APPENDIX A: General Traveler Information

This appendix provides guidance on using the Self-Registration Tool and the Traveler Setup menu.

This appendix covers the following topics:
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Appendix A: General Traveler Information

A.1 How to Self-Register

An individual who has not been entered in DTS may need to self-register when they first log in to the
system. Follow the below steps to self-register in DTS:

1. Insert the CAC into the CAC reader.

2. Select the green Login to DTS button that is located near the center of the DTS Home page.
The DoD Privacy and Ethics Policy statement displays.

3. Read the policy and select Accept.

4. Enter the PIN in the PIN field.

5. Select OK.

The User Activation screen opens (Figure A-1).

Defense Travel System

A New Era of Government Travel

User Activation

Your user account needs to be activated.

If vou would like yvour account activated, complete the
form below. The form requires that yvou enter yvour social
security number twice. Please enter your SSN exactly
as it appears in your profile and indicate whether
you are a member of the Reserve Component
(Reservist or National Guard)

Enter Social Security
Murmber:

Reenter Social Security
Murmber:

Reserve/National Guard:

Submit Cancel

If the values entered match an account in Defense Travel
System , vou will automatically be logaed in.

Selecting the "Cancel” button will terminate the activation
pProcess.

Figure A-1: User Activation Screen
6. Enter the Social Security Number (SSN) in the Enter Social Security Number field.
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Appendix A: General Traveler Information

7. Re-enter the SSN in the Re-enter Social Security Number field.

8. Place a check in the Reserve/National Guard box, if you are in the Reserve or National Guard and
want to register your Reserve Component profile.

9. Select Submit.

The User Activation screen refreshes (Figure A-2).

Defense Travel System

A New Era of Government Travel

User Activation

The 55N you typed in does not match any existing
record in the system.

If you have an existing profile -- but might have entered
the wrong S5N, then return to User Activation to re-
attempt profile activation. Please note that you must
enter your SSN exactly as it appears in your profile
and indicate whether you are a member of the
Reserve Component (Reservist or National Guard)

or, if you are a new user with no existing DTS profile,
and have been notified to self register, click the "Self
Register” button to enter vour individual profile data.

DOtherwise, select the "Cancel” button to terminate the
activation process.

| Self Register | | Cancel |

Figure A-2: User Activation Screen - Self Register
10. Select Self Register.

The DTS Welcome screen opens.
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Appendix A: General Traveler Information

11. Mouse over the Administrative tab and select Self Registration (Figure A-3).

; Defense Travel System
A New Era of Government Travel Logoff
Administrative ¥
My Signed Documents
Welcome Peter West oot oot
Document Hame urre Eparture Type
Organization: —— —
0rg Access: No documents found.
Group Access:
Permission:
Message Center
Welcome to DTS!
Figure A-3: User Welcome Screen
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Appendix A: General Traveler Information

The Self Registration Tool screen opens (Figure A-4).

[em -iw Basic Information  Additional Information Submit Self-Registration

vel

Welcome to the Self Registration Tool.

Your user/traveler profile has been started but not completed; please finish prior to submitting the
user/traveler profile for acceptance.

If you already have an existing user profile, and inadvertently created a self registration record, then
click here to delete your staging profile. You will then be able to re-login and activate your
production profile.

This is where you enter the data that goes into your DTS Personal Profile.

In the Basic Information section, the following figlds are mandatory (indicated by an asterisk) and must be provided in
order to submit your self registration:

E-mail Address

Mailing Address (Street, State/Country, and Zip/Postal Code)

Organization

Electronic Funds Transfer (EFT) information (bank account and routing information). Payment by EFT is
mandatory per the DOD Financial Management Regulations. If you don't have EFT information, please contact
the OTA for assistance to have your profile created.

Click on the Basic Information above to complete your profile,
The following Additional Informationis also required in order to submit your self registration:

» Residence Address (Strest, State/Country, and Zip/Postal Code)
» Residence Phone

You should have this information available prior to leaving the Self Registration home page and continuing with the self
registration process,

The fellowing figlds (indicted in bold) are required to save the page on which the information is entered, This
information is nesded, at 8 minimum, if vou wish to abandon the self registration process, but save the infermation
added and then return later to complete the process:

» Gendsr
» Senvice/Agency of Assignment (Street, State/Country, and Zip/Postal Code)
» Time Zone (of your permanent duty station)

Figure A-4: Self Registration Tool Screen

12. Select Basic Information on the navigation bar.
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Appendix A: General Traveler Information

The Basic Information screen opens (Figure A-5).

