CHAPTER 10: REPORTS

The Reports feature in the Defense Travel System (DTS) analyzes data and prepares reports pertaining to
travel documents that have been entered or restored into the system. Reports can be used to monitor and
manage travel within an organization.

This chapter covers the following topics:
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Chapter 10: Reports

10.1 Reports Overview

DTS allows users to generate reports that compile data in a variety of categories. The ability to generate reports is
based on the user's organization access. In addition, some reports require certain permission levels or role
appointments. To create a report in DTS, users must complete and submit a criteria search screen for the type of
report needed. It is helpful to identify as many specific criteria as possible; this will return a more focused report in
less time than a broad report with few parameters.

The DTS Report Scheduler generates the requested report at a scheduled time, and notifies you by email when the
report is complete.

Other reports, such as Budget Reports and View List Reports, are accessible to authorized users via the Budget
module and the DTA Maintenance Tool, respectively.

Note: Report Scheduler reports are gradually migrating to Cognos for DTS, which you can access through the DTS
Cognos Connection module. Migrated reports will remain available in the Report Scheduler for approximately one

month; during this period you may run the reports in both Report Scheduler and Cognos.Refer to the Report
Scheduler Reports in Cognos for DTS information paper for each report’s migration date. See Section 10.3 for

guidance on how to access migrated reports.

Table 10-1 provides a brief description of each report type and identifies the sections of this chapter in which the

complete details for each are explained.

Table 10-1: DTS Reports

DTS REPORTS

REPORT CHAPTER
ACCESS REPORT NAME REPORT DESCRIPTION SECTION
STATUS REPORTS

Pending Airline List of authorizations that contain reservations in a
Cancellation confirmed status (CTO Booked) that have not been 10.2.1.1
Report approved within a select number of hours.
Signed Status Data about documents that were stamped SIGNED
oy 10.2.1.2
Report within a date range.
Depart Status Data for trips that have a departure date within a date 10213
Report Report range. e
Scheduler Return Status 10214
Report Data for trips that have a return date within a date range. B
Approved Status | Data for an organization about documents that were 10215
Report stamped APPROVED within a date range B
Traveler Status List of travelers and the dates when they will be TDY. 10216
Report Users have the option to include cost related data. B
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Table 10-1: DTS Reports

DTS REPORTS

EEECE)Q; REPORT NAME REPORT DESCRIPTION csgéﬁrgﬁ
ROUTING REPORTS
Adjustments List of documents that have been modified during the 10.2.2.1
Reports routing and approval process. B
Report Current status of all documents in routing, the next
Scheduler . stamp that each document is awaiting, and the number
Routing Status of days that have passed since the document was last 10222
stamped.
INDIVIDUAL REPORTS
POSACK Data about documents that are awaiting a positive
Delinguenc acknowledgement (POSACK) from the supporting 10.2.3.1
Re 0?1 y accounting or disbursing system within a specific number B
P of hours
Unsubmitted List of authorizations for which vouchers have not been 10.2.3.2
Voucher Report | stamped SIGNED or T-ENTERED B
Data about trips that charged a centrally billed account
Report CBA TO Report (CBA) and Commercial Travel Office (CTO) fees within a 10233
Scheduler departure date range not to exceed 31 days. Report may
include all trips with a CBA charge or the exceptions.
Debt . o
Management Data on all debts that travelers within an organization 102.3.4
Report owe the Government because of DUE U.S. vouchers. e
Cost savings of approved trip requests when a traveler
_(?;r:/ztlrt;{c;ec; it has used Constructed Travel. It provides information 10.2.3.5
P about the actual and allowable costs.
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Table 10-1: DTS Reports

DTS REPORTS

REPORT CHAPTER
ACCESS REPORT NAME REPORT DESCRIPTION SECTION
CTO/TRAVEL-RELATED REPORTS

Data that identifies if lodging used for TDY is a Federal
FPLP/FEMA Premier Lodging Program (FPLP) property and includes 10.2.4.1
Report the FEMA-approved code if the property is approved by "'
the Federal Emergency Management Agency (FEMA).
Reason Code Data about trips for which travelers did not use GSA City
Pair contract flights, and the reason codes that were 10.2.4.2
Report . .
selected for the resulting preaudits
Report
Scheduler Reason Data about reason codes and justifications that travelers
Justification : ! - 10.2.4.3
entered for using non-contract City Pair flight.
Report
CTO Fee Report !I)ata abqut CTO transaction fees and reason(s) for CTO 102.4.4
intervention
Unused Ticket Data about tickets that were purchased for TDY travel,
10.2.4.5
Report but were not used.
MIS REPORTS
. Data used to help determine whether or not an enlisted
Report Eg“iﬁd BAS member’s Basic Allowance for Subsistence (BAS) 10.2.5.1
Scheduler P entitlement changes because of TDY status.
Cognos .
) Data used to help determine whether or not a member or 10.3.1.1
Connection and gé:%r;ltus Travel civilian is entitled to foreign duty pay because of TDY and
Report P status. 10.2.5.2
Scheduler
Data used to help determine whether or not a member is
FSA Report entitled to Family Separation Allowance (FSA) because 10.2.5.3
of TDY status exceeding 30 days.
Report Special Duty Data about entitlement changes because of a member’s 10.2.5.4
Scheduler Report special duty conditions while on TDY. e
Military Leave Data for an organization about leave taken by members 10255
Report while on TDY. o
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Table 10-1: DTS Reports

DTS REPORTS

REPORT CHAPTER
ACCESS REPORT NAME REPORT DESCRIPTION SECTION
PARTNER SYSTEM REPORTS
Traveler Status
Report
Routing Status
Report
Cognos PO_SACK . inf . 10.3.2
Connection and | Delinquency Partner system reports contain the same in ormation as 3.
Report the reports of the same name described in the rows and
Report above. 10.2.6
Scheduler Unused Ticket
Report
Unsubmitted
Voucher Report
CTO Fee
PERSON REPORTS
Cognos Complete 10.3.3.1
Connection and | Traveler Displays all items from a person’s permanent profile, én.d'
Report Information List | including Privacy Act information. 1027 1
Scheduler | Report o
Report ROA Access List of individuals who have ROA Access including ROA 10.2.7.2
Scheduler Report users and ROA administrators. B
AUDIT TRAIL REPORTS
Audit Trail Displays an changes made to a travelers GOVCC and/
GOVCC and or EFT data in their permanent profile
EFT Data P profrie.
Audit Trail User | Displays any changes made to a person’s specific data
Specific Data in their permanent profile.
Report Audit Trail 10.2.8
Scheduler ... | Displays any changes made to a traveler’'s specific data
Traveler Specific | . ! :
in their permanent profile.
Data
Audit Trail Displays any changes made to a traveler's GOVCC and/
GOVCC and or EFT data in their permanent profile
EFT Data P profrie.
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Table 10-1: DTS Reports

DTS REPORTS

REPORT CHAPTER
ACCESS REPORT NAME REPORT DESCRIPTION SECTION
BUDGET REPORTS
Cumulative amount of all transactions affecting the
Balance Report specified budget item to date. 1041
Target Adjustments that have been made to the target amounts
Adjustment and transactions that have been inserted into the budget 10.4.2
Budget Module Report item.
Transaction All individual transactions that affect a given budget. 104.3
Report
'Fl;c;tscl)r?bllgatlon Totals for all documents that affect a given budget item. 10.4.4
VIEW LIST REPORTS
Displays what CBA information has been associated to
CBA List the organization. Refer to Chapter 4 of this manual for 443
more information
Displays the profile information for any selected
Organization List | organizations and sub-organizations. Refer to chapter 4 444
of this manual for more information.
Displays all routing lists and their elements for the
Routing List List | organization. Refer to Chapter 5 of this manual for more 5.10
information.
Displays the delegation of signature authority for the
Delegated L :
Authorities List routing list. Refer to Chapter 5 of this manual for more 5.11
information.
Group Structure | Displays a list of groups in a specific organization. Refer 6.3.4
DTA List to Chapter 6 of this manual for more information. o
Maintenance Individual Group | Displays a membership list of the group. Refer to 6.3.5.4
Tool Members List Chapter 6 of this manual for more information. e
Global Group D|spla_ys a global group membership !lst for a specific
L organization. Refer to Chapter 6 of this manual for more 6.3.6.4
Membership List | . :
information.
Allows the creation of lists of the following types of
personal information:
« Basic Traveler Information List
Person List « Accounts Information List 76
»  Special Features Information List ’
*  Groups Information List
Refer to Chapter 7 of this manual for more information.
. Displays a list of LOAs in a specific organization. Refer to
LOA(s) List Chapter 8 of this manual for more information. 8.6
DTS Release 1.7.3.24, DTA Manual, Version 4.6.11 Updated 9/12/14 Page 10-7

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 10: Reports

10.2 Report Scheduler

The Report Scheduler allows users to request reports identified in the following subsections. Only users
with organization access and permission level 0 can use the Reports Scheduler feature. The user selects
the type of report, defines the parameters, and submits the request. DTS creates the report off-line,
independent of the user's DTS session and sends an email notification to the requestor when the report is

available.

Note: Reports that require a specified date range can retrieve data for travel documents that have been
created in the system within the last 15 months and in increments of up to 31 days. The Unsubmitted
Voucher Report and Audit Trail Reports are exceptions to this rule. Refer to the applicable section for date
constraints on the Unsubmitted Voucher Report and Audit Trail Reports.

Beginning on the User Welcome screen, follow the below steps to request a report from the DTS Report

Scheduler:

1. Mouse over Reports on the menu bar (Figure 10-1).

K Defense Travel System

A New Era of Government Travel

Official Travel V|| Official Travel - Others ¥ Traveler Setup W||Reports V|| Administrative V||ROA v

Welcome Helen D West

Organization:  DTMOCSD My Signed Documents

Logged In As: Helen D West Help for this screen

Documents Awaiting Your Approval --> Click Here

Org Access: DTMOCSD
Document Hame plent Bepariurg Type
Group Access: (All) Status Date
Permission: 0,1,2,3,4,5.6 N it s Bty
Message Center
Check here for messages.
Back to Top
Figure 10-1: DTS User Welcome Screen
2. Select Report Scheduler from the drop-down list.
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The Report Scheduler Home page opens (Figure 10-2).

Chapter 10: Reports

Screen ID: 1570.1

Logged In As:  Helen D West

Defense Travel System

AtiewEmot Goemmentave! A

ted reports. Reports are avaitable for

Routing Status Mar 28, 2012 10:57:49 AW

Approved Status Mar 28, 2012 10:54:11 AM

ic times to balance systemload. When you
» Reguest New Report » Refresh Reports List
Requested Reports
Report Mame Report Criteria Requested Date Hext Run Time(Approsx.)

Status

Compieted on Mar 28, 2012 10:57:54 £

Completed on Mar 28, 2012 10:54:22 &

Figure 10-2: Report Scheduler Home Page

3. Select Request New Report.

The Request New Report screen opens (Figure 10-3). It displays the types of reports available for request.

Table 10-1 briefly describes the purpose and data for each type of report.
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Defense Travel System
B

+ Report Scheduler Home
The following reports are availabie in the Report Scheduler. Please select a report below to continue:
The report scheduler reports have a maximum row limit based on the data source used when generating the report as folows:

- Report limited to a maximum of 40,000 raws when using current data.
- Report limited to a maximum of 100,000 rows when using cold copy (last extract data).

Status Reports

+ Pending Airline Cancellation Report

+ Signed Status

» Depart Status

* Return Status

+ Approved Status

+ Traveler Status
Routing Reports

+ Adjustments

+ Routing Status
Individual Reports

+ Posack Delinguency

+ Unsubmitted Voucher

» CBA TO

+ Debt Management

+ Constructed Travel
CTO/Travel Related Reports

+ FPLP/FEMA

+ Reason Code

+ Reason Justification

+ CT0 Fee

+ Unused Ticket
MIS Reports

+ Enlisted BAS

+ OCONUS

» FSA

+ Special Duty

+ Military Leave
Partner System Reports

+ Partner System Traveler Status

+ Partner System Routing Status

+ Partner System Posack Delinquency

» Partner System Unused Ticket
» Partner System Unsubmitted Voucher
» Partner System CTO Fee
Person Reports
» Complete Traveler Information List
» ROA Access
Audit Trail Reports
Audit Trail GOVCC and EFT Data
Audit Trail User Specific Data

Audit Trail Traveler Specific Data

Figure 10-3: Request New Report Screen
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4. Select the link for the type of report to be created.
-OR-
Select Report Scheduler Home to return to the previous screen without requesting a report.

5. Complete the report criteria screen. For instructions, see the subsection that describes the report
selected.

6. Select Submit.

After the user submits the report request, the screen refreshes with an explanation of the remainder of the
Report Scheduler process (Figure 10-4). This message identifies the email address to which the notice of
the completed report will be sent. If the user's DTS profile does not contain an email address, the message
will note the lack of email and suggest accessing the Report Scheduler at a later time to check the status of
the report. Certain reports are scheduled to run at predetermined times. If the user requests one of these

types of reports, the run date and time will be included in this explanation.

» Report Scheduler Home » Request New Report

The report has been submitted as a background task on the DTS server.When the report is completed, you wil be notified via email at
helen.west{@dtmo.pentagon.mil that your report has been created with instructions on how the report can be accessed for viewing and
downloading. The amount of time it takes for the report to run depends on the number of reports waiting to process and the number of
travelers using the system. Under normal circumstances this should not take too long. If there are lengthy delays, the Tier 3 Help Desk wil
send out a system wide notice te your local help desk of any issues or delays. Certain reports run at specific times to balance system load.
four report is scheduled to run on Apr 4, 2012 8:47:21 AM

Figure 10-4: Report Scheduler Process Definition Screen
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7. The user may access the Report Scheduler after receiving a notification the report is ready for
download. The screen identifies the reports the user requested the criteria, date of the request, status,
and a link to download reports that are complete (Figure 10-5). Reports will be available to download
for seven days after the completed date.

Logeed In As: Helen O West Screen [D: 1570.1

Defense Travel System

Aol Goemmentie! S

re available for
tem load. When you

ted reports. Report
ic times to balance

a list of your pending/
d for a maximum of 7 d

Be
I st a report, you will be not

+ Request New Report » Refresh Reports List

Requested Reports

Report Hame Report Criteria Requested Date Mext Run Time(Approx.) Status
Organization=DTMOCSD
Signed Status Apr 4, 2012 8:47:21 AW C eted Apr 4, 2012 B:47:3
‘gned Statu DocumentType=AUTH;GALTH; VCH; LVCH Apt ompleted on Apr
N Organization=DTMDCSD " A e O A = " 012 10:571
Routing Status DocumentType=ALUTH;GALTH;VCH;LVCH; Mar 28, 2012 10:57:49 Am Completed on Mar 28, 2012 10:57:
Approved Status Qrganization=D o3 Mar 78, 2012 10:54:11 Ak Completed on Mar 28, 2012 10:54:|

DocumentType=AUTH

Figure 10-5: Report Scheduler Screen — Report Status

If the Download column displays the message “No Data Found,” it means no information was found in DTS
for the report within the parameters of the selected criteria. This information is for the convenience of the
user so they will know the report is blank without having to download and open the report.

8. Read the data in the Report Name, Report Criteria, and Requested Date fields to identify the report to
be downloaded (Figure 10-5).

9. Select download to open and download the requested report.

The user is prompted to download the report. The report may be saved on the computer or viewed in a
separate window as an Excel spreadsheet.

10. Select Open to display the report on the screen.
-OR-
Select Save to download the file to the hard drive.
-OR-
Select Cancel to cancel the action and return to the previous screen.
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10.2.1 Status Reports

The Pending Airline Cancellation Report displays the below information:

* Organization name

+ Traveler name

« Traveler’s SSN (first 5 digits masked)
+ Traveler's email address

* PNRlocator

* Departure date (earliest flight)

* Departure time (earliest flight)

* Document name

*  Document status

The Signed Status, Depart Status, Returned Status, and Approved Status reports display the below
information:

* Organization name

« Traveler's SSN (first five digits masked)

+ Traveler's last name

« Traveler's first name

«  TANUM

* Document name

*  Document type

« Trip type

«  Special Circumstances Travel trip type

*  Trip purpose

*  Current status

+ Date of current status

* Awaiting status

+ Last AO approval date (Date stamped APPROVED)

* PNR locator

* Create date

« Signed date

* Approval date

*  Departure date

* Return date

+ Total number of days TDY

» Total trip expenses

» Total reimbursable expenses

*  Amount claimed

+ Total of commercial plane (CP) and commercial rail (CR) expenses
« Total of CP and CR expenses that are being reimbursed to the GOVCC
* Advance amount

+ Identification of whether or not there were scheduled partial payments (SPPs)
» Identification of whether or not the trip was cancelled

* ldentification of whether or not actual costs were used

« Denotation of whether or not the document was rejected by a financial system
« Denotation of whether or not an advance request was rejected

+ Denotation of whether or not an SPP request was rejected

* Location or destination

»  Trip description

+ Traveler's email address

* AO’s email address
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DTA ID email address

Denotation of whether or not Constructed Travel was used
Denotation of whether or not multiple LOAs were used
LOA label

LOA format map

Expenses by LOA

Standard Document Number (SDN)

Reference

Denotation of whether or not a trip was Foreign Travel
Denotation of whether or not the document was T-Entered
Denotation of whether or not a non-GSA City Pair was used

10.2.1.1 Pending Airline Cancellation Report

The Pending Airline Cancellation Report provides a list of authorizations that contain
reservations in a confirmed status (CTO Booked) that have not been approved within a select
number of hours.

Follow the steps outlined in Section 10.2 to access the Pending Airline Cancellation Report.

The Pending Airline Cancellation Report Search Criteria screen opens (Figure 10-6). For a
description of the search criteria screen, see Table 10-2.

Logged In As:  Helen D OTMO Screen ID: 1578.1 Close Window

» Report Scheduler Home = Request New Report

Current Mode:  Reports Help for this screen

Defense Travel System

AlenErmotGoemmentier! A

The Pending Airline Cancellation Report wil provide the user with a list of travel authorizations containing airline reservations that have
pending routing actions. The report will assist the user in identifying authorizations requiring action (e.g. REVIEWED and APPROVED) to
prevent the cancelation of airline reservations. The Pending Airline Cancellaticn Report will be generated according to the given DTS
organization and number of clock hours (minimum 24 maximum 150), which is based on the flight departure date and time. Included in the
report is the organization, traveler name, 55N, email, PNR locator, departure date, departure time, document name and document status.

Pending Airline Cancellation Report Search Criteria

Please Mote: ARed Star (* ) indicates a field is reguired.

* Organization:

(minimum of 2 gt e
Organizational
characters)
Access)
Include Sub

Crganizations:

Number of
Hours to |1 50
Departure:

The report data reguested will consist of current data when the search criteria organization field is an organization of 4 characters or more
(regardless of the include sub-organization selected). If search criteria is for an organization with less that 4 characters, regardless of the include
sub-organization selected, the report data requested wil consist of the most recent data as of the time of the last data extraction

(Start typing to

Submit |
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Table 10-2: Pending Airline Cancellation Report Search Criteria Screen Description

PENDING AIRLINE CANCELLATION REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION

Report Scheduler
Home

Link to display the Report Scheduler Home page.

