hilcage Expensc: #1

*Lelect Expenss Type: | j *Cost 5
" °p"| =Dt 104282005

{mm A |
* Wethod of Reinbutsement; | - Please Selct — -]

Figure 2-98: Non-Mileage Expenses Screen

The partner system can activate the Disable LOA Edits feature which will prevent you or the
NDEA from making any edits to the LOA displayed on the Accounting Codes screen in the
document. 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.
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Chapter 2: Temporary Duty (TDY) Authorizations
Beginning on the Accounting Codes screen, follow the steps listed below 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 steps listed below 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.

The Imported Document Information screen opens for review.

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
determined 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

available to you for each travel document depend on the preset values in the Partner Setup.

Beginning on any screen in the document, follow the steps listed below to view its partner
settings:

1. Select Partner Settings.
The Partner Settings screen opens for review.
2. Select CLOSE.

Comments
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The Comments link is used to open a screen that displays general comments and instructions for
you. 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 steps listed below to view travel document
comments:

1. Select Comments.

The General Comments screen opens with any comments for you or the NDEA.

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.

+ DTS will NOT assign the AUTO APPROVED stamp if any of the following conditions exist:

« Audit flags for travel arrangements or expenses

« 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

* Document is not generated from an imported file

* 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:

A TANUM is applied to the authorization

+ The GEX accounting system is notified of the need to obligate funds

» The TMC 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.

2.11.4 Amendments to Imported Authorizations

If you need 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.
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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 following conditions apply:

* The cancellation is received before the trip start date
* No non-ATM advances have been paid or submitted for payment.
» Commercial reservations have not been ticketed (before the TAW date)

The actions listed below occur when DTS automatically cancels an imported authorization:

+ The CANCELLED stamp is applied to the document

» All reservations are cancelled

* Required financial transactions are transmitted

+ DTS sends an email to you or the NDEA with natification that the authorization has been
cancelled and that no action is required

Note: If an expense has been incurred on the cancelled authorization, you must file a local
voucher.

Note: If the document has not been accessed by you or the NDEA and no financial transactions
have been transmitted (i.e., Obligation Upon Receipt), DTS will also delete the travel
authorization. If your profile was created during the processing of the initial import data file, DTS
will retain the data and allow you to complete self-registration.

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 conditions listed below have occurred:

» 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 email notification to you or the NDEA that the trip is cancelled and that
additional actions are required.

*  You or the NDEA will follow the appropriate DTS cancellation procedures. See Chapter 10
of this manual.

» The trip cancel link will appear in the Remove/Trip Cancel column on your 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.
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If the User Can Cancel Authorizations partner setting is set to Yes the trip cancel link displays
in the Remove/Trip Cancel column on your Authorizations/Orders screen. The CANCELLED
stamp displays in your Submit this Document as: drop-down list. This option allows you to
select the stamp and cancel the document.

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.

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 TMC 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:

+ CTOfee
*  Submitted advances or SPPs
»  Other unavoidable expenses

2.11.6 DTS Import/Export (Partner System) Emails

DTS generates several different emails when certain transactions occur between DTS and its partner
systems. You will receive emails when new travel orders have been prepared or modified. The DTA
receives an email when a new traveler’s profile requires review and update in order to travel. The DTS
generated emails can be found in DTA Manual, 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 steps listed below 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 your profile. If the
starting point is other than your 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.
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A pop-up message informs you 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 2-99).

must not be issued.

If the employes is in a duty status, a TDY trawvel authorization must be issued.
If the employes is in a leawve or other non-duty status, a travel authorzation

Figure 2-99: Pop-Up for C-Permissive Trip Type

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 2-100).

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

Commercial

. Rail Rental Car Other
Air

-

{Claim private vehicle transpertation in expense-mileage. Use of government vehicle is non-reimbursable, show this in Expense-Non-Mileage. )

Time:

Select A

Figure 2-100: 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, you will need to identify one or more locations for this trip.

8. Identify Location 1.

9. Complete the Arriving On field using the calendar icon. This is usually the date that you will arrive

at your TDY location.

10. Complete the Departing On using the calendar icon. This is usually the date that you will leave

your TDY location.

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. You 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. You 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.

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.

Section F indicates whether you will be attending a conference.
5. Select Not Applicable.

6. Select Save and Proceed.

2.12.3 Preview Trip Screen

After selecting Save and Proceed on the Trip Overview screen, the Preview Trip screen will open.
This is where you 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 2-101).

Accounting Codes Trip Totals
Crerumn 1 usr

Selection of Lines of Accounting is not allowed for C-PERMISSIVE trip type.

Figure 2-101: Notification that Lines of Accounting is not allowed for Permissive trips

1. Select Save And Proceed To Other Auths.
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An Other Authorization will appear informing you that attendance is in the DoD's best interest, but
reimbursement is not authorized and that you may choose not to perform the travel (Figure 2-102).

% Defense Travel System Itinerary  Travel Expenses  Accounting  Additional Opt‘innM
A New Era of Government Travel

Preview Other Auths. Pre-Audit
[ reruan ro usr

The following are the additional authorizations 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
Non-Govt Funded Permissive TDW. a) Attendance is in the DOD's
interest, but travel is at no expense to the Government and no per
diem or other reimbursement is autherized. b) Travel is at the
Men-Govt Funded Permissive employee's request and ne accounting infermation is placed on the
1 DY travel autherization, and c) The employes may choose not to

perform the travel without penalty.

Save and Proceed to Pre-Audits
Proceed to the following page: Pre-Audit v m

Figure 2-102: 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 Signature.
5. Complete the authorization by digitally signing it. See Section 2.10.4.

Note: DTS allows you to create a voucher for this trip type.
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