Home ﬁ.dditional Information  Submit Self-Reistration

Field with " * "is a required field when you submit on the BASIC INFORMATION page.
Fields with a bolded Field Name are required to save data on the BASIC INFORMATION page.

Manparory InFoRMaTION

GENERAL IHFORMATION

First Name + Peter

Last Name» West

Middle Imitial » [I

55N 995977373

Gender

* Email Address ‘ W

Maiuwg Anoress

* Mailing Street 1+ ‘ 1

Mailing Street 2+ ‘ |

* Cityr ‘ W
q

2 Click on the icon to select a value

*Tip / Postal Code D

Yes

& No (If not, we'll ask you for it on the Additional Information page.)

* State / Country »

Is this the same as Residence Address?»

Figure A-5: Self-Registration Basic Information Screen
13. Complete the fields on the screen.

Note: The CSA/TTR feature is currently not in use.
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Appendix A: General Traveler Information

Important: Ensure your enter the correct organization in the Organization field. Failure to enter the correct
organization will route the self-registration request to the wrong DTA.

14. Select SAVE AND PROCEED.

The Additional Information screen opens (Figure A-6).

Home

Basic Information Additional Information Submit Self-Registration

Field with " * " is a required field when you submit on the ADDITIOMAL INFORMATION page.

REsiDEnCE ADDRESS

* Residence Street 1 » | W

Residence Street 2 » | |

* Residence City » | B
(=%

A Click on the icon to select a value

Residence Zip / Postal Code» [ |
Miles from Home to Airport » l:l

~ Residence Phone » |

* Residence State / Country »

A Format: 999 9. up to 20 characters

Residence Fax » |

A Format: 999
Aur TraveL PREFERENCES

Airport »
A Click on the icon to select a value

Preferred Seatings [ 7]
Special Meals » El

Special Meeds » |

Frequent Fuver

Figure A-6: Self-Registration Additional Information Screen

15. Complete the fields on the screen.

16. Select SAVE AND PROCEED.

The Submit Self-Registration screen opens (Figure A-7).

You are going to submit the traveler profile to DTA.

| suBat [ CAMCEL |

Figure A-7: Submit Self-Registration Screen
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Appendix A: General Traveler Information

17. Select SUBMIT.

DTS sends an email to the DTA to inform them of the self-registration request. After the DTA reviews the
self-registration, you will receive an email to inform you if the DTA accepted or rejected your request. If a
request is rejected, you must correct the information and resubmit the request.

A.2 Traveler Setup Menu

The Traveler Setup menu provides access to the below functions:

* Form Preferences

* Available Routing Lists
* Delegate Authority

» User Preferences

* Rates Lookup

» Update Personal Profile

Beginning on the DTS User Welcome screen, mouse over Traveler Setup on the menu bar (Figure A-8).

Defense Travel System

Official Travel V| Official Travel - Others T-Administrative A

Message Center

Welcome to DTS!

A New Era of Government Travel

Logoff

Form Preferences

. Available Routing Lists |, ants Awaiting Your Approval -->  Click Here
WEI.CUme Chns A Wes‘ Delegate Authority

Organizatian: TDZDDAQM Lo s 1gned Documents
) Rates Lookup
Org Access: Document Name Cslgrtzsnt DE%ZTEUFE Type
Group Access:
No documents found.

Permission: 0,1,2

Figure A-8: Traveler Setup Menu Screen

A.2.1 Form Preferences

The Form Preferences screen allows you to change form defaults for your printed documents.

Follow the below steps to update form defaults for printed documents:

1. Select Form Preferences from the Traveler Setup drop-down list.
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Appendix A: General Traveler Information

The Form Defaults screen opens (Figure A-9). Table A-1 describes the options that display in each
section.

% Defense Travel System Routing Lists RepnﬁM Rate Lookup  Update Personal Profile
A New Era of Government Travel

Form Defaults

 Authority User Pr

Follewing information represents the type of ferm and/or attachment that will print for the various document types (Voucher, Authorizations, Cash
Advance).

Authorizations / Orders

Select all forms that apply. When printing a document, see feotnote (*) belew for explanation.

Print Full 55N:

C! VES

Authorizations:

#) Default Govt + Form Govt

Cash Advance:

o) Default Govt + Form Govt None
Group Auth:
® Summary Summary & Individual

Itinerary Listing (Check this box if you want to print itinerary information for reservations.