Request New Report | Link to display the Request New Report screen.

*Organization Enter the DTS organization to include in the report.

Include Sub
Organizations

When checked, information for sub-organizations will be included in the report.

Used to enter the value for authorizations that have not been approved within a select
number of hours from flight departure date. The value entered for this field must be between
24 and 150.

Submit Used to send the report request to DTS.

Number of Hours to
Departure

* Required fields

10.2.1.2 Signed Status Report

Provides information about documents that were stamped SIGNED within a specified date
range not to exceed 31 days.

Follow the steps outlined in Section 10.2 to access the Signed Status Report.
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The Signed Status Report Search Criteria screen opens (Figure 10-7). For a description of the
search criteria screen, see Table 10-3.

Screen ID: 1672.1 Close Window
Logged In As: Helen D West Help for this screen
Current Mode: Reports

Defense Travel System
St

= Report S5cheduler Home : Regquest New Report

The Status report will provide the user with detailed document information for a given DTS organization, document type and date range
(maximum range of 31 days). Document data is retained in DTS for a period of 15 months. The date range is tailored to the particular Status
Report selected (signed date, approved date, depart date or return date). Opticnaly indicated in the report is Line of Accounting detail
infermation which will provide the label, full LOA detail, amount allocated and appropriate SDN (Standard Document Mumber).

Signed Status Report Search Criteria

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

* Doc t
TYDE:urmen I L j

Start typi
* Organization: (5tart typing

toget
minimum of 2
( I Organizational
characters) Access)
Include Sub

—

Organizations:

*Start Date: I _ (mm/ dd S yyyy)
* End Date: I

Include LOA
Details:

| (mm/dd/vyyy)
r

The report data reqguested will consist of current data when the search criteria crganization field is an organization of 4 characters or more
(regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include
sub-organization selected, the report data requested will consist of the most recent data as of the time of the last data extraction Mar 4, 2013

8:00:56 AM
Submit |
Figure 10-7: Signed Status Report Search Criteria Screen
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Table 10-3: Status Report Search Criteria Screen Description

STATUS REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT

DESCRIPTION

Report Scheduler
Home

Link used to display the Report Scheduler Home page.

Request New Report

Link used to display the Request New Report screen.

*Document Type

Drop-down list to select the type of document to include in the report.

*Organization

Field used to enter the DTS organization to include in the report.

Incluqe S.Ub When checked, information for sub-organizations will be included in the report.
Organizations
*Start Date Field to enter the earliest date in the range in which to include in the report.

Calendar Icon

Icon used to open a pop-up calendar to select the Start Date and End Date of the range to
include in the report.

*End Date

Field to enter the latest date in the range in which to include in the report.

Include LOA Details

When the box checked, causes LOA details to be included in the report. LOA details such
as the label, full LOA format, amount allocated, and appropriate standard document number
(SDN) will display.

Submit

Button used to send the report request to DTS.

* Required fields
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10.2.1.3 Depart Status Report

Provides information for an organization, document type, and a date range not to exceed 31
days. The date range for this report includes only dates during which travelers in the
organization departed on a TDY trip.

Follow the steps in Section 10.2 to access the Depart Status Report.

The Depart Status Report Search Criteria screen opens (Figure 10-8). For a description of the
search criteria screen, see Table 10-3.

Screen ID: 1572.1 Close Window
Logged In As:  Helen D West Help for this screen
Current Mode:  Reports

Defense Travel System

AlensrmolGoemmentire! S

= Report Scheduler Home = Request New Report

The Status report wil provide the user with detailed document informaticn for a given DTS organization, document type and date range
(maximum range of 31 days). Document data is retained in DTS for a period of 15 menths. The date range is tailered to the particular Status
Report selected (signed date, approved date, depart date or return date). Optionally indicated in the report is Line of Accounting detail
infarmation which wil provide the label, full LOA detai, amount allocated and appropriate SDN (Standard Document Number).

Depart Status Report Search Criteria

Flease Mote: ARed Star (* ) indicates a field is required.

* Do t
v p;::umen I AL ﬂ

* Organization: (5tart typing

t t
(minimum of 2 I o8 . .
Organizational
characters)
: Access)
Include Sub

Organizations:

*Start Date: I _ (mm/ dd/yyyy)
* End Date: I _ {mm dd fyyyy)

Include LOA

Details: r

The report data requested will consist of current data when the search criteria organization field is an organization of 4 characters or more
(regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include
sub-organization selected, the report data requested will consist of the most recent data as of the time of the last data extraction Mar 4, 2013

3:00:56 AWM
Submit |
Figure 10-8: Depart Status Report Search Criteria Screen
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10.2.1.4 Return Status Report

Provides information for a DTS organization, document type, and a date range not to exceed
31 days. The date range for this report includes only the dates during which travelers returned
from TDY.

Follow the steps outlined in Section 10.2 to access the Return Status Report.

The Return Status Report Search Criteria screen opens (Figure 10-9). For a description of the
search criteria screen, see Table 10-3.

5creen ID: 1572.1 Close Window
Logged In As:  Helen D West Help for this screen
Current Mode: Reports

Defense Travel System

AtewraciGoemmentia! S

= Report Scheduler Home : Reguest New Report

The Status report will provide the user with detailed document information for a given DTS organization, document type and date range
(maximum range of 31 days). Document data is retained in DTS for a period of 15 months. The date range is tailored to the particular Status
Report selected (signed date, approved date, depart date or return date). Optionaly indicated in the report is Line of Accounting detail
information which will provide the label, ful LOA detail, amount alocated and appropriate SDH (Standard Document Humber).

Return Status Report Search Criteria

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

* Document
AUTH hd

Type: I J
Start typin

* Oreanization: i{} et e

(minimum of 2 : izati
Organizational

characters)

) Access)
Include Sub

Organizations:

* Start Date: I (mm/dd/yyyy)
* End Date: I _ (mm./dd s/ yyyyl

Include LOA
Details: r

The report data reqguested will consist of current data when the search criteria organization field is an organization of 4 characters or more
(regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include
sub-crganization selected, the report data reguested will consist of the most recent data as of the time of the last data extraction Mar 4, 2013

B:00:56 AM
Submit |
Figure 10-9: Return Status Report Search Criteria Screen
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10.2.1.5 Approved Status Report

Provides information for an organization about a document type within a date range. The
report provides information about documents that received any of the following status stamps
within the selected date range:

+  APPROVED

+ PROCESSED

+ CTO AMENDMENT
+ AUTO APPROVED
*+ CANCELLED

Follow the steps outlined in Section 10.2 to access the Approved Status Report.

The Approved Status Report Search Criteria screen opens (Figure 10-10). For a description of
the search criteria screen, see Table 10-3.

Screen ID: 1572.1 Close Window
Logged In As:  Helen D West Help for this screen
Current Mode:  Reports

Defense Travel System

AhentraciCoemmentine! A

» Report Scheduler Home :» Request New Report

The Status report will provide the user with detailed document information for a given DTS organization, document type and date range
(maximum range of 31 days). Document data is retained in DTS for a peried of 15 months. The date range is tailored to the particular Status
Report selected (signed date, approved date, depart date or return date). Optionally indicated in the report is Line of Accounting detail
infermation which will provide the label, full LOA detail, amount alocated and appropriate SDN (Standard Document Number]).

Approved Status Report Search Criteria

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

* Document

Type: IN‘L j
Start typi
* Drganization: (5tart typing
ini to get
(minimum of 2 I o
Organizational
characters)
- Access)
Include 5ub
Organizations:

* Start Date: I _ (mm/dd/yyyy)
* End Date: I _ (mm/dd/yyyy)

Include LOA

Details: r

The report data reguested will consist of current data when the search criteria organization field is an organization of 4 characters or more
{regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include
sub-organization selected, the report data requested wil consist of the most recent data as of the time of the last data extraction Mar 4, 2013

B:00:56 AM
Submit |
Figure 10-10: Approved Status Report Search Criteria Screen
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10.2.1.6 Traveler Status Report

Provides a list of travelers who were or will be TDY on a date or range of dates. There is an
option to include cost related data in the report. The Traveler Status Report provides the below
information:

« Organization name

« Traveler's last name

« Traveler's first name

« Traveler's middle initial

« Traveler's SSN (first five digits masked)

+ Traveler’s email address

« Traveler’s title or rank

+ Traveler’s service or agency

«  TANUM

*  Departure date

* Return date

* Location city

* Location state (or country, if outside the continental United States (OCONUS)

« Arrival date

*  Departure date

*  Document type

* Document name

« DTA email address

* Lodging costs (total per diem lodging expense)

+ Cost of airfare (total commercial plane expense)

« Other costs (total expense except lodging costs, cost of airfare, and rental vehicle
costs)

* Rental vehicle costs (total commercial auto expense)

« BOQ (indicates if quarters are available for any portion of the trip)

Follow the steps in Section 10.2 to access the Traveler Status Report.
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The Traveler Status Report Search Criteria screen opens (Figure 10-11). For a description of
the search criteria screen, see Table 10-4

Logged In As: Helen D West Screen ID: 1131.2 Close Window
Current Mode: Reports Help for this screen

Defense Travel System
ANewEraorGovemment vl

= Report Scheduler Home = Regquest Mew Report

The Traveler Status Report wil provide the user with a list of travel documents within DTS for a given date range based on the date of
departure (within the last 15 months). Included in the report is the organization, traveler, 55M, email, traveler title and rank, service,
TAMUM, departure date, return date, document type and document name and DTA email address. If you would like the report printed with
cost related columns: Lodging Costs, Cost of Airfare, Other transportation costs (I.E. POV, etc) and Rental Vehicle costs, select the option
for Show Cost Fields. Otherwise, do not select the option for the Show Cost Fields (ensure that the checkbox of Show Cost Fields is not
checked).

Traweler Status Report Search Criteria
Flease Mote: A Red Star ( * ) indicates a field is reguired. Only one of the T fields (either 1, Z) must be completed.

Start typin
* Organization: ! veing

L t
(mininwm of 2 I o ge : )
characters) Organizational
Access)
Include Sub
- -
Organizations:
Show Cost Fields: O
11 Start Date:
(mmfdd M)
11 End Date:
(mmfdd M)
-— OR -
I =g
T2 TDY Date As Of:
(mmSdd M yyyy)

The report data reguested will consist of current data when the search criteria organization field is an organization of 4 characters or more
(regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include
sub-organization selected, the report data reguested will consist of the most recent data as of the time of the last data extraction Mar 4, 2013
8:00:56 AM

Submit |

Figure 10-11: Traveler Status Report Search Criteria Screen

Table 10-4: Traveler Status Report Search Criteria Screen Description

TRAVELER STATUS REPORT SEARCH CRITERIA SCREEN DESCRIPTION
FIELD OR OBJECT

DESCRIPTION

Report Scheduler Home Link used to display the Report Scheduler Home page.

Request New Report Link used to display the Request New Report screen.

*QOrganization Field used to enter the DTS organization to include in the report.

Include Sub Organizations | When selected, information for sub-organizations will be included in the report.

When selected, five additional cost related columns and their corresponding data will

Show Cost Fields be included in the report.

11 Start Date Fields used to identify the earliest return date and latest return date to include in the
11 End Date report.
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Table 10-4: Traveler Status Report Search Criteria Screen Description (continued)
Field used to limit the report to travelers who were or will be on TDY on one selected
date.

Icon used to open a pop-up window to select the TDY Date, or the Start Date and
End Date of the range to include in the report.

Submit Button used to send the report request to DTS.

12 TDY Date as of

Calendar Icon

*Required field

10.2.2 Routing Reports

The Routing Reports is a tool to monitor the routing activity of travel documents.

10.2.2.1 Adjustments Report

Provides a list of documents that have been modified during the routing and approval process
within a specified date range. DTAs can use this report as an evaluation instrument to
determine areas where travelers may need more training.

The Adjustments Report displays the below information:

»  Organization name

« Traveler's last name

« Traveler's first name

* Traveler's middle initial
* Traveler's email address
«  TANUM

* Document name

* Approved date

*  Amount claimed

* Adjustment date

* Adjustment time

* Adjustor's name

Follow the steps in Section 10.2 to access the Adjustments Report.
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The Adjustments Report Search Criteria screen opens (Figure 10-12). For a description of the
search criteria screen, see Table 10-5.

Logged In As:  Helen D West Screen ID: 1132.4 Close Window
Current Mode:  Reports Help for this screen

Defense Travel System

AllenErmet Goemment ! S

= Report Scheduler Home » Request New Report

The Adjustments report will provide the user with a list of documents that have been medified (adjusted/edited) during the routing process
for the date range (within the last 15 months). The report is used by DTAs to identify documents that are being excessively edited and users
that may need assistance with the process. The date range is the date when the actual adjustment or edit that took place - it is the date of
the ADJUSTED stamp or other stamp used to create a new version of the document. Indicated in the report are the organization, traveler,
TANUM, document name, document status, amount and the adjustor.

Adjustments Report Search Criteria

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

T}[r};:i;umenl I L j
* Organization: (start typing
' t t

(minimum of 2 I 0 e o
Organizational

characters) Pl

Include Sub -

Organizations:

*Start Date: I (mm/ dd Syyyy)
* End Date: I (mm/ dd fyyyy)
Traveler 55H: I Lookup Clear S5M

The report data reguested will consist of current data when the search criteria organization field is an organization of 4 characters or more
(regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include
sub-organization selected, the report data requested will consist of the most recent data as of the time of the last data extraction Mar 4, 2013

8:00:56 AM
Submit |
Figure 10-12: Adjustments Report Search Criteria Screen
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Table 10-5: Adjustment Report Search Criteria Screen Description

ADJUSTMENT REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT

DESCRIPTION

Report Scheduler Home

Link used to display the Report Scheduler Home page.

Request New Report

Link used to display the Request New Report screen.

*Document Type

Drop-down list to select the type of document to be included in the report

*Organization

Field used to enter the DTS organization to include in the report.

Include Sub Organizations

When checked, information for sub-organizations will be included in the report.

*Start Date
*End Date

Fields used to identify the earliest departure date and latest departure date in the
range to include in the report.

Calendar Icon

Icon used to open a pop-up window to select the Start Date and End Date of the
range to include in the report.

Field used to limit the report data to one traveler. Use the Lookup link to complete

Traveler SSN this field.

Link to open a screen where the user can search for a traveler to complete the

Lookup )
Traveler SSN field.

Clear SSN Link used to clear an SSN from the Traveler SSN field.
Submit Button used to send the report request to DTS.
*Required field
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10.2.2.2 Routing Status Report

Identifies the status of documents in routing, the next stamp in each document's routing list
and the number of days that have passed since the document was last stamped. There is no

date range for this report as it provides a list of all documents that are currently routing.
The Routing Status Report displays the below information:

« Organization name

» Traveler's last name

» Traveler's first name

* Traveler's middle initial

+ Document type (authorization, voucher, or local voucher)

«  TANUM

*  Document name

*  Current document status, e.g., the status SIGNED

» Date on which the current status stamp was applied to the document

* Awaiting status (the status stamp that will be applied to the document when the next

Routing Official signs the document)
*  Number of days since the current stamp was applied to the document

Follow the steps outlined in Section 10.2 to access the Routing Status Report.

The Routing Status Report Search Criteria screen opens (Figure 10-13). For a description of

the search criteria screen, see Table 10-6.

E’% Defense Travel System

Atewgraof CovemmentTrave! S

= Report Scheduler Home : Request New Report

The Routing Status Report will provide the DTA with a list of documents that are awaiting a signature (i.e. in the process of routing to
approval) |n addition, this report indicates which approving/reviewing official has documents that hawve been routed to them and have been
waiting for a signature for a given number of days. There is no date range for this report as it provides a list of all documents in an
grganization that are currently routing. Indicated in the report is the organization, traveler, document type, TAMNUM, document nams,
document status, document status date, awaiting status and numbsr of days awaiting status.

Routing Status Report Search Criteria

Pl=ase Motes: A Red Star ( * ) indicates a fisld is reguired.

;}Ii]:::u ment I ALL LI

(Start typi
* Organization: ;.:c :;t VRing
(rminimum of 2
. I Organizational
characters) Oreant

Include Sub
Organizations:

Routing Official

S5H: Lookup Clsar S5H

* Mo of Days I_I—

Threshold:

The report data reguested will consist of current data when the search criteria crganization field is an crganization of 4 characters or mere
{regardiess of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include

sub-organization selected, the report data reguested wil consist of the most recent data as of the time of the last data extraction Mar 5, 2013
D:54:49 AM

Submit |
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Figure 10-13: Routing Status Report Search Criteria Screen
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Table 10-6: Routing Status Report Search Criteria Screen Description
ROUTING STATUS REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT

DESCRIPTION

Report Scheduler Home

Link used to display the Report Scheduler Home page.

Request New Report

Link used to display the Request New Report screen.

*Document Type

Drop-down list to select the type of document to be included in the report.

*Organization

Field used to enter the DTS organization to include in the report.

Include Sub Organizations

When checked, information for sub-organizations will be included in the report.

Routing Official SSN

Field used to limit the report to documents awaiting action by a specific Routing
Official.

Link used to open a screen to search for an RO to complete the Routing Official

Lookup SSN field.
Clear SSN Link used to clear an SSN from the Routing Official SSN field.
No of Days Threshold Field to specify a minimum number of dgys that must have passed since a
document was stamped, to be included in the report.
Submit Button used to send the report request to DTS.
*Required field

10.2.3 Individual Reports

Each report described in these subsections has a unique purpose that does not fit into any other
category of reports.

10.2.3.1 POSACK Delinquency Report

Provides data about travel documents awaiting response (i.e., a positive acknowledgement
[POSACK]) from the supporting accounting or disbursing system within a specified number of
hours. Users must have permission level 5 to access this report.

The POSACK Delinquency Report displays the below information:
« Traveler's organization
+ Traveler's last name
« Traveler's first name
+ Traveler's middle initial
+ Traveler's SSN (first five digits masked)
+  TANUM
*  Document name
*  Document type
* Transaction amount
* Adjustment level
*  Original document name
XML submit date
*  Number of days, hours, and minutes open
* Accountable station number
* Invoice transaction sequence
+ Traveler's email address
+ DTA ID email address

Beginning on the Request New Report screen(Figure 10-3), follow the below steps to request
a POSACK Delinquency Report:
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1. Select POSACK Delinquency.

The POSACK Delinquency Report Search Criteria screen opens (Figure 10-14). For a
description of the search criteria screen, see Table 10-7.

Logged In As:  Helen D West Screen ID: 157241 Close Window
Current Mode:  Reports Help for this screen

Defense Travel System

AtlenBetGoemmentiee! S

+ Report Scheduler Home : Reguest New Report

The Pos Ack Delinguency Report provides a list of all transactions for the selection criteria that are awaiting a response from the supporting
accounting or disbursing system. The report lists all transactions that are in a status of OBLIG SUBMITTED, WOUCHER SUBMITTED, SPP
SUBMITTED, or ADVWAMCE SUBMITTED and are awaiting a response (POS ACK, REJECT, or PAID). There is no date range for this report as it
returns all documents awaiting an accounting or disbursing response. The DTA configurable hours delinguent should not be set below four days
(96} and the DTA must also consider their accounting and disbursing system down times, etc. before considering a response as seriously
delinguent.