Voucher

Select all forms that apply. When printing a document, see feotnote (*) belew for explanation.

Print Full 55N:

* HO VES

Voucher:

#) Default Govt + Form Govt

Receipt Checklist (Check this box if you want to print a page listing the receipts to be attached to a voucher)

Figure A-9: Form Defaults Screen

2. Selectthe radio button or check box next to the options for each document type or attachment to
set the preferred form default.

3. Select Save Form Defaults.
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Appendix A: General Traveler Information

See Table A-1 for a description of each form default. The Authorizations/Orders section and the
Vouchers section display some of the same options; however, Table A-1 shows those items only once
under the collective row heading Authorizations/Orders and Vouchers section.

Table A-1: Form Default Screen Options

FORM DEFAULT SCREEN OPTIONS

OPTION DESCRIPTION

AUTHORIZATIONS/ORDERS AND VOUCHERS

Select No to mask the first 5 digits of the SSN (XXX-XX-6789). Select Yes to display

1 *
Print Full SSN the full SSN (123-45-6789). Default setting is No.

Default Provides more details than the Govt forms provide. Prints all travel data in plain text.

Prints trip information using the DD1610 format. Populates all appropriate fields with

Govt + Form information from the travel document.

Prints trip information using the DD1610 format. Printing with this option requires a

Govt blank DD1610 to be inserted into the printer.
AUTHORIZATIONS/ORDERS
None Turns off printing of a cash advance.
Summary Prints the group authorization and a cash advance summary of the total advance

amount for all travelers combined.

Prints the group authorization, a cash advance summary of the total advance amount
Summary + Individual for all travelers combined, and a separate authorization and cash advance for each
traveler in the group authorization.

Itinerary Listing Prints itinerary information for reservations.
VOUCHERS
Receipt Checklist Prints a list of receipts that are attached to the voucher.
ATTACHMENTS

Prints the electronic history of a document and shows each step in the electronic

Document History approval and/or processing of the document.

. . Prints the subtotals of a document's expenses by accounting code and expense cat-
Accounting Detail

egory.
Privacy Act Prints the Privacy Act Statement.
PRINT DOCUMENT NAME
Block 2 of SF1164 Not used in DTS.
Block 22 of DD1610 Prints the document name on block 22 of form DD1610.

*When a user with permission level 5 prints a DTS document for a traveler, DTS will apply the permission level 5
user's form preference settings for the Print Full SSN option. If the user does not have permission level 5, they
cannot print the traveler's full SSN. In this case, the SSN is always masked.
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A.2.2 Available Routing Lists

Appendix A: General Traveler Information

The Available Routing Lists screen displays all routing lists that belong to the user's organization. The

screen also displays the routing elements for each routing list.

Follow the below steps to view available routing lists:

1. Select Available Routing Lists from the Traveler Setup drop-down list (Figure A-8).

The Routing List screen opens (Figure A-10).

% Defense Travel System

A New Era of Government Travel

Select an organization to view the associated Routing

Lisk(s).
Organization: | -Select an Organization- v
View Organization Routing List

Ne routings lists are available for the Orpanization
selected.

MPUI‘E Additional Setup  RateLookup  Update Personal Profile

Figure A-10: Routing List Screen

2. Select the Organization drop-down list and choose the organization.
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Appendix A: General Traveler Information

3. Select view next to the routing list to be viewed (Figure A-11).

Defense Travel System Wpu|t Additonal Setup  RateLookup  Update Personal Profile

A New Era of Government Travel

Select an organization to view the associated Routing
List{s).
Organization: | TDZDDQFT Y
View Organization Routing List
» View TOZDDOPT Foreign Travel
» View TOZDDGPT Training
Figure A-11: Routing List Screen - View Routing List
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Appendix A: General Traveler Information

The screen refreshes. The Signatures section displays the routing elements that are assigned to the
routing list (Figure A-12).

@ Defense Travel System wRepms additionalSetup  Rate Lookup  Update Personal rofile
A New Era of Government Travel

Select an organization to view the associated Routing Signatures for the Routing List - Foreign Travel.
Listis).
Doc Type | Document Status = Signature Mame  Level = Process Name
Organization: TOZODOPT v
ALTH CTOSUBMIT FLTO SUBMIT 2 BYPASS PNR
View Organization Routing List
ALTH CTO BOOKED FLTO BOOKED 3 BYPASS FNR
» view TDZIDDOFT Foreign Travel
ALTH REVIEWED Helen D West 15 FOREIGN TRAVEL
» view TDZIDDOFT Training
AUTH APPROVED Chris AWest 25
VCH REVIEWED Helen D West 15 FOREIGN TRAVEL
VCH APPROVED Chris AWest 25

Figure A-12: Routing List Screen - Signatures

A.2.3 Delegate Authority

The Delegate Authority screen allows Routing Officials to delegate their authority to other Routing
Officials within their organization. When Delegate Authority is selected, the screen will display a list of
officials who have permission level 2 and can perform the Routing Official role in DTS. Signature
authority can be delegated to one person at a time.

Follow the below steps to delegate authority:

1. Select Delegate Authority from the Traveler Setup drop-down list (Figure A-8).
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The Delegate Authority screen opens (Figure A-13).

% Defense Travel System Routing Lists F:epthe Lookup ~ Update Personal Prafile
A New Era of Government Travel

Delegate Authority User Pre 5 Form Defaults

Select a name to delegate your document signing authority.

Select Name Authority

s Select Helen D West

Figure A-13: Delegate Authority Screen

2. Choose Select next to the name of the Routing Official to receive delegated authority.

The screen refreshes. The Assign Authority section displays (Figure A-14).

% Defense Travel System Routing Lists Repunwte Lookup  Update Personal Profie
ANew Era of Govemment Travel

Delegate Authority User Preferences Form Defaults

Select a name o delegate your document signing autherity. Click OK to delegate your document signing authority.
ou will be prompted for signature.

Select Na Authority
Fee e ority Helen D West. has permission level 0,1,2,3,4,5,6 and
may be delegated.
» Select Helen D West
Cancel | QK |

Figure A-14: Delegate Authority Screen - Assign Authority

3. Select OK. The Digital Signature screen opens.
4. Enter the PIN in the PIN field.
5. Select OK.
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Appendix A: General Traveler Information

When authority has been delegated, the below events occur:

» The delegated official's name displays in the travel documents Pending Routing Actions list.
» Documents that route to the Routing Official will now route to both individuals.
» Emails sent to the Routing Official will now be sent to both individuals.

« DTS removes documents from both individuals' Route & Review screens after the documents
are stamped.

Follow the below steps to remove signature authority:

1. Select Delegate Authority from the Traveler Setup drop-down list (Figure A-8).

The Delegate Authority screen opens (Figure A-15).

@ Defense Travel System Routing Lists  Reports NReaE RNV

A New Era of Government Travel

-Delegate Authority

Authority has been delegated to Helen D West.

Select Hame Authority

Helen O West » Remove

Figure A-15: Delegated Authority Screen - Remove Link

2. Select Remove next to the name of the Routing Official whose authority is to be removed.
A window opens for the user to confirm revocation of the delegated signature authority.
3. Select OK.

For more information on delegating authority, see DTA Manual, Chapter 5.
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A.2.4 User Preferences

Whenever a document is accessed, DTS records the time of the occurrence. DTS displays the time of
access in places such as the travel arrangements screens, Document History, and the DTA
Maintenance Tool. The User Preferences screen allows the user to set the time format displayed in
DTS as either 12-hour or 24-hour.

Follow the below steps to set a format displaying time in DTS:

1. Select User Preferences from the Traveler Setup drop-down list (Figure A-8).

The User Preferences screen opens (Figure A-16). The time format section offers two options: AM/PM
displays time using a 12-hour clock, with AM or PM as appropriate; 24 Hour displays the time in the
24-hour format.

Defense Travel System Routing Lists Repm“Mte Lookup  Update Personal Profile
A New Era of Government Travel

Delegate Authority Form Defaults

Following information is for user preferences setup.

Time Format:

AP & 24 Hour
#| Email Routing Motificaticn

Save Preferences

Figure A-16: User Preferences Screen

2. Select the radio button next to the preferred time format, AM/PM or 24 Hour.
3. Select Save Preferences.

Email Routing Notification is not functional at this time.
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A.2.5 Rate Lookup

The Rate Lookup Menu screen links you to information about per diem rates for locations, the states
and countries that have per diem rates loaded in DTS, mileage reimbursement rates, and the
Government meal rate (Figure A-17). You may also view a list of special footnotes published by the
Per Diem Travel and Transportation Allowance Committee (PDTATAC) staff.