Posack Delinquency Report Search Criteria

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

*Report Type: | OBLIGATION =l

Start typin
* Organization: [} Yping

- toget
minimum of 2
¢ I Organizational
characters) Access)
Include 5ub
r

Organizations:
* # of hours
. I‘Bé
delinquent:
The report data reguested will consist of current data when the search criteria organizaticen figld is an grganization of 4 characters or more

(regardless of the include sub-organization selected). If search criteria is for an erganization with less than 4 characters, regardless of include
sub-organization selected, the report data reguested will consist of the most recent data as of the time of the last data extraction Mar 4, 2013

B:00:56 AM
Submit |
Figure 10-14: POSACK Delinquency Report Search Criteria Screen
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Table 10-7: POSACK Delinquency Report Search Criteria Screen Description
POSACK DELINQUENCY REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION
Report Scheduler Home Link used to display the Report Scheduler Home page.
Request New Report Link used to display the Request New Report screen.
*Report Type Drop-down list to select the type of report to run, either Obligation or Payment.
*Organization Field used to enter the DTS organization to include in the report.

Include Sub Organizations | When checked, information for sub-organizations will be included in the report.

Text field to specify a minimum number of hours that must have passed since a
document was stamped, to be included in the report.

Submit Button used to send the report request to DTS.

*# of hours delinquent

*Required field

2. Complete the fields on the criteria screen.
3. Select Submit.
The screen refreshes and describes the remainder of the report scheduler process.

4. See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.

10.2.3.2 Unsubmitted Voucher Report

Contrary to what the title suggests, the report does not simply provide a report of unsubmitted
vouchers. Instead, it provides a list of the following authorizations for which, during the
specified date range:

* No voucher was created.

* A voucher exists in any status other than SIGNED or T-ENTERED. For example,
vouchers in CREATED, APPROVED, and ARCHIVE ACCEPTED would all appear on
the report.

The specified date range must be within the last 24 months and may be requested in
increments of up to 93 days. By filtering the report entries, Budget DTA (BDTAs) may use this
report to monitor open obligations that are in the system because of travelers not filing
vouchers. At a minimum, this report should be run on a weekly basis.

The Unsubmitted Voucher Report displays the below information:

* Organization name

« Traveler's last name

* Traveler's first name

« Traveler's middle initial

* Traveler's email address
«  TANUM

* Approved date

* Document name

*  Departure date for the travel
» Days since end of trip

*  Amount of authorization
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Chapter 10: Reports
Beginning on the Request New Report screen(Figure 10-3), follow the below steps to request
an Unsubmitted Voucher Report:
1. Select Unsubmitted Voucher Report.

The Unsubmitted Voucher Report Search Criteria screen opens (Figure 10-15). For a
description of the search criteria, see Table 10-8.

Logged In As: Helen D West Screen ID: 1572.1 Close Window

Current Mode:  Reports Help for this screen

E’% Defense Travel System

AentrmctGoemmentiere! A

» Report Scheduler Home :» Regquest New Report

The Unsubmitted Voucher Report will provide the DTA with a list of authorizations for which vouchers have not been SIGHNED or T-Entered for

routing. The date range is for the end date of the trip (within the last 24 months). Included in the report is the organization, traveler, email,
TANUM, approved date, document name, departure date and number of days since the end of the trip.

Unsubmitted Youcher Report Search Criteria

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

start typin
* Organization: i{} et e
(minimum of 2 I : i i
Organizational
characters)
| Access)

™ Include Sub Organizations

* Start Date: I vI

(mm dd/ yyyy)

| =~
* End Date: —I

(s ddld yyyy)

* Days Since End of I—
Trip: 5

The report data requested will consist of current data when the search criteria organization field is an arganization of 4 characters or more
(regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include
sub-grganization selected, the report data reqguested will consist of the most recent data as of the time of the last data extraction Mar 4, 2013

8:00:56 AM
Submit |
Figure 10-15: Unsubmitted Voucher Report Search Criteria Screen
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Table 10-8: Unsubmitted Voucher Report Search Criteria Screen Description
UNSUBMITTED VOUCHER REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION
Report Scheduler Home Link used to display the Report Scheduler Home page.
Request New Report Link used to display the Request New Report screen.
*Organization Field used to enter the DTS organization to include in the report.

Include Sub Organizations When checked, information for sub-organizations will be included in the report.

Fields used to identify the earliest return date and latest return date of trips to

Start Date, "End Date include in the report.

Icon used to open a pop-up window to select the Start Date and End Date of the

Calendar lcon range to include in the report.

Text field used to specify a minimum number of days passed since the return date

"Days Since End of Trip on the authorization.

Submit Button used to send the report request to DTS.

*Required field

2. Complete the fields on the criteria screen.
3. Select Submit.
The screen refreshes and describes the remainder of the report scheduler process.

4. See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.
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10.2.3.3 CBA TO Report

Provides data about trips that charged a CBA for air or rail tickets and CTO fees within a
specified date range. The user can request a report for all trips with a CBA charge or a report
of the exceptions (e.g., missing a ticket number, an amount, or a ticket date).

The CBA TO Report displays the below information:

* Traveler's last name

* Traveler's first name

« Traveler's SSN (first five digits masked)
*  Document type

*  Document name

«  TANUM

+ Passenger Name Record (PNR)
* Ticket travel mode

*  Ticket number

* Ticket cost

* Ticket date

« CBA label

*  Departure date

¢ Return date

e Current status

* AO's last name

* AOQO's email address

* Organization

* Traveler's email address
- DTAID

« DTA ID email address

Beginning on the Request New Report screen (Figure 10-3), follow the below steps to request
a CBA TO Report:

1. Select CBA TO Report.

The CBA TO Report Search Criteria screen opens (Figure 10-16). For a description of the
search criteria screen, see Table 10-9.
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Logged In As:  Helen D West Screen ID: 1755.1 Close Window
Current Mode:  Reports Help for this screen

Defense Travel System
Shab Y |

» Report Scheduler Home = Request New Report

This report provides detailed document information for trips with charges to a CBA account for air or rail tickets and CTO Fees. The search
criteria are for the day of departure date range for a maximum of a 31 day peried (i.e. one month) and for an organization with all sub-
organizations as an option. The user can specify the report for al trips with a CBA charge or enly those that are exceptions (missing a ticket
number, an amount, or a ticket date.)

CBA TO Report Search Criteria
Please Mote: A Red Star (* ) indicates a field is reguired.

Start typing to
* Organization: { yping

t
(minimum of 4 I EE R R
Organizaticnal
characters) Access)
Include Sub

-

Organizations:

* 5tart Date: I

(mm/ dd £ yyyy)

I -v
* End Date:

(mm dd Fyyyy)

® Al CBA Documents
C Exceptions Only

Include:

The report data requested will consist of current data when the search criteria organization field is an organization of 4 characters or more
(regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include
sub-organization selected, the report data requested will consist of the most recent data as of the time of the last data extraction Mar 4, 2013

B:00:56 AW
Submit |
Figure 10-16: CBA TO Report Search Criteria Screen
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Table 10-9: CBA TO Report Search Criteria Description

CBA TO REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT

DESCRIPTION

Report Scheduler Home

Link used to display the Report Scheduler Home page.

Request New Report

Link used to display the Request New Report screen.

*Organization

Field used to enter the DTS organization to include in the report.

IncIuQe S.Ub When checked, information for sub-organizations will be included in the report.
Organizations
*Start Date Text field to enter the earliest date in the range in which to include in the report.

Calendar Icon

Icon used to open a pop-up calendar to select the Start Date and End Date of the range
to include in the report.

*End Date

Text field to enter the latest date in the range to include in the report.

All CBA Documents

Radio button that, when selected, causes all documents for the organization that
charged a CBA within the selected date range to be included in the report.

Exceptions Only

Radio button that, when selected, causes the report to include only the CBA exceptions
(i.e., missing a ticket number, an amount or ticket date).

Submit

Used to send the report request to DTS.

*Required field

2. Complete the fields on the criteria screen.

3. Select Submit.

The screen refreshes and describes the remainder of the report scheduler process.

4. See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.
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10.2.3.4 Debt Management Report

Provides data on all debts in DTS that travelers in owe the Government because of DUE U.S.
vouchers. This report lists each action posted against the debt, including the DUE PROCESS
stamp, collection actions received via Advise of Collection, collections entered by a Debt
Management Monitor (DMM); adjustments to the debt; and debt write-offs. Debts remain on
the report for 30 days after the DUE U.S. voucher is stamped ARCHIVE SUBMITTED. Users
must have permission level 6 and the Debt Management Monitor indicator set to YES in their
user profile to access this report.

The Debt Management Report displays the below information:

* Traveler's last name

* Traveler's first name

* Traveler's middle initial

« Traveler's SSN (first five digits masked)
«  TANUM

e Travel document name

* Date debt incurred

» Date traveler notified of debt
«  Original amount of debt

» Offsets and collections

* Last offset date

* Last offset action

* Last offset amount

e Current balance due U.S.

« 30-day status

« Days since last activity

+ Total age of debt

* Traveler's email address

« DTA ID email address

« History - Status Type

« History - Status Date

* History - Transaction Amount
* History - Balance Due U.S.

Beginning on the Request New Report screen(Figure 10-3), follow the below steps to request
a Debt Management Report:

1. Select Debt Management Report.
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The Debt Management Report Search Criteria screen opens (Figure 10-17). For a description
of the search criteria screen, see Table 10-10.

Logged In As:  Helen D West Screen ID: 2018.2 Close Window
Current Mode:  Reports Help for this screen

Defense Travel System

AtlenEmetCoemmentiae! S

= Report Scheduler Home = Request New Report

The Debt Management Report provides the DMM with the status of all DUE U.5. vouchers for the selected organization in their organizational
access. The debt is tracked from initial approval of the DUE U.5. voucher until the debt is satisfied (Debt amount reduced to zero). Report
data includes each action posted against the debt amount including application of the DUE PROCESS stamp, collection actions received via
Advice of Collection (ADC) and collections manually entered by a DMM, adjustments to the debt including waivers, expense adjustments, out of
service (005) actions, and debt write-offs Debts remain on the report for 30 days after the Due .5, travel document is stamped ARCHIVE
SUBMITTED.

Debt Management Report Search Criteria

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

Start typing t
* Organization: (5tart typing to

t
(minimum of Z g€ o
characters) Organizational
Access)
Include Sub

Organizations:

Include Debt

History: r

The report data reguested will consist of current data when the search criteria organization field is an organization of 4 characters or more
(regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include
sub-organization selected, the report data requested will consist of the most recent data as of the time of the last data extraction Mar 4, 2013
B8:00:56 AM

Submit |

Figure 10-17: Debt Management Report Search Criteria Screen
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Table 10-10: Debt Management Report Search Criteria Screen Description
DEBT MANAGEMENT REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT

DESCRIPTION

Report Scheduler Home

Link used to display the Report Scheduler Home page.

Request New Report

Link used to display the Request New Report screen.

*Organization

Field used to enter the DTS organization to include in the report.

Include Sub Organizations

When selected, information for sub-organizations will be included in the report.

Include Debt History

When selected, causes the report to display the date each stamp was applied to the
document and the amount of the transaction and balance on that date.

Submit

Used to send the report request to DTS.

*Required field

2. Complete the fields on the criteria screen.

3. Select Submit.

The screen refreshes and describes the remainder of the report scheduler process.

4. See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.

10.2.3.5 Constructed Travel Report

Provides data on cost savings of approved trip requests when a traveler has used Constructed
Travel within a specified date range. This report provides information about the actual and

allowable costs.

The Constructed Travel Report displays the below information:

* Organization name

* Traveler's last name

* Traveler's first name

« Traveler's middle initial
« DTAID email

*  Document type

*  Document name

«  TANUM

* Departure date

* Return date

* Actual cost of the trip

+ Allowable cost of the trip

» Cost difference (delta) (difference between the actual and allowable cost)
* Approval date

» Approval override (override of limited reimbursement)

Beginning on the Request New Report screen(Figure 10-3), follow the below steps to request
a Constructed Travel Report:

1. Select Constructed Travel.
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The Constructed Travel Report Search Criteria screen opens (Figure 10-18). For a description
of the search criteria screen, see Table 10-11.

Logged In As: Helen D West Screen ID: 1223.2 Close Window
Current Mode:  Reports Help for thic screen

Defense Travel System

A Bt oemment i

» Report Scheduler Home @ Reguest New Report

The Constructed Travel report will provide the user with a list of trips that the AD has used the "Limit Reimbursement” feature. A cost
comparison of the Preferred Cost (also known as actual or estimate) versus the Alowable /Limited cost is provided. The date range is for the
Approved date of the document type selected.

Constructed Travel Report Search Criteria

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

* Doc t
Type:umen I L j

Start typi
* Organization: (Start typing

to get
(minimum of 2 e e

COrganizational
characters)

Access)
Include Sub

Organizations:

*Start Date: I (mm/ dd/yyyy)
* End Date: I (mm/dd/yyyy)

The report data requested will consist of current data when the search criteria organization field is an crganization of 4 characters or more
(regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include
sub-organization selected, the report data requested will consist of the most recent data as of the time of the last data extraction Mar 4, 2013

8:00:56 AM
Submit |
Figure 10-18: Constructed Travel Report Search Criteria Screen
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Table 10-11: Constructed Travel Report Search Criteria Screen Description
CONSTRUCTED TRAVEL REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION
Report Scheduler Home Link used to display the Report Scheduler Home page.
Request New Report Link used to display the Request New Report screen.
*Document Type Drop-down list to select the type of document to be included in the report.
*Organization Field used to enter the DTS organization to include in the report.

Include Sub Organizations | When checked, information for sub-organizations will be included in the report.

Fields used to identify the earliest approval date and latest approval date of
documents to include in the report.

Icon used to open a pop-up window to select the Start Date and End Date of the
range to include in the report.

Submit Used to send the report request to DTS.

*Start Date, *End Date

Calendar Icon

*Required field

2. Complete the fields on the criteria screen.
3. Select Submit.
The screen refreshes and describes the remainder of the report scheduler process.

4. See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.

10.2.4 CTO/Travel Related Report

The reports in the following subsections provide information about particular travel and lodging details
that may be associated with a traveler's TDY or a TDY document.

10.2.4.1 FPLP/FEMA Report

The FPLP/FEMA Report provides data for the selected organization for all documents that
show lodging. The report identifies whether or not the property is participating in the Federal
Premier Lodging Program (FPLP). If the property is approved by the Federal Emergency
Management Agency (FEMA), the report will include the FEMA-approved code.

The FPLP/FEMA Report displays the below information:

* Organization name

* Traveler's last name

* Traveler's first name

* Traveler's middle initial
*  Document name

* TDY location

*  Departure date

¢ Return date

* Property name

« City
« State
«  Country

+ FPLP/FEMA flag
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Beginning on the Request New Report screen(Figure 10-3), follow the below steps to request
an FPLP/FEMA Report:
1. Select FPLP/FEMA Report.

The FPLP/FEMA Report Search Criteria screen opens (Figure 10-19). For a description of the
search criteria screen, see Table 10-12.

Logged In As: Helen D West Screen ID: 1672.1 Close Window
Current Mode: Reports Help for this screen

Defense Travel System
AtlewEra of Govemment T

= Report Scheduler Home = Request New Report

The FPLP/FEMA Tracking Report will provide the user with a list of all travel documents within an organization, with indicators for Federal
Premier Lodging Program hotels and whether the hotel was certified by the Federal Emergency Management Agency for fire safety. The date
range is based on date of departure. Included in the report is the organization, traveler, the document name, TDY locations, departure date,
return date, the property name, city, state and country where the property is located, an indicator whether the property is an FPLP
Participating Property, and an indicator if the property has a FEMA approved code.

FPLP/FEMA Report Search Criteria

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

Start typing to
* Organization: ¢ YEIng

- et
{minimum of 2 I &
Organizational
characters)
Access)

Include Sub
Organizations:

* Start Date: I

(mm dd S vy )
* End Date: —I
(mmS ddS vy yy)

The report data reguested will consist of current data when the search criteria organization field is an organization of 4 characters or more
(regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include
sub-organization selected, the report data reguested wil consist of the most recent data as of the time of the last data extraction Mar 4, 2013
2:53:02 PM

Submit |

Figure 10-19: FPLP/FEMA Report Search Criteria Screen

Table 10-12: FPLP/FEMA Report Search Criteria Screen Description
FPLP/FEMA REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION
Report Scheduler Home Link used to display the Report Scheduler Home page.
Request New Report Link used to display the Request New Report screen.
*Organization Field used to enter the DTS organization to include in the report.

Include Sub Organizations | When checked, information for sub-organizations will be included in the report.

Fields used to identify the earliest departure date and latest departure date to include

Start Date, *End Date in the report.

Icon used to open a pop-up window to select the Start Date and End Date of the

Calendar lcon range to include in the report.

Submit Used to send the report request to DTS.

*Required field
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2. Complete the fields on the criteria screen.
3. Select Submit.
The screen refreshes and describes the remainder of the report scheduler process.

4. See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.

10.2.4.2 Reason Code Report

Provides data for trips for which travelers did not use GSA city pair contract flights within a
specified date range, and the reason codes that were found in the preaudits.

The Reason Code Report displays the below information:

* Organization name

» Traveler's last name
» Traveler's first name
» Traveler's middle initial
« Service or agency

«  TANUM

*  Document name

* Travel month

* Carrier

*  Carrier flight number
* Departure date

*  Departure time

* Arrival date

e Arrival time

* Reason code

* Detailed explanation

Beginning on the Request New Report screen(Figure 10-3), follow the below steps to request
a Reason Code Report:

1. Select Reason Code Report.
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The Reason Code Report Search Criteria screen opens (Figure 10-20). For a description of
the search criteria screen, see Table 10-13.

Logged In As:  Helen D West Screen 1D: 1424.3 Close Window
Current Mode:  Reports Help for this screen

Defense Travel System

AtlenErelGoemmentie! S

» Report Scheduler Home = Regquest New Report

The Reascn Codes report will provide the user with a listing of all trips that did not use G5A city pair contract flights and the Reason Codes
specified in the authorization. The date range is date of departure. (within the last 15 months). Indicated in the report are the traveler,
organization, travel month, reason code, service, carrier, flight number, TANUM, departure date, departure time, arrival date, arrival time
and detailed explanation.

Reason Code Report Search Criteria
Please Mote: A Red Star (* ) indicates a field is reguired.