% Defense Travel System Routing Lists  Reports  Additional SemMpdate Personal Profile
A New Era of Government Travel

Use this screen o lock up information about the rates used to calculate entitlements in DTS,

» Click en  Per Diem Locations | to see U.5. and Foreign lecalities and their Per Diem rates.

» Click on  States and Countries | to see the list of per diem lecations and their abbreviation codes.

o Click on Mileage Rates |f0|' the list of rates per mile used to calculate reimbursements of persenally owned vehicles.
» Click on  Government Meal Ratj to see the Government Meal Rate (GMR).

» Click on Footnotes to see any available explanatory remarks about per diem locations and their rates. Any footnotes

shown are published by the DeD Per Diem, Travel and Transportaticn Committee (Per Diem Committee).

Figure A-17: Rate Lookup Menu Screen

To access the options available on the Rate Lookup Menu screen, begin by selecting Rates Lookup

from the Traveler Setup drop-down list (Figure A-8). The Rate Lookup Menu screen opens (Figure A-
17).
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A.2.5.1 Find Per Diem Rates

Beginning on the Rate Lookup Menu screen (Figure A-17), follow the below steps to find per
diem rates for TDY locations:

1. Select Per Diem Locations.

The Per Diem Rates screen opens (Figure A-18).

Select one of the rate time period buttens te display enly the current rates, all history of rates, or for a specific peried of time for the selected location.

Search Criteria

Show:

Either select United States (including US Territories), Fereign, or All radio button te filter the desired Select State/Country drop down list values, Then,
after selecting the desired State/Country from the drep down list, select the Search button.

Or, enter a 5 digit Zip Code to return all Per Diem Localities within the county that the Zip Cede is in. Then Select the Search butten.

Or, Select a State from the drepdown list, then a County within that State to return all Per Diem Localities within that County. Then Select the Search
button.

Rate Lookup Menu

All Time Periods ® Ffective Now Specific Period From

(mm/ dd/yyyy) To

Showe

# United States (including US Territories) Foreign All State/Country | ALABAMA v

Search |

Shaw:

5 Digit Zip Code Search |

Show:

State | ALABAMA v County | AUTAUGA v Search |

Proceed to the following page: Rate Lockup Menu v m

Page A-18

Figure A-18: Per Diem Rates Screen
2. Select the radio button to specify All Time Periods, Effective Now, or Specific Period.

If you selected Specific Period, use the calendar icons in the From and To fields to identify
the date range.

3. Select the radio button to specify United States, Foreign, or All and select the State/
Country drop-down list to choose the state or country.
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-OR-

Complete the 5 Digit Zip Code field with the ZIP code.

-OR-

Select the State and County drop-down list to choose the state and county.
4. Select Search.

The Per Diem Rates screen refreshes. A list of locations that match the search displays at the
bottom of the screen.

5. Select the Show Rates link for the TDY location.

The Rates screen opens (Figure A-19).

Per Diem Location Found

Location County Eiomng Rate Details Military Facilities

ALEXANDRIA {ALEXANDRIA CITT) ALEXANDRIACITY b » Show Rates

CAMERON STATION ALEXAMDRIACITY b » Show Rates

GEDRGE MASON ALEXANDRIACITY b » Show Rates

GEORGE WASHINGTON ALEXANDRIACITY b + Show Rates

POTOMAC ALEXANDRIA CITY b » Show Rates

TRADE CENTER ALEXANDRIACITY b » Show Rates

Figure A-19: Rates Screen

A.2.5.2 View Per Diem Locations

Beginning on the Rate Lookup Menu screen (Figure A-17), follow the below steps to see a list
of locations that have per diem rates in DTS:

1. Select States and Countries.
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The States and Countries screen displays (Figure A-20). The locations are listed in
alphabetical order. The Code column identifies the abbreviation code for each location.