Start typi
* Organization: (Start typing

e to get

f2
(minimum of I Organizational
characters) Access)
Include Sub r

Organizations:

*5Start Date: I (mim/ dd/ yyyy)
* End Date: I (mm/ dd/yyyy)

*Reason Code: | (ALL) ~|

The report data requested will consist of current data when the search criteria arganization field is an organization of 4 characters or more
(regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include
sub-organization selected, the report data requested wil consist of the most recent data as of the time of the last data extraction Mar 4, 2013

8:00:56 AM
Submit |
Figure 10-20: Reason Code Report Search Criteria Screen
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Table 10-13: Reason Code Report Search Criteria Screen Description

REASON CODE REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION
Report Scheduler Home Link used to display the Report Scheduler Home page (Figure 10-2).
Request New Report Link used to display the Request New Report screen (Figure 10-3).

*Organization Field used to enter the DTS organization to include in the report.
Include Sub Organizations | When checked, information for sub-organizations will be included in the report.
*Start Date Fields used to identify the earliest departure date and latest departure date to include
*End Date in the report.

Icon used to open a pop-up window to select the Start Date and End Date of the
range to include in the report.

Drop-down list to select a code that identifies the reason for use of a non-GSA City
Pair flight.

Submit Used to send the report request to DTS.

Calendar Icon

Reason Code

*Required field

2. Complete the fields on the criteria screen.
3. Select Submit.
The screen refreshes and describes the remainder of the report scheduler process.

4. See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.

10.2.4.3 Reason Justification Report

Tracks reason codes and the justifications entered into the Preaudit justification box for using
a non-GSA City Pair flight within a specified date range.

The Reason Justifications Report displays the below information:

* Organization name

« Traveler's last name

« Traveler's first name

* Traveler's middle initial
* Reason code

«  TANUM

*  Detailed explanation

« Travel month

Beginning on the Request New Report screen(Figure 10-3), follow the below steps to request
a Reason Code Report:

1. Select Reason Justification Report.
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The Reason Justification Report Search Criteria screen opens (Figure 10-21). For a
description of the search criteria screen, see Table 10-14.

Logped In As:  Helen D West Screen 1Dt 1572.1 Close Window
Current Mode:  Reports Help for this screen

Defense Travel System

SEt—

» Report Scheduler Home : Request Mew Report

The Reason Justification report will provide the user with a listing of all trips that did not use G5A city pair contract flights and the Reason
Code with pre-audit Justifications for the non-contract flight usage. The date range is the date of departure (within the last 15 months).
Indicated in the report are the traveler, organization, travel month, reason code and justification.

Reason Justifications Report Search Criteria

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

* Organization: (5tart typing

t t
(minimum of 2 o ge .
characters) Organizational
' Access)
Include Sub

Organizations:

*Start Date: I {mm./ dd /yyyy)
* End Date: I {mm./ dd /yyyy)

* Reason Code: In:ALL] j

The report data requested wil consist of current data when the search criteria organization field is an organization of 4 characters or more
(regardless of the include sub-crganization selected). If search criteria is for an organization with less than 4 characters, regardless of include
sub-organization selected, the report data requested will consist of the most recent data as of the time of the last data extraction Mar 4, 2013
2:53:02 PM

Submit |

Figure 10-21: Reason Justification Report Search Criteria Screen

Table 10-14: Reason Justification Report Search Criteria Screen Description
REASON JUSTIFICATION REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION
Report Scheduler Home Link used to display the Report Scheduler Home page.
Request New Report Link used to display the Request New Report screen.
*QOrganization Field used to enter the DTS organization to include in the report.
Include Sub Organizations | When selected, information for sub-organizations will be included in the report.
*Start Date Fields used to identify the earliest departure date and latest departure date to include
*End Date in the report.
Icon used to open a pop-up window to select the Start Date and End Date of the
Calendar |con range to include in the report.
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Table 10-14: Reason Justification Report Search Criteria Screen Description

Drop-down list to select a code that identifies the reason for use of a non-GSA City
Pair flight.

Submit Used to send the report request to DTS.

Reason Code

*Required field

2. Complete the fields on the criteria screen.
3. Select Submit.
The screen refreshes and describes the remainder of the report scheduler process.

4. See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.

10.2.4.4 CTO Fee Report

Provides data about CTO transaction fees and reason(s) for CTO intervention within a
specified date range. Users must have permission level 6 to access this report.

The CTO Fee Report displays the below information:

* Organization name

» Pseudo City Code (PCC)
* Traveler's last name

* Traveler's first name

« Traveler's middle initial

« Traveler's SSN (first five digits masked)
»  Service or agency

«  TANUM

*  Document name

*  PNR locator

* Ticket date

* Fee ticket number

» Transaction type

* Touched status

« Justification code

*  Form of payment (FOP)
* CTO Fee amount

* Ticket value

Beginning on the Request New Report screen(Figure 10-3), follow the below steps to request
a CTO Fee Report:

1. Select CTO Fee Report.
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Chapter 10: Reports

The CTO Fee Report Search Criteria screen opens (Figure 10-22). For a description of the
search criteria screen, see Table 10-15.

Logged In As:  Helen D West Screen ID: 1424.2 Close Window
Current Mode:  Reports Help for this screen

Defense Travel System

AllewEmotGovemmentieve!

= Report Scheduler Home : Reguest New Report

The CTO Fee Report identifies those trips where there is a CTO Fee charged on a trip and provides the Government identified CTO Fee for the
particular travel contract. If the fee charged to a trip is different from the identified / allowed fee, the trip wil show up on the report. The
date range for the report is the Ticket Date (within the last 15 months). Included in the report are erganization, PCC, traveler, 55M, agency,
TANMUM, document name, PNR locator, ticket date, fee ticket number, transaction type, touched status, justification code, form of payment,
transaction fee and ticket value.

CTO Fee Report Search Criteria

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

Start typing t
* Drganization: (Gtart typing to

t
(minimum of 2 I Be o
characters) Organizational
Access)
Include 5ub
. -

Organizations:

I v|
* 5tart Date:

(mmfdd Fyyyy)

| =
* End Date:

(i f dd Fyyryy)

The report data requested will consist of current data when the search criteria organization field is an organization of 4 characters or more
(regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include
sub-organization selected, the report data reguested will consist of the most recent data as of the time of the last data extraction Mar 4, 2013

Bi00:56 AM
Submit |
Figure 10-22: CTO Fee Report Search Criteria Screen
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Table 10-15: CTO Fee Report Search Criteria Screen Description
CTO FEE REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION
Report Scheduler Home Link used to display the Report Scheduler Home page.
Request New Report Link used to display the Request New Report screen.
*Organization Field used to enter the DTS organization to include in the report.
Include Sub Organizations | When checked, information for sub-organizations will be included in the report.
*Start Date Fields used to identify the earliest departure date and latest departure date to include
*End Date in the report.

Calendar |con range to include in the report.

Icon used to open a pop-up window to select the Start Date and End Date of the

Submit Used to send the report request to DTS.

*Required field
2. Complete the fields on the criteria screen.

3. Select Submit.

The screen refreshes and describes the remainder of the report scheduler process.

4. See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.

10.2.4.5 Unused Ticket Report

Tracks paper tickets purchased for TDY travel, but were not used. The expenses for unused
tickets must be refunded to the Government. The report also returns data about tickets that
recorded a different amount on the voucher than the amount approved on the authorization.

Data about a ticket will show up on this report if one of the following conditions is present:

¢ The authorization included an airline ticket, but no voucher has been created
» The ticket price on the authorization differs from the ticket price on the voucher

The Unused Ticket Report displays the below information:

* Organization name

* Traveler's last name

* Traveler's first name

» Traveler's middle initial

« Traveler's SSN (first five digits masked)
» Date the traveler returned from trip

«  TANUM

*  Document name

*  Current document status

+ Date on which document was created

+ Date on which document was approved
» Ticket number

» Ticket cancelled status

* Airline ticket amount

»  Ticket voucher amount

+ Delta (the difference between the amount of the ticket and the voucher)
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Beginning on the Request New Report screen(Figure 10-3), follow the below steps to request
an Unused Ticket Report:

1. Select Unused Ticket Report.

The Unused Ticket Report Search Criteria screen opens (Figure 10-23). For a description of
the search criteria screen, see Table 10-16.

Logged In As:  Helen D West Screen ID: 1572.1 Close Window
Current Mode:  Reports Help for this screen

Defense Travel System
Shibeandiady” ]

» Report Scheduler Home = Request New Report

The Unused Ticket Report provides a list of trips that potentialy have unused air tickets. These trips are candidates for further research.
Trips are displayed on this report that meet one of two criteria:

The ticket amount on the authorization does not match the ticket amount on the voucher.

The autherization has an air ticket, but does not have a signed voucher.

The date range for the report is the end date of the trip. Future dates should not be used in the date range.

Unused Tic ket Report Search Criteria

Please Mote: A Red Star ( * ) indicates a field is reguired. Only one of the T fields (either 1, 2 or 3) must be completed.

Start typi
* Organization: (5tart typing

to get
(minimum of 2 g - :

Organizational
characters)

Access)

™ Include Sub Or ganizations

11 Start Date: I vI

(mm/dd/yyyy)
11 End Date: l—
(mm/dd/yyyy)
— OR -
12 Ticket Number: l—
- OR --

13 Traveler 55M: I

Lookup Clear S5M

The report data reguested will consist of current data when the search criteria organization field is an organization of 4 characters or more
(regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include
sub-organization selected, the report data requested will consist of the most recent data as of the time of the last data extraction Mar 4, 2013

B:00:56 AM
Submit |
Figure 10-23: Unused Ticket Report Search Criteria Screen
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Table 10-16: Unused Ticket Report Search Criteria Screen Description
UNUSED TICKET REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT

DESCRIPTION

Report Scheduler Home

Link used to display the Report Scheduler Home page.

Request New Report

Link used to display the Request New Report screen.

*Organization

Field used to enter the DTS organization to include in the report.

Include Sub Organizations

When checked, information for sub-organizations will be included in the report.

11 Start Date
11 End Date

Fields used to identify the earliest return date and latest return date to include in the
report. Only one of the 1 fields (1, 2, or 3) must be completed.

Calendar Icon

Icon that opens a pop-up calendar. Select the departure approval date and latest
departure date to include in the report.

12 Ticket Number

Field used to limit the report data to one ticket. Enter the ticket number in this field.
Fields used to identify the earliest return date and latest return date to include in the
report. Only one of the 1 fields (1, 2, or 3) must be completed.

Field used to limit the report to documents associated with one traveler. Fields used

13 Traveler SSN to identify the earliest return date and latest return date to include in the report. Only
one of the t fields (1, 2, or 3) must be completed.
Lookup Link used to open a screen the user can search for a traveler to complete the
Traveler SSN field.
Clear SSN Link used to clear an SSN from the Traveler SSN field.
Submit Used to send the report request to DTS.
*Required field

2. Complete the fields on the criteria screen.

Note: A date range, ticket number, or a traveler SSN must be entered, although the user may
complete all the fields.

3. Select Submit.

The screen refreshes and describes the remainder of the report scheduler process.

4. See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.

10.2.5 MIS Reports

There are five types of Management Information System (MIS) reports available that can be used to
determine entitlements and/or leave. A user must have MIS Access to schedule these reports. To
enable or disable a user's access to the MIS Reports, see Chapter 11 of this manual. The search
criteria for Report Scheduler MIS reports may be viewed in Table 10-17.

Note: The OCONUS Travel Report can be accessed via Report Scheduler and Cognos Connection.
See Section 10.3 for guidance on how to access reports through the Cognos Connection module.
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10.2.5.1 Enlisted BAS Report

Can help determine whether an enlisted member's Basic Allowance for Subsistence (BAS)
entitlement changes because of the member's TDY status. This report includes all enlisted
members in the selected organization who have begun TDY on approved authorizations or
had vouchers paid within the specified date range.

The Enlisted BAS Report displays the below information:

* Organization name

* Traveler's first name

* Traveler's last name

* Traveler's middle initial
* Traveler's full SSN

* Traveler's rank

*  Branch of service

*  Document type

¢« Document name
«  TANUM

* Approval date

* Location city

* Location state (or country, if OCONUS)
* Arrival date

*  Departure date

*  Number of days at the location

Beginning on the Request New Report screen (Figure 10-3), follow the below steps to request
an Enlisted BAS report:

1. Select Enlisted BAS.

The Enlisted BAS Report search Criteria screen opens (Figure 10-24). For a description of the
search criteria screen, see Table 10-17.
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Logped In As:  Helen D West Screen 1D: 12738.1 Close Window
Current Mode:  Reports Help for this screen

Defense Travel System

AtenEmctCoenmentie! A

= Report Scheduler Home : Reguest Hew Report

Includes TDY travel for Enlisted personnel.

Enlisted BA&S Report Search Criteria

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

AUTH -
Type: I J

Start typi
* Organization: (5tart typing

t t
(minimum of 2 o ge .
characters) Organizational
. Access)
Include Sub

Organizations:

* Start Date: I (mm/ dd Fyyyy)
* End Date: I (i dd Fyyyy )

The report data requested will consist of current data when the search criteria organization field is an organization of 4 characters or more
(regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include
sub-organization selected, the report data requested wil consist of the most recent data as of the time of the last data extraction Mar 4, 2013
8:00:56 AM

Submit |

Figure 10-24: Enlisted BAS Report Search Criteria Screen

Table 10-17: MIS Report Search Criteria Screen Description

MIS REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION

Report Scheduler
Home

Link used to display the Report Scheduler Home page.

Request New Report | Link used to display the Request New Report screen.

Document Type Drop-down list to select the type of document to include in the report.
Organization Field used to enter the DTS organization to include in the report.
Include Sub

L When checked, information for sub-organizations will be included in the report.
Organizations

Fields used to identify the earliest approval date and latest approval date of documents to

*SEtig B::Z‘ include in the report. Report includes authorizations that are stamped APPROVED,
PROCESSED, CTO AMENDMENT, or AUTO APPROVED within the date range.
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Table 10-17: MIS Report Search Criteria Screen Description

Icon used to open a pop-up window to select the Start Date and End Date of the range to
include in the report.

When checked, civilian travelers will be included in the report. If left unchecked. military
Include Civilian travelers will display. C, E, or O will display to identify if the traveler is civilian, enlisted, or
officer, respectively. Note: This box displays for OCONUS reports only.

Calendar Icon

Submit Used to send the report request to DTS.

*Required field
2. Complete the fields on the criteria screen.
3. Select Submit.
The screen refreshes and describes the remainder of the report scheduler process.

4. See the text that follows Step 6 in Section 10.2 for the final steps for requesting the report.

10.2.5.2 OCONUS Travel Report

Helps determine whether a member or civilian is entitled to foreign duty pay because of TDY
status or Hostile Fire Pay / Imminent Danger Pay and Combat Zone Tax Exclusion when
deployed to select areas. This report includes all individuals who traveled to OCONUS on TDY
and have approved authorizations or vouchers paid within the specified date range.

The OCONUS Travel Report displays the below information:

* Organization name

* Traveler's first name

* Traveler's last name

* Traveler's middle initial
* Traveler's SSN

« Traveler's rank

*  Branch of service

*  Document type

¢« Document name
«  TANUM
* Approval date

* Location city

* Location state (or country, if OCONUS)
* Arrival date

* Departure date

*  Number of days at the location

+  Civilian/military indicator

Beginning on the Request New Report Screen (Figure 10-3), follow the below steps to request
an OCONUS Travel report:

1. Select OCONUS.

The OCONUS Travel Report Search Criteria screen opens {Figure 10-25). For a description of
the search criteria screen, see Table 10-17.
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Logged In As:  Helen D West Screen ID: 1279.1 Close Window
Current Mode:  Reports Help for this screen

Defense Travel System

Aot Goemment e

» Report Scheduler Home » Reguest New Report

Include TOY travel to OCONUS destinations for Enlisted and Officer personnel. To include Civilian travelers along with the military persennel
for this report, please select the optien to Include Civilians. For military personnel enly, leave the option to Include Civilians unchecked.

OCOMNUS REPORT Search Criteria

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

* Document

AUTH -
Type: I J
* Organization: (tita;: typing
(minimum of 2 B _
characters) Organizational

' Access)

Include 5ub

Organizations:

* Start Date: I (mmy dd/ yyyy)
* End Date: I (mm/ ddi yyyy)

Include
Civilian: r

The report data reguested will consist of current data when the search criteria organization field is an crganization of 4 characters or more
(regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include
sub-organization selected, the report data requested will consist of the most recent data as of the time of the last data extraction Mar 4, 2013
8:00:56 AM

Submit |

Figure 10-25: OCONUS Travel Report Search Criteria Screen

2. Complete the fields on the criteria screen.
3. Select Submit.
The screen refreshes and describes the remainder of the report scheduler process.

See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.

10.2.5.3 FSA Report

Can help determine whether a member is entitled to Family Separation Allowance (FSA)
because their TDY exceeds 30 days. DTS can generate a report of authorizations for TDY for
a period greater than 30 days and a report of the vouchers paid within the specified date
range. DTS does not maintain records of a member's dependents; therefore the military pay
technician must also determine the status, type, and location of the member's dependents.
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The FSA Report displays the below information:

* Organization name

« Traveler's first name

« Traveler's last name

* Traveler's middle initial

« Traveler's full SSN

« Traveler's rank

* Branch of service

*  Document type

*  Document name

«  TANUM

* Approval date

* Location city

» Location state (or country, if OCONUS)
* Arrival date

* Departure date

*  Number of days at the location

Beginning on the Request New Report screen (Figure 10-3), follow the below steps to request
an FSA report:

1. Select FSA.
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The FSA Report Search Criteria screen opens (Figure 10-26). For a description of the search
criteria screen, seeTable 10-17.

Logged In As:  Helen D West Screen 1D: 1280.1 Close Window
Current Mode:  Reports Help for this screen

Defense Travel System

AtenEottoennente! S

= Report Scheduler Home : Reguest New Report

Includes TOY travel for a duration greater than 30 days for Enlisted and Officer personnel.

F5A REPORT Search Criteria

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

* Do t
.y F:’ec:urrien I ALTH j

Start typi
* Organization: (Start typing

t t
(minimum of 2 0B S

Organizational
characters)

Access)
Include Sub
COrganizations:

*Start Date: | _'l (mm/dd/yyyy)
* End Date: | _'l (mm/dd/yyyy)

The report data requested will consist of current data when the search criteria organization field is an organization of 4 characters or more
(regardless of the include sub-organization selected). If search criteria is for an grganization with less than 4 characters, regardless of include
sub-grganizaticn selected, the report data requested will consist of the most recent data as of the time of the last data extraction Mar 4, 2013
8:00:56 AM

Submit |

Figure 10-26: FSA Report Search Criteria Screen

2. Complete the fields on the criteria screen.
3. Select Submit.
The screen refreshes and describes the remainder of the report scheduler process.

4. See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.
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10.2.5.4 Special Duty Report

Records entitlement changes because of special duty conditions such as field duty or hospital
in-patient status while TDY. DTS can generate reports of authorizations for all members with a
special duty condition and a report of vouchers paid within the specified date range.

The Special Duty Report displays the below information:

Organization name
Traveler’s first name
Traveler’s last name
Traveler’s middle initial
Traveler’s full SSN
Traveler's rank

Branch of service
Document type
Document name
TANUM

Approval date

Trip departure date

Trip return date

Number of days TDY
Duty condition

Duty condition city

Duty condition state (or country, if OCONUS)
CONUS / OCONUS flag
Duty condition start date
Duty condition end date
Number of days under the identified duty condition

Beginning on the Request New Report screen (Figure 10-3), follow the below steps to request
a Special Duty report:

1. Select Special Duty.
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The Special Duty Report Search Criteria screen opens (Figure 10-27). For a description of the
search criteria screen, see Table 10-17.

Logged In As:  Helen D West Screen ID: 1281.1 Close Window
Current Mode:  Reports Help for this screen

Defense Travel System

AlengmotGoemmentte! S

+ Report Scheduler Home = Reguest New Report

Includes Special Duty Conditions applied during TDY travel for Enlisted and Officer personnel.

SPECIAL DUTY REPORT Search Criteria

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

* Do t
Typ::"me" | AUTH =l

Start typi
* Organization: (start typing

e toget
f2
(minimum o I Organizational
characters)
Access)
Include Sub
r

Organizations:

* Start Date: I _'I (mm dd yyyy)
* End Date: I (i ddd yyyy)

The report data requested will consist of current data when the search criteria organizaticon field is an organization of 4 characters or more
(regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include
sub-organization selected, the report data requested will consist of the most recent data as of the time of the last data extraction Mar 4, 2013
S:00:56 AM

Submit |

Figure 10-27: Special Duty Report Search Criteria Screen

2. Complete the fields on the criteria screen.
3. Select Submit.
The screen refreshes and describes the remainder of the report scheduler process.

4. See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.
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Page 10-58

10.2.5.5 Military Leave Report

Identifies military members whom DTS shows took leave in conjunction with TDY. DTS can
generate a report of authorizations that included leave time for all and a report of vouchers that

included leave time and were paid within the specified date range.

Note: Leave documents must still be processed in accordance with service or agency
procedures.

The Military Leave Report displays the below information:

« Organization name

« Traveler’s first name

+ Traveler's last name

+ Traveler's middle initial

« Traveler's full SSN

» Traveler's rank

* Branch of service

*  Document type

* Document name

«  TANUM

* Approval date

» Trip departure date

»  Trip return date

*  Number of days TDY

« City in which leave was taken
« State in which leave was taken (or country, if OCONUS)
« CONUS /OCONUS flag

* Leave start date

* Leave end date

*  Number of days on leave

Beginning on the Request New Report screen (Figure 10-3), follow the below steps to request

a Military Leave report:

1. Select Military Leave.
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The Military Leave Report Search Criteria screen opens (Figure 10-28). For a description of
the search criteria screen, see Table 10-17.

Logged In As:  Helen D West Screen ID: 1282.1 Close Window
Current Mode:  Reports Help for this screen

Defense Travel System

ArenEmetCoemmentie! A

» Report Scheduler Home : Reguest New Report

Includes Military Leave taken during T travel for Enlisted and Officer personnel.
MILITARY LEAVE REPORT Search Criteria
Please Mote: A Red Star ( * ) indicates a field is required.

| AU =l

(Start typing

* Document
Type:

* Drganization:

(minimum of 2 to Eet. .
characters) Organizational

. Access)
Include Sub

Organizations:

* Start Date: I (i dd S yyvy)
* End Date: I (i dd S yyvy)

The report data requested will consist of current data when the search criteria organization field is an organization of 4 characters or more
(regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardless of include
sub-organization selected, the report data reguested will consist of the most recent data as of the time of the last data extraction Mar 4, 2013
2:53:02 PM

Submit |

Figure 10-28: Military Leave Report Search Criteria Screen

2. Complete the fields on the criteria screen.
3. Select Submit.
The screen refreshes and describes the remainder of the report scheduler process.

4. See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.

10.2.6 Partner System Reports

This report feature of DTS includes six reports that can be generated for partner systems.

Note: These reports can be accessed via Report Scheduler and Cognos Connection. See Section
10.3 for guidance on how to access reports through the Cognos Connection module.

Beginning on the Request New Report screen (Figure 10-3), follow the below steps to create a Partner
System Report:
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1. Select the desired Partner System Report.
The selected Report Search Criteria screen opens.

2. Select the Partner System drop-down list and select the partner system (Figure 10-29).

Defense Travel System

AewErmotGoemmentter!

» Report Scheduler Home = Request New Report

The Partner System CTO Fee Report identifies those trips that originated from a partner systemwhere there is a CTO Fee charged on a trip
and provides the Government identified CTO Fee for the particular travelcontract. |f the fee charged to a trip is different fromthe
identified / allbwed fee, the trip willshow up on the repert. The date range for the report is the Ticket Date {within the last 15 moenths).
Included in the report are Partner Systemorganization, PCC, traveler, 55N, agency, TANUM, document name, PHR locator, ticket date, fee
ticket number, transaction type, touched status, justification code, formof payment, transaction fee, and ticket value,

Partner System CTO Fee Report Search Criteria

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

* Partner —
syscem [Rowi =

iStart ty|
* Organizaticn: {Start typing

L toget
{minimumof 2 I
! Organizational

characters) N
Access)

Include Sub
Organizations:

* Skart Date: I immJ dd/yyyy)
* End Date: | (mm/dd/yyyy)

The report data requested will consist of current data when the search criteria organization field is an organization of 4 characters or more
{regardiess of the include sub-organization selected). If search criteria is for an organization with less than 4 characters, regardiess of include
sub-crganization selected, the report data requested will consist of the most recent data as of the time of the last data extraction Mar 5, 2013
9:54:49 A

Submit |
Figure 10-29: Partner System Field

3. Complete the remaining fields on the criteria screen.

For help with Criteria Screen Descriptions and other information about the report, refer to the
applicable section below:

* Traveler Status Report - Section 10.2.1.6

* Routing Status Report - Section 10.2.2.2

*+ POSACK Delinquency Report - Section 10.2.3.1
* Unused Ticket Report - Section 10.2.4.5

*  Unsubmitted Voucher Report - Section 10.2.3.2
*+ CTO Fee Report - Section 10.2.4.4

Note: The Organization drop-down field requires a minimum of 2 characters for Partner System
Reports.

4, Select Submit.

The screen refreshes and describes the remainder of the report scheduler process.
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5. See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.

10.2.7 Person Reports

Person Reports can be used to view a person’s permanent profile data or view a list of users that have
ROA access.

Note: The Complete Traveler Information List Report can be accessed via Report Scheduler and
Cognos Connection. See Section 10.3 for guidance on how to access reports through the Cognos
Connection module.

10.2.7.1 Complete Traveler Information List Report

Provides data from a person’s permanent profile. Users must have permission levels 1 and 5
to access this report.

Note: This report does not display “real time” data. The data extraction date provided at the
bottom of the search criteria screen reflects the date of the request, and not the date of the
extraction. Data for the report is only extracted on Sundays and Thursdays. Although this
report can be requested at any time, the most current data can be obtained after these days.

The Complete Traveler Information List Report displays the below information:

* Traveler's SSN

« Traveler’s first name

* Traveler’'s middle initial

» Traveler’s last name

* Organization name

+ Traveler’'s email address

* Organization access

»  Group access organization owner name
»  Group access group name

*  Permission levels

* Approval override status

* Non-DTS Entry Agent status

*  Debt Management Monitor status

* UserlID
+  Civilian/military status
« Title/rank

*  Mailing address line

*  Mailing address city

* Mailing address state/country

* Mailing address zip/postal code
* Routing list name

*  Self-AO approval status

* Default LOA label

+ Gender

* Residential address

* Residential city

* Residential state/country

* Residential zip/postal code

* Residential phone number

* Emergency contact name

»  Emergency contact phone number
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*  Printed organization name

* Present duty station name

»  Service/agency

*  Number of work hours/day

« Time zone

« Duty station address

* Duty station city

»  Duty station state/country

» Duty station zip/postal code

* Mail code

«  Duty station phone number

*  Duty station fax number

*  Number of miles to closest airport
+ UnitID

» Tech status

« Air crew status

*  Government charge card (GOVCC) holder
» Advance authorization

* Mandatory use of GOVCC

*  GOVCC account number (last six digits)
*  GOVCC expiration date

* Mandatory EFT payment

*  Checking account number

»  Checking routing number

»  Savings account number

»  Savings routing number

Beginning on the Request New Report screen, follow the below steps to request a Complete
Traveler Information List Report:

1. Select Complete Traveler Information List.

The Complete Traveler Information List Search Criteria screen opens (Figure 10-30). For a
description of the search criteria screen, see Table 10-18.
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Logged In As:  Helen D West Screen ID: 1456.1 Close Window
Current Mede:  Reports Help for this screen

Defense Travel System

HentmetGoemmentter

» Report Scheduler Home » Request New Report

The Complete Traveler Information List Report will provide the authorized user (DTA) with detailed information for people within their
organization access. The Complete Traveler Information List Report was moved from DTA Maintenance to the Report Scheduler and provides
the same report data (data from a person's permanent profile for the report criteria). This report contains data protected by the Privacy Act
of 1974, Your organization access limits what organizations (report criteria) you will be alowed to request for the report. If you would like
the report printed with the complete Social Security Mumber of the people (within your crganization access and report criteria), select the
option for Show Ful S5M. To mask the first five digits and only display the remaining digits of the 55N, do not select the option for the Show Ful
55N (ensure that the checkbox for the report criteria is not checked).

Complete Traveler Information List Search Criteria

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

Report limited to a maximum of 100000 rows.

Start typing to
* Organization: { yping

t
(minimum of 2 Be o
characters) Organizational
Access)
Include Sub

-

Organizations:
Show Full S5H: -

The report data requested will consist of the most recent data as of the time of the last data extraction Mar 4, 2013 8:00:56 AM

Submit |

Figure 10-30: Complete Traveler Information List Search Criteria Screen

Table 10-18: Complete Traveler Information List Search Criteria Screen Description

COMPLETE TRAVELER INFORMATION LIST SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION

Report Scheduler
Home

Link used to display the Report Scheduler Home page.

Request New Report | Link used to display the Request New Report screen.

*Organization Field used to enter the DTS organization to include in the report.

Include Sub
Organizations

When checked, information for sub-organizations will be included in the report.
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Table 10-18: Complete Traveler Information List Search Criteria Screen Description

Show Full SSN When selected, displays the full SSN. If left unchecked, the first five digits of the SSN will be
masked.
Submit Used to send the report request to DTS.
*Required field

2. Complete the fields on the criteria screen.

3. Select Submit.

The screen refreshes and describes the remainder of the report scheduler process.

4. See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.

10.2.7.2 ROA Access Report

The ROA Access Report provides a list of individuals with ROA access. If a person extracted
for the report has ROA access to multiple organizations, the report will show multiple rows for
the person by each organization that person was assigned. If a ROA user or ROA
administrator has “ALL” organization access but the individual’s DTS organization does not
match the report search criteria organization, the person will not be included in the report.
Users must have permission level 5 to access this report.

The ROA Access Report displays the below information:

Last name

First name

Middle initial

Email address

DTS organization code
ROA access organization(s)
User or Admin

Beginning on the Request New Report screen (Figure 10-3), follow the below steps to request
an ROA Access Report:

1. Select ROA Access.

The ROA Access Report Search Criteria screen opens (Figure 10-31). For a description of the
search criteria screen, see Table 10-19.
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Logged In As:  Helen D West Screen 1D: 1576.1 Close Window
Current Mode:  Reports Help for this screen

Defense Travel System

AenEmotGoemmentie

» Report Scheduler Home : Request New Report

The Read Only Access (ROA) Report provides a list of individuals within the reguested organization (sub-organization) that have ROA Access
(ROA User / ROA Administrator). The Organization search criteria must be an organization within the user's organization access of the user
requesting the report.

ROA Access Report Search Criteria

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

* Organization:

(minimum of 2 characters) (5tart typing to get Organizational Access)

Include Sub Organizations: -

The report data reguested will consist of current data when the search criteria organization field is an organization of 4 characters
or more (regardless of the include sub-organization selected). If search criteria is for an organization with less than 4 characters,
regardless of include sub-crganization selected, the report data reguested will consist of the most recent data as of the time of the
last data extraction Mar 4, 2013 8:00:56 AM

Submit |

Figure 10-31: ROA Access Report Search Criteria Screen

Table 10-19: ROA Access Report Search Criteria Screen Description
ROA ACCESS SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION
Report Scheduler Home Link used to display the Report Scheduler Home page.
Request New Report Link used to display the Request New Report screen.
*QOrganization Field to enter the DTS organization to include in the report.
Include Sub Organizations | When checked, information for sub-organizations will be included in the report.
Submit Used to send the report request to DTS.

*Required field
2. Select Submit.
The screen refreshes and describes the remainder of the report scheduler process.

3. See the text that follows Step 6 in Section 10.2 for the final steps in requesting a report.
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10.2.8 Audit Trail Reports

Audit Trail Reports are visible but not selectable. These reports are provided after submitting the ad
hoc form via a help desk ticket. The search criteria constraint is 24 months. There is no restriction on
the date range. All reports have the first 5 digits of the SSN masked.

There are three audit reports available.
Audit Trail GOVCC and EFT Data

Tracks changes to a traveler’'s GOVCC and/or EFT data in their permanent profile. This report will show
who changed and when they changed a traveler's EFT/GOVCC Account Number, EFT Routing
Number, Account Status, Account Type, or Account Expiration Date. EFT/GOVCC account data will be
masked with the exception of the last four digits.

Audit Trail Traveler Specific Data

Tracks changes to specific traveler data in their permanent profile. This report will show who changed
and when they changed a traveler’s Self AO Approval flag, Advance Type, Civilian/Military Indicator,
Default Line of Accounting (LOA), Default Routing List, or Travel and Transportation Reform Act
(TTRA) flag.

Audit Trail User Specific Data
Tracks changes to specific user data in their permanent profile. This report will show who changed and
when they changed a user’'s Name, E-Mail Address, Organization, Permission Level, Group Access

Owner, Group Access, Organization Access, User ID, Debt Management Monitor flag, Approval
Override flag, or NDEA flag.
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10.3 Cognos for DTS

Report Scheduler reports are gradually migrating to Cognos for DTS. Users can access the reports
through the DTS Cognos Connection module. Users must have the Cognos Access indicator set to Yes in
their user profile to access Cognos. Migrated reports are organized in the same categories as in Report
Scheduler and require the same DTS permission levels or role appointments to access them. Refer to the
Report Scheduler Reports in Cognos for DTS information paper for the migration schedule.

These reports use search criteria screens similar to those used in Report Scheduler and have the same
date constraints.

Note: Information contained in Cognos reports is from data extracted up to 24 hours prior to the execute
time.

Beginning on the User Welcome screen, follow the below steps to access migrated reports:
1. Mouse over Reports on the menu bar (Figure 10-1).
2. Select Cognos Connection from the drop-down list.

The Welcome to Cognos screen opens (Figure 10-32).

Welcome to the Cognos 10 for DTS, August 27 2014

Cognos, a powerful reporting and analysis software suite, 1s linked to key DTS data and allows vou to run standard reports and create your
own reports using standard data sets. When you sign on to DTS, your access to this site is activated based on the Cognos Access indicator
value in vour permanent profile. Generally, access to summary data within Cognos is controlled via vour Service or Agency level affiliation
and detailed document level data 1z available based on vour DTS organization-access. Your Cognos access 1s automatically updated with vour
DTS organization access each time you log on to DTS. For those DTAs with multiple DTS profiles to support different root organizations,
each time you log on to DTS with one of your profiles, your Cognos organizational access is updated to the current DTS profile in use.

b ‘, Public Folders \||/

Public Folders E

|
CEBEBEEEI xR XIER

Figure 10-32: Welcome to Cognos Screen
3. Scroll to the bottom of the screen and select Continue.

The Public Folders screen opens (Figure 10-33).
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[i+ Public Folders I+l Folders
Public Folders == L% & 5 = J=F
Entries: 1 =T ]
[ | Name & Muodified & Actions
[0 Repart Scheduler Reports August 14, 2014 11:52:17 AM El mare...
Dashboards Mew September 26, 2013 3:38:40 PM El mare...
Dashboards March 26, 2013 3:53:49 AM El mare...
Diocument Scorecard June 10, 2014 1:19:47 FM -=_- Mare..,
General Pkg May 23, 2014 1:30:29 PM = More...
MIS Phg June 11, 2014 1:37:25 PM = More...
Wh_ats Qut Reporks Movernber 5, 2013 12:30:08 PM =l Mare...

Figure 10-33: Public Folders Screen
4, Select the Report Scheduler Reports link.

The Report Scheduler Reports screen opens (Figure 10-34).

EF Public Folders Iy Folders

Liblic Folders = Report Scheduler Reports [~} % % E = ﬁ/
Entries: 1 -3 O

| MName & Modified $ Actions

7] (O IS Reparts December 2, 2013 11:58:13 AM El Mare...

7] [0 Partner System Reports August 14, 2014 11:52:17 AM E More...

:| 3 Person Reparts Mowvember 27, 2013 5;48;29 PM E Mare, ..

Figure 10-34: Report Scheduler Reports Screen
5. Select the link for the category of the report to be run.

The Reports screen opens and any reports that are available under that category will display (Figure 10-
35).

[T} B oLLFEEL E LU S e 2
Public Folders = Report Scheduler = MIS Reports = =2
Entries: 1 -1 (+]
] Name Modified % Actions
[ mbh OCoMNUS Repart May 28, 2014 1:22:32 PM B » B eE More. ..
Figure 10-35: MIS Reports Screen
6. Select the link that displays the name of the report.
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The Report screen opens. The following subsections provide descriptions for reports that have migrated to
Cognos and guidance on how to run them.

10.3.1 MIS Reports

There are five types of Management Information System (MIS) reports available that can be used to
determine entitlements and/or leave. A user must have MIS Access to schedule these reports. To
enable or disable a user's access to the MIS Reports, see Chapter 11 of this manual.

Note: Only the OCONUS Traveler Report is currently available through Cognos Connection. See
Section 10.2.5 for guidance on how to run MIS Reports that have not yet migrated to Cognos for DTS.

10.3.1.1 OCONUS Report

Helps determine whether a member or civilian is entitled to foreign duty pay because of TDY
status or Hostile Fire Pay / Imminent Danger Pay and Combat Zone Tax Exclusion when
deployed to select areas. This report includes all individuals who traveled to OCONUS on TDY
and have approved authorizations or vouchers paid within the specified date range.

The OCONUS Report displays the below information:

* Organization name

* Traveler's first name

« Traveler's last name

* Traveler's middle initial
* Traveler's SSN

« Traveler's rank

*  Branch of service

*  Document type

*  Document name
«  TANUM
* Approval date

* Location city

» Location state (or country, if OCONUS)
» Arrival date

*  Departure date

*  Number of days at the location

»  Civilian/military indicator

Beginning on the MIS Reports screen, follow the below steps to request an OCONUS report:
1. Select OCONUS Report.