Logged In As:  Terry A Carson Screen 10: 11371 Close Window
Help for this screen
% Defense Travel System Routing Lists  Reports Addit‘innalSemMpdate Persanal Profile
A New Era of Government Travel
Rate Lookup Menu
This screen shows the states and countries which have Per Diem rates data loaded in DTS, The information is published by the Dol Per Diem
Committee.
Conus Laocation has Per Diem Rates Per Diem Committee
Code State / Country Currency
Oconus | Effective Date  Expiration Date Table Cemments
AFG AFGHANISTAN DCONUS 01-Jan-90 31-Dec-49
AL ALARAMA COHUS 01-Jan-90 31-Dec-49
AR ALASKA DCOHUS 01-Jan-90 31-Dec-49
ALR ALBANIA DCOHUS 01-Jan-90 31-Dec-49
On Hovember 1 2011, State code
DZA ALGERIA OCOHUS 01-Jan-90 31-Dec-49 A
4 ok = updated from ALG to DZA
ALL ALL PLACES NOT LISTED | OCONUS 01-Jan-90 31-Dec-49
A% AMERICAN SAMDA DCOHUS 01-Jan-90 31-Dec-49
AND ANDORRA DCOHUS 01-Jan-90 31-Dec-49
On Hovember 1 2011, State code
AGD AHGOLA DCOHUS 01-Jan-90 31-Dec-49 :
’ updated from ANG to AGO
AL ANGUILLA OCOHUS 01-Jan-90 31-Dec-49
On Movember 1 2011, State code
ATA ANTARCTICA DCOHUS 01-Jan-90 31-Dec-49 f
: an i updated from ANR to ATA
On Movember 1 2011, State code
ATG ANTIGUA & BARBUDA DCOHUS 01-Jan-90 31-Dec-49 Lt i1 2 i 2
updated from ANT to ATG
ARG ARGENTINA DCOHUS 01-Jan-90 31-Dec-49
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Figure A-20: States and Countries Screen

A.2.5.3 Mileage Rates

Beginning on the Rate Lookup Menu screen (Figure A-17), follow the below steps to view
rates used to calculate reimbursement when using a privately owned vehicle (i.e., automobile,
motorcycle, plane).

1. Select Mileage Rates.
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Appendix A: General Traveler Information

The Mileage Reimbursement screen opens (Figure A-21). Rates are listed by type and then
sorted according to the effective date of the mileage rate.

Type
14CS
1POC
1POC
1POC
1POC
1POC
1POC
1POC
1POC
1POC
1POC
1POC
1POC
1POC
1POC
1POC
1POC
1POC
1POC
1POC
1POC
1POC
1POC
1POC
2POC
2POC
2POC

o

Rate Lookup Menu

POV Used When Govt Vhele Avail
POV Used When Govt Vhele Avail
POV Used When Govt Vhele Avail

Lu

Description
Accession Travel Mileage
Privately Owned Vehicle
Privately Owned Vehicle
Privately Owned Vehicle
Privately Owned Vehicle
Privately Owned Vehicle
Privately Owned Vehicle
Privately Owned Vehicle
Privately Owned Vehicle
Privately Owned Vehicle
Privately Owned Vehicle
Privately Owned Vehicle
Privately Owned Vehicle
Privately Owned Vehicle
Privately Owned Vehicle
Privately Owned Vehicle
Privately Owned Vehicle
Privately Owned Vehicle
Privately Owned Vehicle
Privately Owned Vehicle
Privately Owned Vehicle
Privately Owned Vehicle
Privately Owned Vehicle
Privately Owned Vehicle

[T TN il

Effective Date
01-Jan-06
30-Jun-91
01-Jan-95
07-Jun-96
08-5ep-98
01-Apr-99
14-Jan-00
22-Jan-01
21-Jan-02
01-Jan-03
01-Jan-04
04-Feb-05
1-5ep-05
01-Jan-06
0-Feb-07
19-Mar-08
1-Aug-08
01-Jan-09
M-Jan-10
-Jan-11
17-Apr-12
0-Jan-13
01-Jan-14
01-Jan-15
21-Jan-90
01-Jan-95
22-Jan-01

Al .

This screen shows the reimbursement rates per mile allowed when you used a personally owned vehicle {automeobile, motorcycle, plane). The table
shows when rates apply, in the Effective Date column.

Rate
0.150
0.250
0.300
0.310
0.325
0.310
0.325
0.345
0.365
0.360
0.375
0.405
0.485
0.445
0.485
0.505
0.585
0.550
0.500
0.510
0.555
0.565
0.560
0.575
0.180
0.235
0.285

A.2.5.4 Government Meal Rates

Figure A-21: Mileage Reimbursement Screen

Beginning on the Rate Lookup Menu screen (Figure A-17), follow the below steps to view how
daily rates are broken down into meals and incidental allowances.

1. Select Government Meal Rate.
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Appendix A: General Traveler Information

The M&IE Distributions screen opens (Figure A-22). Rates are listed by effective date.