The OCONUS Report screen opens (Figure 10-36). See Table 10-20 for a description of this
screen.
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OCONUS Report

nclude TOY fravel to QCONUS destinations for Enlisted and Officer personnel. To include Civilian travelers along with the military person

Document Type:™ | autH -

Organization:

Keywords:

Type one or more kevwords separated by
spaces,

I Search[g)
Options ¥
+ Choice:
L+
Include sub-orgs?
. E

Start Date:” [n 11, 2014 -

. ¥
End Date: " [0 11, 2014 B

Include Civilians: ™

This report contains information subject to the Privacy Act of 1974 and is "For Official Use Only,

Cancel

Figure 10-36: OCONUS Report Screen
Table 10-20: OCONUS Report Search Criteria Screen Description

OCONUS REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION
*Document Type Drop-down list to select the type of document to include in the report.
Organization Field used to enter the full or partial organization name.
. Link used to narrow organization search by specifying whether to use case sensitive rules
Options .
or a particular keyword method.

Search Button used to execute search for organization name.
*Choice Displays results of organization search. Select one organization from the list to include in

the report.

Include sub-orgs? When checked, information for sub-organizations will be included in the report.

Fields used to identify the earliest approval date and latest approval date of documents to
include in the report. Report includes authorizations that are stamped APPROVED,
PROCESSED, CTO AMENDMENT, or AUTO APPROVED within the date range.

Icon used to open a pop-up window to select the Start Date and End Date of the range to
include in the report.

*Start Date
*End Date

Calendar Icon
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Table 10-20: OCONUS Report Search Criteria Screen Description

OCONUS REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION
When checked, civilian travelers will be included in the report. If left unchecked. military
Include Civilians travelers will display. C, E, or O will display to identify if the traveler is civilian, enlisted, or

officer, respectively.

Button used to send the report request. This button cannot be selected until all required
fields have been completed.

Submit

*Required field

2. Complete the fields.
3. Select Submit.
The report displays.

4. (Optional) Select the format icon drop-down list arrow located near the top right side of the
screen to choose a different format (Figure 10-37).

{5} keep this version * 13 . I E& x4 _il b d“dd”“-’"ﬁ‘m' 4
; : - [@] yiews in HTML Format
QCONUS Report &) views in POF Formar
oy Act of 1974 and i *For Official Use Only". Any misuse or unauthorized disclosure may result in both civil and ciminal penaltiss, 333**“ ML Forma
ZmYiew in Excel Options »
o TP s i 1 I P e 5 ) e e g i
RGEAKD12014_AD1 .WUWJ 1j2I13 ANCHORAGE IﬂK Q | 1‘.!’20”'1 | 1 o
1/30f14 10
RECOL0114_AD1-01 DOONIL  11/1813 HEIDELBERG DELE (o] 11114 4 E
1/5014 4
118013 KENDALLVILLE N c 1/5114 s

Figure 10-37: Reports’ Format Icon Drop-Down List

5. The report reopens in the selected format.
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10.3.2 Partner System Reports

There are six types of Partner System reports available.

Note: The Partner System CTO Fee Report will be available in Cognos for DTS on September 26,
2014. In the interim, users can run this report in Report Scheduler.

10.3.2.1 Partner System CTO Fee Report

Provides data about CTO transaction fees and reason(s) for CTO intervention within a
specified date range. Users must have permission level 6 to access this report.

The Partner System CTO Fee Report displays the below information:

* Organization name

» Pseudo City Code (PCC)
* Traveler's last name

» Traveler's first name

« Traveler's middle initial

« Traveler's SSN (first five digits masked)
»  Service or agency

«  TANUM

*  Document name

*  PNR locator

» Ticket date

* Fee ticket number

» Transaction type

* Touched status

» Justification code

*  Form of payment (FOP)
«  CTO Fee amount

» Ticket value

Beginning on the Partner System Reports screen, follow the below steps to request a Partner
System CTO Fee Report:

1. Select Partner System CTO Fee Report.

The Partner System CTO Fee Report screen opens (Figure 10-38). For a description of this
screen, see Table 10-21.

* Required Field
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Partner System CTO Fee Report

The Partner System CTO Fee Report identifies those trips that originated from a partner system where there is a CTO Fee charged on a trip and prf
The date range for the report is the Ticket Date {within the last 15 months). Included in the report are Partner Systern organization, PCC, traveler,

vallie,

Partner System:3 | Partrier System Code |

Organization:
Keywords:

Tvpe one of more keywords separated by
Spaces,

I Search(g]
Options ¥
# Choice:
=]
Include sub-orgs?
.
Start Date:” [1n 11, 2014 i
*
End Date: ™ [1un 11, 2014 -

This report contains information subject to the Privacy Act of 1974 and is "For Official Use Only". Any

Cancel

Figure 10-38: Partner System CTO Fee Report Screen

Table 10-21: Partner System CTO Fee Report Search Criteria Screen Description

CTO FEE REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION

*Partner System Drop-down list to select the partner system.

Organization Field used to enter the full or partial organization name.

Link used to narrow organization search by specifying whether to use case sensitive

Options rules or a particular keyword method.
Search Button used to execute search for organization name.
*Choice Displays results of organization search.Select one organization from the list to

include in the report.

Include sub-orgs?

When checked, information for sub-organizations will be included in the report.

*Start Date
*End Date in the report.

Fields used to identify the earliest departure date and latest departure date to include

Calendar lcon range to include in the report.

Icon used to open a pop-up window to select the Start Date and End Date of the

Submit required fields have been completed.

Button used to send the report request. This button cannot be selected until all
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10.3.2.2 Partner System Posack Delinquency Report

Provides data about travel documents awaiting response (i.e., a positive acknowledgement
[POSACK] from the supporting accounting or disbursing system within a specified number of
hours. Users must have permission level 5 to access this report.

The Partner System Posack Delinquency Report displays the below information:

+ Traveler's organization

* Traveler's last name

* Traveler's first name

* Traveler's middle initial

« Traveler's SSN (first five digits masked)
«  TANUM

*  Document name

*  Document type

* Transaction amount

* Adjustment level

« Original document name

¢ XML submit date

*  Number of days, hours, and minutes open
* Accountable station number

* Invoice transaction sequence

* Traveler's email address

« DTA ID email address

Beginning on the Partner System Reports screen, follow the below steps to request a Partner
System Posack Delinquency Report:

1. Select Partner System Posack Delinquency Report.

The Partner System Posack Delinquency Report screen opens (Figure 10-39). For a
description of this screen, see Table 10-22.
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Partner System Posack Delinquency Report

The Partner System Pos Ack Delinquency Report provides a list of all Partner Systerm transactions for the selection criteria that are awa
ILOVANCE SUBMITTED, and are awaiting a response (POS ACK, REJECT, or PAID). There is no date range for this report, as it returns
ccounting and disbursing system down times, etc., befare considering a response as seriously delinguent.

Partner System: | pariner System =l
Report Type: 3 |Report Type =l
Organization Search:
Keywords:
Type one o more keywords separated by
TPECES.
I Search[g)
COptionz ¥
# Choice:
-l
=

Include sub-orgs? [

# of Hours Delinquent: s

This report contains information subject to the Privacy Act of 1974 and is "For Official Use Only". Anyr

Submit Cancel

Figure 10-39: Partner System Posack Delinquency Report Screen
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Table 10-22: Partner System Posack Delinquency Report Search Criteria Screen Description
PARTNER SYSTEM POSACK DELINQUENCY REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT

DESCRIPTION

*Partner System

Drop-down list to select the partner system.

*Report Type

Drop-down list to select the type of report to run, either Obligation or Payment.

Organization Search

Field used to enter the full or partial organization name.

Link used to narrow organization search by specifying whether to use case sensitive

Options rules or a particular keyword method.
Search Button used to execute search for organization name.
*Choice Displays results of organization search. Select one organization from the list to

include in the report.

Include sub-orgs?

When checked, information for sub-organizations will be included in the report.

# of Hours Delinquent

Text field to specify a minimum number of hours that must have passed since a
document was stamped, to be included in the report.

Submit

Button used to send the report request. This button cannot be selected until all
required fields have been completed.

*Required field

2. Complete the fields.

3. Select Submit.

The report displays.

4, (Optional) Select the format icon drop-down list arrow located near the top right side of the
screen to choose a different format (Figure 10-37).

The report reopens in the selected format.
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10.3.2.3 Partner System Routing Status Report

Identifies the status of documents in routing, the next stamp in each document’s routing list
and the number of days that have passed since the document was last stamped. There is no
date range for this report as it provides a list of all documents that are currently routing.

The Partner System Routing Status Report displays the below information:

« Organization name

« Traveler’s last name

« Traveler’s first name

+ Traveler's middle name

+ Document type (authorization, voucher, or local voucher)

«  TANUM

* Document name

*  Current document status, e.g., the status SIGNED

» Date on which the current status stamp was applied to the document

* Awaiting status (the status stamp that will be applied to the document when the next
Routing Official signs the document)

*  Number of days since the current stamp was applied to the document

Beginning on the Partner System Reports screen, follow the below steps to request a Partner
System Routing Status Report:

1. Select Partner System Routing Status Report.

The Partner System Routing Status Report screen opens (Figure 10-40). For a description of
this screen, see Table 10-23.
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Partner System Routing Status Report

[The Routing Status Report will provide the DTA with a list of documents that are awaiting a signature (i.e. in the process of routing to approwal.) In addition, this report indicates which approving/reviewing official has}
is no date range for this report as it provides a list of all documents in an organization that are currently routing. Indicated in the report is the organization, traveler, document type, TANUM, docurnent name, docume

Partner System: 3 [Parner System Code ~|

Organization Search:
Keywords:

Type one or more keywords separated by
Spaces.

I Search[d]

Optians ¥
# Choice:

=

Include sub-orgs? ™

Routing Official Lookup:
Search Category: |( Routing Officisl Firstor Last Mame— Enter Routing Offical's First Name, Last Name, or SSN,
(" Routing OFficial 55K
Desclect  First Mame: Last Name: SEM: Lookup
Mo of Days Threshold: *[1

This report contains information subject to the Privacy Act of 1974 and is "For Official Use Only". Any misuse or unauthorized disclosure may result in

Submit Cancel

Figure 10-40: Routing Status Report
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Table 10-23: Partner System Routing Status Report Search Criteria Screen Description

PARTNER SYSTEM ROUTING STATUS REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT

DESCRIPTION

*Partner System

Drop-down list to select the partner system.

*Document Type

Drop-down list to select the type of document to be included in the report.

Organization Search

Field used to enter the full or partial organization name.

Link used to narrow organization search by specifying whether to use case

Options sensitive rules or a particular keyword method.
Search Button used to execute search for organization name.
*Choice Displays results of organization search. Select one organization from the list to

include in the report.

Include sub-orgs?

When checked, information for sub-organizations will be included in the report.

Search Category

Used to specify whether name or SSN will be used to search for documents
awaiting action by a specific Routing Official.

First Name Field used to enter Routing Official’s first name.
Last Name Field used to enter Routing Official’s last name.
SSN Field used to enter Routing Official’'s SSN.
Lookup Link used to execute search for a specific Routing Official.
*No of Days Threshold Field used to specify a minimum number. of days that must have passed since a
document was stamped, to be included in the report.
. Button used to send the report request. This button cannot be selected until all
Submit . )
required fields have been completed.
*Required field

2. Complete the fields.

3. Select Submit.

The report displays.

4. (Optional) Select the format icon drop-down list arrow located near the top right side of the
screen to choose a different format (Figure 10-37).

The report reopens in the selected format.
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10.3.2.4 Partner System Traveler Status Report

Provides a list of travelers who were or will be TDY on a date or range of dates. There is an
option to include cost related data in the report.

The Partner System Traveler Status Report provides the below information:

* Organization name

« Traveler's last name

« Traveler's first name

« Traveler's middle initial

« Traveler's SSN (first five digits masked)

+ Traveler’s email address

« Traveler’s title or rank

« Traveler’s service or agency

«  TANUM

*  Departure date

* Return date

* Location city

* Location state (or country, if outside the continental United States (OCONUS)

* Arrival date

*  Departure date

*  Document type

* Document name

« DTA email address

* Lodging costs (total per diem lodging expense)

+ Cost of airfare (total commercial plane expense)

« Other costs (total expense except lodging costs, cost of airfare, and rental vehicle
costs)

+ Rental vehicle costs (total commercial auto expense)

« BOQ (indicates if quarters are available for any portion of the trip)

Beginning on the Partner System Reports screen, follow the below steps to request a Partner
System Traveler Status Report:

1. Select Partner System Traveler Status Report.

The Partner System Traveler Status Report screen opens (Figure 10-41). For a description of
this screen, see Table 10-24.
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the 'No' option for Show Cost Fields.

Partner System: 3 |partner System Coda -

Organization Search:

Keywords:

Type one or more keywords separated by

spaces.

I Search[g)
Options

# Choice:

Include sub-orgs?

Show Cost Fields: ™

Search Category: ™ | (@ Start/End Dat=
(" TD¥ Date As Of

t1Start Date: [ 1un 11, 2014 =~
t1End Date:  [3un 11, 2014 =-

—_ OR —_

12TDY Date As Of: [un 11, 2014 -

Cancel

Partner System Traveler Status Report

[The Partner System Traveler Status Report will provide the user with a list of travel documents within DTS that were imported from a par
ank, service, TANUM, departure date, return date, document type, document name, and DTA email address. If you would like the report

Only one of the T fields (either 1, 2) must be completed.

This report contains information subject to the Privacy Act of 1974 and is "For Official Use Only"

Figure 10-41: Partner System Traveler Status Report Screen
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Table 10-24: Partner System Traveler Status Report Search Criteria Screen Description

PARTNER SYSTEM TRAVELER STATUS REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT

DESCRIPTION

*Partner System

Drop-down list to select the partner system.

Organization Search

Field used to enter the full or partial organization name.

Link used to narrow organization search by specifying whether to use case sensitive

Options rules or a particular keyword method.
Search Button used to execute search for organization name.
*Choice Displays results of organization search. Select one organization from the list to

include in the report.

Include sub-orgs?

When selected, information for sub-organizations will be included in the report.

Show Cost Fields

When selected, five additional cost related columns and their corresponding data will
be included in the report.

*Search Category

Used to specify method to determine date range.

11 Start Date
11 End Date

Fields used to identify the earliest return date and latest return date to include in the
report. Only one of the 1 fields (1 or 2) must be completed.

12 TDY Date as of

Field used to limit the report to travelers who were or will be on TDY on one selected
date. Only one of the 1 fields (1 or 2) must be completed.

Calendar Icon

Icon used to open a pop-up window to select the TDY Date, or the Start Date and
End Date of the range to include in the report.

Submit

Button used to send the report request. This button cannot be selected until all
required fields have been completed.

*Required field

2. Complete the fields.

3. Select Submit.

The report displays.

4. (Optional) Select the format icon drop-down list arrow located near the top right side of the
screen to choose a different format (Figure 10-37).

The report reopens in the selected format.

10.3.2.5 Partner System Unsubmitted Voucher Report

Contrary to what the title suggests, the report does not simply provide a report of unsubmitted
vouchers. Instead, it provides a list of the following authorizations for which, during the specific

date range:

* No voucher was created

* A voucher exists in any status other than SIGNED or T-ENTERED. For example,
vouchers in CREATED, APPROVED, and ARCHIVE ACCEPTED would all appear on
the report.

The specified date range must be within the last 24 months and may be requested in
increments of up to 93 days. By filtering the report entries, Budget DTA (BDTAs) may use this
report to monitor open obligations that are in the system because of travelers not filing
vouchers. At a minimum, this report should be run on a weekly basis.
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The Partner System Unsubmitted Voucher Report displays the below information:

»  Organization name

« Traveler's last name

« Traveler's first name

* Traveler's middle initial

* Traveler's email address
«  TANUM

* Approved date

* Document name

*  Departure date for the travel
» Days since end of trip

*  Amount of authorization

Beginning on the Partner System Reports screen, follow the below steps to request a Partner

System Unsubmitted Voucher Report:

1. Select Partner System Unsubmitted Voucher Report.

The Partner System Unsubmitted Voucher Report screen opens (Figure 10-42). For a

description of this screen, see Table 10-25.

organization, traveler, email, TANUM, approved date, document name, departure date and number of days since the end of the trip.

Partner System: |Fartrer System Code -

Organization Search:
Keywords:

Type one o more keywords separated by
spaces.

I Search[d)

Options ¥
# Choice:
=]
Include sub-orgs?
.

Start Date:”™ [1n 11, 2014 g

. ¥
End Date: ™ [3un11, 2014 -

Days Since End of Trip*[s

Cancel

Partner System Unsubmitted Voucher Report

The Partner System Unsubmitted Youcher Report will provide the DTA with a list of authorizations that were imported from a partner system for which voucher:

This report contains information subject to the Privacy Act of 1974 and is "For Official Use Only". Any misuse of
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Figure 10-42: Partner System Unsubmitted Voucher Screen

Table 10-25: Partner System Unsubmitted Voucher Report Search Criteria Screen Description

PARTNER SYSTEM UNSUBMITTED VOUCHER REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT

DESCRIPTION

*Partner System

Drop-down list to select the partner system.

Organization Search

Field used to enter the full or partial organization name.

Link used to narrow organization search by specifying whether to use case

Options sensitive rules or a particular keyword method.
Search Button used to execute search for organization name.
*Choice Displays results of organization search. Select one organization from the list to

include in the report.

Include sub-orgs?

When checked, information for sub-organizations will be included in the report.

*Start Date, *End Date

Fields used to identify the earliest return date and latest return date of trips to
include in the report.

Calendar Icon

Icon used to open a pop-up window to select the Start Date and End Date of the
range to include in the report.

*Days Since End of Trip

Text field used to specify a minimum number of days passed since the return date
on the authorization.

Submit

Button used to send the report request. This button cannot be selected until all
required fields have been completed.

*Required field

2. Complete the fields.

3. Select Submit.

The report displays.

4. (Optional) Select the format icon drop-down list arrow located near the top right side of the
screen to choose a different format (Figure 10-37).

The report reopens in the selected format.
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10.3.2.6 Partner System Unused Ticket Report

Tracks paper tickets purchased for TDY travel, but were not used. The expenses for unused
tickets must be refunded to the Government. The report also returns data about tickets that
recorded a different amount on the voucher than the amount approved on the authorization.
Data about a ticket will show up on this report if one of the following conditions is present:

¢ The authorization included an airline ticket, but no voucher has been created
» The ticket price on the authorization differs from the ticket price on the voucher

The Partner System Unused Ticket Report displays the below information:

* Organization name

« Traveler's last name

» Traveler's first name

* Traveler's middle initial

« Traveler's SSN (first five digits masked)
» Date the traveler returned from trip

«  TANUM

*  Document name

e Current document status

» Date on which document was created

» Date on which document was approved
e Ticket number

» Ticket cancelled status

* Airline ticket amount

» Ticket voucher amount

+ Delta (the difference between the amount of the ticket and the voucher)

Beginning on the Partner System Reports screen, follow the below steps to request a Partner
System Unused Ticket Report:

1. Select Partner System Unused Ticket Report.

The Partner System Unused Ticket Report screen opens (Figure 10-43). For a description of
this screen, see Table 10-26.
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Partner System Unused Ticket Report

[The Partner System Unused Ticket Report provides a list of trips that were imported from a partner system that potentially have unused air tickets. These trips are candidates for further research. Trips are displayed on this re
farnount on the voucher. The authorization has an air ticket, but does not have a signed voucher. The date range for the report is the end date of the trip. Future dates should not be used in the date range.

Partner System: } [parmer System core |

Qrganization Search:
Keywords:
Type one of mare keywords ssparated by spaces

Search[@]
Options ¥

* Chaoice:

Include sub-orgs?

Only one of the 1 fields (either 1, 2, 3) must be completed.

Search Category:* [ & StartiEnd Date
" Ticket Mumber
" Traveler

ti8tartDate: [Jnz7, 2004 m@-
tIEnd Date: [inz7, 2014 @~
-OR--

t2Ticket Number: [
-OR -

3Ti ler Lookup:
fETraveler Lookup Enter Traveler's First Name, Last Name, or SSN.

Search Category: | ¢ Traveler First or Last Name
€ Traveler 55N FirstMame: [ LastName: | SSH: [

Deselect

This report contains information subject to the Privacy Act of 1974 and is "For Official Use Only". Any misuse or unauthorized disclosure may result in both civil and criry

Cancel

Figure 10-43: Partner System Unused Ticket Report Screen
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Table 10-26: Partner System Unused Ticket Report Screen Search Criteria Screen Description

UNUSED TICKET REPORT SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT

DESCRIPTION

*Partner System

Drop-down list to select the partner system.

Organization Search

Field used to enter the full or partial organization name.

Link used to narrow organization search by specifying whether to use case sensitive

Options rules or a particular keyword method.
Search Button used to execute search for organization name.
*Choice Displays results of organization search. Select one organization from the list to

include in the report.

Include sub-orgs?

When checked, information for sub-organizations will be included in the report.

Search Category

Used to specify if search is for a date range, specific ticket number, or traveler.

11 Start Date
11 End Date

Fields used to identify the earliest return date and latest return date to include in the
report. Only one of the t fields (1, 2, or 3) must be completed.

Calendar Icon

Icon that opens a pop-up calendar. Select the departure approval date and latest
departure date to include in the report.

12 Ticket Number

Field used to limit the report data to one ticket. Enter the ticket number in this field.
Only one of the T fields (1, 2, or 3) must be completed.

13 Traveler Lookup

Field used to limit the report to documents associated with one traveler. Only one of
the t fields (1, 2, or 3) must be completed.

*Search Category

Used to specify whether name or SSN will be used for search of specific traveler.

First Name Field used to enter the traveler’s first name.
Last Name Field used to enter the traveler’s last name.
SSN Field used to enter the traveler’'s SSN.
Lookup Link used to open a screen the user can search for a traveler to complete the
Traveler SSN field.
Clear SSN Link used to clear an SSN from the Traveler SSN field.
. Button used to send the report request to DTS. This button cannot be selected until
Submit all required fields have been completed.
*Required field

2. Complete the fields.
3. Select Submit.
The report displays.

4. (Optional) Select the format icon drop-down list arrow located near the top right side of the
screen to choose a different format (Figure 10-37).

The report reopens in the selected format.

10.3.3 Person Reports

Person Reports can be used to view a person’s permanent profile data or view a list of users that have
ROA access.

Note: Only the Complete Traveler Information List Report is currently available through Cognos
Connection. See Section 10.2.7.1 for guidance on how to run the ROA Access Report.
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10.3.3.1 Complete Traveler Information Report

Provides data from a person’s permanent profile. Users must have permission level 5 to
access this report.

The Complete Traveler Information Report displays the below information:

+ Traveler's SSN

« Traveler’s first name

+ Traveler's middle initial

« Traveler’s last name

« Organization name

+ Traveler's email address

« Organization access

«  Group access organization owner name
+ Group access group name

* Permission levels

*  Approval override status

* Non-DTS Entry Agent status

+ Debt Management Monitor status

« UserlID
« Civilian/military status
« Title/rank

* Mailing address line

* Mailing address city

* Mailing address state/country
* Mailing address zip/postal code
* Routing list name

* Self-AO approval status

* Default LOA label

+ Gender

* Residential address

* Residential city

* Residential state/country

» Residential zip/postal code

* Residential phone number

+ Emergency contact name

+ Emergency contact phone number
*  Printed organization name

* Present duty station name

« Service/agency

*  Number of work hours/day

+ Time zone

*  Duty station address

*  Duty station city

* Duty station state/country

« Duty station zip/postal code

* Mail code

«  Duty station phone number

»  Duty station fax number

*  Number of miles to closest airport
« UnitID

+ Tech status

»  Air crew status
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*  Government charge card (GOVCC) holder
» Advance authorization

* Mandatory use of GOVCC

*  GOVCC account number (last six digits)

*  GOVCC expiration date

* Mandatory EFT payment

*  Checking account number

»  Checking routing number

»  Savings account number

»  Savings routing number

+« CSA status

Chapter 10: Reports

Beginning on the Person Reports screen, follow the below steps to request a Complete
Traveler Information Report:

1. Select Complete Traveler Information Report.

The Complete Traveler Information Report screen opens (Figure 10-44). For a description of
this screen, see Table 10-27.

View Persons Report - Prompt Page

Organization Search:

Please type in your full or
partial Crganization name
and click Search (Click on
the options link to narrow
your search). Select one
organization from the
Fesults. If you wish to
include sub-organizations in
your search, check the box
below the Qrganizatian
Search prampt.

Complete the remaining
prompts and then click CK to
launch the dashboard.

As Of Date:

Show Full SSN:

Keywords:
Type one or mare keywwords separated by
FpACES.

I Search[g)
Options &
# Choice:

=l

|

Include sub-orgs?

*
[ un 11, 2014 -

0 ves
(@ Mo

This report contains information subject to the Privacy Act of 1974 and is "For Official Use Only". Ardiscly

Figure 10-44: Complete Traveler Information Report Screen
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Table 10-27: Complete Traveler Information Report Search Criteria Screen Description

COMPLETE TRAVELER INFORMATION SEARCH CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION

Organization Search | Field used to enter the DTS organization to include in the report.

Link used to narrow organization search by specifying whether to use case sensitive rules

Options or a particular keyword method.
Search Button used to execute search for organization name.
. . Displays results of organization search. Select one organization from the list to include in
Choice
the report.
Include sub-orgs? When checked, information for sub-organizations will be included in the report.
*As Of Date Field used to indicate currency of information to include in the report.
*Show Full SSN When selected, displays the full SSN. If left unchecked, the first five digits of the SSN will be
masked.
Submit Button used to send the report request to DTS.

*Required field
2. Complete the fields.
3. Select Submit.
The report displays.

4. (Optional) Select the format icon drop-down list arrow located near the top right side of the
screen to choose a different format (Figure 10-37).

The report reopens in the selected format.
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10.4 Budget Reports

The reports feature of the DTS Budget tool allows the user to review budget activities for organizations and
LOAs. See Chapter 9 for information about the DTS Budget tool. The user can specify the report size by
entering the appropriate selection criteria. Users must have permission level 1 or 3 to access reports in the
Budget tool.

The below reports can be accessed from the subnavigation bar:

» Balance Reports

+ Target Adjustment Reports

» Transaction Reports

« Total Obligation Reports

Since some of the reports are extensive and may take some time to run, select the Download Reports link
on the subnavigation bar. This feature will allow the user to view large reports without timing out in DTS
after a prolonged period of inactivity. The available reports are discussed in the following subsections.
Beginning on the User Welcome screen (Figure 10-1). Follow the below steps to request a Balance report:
1. Mouse over Administrative on the menu bar.

2. Select Budget from the drop-down list.

The DTS Budget Tool screen opens (Figure 10-45).

Logged In As: Helen D. West Close Window
Screen 1D: 12491 Help for this screen

% Defense Travel System Budget Main Budget Maintenance M

A New Era of Government Travel

Balance Adjustment Transaction Total Obligation Download Reports

The Reports Function provides detailed reports (in HTML or downloadable CSV format) to facilitate budget item tracking and
recenciliatien. The following report types are available:

# Balance Report

# Target Adjustment Report
+ Transaction Report

+ Total Chligation Repart

Figure 10-45: DTS Budget Tool Screen

3. Select Reports.

10.4.1 Balance Report

Shows the cumulative amount of all transactions affecting a specified budget item to date.

The Quarterly Balance report displays the below information:
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Date of report

FY

Organization

Budget

Budget LOA

Quarterly funding target
Previous quarter carryover
Funding target adjustments
Transaction adjustments
Obligations outstanding
Expenditures paid

Total obligations

Available funding balance
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The Annual Balance report displays the below information:

» Date of report

« FY
*  Organization
* Budget

*  Budget LOA

* Annual funding target

* Funding target adjustments
+ Transaction adjustments

»  Obligations outstanding

*  Expenditures paid

« Total obligations

* Available balance

Follow the below steps to request a Balance Report:

1. Select Balance from the subnavigation bar

Chapter 10: Reports

The Balance Report Selection Criteria screen opens (Figure 10-46). See Table 10-28 for a

description of the selection criteria screen.

Mote: Caption in bold is a required field.

Fiscal Year» [20127]

Enter the selection criteria and click Create Report for Selected Organizationi(s)

DTMOCSD

Organization »

[T Include Sub Organizations

Budget Label»

A Enter in the format: YY AOOO0OO00IK

[T Include Inactive Budgets

CREATE REPORT

Figure 10-46: Balance Report Selection Criteria Screen
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Table 10-28: Balance Report Selection Criteria Screen Description

BALANCE REPORT SELECTION CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION
Fiscal Year Drop-down list to select the budget FY for the report.
Organization Text field to enter the name of the organization for which the report will be run.
Magnifying Glass Icon used to search for the organizations to which the user has access.

Include Sub Organizations When checked, budgets for sub-organizations will be included in the report.

Text field to enter the budget name in the format shown (e.g., 13 MEDICAL).

Budget Label Leaving the field blank will return all budgets for the selected organization.
Include Inactive Budgets Used to include the organization’s inactivate budgets in the report.
Create Report Initiates the creation of the report.

2. Select the Fiscal Year drop-down arrow and select the FY for the budget.

3. Complete the Organization field with the name of the organization or choose the magnifying
glass to search for the organization.

4. If necessary, check the Include Sub Organizations box to include adjustments to sub-
organizations.

5. Complete the Budget Label field to narrow the report to a specific budget.

6. Check the Include Inactive Budgets box to display the organization’s inactivated budgets in the
report.
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7. Select Create Report.

Chapter 10: Reports

Adjustment Transaction Total Obligation Download Reports

Fiscal Year» 2012

Organization » DTMOCSD
Include Sub Organizations
Budget Label»

Do Mot Include Inactive Budgets

To view each report: Click on the Viewr link.

Dl_esesleel:ftAﬁl i View Report Organization Budget Label
- View DTMOCSD 12 DEFALLT
- View DTMOCSD 12 DTMO FMS
- View DTMOCSD 12 TRAINING
r View DTMOCSD 12 TRAINING123

| cresterepot

To generate a downloadable report: Select the desired budget items and click Create Report.

Active

True

True

True

True

Figure 10-47: Generating Balance Reports Screen

8. Check the box to the left of the budget(s) or check the Select All/De-Select all box to choose all

budgets (Figure 10-47).

9. Select Create Report to generate reports for download.
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Chapter 10: Reports

The Generating Balance Report screen opens (Figure 10-48). This screen lists all of the reports that
have been sent for download. The text identifies the email address to which DTS will send the
notification when the report is ready to download.

The Adjustment Report has begun for the selected criteria. You wil receive an email at,
helen.west@dtmo. pentagon.mil, when the report is ready to download.

Fiscal Year » 2012
Organization » DTMOCSD
Include Sub Organization » false
Budget Label»

Include Inactived Budgets v false

Organization Budget Label
DTMOCSD 12 DEFAULT
DTMOCSD 12 DTMO FMS
DTMOCSD 12 TRAINING
DTMOCSD 12 TRAINING123

Figure 10-48: Generating Balance Report Screen
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Chapter 10: Reports

The Balance Report displays in an Excel spreadsheet (Figure 10-49).

&) BalanceReport DTMO-TRAINING 3.21 2011

A B c D E I G H | J K L M
I_ -I
2
3 |Run Date: Mon Mar 21 10:50:02 EDT 2011
4 |Fiscal Year: 2011
5 |Org: DTMO-TRAINING
6 |Budget: 11 EXERCISE
7 |Active: true
8 |Budget LOA: 667100°574414340044304 148141841243V ANAANAANGARAGET I NAY ARARAAAR
9 |Report Title: Quarterly Budget Balance Report
10
11 QTR1 Qamr2 QTrR3 QaTR4 Annual Total
12 |Quarterly 50.00 50.00 $0.00 50.00 $0.00
13 | Previous Quarter Carryover $999,526.52
14 |Funding T $1,000,000.00 $1,030,000.00 $1,030,333.00 $1,045,000.00 $4,125,333.00
15 Transactic $0.00 $0.00 50.00
16 | Obligatior $473.48 $6,275.00 56,743.43
17 |Expenditu 50.00 $0.00 50.00
18 |Total Qbli S473.48 96,275.00 56,748.48
19 |Available S0.00 $2,043,291.52 51,030,333.00 $1,045,000.00 $4,118,584.52
20

21

22 |Run Date: Mon Mar 21 10:50:02 EDT 2011

23 |Fiscal Year: 2011

24 |Org: DTMO-TRAINING

25 |Budget: 11 TRAINING

26 |Active: true

27 |Budget LOA: 067400417411*1141106*27A02100467438**067400* 2D MCTF00000001 "M 20175750 D0 BF AD00L A AAAGA00N A AAAAARR
28 |Report Title: Quarterly Budget Balance Report

29

a1 far-s AnoualTotal

.y <

L —

an AT Ao r
14 4 » M| BalanceReport DTMO-TRAINING 3 2 7J

TR

0

Figure 10-49: Balance Report

10.4.2 Target Adjustment Report

Shows all the adjustments that authorized users (permission level 3) have made to the target amounts

and transactions that they have inserted into the budget item.
The Target Adjustment Report displays the below information:

» Transaction date

+ Lastname

+  First name

« Traveler's SSN (first five digits masked)

» Public key infrastructure (PKI) user identification number (UIN)

+ Contents of the inserted transaction, if applicable

* Adjustment transactions by quarter and the total (quarterly report only)

+ Single, summarized entry of adjustments for the FY (annual report only)

+ List of adjustment transactions in chronological order for the FY to date with a total at the foot

of each column
Follow the below steps to request a Target Adjustment report:

1. Select Adjustment from the subnavigation bar.
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Chapter 10: Reports

The Target Adjustment Report Selection Criteria screen opens (Figure 10-50). See Table 10-29 for a
description of the Target Adjustment Report Selection Criteria screen.

Enter the selection criteria and click Create Report for Selected Organization(s)
Mote: Caption in bold is a required field.

Fiscal Years [2012]5]
Date From» |03701/2012 ][

2 Format is MM dd Moy
Date To 0871572012 | 5]
2 Format is MM/ dd Myyyy
Organization » DTMOCSD 1%
al Entsr the orgamization or chick on the 10on to sslect a value

[T Include Sub Organizations

Budeget Label » | |

Enter in the format: YV SOCOC000000

[T Include Inactive Budgets

CREATE REPORT

Figure 10-50: Target Adjustment Report Selection Criteria Screen

Page 10-98 DTS Release 1.7.3.24, DTA Manual, Version 4.6.11 Updated 9/12/14

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 10: Reports

Table 10-29: Target Adjustment Report Criteria Selection Screen Description

TARGET ADJUSTMENT REPORT CRITERIA SELECTION SCREEN DESCRIPTION

FIELD OR DESCRIPTION
OBJECT
Fiscal Year Drop-down list to select the budget FY.
Field to enter the earliest adjustment date (MM/DD/YYYY) that should be included in the
Date From - -
report. Select the calendar icon to select dates using the pop-up calendar.
Field to enter the latest adjustment date (MM/DD/YYYY) that should be included in the report.
Date To : .
Use the calendar icon to select dates using the pop-up calendar.
Icons that, when selected, display a pop-up calendar from which to select the Date From and
Calendar
the Date To.
Organization Text field to enter the name of the organization for which the report will be run.

Magnifying Glass | Icon used to search for the organizations to which the user has access.

Include Sub

L When checked, information for sub-organizations will be included in the report.
Organizations

Text field to enter the budget name in the format shown (e.g., 13 MEDICAL). Leaving the field

Budget Label blank will return all budgets for the selected organization.

Include Inactive
Budgets

Create Report Used to initiate the creation of the report.

Includes the organization’s inactivated budgets in the report.

2. Select the Fiscal Year drop-down arrow and select the FY for the budget.

3. Complete the Date To and Date From fields in the format shown below the field or select the
calendar icon and choose the dates.

4. Complete the Organization field with the name of the organization or select the magnifying
glass to search for the organization.

5. If necessary, check the Include Sub Organizations box to include adjustments to sub-
organizations.

6. Complete the Budget Label field using the format shown to narrow the report to a specific budget.

7. Check the Include Inactive Budgets box to display the organization’s inactivated budgets in the
report.

8. Select Create Report.
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Chapter 10: Reports

The Adjustment Report screen opens (Figure 10-51). This screen displays all changes that authorized
users have made to the target amounts and allows the user to select the report(s) that they want to
download.

Fiscal Year » 2012

Organization » DTMOCSD
Do Mot Include Sub Organizations
Budeget Label+

Do Mot Include Inactive Budgets

To generate a downloadable repart: 3elect the desired budget items and click Create Report.

To view each report: Click on the Viewr link.

[T Select All/
View Report Organization Budget Label Active
Deselect All P e
- View DTMOCSD 12 DTMO FMS True
Il View DTMOCSD 12 TRAINING123 True

B

Figure 10-51: Adjustment Report Screen

9. Select View to the left of the budget label.

The selected report displays in view-only format on the Quarterly Budget Adjustment Report screen
(Figure 10-52).
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Chapter 10: Reports

Date Name
2012- OTMO,
04-11 HELEN
2012- DTMO,
04-11 HELEN

Amount Budgeted for Each Quarter

S5N

po e o

7339

p e o

7339

Quarterly Budget Adjustment Report...

Fiscal Year» 2012

Organization » DTMOCSD

Active » True

UIN

Budget Label» 12 DTMO FMS

QTR 1

U3000039928 50.00

U3000039928 50.00

Total

50.00

QTR 2

50.00

50.00

50.00

|

QTR 3

50.00

55,000,000.00

55,000,000.00

Budget LOA+ 068342°17°11°12°2°278242°PN99°2100°EAE29° 0" 068342720 N"0003%" 127" ~*~*

QTR 4

50.00

5500,000.00

5500,000.00

~°*000705M23090Q "

Total

50.00

55,500,000.00

55,500,000.00

Remarks

trigger

defaulted:

BUDGET
CREATED

budget

10. Select Back.

Figure 10-52: Quarterly Budget Adjustment Report Screen

The Adjustment Report screen opens (Figure 10-51).