Rate Lookup Menu

This screen shows how daily rates are broken down into meals (Breakfast, Lunch, Dinner) and incidental allowances. The table shows how much is
deducted from the daily rate for military members at a per diem location where some/all meals are available. Deducted incidental rate applies if
some/all meals are available, and ME&IE rate on base applies if meals and quarters are available.

Deduction For Meals Available

MEIE Effective MEIE
Daily Date for Breakfast =~ Lunch Dinmer | Incidental | preakfast Lunch Dinner Deducted | Rate on
Rate  Distribution Avail Avail | Avail | nedental | Base
58.30 01-Jan-04 31.70 33.30 53.30 50.00 30.00 50.00 S0.00 50.00 50.00
58.90 01-Jan-05 51.90 53.50 53.50 50.00 50.00 50.00 50.00 50.00 50.00
59.08 01-Jan-06 51.95 33.58 53.55 50.00 30.00 50.00 S0.00 50.00 50.00
59.30 01-Jan-07 52.00 53.65 53.65 50.00 50.00 50.00 50.00 50.00 50.00
59.80 01-Jan-08 52.10 33.85 53.85 50.00 30.00 50.00 S0.00 50.00 50.00
510.80 01-Jan-09 52.30 54.15 54.15 50.00 50.00 50.00 50.00 50.00 50.00
31170 01-Jan-13 52.50 4,60 54.60 50.00 50,00 50.00 S0.00 50.00 50.00
511.85 01-Jan-14 52.55 54.65 54.65 50.00 50.00 50.00 50.00 50.00 50.00

Return to Menu |

Figure A-22: M&IE Distributions Screen

A.2.5.5 Footnotes

Beginning on the Rate Lookup Menu screen (Figure A-17), follow the below steps to view any
footnotes published by the PDTATAC staff.

1. Select Footnotes.

The Footnotes screen opens.
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Appendix A: General Traveler Information

A.2.6 Update Personal Profile

The Update Personal Profile is a five-screen feature that allows persons with a user/traveler profile to
update their personal information. Figure A-23 shows an overview of the profile information on each
screen of this feature.

Logged In As:  }
Traveler Name:

"% Defense Travel System Routing Lists  Reports Additional Setup Rate Lookup

A New Era of Government Travel

Screen ID: 95151

Document Type:  Authorization

Update Personal Profile

= My Preferences = My Additional Information = My Account Information > My TSA Information

Update Personal Information I

Complete the information below.

~ Last Mame: West

= First Mame: Molly

rl T
~ Gender: Mo
SSM:z A H-TEA4
Mailing
= Address Line 1: 1211 Main Street
Address Line 2:
™ City: Warrenten
* State: A Lookup |

* Zip Code: 20187

* Home Phone: 540-555-1211

* Email Address: molly . west. ch@mail.mil

Figure A-23: Overview of Update Personal Profile Screens

Note: Changes made using this feature will not update the profile information in existing documents.
To update personal profile information in existing documents, see Chapter 2 of the Document
Processing Manual.

Follow the below steps to update personal profile information:

1. Select Update Personal Profile from the Traveler Setup drop-down list (Figure A-8).

The Update Personal Profile screen opens (Figure A-24). The profile has five parts. Each part displays
on a different screen that may be accessed and updated through the following links:

» My Profile (This screen opens by default; a link to the open screen will not display.)
* My Preferences

e My Additional Information

e My Account Information

My TSA Information
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Appendix A: General Traveler Information

LoggedIn As:  Molly T West Screen 0z 9515.1 Close Window
Traveler Name:  Molly T West Document Type:  Authorization Help for this screen
'@ Defense Travel System Routing Lists  Reports  AdditionalSetup  Rate Lookup MUNMERER ELZIiE
A New Era of Government Travel
» My Preferences s My Additional Information = My Account Information  » My TSA Information
Update Personal Information
Complete the information below.
* Last Hame: West
* First Name: Mally
ME: T
* Gender: M ®F
S5M: sEE-E8-T344
Mailing
* Address Ling 1: 1211 Main Street
Address Line 2:
* City: Warrenton
* State: VA Lookup |
* Zip Code: 20187
* Home Phone: 540-555-1211
* Email Address: meolly. west.civ@mail.mil

Figure A-24: Update Personal Profile Screen

2. Select the link to the screen that needs to be updated:
3. Enter or update data.

4. Select Update Personal Information.
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