11. Select the check box to the left of the budget(s) or select the Select All/De-Select all box to
select all budgets.

12. Select Create Report to generate reports for download.
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The Generating Target Adjustment Report screen opens (Figure 10-53). This screen lists all of the
reports that have been sent for download. The text identifies the email address to which DTS will send
the notification when the report is ready to download.

The Adjustment Report has begun for the selected criteria. You wil receive an email at,
helen.west@dtmo.pentagon.mil, when the report is ready to download.

Fiscal Year» 2012
Organization » DTMOCSD
Include Sub Organization » false
Budget Label»

Include Inactived Budgets » false

Organization Budget Label

DTMOCSD 12 DTMO FMS

DTMOCSD 12 TRAINIMNG123

Figure 10-53: Generating Target Adjustment Report Screen

The Target Adjustment Report displays in an Excel spreadsheet (Figure 10-54). See Section 10.3.5 for
guidance on downloading Budget Reports.

Run Date: Mon Mar 21 11:05:02 EDT 2011
Fiscal Year: 2011

Date From: 10/01/2010

Date To: 03/21/2011

QOrg: DTMO-TRAINING

Budget: 11 EXERCISE

Active: true

10 |Budget LOA: 667100757~4113400~430"1 " 81/ 181243 VAN MALA0G A AGETIO0AVA R AR AR

11 |Report Title: Budget Adjustment Report (Quarterly Basis)

12

13 |Date Last Name First Nami 55N uIN Quarter 1 Quarter 2 Quarter3 Quarter4 Total Remarks

w ool o | & w e

14 | sssEAE TERRY CARSON  xxx-xx-41:U9000012¢ 50.00 $50,000.00 $30,333.00 $45,000.00 $125,333.00 New Funding Approved.
15

16 Total $0.00 $50,000.00 $30,333.00 $45,000.00 $125,333.00

17

18

19 |Run Date: Mon Mar 21 11:05:02 EDT 2011
20 |Fiscal Year: 2011

21 |Date From: 10/01/2010

23 |Date To: 03/21/2011

23 Org: DTMO-TRAINING

24 |Budget: 11 TRAINING

25 |Active: true

26 |Budget LOA: 06740041741 1M 111067 27A0A2 100467438406 74002DMCTF 0000001 M201 75450400 A BFADDDLAAAANGADONA A RAAAAN

27 |Report Title: Budget Adjustment Report (Quarterly Basis)

28

29 [Date | ast Name First Nami SSN LN Quarter 1 Quarter 2 Quarter 3 Quarter4 Tatal " Remarks

W 4 » M| AdjustmentReport DTMO-TRAINING_ <%0 & - - - - - [ m B

Figure 10-54: Target Adjustment Report
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10.4.3 Transaction Report

The Budget Transaction report shows all individual transactions that affect a given budget.
Budget Transactions reports display the below information:

* Organization name
* Budget item label
* Approval date
+ Last name(s) of traveler(s)
*  First name(s) of traveler(s)
* Document type (abbreviated as written below)
* AUTH: authorization
* VCHR: voucher
* LVCHR: local voucher
+ CXL: cancelled documents

+ INSERT: manually entered transactions
» Standard Document Number (SDN)

«  TANUM

* Document name

*  Departure date

* Location/destination of TDY (in one field)

+ LOA label

+ LOA

*  Perdiem

* Transportation
*  Other

» Total obligation

* Indicator for wildcard budget items if multiple LOAs are involved (Single documents with
multiple LOAs that fund against the wildcard will have separate entries.)

* Running balance total with a separate running balance for each budget item

Adjustments to targets and amounts obligated and disbursed directly from entries in the budget will
display with the name of the user who made the adjustment. The document type will show the budget
and the amount of the adjustment in the Total Obligation field. For insert transactions, the BDTA will be
able to enter the same information as an approved transaction. At a minimum, the insert transaction
will require the authorized user’s last name and first name. The document type will display as Insert
and the amount of the adjustment will show in the Total Obligation column.

Note: If the budget is maintained on a quarterly basis, the first date of the quarter will be used as the
transaction date, and the date the authorized user actually entered the adjustment will be entered in
the Departure Date field for all transactions that occurred before the quarter began.

Follow the below steps to request a Budget Transaction report:

1. Select Transaction from the subnavigation bar.

DTS Release 1.7.3.24, DTA Manual, Version 4.6.11 Updated 9/12/14 Page 10-103

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.
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The Transaction Report Selection Criteria screen displays (Figure 10-55). See Table 10-30 for a
description of the selection criteria screen.

Enter the selection criteria and click Create Report for Selected Organization(s)
Mote: Caption in bold is a required field.

Fiscal Years [2012]5]
Date From, |08/15/201Z] 8l

A Format is MM

M/ dd My

Date To,» L98/15/2012|[E]

A Fn M Sdd
ormat is MM/dd/yyyy

[DTMOCSD Ja
A Enter the organization or dick on the icon to sslect a value
12 194 RSW

12 DEFAULT

12 DTMO FMS

12 TRAINING

12 TRAINING123

Organization »

Budget Label»

[T Include Inactive Budgets

CREATE REPORT

Figure 10-55: Transaction Report Selection Criteria

Table 10-30: Transaction Report Selection Criteria Screen Description

TRANSACTION REPORT SELECTION CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION
Fiscal Year Drop-down list to select the budget FY.
Date From Field to enter the earliest adjustment date (MM/DD/YYYY) that should be included in the

report. Select the calendar icon to select dates using the pop-up calendar.
Field to enter the latest adjustment date (MM/DD/YYYY) that should be included in the

Date To report. Select the calendar icon to select dates using the pop-up calendar.
Icons that, when selected, display a pop-up calendar from which to select the Date From
Calendar
and the Date To.
Organization Text field to enter the name of the organization for which the report will be run.
Magnifying Glass Icon used to search for the organizations to which the user has access.

Text field to enter the budget name in the format shown (e.g., 13 MEDICAL). Leaving the

Budget Label field blank will return all budgets for the selected organization.

Include Inactive
Budgets

Create Report Used to initiate the creation of the report.

Used to include the organization’s inactivated budgets in the report.

2. Select the Fiscal Year drop-down arrow and choose the correct fiscal year for the budget.
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Chapter 10: Reports
Complete the Date To and Date From fields in the format shown below the field or select the
calendar icon and select the dates.

Complete the Organization field with the name of the organization or select the magnifying
glass to search for the organization.

If necessary, select the Include Sub Organizations check box to include adjustments to sub-
organizations.

Complete the Budget Label field using the format shown to narrow the report to a specific budget.
Hold the Shift key down to select multiple Budget Labels.

Check the Include Inactive Budgets box to display the organization’s inactivated budgets in the
report.

Select Create Report.

The Generating Budget Transaction Report screen opens (Figure 10-56). The text identifies the email
address to which DTS will send the notification when the report is ready to download.

The Budget Transaction Report has begun for the selected criteria. You will receive an email at, helen.west@dtmo.pentagon.mil, when the report is ready to
download.

Fiscal Year» 2012

Date From» 08/15/2012

Date To+ 0B/15/2012

Organization» DTMOCSD

Budget Label» 12 DEFAULT; 12 TRAINING

Include Inactive Budgets+ Mo

Figure 10-56: Generating Budget Transaction Report Screen
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The Budget Transaction Report displays in an Excel spreadsheet (Figure 10-57). See Section 10.3.5
for guidance on downloading Budget Reports.

A B
1 :I
]
3 |Run Date: Mon Mar 21 11:30:01 EDT 2011
4 | Fistal Year: 2011
5 |Date From: 10/01/2010
§ |Date To: 03/21/2011
7 |Org: DTMO-TRAINING
% |Budget: 11 EXERCISE
9 |Budget LOA: 65710045741113400443041 481+ 181 243V ANAAMAANGAAGETIODAY AARAAAAA
10 Report Title: Budget Transaction Report
11
12 OrganizatiBudgat La Transactic Last NameFirst NamiTrans. TyaSON.-— TCN for FATANUM  Doc Name Departure Location/ILOA Label LOA PerDiem  Transport:Other  Total Obliga Running BalanceRef
13 DTMO-TRy LLEXERCI! #58585 CARLY  TERESA  AUTH  ONZFWT TD™****4L(ONZFWT TCMIAMIF S5458285 MIAMIFL 1LEXERCII667200097 5352100 S0.00  S0.00 $3,52L.00 52,046,003.52
14 DTMO-TR 11 EXERCI: £#8ste8s BROWN LUANN  AUTH  ONZFWV TD*****41 ONZFWV LBDENVEF 4/3/2011 DENVER,C11EXERCLG67100°57  S1,377.00  S0.00 8000 S$L377.00 52,044,62852
15 [DTMO-TRs 11 EXERCI: #h##t#E SMITH  JACE AUTH  ONZFWX TD*****41I0NZFWX ISDENVER ##### DENVER,C1LEXERCLI667100°S7  SL377.00 3000 30.00 5L377.00 52,043,25152
16 |DTMO-TR 11EXERCI: S¢tititi CARLY  TERESA VCH  ONZFWT TD™***41(ONZFWT TCMIAMIF gttt MIAMI,FL 11 EXERCI667100%57 5000 S0.00 S17300  SI7A00 5204307852
17 |DTMO-TR) 1L EXERCI: ##t#ttE BROWN LUANN  VCH ONZFWY TD*****41 ONZFWV LBDENVEF 4/3/2011 DENVER, C1LEXERCIBE7100°57  (5124.00)  $0.00  $1530  (SL08.70) $2,043,187.22
18 |DTMO-TR) 11 EXERCI: #hstat SMITH  JACE VCH ONZFIVX TD*****41(ONZFWX JSDENVER #zs8288 DENVER,C 11 EXERCI 667100457 5000 s0.00  S30.00 §50.00 $2,043,131.22
19
il
21 |Run Date: Mon Mar 21 11:30:01 EDT 2011
22 |Fiscal Year: 2011
23 | Date From: 10/01/2010
24 |Date To: 03/21/2011
25 | Org: DTMO-TRAINING
26 |Budget: 11 TRAINING

28 \Report Title: Budget Transaction Report
M4+ 1 TransactionReport DTMO-TRAINING 3 1] m s

Figure 10-57: Budget Transaction Report

10.4.4 Total Obligation Report

Shows the totals for all individual documents that affect a given budget item. There is one report entry
for each trip with a cumulative status (similar to the Trip Status Report).

The Total Obligation Reports displays:

* Organization name

*  Budget label

* Approved date

» Last name(s) of traveler(s)
»  First name(s) of traveler(s)
*  Document type

+ SDN

+  TANUM

* Document name

*  Departure date

* Location/destination of TDY
+ LOA label

+ LOA

* Auth per diem

* Auth transportation (cost for transportation on the authorization)
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» Auth other

» Total auth (total obligation amount for the authorization)

*  VCH per diem (total per diem amount on the voucher)

* VCH transportation (cost for transportation on the voucher)

+ VCH other

» Total voucher (total obligation for the voucher)

*  Perdiem

» Transportation (total cost of transportation on the paid voucher)

«  Other

+ Total difference

» Total obligation for paid vouchers

» Total obligation for the document (total obligations from the voucher for paid vouchers, or if no
paid vouchers exist, then the total obligation from the authorization)

The Total Obligations Report will include an indicator if multiple LOAs are used for different budget
items. This report does not have a running total balance.

Follow the below steps to request a Total Obligations Report:

1. Select Total Obligation from the subnavigation bar.
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The Total Obligation Report Selection Criteria screen displays (Figure 10-58). See Table 10-31 for
a description of the Total Obligation Report Selection Criteria screen.

Uze the form below to search for...

Mote: Caption in bold is a required field.

Fiscal Year» [2012q]
Date Eroms |08/15/2012 ][

A Format ic N Fdd/
ormat iz MM dd Fyyyy

Date To » 08/M5/2012 |

A

Format is MM/ dd Ny

DTMOCSD 1a
2 Enter the organization or click on the icon to sslect a value
12 194 RSW

12 DEFAULT

12 DTMO FMS

12 TRAINING

12 TRAINING123

Oreganization »

Budeet Label »

[T Include Inactve Budgets

CREATE REFORT

Figure 10-58: Total Obligation Report Selection Criteria Screen

Table 10-31: Total Obligation Report Selection Criteria Screen Description

TOTAL OBLIGATION REPORT SELECTION CRITERIA SCREEN DESCRIPTION

FIELD OR OBJECT DESCRIPTION
Fiscal Year Drop-down list to select the budget fiscal years.
Field to enter the earliest adjustment date (MM/DD/YYYY) that should be included in the
Date From : .
report. Select the calendar icon to select dates using the pop-up calendar.
Field to enter the latest adjustment date (MM/DD/YYYY) that should be included in the
Date To . .
report. Select the calendar icon to select dates using the pop-up calendar.
Icons that, when selected, display a pop-up calendar from which to select the Date From
Calendar
and the Date To.
Organization Text field to enter the name of the organization for which the report will be run.
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Table 10-31: Total Obligation Report Selection Criteria Screen Description

Magnifying Glass Icon used to search for the organizations that the user has access.

Text field to enter the budget name in the format shown (e.g., 13 TRAINING). Leaving the

Budget Label field blank will return all budgets for the selected organization.

Include Inactive
Budgets

Create Report Used to initiate the creation of the report.

Box used to include the organization’s inactivated budgets in the report.

2. Select the Fiscal Year drop-down list and select the FY in which the transactions were made.

3. Complete the Date From and Date To fields with the date range of the transactions to be included
in the report, or select the calendar icon to select the dates.

4. Complete the Organization field with the name of the organization that owns the budget, or
select the magnifying glass icon to search for the organization.

5. Complete the Budget Label field with the budget name (e.g., 14 DEFAULT) to narrow the report
to one budget.

6. Check the Include Inactive Budget box to include inactivated budgets in the report.
7. Select Create Report.

The Generating Total Obligation Report screen opens (Figure 10-59). The text identifies the email
address to which DTS will send the notification when the report is ready to download.

The Total Obligation Report has begun for the selected criteria. You will receive an email at, helen.west@dtmo.pentagon.mil, when the report is ready to download.

Fiscal Year» 2012

Date From » 08/15/2012

Date To» 08/15/2012

Organization » DTMOCSD

Budget Label» 12 DEFAULT; 12 TRAINING

Include Inactive Budgets + Mo

Figure 10-59: Generating Total Obligation Report Screen
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The Total Obligation Report displays in an Excel spreadsheet (Figure 10-60). See Section 10.3.5 for
guidance on downloading Budget Reports.

£ |:-I

2

3 |Run Date: Mon Mar 21 11:40:01 EDT 2011

4 |riscal Year: 2011

5 |Date From:10/01/2010

6 |Date To: 03/21/2011

7 |Org: DTMO-TRAINING

8 |Budget: 11EXERCISE

9 |Budget LOA: 667100757 1340030~ 1 81 181243V AN A AALNG MGG TI00A VA
10 |Report Title: Total Obligation Report
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12 |Organizati Budget La Approved Last Name First Nami(SDN TANUM  Doc NameDepartureLocation/| LOA Label LOA Auth Per [ Auth Tran Auth Othe Total Auth VCH Per Die VCH Trans VCH Othe Total You Per Die
13 |DTMO-TRy 11 EXERCI: ###2848 CARLY TERESA  ONZFWT 1ONZFWT TCMIAMIF #s##88E MIAMI,FL 11 EXERCI 66710057 50.00 50.00 50.00 50.00  5$3,521.00 50.00  S173.00 shassts gesssd
14 | DTMO-TR/ 11 EXERCI: ss#ssEs8 BROWN  LUANN  ONZFWV "ONZFWVY LBDENVEF 4/3/2011 DENVER,C 11 EXERCI 667100757 50.00 50.00 50.00 $0.00  51,253.00 $0.00 S15.30 #uBssuss sags
15 |DTMO-TR/ 11 EXERCI: s&##84E SMITH JACE ONZFWX "ONZFWX JSDENVER ##s##t8s# DENVER,C 11 EXERCI 667100757 50.00 50.00 50.00 $0.00  51,377.00 50.00 550.00 #ugssuss sags
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18 |Run Date: Mon Mar 21 11:40:01 EDT 2011

19 Fiscal Year: 2011

20 |Date From: 10/01/2010

71 |Nate Ta: 03/21/2011

22 |Org: DTMO-TRAINING

23 |Budget: 11 TRAINING

24 |Budget LOA: 0674007 17411411A1106427A0%21004671384A06710042DAMCTFO0000001*M201 7545000 ABF AGD0 L AAAAAGABDAAN AL ARAA

25 |Report Title: Total Obligation Report
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28 |DTMO-TRs 11 TRAINI| $####588 CARSON TERRY  VI201751LONZFWZ TCFTHOOI #####66% FT, HOOD LLTRAINI 067400717 $832.00  $0.00  $0.00 $832.00 $000  $0.00  $0.00 5000 58320
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Figure 10-60: Total Obligation Report

10.4.5 Download Reports

Follow the below steps to download a report:
1. Select Download Reports from the subnavigation bar.

The Reports Ready to Download screen displays a list of all the reports that were selected for
download in the previous report screens (Figure 10-61).

2. Select download next to the report.

The user will be prompted to download the report. This report may be downloaded to the user's
computer or viewed in a separate window as an Excel spreadsheet.

3. Select Open to display the report on the screen.
-OR-
Select Save to download the file to the computer.
-OR-
Select Cancel to cancel the action and return to the previous screen.

10.5 View List Reports

View List Reports provide information on groups, routing lists, organizations, people, and LOAs. This
information is accessible through the DTA Maintenance Tool. A DTA may request these reports by
submitting the required search criteria. View List Reports can be downloaded to the computer or viewed as
an Excel spreadsheet.

See Table 10-1 at the beginning of this chapter for a description of each View List report and references to
the DTA Manual sections that provide more information about each type of report.
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The following reports are ready to be downloaded. Reports are available to download for one week from the date they are created.

Download

download

download

download

Request Date Create Date

01/10/2014 12:34:33 PM 01/10/2014 12:34:33 PM

01/10/2014 12:27:25 PM 01/10/2014 12:27:25 PM

01/10/2014 12:10:57 PM 01/10/2014 12:10:57 PM

File Name
BalanceReport_DTMO-

TRAINING_1_10_2014_0_35_45_442 PM.csv

TransactionReport_DTMO-
TRAINING_1_10_2014_0_30_45_432_PM.csv

TransactionReport_DTMO-
TRAINING_1_10_2014_0_15_45_493 PM.csv

Report Type

BUDGET
BALANCE
REPORT

BUDGET
TRANSACTION
REPORT

BUDGET
TRANSACTION
REPORT
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Figure 10-61: Reports Ready to Download Screen

Page 10-111

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 10: Reports

This page is left blank intentionally.

Page 10-112 DTS Release 1.7.3.24, DTA Manual, Version 4.6.11 Updated 9/12/14

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.



